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BlueCrest: Completing Batch Audits After a Sort Pass

Scope

Ballots challenged during signature verification process are pulled out during the Sort (2") Pass and
audited before moving them to the challenged racks to the designated challenged area. This
procedure will validate that all challenges are accounted for before valid ballots reach extraction.

Supplies and Programs Needed

e Batch Audit Report

e Yellow Highlighter

e Pen

Ready for Batch Audit Bakers Rack

Valid Ballots Bakers Rack

e DIMS.net (DIMS) access

e Mail Ballot Processing Database (MBPD) access

Audit Guidelines

Data Workflow Lead will call-out and place the Batch Audit Report in the hanging file on the wall
when the report is ready for Batch Audit. In order to verify that all challenged ballots are accounted
for following the Sort 2" Pass of a set of batches separated by an assigned Batch Audit Letter (Batch
Audit A vs. Batch Audit B, etc.).

The Rack of Valid Ballots will be next to a rack of newly Challenged Ballots ready to be reviewed.
NOTE: Do not move valid ballots until batch audit is complete.
Review Challenged Ballots against the AV ID Numbers found on the Batch Audit Report.

Teams of two (2) conduct audit to account for every ballot.

Identifying Batches Ready for Audit

During Incoming (1%') Pass, VBM envelopes are scanned and separated by various batch numbers.
Following Signature Verification, batch numbers are grouped and separated by Letters. Once the
Sort (2") Pass is complete, these ballot batches are ready for a Batch Audit Report.

Ballots Following “A” Sort Pass

Ballots of Batch Audit A, B, C, etc. are separated by challenge type on the rack labeled “Ready for
Batch Audit (A or B or C...etc.)”

Beginning a Batch Audit

From the “Ready for Batch Audit” hanging tray, grab the Batch Audit Report that corresponds with
“Ready for Batch Audit” racks. There should be two bakers’ racks with the same corresponding
Ready for Batch Audit sign example :( A & A) one rack will go to challenged area the other will go to
the extraction area.
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Report for Batch A

Batch Audit - 2019 Consolidated Election 1D: 3944

Batches 10058 10053 10060 10061 10062 10063

EZE

1 Y

2 | 10056 | 45492142 | 464266 7 Y NMS NOMN-MATCHING SIGNATURE
3| 10059 | 41041278 | 516213 12 Y NMS NON-MATCHING SIGNATURE
4 | 10059 | 45645632 34023 314 k) NMS NOMN-MATCHING SIGNATURE
5 | 10059 | 63431142 47941 69 b NMS NON-MATCHING SIGNATURE
6 | 10062 | 45846545 91348 42 Y NMS NOMN-MATCHING SIGNATURE
7 | 10062 | 45856361 BB438 56 Y NMS NOMN-MATCHING SIGNATURE
8 | 10063 | 4504164 319314 24 Y NMS NOMN-MATCHING SIGNATURE

Extraction Rack A Challenges Rack A

L —

UNITED STATES  jWraatsesa

POSTAL SERVICE . 1 READY FOR
o <5 —, BATR ADDIT
P
Z = -

NOTE: Make sure the letter on your Batch Audit Report matches the letter indicated on the “Ready for
Batch Audit” rack and the Extraction rack before beginning the process.

1. Move “Ready for Batch Audit” rack and “Valid Ballots” rack closer to the Batch Audit Review
table.

NOTE: If you are unsure of where the audits area is located, ask your lead/supervisor.

2. Take the challenged tray from the “Ready for Batch Audit” rack that corresponds with the
pocket number and challenged code on the Batch Audit Report.

Batch Audit - 2018 Co
Batches 10058 10059 10060
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NOTE: Work one challenged tray at a time to avoid misplacing VBM envelopes.

3. Place the tray on the table.
4. Inteams of two (2), begin to audit the selected challenge type.

Team member 1: Reads aloud the whole AV ID number on the ballot. Example: 65 10 47 37

Declaration of Voter / Declaracion del Volamo

a0 voling. seside & B address shown, and have sele opked kr nor
wmwnwwmrummm

Pallots that aee mmaibed MUST be postmmarkand oa or befoer Hection Dyy and
recetved by dhe Regintrar of ¥ oters office mo leter Sham 7 deys aher Dectins Doy

o o el por cormes DEREN temer smatselon del DS bt b
o de antes e deben s on b effcima dd gt de Vitwntes

—1
AVID # pr—
——1
1234 W Some Street Rd, City, State, 95999
7
X U. bu,'/ d-ou) ‘ &-_-
- T T s
LINUS CHANTAL HART -
SHEROTZIRI08 - 208N BLU VIMP £5 @ 1453 V22022 61875
Voter ID #

NOTE: Do not highlight any numbers until the whole number has been called-out
Team member 2: Confirms the AV ID number by highlighting the Batch Audit Report.

Note: AV ID numbers may not be in the order by which they were processed through the
Sorter Machine.

Batch Audit - 2019 Consolidated Election ID: 3944

Batches 10058 10059 10060 10061 10062 10063 A
Packettiumber | 3

1| 10058 | 45456954 | 50651 w | Y NMS | NON-MATCHING SIGNATURE
2| 10056 | 45492142 | 464266 7 | ¥ NMS5 | NON-MATCHING SIGNATURE
3| 10059 | 41041278 | 516213 12 | ¥ NMS | NON-MATCHING SIGNATURE
4| 10059 | 45645632 | 34023 T Ea NMS__| NON-MATCHING SIGNATURE
5| 10050 | 63431142 | 47941 | 63 | ¥ NMS | NON-MATCHING SIGNATURE
6| 10062 | 45846545 | 91348 42 ¥ NMS | NON-MATCHING SIGNATURE
7| 10062 | 45856361 | 86438 56 ¥ NMS | NON-MATCHING SIGNATURE
£| 10063 | 4504164 | 319314 21 ¥ NMS | NON-MATCHING SIGNATURE

Once finished with the tray, return the challenge tray to the “Ready for Batch Audit" rack and continue
to the next pocket number found on the Batch Audit Report until the report is completed.

When Batch Audit Report and Challenged Ballots Do Not Match
Challenged ballot not found on the Batch Audit Report:

When you finish highlighting the AV ID numbers for a challenge code during the Batch Audit process,
you may come across an extra ballot in the challenged tray that is not on the Batch Audit Report. When
this occurs, it is best to:

1. Note the discrepancy on the challenge code page associated with that VBM envelope.
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2. Setthe VBM envelope to the side, away from other VBM envelopes, and continue the Batch Audit in
case the VBM envelope was placed in the wrong challenged tray.

3. If that ballot does not appear anywhere on the Batch Audit Report, notify the Lead and have them
research the problem. In order to identify the issue, the Lead must:

4. Open DIMS.net (DIMS) from the desktop.

= —

Rims

DHMS.net

5. Loginto DIMS using the “My Windows account” option.

6. Click the Login button.
NOTE: If the “Login Using” section shows a different option when you open DIMS, click the drop down
arrow to select “My Windows Account” before proceeding.

RUNBECK ' DIMS.net Election Management System

ELECTION SERVICES™
v 2022,02.25,32204

(G0 TR TV My Windows Account <«— ~

(G S GHEl Prod EMS w

7. Click on the “Elections” menu.
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Workers iEhectinns || Miscellanecus  Window  Help

Find Election Shift+F2

Change Default Election <

]

Election Reports Ctrl+F2

Election Calendaring
Contests and Candidates
Ballot Ordering

Absent Voter/VEM Ballots
Election Batch Managernent
Delivery

Provisional Voters

Reconciliation/Canvass

Election Day Info  Ctrl+Shift+F3

8. Click on “Change Default Election”.

9. A Select Default Election window will appear. If the election displayed is correct, click Yes.

Select Default Election

Use the default election cumently set to:
03/03/2020 (3957) 2020 PRESIDENTIAL PRIMARY ELECTION

Yes

10. If the election displayed is incorrect, click No. The Select Default Election window will change to display a

drop-down list and a Select button.
11. Click the arrow of the drop-down list t
12. Click on the correct election and then

BALLOT SORTING PROCEDURES

o expand it.
click the Select button.
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I Select Default Election

Set the default for only this DimsNet session to:

Date 1D Election
11/05/2019 (3944) 2019 CONSOLIDATED ELECTION

1/03/2020 (3958) 2020 PRESIDENTIAL GENERAL ELECTION Al
05/12/2020 (4043) MAY 12, 2020, CONGRESSIONAL DISTRICT 25 SPECIAL GENERA
L_|05/12/2020 (4058) MAY 12, 2020, CONGRESSIONAL DISTRICT 25 SPECIAL GENERA
105/12/2020 (4057) MAY 12, 2020, STATE SENATE DISTRICT 28 SPECIAL GENERAL
03/03/2020 (3957) 2020 PRESIDENTIAL PRIMARY ELECTION
03/03/2020 (4015) MARCH 3, 2020 CONGRESSIONAL DISTRICT 25 SPECIAL PRIMAR

13. A Selection Confirmed window will appear. Click OK.

o Default Election for your Dimshet Session has been set to:

“11,/03/2020 (3958) 2020 PRESIDENTIAL GEMERAL ELECTICON"

14. Click the “Enter Absent Voter Ballot” icon (Yellow Envelope).

™= DIMS New Election Technology
File  Voters Precincts  5Streets  Districts  Polls  Workers  Elections  Miscellaneous  Tools  Window  Help

L A =1

15. Click “By ID”.

BALLOT SORTING PROCEDURES 7 Revision Date: 01/29/2024



San Bernardino County Registrar of Voters
BlueCrest Vantage Mail Sorter: Completing Batch Audits After a Sort Pass (2" Pass)
(Version 4.0)

| - =
5 Find Voter [ErEirE]
an A I P F |
By Mame | ByAddress | ByMNamelfddress | By 1D

Enter full or partial name

Last: | cy: | Locate
= e ] ron g
Soundex [ ] Search At/Pror Name pog: | 7 7 [ Needs Evaluation

STATUS P. LAST NAME FIRST NAME

ByMName | ByAddress | By Nameifddress By ID
Check desired search method then enter criteria

voteriD [~} | [ ]
ater |D [ Incl. Confidertials [ ] Needs Evaluation
Affidavit : :
Drvrs, Lic.
SSH
P. AFFIDAVIT  LAST NAME FIRST NAME

ww is found then DoubleClick to Enter AV/VEM Rejection System

17. Enter the AV ID Number in the textbox next to AV ID.

18. Click Locate or press Enter.

19. After confirming that the voter that appears is the correct one, Double Click on the highlighted voter
name or press “Select” or press Enter.
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ByName | Bydddress | ByNamelfddress — ByID
Check desired search method then enter criteria

41D ~ Wl 56016482 | |

Incl. Corfidentials [ ] Needs Evaluation

# STATUS P. AFFIDAVIT LAST NAME

FIRST NAME

INT DOB POB

¥ |36R745911 |HART

c

09/07/1986 |NC

20. “AV/VBM Ballot Issued” screen will pop-up, click “OK”.

AV/VEM Ballot lssued

A Warning. This Yoter has already received an AV/VEBEM Ballot

23. “Rejection Notice” screen will pop-up, click “No”.

NOTE: ALWAYS select NO on this screen.

BALLOT SORTING PROCEDURES
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Rejection Motice

0 Do you want the system to issue a Rejection Motice?

Yes l Mo

24. From the AV Module, check if there is a challenge code associated with this VBM envelope.

- o]
Voter | Electon | District | Flags |
Vioters Name and Address on Fle.
Current Ballot Information Current Bzllot Informztion
Nzme: LINUE CHANTAL HART Name: LINUS CHANTAL HART
Addrazs: 2470 BLAIN KIT COURT Address: 2470 BLAIM KITCOURT
FONTAMA, CA92335 FONTAMA, CAB2338
Mziled To: 2470 BLAIN KIT COURT Maziled Ta: 2470 BLAIN KIT COURT
FONTANA, CA 92336 FONTAMNA, CA 92336
Bzllat Type: 1263 Ballot Type: 1263
Party: REP CALY: EEE Active Ballots
Becon: | 11032020 3950 202 PRESDENTA ~ | pouraed: /17
VoterlDl | 259431 D | 56016482 | Voter Sert: [ 77
#lsed: | | bsd | Retum Source: | MAL v| [0 kRravem?
Category. | PERMANENT ABSENTEE v Retum Date: | $1/02/2020 [ Meeds Evauation
Source: | MAIL e
Sub: |
Type fop: | | =
How Recd: | vi roe |
7} A { JJ__ 3 —¥___
Voting Fom. | all L/;]MJJ/ 1 A\
fgpl. Date: |_/_/___ |
Mailing Add Suspend Pricr Ballota Resend ftachments
Delete Commeris Reject Last Trans View Balch Ok Cancel

VBM envelope is challenged

Check to see if the batch number associated with the challenged VBM envelope belongs to your
batch report.

1. Click the Election tab to locate the batch number associated with the VBM envelope.

BALLOT SORTING PROCEDURES 10 Revision Date: 01/29/2024
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Voter District | Flags }

Voters Bection Details:

1299 C35520A47E4B2CUHFO11299  SER NO: [1299] WATER OF LIFE COMMUNITY CHURCH
1299.00 - C35520A47E4B2CUHFO 11299 7671 EAST AVE

Party: NPP Balot Type: 1299 Lang: ENG “9'°°° L
{#10591860) 9/20/2019 5:27:47 AM Cument Batch = 10102; Envelope = 20

Batch number is associated with your Batch Audit Report

If the batch number is listed on the Batch Audit report, this indicates that there was a mistake with
the printout, causing the VBM envelope to not show on the report. Have the Data Workflow lead
complete the steps below.

1.
2.
3.

5.

Return to Batch Workflow tab from MBPD Batch Management window.

Under the Ready to Batch Audit label, click the drop-down box.

Select the letter associated with that batch number to highlight all batch numbers associated
with that letter.

Click Batch Audit.

Ready to
Batch Audit

10058
10059
10060

[ Batch Audit ]
Batch Audit By Batch

Press Ctrl+P to print out a new Batch Audit Report.

Batch number is not associated with your Batch Audit Report

This indicates the VBM envelope in question should not have been in that challenge tray associated with
that Batch Audit Rack and explains why it was not on your Batch Audit Report. Use MBPD to check the
batch number and see which batch audit the VBM envelope is supposed to be associated with.

1. Access the Batch Workflow tab from MBPD Batch Management window.

BALLOT SORTING PROCEDURES 11 Revision Date: 01/29/2024
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Ready to
Batch Audit

Batch Audit

Batch Audit By Batch
Complete Audit

Batch Audit

Complete

10001
10002
10003
10004
10005
10006
10007
10008
10009
10010

2. Look inthe Batch Audit Complete and Ready to Batch Audit sections to find the batch

number.

Batch Number found in Batch Audit Complete Section

The VBM envelope is associated with a batch that has already gone through the batch audit process;

however, the VBM envelope remained in the Ready for Batch Audit mail tray due to a mistake.

Move VBM envelope to the appropriate challenged tray on the challenge rack.

Batch Number found in Ready for Batch Audit Section

This suggests the batch number was not grouped properly before printing the Batch Audit Report.

Have the Data Workflow Lead complete the steps below.

1. Confirm the letter associated with that batch number is same as on your Batch Audit Report

Check the Batches area on the Batch Audit Report to make sure the batch number in

question is missing.

3. Group the missing batch with the rest of the numbers associated with that letter.
4. Click “Batch Audit”.
5. Press Ctrl+P to print out a new Batch Audit Report.

edaeimier |

Batch Audit - 2019 Conseclidated Election ID: 3944
@ 10059 10060 10061 10062 10063

Al

1] 10058 | 45456054 | 50651 10 Y NMS | NON-MATCHING SIGNATURE
2 | 10056 | 45492142 | 464266 7 Y NMS | NON-MATCHING SIGNATURE
3| 10059 | 41041278 | 516213 12 Y NM5 | NON-MATCHING SIGNATURE
4| 10059 | 45645632 | 34023 34 Y NMS | NON-MATCHING SIGNATURE
5 | 10059 | 63431142 | 47941 69 Y NMS | NON-MATCHING SIGNATURE
6 | 10062 | 45846545 | 91348 42 Y NM5 | NON-MATCHING SIGNATURE
7| 10062 | 45856361 | 26438 56 Y NMS | NON-MATCHING SIGNATURE
8| 10063 | 4504164 | 319314 24 Y NMS5 | NON-MATCHING SIGNATURE
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If the Batch Audit Report has more AV ID numbers than challenged VBM envelopes
When you run through the AV ID numbers of a Batch Audit challenge type and realize some
numbers are not highlighted, it is best to continue the Batch Audit in case the envelope was
misplaced in a different challenge tray. Once you finish all the VBM envelopes on hand for the Batch
Audit and still have AV ID numbers unidentified, approach the Challenge Ballot Audits Team Lead
with the discrepancy.

The Challenged Ballot Audits Team Lead will check if a supervisor has possession of the physical
VBM envelope(s) associated with the extra AV ID number(s) on the Batch Audit Report, as the VBM
envelope(s) may be under review.

Ballot Processing Lead Assistants does not have possession of the VBM envelopes

If the VBM envelope(s) in question is not under review, the Challenge Ballot Audits Team Lead will
have to find the location of the misplaced ballot(s) using their AV ID number by login into DIMS.net
and researching the status on the VBM envelope in question.

Ballot status is Valid

When the ballot status is seen as Valid, who changed the status and when becomes important.

1. Click “Last Trans”.
2. View who was the last team member to change the challenge code and when it was

changed.

'#Trmm:h’on Log - Name: | |||
o BEFORE AFTER TRANS DATE LOGIN
1 | 11/4/2019 231:29FM
2 0 | [ 11/472019 231:29PM | SBCOUNTY Mar... |
3 N [y 11/4/2019 112639 AM | SBCOUNTY Mar
4 [ [Nvs 117472019 11.15:25AM | SBCOUNTY Mar,.. |
5 o Li00s 11/4/2019 110234 AM | SBCOUNTY Ne
6 [ 11/4/2019 110234 AM | SBCOUNTY e |
7 Maw 4 20015 1.2:.00AM T 0TS TN o o oLy
g < |49 11/4/2019 11:02:34 AM e
§  ENT - T IO SECOUNTY\He
10 MAL 11/4/2019 11:02:34 AM | SECOUNTY \fle..
1 . | 9/20/201 53115 AM | SBCOUNTY'dA1._
< >

[e= |

3. Visit the last team member to handle the ballot and inquire about why the overturn
happened.

Ballot was overturned from Challenged to Valid without proper cause

After hearing the team member explain what happened, you will be able to identify how they made
a mistake.

1. Have them correct their mistakes.

BALLOT SORTING PROCEDURES 13 Revision Date: 01/29/2024
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2. Advise them to review their procedure as necessary to prevent reoccurrences.
3. Have the team who conducted the audit search for the ballot amongst the “Valid Ballots”
before they reach extraction.

Ballot Status is Challenged

When the AV ID number shows the ballot is challenged in DIMS, but the physical ballot is not part of
the Batch Audit Rack, the ballot has been misplaced.

1. Check if the ballot was placed on the wrong “Ready for Batch Audit” rack.

2. Check if the ballot was placed with the Valid Ballots.

3. Once the ballot is found, highlight the AV ID number on the Batch Audit Report and place
the ballot in the appropriate challenge tray.

Completion of Batch Audit

The Batch Audit is complete once all AV ID numbers listed on each page of the Report are
matched and highlighted against all the pocket numbers and Challenged Ballots.

=  Both team members must initial and date the Batch Audit Report
Note: Initials should be readable by everyone.

BALLOT SORTING PROCEDURES 14 Revision Date: 01/29/2024
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A556054 | 50651

Batches 10058 10058 10060 10051 20083 10053

Batch Audit - 2019 Concolidated Election 1D 1944

KON -MATCHNG SGNATURE

1 ¥ WA

2| 10056 | 45492142 | 454266 7 ¥ NMS | NON-MATCHING SIGMATURE
3| 10059 | 21041278 | 516213 12 ¥ NNES | RON-MATCHING SIGNATURE
4| 10050 | 45645632 | 14023 T ¥ NMS | NON-MATCHING SIGNATURE
5| 10055 | GMIL1A2 | 47941 B ¥ |  NMS | NON-MATCHING SIGMATURE
6| 10062 | 458a654S | 91348 a2 ¥ NS | MON-MATCHING SIGMATURE
7| 10062 | 45856061 | m6aIR % ¥ NMS | NON-MATCHING SIGRATURE
B 10063 | ASO4T68 | 315314 Find ¥ I MRS MO -MAATCHING SHGNATLRE

Write the letter from the Batch Audit Report on the pocket tray tags.

' Pocket 6

First:
Last:

16073656

16073650

11/28/2022 ‘

—
15:28:25

100

Place Batch Audit Report in the “Batch Audits Completed” hanging tray. Out loud say “Batch Audit

completed.”

BALLOT SORTING PROCEDURES
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2. Place “Ready for Batch Audit” trays on the baker’s rack. We need to remove both Ready For Batch Audit
signs and replace the valid rack’s sign with a Ready for Extraction sign.

e Take the “Unsorted Challenges: Ready to be Filed” rack to the challenge audits area.

e Move the audited ballots from the trays to the appropriate trays in the “Unsorted Challenges: Ready to
be Filed” rack.

e Remove all tray tags from each tray, staple them together and placed them in the gray bin on the black
cart.

e Double check that no envelopes or tray tags have been left behind before taking the rack to the sorter

area. e s AT
| UNSORTED | zod

| CHALLENGES '\‘
|

Please Place

Pocket Tray Tags

Here

3. Take the second rack with Ready for Extraction to the extraction area located in front of the dock doors.
e Start by removing the trays from the rack and matching them to each rack on the extraction area,
placing the tray in the next available area.

BALLOT SORTING PROCEDURES 16 Revision Date: 01/29/2024
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Example: Tray with pocket #25 will be placed on the rack with the #25 on the rack as seen below.

e Continue this process of matching tray number to rack number until all the trays have
been removed from the Ready for Extraction rack.

e Take the rack back to the extraction area.

e Remove the Ready for Extraction sign and place it back on the steel beam with the rest

of the signs.
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