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Welcome to Verity Count. This document is intended to be used in
tandem with the Verity Count Technical Reference Manual,
document ID number 6600-004-A04, and with the Verity Count
component logged into and open.

This manual walks through common procedures within the Count
interface. These procedures may require specific user roles to
access and complete actions. If you have questions regarding the
required user access or in-depth screen shots of features, refer to
the Verity Count Technical Reference Manual.

Through this manual, you will learn how to do the following:

* Getting Started with Count, starting on page 3

Reading the Election Dashboard, starting on page 13
» Review and Resolve Write-Ins, starting on page 15

» Reporting Options, starting on page 17

« Importing and Exporting Data, starting on page 31

» Appendices

« Election Management, starting on page 33

» User Management, starting on page 41

« Desktop, starting on page 43

» Verity Networked Workstation Troubleshooting, starting on
page 50

This quick reference manual is supplementary, only, and is in no
way intended to replace Verity training materials or user manuals.
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Getting Started with Count

Getting Started with Count

As you work in Verity applications, keep in mind that this document is
intended to be used with the corresponding Technical Reference
Manual, which contains more information about how your Verity
application works. In the event that you receive an error, warning, or
failure message, follow the instructions in the message window. Also
reference the relevant section in the corresponding Technical Reference
Manual.

Proper Server-Client Start-Up and Shut-Down

Ensure that you follow proper start-up and shut-down procedures:
1. Press the power button to power up the server first.

2. When the Log In screen displays, verify that the Ethernet switch indi-
cates that the server is connected to a port on the switch.

3. Once you have confirmed that, then press the power button on the
first client workstation.

4. Verify that the switch indicates that the client is connected to a port
on the Ethernet switch.

5. Power up client workstations one at a time.

6. If the Log In screen does not display on a client workstation, contact
the Hart Customer Support Center.

A Word About Removable Media Devices

Working with external media devices requires a solid connection. When
using vDrives, you should ensure that they are properly inserted and
firmly seated. While using any Verity application, if you receive an error
message stating that there is a problem with the vDrive, you should
remove the vDrive, wait a moment, and then reinsert it. If, after a few
attempts the vDrive still triggers an error message, contact the Hart
Customer Support Center for a replacement vDrive.

Note: Only Hart approved, formatted, and distributed
devices should be used.
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Logging In

When Verity starts, the Verity Voting login window displays.

MEeRrITY"

Voting

1. Type a valid User Name and Password.
2. Click OK.

You are allowed to be logged into only one workstation at a time. If you
log into one workstation and, still logged in, you then log into a second
workstation, you will be immediately logged out of the first workstation.

Multiple logins @

. This user has been logged out because the same user credentials were
_.I_L used to log into another workstation. All unsaved changes have been
discarded and any running processes have been cancelled.

Multiple logins @

I.-"'_"‘-. Your user account was already logged into a different workstation. You
"' can only be logged into one workstation at a time. You have been
automatically logged off of the other workstation.
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Password Changes

1. Click the Change Password link.

User Name: [a| }

Password: °

If you forget your password, an Administrator user can assign you a new
one through the User Management tool.

You will need to reset the initial password when first launching your
application.

2. Enter your user name and old password, and type your new pass-
word twice.

User Name:

Old password:

New password: 1

Confirm password:

OK

3. Click OK.

After Verity verifies the user name and password, the Verity Voting
home screen displays.

=
Deskiop Manage
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Note: Those logging into client workstations or those with-
out election manager authorization will not see the Manage
tile.

MERITY"
\Yeilgle

For Build-Count combined installations, users will see both the Build tile
and the Count tile.

Note: For networked installations of two or more worksta-
tions, all workstations must have the Build-Count application
duo installed.

MERITY"

Voting

e L4 L
Desktop Manage Users

Starting Count

An election must be imported through the Election Management
application before you can use the Count application.

1. Click the Count tile.
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The Select Election screen displays.

[

VERITY Count

Select Election

Plasss salect an slaction

T DectionD ¥ fionType ¥  Fection Deir

Preferences Tab

1. Click the Preferences tab. The Election Preferences screen displays.

blome

VERITY Count

Election
Preferences

et spplication wattings sad tefsults for naw slection

Report 10 ese 23 & Coust pers soport [ Cumuaios Rests =

P Bt vt st rati, st b o

2. Set your preferred default values on each of the three tabs.
3. Click Save.

Working with Tasks

1. Click the Elections button at the top of the screen.

blome

VERITY Count

Select Election

Plasss sadact an sisctlon

T Fecion@ ¥ Eeckomlype ¥ Bection Date

Tau Opem Primary w0

2. The Elections tab on the left side of the screen is automatically
selected. The Select Election list displays.

3. Double-click an election. The Tasks list for the selected election dis-
plays.

Verity Count Quick Reference Manual | 7



Getting Started with Count

Add a New Task

1. Double-click an election in the Select Election list. The Task Man-
agement screen displays.

Home 12:33 PM 06/16/2014 Lop.Out

¢ =

Wisbstations 3458034501 Cumremt Dleciom SFENTLABCILCPE BTS00l Devibom B TR Eevtbos Db SUIGTTH  Comend Tashs <roses

Task
Management

Flete salect 2 task, of use tha Actiom button

2. Click the Actions button.

Rename
Change label

Complete

Delete
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3. Click New. The New Election Task window opens.

New Election Task

Task Name:

[ l
Task Type:

Report Label:

Date and Time of Tabulation:

12/8/2014 2:24 PM |m|

Voting Types for Precincts/Polling Places Reperting:
| Not Selected |'|

oK Cancel

4. Type the Task Name.
5. Select the Task Type from the drop-down list.

Official
Test

6. Type the Report Label.
7. Specify the date and time (for the first task of an election).

8. Select a voting type from the Voting Types for Precincts/Polling
Places Reporting drop-down list (for the first task of an election).

Note: The Date and Time of Tabulation and the Voting
Types for Precincts/Polling Places Reporting options can
be selected only for the first task created for an election.

9. Click OK. Click Cancel to close the window without adding the task.
The task displays in the Task Management list.
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Rename a Task

1. Click a task to select it.

Home 1233 PM D8/16/2014 Log.Out

¢ =

Wisbstations 3458034501 Cumemt llectio SFENTLEBCULCOERTL 000 Deribn B TH4  Eetion Db OUIGO0L  Comend Tadks <roses

Task
Management

Ploate salect & task, or use the Actions batton

¥ Type ¥  Reportlabel

Official tabulate

{Rename D

Change label

Complete

Delete

3. Select Rename from the Actions drop-down list. The Rename Task
dialog window displays.

Rename Task X

= )
G S

4. Rename the task by typing over the old name.

5. Click OK to save the new name and close the window. Click Cancel
to close the window without saving changes.
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Change a Task Label

1. Select Change label from the Actions drop-down list.

~ Actions

Open
New

Rename

q Change label >

Complete

Delete

2. The Change Report Label dialog window displays. Change the
report label by typing over the old label.

Change Report Label X
ltaski l

OK Cancel

3. Click OK to save the new label and close the window.

Complete

1. Select Complete from the Actions drop-down list. The Really Com-
plete Task dialog window displays.

Really Complete Task? LJ

The selected task will be marked as Complete, Afterwards, no additional
! . vDrives can be read into this task. Do you want to continue?

2. Click Yes to mark the task Complete. Click No to close the window
without marking the task Complete.

Note: Once the task is marked Complete, no vDrives can be
read for the task.
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Delete a Task

1. Select the Delete option from the Actions drop-down list. The
Delete dialog window displays.

Delete

ié The selected item will be deleted. Do you want to continue?

2. Click Yes to delete the task and close the dialog window.
Opening an Election

1. Click the Elections button at the top of the screen and the Elections
tab on the left side of the screen.

tome ¢ & oumssw

Select Election

Finwia salend an minction

¥ HecioalD T GectienTyps ¥ Decsion Oute

T OpenPimary KB4

2. Double-click an election from the Select Election list and then dou-
ble-click a task from the Task Management list. The Election Dash-
board displays.

blome

VERITY Count

Election
Dashboard

Raad wDrbeses mnd
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Reading the Election Dashboard

Operators and Administrators use the Election Dashboard.

1.

Double-click a task to open it. The Election Dashboard displays.

tome

VERITY Count

Log.Out

Click a Detail button to view more information about a given
status bar.

Click the Tabulate toggle to switch the auto-tabulation function on
and off.

Note: When reading vDrives, if a vDrive is not properly
inserted or successfully read, the vDrive Id may read 0. In that
case, the user must remove and reinsert the vDrive so that it
reads properly.

Reading vDrives without Tabulating

i A N

Print a Zero report prior to tabulation when prompted.
Ensure the Tabulate toggle is in the OFF position.
Insert Verity Key.

Insert a vDrive to read the contents into Count.

Type your user name and password when prompted. This is required
for reading the first vDrive only.

The vDrive is read automatically, and the data is stored until you are
ready to tabulate.
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Reading the Election Dashboard

Read vDrives Screen

Election Media Readers use the Read vDrives screen.

tome.

VERITY Count -

Log Out

Read
vDrives

Eotal wOvives resct |

In the Elections workflow, open an election and then a task. The
Read vDrives screen displays.

Insert one vDrive at a time into a USB port.

When the vDrive has been read, remove the vDrive and insert a new
one.

Tabulating while Reading vDrives

i A N

Print a Zero report prior to tabulation when prompted.
Ensure the Tabulate button is set to ON.

Insert Verity Key.

Insert a vDrive to read the contents into Count.

Type your user name and password when prompted. This is required
for reading the first vDrive only.

The vDrive is read and votes are tabulated. Click Cancel at any time
to cancel tabulation.

Click OK.

When tabulation is complete, turn the Tabulate toggle to the OFF
position.

14
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Review and Resolve Write-Ins

Review and Resolve Write-Ins

1. Click the Resolve button at the top of the screen. The Write-In
Votes tab on the left side of the screen automatically displays the
Write-in Assignments screen.

bome € B nomanon LogOw

VERITY Count

Write-in
Assignment

Expand & cmast £ resshe write-in vaie

2. Look in the Unassigned column to locate an unassigned write-in
candidate.

3. Click the Expand [ button to view a write-in in detail.

Paper Write-in 1 Auto-advance

Bl Write-in:
DEF

e Unassigned write-in 1 of 1 ﬁ

Assign to: | Unassigned

4. Click the Unassigned write-ins tab. The section of the ballot with
the unassigned write-in candidate is displayed close up.

5. Click the Assign to drop-down arrow to expand the list of candi-
dates.

Unassigned
Rejected

Monte Anthony
Robert Maniscalco
Tangipahoa

Tim Beauprez

6. Click to select the correct candidate for the write-in name. Click
Revert [Revert] to unassign the name if you assigned it in error.
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Review and Resolve Write-Ins

7. The contest moves from the Unassigned write-ins tab to the
Assigned write-ins tab. Alternatively, click Reject to reject the
write-in.

8. Click Save.

9. Click the Auto-advance checkbox to automatically display the next
write-in issue. Otherwise, click one of the scroll arrows === to
move forward or backward through the list.

Adding a Write-in Candidate

1. If the write-in candidate is not in the list and should be, and if your
jurisdiction permits it, click the Write-in candidates tab.

Click Add.
Type the candidate’s name in the text box and then press Enter.
Click Save.

Lok wWN

To assign a write-in vote to the new candidate, return to the Unas-
signed write-ins tab and select the candidate from the Assigned to
list.

Reverting an Assigned Write-In

1. Click the Assigned write-ins tab. The candidate assigned to the cur-
rent contest displays.

2. Click Revert [Revert]. The candidate is now unassigned and can be
viewed on the Unassigned write-ins tab.

Printing Write-in Status

1. Click Print in the lower-right corner of the screen to display the
Write-in Status report.

2. Click the Print [=] or Export [ button to print your report or save
your report to an external device.

16 | Verity Count Quick Reference Manual



Reporting Options

Reporting Options

On the Reporting Options screen, you will configure the settings for all
generated reports. To update these settings, open the Reporting
Options screen.

1. Click the Results button at the top of the screen. The Options tab
on the left side of the screen is automatically selected. The Report-
ing Options screen displays.

tome

¢ o «

Reporting
Options

St reparting optians for slection el

2. Click each of the tabs and set the reporting options.

3. Once you configure a tab, click the Save [sawe_] button.
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Reports

1. Click the Reports tab to display the Reports screen.

tome

VERITY Count

Reports

Smlect & report from the list beicw

2. Double-click a report to run it.

3. Some reports have an associated Reports Settings window. Config-
ure the report settings. Then click Show Report.

-

Report Settings

Precinct Results Report
Voting Types Filter  All =

[# Overvotes
# Undervotes

4. The report displays so that you can print [=] or save [ the report.
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Reporting Options

Create Custom Reports

1. On the Report screen, click a report.

2. Click the Actions button.

i. ~ Actions |

Print

Create custom report

3. Select Create custom report from the drop-down list. The Verity

Dialog window displays.

Wity Diskg

Step 1
Set up your custom report
Sebect a type
@ Filtered Report

Reporting Run

Appily Alases (Cumulative. Precinct, and Canvass Results only).

Mamae the new report

Custom Repart Name

¢ for the report header

o of Custom Repart far the Repart Headed ]

4. Select the options you want applied to your custom report.

Click Continue or Back through the wizard until complete.

6. On the last screen, click Finish [Fmiza]. Then click Close [Eisze 1. The
report is displayed in the Custom Reports list on the Reports

screen.
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Reporting Options

Reports Actions Button

You have just created a custom report using the Actions button. Using

the Actions button, you can also print, edit, and delete your custom
report.

P

Print

Create custom report

Edit custom report

Delete custom report

Precincts Reporting

1. Click the Precincts tab to display the Precincts Reporting screen.

tome

VERITY Count

Precincts
Reporting

AEOONENO0ANENEOEOC0RNBNO0C0R0C0C000000] B1IMEETHY
H000D000000SNENONC0CNND0N0000000000007

EDENEDENONENENENENENENCNENENENCNENEDD)

2. Click a precinct to select it.

3. Click the Actions button to display the drop-down list.
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Reporting Options

4. Click the action you want to perform in the drop-down list. Your
choices are Set Status and Print Report. If you select Print Report,
the report displays in a Verity Dialog window. If you select Set Sta-

tus, the Set new status dialog window displays.

Set new status

@ Not reporting
& Reporting
@) Partially reporting

X

Apply the following status to all selected Precincts:

@ Automatic (set by application)

ok ke

5. Select the options that you want to apply and click OK to change the

status.

Polling Places Reporting

1. Click the Polling Places tab. The Polling Places Reporting screen

displays.

Home

VERITY Count

Polling Places

2. Sort and filter the list as desired.

ellllgle!
Places
Reporting

Change status usineg the drop-down mens

Name

Log Qut

Cumemt Do SFENTLEBCULOPE RRLE 500 Deribn B 14 Eestion Db OUIGO0M  Curvesd Tacks tabssiate

mReporting & Pastialy reparting

Y vivivesixpected ¥ vDvivesRead T Status T Marwal Override T

Ells Middle School
Racine City Hall
Fraridoed Township Hall

Austin Public Libeary

U

1
1
1
1

L]
L]
L]

MotReporing 1
NotReporting ™
NotReporting | B
NotReporting 7

3. Double-click a cell in the vDrives Expected, Status, and/or Manual
Override columns and alter as desired.

Click Save in the lower-right corner of the screen.
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Actions Button

1. Click the Actions button. The Actions drop-down list dis-
plays.

Print Report

Using the Actions button you can also print your report, set the sta-
tus, and set the number of vDrives you expect.

Change Status

1. Click Set Status from the Actions drop-down list on the Polling
Places Reporting screen. The Set new status window displays.

Set new status X
Apply the following status to all selected Precincts:

) Mot reporting

) Reporting

) Partially reporting

) Automatic (set by application)

oK Cancel

2. Click to select the button beside your choice.

3. Click OK to save your selection.
Set Number of vDrives Expected

1. Click Set number of vDrives expected from the Actions drop-
down list on the Polling Places Reporting screen. The Set number
of vDrives expected window displays.

Set number of vDrives expected X

Expected vDrives : []J l

OK Cancel

2. Type the number of vDrives you expect in the Expected vDrives text
box.

3. Click OK to save your data.

22 | Verity Count Quick Reference Manual



Reporting Options

Registered Voters

1. Click the Registered Voters tab. The Registered Voters screen dis-
plays.

€ ¢

Worknbstlon: W1S403480) Currmat Doction: UMNTEEBCL OFF B3ld Jine  Dlecioallx J3504  flectiomDabe SU180004  Curveet Taske tabussts

Registered
Voters

Enter the total numbser of reglstered voters par precinet

Reglstered Voters
T Registered Voters

2. Sort and filter the list as desired.

3. Double-click a cell in the Registered Voters columns and alter as
desired.

4. Click Save in the lower-right corner of the screen.
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Manually Record Votes

It is important that you follow these recommended procedures. First
sort the ballots that contain voted write-ins into a separate pile. Record
the ballots that do not contain voted write-ins. When finished, the
session should be closed. A new session should be started to manually
record each ballot that contains voted write-ins in its own Manual Vote
Recording session.

1. Click the Vote Recording tab. The Manually Record Votes screen
displays.

blome

VERITY Count

Manually
Record
".."'DT.E.‘S

Manags manusl vits recarding helos

2. Click the heading of any of the columns to sort or filter.

3. Click to select a column and then click the Start New Record
SartNew Recora ] button.
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Start a New Record

1. Click the Start New Record button on the Manually Record Votes

screen. Step 1 displays.

Set up your manual vote recording session

Select a precingt ¥ Voting Type:
Adjustment 3

1001 - B i L]
Number of ballots:

1002

1001 - A

1003 )
Reason for adjustment:

Cancel Continue B

vk wWN

Select a Precinct, Voting Type, and Adjustment Type.
Type or use the arrows to select the Number of ballots.
Type a reason for making the adjustment.

Click Continue. The Administrator authorization required window
displays.

Administrator authorization required X

You have requested manual recording of votes. To continue,
administrator authorization is required.

Username: || |

Password: | |

oK Cancel

Type an administrator user name and password.
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7. Click OK to continue. Step 2 displays.

Step 2 Republican Party [ Vote for 1
Record totals on the
Roby Marth:
ballot to the right D s i
; : ) D Rogers Mike
Ballot Details
Precinct: 1001 -8B
e D Aderholt Robert
Ballot Party:
Voting Type: Absentee Voting Bachus Spencer
Ballots: 1
0 Over Vote
You ha@\mn " 0 Under Vote
remaining to add in
this contest
Cancel - Back Contest 1 of 8 Mext =

8. Type the correct number(s) in the votes box beside each choice. Be
sure that the number of votes remaining is correct and not a nega-
tive number.

9. Click Next. The next contest displays.

10. Repeat steps 8 and 9 until all of the contests on the ballot are com-
plete.

11. Click the Finish button. The Vote Recording Complete win-
dow displays.

Vote Recording Complete

You have successfully completed
manually recording votes.

Click close to exit the wizard.

Clase

12. Click Close.

Delete Manually Recorded Votes

1. Select a row in the list of Manually Record Votes.

2. Click the Delete button on the bottom-right corner of the
screen. The Delete confirmation window displays.

3. Click Yes to delete the row.
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Auditing Votes

1. Click the Auditing Dashboard tab. The Auditing Dashboard screen
displays.

Log Out

Home

VERITY Count

Auditing
Dashboard

To audit eart vote records, select cne of mors filters

Auditing Dashboard

Add a Filter

1. Click Select a filter type. A column of filter types displays.

Add a filter
V¥ Select a filter type:

P Location

P Voting Equipment Used
P Ballot Type

¥ Ballot Contents

Choice

2. Click one of the filter types to expand it.
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3. Click to select a filter. The Select filter contents pane displays your
options.

Add a filter
W Select a filter type: Select filter contents:
: (@ US President (Republican Party) - REP
P Location # House Seat (Republican Party) - REP

B Voting Equipment Used () US President (Democratic Party) - DEM
(# House Seat (Democratic Party) - DEM

P Ballot Type (7 US President (Green Party) - GRN

House Seat (Green Party) - GRN

US President (Independent) - IND

Travis Park School Board(NON) (Vote for 3) - NON

Kendall County officers{NON) (Vote for 3) - NON

oQ

¥ Ballot Contents

Question 1 - NON

Choice (7 Question 2 - NON

@eO

4. Click the checkbox(es) beside your choices.

Click Add filter. The filter is added to the Currently applied filters
pane.

Auditing e
Dashboard B e of CVRs i the cres e

To audit cast vote records, select ane or more filters

Select flter contents:

) US Pres
¥ House Seat

P US Presiden

School Board(NON) (Vate for 5] - NON
ity céficersINON) (Vate for 5) - NON
- NOM

6. To remove the filter, click the Delete [l button beside the currently
applied filter.

7. Configure report settings in the lower-right corner of the screen.
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Export CVRs

1. Click the Export CVRs button at the lower-right corner of
the screen. The File Browser Dialog window displays.

2. Select the removable media device to which you want to export your
data and click OK.

Note: External mass storage devices used to archive or
export data from Verity should be formatted as NTFS.

Print a Report

1. Click the Print report button at the lower right-corner of
the screen. The CVR Report displays on the screen. You can print or

export the report as needed.
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Importing and Exporting Data

Data Imports

1. Click the Import/Export button at the top of the screen. The Import
tab on the left side of the screen is automatically selected. The
Imports screen displays.

tome

2. Click to select a line in the Import list.

3. Click the Import [import
displays.

button. The File Browser Dialog window

4. Navigate to the removable media device from which you want to
import your data.

5. Click OK.
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Data Exports

1. Click the Export tab on the left side of the screen. The Exports
screen displays.

tome

- o

Exports

2. Select a line in the Exports list.

3. Click the Export [E
displays.

port | button. The File Browser Dialog window

4. Navigate to the removable media device to which you want to
export your data.

5. Click OK.

32 | Verity Count Quick Reference Manual



Appendices

Appendices

The remainder of this manual is dedicated to the following appendices:

+ Election Management (this page)

» User Management, starting on page 39

+ Desktop, starting on page 41

* Verity Networked Workstation Troubleshooting, starting on page 50
The appendices are relevant to Build, Central, and Count.

Election Management

In order to work with Verity Voting, you must first import your
election(s).

Note: The Election Manager tile will not display on a net-
worked client workstation.

Administrators can rename, delete, archive, restore, import, and export
signed elections.

1. Click the Manage tile on the Verity Voting home screen.

Manage
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Actions Button

1. Click the Actions button to display the list of Actions. The
options that display depend on the application you are using.

~ Actions

Rename

Delete

Import
Export Signed

Archive

Restore

Maintenance

Election Management Screen

1. Click the Manage tile to open Election Management and display the
Election Management screen.

¢ " M 0971172004 Log Ous

.!-E RITY" Election Management Workstation: W1494024503
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Election Management

Importing an Election or a Signed Election

Elections are imported into Verity Build. At the end of the Build process,
elections are signed. Central and Count both import signed elections.

Note: If while performing an Import or an Import Signed
you receive an error message, try removing and reinserting

the election media device. If the error reoccurs, contact the

Hart Customer Support Center.

1. Insertinto a USB port the USB drive containing the election you
want to import.

Insert vDrive

2. Click the Actions list and then click Import or Import Signed, as
applicable. The File Browser Dialog window displays.

~ Actions ~ Actions

Rename

Delete

|

( Import q Import Signed_)

Export Signed

Archive Restore

Restore

Maintenance

3. Navigate to the election you want to import, and click OK.

4. At the confirmation window, click Yes.
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Renaming an Election

1. Select an election, click the Actions button, and then select Rename
from the drop down list.

~ Actions
< Rename

Delete

Import
Export Signed

Archive

Restore

Maintenance

2. The Rename Election dialog window opens. Type a new election
name.

3. Click Save to save the election. Click Cancel to close the window
without saving changes.

Maintaining an Election

1. Ensure that all users are logged out of Verity before running the
Maintenance program.

Note: If a user is not logged out of Verity, the Maintenance
program will not complete its tasks.

2. Select an election, click the Actions button, and then select Mainte-
nance from the drop down list.

~ Actions
Rename

Delete

Import
Export Signed

Archive

Restore

Verity runs a database optimization program to ensure that applica-
tions run quickly and efficiently.
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Exporting a Signed Election

When an election has been reviewed, approved, and marked as
accepted in Build, it is exported to a removable media device as a
signed election. Note that signed elections must first be exported by
Build before they can be imported into Count and Central.

1. Select the election you want to export.

2. Insert into USB ports on your workstation both Verity Key and the
external media device to which you want to export the signed elec-
tion.

Insert vDrive

Note: External mass storage devices used to archive or
export data from Verity should be formatted as NTFS.

3. Click Actions to display the drop-down list.

~ Actions
Rename

Delete

Im
q Export Signed D
S —

Archive

Restore

Maintenance

4. Select Export Signed. The File Browser Dialog window displays.

5. Navigate to the external media device to which you want to export
and then click OK. The Insert Verity Key dialog window displays.

Insert Verity Key, and enter password:

OK Cancel
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6. Type your password and click OK.

7. Click Cancel to close the window without exporting.

Archiving Elections

When an election definition is archived, all of the information for the
election is saved to an external .zip file.

1. Select an election from the elections list and then click the Actions
button to display the Actions drop-down list.

~ Actions

Rename

Delete

Import
Export Signed

( Archive ,

Restore

Maintenance

2. Select Archive. The File Browser Dialog window displays.

3. Navigate to the removable media device to which you want to
archive the file.

4. Click OK to archive the election definition.
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Restoring Elections

Restoring an election loads it from an archived copy. To use an archived
election, the election must be restored.

1. Select Actions to display the Actions drop-down list.

~ Actions

Rename

Delete

Import
Export Signed

Archive

( Restore

Maintenance

2. Click Restore to display the File Browser Dialog window.

3. Navigate to the election .vArchive file that you want to restore. Click
OK to restore the file.

Deleting Elections

When an election is deleted, it is removed permanently from the entire
Verity Voting system. Hart recommends performing an archive of the
election data prior to removal.

1. Select an election, click the Actions button, and then select Delete
from the drop-down list.

~ Actions

Rename

( Delete

Import
Export Signed

Archive

Restore

Maintenance

2. The Delete Election dialog window displays. Click Yes to delete the
election. Click No to close the window without deleting the election.
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Closing Election Management

1. Click the Home link or click the Log Out link. Clicking Log Out
logs you out of the application entirely and displays the Ver-

ity log in screen. Clicking the Home link displays the Verity
Voting launcher.
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User Management

1. Click the Users tile on the Verity launcher screen.
=y
Users

The User Management application opens and displays the User
Manager screen.

Home ‘ b 139 PM D9/122014 Log.Out

EE RITY™ User Management Workstation: W1494024503

Manage users with the grid below.
Expand a user entry to assign roles. Set rules that apply to all users:

Username ¥ St New Password ¥ Account Locked? # Lock sccounts after

¥ Allow locked accounts 1o login aher

4 bechedbler ¥ Foree password change e

& jmiller
A jvaidez
W roman

e

Adding or Altering User Accounts

1. Click the Add button at the bottom of the screen to add a
row to the Manage Users list.

2. Double-click each column for the added user row and then enter the
User Name, Password, and Account Locked status.

3. Click the Expand @ button for the selected user. The role assigned
to that user for each application displays.

4. Click in the Role space beside the Application name.

Click the down arrow =, and scroll through the drop-down list to
select a user role.

6. Click Save.
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Deleting a User

You can delete user accounts that are no longer needed.

Note: If an account may be used again, but only at specific
times, you can lock the account instead.

1. Click to select a user account.

2. Click Delete. The Delete window displays.

rDeIete l Ead ]

-

':e] Data needs to be deleted. Would you like to delete it?

3. Click Yes to permanently delete the user account.

Configuring Rules

. Click an empty check box [ to activate a rule, or click a checked box
to disable the option.

. To select or change a numeric value, click in the text field.

. Type a number or click the up [& or down [E arrows until the desired
number appears in the text box.

. Click Save.

Closing User Management

1. Click the Home link or click the Log Out link. Clicking Log Out

logs the user out of the application and launcher entirely,
and returns the user to the Verity Voting log in screen. Clicking the

Home link returns the user to the Verity Voting application
launcher screen, from which the user can choose to work with an
application, Desktop, Election Management, or User Management.
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Desktop

1. Click the Desktop icon on the Verity Voting home screen.

Desktop

The Desktop screen displays.

€ o= oesemoguena Log Qur

VIERITY" Deskiop
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Set the Time and Date

1. Click the displayed time, and then type over the displayed time. Use
the hh:mm time configuration. Variations are not accepted. Desig-
nate AM or PM.

[6:43 PM G%

2. Change the date by typing a new date over the old date using the
format mm/dd/yy or mm/dd/yyyy (both with slashes). Click to select

the date.
Note: Supported dates are 1/1/2009 to 12/31/2037.
[9/11/2014  (ld])

3. Alternatively, can change the time and date by clicking the clock or
calendar drop-down icon to display the time or calendar.

: September - 2014 r

Sun Mon Tue Wed Thu Fri Sat
36 31 1 2 3 4 5 6
37 7 8 9 10 12 13
38/ 14 15 16 17 18 19 20
39 121 22 23 24 25 26 27
40128 29 30 1 2 3 4
41 |5 6 7 8 9 10 11

4. Click to make a selection in the drop-down list. The new time or date
is displayed.

5. Most regions adapt their clocks to Daylight Savings Time. Clicking to
check [ or clear [7] the Daylight Savings check box, as applicable.

6. Click Set to save your changes.
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Export File Hashes

If you are an administrator, you can export files to a removable drive in
order to verify that the software installed is identical to the certified
software.

To generate the file manifest, perform the following steps:

1.

v A W N

Contact Hart Customer Service and Care.

Insert a USB portable drive into one of the workstation's USB ports.
Log into the Verity application launcher.

Launch the Desktop application.

In the Export file hashes to removable drive dialog box, users

select the Export button. Clicking the Export button dis-
plays the File Browser Dialog window. Clicking Cancel in the File
Browser Dialog window closes the window without exporting.

File Browser Dialog P
Select or key a file to save My Computery™.csv
o (R

© o N o

Select a location and click the OK button.
Allow the system to write the manifest file to the USB drive.
Remove the USB drive from the workstation.

Retrieve Verity file manifests from the NSRL reference files from the
NSRL Voting website http://www.nsrl.nist.gov/vote.html

10. Using Notepad, Excel, or WinMerge, manually compare the Verity

Manifest file provided by the NSRL to the manifest file stored on the
USB drive.

The comparison should indicate that the file names, file versions, and
file checksums are identical.

Verity Count Quick Reference Manual | 45



Desktop

Close Desktop

1. Click the Home link or click the Log Out link. Clicking Log Out
logs you out of the application and launcher entirely and dis-

plays the Verity Voting log in screen. Clicking the Home link
displays the Verity Voting home screen.
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Access the Operating System

If you need to access the operating system, contact the Hart Cus-
tomer Support Center to acquire a code.

Click the text box, type the access code, and click the Access the OS
button.

Enter a code to access
the operating system:

Access the OS

3.

The Verity application closes and displays the windows desktop.

You must shut down and restart the workstation to use Verity once
again:

1.
2.

Select the Shutdown option from Windows.

Once the workstation is shutdown, press the power button on the
workstation to start the workstation and launch Verity.

Note: For networked configurations, see the Restarting the
Workstation, starting on page 49 section for proper network
shutdown procedures.
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Troubleshooting

Restarting the Workstation

One of the most commonly used and successful fixes for many
computer issues is restarting the system. As the first step in your
troubleshooting, try powering down and then powering up your
system. Ensure that you follow proper start-up and shut-down
procedures.

Shutting Down:

1

Close all active tasks on all workstations sharing a network.

2. On each workstation return to the Home screen.
3.
4

. After all clients are shut down one at a time, shut down the Verity

Shut down each Verity client.

server.

Starting Up:

1
2.
3.

Confirm that the Verity server is shut down.
Press the power button to power up the server first.

When the Log In screen displays, verify that the Ethernet switch
indicates that the server is connected to a port on the switch.

Once you have confirmed that, then press the power button on the
first client workstation.

Verify that the switch indicates that the client is connected to a port
on the Ethernet switch.

Repeat steps 3 and 4 to power up all client workstations one at a
time.

If the Log In screen does not display on a client workstation, contact
the Hart Customer Support Center.

Log in to each workstation with unique user credentials.
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Verity Networked Workstation Troubleshooting

If you suspect that your workstation is having hardware issues, call the
Hart Customer Support Center.

When network communications between Verity server and client
workstations become degraded or non-functional, walk through the
following checklist to recover your network connections.

1. Ensure that all network cables are plugged into the workstations’
Ethernet ports and the Ethernet switches.

2. Ensure that the Ethernet switch indicates that each port that has a
workstation connected to it indicates the physical connection to the
workstation by lighting the port's Link LED.

If all connections are good, restart the workstations by following the
steps in Restarting the Workstation, starting on page 49.

Note: Only Hart personnel can upgrade software on the
Verity workstations; call the Hart Customer Support Center,
866.275.4278.

Critical System Errors

Verity applications monitor the server in order to determine that the
server is available and correctly configured. The monitor checks for the
following functionality:

+ Ability to write to the system logs and audit logs

+ Ability to connect to the SQL database on the server

+ Ability to see the server hard disk
In the event of a problem while the system is idle, the monitor notifies
you as soon as the problem is identified.

In the event of a sudden interruption while the system is in use, you are
likely to see error messages that indicate the following:

 The current action has failed or been interrupted

 The user has been logged out

Note: Due to the interruption of an ongoing task, these
messages may not indicate the real problem. However, these
messages will be followed shortly by the monitor message
explaining the underlying issue.
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User is Logged In

If the monitor identifies a problem while a user is logged in, it displays
an error window.

The server database is not responding.

. * Make sure the server is powered on and connected,
then restart this workstation,

® [f this does not resclve the issue, contact the Hart
Customer Service Center,

This window serves two purposes:

« This window indicates the issue(s) that the monitor identified and
actions that you should take to troubleshoot the problem. It also
indicates whether the error requires the workstation to be restarted
or if the system is trying to recover automatically. Errors display next
to one of the following icons.

Icon Meaning
(]S The system is attempting to recover from an error condition.
]
oy If recovery is successful, the window will disappear and you can

continue using the system normally.

. The system is unable to recover from an error condition.
The system must be restarted.

« This window prevents you from taking further action within the
Verity system. Problems must be resolved before you continue
working with Verity. Attempting to run the system without a
correctly operating server could create further, significant issues.
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No User is Logged In

If the monitor identifies a problem while no user is logged into the
workstation, the Access Operating System screen displays and you
cannot log in.

VERITY"

Voting

T wyrimm sl be rebooted bsfers you san by o sge
Enter a code to access
the operating system:

Aoz the 0%

When a Problem is Identified

Initial troubleshooting steps are displayed in the error message window.

The application is temperarily unable to write audit log
entries,

Indicates that
® Make sure the server is powered on and connected. arebootis
(‘ If this does not salve the problem, contact the Ha

I B
rt required
Customer Service Center.

Warning: You should only logout
if the above steps do not resolve the

issue. Logging out will cancel all ( Log Out )—- Log Out button
running tasks and may cause

additional error messages to appear.

Note: Recovering from many typical problems (even prob-

lems that affect only a single station) requires the entire sys-
tem (clients and server) to be restarted.
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If you need to restart a station that has a monitoring error, use the Log
Out button in the error message window to cancel any existing tasks
and navigate to the Verity Voting launcher screen. From the launcher,
click the Shutdown button to shut down the workstation.

Note: The logout button may not be available if there is a
problem with the server database. In this situation (and only
this situation) you can restart this workstation using the
power button on the PC.

If you need to restart a workstation, always restart the workstation using
the procedures defined in Restarting the Workstation, starting on page
49. In brief, the steps are as follows:

1. Problem is identified that requires one or more stations to be
restarted.

2. Shut down all of the client workstations.
Shut down the server workstation.

4. Turn on the server workstation and wait for the Verity Voting login
screen.

5. Turn on the client workstations.
Sample Error Messages

Following are examples of operation-impacting system errors that are
reported from system monitoring functions. Follow the directions
provided in the message. If the issue persists, call the Hart Customer
Service Center. If Hart Customer Service advises system shutdown and
restart, refer to Restarting the Workstation, starting on page 45 for
instructions on how to restart your system properly.

The application cannot write audit log entries,

. * Contact the Hart Customer Service Center for
assitance resolving this issue.

* This system will need to be restarted once the
problem is resolved.

Warning: You should only lagout
f the abo

Log Out
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The available memory is low.

* Please wait while the system tries to resclve the

issue

e
-

If this dialog does not disappear, contact the Hart
Customer Service.

Warning: You should only lagout

if the above steps do not resolve the

issue. Logging out will cancel all Log Out
running tasks and may cause

additional error messages to appear.

The server could not be found.

. * Make sure the server is powered on and connected,
then restart this workstation,

* [f this does not resclve the issue, contact the Hart

Customer Service Center,

Warning: You should only lagout

if the above steps do not resolve the

issue. Logging out will cancel all Log Out
running tasks and may cause

additional error messages to appear.
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	Reverting an Assigned Write-In
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	Reports
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	3. Some reports have an associated Reports Settings window. Configure the report settings. Then click Show Report.
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	Create Custom Reports
	1. On the Report screen, click a report.
	2. Click the Actions button.
	3. Select Create custom report from the drop-down list. The Verity Dialog window displays.
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	5. Click Continue or Back through the wizard until complete.
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	Precincts Reporting
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	1. Click Set number of vDrives expected from the Actions drop- down list on the Polling Places Reporting screen. The Set number of vDrives expected window displays.
	2. Type the number of vDrives you expect in the Expected vDrives text box.
	3. Click OK to save your data.


	Registered Voters
	1. Click the Registered Voters tab. The Registered Voters screen displays.
	2. Sort and filter the list as desired.
	3. Double-click a cell in the Registered Voters columns and alter as desired.
	4. Click Save in the lower-right corner of the screen.

	Manually Record Votes
	1. Click the Vote Recording tab. The Manually Record Votes screen displays.
	2. Click the heading of any of the columns to sort or filter.
	3. Click to select a column and then click the Start New Record button.
	Start a New Record
	1. Click the Start New Record button on the Manually Record Votes screen. Step 1 displays.
	2. Select a Precinct, Voting Type, and Adjustment Type.
	3. Type or use the arrows to select the Number of ballots.
	4. Type a reason for making the adjustment.
	5. Click Continue. The Administrator authorization required window displays.
	6. Type an administrator user name and password.
	7. Click OK to continue. Step 2 displays.
	8. Type the correct number(s) in the votes box beside each choice. Be sure that the number of votes remaining is correct and not a negative number.
	9. Click Next. The next contest displays.
	10. Repeat steps 8 and 9 until all of the contests on the ballot are complete.
	11. Click the Finish button. The Vote Recording Complete window displays.
	12. Click Close.

	Delete Manually Recorded Votes
	1. Select a row in the list of Manually Record Votes.
	2. Click the Delete button on the bottom-right corner of the screen. The Delete confirmation window displays.
	3. Click Yes to delete the row.


	Auditing Votes
	1. Click the Auditing Dashboard tab. The Auditing Dashboard screen displays.
	Add a Filter
	1. Click Select a filter type. A column of filter types displays.
	2. Click one of the filter types to expand it.
	3. Click to select a filter. The Select filter contents pane displays your options.
	4. Click the checkbox(es) beside your choices.
	5. Click Add filter. The filter is added to the Currently applied filters pane.
	6. To remove the filter, click the Delete button beside the currently applied filter.
	7. Configure report settings in the lower-right corner of the screen.

	Export CVRs
	1. Click the Export CVRs button at the lower-right corner of the screen. The File Browser Dialog window displays.
	2. Select the removable media device to which you want to export your data and click OK.

	Print a Report
	1. Click the Print report button at the lower right-corner of the screen. The CVR Report displays on the screen. You can print or export the report as needed.



	Importing and Exporting Data
	Data Imports
	1. Click the Import/Export button at the top of the screen. The Import tab on the left side of the screen is automatically selected. The Imports screen displays.
	2. Click to select a line in the Import list.
	3. Click the Import button. The File Browser Dialog window displays.
	4. Navigate to the removable media device from which you want to import your data.
	5. Click OK.

	Data Exports
	1. Click the Export tab on the left side of the screen. The Exports screen displays.
	2. Select a line in the Exports list.
	3. Click the Export button. The File Browser Dialog window displays.
	4. Navigate to the removable media device to which you want to export your data.
	5. Click OK.


	Appendices
	Election Management
	1. Click the Manage tile on the Verity Voting home screen.
	Actions Button
	1. Click the Actions button to display the list of Actions. The options that display depend on the application you are using.

	Election Management Screen
	1. Click the Manage tile to open Election Management and display the Election Management screen.

	Importing an Election or a Signed Election
	1. Insert into a USB port the USB drive containing the election you want to import.
	2. Click the Actions list and then click Import or Import Signed, as applicable. The File Browser Dialog window displays.
	3. Navigate to the election you want to import, and click OK.
	4. At the confirmation window, click Yes.

	Renaming an Election
	1. Select an election, click the Actions button, and then select Rename from the drop down list.
	2. The Rename Election dialog window opens. Type a new election name.
	3. Click Save to save the election. Click Cancel to close the window without saving changes.

	Maintaining an Election
	1. Ensure that all users are logged out of Verity before running the Maintenance program.
	2. Select an election, click the Actions button, and then select Maintenance from the drop down list.

	Exporting a Signed Election
	1. Select the election you want to export.
	2. Insert into USB ports on your workstation both Verity Key and the external media device to which you want to export the signed election.
	3. Click Actions to display the drop-down list.
	4. Select Export Signed. The File Browser Dialog window displays.
	5. Navigate to the external media device to which you want to export and then click OK. The Insert Verity Key dialog window displays.
	6. Type your password and click OK.
	7. Click Cancel to close the window without exporting.

	Archiving Elections
	1. Select an election from the elections list and then click the Actions button to display the Actions drop-down list.
	2. Select Archive. The File Browser Dialog window displays.
	3. Navigate to the removable media device to which you want to archive the file.
	4. Click OK to archive the election definition.

	Restoring Elections
	1. Select Actions to display the Actions drop-down list.
	2. Click Restore to display the File Browser Dialog window.
	3. Navigate to the election .vArchive file that you want to restore. Click OK to restore the file.

	Deleting Elections
	1. Select an election, click the Actions button, and then select Delete from the drop-down list.
	2. The Delete Election dialog window displays. Click Yes to delete the election. Click No to close the window without deleting the election.

	Closing Election Management
	1. Click the Home link or click the Log Out link. Clicking Log Out logs you out of the application entirely and displays the Verity log in screen. Clicking the Home link displays the Verity Voting launcher.


	User Management
	1. Click the Users tile on the Verity launcher screen.
	Adding or Altering User Accounts
	1. Click the Add button at the bottom of the screen to add a row to the Manage Users list.
	2. Double-click each column for the added user row and then enter the User Name, Password, and Account Locked status.
	3. Click the Expand button for the selected user. The role assigned to that user for each application displays.
	4. Click in the Role space beside the Application name.
	5. Click the down arrow , and scroll through the drop-down list to select a user role.
	6. Click Save.

	Deleting a User
	1. Click to select a user account.
	2. Click Delete. The Delete window displays.
	3. Click Yes to permanently delete the user account.

	Configuring Rules
	1. Click an empty check box to activate a rule, or click a checked box to disable the option.
	2. To select or change a numeric value, click in the text field.
	3. Type a number or click the up or down arrows until the desired number appears in the text box.
	4. Click Save.

	Closing User Management
	1. Click the Home link or click the Log Out link. Clicking Log Out logs the user out of the application and launcher entirely, and returns the user to the Verity Voting log in screen. Clicking the Home link  returns the user to the Verity Voting appl...


	Desktop
	1. Click the Desktop icon on the Verity Voting home screen.
	Set the Time and Date
	1. Click the displayed time, and then type over the displayed time. Use the hh:mm time configuration. Variations are not accepted. Designate AM or PM.
	2. Change the date by typing a new date over the old date using the format mm/dd/yy or mm/dd/yyyy (both with slashes). Click to select the date.
	3. Alternatively, can change the time and date by clicking the clock or calendar drop-down icon to display the time or calendar.
	4. Click to make a selection in the drop-down list. The new time or date is displayed.
	5. Most regions adapt their clocks to Daylight Savings Time. Clicking to check or clear the Daylight Savings check box, as applicable.
	6. Click Set to save your changes.

	Export File Hashes
	1. Contact Hart Customer Service and Care.
	2. Insert a USB portable drive into one of the workstation’s USB ports.
	3. Log into the Verity application launcher.
	4. Launch the Desktop application.
	5. In the Export file hashes to removable drive dialog box, users select the Export button. Clicking the Export button displays the File Browser Dialog window. Clicking Cancel in the File Browser Dialog window closes the window without exporting.
	6. Select a location and click the OK button.
	7. Allow the system to write the manifest file to the USB drive.
	8. Remove the USB drive from the workstation.
	9. Retrieve Verity file manifests from the NSRL reference files from the NSRL Voting website http://www.nsrl.nist.gov/vote.html
	10. Using Notepad, Excel, or WinMerge, manually compare the Verity Manifest file provided by the NSRL to the manifest file stored on the USB drive.

	Close Desktop
	1. Click the Home link or click the Log Out link. Clicking Log Out logs you out of the application and launcher entirely and displays the Verity Voting log in screen. Clicking the Home link displays the Verity Voting home screen.

	Access the Operating System
	1. If you need to access the operating system, contact the Hart Customer Support Center to acquire a code.
	2. Click the text box, type the access code, and click the Access the OS button.
	3. The Verity application closes and displays the windows desktop.
	1. Select the Shutdown option from Windows.
	2. Once the workstation is shutdown, press the power button on the workstation to start the workstation and launch Verity.


	Troubleshooting
	Restarting the Workstation
	1. Close all active tasks on all workstations sharing a network.
	2. On each workstation return to the Home screen.
	3. Shut down each Verity client.
	4. After all clients are shut down one at a time, shut down the Verity server.
	1. Confirm that the Verity server is shut down.
	2. Press the power button to power up the server first.
	3. When the Log In screen displays, verify that the Ethernet switch indicates that the server is connected to a port on the switch.
	4. Once you have confirmed that, then press the power button on the first client workstation.
	5. Verify that the switch indicates that the client is connected to a port on the Ethernet switch.
	6. Repeat steps 3 and 4 to power up all client workstations one at a time.
	7. If the Log In screen does not display on a client workstation, contact the Hart Customer Support Center.
	8. Log in to each workstation with unique user credentials.

	Verity Networked Workstation Troubleshooting
	1. Ensure that all network cables are plugged into the workstations’ Ethernet ports and the Ethernet switches.
	2. Ensure that the Ethernet switch indicates that each port that has a workstation connected to it indicates the physical connection to the workstation by lighting the port’s Link LED.

	Critical System Errors
	User is Logged In
	No User is Logged In
	When a Problem is Identified
	1. Problem is identified that requires one or more stations to be restarted.
	2. Shut down all of the client workstations.
	3. Shut down the server workstation.
	4. Turn on the server workstation and wait for the Verity Voting login screen.
	5. Turn on the client workstations.

	Sample Error Messages



