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This document is intended for general use. While the information contained
provides an excellent overview of the ImageCast® Evolution (ICE) procedures and
policies, it is not intended to cover every aspect of your election. As an election
worker, it is your responsibility to understand and to meet the needs of your
community.
If you have questions about how this document
applies to your specific situation, please contact
your local election headquarters.
For technical support or any questions about
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reproduce, or to incorporate the contents hereof into any other media other than as permitted
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notice shall not imply or be deemed publication of this product.
PROPRIETARY NOTICE
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attributes, constitute proprietary and confidential technical information and are protected under
Canadian, United States and International copyright and other intellectual property laws. Title
and all rights thereto, including, but not limited to all copyrights, trademarks and any trade
secrets belong solely to Dominion. No distribution of any contained statements by a licensee or
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copy, duplicate, reproduce, adapt, publish, quote, translate or incorporate into other formats,
media, or derivative works of any kind, is permitted.
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The ImageCast® Evolution (ICE) tabulator is one of the main components of an automated paper
ballot tabulation system. Used in conjunction with the required consumables, supplies, and
software, the ICE forms a complete tabulation system with Accessible Voting Session (AVS)
capabilities. In addition to regular ballot scanning, the ICE unit allows voters to cast ballots
through an audio and visual interface. The accessible voting process uses an Audio Tactile
Interface (ATI) and produces a marked paper ballot similar to the Voter Verified Paper Audit
Trail (VVPAT). However, no permanent electronic record of these ballots is stored on the ATI,
as the paper ballot serves as the official ballot record.
Voters make their vote selections by using a specifically recommended marking pen (black Paper
Mate Flair Medium Point permanent marker) to mark the ovals corresponding to the candidate(s)
of their choice. Voters will feed completed ballots into the ICE, which then scans the ballot, stores
a complete image of the ballot, interprets, stores and tallies the results, then prints cumulative
totals of all votes cast after the voting station has been closed. The ICE is also equipped with a
multi-feed detector that prevents the device from accepting more than one ballot at a time.
Election laws and procedures vary from jurisdiction to jurisdiction, and as a result, the roles and
responsibilities of those that oversee the unit's operation will vary accordingly. The procedures in
this manual are presented as generally as possible, and some adjustments may be required in
order to comply with local election regulations.
The diagrams and explanations that follow describe the features and operating
functions of the ICE tabulator.

ICE Specifications
The size of the ICE tabulator is 19.5” Wide X 23.5” Deep x 7” High with the screen closed. The
size of the ICE tabulator assembled on the ballot box with the ballot box cover on is 26” Wide X
40” Deep x 44” High. The weight of the ICE tabulator (with battery) alone is 45 lbs. and the ballot
box (with lid) alone is 85 lbs. As assembled, the total weight is 130 lbs.
If the ICE tabulator is stored in its carrying case, the
size of that bag is 26” Wide x 24” Deep x 9” High
while lying horizontal. The carrying case is similar to
a rolling suitcase, having wheels and a handle to
pull/steer. There are also carrying handles when it’s
time to put it in a vehicle. It is recommended to store
the ICE in a horizontal position, if possible.

Questions? Call: 320-259-7027
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The ballot box is an integrated component of the voting system and possesses security features
that prevent unauthorized access to the tabulation component. Of note are the lockable access
doors for all ballot storage compartments.
The three primary compartments are as
follows:

 A main ballot bin for storing voted ballots
tabulated by the machine
 A secondary internal compartment for
storing ballots that have been diverted by
the ICE tabulator for further review (i.e.
write-in ballots)
 An auxiliary bin compartment near the
back that can be unlocked to expose a
ballot slot, when required, or in the event
the tabulator is temporarily inoperable
(i.e. power failure).
Note: Ballot box doors should be locked for security and sealed where required.

Poll Worker Interface
Poll Workers interact with the ICE tabulator via a 19”
touchscreen LCD display. The ICE itself is not a touchscreen
voting machine. There are only two voter response keys that
would be used by voters; the “CAST" button and the “RETURN"
button.
There are also buttons the voter may wish to use instead of touching the ICE screen. There is an
oval button labeled “CAST” and a rectangular button labeled “RETURN”.

Thermal Printer
The ICE tabulator is equipped with a thermal printer that prints various
reports during the course of testing and Election Day (i.e. Zero
Reports, Results Reports, etc.).
The Thermal Printer can be found under the thermal printer door,
which is on the top right corner of the ICE.
Note: See the Appendix in this guide for instructions on how to change the paper.

Questions? Call: 320-259-7027
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Inkjet Cartridge (for use as a ballot marker)
The ICE Tabulator uses a specific type of ink cartridge that can be ordered
through Command Central on our website at www.ccelections.com. It is
recommended that the inkjet cartridge be left in the tabulator when not in use
and stored in a climate-controlled environment. There are directions for ink
cartridge changing in the Appendix of this guide.

Accessible Voting
The ICE tabulator functions as one machine for all voters, with an integrated accessible voting
feature for those voters who cannot utilize a paper ballot (i.e. the visually or physically impaired)
and require assistance. Assisted voters will use a hand-held controller called an ATI (Audio Tactile
Interface) to navigate and make selections to their ballot. The device is connected to the ICE via
the serial port (AVS door) located on the far right side of the unit. In addition, a set of headphones
connects directly to the ATI controller.

The ATI has the following set of features:

•
•
•
•

Raised keys of different shapes and colors allow for easy identification for one-handed or
tool-based operation
Braille identification on all input buttons
3.5 mm jacks for audio headphones and binary pneumatic devices
Uses light pressure switches for ease of use with limited dexterity

In addition to the above features, the ATI can be used as an interface for connecting the
“Pneumatic Switch” (also known as a Sip and Puff device) or with paddles.

Questions? Call: 320-259-7027
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Accessible Voting (continued)
The ATI is tethered to the ICE and can extend up to fifteen
feet from the unit. In order to authorize assisted voting, the
ICE Poll Worker will hold their security key onto the security
key receptacle which is located on the right front side of the
device and then choose “Assisted Voting”. A blank ballot is
then inserted into the ICE and the accessible voting session
continues. The ICE reads the ballot to the voter via the
headphones and/or displaying instructions and the ballot on
the screen, and the voter makes their selections using the
hand-held controller or attached devices. When the voter has
completed their AVS ballot, the ICE marks the ballot according
to the selections made by the voter.
Note: See the Appendix for full instructions on how to use Accessible Voting
functionality.

Results Storage
Results are stored on two compact flash memory cards for redundancy
purposes. Both contain similar information, but should be inserted/stored in
the door corresponding to the media (CF1 Door and CF2 Door access
compartment, respectively).
Important: The memory card doors should not need to
be opened during the election and should remain sealed
at all times.
The memory cards have enough free space available for a
complete election. However, the ICE tabulator monitors the
amount of free space available on the compact flash memory
cards. Once the card reaches 2% free space available, the Poll Worker will still have the ability to
navigate to the Poll Worker Menu, but voting sessions cannot be started. In the event that the
compact flash memory cards reach 1% available free space, the ICE will consider the cards full,
and only allow shutdown procedures to be executed.
The unit will store results for an error-free data retention period of at least 22 months postelection in both operating and storage mode. These results include the protective counter, which
stores the number of ballots scanned; the number of paper jams, and the number of ballot
diversions. The compact flash memory cards are of sufficient durability to allow electronic ballots
and audit logs from a voting device to be stored and readable without degradation during, and
for at least 22 months after an election, where the devices can be both operated and not operated.
Important: Each County should follow WEC procedures regarding preservation of all
election records that may be required for the 22-month Federal retention period.

Questions? Call: 320-259-7027
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There are two methods for transferring results from the individual ICE tabulator units to the
optional Democracy Suite Results Tally & Reporting application after closing the poll:
•
•

Modem data transfer
Physical memory card transfer

Important: Follow instructions in the Pre-LAT, Public Test, Election Day and Appendix
sections of this guide for instructions on how to properly test, operate the equipment
and transfer results.

Power Supply
The following steps should be followed when supplying power to the ICE tabulator:
1. Position the ballot box (with the ICE unit attached to the top of the ballot box) near where
an AC outlet is available to the unit. An extension cord may be used, if necessary.
2. Insert the plug of the ballot box power supply cord into an AC outlet (or extension power
cord attached to the outlet).
3. Ensure that the power ON/OFF switch located under the thermal printer door is in the ON
position.
NOTE: Power is supplied to the ICE using a standard 120V 60Hz AC power adapter that plugs
into the AUX Power Port on the back of the unit when not attached to the ballot box.

Battery Life
A battery power source is built into the tabulator in the event that the main electric supply is
disrupted. The battery power source operates the system and allows for the casting of votes for
a period of two hours under normal operating conditions (100 voters per hour, and two ADA
voters per hour). This may also vary based on how charged the battery was prior to relying on it
as a power source.

Switching from Battery Power to AC Power
The switch from battery power to AC power (or vice versa) takes place automatically. If the AC
power is disconnected or unavailable, the unit will continue to operate on battery power as long
as a sufficient charge remains in the battery. When AC power is reconnected or otherwise
resumes, the ICE automatically returns to AC power mode.

Questions? Call: 320-259-7027
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Battery Charging Status (Safety Statement)
The status of the battery on the ICE is shown on the bottom left
corner on the LCD monitor. The LCD is used to display the
internal ICE battery status in the same manner as cell phones.
In addition, there are externally visible
LEDs on the right side of the unit to
determine if the AC power is connected
and the status of the internal battery.
When the ICE unit is powered down,
the status of the battery can be
explored inserting an extended
ballpoint pen or stylus into the PRESS
FOR BATTERY LEVEL and confirm
that the charge level as indicated by the Battery Level LEDs corresponds to that indicated on the
LCD Touchscreen.
In the event the battery charge level goes below 15%, the following audible and visual warning
messages will inform the user of the battery’s condition during operational mode:






SYSTEM ON BATTERY LED will begin to flash/blink. If external AC power is supplied, the
SYSTEM ON BATTERY LED and CHARGING LED will flash alternatingly until the battery
charge level goes above 15%.
The Health icon at the bottom of the main LCD Screen will turn red.
The main LCD Screen will display an error message notifying the user of the battery charge
level status.
The alert buzzer will beep twice at every 1% decrement of charge level.

At a 10% charge level, the system will issue a shutdown request and power off the tabulator in
order to avoid complete drain of the battery. It is therefore advisable to recharge the internal
back-up battery or power down the system before this condition occurs.
In cases when a power up is attempted (the main switch under thermal printer cover is placed in
the ON position or the main LCD monitor is lifted up) and the buzzer beeps continuously; that
means that the battery charge level is less than 10%. Therefore, the power controller cannot
provide enough power to turn the unit on. In that situation, AC power needs to be plugged in to
recharge the battery or alternatively, the unit, powered down (main switch under the thermal
printer cover is placed to OFF position) to stop the beeping.
Note: See the Appendix for routine battery charging instructions.
Important: If a 0% charge level (fully discharged battery) occurs, it cannot be
recovered by providing external power. When such battery is plugged in, the
continuous audible message will be heard. In that case, the ICE will require a
replacement battery. Call Command Central for assistance.

Questions? Call: 320-259-7027
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Follow the Battery Recharging instructions in the Appendix of this guide. It is imperative that
the internal back-up battery be charged for at least eight (8) hours every three (3) months when
the unit is in power-off/storage mode. If a unit has run on battery power for longer than a short
while, it may be necessary to charge the battery for a longer period of time.

Security Seals
Security seals should be applied where required. At a minimum, the
following locations should have seals placed on them and their
numbers recorded on any appropriate paperwork:





Main Ballot Box Bin Door
Auxiliary Bin Door
Thermal Printer Door
Election Memory Device Doors (2) – (CF1 & CF2) – these should be sealed once the election
memory device is inserted and they should not be removed until the end of Election Day.

Basic Product Safety (Safety Statement)
The ICE tabulator, ballot box and ATI unit are rated for:







Indoor Use Only
Ordinary Protection (not protected against harmful ingress of moisture)
Electrical input rating of the tabulator unit: 120W 120V 60Hz or 230V 50Hz
Operating Relative Humidity: 10-80% RH, non-condensing
Operating Temperature range: 41-104 F
Storage and Transportation Conditions: The unit must be stored in a location that will not
freeze or is subject to excessive heat.

Other statements of relevance:







The ICE tabulator is designed to be able to be delivered to and from the polling
site attached to the ballot box.
If you will need to remove the ICE from the ballot box for storage reasons, follow the
appropriate Take Down Procedures in the Appendix of this guide.
The tabulator also has two hand grips located underneath the lengths of its sides to enable
a two-person lift, if required for moving, installing or removing from the ballot box.
The ballot box has two lockable swivel wheels and 2 fixed wheels for easy handling and
also has convenient handles on all four sides of the box to enable lifting or positioning as
required.
Service operations inside the electrical enclosures of the ICE system requiring the use of
special tools and MUST be performed by Authorized and Trained Personnel Only.

Caution: There is no switch for the ICE tabulator AC Supply. The only way to deactivate the
main power supply is to unplug the unit's power cord plug from the AC main wall outlet. The
main outlet must be located near the equipment and be readily accessible.

Questions? Call: 320-259-7027
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Important: The information below is conceptual in nature and is not intended to
replace the proper Pre-LAT Test, Public Test and Election Day functions outlined in the
next sections.
In most jurisdictions, the Poll Worker will interact with the ICE tabulator for the following basic
duties:









Transporting the ICE to the polling station before the opening of the poll.
Turning on the ICE and opening the poll.
Verification at the voting station to confirm that the ICE is functioning properly, and that
the correct unit is at the correct polling location.
Assisting the voters in successfully casting their ballots using the ICE.
Activating an accessible voting session, as required.
Dealing with minor technical issues and calling for a technician in the event of any larger
technical issues that may arise.
Closing the poll after voting is complete.
Transferring the results from the ICE using modem technology, if using units equipped with
modem functionality.

In order to perform these duties, the Poll Worker interacts with the ICE tabulator in the following
operating modes.

Operating Modes
The ICE tabulator has several distinct operating modes:
1. POWERED DOWN - In this mode, most of the circuitry is turned off, but the internal
battery pack continues to charge if the AC power supply is connected.
2. POLL WORKER MODE - In this mode, poll officials can perform election-related
functions such as changing from standard voting sessions to accessible voting sessions,
printing reports using the thermal printer and closing the poll.
3. ELECTION RUN MODE - This is the normal operating mode. In this mode, the ICE is
ready to accept and process ballots.
4. ELECTION RUN MODE WITH BALLOT REVIEW - This is the same as Election Run
Mode, with an added feature that allows the voter to review the results of their ballot
prior to pressing the CAST button. The results of the ballot are summarized for the voter
either via the main LCD monitor or the accessibility audio/visual interface.

Questions? Call: 320-259-7027
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At all times, the Poll Worker must monitor the operation of the ICE tabulator in order to ensure
that everything is operating correctly. If there are any technical issues, the Poll Worker should
either reference the troubleshooting section of the Appendix in this guide or call Command
Central.

Assisting the Voter
In order to assist the voter, the Poll Worker will often be required to explain the relevant aspects
of the ICE to the voter. This includes explaining the meanings of the various messages that may
appear on the LCD screen and ensuring that the voter understands all aspects of the voting
process.
Ballots are inserted into the ICE by the voter. The Poll Worker should:
•
•
•
•
•

Direct the voter to insert the ballot into the entry slot on the front of the ICE. The ballot
will be drawn automatically into the unit.
Ask the voter to remain until the ballot is fully processed and deposited into the ballot box.
Ensure that the ballot count has increased by one, indicating that the ballot has been
accepted (if the ballot is returned, the count will not increment).
Assist the voter with second chance notifications by explaining to the voter that the ballot
has not yet been counted and explain the reason for the warning message.
Be responsible for activating accessible voting sessions and assisting the voters through
the process, as required.

Election run mode with ballot review
To offer voters an additional confirmation step prior to casting their paper ballots, the ICE can be
set up in ELECTION RUN MODE WITH BALLOT REVIEW. In this mode, the ICE summarizes
the voters' selections, either on the LCD screen or via the audio interface, and the voter can
confirm their selections before pressing the CAST button to complete the processing of their
ballot. In either case, the ballot is not deposited into the ballot box until the voter has completed
their review. This can be accomplished in the Poll Worker menu and in the essence of keeping
voting lines moving should be reserved for those seeking affirmation of how their vote will be cast
prior to casting their ballot.

Questions? Call: 320-259-7027
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The voter interacts with the system either by marking and then casting a ballot in a Standard
Voting Session or by marking a ballot using the Audio Tactile Interface (ATI) in an Accessible
Voting Session and then casting the ballot.
In the case of a standard voting session, the voter interacts with the system by simply marking a
paper ballot and inserting the ballot into the ICE tabulator.
It is recommended that municipalities provide voters with the recommended marking pens
(available through Command Central) that are black, non-streaking, quick-drying, non-flaking,
permanent marking pens.
The ICE can process single or double-sided ballots in any orientation. Typically, a ballot is inserted
into the ballot entry slot on the front of the ICE tabulator. The ballot is then processed by the
unit, before passing through the exit slot underneath the unit and landing in the main ballot box,
which doubles as a stand for the tabulator.
After the ballot has been inserted, the LCD screen will display a message indicating that it is
processing the ballot. If the ICE detects any errors on the ballot, the voter may be required to
follow further instructions on how to proceed. These scenarios are called Second Chance Voting
Opportunities, as they provide voters with a second chance to correct any errors they may have
made inadvertently. There are a number of potential second-chance voting scenarios. The most
common of these scenarios are explained below, along with descriptions of the different
configuration settings available for each of them.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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In the case of a standard voting session, the voter interacts with the system by simply marking a
paper ballot and inserting the ballot into the ICE. After the ballot has been inserted, the main
LCD screen will display a message indicating that it is processing the ballot.
The most common Second Chance messages are below, along with descriptions of the different
configuration settings available for dealing with each of them:


Invalid Ballot ID - This message appears when a ballot is deemed invalid in the
particular ward or district. For example, a legitimate ballot may have been detected and
interpreted, but this ballot may have not been programmed as an allowable ballot face
for the tabulator in the current election. Invalid ballots generate a visual warning and are
automatically returned to the voter.



Misread Paper - This message appears when, for whatever reason, a ballot cannot be
read by the tabulator. This includes legitimate ballots that have been miss-scanned, have
missing or unreadable ballot identification markings, or are foreign pieces of paper.
Misread papers generate a visual warning message and are automatically returned to the
voter.



Ambiguous Mark - The ICE tabulator determines voter intent based on the percent of
oval completed detected in each voting oval. In the event of an Ambiguous Mark error,
the ballot will be rejected and the voter will need to clarify intent and resubmit the ballot,
according to your jurisdictional guidelines.



Blank Ballot - A blank ballot is one that has been processed successfully and has been
interpreted to contain no voter markings at all. The unit will display a message on the
main LCD screen explaining that a blank ballot has been detected, and it will ask the
voter to confirm this interpretation by pressing either the `CAST’ or ‘RETURN’ button. If
the voter presses the ‘CAST’ button, the ballot is accepted and placed in the ballot box,
and no votes are recorded for that ballot. If the voter presses the ‘RETURN’ button, the
ballot is returned to the voter for correction.



Overvote - A ballot with an overvoted contest occurs when the ballot contains more
voter selections than are allowed for a particular contest. Voters can ‘CAST’ or ‘RETURN’.
If ‘RETURN’, the voter should be issued a new ballot, according to your jurisdictional
guidelines. If the ballot is ‘CAST’, the ballot is accepted and votes in the overvoted
contest(s) will not count.



Crossover Voted Ballot - In an undeclared primary election, the voter is only allowed
to vote for contests within a single political party. A crossover voted ballot occurs when
the voter votes for contests belonging to different political parties. Voters are prompted
to confirm or correct cross-overvoted ballots through an audible and visual warning. If
the voter presses ‘RETURN’, the voter should be issued a new ballot, according to your
jurisdictional guidelines. If the ballot is ‘CAST’, the ballot is accepted and votes in the
partisan contest(s) will not count.

Questions? Call: 320-259-7027
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In addition to the above second chance error messages, the ICE has a number of special
features to ensure the accuracy and integrity of the ballot count:


Multiple Ballot Feed - If the ICE detects that more than one ballot has been
simultaneously inserted (i.e. overlapping), it will alert the voter with multiple warning
messages on the LCD screen, and it will not accept the ballot(s).



Ballot Insertion Time Out - If the voter does not push his or her ballot into the ICE far
enough, a prompt will appear on the LCD requesting that the ballot be pushed in further
in order to scan.



Consecutive Sheet - If a second, non-overlapping ballot is inserted after the first ballot
has cleared (but not yet processed), the ICE will process the first ballot accordingly, but
the second ballot will be returned through the front of the unit. Under certain conditions,
the ICE may display a message indicating that a paper jam has been detected.

Language Toggle
The language buttons are available on the standard voting screen, where the voter can choose
the language they want their session to be in. The voter can also change languages in the Ballot
Review screen as well as at the beginning of an Accessible Voting Session if the election project
is multilingual.

Questions? Call: 320-259-7027
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Pre-LAT Procedures

Pre-LAT Procedures
Section Contents
Pre-Election Checklist of Supplies
Pre-LAT Test Overview
Setting Up the ICE Tabulator
Steps to Perform the ICE Pre-LAT Test









Starting Up the ICE Tabulator
Opening the Poll
Starting Standard Voting Session
Scanning Your Ballots
Accessible Voting Session
Closing the Poll
Re-zero Procedure (Pre-LAT & Public Test Only)
Powering Down the Unit

Questions? Call: 320-259-7027
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Pre-LAT Procedures

Pre-Election Checklist of Supplies
 ICE Tabulator
 ICE Ballot Box
 120 Volt AC power outlet
 Extension Cord (optional)
 Ink Cartridge(s)
 Testing Ballots
 Ballot Marking Pens (Black Paper Mate Flair Medium Point Permanent Markers)
 ICE Thermal Paper Rolls

Note: Instructions on how to change the paper roll on the ICE are located in
the Appendix of this guide.

 Accessibility Equipment

(ATI controller w/cable & headset, optional sip & puff and/or paddles)

 Voting Booth (if using extended monitor)
 BLUE Election Day lanyard containing:




2 Compact Flash Memory Cards
Security Key
Gold Key (for various locks on the ICE and ballot box)

 Security Seals
 Scissors

Election supplies are available online at:
http://www.ccelections.com

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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The first test of the ICE tabulator for each election is called a Preliminary Logic and Accuracy
Test (often referred to as the Pre-LAT). This test is necessary to check the overall accuracy of
the election programming, including the order of the contests, party affiliation, spelling of all
candidate names, headings, titles, number of write-ins for each contest, referendum wording
and correct number of tabulated votes for all offices and referenda.
Testing on the ICE tabulator must include casting votes for each position of each contest using
an “Edit List” (see Appendix for Edit List instructions). State guidelines should be followed
during this process. The Edit List is a list of predetermined voted ballots (also known as a Test
Deck) that will be cast into the ICE tabulator in order to test the accuracy of the vote totals.
Important: This preliminary testing must be performed as soon as possible after receiving
the memory cards in order to allow either your County Clerk (if they do your election
programming) or Command Central to make changes and return re-programmed memory cards
for additional testing in time for your Public Test.
The Pre-LAT test is NOT the time to have the general public in attendance; that occurs during
the Public Test. It is highly recommended that you do your Pre-LAT testing in a quiet
environment where you will not be interrupted. Identifying any errors made in the election
programming during this preliminary testing is crucial for having a successful, error-free election.

Setting Up the ICE Tabulator
To begin your Pre-LAT testing, it is first necessary to set the ICE tabulator up according to the
directions below before trying to turn on the unit.
1.

Using the gold key attached to your lanyard, unlock both sides (using the same key) of
the cover and lift it off the ICE ballot box.

The additional directions assume you have not stored the ICE in the fully assembled state.
If the tabulator was stored attached to the ballot box, proceed to step 3.
2.

Using two people, unpack the ICE tabulator unit from its rolling storage case and place
it on the assembled ballot box, following the instructions below.
a. With one person on each side of the tabulator with two hands supporting the
ICE tabulator, gently place the tabulator on top of the ballot box using the
stops that will rest against the back of the tabulator allowing the posts on the
bottom of the tabulator to drop down into the holes on the top of the ballot
box. There is only one way for the tabulator to correctly set down into the
ballot box and allow the blue power adapter plugs to connect and provide
power to the tabulator.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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c.

UNDER the tabulator next to each slide, hold
down the gray button and slide the lock lever into
place so it matches the “locked” symbol next to
the position of the slide.

3.

Unlock the ballot box main bin door and the auxiliary bin door to be certain they are
both empty.

4.

Insert the two memory cards specific to this election
into the slots under the CF1 and CF2 door, respectively.
Be certain that you put the memory card labeled “1” in
the CF1 slot and the other card labeled “2” in the CF2
slot.
Important: Seals should be added to the CF1 and
CF2 doors at this time to prevent removal. You will use
the same memory cards for your Pre-LAT Test, Public
Test and Election Day.

5.

At the top, back of the ballot box, lift the gray cord cover
and unwind the power cord. Plug the power cord into a
suitable 120 volt AC power source.

6.

On the right, front side of the machine, there is a battery
indicator screen. Check that the AC Plug light is
illuminated green to acknowledge it is receiving power.

7.

Once you have completed your set up, make sure you
are aware where seals should be placed on Election
Day:





Main Ballot Box Bin Door
Auxiliary Bin Door
Report Printer Door
Election Memory Device Doors (2) – (CF1 & CF2) – these should be sealed once
the election memory device is inserted and they should not be removed until the
end of Election Day.

You have completed set up and you can begin testing following the
instructions below to start up the ICE tabulator.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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b. Locate the two locking slides (one on each side of
the tabulator).
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Note: The ICE must be set up in order to conduct testing. Please see the previous instructions
on “Setting Up the ICE” if you need assistance.
Once the system has been fully assembled, and as soon as possible after receipt of the first set
of actual election ballots from the printer, you will need to conduct formal “Logic & Accuracy”
(Pre-LAT) testing in order to confirm that the system has been correctly configured, and that all
components are functioning properly. The procedures presented in this document are
suggestions only, and the applicable laws and regulations of the jurisdiction must ultimately
determine the specific testing process to be followed.

Starting Up the ICE
1.

Before turning the unit on, unlock and lift up the Audio Tactile Interface (ATI) door
(labeled AVS) on the right side of the ICE to expose the ATI port.

1

3
2
2.

Connect one end of the ATI cable into the ICE unit and the other end to the ATI itself
(note the red tape on the ATI cable will match the red dot next to the port you will
plug the cable into).

3.

Connect the headphones to the audio port on the ATI (note the green tape on the
headphones cord will match the green dot next to the port indicating where the cord
should plug into on the ATI).

4.

Turn the unit on by lifting the screen to its operating
position. To accomplish this, stand in front of the
machine and use both hands (one on each side) to lift
the screen.

5.

Lower the monitor support stand and fix it into the
desired position.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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Open the monitor cover. Open the left and right flaps
to reveal the screen. Secure the top cover over the
left and right flaps.

7.

The unit will boot up (this may take several minutes)
and make a beeping sound while asking you to insert
the Security Key.

6

Note: If the machine doesn’t boot up, confirm the ON/OFF switch under the
thermal printer door is in the ON position. You will always want to have this
switch in the ON position, even when the machine is in storage.
8.

Press and hold the Security Key onto the receptacle
on the front right side of the unit to prompt the login
screen.

8
9.

Fill in the Username and Password fields.
When complete, press the OK button.

10. The ICE will then configure files for the
election and show status of completion.

9
11. You will then see the ICE Poll Worker
Menu and can proceed with the next
section, following instructions closely.

11

Your ICE tabulator is now correctly powered on and you can continue on
to opening the poll by following the instructions below.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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Important: Prior to opening the poll, it’s imperative to make sure your Ballot
Counter is set to zero (00000).
The Ballot Counter is indicated in the lower-right corner
of the LCD screen (note, this is not the same as the
Lifetime Counter, which will always have the number of
ballots run during the lifetime of the ICE in use).
If the ballot counter is NOT at zero (00000), that means that there are still results on the
memory cards from a previous test or election. The Main Menu buttons on the left will not
show an “Open Poll” button and instead show other closed poll options.
If the Ballot Counter is NOT at zero (00000), complete the following steps:
1.

At the Poll Worker Menu screen, press the
Advanced Admin option and enter the
advanced admin password. This is NOT the
same password used in other places.

1
2.

Next, the Advanced Admin menu appears.
Press the Re-zero button on the left menu,
followed by the Re-zero button on the righthand menu. Enter your normal password.

3.

The Confirmation screen will appear asking for approval to set the results to zero.

4.

Press OK to proceed.

5.

The Poll Worker main menu will be
presented. On the activity bar in the lower
right, the Ballot Counter should be set to
zero (00000).

Re-zero

2

5
Questions? Call: 320-259-7027
©2021 Command Central, LLC
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After confirming your Ballot Counter is at 00000, you’ll be at the ICE Poll Worker Menu
and will complete the following to open the poll:

Open Poll

1.

Press the Open Poll button on the left menu.

2.

On the right-hand side, you’ll see a menu of options:
a.
b.

Modify the number of Zero Tapes to
print if necessary by pressing Change.
Press Open next to Poll Status.

1

b
a
2

3.

The Open Poll Confirmation screen
appears. Press OK to continue or Cancel to
return to the previous screen.

4.

If the Print Zero Tape option was set to
Print, the zero tape will begin printing the
pre-programmed number of copies.

5.

3

The Printing Completed screen appears.
Press Yes to print additional copies of the
zero tape if required. Press No to continue.

5
6.

The poll is now open. The Main Menu
screen appears.

6
Questions? Call: 320-259-7027
©2021 Command Central, LLC
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For testing purposes, familiarize yourself with where
security seals will need to be in place on Election Day.
At a minimum, the following should have seals placed on
them and numbers recorded on appropriate paperwork:





8.

Main Ballot Box Bin Door
7
Auxiliary Bin Door
Report Printer Door
Election Memory Device Doors (2) – (CF1 & CF2) – these should be sealed once
the election memory device is inserted and they should not be removed until the
end of Election Day.

In order to print ballots in Accessible Voting Mode as part of your Pre-LAT and Public
Test, an ink cartridge should be in the ICE. If necessary, see the Changing the ICE Ink
Cartridge instructions provided in the Appendix of this guide.
Your poll is now open and you can continue starting a voting session.

Starting Standard Voting Session
Begin your testing process with a Standard Voting
session, where paper ballots will be scanned to
determine accuracy of the election content on the
memory cards.
1.

To begin a Standard Voting session, press
Standard Voting on the Main Menu.

2.

Confirm Ballot Review is set to Disabled. If
it states Enabled or Enabled Once, press
Change until it says Disabled. Then press
Start next to Standard Voting Session.

3.

The Start Voting Session confirmation
screen appears. Press OK to continue or
Cancel to return to the previous screen.

4.

You will see “System Ready – Please
insert your ballot”.

5.

You will now begin your testing of scanning
your pre-marked ballots (also known as a
Test Deck).

1

2

4
Questions? Call: 320-259-7027
©2021 Command Central, LLC
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When a valid ballot is scanned, the screen displays Casting Ballot Please Wait messages.
Once the ballot is cast successfully, the System
Ready screen reappears and the Ballot Counter
increases by one (1).

If a blank ballot is detected, the tabulator displays instructions on how to proceed.


You can choose to return your ballot to correct it or cast the ballot as is. To return the
ballot, press Return. To cast the ballot as is, press Cast.



If you pressed Return: The ballot is returned via the tabulator’s entry slot. Correct
your ballot and retry.



If you pressed Cast: The ballot is accepted as is and placed in the ballot box and no
votes are recorded for that ballot.

In the event there is an error with a ballot, you will hear several beeps. A descriptive message
will appear on the LCD screen alerting the voter as to the issue with the ballot and options for
resolution.
In the event of an overvoted or crossvoted ballot, the ballot will be rejected and the voter
will need a new ballot for marking. Follow jurisdictional requirements on how to handle
overvoted and crossvoted ballots.
See Tabulator Warning Messages in the Appendix for further description.
Continue testing all ballots in your Test Deck.

Accessible Voting Session
Important: Be certain to do an Accessible Voting Mode session to test both the voting
method and tabulator readiness. For detailed instructions on how to mark a ballot using the
Accessible Voting Session mode, please see the Appendix section in the back of this guide.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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When your Pre-LAT testing is complete and all test ballots have
been inserted, complete the following steps:
1.

2.

Press and hold the Security Key onto the receptacle
on the right side of the unit to prompt the login
screen.

1

From the Main Menu, press Close Poll.

2
3.

Confirm the Print Results Tape and Print
Write-In Tape options are set to Print.
Select the desired Number of Copies to
Print by pressing Change. Press Close to
continue.

3
4.

Enter your password and press OK.

4
5.

The Close Poll Confirmation screen
appears.

6.

Press OK to continue or Cancel to return to
the previous screen.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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7.

Important: Make certain to check the Auxiliary Bin to ensure all ballots were cast
and the bin is empty.

8. The results and write-in tapes begin printing.
You will have the option to print additional
copies.

8
9. If you are done printing, press No.
Press Yes to print additional copies.

9
10. You will return to the Main Menu.

10
Important: DO NOT remove memory cards until the end of Election Day. Seals
should be in place to prevent removal. You will use the same memory cards for your PreLAT Test, Public Test and Election Day.
11. If you will be transmitting results via modem, follow the steps in the Appendix
of this guide.
12. If you will NOT be transmitting results, proceed to the next step, Powering
Down the Unit.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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Pre-LAT Procedures

Re-zero Procedure (Pre-LAT & Public Test Only)
To return your Ballot Counter to zero (00000) for the
next part of the testing process, complete the following
steps:

1.

At the Poll Worker Menu screen, press the
Advanced Admin option and enter the
advanced admin password. This is NOT the
same password used in other places.

1
2.

Next, the Advanced Admin menu appears.
Press the Re-zero button on the left menu,
followed by the Re-zero button on the righthand menu. Enter your normal password.

3.

The Confirmation screen will appear asking for approval to set the results to zero.

4.

Press OK to proceed.

5.

The Poll Worker main menu will be
presented. On the activity bar in the lower
right, the Ballot Counter should be set to
zero (00000).

Re-zero

2

5

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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After Pre-LAT testing is complete and results have been transmitted (if required), it’s time to
Power Down the unit.
1.

Press the Power button at the top right-hand
corner of the large LCD screen.

2.

The Power Down Request screen appears.
Press Shut Down to continue

IMPORTANT: Wait for the tabulator to emit a
“power down” sound before proceeding to fold in
flaps and lowering the monitor.
3.

After you’ve heard the “power down” sound
and the screen is completely dark (no
messaging on it), close the left and right flaps
to cover the screen. Then lower the top monitor
cover.

4.

Raise the monitor support stand.

5.

Gently lower the monitor down onto the unit.

1

2

IF you will be keeping the ICE tabulator on the ballot box until your Public Test, follow these
steps:
1. Place the cover of the ballot box over the unit making sure the bottom edges of the
cover fit down into the groove around the ballot box and lock each side.
2.

It is OK to leave the ICE tabulator plugged into a power
source until Election Day to ensure a fully charged battery.

IF you will be removing the ICE tabulator from the ballot box and
moving the unit via the rolling storage case, follow the
Take Down Procedures in the Appendix of this guide.

The ICE tabulator is now in a storage position until your Public Test,
which will occur at a timeframe that follows your state guidelines.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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Pre-LAT Procedures

Pre-LAT Procedures
COMPLETED

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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Public Test Procedures

Public Test Procedures
Section Contents
Public Test Overview
Steps to Prepare for the ICE Public Test
Steps to Perform the ICE Public Test









Starting Up the ICE Tabulator
Opening the Poll
Starting Standard Voting Session
Scanning Your Ballots
Accessible Voting Session
Closing the Poll
Re-zero Procedure (Pre-LAT & Public Test Only)
Preparing for Election Day

Powering Down the Unit

Questions? Call: 320-259-7027
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A Public Test of election equipment and programming is required before every election
according to Wisconsin State Statute 5.84 (Testing of equipment; requirements for programs
and ballots).
Important: See the state statute for specifics regarding timing and expectations of the test.
After the time and location are published, the Public Test is performed in a process very similar
to the Pre-LAT testing in the previous section of this guide. The premise of the Public Test is
that anyone has the right to view the performance of the voting system that will be used on
Election Day. The Clerk and/or Clerk’s staff will perform the Public Test.
Note: This is NOT the time for the poll workers or the public to try out the voting
system.
Important: The same memory cards that are already in your ICE tabulator will be
used for Pre-LAT Testing, your Public Test and on Election Day.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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Your ICE tabulator should already be set up from the Pre-LAT test. If for some reason it is
not, please follow the Pre-Election Checklist of Supplies for ICE and Setting Up the ICE
instructions from the Pre-LAT section of this guide.
Assuming your ICE is already set up, complete the following final setup steps:
1.

Using the gold key attached to your lanyard, unlock both sides (using the same key)
of the cover and lift it off the ICE ballot box.

2.

Unlock the ballot box main bin door and the auxiliary bin door to be certain they are
both empty.

3.

At the top, back of the ballot box, lift the gray cord cover
and unwind the power cord. Plug the power cord into a
suitable 120 volt AC power source.

4.

On the right, front side of the machine, there is a battery
indicator screen. Check that the AC Plug light is
illuminated green to acknowledge it is receiving power.

5.

Once you have completed your set up, make sure you
are aware where seals should be placed:





Main Ballot Box Bin Door
Auxiliary Bin Door
Report Printer Door
Election Memory Device Doors (2) – (CF1 & CF2) – these should be sealed once
the election memory device is inserted and they should not be removed until the
end of Election Day.

You have completed set up and you can begin testing following the
instructions below to start up the ICE tabulator.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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Note: The ICE must be set up in order to conduct testing. Please see the previous instructions
on Setting Up the ICE Tabulator if you need assistance.
The procedures presented in this document are suggestions only, and the applicable laws and
regulations of the jurisdiction must ultimately determine the specific testing process to be
followed.

Starting Up the ICE Tabulator
1.

Before turning the unit on, unlock and lift up the Audio Tactile Interface (ATI) door
(labeled AVS) on the right side of the ICE to expose the ATI port.

1

3
2
2.

Connect one end of the ATI cable into the ICE unit and the other end to the ATI itself
(note the red tape on the ATI cable will match the red dot next to the port you will
plug the cable into).

3.

Connect the headphones to the audio port on the ATI (note the green tape on the
headphones cord will match the green dot next to the port indicating where the cord
should plug into the ATI).

4. Turn the unit on by lifting the screen to its operating
position. To accomplish this, stand in front of the
machine and use both hands (one on each side) to lift
the screen.

5.

Lower the monitor support stand and fix it into the
desired position.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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Open the monitor cover. Open the left and right flaps
to reveal the screen. Secure the top cover over the
left and right flaps.

7. The unit will boot up (this may take several minutes)
and make a beeping sound while asking you to insert
the Security Key.

6

Note: If the machine doesn’t boot up, confirm the ON/OFF switch under the thermal
printer door is in the ON position. You will always want to have this switch in the ON
position, even when the machine is in storage.
8.

Press and hold the Security Key onto the receptacle
on the front right side of the unit to prompt the login
screen.

8
9.

Fill in the Username and Password fields.
When complete, press the OK button.

10. The ICE will then configure files for the
election and show status of completion.

9
11. You will then see the ICE Poll Worker
Menu and can proceed with the next
section, following instructions closely.

11

Your ICE tabulator is now correctly powered on and you can continue to
open the poll by following the instructions below.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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Important: Prior to opening the poll, it’s imperative to make sure your Ballot
Counter is set to zero (00000).
The Ballot Counter is indicated in the lower-right corner
of the LCD screen (note, this is not the same as the
Lifetime Counter, which will always have the number of
ballots run during the lifetime of the ICE in use).
If the ballot counter is NOT at zero (00000), that means that there are still results on the
memory cards from a previous test or election. The Main Menu buttons on the left will not
show an “Open Poll” button and instead show other closed poll options.
If the Ballot Counter is NOT at zero (00000), complete the following steps:
1.

2.

At the Poll Worker Menu screen, press the
Advanced Admin option and enter the
advanced admin password. This is NOT the
same password used in other places.

Next, the Advanced Admin menu appears.
Press the Re-zero button on the left menu,
followed by the Re-zero button on the righthand menu. Enter your normal password.

1

Re-zero

2

3.

The Confirmation screen will appear asking for approval to set the results to zero.

4.

Press OK to proceed.

5.

The Poll Worker main menu will be
presented. On the activity bar in the lower
right, the Ballot Counter should be set to
zero (00000).

5

Questions? Call: 320-259-7027
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After confirming your Ballot Counter is at 00000, you’ll be at the ICE Poll Worker Menu
and will complete the following to open the poll:

Open Poll

1.

Press the Open Poll button on the left menu.

2.

On the right-hand side, you’ll see a menu of options:
a.
b.

Modify the number of Zero Tapes to
print if necessary by pressing Change.
Once set, press Open next to Poll
Status.

1

b
a
2

3.

The Open Poll Confirmation screen
appears. Press OK to continue or Cancel to
return to the previous screen.

4.

If the Print Zero Tape option was set to
Print, the zero tape will begin printing the
pre-programmed number of copies.

5.

3

The Printing Completed screen appears.
Press Yes to print additional copies of the
zero tape if required. Press No to continue.

5
6.

The poll is now open. The Main Menu
screen appears.

6
Questions? Call: 320-259-7027
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For testing purposes, familiarize yourself with where
security seals will need to be in place on Election Day.
At a minimum, the following should have seals placed on
them and numbers recorded on appropriate paperwork:





Main Ballot Box Bin Door
7
Auxiliary Bin Door
Report Printer Door
Election Memory Device Doors (2) – (CF1 & CF2) – these should be sealed once
the election memory device is inserted and they should not be removed until the
end of Election Day.

Your poll is now open and you can continue starting a voting session.

Starting Standard Voting Session
Begin your testing process with a Standard Voting
session, where paper ballots will be scanned to
determine accuracy of the election content on the
memory cards.
1.

To begin a Standard Voting session, press
Standard Voting on the Main Menu.

2.

Confirm Ballot Review is set to Disabled. If
it states Enabled or Enabled Once, press
Change until it says Disabled. Then press
Start next to Standard Voting Session.

3.

The Start Voting Session confirmation
screen appears. Press OK to continue or
Cancel to return to the previous screen.

4.

You will see “System Ready – Please
insert your ballot”.

5.

You will now begin your testing of scanning
your pre-marked ballots (also known as a
Test Deck).

1

2

4
Questions? Call: 320-259-7027
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When a valid ballot is scanned, the screen displays Casting Ballot Please Wait messages.
Once the ballot is cast successfully, the System
Ready screen reappears and the Ballot Counter
increases by one (1).

If a blank ballot is detected, the tabulator displays instructions on how to proceed.


You can choose to return your ballot to correct it or cast the ballot as is. To return the
ballot, press Return. To cast the ballot as is, press Cast.



If you pressed Return: The ballot is returned via the tabulator’s entry slot. Correct
your ballot and retry.



If you pressed Cast: The ballot is accepted as is and placed in the ballot box and no
votes are recorded for that ballot.

In the event there is an error with a ballot, you will hear several beeps. A descriptive message
will appear on the LCD screen alerting the voter as to the issue with the ballot and options for
resolution.
In the event of an overvoted or crossvoted ballot, the ballot will be rejected and the voter
will need a new ballot for marking. Follow jurisdictional requirements on how to handle
overvoted and crossvoted ballots.
See Tabulator Warning Messages in the Appendix for further description.
Continue testing all ballots in your Test Deck.

Accessible Voting Session
Important: Be certain to do an Accessible Voting Mode session to test both the voting
method and tabulator readiness. For detailed instructions on how to mark a ballot using the
Accessible Voting Session mode, please see the Appendix section in the back of this guide.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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When your Public testing is complete and all test ballots have
been inserted, complete the following steps:
1.

2.

Press and hold the Security Key onto the receptacle
on the right side of the unit to prompt the login
screen.

1

From the Main Menu, press Close Poll.

2
3.

Confirm the Print Results Tape and Print
Write-In Tape options are set to Print.
Select the desired Number of Copies to
Print by pressing Change. Press Close to
continue.

3
4.

Enter your password and press OK.

4
5.

The Close Poll Confirmation screen
appears.

6.

Press OK to continue or Cancel to return to
the previous screen.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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7.

Important: Make certain to check the Auxiliary Bin to ensure all ballots were cast
and the bin is empty.

8.

The results and write-in tapes begin printing.
You will have the option to print additional
copies.

8
9.

If you are done printing, press No.
Press Yes to print additional copies.

9
10.

You will return to the Main Menu.

10
Important: DO NOT remove memory cards until the end of Election Day. Seals
should be in place to prevent removal. You will use the same memory cards for your PreLAT Test, Public Test and Election Day.
11.

If you will be transmitting results via modem, follow the steps in the
Appendix of this guide.

12.

If you will NOT be transmitting results, proceed to the next step, Powering
Down the Unit.

Questions? Call: 320-259-7027
©2021 Command Central, LLC

Version: EPTG_WI_ICE_3.1

Page 39

Public Test Procedures

Closing the Poll (continued)

Election Procedures & Training Guide - ImageCast® Evolution (ICE)

Public Test Procedures

Re-zero Procedure (Pre-LAT & Public Test Only)

To return your Ballot Counter to zero (00000) and be
ready for Election Day, complete the following steps:
1.

At the Poll Worker Menu screen, press the
Advanced Admin option and enter the
advanced admin password. This is NOT the
same password used in other places.

2.

Next, the Advanced Admin menu appears.
Press the Re-zero button on the left menu,
followed by the Re-zero button on the righthand menu. Enter your normal password.

1

Re-zero

2

3.

The Confirmation screen will appear asking for approval to set the results to zero.

4.

Press OK to proceed.

5.

The Poll Worker main menu will be
presented. On the activity bar in the lower
right, the Ballot Counter should be set to
zero (00000).

5
Preparing for Election Day
1. Consider changing the paper roll now (if needed) to ensure you are equipped with a fresh
roll for Election Day. Follow the instructions for Changing the ICE Paper Roll in the
Appendix of this guide.
2. Confirm that you have the supplies necessary for Election Day, by referencing the
checklist at the beginning of the Election Day section of this guide.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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After testing is complete and results have been transmitted (if required), it’s time to Power Down
the unit.
1.

Press the Power button at the top right-hand
corner of the large LCD screen.

2.

The Power Down Request screen appears.
Press Shut Down to continue

1

IMPORTANT: Wait for the tabulator to emit a
“power down” sound before proceeding to fold in
flaps and lowering the monitor.
3.

After you’ve heard the “power down” sound
and the screen is completely dark (no
messaging on it), close the left and right flaps
to cover the screen. Then lower the top monitor
cover.

4.

Raise the monitor support stand.

5.

Gently lower the monitor down onto the unit.

2

IF you will be keeping the ICE tabulator on the ballot box until your Public Test, follow these
steps:
1.

Place the cover of the ballot box over the unit making sure the bottom edges of the
cover fit down into the groove around the ballot box and lock each side.

2.

It is OK to leave the ICE tabulator plugged into a power
source until Election Day to ensure a fully charged battery.

IF you will be removing the ICE tabulator from the ballot box and
moving the unit via the rolling storage case, follow the
Take Down Procedures in the Appendix of this guide.

The ICE tabulator is now in a storage position until Election Day.

Questions? Call: 320-259-7027
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Public Test Procedures

Public Test Procedures
COMPLETED

Questions? Call: 320-259-7027
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Election Day Procedures

Election Day Procedures
Section Contents
Election Day Checklist of Supplies
Setting Up the ICE Tabulator







Starting Up the ICE Tabulator
Opening the Poll
Starting Standard Voting Session
Accessible Voting Session
Closing the Poll
Powering Down the Unit

Take Down Procedures

Questions? Call: 320-259-7027
©2021 Command Central, LLC

Version: EPTG_WI_ICE_3.1

Page 43

Election Procedures & Training Guide - ImageCast® Evolution (ICE)

Election Day Procedures

Election Day Checklist of Supplies
 ICE Tabulator
 ICE Ballot Box
 120 Volt AC power outlet
 Extension Cord (optional)
 Ink Cartridge(s)
 Ballot Marking Pens (Black Paper Mate Flair Medium Point Permanent Markers)
 ICE Thermal Paper Rolls

Note: Instructions on how to change the paper roll on the ICE are located in
the Appendix of this guide.

 Accessibility Equipment

(ATI controller w/cable & headset, optional sip & puff and/or paddles)

 Voting Booth (if using extended monitor)
 BLUE Election Day lanyard containing:



Security Key
Gold Key (for various locks on the ICE and ballot box)

 Security Seals

 Scissors

Questions? Call: 320-259-7027
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Your ICE tabulator should already be set up from the Pre-LAT and Public tests. If for some
reason it is not, please make sure to follow any final setup steps below that may still need to
be completed before starting up the ICE tabulator:
1.

Using the gold key attached to your lanyard, unlock both sides (using the same key) of
the cover and lift it off the ICE ballot box.

The additional directions assume you have not stored the ICE in the fully assembled state.
If the tabulator was stored attached to the ballot box, proceed to step 3.
2.

Using two people, unpack the ICE tabulator unit from its rolling storage case and place
it on the assembled ballot box, following the instructions below.
a. With one person on each side of the tabulator with two hands supporting the
ICE tabulator, gently place the tabulator on top of the ballot box using the
stops that will rest against the back of the tabulator allowing the posts on the
bottom of the tabulator to drop down into the holes on the top of the ballot
box. There is only one way for the tabulator to correctly set down into the
ballot box and allow the blue power adapter plugs to connect and provide
power to the tabulator.
b. Locate the two locking slides (one on each side of
the tabulator).
c.

UNDER the tabulator next to each slide, hold
down the gray button and slide the lock lever into
place so it matches the “locked” symbol next to
the position of the slide.

3.

Unlock the ballot box main bin door and the auxiliary bin door to be certain they are
both empty.

4.

At the top, back of the ballot box, lift the gray cord
cover and unwind the power cord. Plug the power
cord into a suitable 120 volt AC power source.

Questions? Call: 320-259-7027
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On the right, front side of the machine, there is a
battery indicator screen. Check that the AC Plug light
is illuminated green to acknowledge it is receiving
power.

6.

Once you have completed your set up, make sure all
ballot box doors are locked and seals are placed on all
required areas including:





Election Day Procedures

5.

Main Ballot Box Bin Door
Auxiliary Bin Door
Report Printer Door
Election Memory Device Doors (2) – (CF1 & CF2).

You have completed set up for Election Day. Follow the instructions below
to start up the ICE tabulator.

Starting Up the ICE
1.

Before turning the unit on, unlock and lift up the Audio Tactile Interface (ATI) door
(labeled AVS) on the right side of the ICE to expose the ATI port.

1

3
2
2.

Connect one end of the ATI cable into the ICE unit and the other end to the ATI itself
(note the red tape on the ATI cable will match the red dot next to the port you will
plug the cable into).

3.

Connect the headphones to the audio port on the ATI (note the green tape on the
headphones cord will match the green dot next to the port indicating where the cord
should plug into the ATI).

Questions? Call: 320-259-7027
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5.

Turn the unit on by lifting the screen to its operating
position. To accomplish this, stand in front of the
machine and use both hands (one on each side) to lift
the screen.

Lower the monitor support stand and fix it into the
desired position.

6.

Open the monitor cover. Open the left and right flaps
to reveal the screen. Secure the top cover over the
left and right flaps.

7.

The unit will boot up (this may take several minutes)
and make a beeping sound while asking you to insert
the Security Key.

4

5

6

Note: If the machine doesn’t boot up, confirm the ON/OFF switch under the
thermal printer door is in the ON position. You will always want to have this switch in
the ON position, even when the machine is in storage.
8.

Press and hold the Security Key onto the receptacle
on the front right side of the unit to prompt the login
screen.

8
9.

Fill in the Username and Password fields.
When complete, press the OK button.

10. The ICE will then configure files for the
election and show status of completion.

9

Questions? Call: 320-259-7027
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11

Your ICE tabulator is now correctly powered on and you can continue to
open the poll by following the instructions below.

Opening the Poll
Important: Prior to opening the poll, it’s imperative to make sure your Ballot
Counter is set to zero (00000).
The Ballot Counter is indicated in the lower-right corner
of the LCD screen (note, this is not the same as the
Lifetime Counter, which will always have the number of
ballots run during the lifetime of the ICE in use).
If the ballot counter is NOT at zero (00000), that means that there are still results on the
memory cards from a previous test or election. The Main Menu buttons on the left will not
show an “Open Poll” button and instead show other closed poll options.
If the Ballot Counter is NOT at zero (00000), complete the following steps:
1.

At the Poll Worker Menu screen, press the
Advanced Admin option and enter the
advanced admin password. This is NOT the
same password used in other places.

1
2.

Next, the Advanced Admin menu appears.
Press the Re-zero button on the left menu,
followed by the Re-zero button on the righthand menu. Enter your normal password.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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11. You will then see the ICE Poll Worker
Menu and can proceed with the next
section, following instructions closely.
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The Confirmation screen will appear asking for approval to set the results to zero.

4.

Press OK to proceed.

5.

The Poll Worker main menu will be
presented. On the activity bar in the lower
right, the Ballot Counter should be set to
zero (00000).

Election Day Procedures

3.

5
After confirming your Ballot Counter is at 00000, you’ll be at the ICE Poll Worker Menu
and will complete the following to open the poll:

Open Poll

1.

Press the Open Poll button on the left menu.

2.

On the right-hand side, you’ll see a menu of options:
a.
b.

Modify the number of Zero Tapes to
print if necessary by pressing Change.
Once set, press Open next to Poll
Status.

1

b
a
2

3.

The Open Poll Confirmation screen
appears. Press OK to continue or Cancel to
return to the previous screen.

4.

If the Print Zero Tape option was set to
Print, the zero tape will begin printing the
pre-programmed number of copies.

Questions? Call: 320-259-7027
©2021 Command Central, LLC
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The Printing Completed screen appears.
Press Yes to print additional copies of the
zero tape if required. Press No to continue.

5
6.

The poll is now open. The Main Menu
screen appears.

6

Your poll is now open and you can continue starting a standard voting
session.

Starting Standard Voting Session
1.

To begin a Standard Voting session, press
Standard Voting on the Main Menu.

1
2.

Confirm Ballot Review is set to Disabled.
If it states Enabled or Enabled Once, press
Change until it says Disabled. Then press
Start next to Standard Voting Session.

2

Questions? Call: 320-259-7027
©2021 Command Central, LLC

Version: EPTG_WI_ICE_3.1

Page 50

Election Day Procedures

5.

Election Procedures & Training Guide - ImageCast® Evolution (ICE)

The Start Voting Session confirmation
screen appears. Press OK to continue or
Cancel to return to the previous screen.

4.

You will see “System Ready – Please
insert your ballot”.

5.

You are now ready for your first voter!

4

Accessible Voting Session
Important: Should you have a voter requiring assisted voting, please follow the instructions
in the Appendix section in the back of this guide.

Closing the Poll
Important: DO NOT remove memory cards until after the poll has been closed,
results tape(s) have been printed, results have been transmitted (if required) and
the unit powered off, following the steps below closely.
At the end of Election Day, once all completed ballots have been inserted, complete the following
steps:
1.

Press and hold the Security Key onto the receptacle
on the right side of the unit to prompt the login
screen.

1
2.

From the Main Menu, press Close Poll.

2

Questions? Call: 320-259-7027
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3.

Confirm the Print Results Tape and Print
Write-In Tape options are set to Print.
Select the desired Number of Copies to
Print by pressing Change. Press Close to
continue.

3
4.

Enter your password and press OK.

4
5.

The Close Poll Confirmation screen
appears.

6.

Press OK to continue or Cancel to return to
the previous screen.

7.

6

Important: Make certain to check the Auxiliary Bin to ensure all ballots were cast
and the bin is empty.

8. The results and write-in tapes begin printing.
You will have the option to print additional
copies.

8

Questions? Call: 320-259-7027
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9
10. You will return to the Main Menu.

10
Important: DO NOT remove memory cards until after you have transmitted
results (if required). Seals should be in place to prevent removal.
11. If you will be transmitting results via modem, follow the steps in the Appendix
of this guide.
12. If you will NOT be transmitting results, proceed to the next step, Powering
Down the Unit.

Powering Down the Unit
Important: DO NOT remove memory cards until the power to the unit is fully
powered off. Follow the steps below to properly power down the ICE tabulator.
After Election Day is complete and the poll has been closed, results tape(s) have been printed,
results have been transmitted (if required) it’s time to Power Down the unit.
1.

Press the Power button at the top right-hand
corner of the large LCD screen.

1
Questions? Call: 320-259-7027
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9. If you are done printing, press No.
Press Yes to print additional copies.
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The Power Down Request screen appears.
Press Shut Down to continue.

IMPORTANT: Wait for the tabulator to emit a
“power down” sound before proceeding to fold in
flaps and lowering the monitor.

2

3.

After you’ve heard the “power down” sound and the screen is completely dark (no
messaging on it), you can close the left and right flaps to cover the screen. Then lower
the top monitor cover.

4.

Raise the monitor support stand.

5.

Gently lower the monitor down onto the unit. You will hear the power down sound and
ONLY THEN can you remove the memory cards.

6.

Break the seals and open the CF1 and CF2
door slots and remove the memory cards for
this election and follow your county
guidelines on proper transit to your election
headquarters.

6

Questions? Call: 320-259-7027
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After Election Day is over and your reports have all been run/printed/removed and results
have been transmitted (if required), it’s time to pack up the ICE tabulator for storage. Please
take great care in following all take down and storage procedures as it will allow the next
person to be able to follow setup instructions without complication.
Note: If you plan to remove and store the ink cartridge from the ICE tabulator, now is the
time to do so. Please see the Cartridge Storage instructions in the Appendix of this guide.
It will require powering up the unit again and having your security key available.
Complete the following steps to take down the ICE tabulator:
1.

Unplug the power cord from the wall outlet
and wind the cord back in power cord
storage compartment cover on ballot box.

2.

Unplug the Audio Tactile Interface (ATI)
from under the AVS door and secure in the
holder on top of ballot box. The cable can
stay connected to the ATI and remain
coiled underneath the ATI. Use the Velcro
strap to secure the ATI in place for
storage.

3.

Unplug the headphones from the ATI and place in the cord compartment.

Note: You have the option of storing the tabulator in a fully assembled state, by now adding
the ballot box cover and locking both locks (steps 8 – 9).
You can also remove the ICE tabulator from the top of the ballot box for storage by following
these steps:
4.

Locate the two locking slides (one on each side of the
tabulator).

5.

Under the tabulator by each slide, hold down the gray
release button while pulling the slide out to the
unlocked position.

6.

Using two Poll Workers, lift the ICE off of the ballot box
and set the tabulator into your rolling storage case making sure the doors on the side
of tabulator face “up” towards the telescoping handle. Please be sure to completely
zip the case and all pockets closed and apply security seal, if required.

7.

Store the tabulator in a temperature-controlled environment, according to the
specifications provided in the Overview section of this guide.

Questions? Call: 320-259-7027
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Place the cover of the ballot box over the unit making sure the bottom edges of the
cover fit down into the groove around the ballot box.

9.

Lock both locks on the ballot box cover.

The ICE tabulator is now ready for storage until the next election.

Important: Set a reminder to recharge your ICE tabulator battery for at least eight (8) hours
every three (3) months.

Questions? Call: 320-259-7027
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Election Day Procedures
COMPLETED

Questions? Call: 320-259-7027
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Election Programming Responsibilities
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Municipal Clerk’s Duties

Edit List Instructions









Steps to create a Test Deck
Ballots to Include in the Test Deck
Recording Vote Tallies
Steps to Process the Test Deck
Steps to Proof the Zero and Results Tapes
Test Deck Supplement
Sample Edit List
Blank Edit List

Accessible Voting Session





Audio Tactile Interface (ATI) Overview
Starting an Accessible Voting Session
Cancelling an Accessible Voting Session
Accessible Voting Sessions with Dual Display Option

Enabling Ballot Review
Results Transmission
Changing Paper on your ICE Thermal Printer
Changing the ICE Clock
Changing the ICE Ink Cartridge




Ink Cartridge Handling Notes
Cartridge Installation / Replacement
Cartridge Storage

Battery Recharging



Recharging Procedure
Battery Charge Verification Test

Take Down Procedures
Tabulator Warning Messages
Common Issues and Solutions
Questions? Call: 320-259-7027
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County Clerk’s Duties
The County Clerk and Command Central will be using two forms, the Ballot Layout Certificate
and the XChart to gather the required election data for each election.
Ballot Layout Certificate
The County Clerk or the Municipal Clerk should complete this form. For the most part, the
County Clerk will fill it out for Fall elections and the Municipal Clerk will fill it out for Spring
elections and forward it to the County Clerk. The Ballot Layout Certificate lists all contest titles,
candidate names, party affiliation, write-ins, vote fors, referenda, etc. as they will appear on
the ballot.
XChart
The XChart should be completed by the County Clerk when all information is gathered for the
Ballot Layout Certificate. The XChart will list all the polling locations/wards in the County and
all the contests that could appear on the ballot. Placing an “X” in the appropriate column tells
Command Central which contests will appear for each poll location/ward.
When the Ballot Layout Certificate and XChart are complete, the County Clerk will provide both
forms to Command Central to begin the programming process. Both of these forms are
electronic forms that have been prepared earlier and emailed to the County Clerk. Command
Central will not accept faxed copies of these forms. The information is too critical to depend on
a faxed copy. If a faxed copy is the only means of sending this information to Command
Central, the County Clerk will be responsible for any misspellings and changes that may be
necessary once the media has been programmed. This can be costly and time consuming.

Municipal Clerk’s Duties
The Municipal Clerk will provide local election information to the County Clerk as soon as
possible. The County Clerk will then fill out the XChart and send the information to Command
Central to start the programming process. After the programming is complete and ready to be
loaded onto the memory cards and security keys, Command Central will do preliminary testing
of all contests, candidates, referenda, write-ins and vote fors. (This is preliminary testing
only; the Municipal Clerk must do more testing when they receive the media during
the Pre-LAT testing.) After Command Central has completed the internal testing process,
the memory cards and security keys will be shipped to the County or directly to municipalities,
per the direction provided by the County Clerk.
Note: Municipal Clerks will receive two identically programmed memory cards that
should be used both for testing AND Election Day.

Questions? Call: 320-259-7027
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Wisconsin election laws require a Public Test of tabulating equipment prior to the official count
on Election Night. Preliminary testing of tabulating equipment (also known as Pre-LAT) must
be completed prior to Public Test and Election Day tabulation. Pre-LAT testing is done to
verify that all counts tally accurately for each ward.
Pre-LAT testing starts with creating an Edit List for each ballot style. The Edit List defines how
the ballots in the test deck will be voted. Test ballots are voted to coincide with the Edit List.
The test ballots are then scanned on the ICE and a results tape is generated. All totals on the
ICE tape must match the totals on the Edit List. Once this is confirmed, the test ballots
become the official test deck to be used for the Public Test.
Note: Sample Edit Lists corresponding to the test deck instructions are found at the
end of this section.

Steps to create a Test Deck
Understanding the Edit List
Jurisdiction - Use this line to identify the ballot. Examples: Demo-Ballot.
Header Code - Identify the header code of the ballot to which this Edit List pertains.
The header code is printed in the upper right-hand corner of the ballot, next to the bar
code. Also referred to as a “Ballot Style”.
Vote For - The Vote For is used to identify the number of candidates for whom the
voter is allowed to vote in each particular contest.
Candidate - The Candidate column is used to identify each candidate running for
office, followed by a line for each write-in position on the ballot. One line for overvotes
and one line for undervotes should follow the write-in line(s).
All questions printed on the ballot are recorded here as well. Use one candidate line for “Yes”
and a second candidate line for “No”. Use one line each for overvotes and undervotes.
B1 – B25 - Each ballot in the test deck will be assigned a ballot number. The ballot number
will be written on the ballot by the person voting it. The row of the Edit List with a “B”
followed by a number represents the test ballot number. For example, “B1” represents test
ballot number 1, “B2” represents test ballot 2, etc.
Use the grid to lay out how ballots will be voted, following these guidelines:





Record votes by placing a “1” under the column identifying the ballot number and the
horizontal row established for the candidate, question, write-in, overvote, or undervote.
Record a ‘W” or a “1” to represent a write-in vote.
“X” represents an overvote.
“C” represents a crossover vote.

Questions? Call: 320-259-7027
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“P” represents a Party Preference vote.
“N” represents a vote that does not tally because this vote is not cast for the designated
Party Preference.

Ballots to Include in the Test Deck
1. Vote the first candidate position in each office on Ballot B1. When voting a question, the
first candidate position (representing “Yes”) requires one vote.
2. Vote the second candidate position in each office on ballots B2 and B3. Only those
offices that have a second candidate position should receive a vote. When voting a
question, the second candidate position (representing “No”) requires two votes.
3. Vote the third candidate position in each office on ballots B4, B5, and B6. Only those
offices that have three or more candidates should receive a vote. Offices that list only
one or two candidates on the ballot would not be voted, resulting in an undervote on
these ballots.
On a “Vote for Two” race, the first and second candidates on B1 should receive a vote,
the second and third candidates on B2 should receive a vote, etc., until all candidates
are voted.
4. Continue updating the Edit List until all candidates have received votes in the office for
which they are running.
There are times when there are not enough test ballots to give each candidate a
different number of votes. This is particularly true when there are more than five
candidates running for an office. When this is the case, consider starting the counts
over again by giving the fifth candidate one vote, the sixth candidate two votes, etc.
When doing this, the last candidate should have a tally different from the write-in tally.
5. If write-in votes are applicable to the ballot, vote all write-in positions on one ballot. A
write-in vote is recorded on the Edit List with either a “1” or a “W”.
6. Include one blank ballot in the test deck.
7. If this is a primary election, include one crossvoted ballot. A crossvoted ballot contains
votes for more than one political party. A crossover vote is recorded on the Edit List
with a “C”.

Questions? Call: 320-259-7027
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When the Edit List is complete, record the totals for each candidate, question, write-in, and
undervote in the “Total Votes” column of the Edit List.
Note: a “C” on the Edit List represents a crossover vote and should not be included in the
vote totals for any candidate.
Undervotes are determined by subtracting the number of votes cast for a particular office or
question from the number to “Vote for…”. For example, if the ballot instructs the voter to
“Vote for One” but the voter refrains from voting for that particular office or question, one
undervote is tallied. If the ballot instructs the voter to “Vote for Two” but again, no votes are
cast, then two undervotes are tallied. However, if the ballot instructs the voter to “Vote for
Two” but the voter votes for only one of the two positions, then one undervote is tallied.

Voting Test Ballots
The test ballots are now ready to be voted.
1. Consult the Edit List for the number of ballots needed for the test deck. Number the
front and back of each ballot with a red pen.
2. Vote all test ballots to match the Edit List.

Steps to Process the Test Deck
1. Follow the Pre-LAT testing instructions in this guide to verify the correct memory cards
are inserted into the ICE. Follow steps to produce your zero tape and verify that that
ballot counter is “00000”.
2. Process the test deck through the ICE to test all four orientations below. The test deck
should be inserted in different directions as follows:
 Ballot-1. FUHF (Face Up, Head First)
 Ballot-2. FUFF (Face Up, Feet First)
 Ballot-3. FDHF (Face Down, Head First)
 Ballot-4. FDFF (Face Down, Feet First)
 Ballot-5. Same as Ballot-1.
 Ballot-6. Same as Ballot-2. etc.
3. Confirm that each ballot with a marked write-in position has out-stacked to the write-in
compartment in the ballot box.
4. Follow the Pre-LAT instructions completely and print the testing totals.

Questions? Call: 320-259-7027
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1. Verify that the correct ward number is printed.
2. Check all contests and candidates for correct spelling.
3. Compare all manual totals on the Edit List to the totals printed by the ICE. If a
discrepancy should occur, each marked ballot and manual tally must be checked,
particularly those ballots which had votes cast for the total in question.
The manual count on the Edit List must match the ICE count!
When the manual totals on the Edit List match the totals printed by the ICE, this premarked deck of ballots becomes the Official Test Deck to be used for the Public Test.

Test Deck Supplement (for Party Preference elections only)
If your election is not a Party Preference election, please disregard this section
when building your ICE test deck.
Voters may cast votes for candidates of only one political party in a Party Preference election.
A Party Preference vote is an optional means of designating which political party should
tabulate votes for a particular ballot. By designating a Party Preference on the ballot, all votes
cast for that political party will be tabulated, and all votes cast for any other political party will
be ignored, thereby preventing a cross-over ballot from tabulating.
Only partisan contests are affected by Party Preference voting.
Testing for Party Preference election requires additional test ballots and Edit List information.
The sample Edit List for Party Preference elections details this information.
Edit List Format
The Party Preference Edit List should list information in the following order:
1.
2.
3.
4.

Ballots Counted Totals
Non-Partisan contests
Party Preference contests
Partisan contests

Ballots Counted Totals
Designate Page 1 of the Edit List for Ballots Counted Totals.
The ICE prints a ballot count for each political party identified on the ballot, as well as a NonPartisan ballot count.
 The Republican count is incremented each time a voter votes a Republican ballot.
 The Democratic count is incremented each time a voter votes a Democratic ballot.
 Additional named parties’ counts are incremented each time a voter votes for that
particular named party.

Questions? Call: 320-259-7027
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Additional Ballots to Include in the ICE Test Deck
This section describes the ballots that should be included in the ICE test deck in addition to
those described earlier in this section (“Ballots to Include in the ICE Test Deck”).
Command Central recommends voting one Party Preference ballot for each party identified on
the ballot. Each of these ballots would include a vote for the Party Preference contest, a vote
for at least one candidate from the preferred party, and one candidate from another political
party. Use a “P” on the Edit List to identify the candidate corresponding to the Party
Preference vote, and an “N” to identify the candidate that does not match the designated
Party Preference. When tallying the vote totals, count the “P” as one vote. The “N” votes will
not be included in the vote totals.
Note: Sample and Blank Edit List templates available on the next couple of pages.

Questions? Call: 320-259-7027
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party. The ICE will also increment this count when a crossvoted ballot is accepted.
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UNDERVOTES
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Audio Tactile Interface (ATI) Overview
Voters who choose to vote with the assistance of an Accessible Voting Session can use an
Audio Tactile Interface (ATI).
The ATI is a handheld controller that contains 10 navigational and configuration buttons.
Buttons are described by their shape and color both audibly and on-screen. The buttons are
also labeled in Braille.

Questions? Call: 320-259-7027
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Starting an Accessible Voting Session
From the System Ready – Please insert your
ballot screen, press and hold the Security Key onto
the receptacle on the right side of the unit to prompt
the Main Menu screen.

1
2.

To commence an Accessible Voting session,
press Accessible Voting on the Main
Menu.

2
3.

Make sure Ballot Review is set to
Disabled. Accessible voters will have a
chance to review their choices before their
ballot is marked and cast. Press Start.

3
4.

The Start AV Session Confirmation screen
appears. Press OK to continue or Cancel to
return to the Main Menu.

5.

Insert, or have the voter insert, a blank ballot
to begin the Accessible Voting Session.

6.

A message indicating the ballot has been
accepted appears.

7.

Select your assistive input device from
options provided:
 To use the ATI, press the yellow, right
arrow
 To use the sip and puff input device,
please sip
 To use the paddle buttons, press the
blue right paddle

Questions? Call: 320-259-7027
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To see your voting session on the screen, press the red X-shaped select button. To
turn off the screen and vote with audio instructions, press the blue down arrow.

9.

To play your voting session over audio headphones, press the red X-shaped select
button. To continue the voting session without audio, press the blue down arrow.

10.

A welcome screen is presented to the voter with accompanied audio instructions.
Press the blue down arrow to continue the Accessible Voting session.

11.

Navigational instructions are presented. The voter can increase or decrease audio
volume by pressing the white buttons on the ATI. The round orange buttons change
the audio’s speed.

12.

To move between contests, use the yellow left and right arrows. To enter a contest
and move between candidates, use the blue up and down arrows. To select, or
deselect a candidate, use the red X-shaped select button. To call for assistance or
help, press the green spacebar at the bottom of the ATI.

13.

To change the ballot zoom, press X-shaped select button. To accept the current
zoom level and proceed, press the blue, down arrow.

14.

To change the ballot contrast, press X-shaped select button. To accept the current
contrast, and proceed, press the blue, down arrow. If you press the blue, up arrow,
you will go back to previous screen.

15.

To begin the Accessible Voting session, press the blue down arrow. To return to the
previous screen, press the blue up arrow.

16.

The ballot is presented on the screen. The
voter will make their selections and follow
the prompts.

17.

When the voter completes the ballot, it will
be printed and returned, then should be cast
like other ballots.

18.

16

The system will automatically resume Standard Voting and display System Ready –
Please insert your ballot on the screen.

Note: Unless you have the Dual Display functionality (see below), voters will need to wait to
submit their ballot as the ICE is in use by an assisted voter. An alternative to waiting is for
voters to put their ballots in the Auxiliary bin located on the back of the ballot box (the side
with the handle) and you, as a poll worker, would need to submit the ballot into the tabulator
before the close of Election Day.

Questions? Call: 320-259-7027
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Cancelling an Accessible Voting Session
Press and hold the Security Key onto the receptacle
on the right side of the unit to interrupt the
Accessible Voting Session.

1
2.

A confirmation screen will appear. Select OK
to cancel the session.

3.

The blank ballot will eject out of the machine.

4.

The machine will return the ballot to the poll
worker menu.

2

Note: If the voter would like to try again, follow the procedures for Starting an Accessible
Voting Session above. The same ballot can be reused if the ballot does not appear to be
damaged.

Accessible Voting Sessions with Dual Display Option
An add-on Accessible Voting feature to your ICE, called Dual Display, will allow both
Accessible Voting Mode and Standard Voting mode to occur at the same time. If your ICE unit
included the upgraded functionality of Dual Display Accessible Voting, please download the
instructions at www.ccelections.com in the Customer section.

Questions? Call: 320-259-7027
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To offer voters an additional confirmation step prior to casting their paper ballots, the ICE can
be set up with a ‘BALLOT REVIEW' mode enabled for a single voter or for all voters. It is
recommended to NOT enable it for all voters as it will slow down the process for each voter.
In ballot review mode, the ICE summarizes the voters' selections, either on the LCD screen or
via the audio interface, and the voter can confirm their selections before pressing the ‘Cast’
button to complete the processing of their ballot. In either case, the ballot is not deposited into
the ballot box until the voter has completed their review. This can be accomplished in the Poll
Worker menu and in the essence of keeping voting lines moving should be reserved for those
seeking affirmation of how their vote will be cast prior to casting their ballot.
Enable Ballot Review mode, by following these steps:
1. From the System Ready – Please insert your ballot
screen, press and hold the Security Token onto the
receptacle on the right side of the unit to enter the Poll
Worker Menu.
2. Select either Standard Voting or Accessible Voting
depending on the voting session your voter requires.

1

3. On the right side of the screen, change Ballot
Review to Enabled Once.
4. Press Start.
5. For a standard voting session, after the ballot is
entered into the ICE tabulator the LCD screen
will display a screen showing the selected
choices. The voter can CAST or RETURN the
ballot. If the voter casts the ballot, the ballot is
dropped into the ballot box and the counter
goes up by one.

2

Important: For Standard Voting only, when
enabling Ballot Review with write-ins, the writein name will not be viewable. However, writein will be indicated on screen.

3
5

Accessible voters will have a chance to review
their choices audibly before their ballot is
marked and cast.
6. When ballot review is set for Enabled Once,
the voting session will return to normal with
ballot review NOT enabled for the next voter.

Questions? Call: 320-259-7027
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After the polls have been closed a Results Transfer button becomes available on the Main
Menu. The following steps explain the procedures that must be performed to correctly transmit
the election results to election headquarters. You will require the provided USB modem.
1.

Open the Ports Door on the right side of the unit identified with a BLUE dot label.

2.

Connect the modem to the USB port on the tabulator, which is located under the
Ports Door by facing the matching BLUE dot label on the modem towards the front
of the tabulator and inserting the modem into the USB port also marked with a BLUE
dot label.

3.

From the Main Menu, select Results
Transfer.

4.

Press Start to begin the results transfer
procedure.

5.

Enter your Password and enter OK.

6.

The Start Results Transfer confirmation
screen appears. Press OK to continue or
Cancel to return to the previous screen.

7.

The ICE displays a series of messages as it
performs the results transmission procedure.
The following screens depict the messages
you will see as this procedure occurs.

3

4

6

8.

The ICE will first detect the connected
modem.

9.

The ICE will then try and establish a connection to election headquarters, connect to
the destination server, and then begin transferring the data to Election Headquarters.

Important: If the results transmission fails to transmit or connect with the server, it will give
you an option to try again. Press Retry and wait to see if it connects properly and transmits.
If it continues to fail to transmit, contact your election headquarters for additional instructions.

Questions? Call: 320-259-7027
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The Request Completed screen appears
once the ICE finishes results transmission.
Press OK to continue.

Appendix

10.

10
11.

The ICE will print a results transmission
report, confirming the successful transmission.
If you wish to print an additional copy, press
Yes. Otherwise, press No.

12.

You may now disconnect the modem from the
ICE and close the Ports Door.

11

Changing Paper on your ICE Thermal Printer
The thermal paper roll can run out depending on the amount of start-up, results, or interrupt
printing the ICE tabulator undergoes. A colored strip on the edge of the paper roll
indicates the roll is near depletion.
1.

Remove the seal from the printer door to allow access.

2.

Lift the thermal printer door upward to access the printer module.

3.

On the left side of the printer, press the GREEN release lever into an angled position.
This releases the thermal head from the platen roller, allowing the paper to be
removed or fed in smoothly.

4.

Pull the old paper roll out from the printer (if any).

5.

Slide the roll shaft out of the paper roll.

6.

Cut the edge of a new paper roll to a “v” by trimming equal amounts from each side
of the paper.

Questions? Call: 320-259-7027
©2021 Command Central, LLC

Version: EPTG_WI_ICE_3.1

Page 73

Election Procedures & Training Guide - ImageCast® Evolution (ICE)

Feed the roll shaft through the new paper roll.

8.

Place the new roll into position on the plastic roll holder so that the paper unreels
from underneath the roll.

9.

Feed the cut edge of paper underneath the platen roller. As the paper is fed through,
it will find its way between the platen roller and thermal head.

10.

Pull the paper up then press the GREEN
release lever into the horizontal head down
position to secure the paper in place.

11.

Check that the paper alignment to the
platen roller is satisfactory.

12.

Close the printer door making sure the
thermal paper feeds through it.

13.

Drag your fingernail across the top of the tape coming out of the paper feed.

10

Note: Make sure there is a mark where you touched the paper to confirm the paper roll
was inserted correctly.
14.

Apply a new seal to the paper door and record the seal number per your jurisdictional
requirements.

Questions? Call: 320-259-7027
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Changing the ICE Clock
There will be times it’s necessary to change the time and/or date on your ICE. An example
you’ll do this most often is after there is a Daylight Savings Time change.

Steps to Change the Date and Time Verification Settings
It is recommended to adjust the date and time without memory cards in the ICE, following
these instructions:
1.

Power up the ICE unit by lifting the screen to its operating position and affixing it into
the desired slot.

Important: The messages you will see on the ICE screen will be error
messages. This is normal as there are no memory cards in the machine.
2.

Once the ICE is booted up, press the Next
button 3 times, then press OK.

3.

Place the YELLOW security key on the receptacle on the side of the ICE until the
Technician Menu appears.

4.

Enter your normal Username and Password.

5.

Select Settings from the menu.

6.

Next, select Date and Time.

7.

Use the Plus (+) or Minus (-) and AM/PM buttons to adjust the time and date as
required.

8.

When finished, press the Set button to store
the new date and time.

9.

Next, press the Back button to return to the Technician
Menu.

Next

2

5

Set

10. Verify the time and date in the lower left
corner of the touchscreen display.

8

Back

9

10

11. If the date and time are correct, press the Power button in the upper-right corner.
You are now ready to begin testing for the upcoming election.

Questions? Call: 320-259-7027
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The following ink cartridge handling procedures are recommended to the user. Any repair or
replacement of the cartridge caused by neglecting any of the procedures outlined in the
subsections below will not be covered under warranty.

Ink Cartridge Handling Notes
12. Do not open the ink cartridge packages until just before you are ready to install them.
13. Be careful when you handle used ink cartridges, as there may be some ink remaining
around the ink nozzles. If ink gets on your skin, wash the area thoroughly with soap
and water. If ink gets into your eyes, flush them immediately with water.
14. Do not shake the ink cartridges; this can cause leakage.
15. Completely remove the protective tape seal from the cartridge before installing.
Important: Verify that the transparent film on the ink nozzles is peeled off!
Failure to remove this film will not allow the ink cartridge to function.
16. Avoid touching the electrical contact points or ink nozzles on the cartridge. This may
result in bad electrical connections and/or ink clogs.
17. Do not leave ink cartridges that have been removed from the printer exposed for
longer than 30 minutes. Otherwise, the ink may begin to dry up.

Cartridge Installation / Replacement
1. From the Main Menu select Utilities. You
may have to press and hold the Security Key
onto the receptacle on the right side of the unit
to interrupt the current voting session.

1
2. Press the Printer Utilities button.

Printer Utilities

2

3. Pick the appropriate option for ink cartridge addition,
replacement or removal by touching the orange button to the
3
right of the option. This moves the cartridge carrier to the center
of the integrated printer where it can easily be accessed from the rear of the tabulator.
4. Open the Rear Access door on the back of the tabulator by loosening the two round
thumb screws at the top of the door. Lower the door once opened.

Questions? Call: 320-259-7027
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6. Open the green cartridge release cover
by pressing the latch tabs on the release
cover inwards then lift the cover upward.

6

7. Install or remove and replace the ink
cartridge with the electrical contact
points of the cartridge facing the
printer. Slide the cartridge into the
carriage.
8. Close the green cartridge release cover
by pressing down on the green cover.
Ensure that the latch tabs snap back
into place.

7

Caution: Do not move or push the cartridge carrier by hand. This may damage
the printer.
9. Close the internal printer access and rear access doors, making sure to tighten screws.
10. Press the “OK” button on the LCD Touchscreen to exit.
11. Navigate BACK to the Main Menu to resume a voting session.

Cartridge Storage
It is recommended to store your ink cartridge in the ICE tabulator. As a reminder, the
tabulator must be kept in a climate-controlled environment, not subject to excessive heat, cold
or humidity.
When you get your election media for the next election, follow the directions
provided to clean the ink cartridge prior to doing any testing.

Questions? Call: 320-259-7027
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5. With the rear access door open, release the Printer Access door by pinching the two
metal brackets together at the top of the opening. This will lower the internal printer
access door.
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In order to obtain maximum battery life, periodic maintenance of the internal back-up battery
is required. It is equally important to ensure that the internal battery is fully charged before
the unit is in use on Election Day.
Caution: Lithium Ion batteries undergo a self-discharging process even while in
storage (not in use). If the battery is not periodically charged as recommended the
battery cells will discharge causing irreparable damage.

Recharging Procedure
It is recommended that the internal back-up battery be charged for at least eight (8) hours
every three (3) months when the unit is in storage mode.
To charge the back-up battery:
1. Connect the additional power supply adapter from the electrical wall outlet to the
tabulator.
2. Verify that the Service ON/OFF switch is in the ON position. This switch is located
under the thermal printer access door. You should always leave this button in the
ON position.
Note: The LCD Touchscreen system does not need to be raised during the battery
charging procedure.
3. Refer to the Charge Percentage v/s Time (in Hours) graph below for information on the
amount of time it takes to charge the back-up battery from 0% to 100% capacity.

Questions? Call: 320-259-7027
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Battery Charge Verification Test
1. The charging process can be confirmed if the Charging LED is seen flashing.

Note: If the battery charge level is at maximum capacity, the Charging LED will be ON
(not flashing).
2. Insert an extended ballpoint pen or stylus into the PRESS FOR BATTERY LEVEL and
confirm that the charge level as indicated by the Battery Level LEDs corresponds to that
indicated on the LCD Touchscreen.
3. Alternatively, the battery charge level can also be seen
increasing (if not already at 100%) on the bottom left
corner of the LCD Touchscreen display.

Questions? Call: 320-259-7027
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Please take great care in following all take down and storage procedures as it will allow the
next person to be able to follow setup instructions without complication.
Complete the following steps to take down the ICE tabulator:
1.

2.

3.

Unplug the power cord from the wall
outlet and wind the cord back in power
cord storage compartment cover on ballot
box.
Unplug the Audio Tactile Interface (ATI)
from the AVS door and secure in the
holder on top of the ballot box. The cable
can stay connected to the ATI and remain
coiled underneath the ATI. Use the Velcro
strap to secure the ATI in place for
storage.
Unplug the headphones from the ATI and place in the cord compartment.

Note: You have the option of storing the tabulator in a fully assembled state, by now adding
the ballot box cover and locking both locks (steps 8 – 9).
You can also remove the ICE tabulator from the top of the ballot box for storage by following
these steps:
4.
5.
6.

7.
8.
9.

Locate the two locking slides (one on each side of the
tabulator).
Under the tabulator by each slide, hold down the gray
release button while pulling the slide out to the
unlocked position.
Using two Poll Workers, lift the ICE off of the ballot box
and set the tabulator into your rolling storage case
making sure the doors on the side of tabulator face
“up” towards the telescoping handle. Please be sure to completely zip the case and
all pockets closed and apply security seal, if required.
Store the tabulator in a temperature-controlled environment, according to the
specifications provided in the Overview section of this guide.
Place the cover of the ballot box over the unit making sure the bottom edges of the
cover fit down into the groove around the ballot box.
Lock both locks on the ballot box cover.

Questions? Call: 320-259-7027
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Issue:

Misread Paper

Message:

Ballot Misread

Appendix

Tabulator Warning Messages

This message appears when, for whatever reason, a ballot cannot be read by the
tabulator. This includes legitimate ballots that have been miss-scanned, have
missing or unreadable ballot identification markings, or are foreign pieces of
paper. Misread papers generate a visual warning message and are automatically
returned to the voter.

Issue:

Invalid Ballot ID

Message:

Invalid Ballot
This message appears when a ballot is deemed invalid in the particular ward or
district. For example, a legitimate ballot may have been detected and
interpreted, but this ballot may have not been programmed as an allowable
ballot face for the tabulator in the current election. Invalid ballots generate a
visual warning and are automatically returned to the voter.

Issue:

Ambiguous Mark

Message:

Error – Ambiguous Mark Detected

One or more ambiguous (marginal) marks detected on the ballot.

(Followed by contest / candidate indicators)

The ICE tabulator determines voter intent based on the percent of oval
completed detected in each voting oval. In the event of an Ambiguous Mark
error, the ballot will be rejected and the voter will need to clarify intent and
resubmit the ballot, according to your jurisdictional guidelines.

Questions? Call: 320-259-7027
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Blank Ballot

Message:

Warning – Blank Ballot Detected

Please make sure you used the proper marking pen in the proper voting
areas…

A blank ballot is one that has been processed successfully and has been
interpreted to contain no voter markings at all. The unit will display a message
on the main LCD screen explaining that a blank ballot has been detected, and it
will ask the voter to confirm this interpretation by pressing either the CAST or
RETURN button. If the voter presses CAST, the ballot is accepted and placed in
the ballot box, and no votes are recorded for that ballot. If the voter presses
RETURN, the ballot is returned to the voter for correction.

Issue:

Overvote

Message:

Error – Overvote
At least one contest has too many votes.
(Followed by contest / candidate indicators)
A ballot with an overvoted contest occurs when the ballot contains more voter
selections than are allowed for a particular contest. Voters can CAST or RETURN.
If RETURN, the voter should be issued a new ballot, according to your
jurisdictional guidelines. If the ballot is CAST, the ballot is accepted and votes in
the overvoted contest(s) will not count.

Issue:

Crossover Voted Ballot

Message:

Warning – Crossover Vote Detected
In an undeclared primary election, the voter is only allowed to vote for contests
within a single political party. A crossover voted ballot occurs when the voter
votes for contests belonging to different political parties. Voters are prompted to
confirm or correct cross-overvoted ballots through an audible and visual warning.
If the voter presses RETURN, the voter should be issued a new ballot, according
to your jurisdictional guidelines. If the ballot is CAST, the ballot is accepted and
votes in the partisan contest(s) will not count.

Questions? Call: 320-259-7027
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Common Issues and Solutions
Any issue(s) with the tabulator system will manifest themselves by indication via
the Touchscreen LCD in the form of an error message or the System Health icon
depicted by a beat signal/zap sign in a square at the bottom left of the LCD
screen.
Note: The beat or zap sign will change color to red under the following conditions:








Battery charge level drops below 15%
Intrusions detected
System temperature is greater than 163 degrees Fahrenheit
Lower than 5% free space capacity left on Primary and/or Backup CF cards
Thermal printer errors
Audible indication emanating from the system buzzer
No specific audible indication or error message but the machine stops behaving as
expected.

Important: This section will offer solutions to the
most-common issues. If your issue isn’t listed or if
you are uncertain how to proceed, please call
Command Central at 320-259-7027 ASAP rather
than attempting to troubleshoot further on your own.

Issues Powering Up the ICE
Problem:

The ICE won’t power up.

Solution:
1. Confirm the plug for the ICE is plugged into a functioning outlet.
2. Confirm the power switch is in the ON position under the thermal printer
door.
3. Confirm the screen to the ICE has been raised and locked into the guides
under the screen.
4. If the problem persists, contact Command Central.

Questions? Call: 320-259-7027
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Problem:

The ICE shuts down suddenly or the LCD display goes blank.

Solution:
1. Double check the power cords to make sure you were NOT running on
battery and the battery was depleted.
2. Lower the ICE screen into the storage position and try raising again.
3. If the problem persists, contact Command Central.
Problem:

The system fails to power up and is emitting continuous frequent
beeping.

Solution:

Under normal circumstances, the system produces a single beep followed by a
rising tone when it is powered on.
1. Contact Command Central.

Problem:

When I boot up the machine, all Poll Worker Menu options aren’t
visible. I only see Reports, Results Transfer and Advanced Admin
buttons.

Solution:

The machine needs to be re-zeroed. If that’s your intent, follow these steps:
1. Use your Security Key to activate the Poll Worker Menu screen.
2. Once at the Poll Worker Menu screen, press the Advanced Admin option
and enter the advanced admin password. This is NOT the same password
used in other places.
3. From the Advanced Admin menu, press the Re-zero button on the left
menu, followed by the Re-zero button on the right-hand menu. Enter your
normal password.
4. The Confirmation screen will appear asking for approval to set the results
to zero.
5. Press OK to proceed.
6. Finally, the Poll Worker main screen will be presented. On the activity bar,
the Ballot Counter indicates that the results are zero (00000).

Questions? Call: 320-259-7027
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Screen Issues
LCD is not responding to touch.

Solution:
1. Check the clock at the bottom left corner of the screen. If the clock’s
“seconds indicator” is increasing, the system is running and the LCD
Touchscreen only needs calibration. Otherwise the application has crashed
and system requires rebooting.
2. To calibrate the LCD Touchscreen, you will need to power down the ICE, then
power it back up.
3. At the prompt to insert a valid security token, press and hold the RETURN
and CAST voting buttons simultaneously.
4. A circular marker will appear at the top left corner.
5. Release the RETURN and CAST buttons.
6. Touch the circular marker precisely at its center causing it to disappear and
another circular marker to appear at the bottom left corner.
Note: Touching the markers precisely at their center will lead to best
calibration results.
7. Repeat step 6 until the final marker appears at the center of the screen.
8. Once the final marker is pressed, the LCD Touchscreen is calibrated
successfully and returns to the screen requesting the user to insert a valid
security token.
9. If the problem persists, contact Command Central.
Note: The LCD calibration process can be repeated as many times as
desired or required in order to ensure best calibration results.

Ballot Issues
Problem:

Frequent Ballot Misread/Ambiguous Mark

Solution:

The system processes an image of the ballot. If the image of the scanned ballot
does not meet the ballot pattern or marking requirements as expected by the
election configuration files, a ballot misread or ambiguous mark error will occur.
1. Inspect the ballot and verify that the correct ballot is used for the specific
election project.
2. Re-feed the ballot in a different orientation (for instance: tail first and face
down).
3. If the ballot is accepted, then the error must have been due to a dirt spec,
which wiped out in the process of scanning the ballot a second time.
4. Feed the next ballot in the standard head first face up orientation and confirm
acceptance of the ballot. If the problem persists, contact Command Central.

Questions? Call: 320-259-7027
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Could not clear a paper jam.

Solution:

In the event of a paper jam, the system runs a self “unjam” routine to eject the
paper and return it to the user for re-feed. This error message is displayed when
the “unjam” routine fails to clear the paper jam.
1. Read the error message displayed on the LCD Touchscreen to identify the
location of the paper jam (if stated).
Note: The error message displayed will provide the option to re-run the
unjam routine. For confirmation, run the unjam routine once and verify
that the routine is not able to clear the paper jam.
2. If accessible, gently pull the ballot out from either of the diverter slots.
Caution: Exercise care when pulling the paper out in order to avoid
tearing during the process.
3. If successful, straighten the ballot and ensure there are no bent edges or
corners.
4. If the ballot is obviously damaged, use a new ballot.
5. Re-feed the ballot into the tabulator.
6. If the problem persists, contact Command Central.

Printer Issues
Problem:

Printer is out of paper

Solution:

The system software continuously performs a check of the thermal printer
module prior to and during printing. With the help of the “near-end of paper
sensor” on the thermal printer hardware, the system can identify conditions
when it is out of thermal paper.
Note: The system provides the option to re-print a print report as many
times as desired, even if paper runs out during printing.
1. Confirm that the thermal printer is out of paper.
2. Refer to earlier in this Appendix for instructions on how to install a new roll
of thermal paper.

Problem:

Thermal Head is up

Solution:

Access the printer module by lifting the Thermal Printer Door upward. Note
the position of the green thumb switch. If angled, press the green release lever
in order to seat it into a horizontal position.

Questions? Call: 320-259-7027
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No print on thermal paper

Solution:

During installation of the paper roll, the thermally treated side of the paper must
be placed against the thermal head for printing to be visible. A fingernail swipe
quickly across either side of the paper will easily help determine the treated side
by producing a mark on that side.
1. Check the orientation of thermal paper installation. The paper must unreel
from underneath the roll.
2. If necessary, see earlier in this Appendix for changing paper roll
instructions.

Opening or Closing Polls
Problem:

System continues to request a Security Key

Solution:

This issue arises if the system is not able to either validate the Administrative
Key or verify the contents of the memory cards.
1. Contact Command Central for assistance.

Problem:

Votes are on the ICE tabulator when it’s powered up (the ballot
counter doesn’t have all zeros)

Solution:

If the election cards have been used for testing prior to Election Day (during
Pre-LAT and Public testing), the results need to be set to zero.
1. Use your Security Key to activate the Poll Worker Menu screen.
2. Once at the Poll Worker Menu screen, press the Advanced Admin option
and enter the advanced admin password. This is NOT the same password
used in other places.
3. From the Advanced Admin menu, press the Re-zero button on the left
menu, followed by the Re-zero button on the right-hand menu. Enter your
normal password.
4. The Confirmation screen will appear asking for approval to set the results
to zero.
5. Press OK to proceed.
6. Finally, the Poll Worker main screen will be presented. On the activity bar,
the Ballot Counter indicates that the results are zero (00000).

Questions? Call: 320-259-7027
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Problem:

Any error during Standard Voting will manifest itself with the message
“An unexpected error condition occurred. Please call an authorized
person” displayed on the LCD Touchscreen.

Solution:

Place a valid Security Key on the receptacle to display the precise error
condition and call Command Central with that information.

Problem:

The battery is almost empty - Two or more beeps every so often.

Solution:

Under normal circumstances, the machine is supposed to run on external power
supply. If the battery power is running low, both visual and audible indications
will inform the user accordingly.
1. Check the battery icon on the lower left corner of the Touchscreen LCD
display. Verify the battery percentage level.
2. Check whether the battery charging process is on. The Charging LED on the
side panel of the tabulator should be flashing.
3. If not, verify that the System On AC LED is on. If it is but the charging LED
is not flashing, contact Command Central.

Accessible Voting Issues
Problem:

Any error during Accessible Voting will manifest itself with the
message “An unexpected error condition occurred. Please call an
authorized person” displayed on the LCD Touchscreen.

Solution:

Place a valid Security Key on the receptacle to display the precise error condition.
In some cases, the error condition will directly display itself on the LCD
Touchscreen. If error condition does not explain a solution, call Command
Central.

Questions? Call: 320-259-7027
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The incorrect assisted voting device was selected and the ICE is
looking for response from that device.

Solution:

Place a valid Security Key on the receptacle to display the AV Session
Cancellation error message. It will ask your approval to exit the session and
your blank ballot will be ejected and you can restart the process.

Problem:

Error Message: ATI device is unplugged

Solution:

The system software performs a connectivity check with the ATI device prior to
and continuously during an AVS session.
1. Check the connection between the ATI and the tabulator at both the
tabulator and ATI ends.
2. Confirm that the ATI Plug LED on the tabulator side panel (near the AVS
Door) is turned ON.
3. Replace the cable if required.
4. Replace the ATI device if required.
5. If the problem persists, contact Command Central.

Problem:

There is no sound on headset - Optional AV components not functional

Solution:
1. Press the Volume “up” button on the ATI device.
2. Confirm that the Headset is connected to the Audio jack and the optional AV
devices are connected to the Sip/Puff jack on the ATI device.
3. Replace the Audio Headset and/or AV devices if required.
4. Confirm ATI functionality.
5. If the problem persists, contact Command Central.

Report Transfer Issues
Problem:

Results Transfer Failure

Solution:

Once polls are closed, the results can be optionally transferred wirelessly via an
externally connected modem device.
1. Verify that an approved modem device is being used.
2. Verify that the election files on the CF cards have the correct configuration
settings for wireless results transfer.

Questions? Call: 320-259-7027
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If using an analog modem:
d. Confirm the device is plugged in correctly into the USB port (under the
Ports Door).
e. Confirm the phone cable is connected into both the modem and a
functioning phone jack.
f. Only if requested by Command Central – attempt to change the
dial-up number prefix in the Results Transfer settings.

Questions? Call: 320-259-7027
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3. If using a wireless modem:
a. Confirm the device is plugged in correctly into the USB port (under the
Ports Door).
b. Ensure that the tabulator is stationed in a network accessible area with
a strong signal.
c. Only if requested by Command Central - check the modem device
to ensure that a SIM card is installed.
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Training Instructions

Training Instructions
Your GREEN Training lanyard in your Election & Training Kit contains
memory cards and a security key programmed with a demonstration
election that work with the provided training ballots. You should use
these for training in new poll workers as well as ongoing refresher
training before each election. There is no limit to the number of training
sessions that can be completed using the memory cards provided.
Our goal at Command Central is to make sure that you are always fully prepared and feel
confident with your knowledge of the ICE tabulator. Having a complete understanding of how
to operate the unit and understanding any warning messages that may occur during an
election are crucial to a poll worker’s ability to assist the voter.

We want to make sure you have successful elections!

Training Section Contents
Supplies for Training
Setting Up the ICE Tabulator
Starting Up the ICE Tabulator
Training Activities










Opening the Poll
Edit Lists
Standard Voting Sessions
Scanning Ballots
Accessible Voting Sessions
Enabling Ballot Review
Changing ICE Thermal Paper Rolls
Changing Ink Cartridges
Closing the Poll

Powering Down the Unit
Take Down Procedures

Questions? Call: 320-259-7027
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Supplies for Training
 ICE Tabulator
 ICE Ballot Box
 120 Volt AC power outlet
 Extension Cord (optional)
 Ink Cartridge(s)
 Training Ballots (blank and pre-marked ones)
 Ballot Marking Pens (Black Paper Mate Flair Medium Point Permanent Markers)
 ICE Thermal Paper Rolls

Note: Instructions on how to change the paper roll on the ICE are located in
the Appendix of this guide.

 Accessibility Equipment

(ATI controller w/cable & headset, optional sip & puff and/or paddles)

 Voting Booth (if using extended monitor)
 GREEN Training Lanyard containing:




2 Compact Flash Memory Cards
Security Key
Gold Key (for various locks on the ICE and ballot box)

 Security Seals
 Scissors

Election supplies are available online at:
http://www.ccelections.com

Questions? Call: 320-259-7027
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To begin training, it is first necessary to set the ICE tabulator up according to the directions
below before trying to turn on the unit.
1.

Using the gold key attached to your lanyard, unlock both sides (using the same key) of
the cover and lift it off the ICE ballot box.

The additional directions assume you have not stored the ICE in the fully assembled state.
If the tabulator was stored attached to the ballot box, proceed to step 3.
2.

Using two people, unpack the ICE tabulator unit from its rolling storage case and place
it on the assembled ballot box, following the instructions below.
a.

With one person on each side of the tabulator with two hands supporting the
ICE tabulator, gently place the tabulator on top of the ballot box using the
stops that will rest against the back of the tabulator allowing the posts on
the bottom of the tabulator to drop down into the holes on the top of the
ballot box. There is only one way for the tabulator to correctly set down into
the ballot box and allow the blue power adapter plugs to connect and
provide power to the tabulator.
b. Locate the two locking slides (one on each
side of the tabulator).

c.

UNDER the tabulator next to each slide, hold
down the gray button and slide the lock lever
into place so it matches the “locked” symbol
next to the position of the slide.

3.

Unlock the ballot box main bin door and the auxiliary bin door to be certain they are
both empty.

4.

Insert the two GREEN training memory cards specific to
this election into the slots under the CF1 and CF2 door,
respectively. Be certain that you put the memory card
labeled “1” in the CF1 slot and the other card labeled
“2” in the CF2 slot.

5.

At the top, back of the ballot box, lift the gray cord cover
and unwind the power cord. Plug the power cord into a
suitable 120 volt AC power source.

Questions? Call: 320-259-7027
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On the right, front side of the machine, there is a battery
indicator screen. Check that the AC Plug light is
illuminated green to acknowledge it’s receiving power.

7.

For training purposes, familiarize yourself with where
security seals will need to be in place on Election Day.
At a minimum, the following should have seals placed on
them and numbers recorded on appropriate paperwork:





Training Instructions

6.

Main Ballot Box Bin Door
Auxiliary Bin Door
Thermal Printer Door
Election Memory Device Doors (2) – (CF1 & CF2)
Note: During actual election testing and Election Day, the memory device doors
would be sealed once the election memory cards are inserted (during Pre-LAT
testing) and they should not be removed until the end of Election Day unless
there was an error in programming data and the memory cards have to be
reprogrammed.
Note: The above seal locations have the yellow “PLACE SEAL HERE” label.

You have completed set up and you can continue with your training by
following the instructions below on how to start up the ICE tabulator.

Questions? Call: 320-259-7027
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Note: The ICE must be set up in order to properly train in on the unit. Please see the previous
instructions on “Setting Up the ICE Tabulator” if you need assistance.
1.

Before turning the unit on, unlock and lift up the Audio Tactile Interface (ATI) door
(labeled AVS) on the right side of the ICE to expose the ATI port.

1

3
2
2.

Connect one end of the ATI cable into the ICE unit and the other end to the ATI itself
(note the RED tape on the ATI cable will match the RED dot next to the port you will
plug the cord into).

3.

Connect the headphones to the audio port on the ATI (note the GREEN tape on the
headphones cord will match the GREEN dot next to the port indicating where the
cord should plug into on the ATI).

4.

Turn the unit on by lifting the screen to its operating
position. To accomplish this, stand in front of the
machine and use both hands (one on each side) to lift
the screen.

5.

Lower the monitor support stand and fix it into the
desired position.

6.

Open the monitor cover. Open the left and right flaps
to reveal the screen. Secure the top cover over the
left and right flaps.

7.

The unit will boot up (this may take several minutes)
and make a beeping sound while asking you to insert
the Security Key. Be sure to use the GREEN
training security key.

Questions? Call: 320-259-7027
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8.

Press and hold the GREEN Security Key onto the
receptacle on the front right side of the unit to
prompt the login screen.

8
9.

Enter in the Username (“Admin” with a
capital “A”) and Password (“12345678”
fields. When complete, press the OK button.

10. The ICE will then configure files for the
election and show status of completion.

9
11. You will then see the ICE Poll Worker
Menu and can proceed with the next
section, following instructions closely.

11

Your ICE tabulator is now correctly powered on and you can continue on
following the training activity instructions below.

Questions? Call: 320-259-7027
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Note: If the machine doesn’t boot up, confirm the ON/OFF switch under the
thermal printer door is in the ON position. You will always want to have this switch in
the ON position, even when the machine is in storage.
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The following training activities are all very important to know how to do before operating the
unit during actual Testing and Election Day events. Some of the activities require referencing
the Appendix for additional instructions. We do this so you know where to look for them later
when performing your Testing and Election Day procedures.

Opening the Poll
Important: Prior to opening the poll, it’s imperative to make sure your Ballot
Counter is set to zero (00000).
The Ballot Counter is indicated in the lower-right corner
of the LCD screen (note, this is not the same as the
Lifetime Counter, which will always have the number of
ballots run during the lifetime of the ICE in use).
If the ballot counter is NOT at zero (00000), that means that there are still results on the
memory cards from a previous test or election. The Main Menu buttons on the left will not
show an “Open Poll” button and instead show other closed poll options.
If the Ballot Counter is NOT at zero (00000), complete the following steps:
1.

At the Poll Worker Menu screen, press the
Advanced Admin option and enter the
advanced admin password: 654321 .

1
2.

Next, the Advanced Admin menu appears.
Press the Re-zero button on the left menu,
followed by the Re-zero button on the righthand menu. Enter the password 12345678 .

3.

The Confirmation screen will appear asking for approval to set the results to zero.

Questions? Call: 320-259-7027
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Press OK to proceed.

5.

The Poll Worker main menu will be
presented. On the activity bar in the lower
right, the Ballot Counter should be set to
zero (00000).

Training Instructions

4.

5
After confirming your Ballot Counter is at 00000, you’ll be at the ICE Poll Worker Menu
and will complete the following to open the poll:

Open Poll

1.

Press the Open Poll button on the left menu.

2.

On the right-hand side, you’ll see a menu of options:
a. Modify the number of Zero Tapes to
print if necessary by pressing Change.
b. Press Open next to Poll Status.

1

b
a
2

3.

The Open Poll Confirmation screen
appears. Press OK to continue or Cancel
to return to the previous screen.

4.

If the Print Zero Tape option was set to
Print, the zero tape will begin printing the
pre-programmed number of copies.

Questions? Call: 320-259-7027
©2021 Command Central, LLC

3

Version: EPTG_WI_ICE_3.1

Page 98

Election Procedures & Training Guide - ImageCast® Evolution (ICE)

The Printing Completed screen appears.
Press Yes to print additional copies of the
zero tape if required. Press No to continue.

5
6.

The poll is now open. The Main Menu
screen appears.

6

Your poll is now open and you can continue starting a voting session.

Edit Lists
Consider reviewing the Edit List instructions in the Appendix of
this guide. The Edit List is a list of predetermined voted ballots that
will be entered into the ICE in order to test the accuracy of the vote
totals. For purposes of training how to use the ICE tabulator, an Edit
List is not required. However, understanding the concept of an Edit
List and then how to create a Test Deck is very important for when
it is time to test the tabulator using official testing ballots.

Questions? Call: 320-259-7027
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Begin your ballot training process with a Standard
Voting session, where paper ballots will be scanned
to determine accuracy of the election content on the
memory cards.
1.

To begin a Standard Voting session, press
Standard Voting on the Main Menu.

2.

Confirm Ballot Review is set to Disabled.
If it states Enabled or Enabled Once,
press Change until it says Disabled. Then
press Start next to Standard Voting
Session.

3.

The Start Voting Session confirmation
screen appears. Press OK to continue or
Cancel to return to the previous screen.

4.

You will see “System Ready – Please
insert your ballot”.

5.

You can now begin scanning pre-marked
ballots as well as any other ballots you wish
to enter.

1

2

4

Scanning Ballots
Your training kit includes a set of fifty (50) blank ballots as well as an automated test deck
pack of three (3) error ballots to make it easier for you to experience and understand a few of
the tabulator warning messages. More information on tabulator warning messages is provided
in the next part of this Training section.
Create your own training test deck of ballots using the blank stock provided and keep for future
use with the above three samples provided initially.
During your training, be certain to create and cast a Write-In ballot. After inserting the writein-ballot, open the main ballot box bin door and gently lift the lever for the internal write-in bin
to see where write-in ballots are stored. After you’ve seen or removed the write-in ballot, put
the bin back into place and close the ballot box door.

Questions? Call: 320-259-7027
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Once the ballot is cast successfully, the System
Ready screen reappears and the Ballot Counter
increases by one (1).

Tabulator Warning Messages
In the event there is an error with a ballot, you will hear several beeps. A descriptive message
will appear on the LCD screen alerting the voter as to the issue with the ballot and options for
resolution.
Important: Full details of the common tabulator warning messages are available in the
Tabulator Warning Messages section of the Appendix. Be certain to review these warning
messages and understand what each error means and what should happen when they occur.
We have provided in each training kit a small automated test deck of three (3) error ballots to
help reproduce the warning messages for you. The error ballots provided include:




Overvote
Ambiguous Marks (a.k.a. Marginal Mark)
Printing Error

If a blank ballot is detected, the tabulator displays instructions on how to proceed.


You can choose to return your ballot to correct it or cast the ballot as is. To return the
ballot, press Return. To cast the ballot as is, press Cast.



If you pressed Return: The ballot is returned via the tabulator’s entry slot. Correct your
ballot and retry.



If you pressed Cast: The ballot is accepted as is and placed in the ballot box and no
votes are recorded for that ballot.

Questions? Call: 320-259-7027
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Important: Be certain to do an Accessible Voting Mode session to test both the voting
method and tabulator readiness. For detailed instructions on how to mark a ballot using the
Accessible Voting Session mode, please see the Appendix section of this guide.

Enabling Ballot Review
Important: Be certain to learn how to enable Ballot Review for a voting session. Please see
the Enabling Ballot Review in the Appendix section of this guide.

Changing ICE Paper Roll
Review the steps for Changing Paper on your ICE Thermal Printer in the Appendix of this
guide. For purposes of training, remove the existing paper roll according to the steps outlined
and rethread/test. It is recommended to start with a fresh roll of paper after each Public Test to
be prepared for Election Day, but for training purposes, it is OK to reuse the current roll.

Changing the ICE Ink Cartridge
It is recommended to store your ink cartridge in the ICE tabulator. As a reminder, the
tabulator must be kept in a climate-controlled environment, not subject to excessive heat, cold
or humidity.
When you get your election media for the next election, follow the directions
provided to clean the ink cartridge prior to doing any testing.

Closing the Poll
Important: DO NOT remove memory cards until after the poll has been closed,
results tape(s) have been printed, results have been transmitted (if required) and
the unit is powered off, following the steps below closely.
When you have finished scanning ballots for your training session and you are ready to close
the poll, complete the following steps:
1.

Press and hold the Security Key onto the receptacle
on the right side of the unit to prompt the Main
Menu screen.

1
Questions? Call: 320-259-7027
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2.

From the Main Menu, press Close Poll.

2
3. Confirm the Print Results Tape and Print
Write-In Tape options are set to Print.
Select the desired Number of Copies to
Print by pressing Change. Press Close to
continue.

3
4.

Enter your password and press OK.

4
5.

The Close Poll Confirmation screen
appears.

6.

Press OK to continue or Cancel to return to
the previous screen.

6

7. Important: Make certain to check the
Auxiliary Bin to ensure all ballots were cast and
the bin is empty.

7

Questions? Call: 320-259-7027
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The results and write-in tapes begin printing.
You will have the option to print additional
copies.

8
9.

If you are done printing, press No.
Press Yes to print additional copies.

9
10. You will return to the Main Menu.

10

Your poll is now closed.

If you will be transmitting results via modem during your training, follow the steps in
the Appendix of this guide.
If you will NOT be transmitting results, proceed to the next step, Powering Down the
Unit.

Questions? Call: 320-259-7027
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Important: DO NOT remove memory cards until the power to the unit is fully
powered off. Follow the steps below to properly power down the ICE tabulator.
After training is complete and results have been transmitted (if required), it’s time to Power
Down the unit.
1. Press the Power button at the top right-hand
corner of the large LCD screen.

1
2. The Power Down Request screen appears.
Press Shut Down to continue.
IMPORTANT: Wait for the tabulator to emit a
“power down” sound before proceeding to fold in
flaps and lowering the monitor.

2

3. After you’ve heard the “power down” sound and the screen is completely dark (no
messaging on it), close the left and right flaps to cover the screen. Then lower the top
monitor cover.
4. Close the left and right flaps to cover the screen. Then lower the top monitor cover.
5. Raise the monitor support stand.
6. Gently lower the monitor down onto the unit.
7. Open the CF1 and CF2 door slots and remove
the memory cards for this election and return
to your GREEN Training lanyard for storage.
As a reminder, these training memory cards can
be used repeatedly.

6

Questions? Call: 320-259-7027
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After training is completed and your reports have been run/removed and results transferred (if
desired), it’s time to pack up the ICE. Please take great care in following all take down and
storage procedures as it will allow the next person to be able to follow setup instructions
without complication.
Complete the following steps to take down the ICE tabulator:
1.

Unplug the power cord from the wall
outlet and wind the cord back in power
cord storage compartment cover on
ballot box.

2.

Unplug the Audio Tactile Interface (ATI)
from the AVS door and secure in the
holder on top of the ballot box. The cable
can stay connected to the ATI and
remain coiled underneath the ATI. Use
the Velcro strap to secure the ATI in
place for storage.

3.

Unplug the headphones from ATI and place in the cord compartment.

Note: You have the option of storing the tabulator in a fully assembled state, by now adding
the ballot box cover and locking both locks (steps 8 – 9).
You can also remove the ICE tabulator from the top of the ballot box for storage by following
these steps:
4.

Locate the two locking slides (one on each side of the
tabulator).

5.

Under the tabulator by each slide, hold down the gray
release button while pulling the slide out to the
unlocked position.

6.

Using two Poll Workers, lift the ICE off of the ballot
box and set the tabulator into your rolling storage case making sure the doors on
the side of tabulator face “up” towards the telescoping handle. Please be sure to
completely zip the case and all pockets closed and apply security seal if required.

7.

Store the tabulator in a temperature-controlled environment, according to the
specifications provided in the Overview section of this guide.

Questions? Call: 320-259-7027
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Take Down Procedures
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Place the cover of the ballot box over the unit making sure the bottom edges of the
cover fit down into the groove around the ballot box.

9.

Lock both locks on the ballot box cover.

The ICE tabulator is now ready for storage until the next election.

Important: Set a reminder to recharge your ICE tabulator battery for at least eight (8) hours
every three (3) months.

We are here for you!
If you ever have any questions during any part of your training session, testing
procedures, Election Day, etc., please call us at: 320-259-7027.

Questions? Call: 320-259-7027
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8.

