LS51 5 Rle ocment No. 1

2 First Steps - Setting Up Computer Equipment for
the Central Senate Scrutiny

After polling Central Senate Scrutiny (CSS) sites are set up in each State and Territory. Below
the Line (BTL) Senate ballot papers are sent to the CSS for entry into EasyCount Senate.

NOTE: The screenshots in this user manual are taken from the interface visible to batch
controllers. If you log in with the EasyCount Senate administration username and password, not
all menu options will be available to you. Be sure to create computer accounts, import the event
data from ELMS and create user accounts before attempting to use any other functions. Once

a user account has been created for a batch controller, you will be able to log in as a batch
controller and access the full functionality of EasyCount Senate.

2.1 Set Up Batch Control PCs

The Batch control PC/PCs will arrive with an operating system (Windows 7) preloaded and also
with EasyCount Senate preloaded. This will be done by an administrator using administrator
login details. Batch Control PCs can be used in isolation — or in the case of States or Territories
with two batch-control PCs, networked together using a crossover cable.

Each Batch Control PC will have an existing User ID and Password to logon to the operating
system (Windows 7) and also an existing administrator username and password to logon to
EasyCount Senate. This will be supplied with the PCs.

The Batch Control PC/PCs just need to be connected to power before switching on.

2.2 Set Up Data Entry Laptops

The data entry laptops will arrive with an operating system (Windows 7) preloaded and also with
EasyCount Senate preloaded.

Each data entry laptop will have an existing User ID and Password to logon to the operating
system (Windows 7) and also an existing administrator username and password to logon to
EasyCount Senate. This will be supplied with the PCs.

The data entry laptops just need to be connected to power before switching on.

2.3 Create Computer Accounts

Done by Batch Controller on a batch control PC.

You can create computer accounts either manually or by loading a computer file template
(which is handy if you have a lot of PCs).

2.3.1 Creating Computer Accounts Manually
Done by a Batch Controller on a batch control PC.

The first time you login to EasyCount Senate you will need to use the EasyCount Senate
administrator username and password. This will be supplied with the PCs.

1. Login into EasyCount Senate using the administrator username and password.
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2. Go to System Administration > Computer Accounts > New Server.

3. Type should be Server (Batch Control), Name should be the IT asset number of the PC
you are working on and the Alias is a name you nominate for this PC, a good format for
Alias is BC for batch control and then the number for each BC eg BC1, BC2. Comments is

a free field to record any comments you want.

Edlt Compmu b ] e m

Type:  Server (Batch Control) -
‘ Name

1‘ Comments:  User Guide Screen Shat

s Conorl|

4. Click OK. The computer account will now appear on the Computer Accounts screen.

Computer Accounts
| - Manage - |
M | : :
Q 4§
New New Edst Delete
Server  Weorkstation
Computer Accounts

Computer Name Akas Type

Servers (Batch Control)
|
| Server

User Gude Screen Shot

5. If you have two batch control PCs create another Server (Batch Control) account for the
other batch control PC (make sure you use its IT asset number and name its Alias

different eg BC2.

Manage

g 2FX

New New Edit Deleta
Server  Workstation
Computer Accounts

Computer Accounts

Computer Name Alas Type

Sapy (B h ntroll
[Redaction reason 2] Sirver
{l Server

Comments

User Guide Screen Shat
User Guide Screen Shot

6. You now need to create computer accounts for your data entry workstations.

7. Click New Workstation.
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8. Type should be Workstation {Data Entry), Name should be the IT asset number of the
data entry laptop, Alias is a name you nominate for this PC, a good format for Alias is DE
for data entry and then a number for each DE PC eg DE1, DE2, DE3. Comments is a free
field to record any comments you want.

Epal|Redaction reason2]
f{Redaction reason 2}

4 User s Scrmen Sl

Covpigerame ' Ass Typa Cormerts
Sfl’\)ﬂs lsﬂkh cen“cg'j v e . e e i " e et
|Redaction reason 2] Carver User Giide Sarean %at

Redaction reason 2] Seever Usar Guide Screen Shot

Votkztations (Dats Enbrd omr—eoroic st

Redaction reason 2} Wodaion s Gusde Sereen Shat

10. If you have more than one data entry laptop, you will need to create a Workstation
(Data Entry) account for each data entry laptop. Make sure you use each data entry
laptops IT asset number and name its Alias different eg DE2.
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2.3.2 Creating Computer Accounts from a Computer File Template

Done by a Batch Controller on a batch control PC. Generally, this step will already have been
done by National Office prior to despatching IT equipment to the CSS site.

National Office will also provide the ‘Computer Account File' as an excel file that contains the
laptop asset numbers. This will allow CSS Managers to align the labelling of each data entry
workstation with ‘alias’ names assigned to each laptop.

1. Go to System Administration>Computer File Template. The following screen will
appear prompting you to save the computer file template somewhere.

Flagvia

Libraries .
Herern 35 Simulsted Election Testing

Backup for defect 18

¥4 Documents

<t Music .

b ECS Event Load Test - dene in test using 2007 event
\ fctures ECS ATL Export Testing - done in test using 2007 event
Videos

ECS GVT Import Testing - done in test using easycount ..,

n ECS BTL Import Testing - done in test using easycount r...
1™ Computer

&1 Documents

& System (C:) i
2% CD Drive (G) U3 |
o o Cruzec(iby,

AW .

. File pames

s a _. { Canf-‘eF- o }

=~/ Hide Folders

N

. Nominate the location to save the file and then click Save to save the file.

w

. Open the file (which will be called EasyCount Computer Accounts).
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4. The file will have four columns contained in it, Computer Name, Alias, Type and
Comments.

5. In the Computer Name column you should enter the AEC IT Asset number of the PC
eg. Redaction reasen 2]

+

0N ihe Alls 0
[Redaction reason 2]

b2 2ame you want allocated to the PC eg. [l

7. In the Type Column you should enter whether the PC is a Server or Workstation.

8. In the comments column you can enter comments you would like.

Loumants
[Redaction Ut e

greason 2]

9. Once you have entered your data, save the file.

10. Go back into EasyCount Senate and go to System Administration>Create
Computers From File. The following screen will appear prompting you to select the
EasyCount Computer Accounts file. Select the location of the file where you saved it.

Favorites

Documents library

- - Ausnge by, Folder =
Inchuden: 2 fe2ationg

Downloads fiarae Drate madidied ¥

Recent Places

4 ECS Backups

SQL Server Management Studio
Visual Studio 2005

Visual Studio 2008

smpiter Arcolint
TLPreforences-1431

Libraries

1 Decuments. ..
E=3 -
¢ Music

£t

‘}QQ SenateS

103 402 PR L2 |

53] SenateStateFirstPrafsByPollingPlaceDownloa...

185 Computer
2, Systern (1) ;
4% (D Prive (B US ¥

" File gamiel | EasyCount Cormputer Accounts  w |
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11. Click Open.

12. You should then get a message saying the Computer Accounts have been imported
successfully.

2.4 Network the Two Batch Control PCs Together (if required)

Done by a Batch Controller on batch control PCs.

In States or Territories that have more than one batch control PC, networking is provided to
allow full batch control functions to be used from both PCs. A crossover network cable will have
been provided to connect the two batch control PCs together.

All functions can be performed from both batch control PCs, however circumstances may arise
where both PCs are being used to perform the same function simultaneously. When this occurs
some safeguards are required to protect system integrity in the movement of batches and result
slip data through the data entry process. For example, when exporting from both batch control
PCs simultaneously the system will not allow the same batch to be exported from both PCs. In
this case, the second attempt to access the batch is locked out and the Batch Controller is
advised that access has been denied.

The same rules apply to most batch control functions and care needs to be taken to minimise
the extent to which similar functions are performed concurrently from both PCs.

Another area that needs careful attention is printing reports. Printing can be conducted freely
from both PCs. The system cannot lock out the second request to print a report so take care
with large print runs because if you happen to print the same report from both PCs it will print
twice and will affect your ability to perform other functions while printing.

1. Connect the crossover cable to the two batch control PCs.

2. One batch control is your primary batch control and the other one is your backup batch
control. On the backup batch control go to System Administration>Switch Server. If you
cannot see the Switch Server option then log out of EasyCount Senate (make sure you
have first created the batch control computer account) and log back in using the
administrator username and password.

3. Click Switch Server.

4. The Switch Server screen will display. From the drop down list pick the IT asset number
for your primary batch control.
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5. You should then get the following message to say the ‘Server changed successfully’.

ey vparet {Systers dominfatrgbon « Carpinisl

: % ELUS Lndires

& oGt Server changed wuieentoly, o Aeririsaten - Eamguerss

s Abmeeg PL rapvbarn) pre domeect {Sntien Domdsimeation -

S 1 Seesta Usar Marush
2 Eatoh Cortridtes BO Hame - brpint Brendd

condier Jxx

't 288 {O¥ ioded
#f Sy F GY Tr- é’gwré%

6. Click OK to continue. The Batch Controls are now networked.

2.5 Setup the Printer

Done by a Batch Controller on a batch control PC.

A printer will need to be connected to the batch control PC to allow reports to be produced.
Each Batch Control PC has been configured to use a Fuji Xerox DocuPrint P355d (formerly a
Lexmark T644) connected locally via a USB connection as the default printer.

States or Territories that have more than one batch control PC have the option of connecting a
printer to each batch control or sharing one printer (connected to the primary batch control).

To install a printer on a batch control PC do the following:
1. The printer will come with a cable that attaches to the local network connection at the

back of the printer. The picture on the cable matches the picture on the back on the
printer.

Page 12 EasyCount Senate | User Manual



2. The other end of the cable is a USB connection and should be connected to one of the
USB connections on the PC.

3. The PC will automatically recognise the printer and will carry out the install process.
4. The printer is now installed and set as your default printer.

To share the printer between both batch controls you need to change the default printer on the
Primary Batch Control to a shared printer by doing the following:

1. Select Start > Computer>Open Control Panel>Hardware and Sound>Devices and
Printers.

;’:'_ ¥ Conticd Parit » "?iﬂ%ﬁﬂéw and Souid v D

oAt e A A PR et T e e

4 Dovices (4)

et quistrey - [Redackion

Keybesrd
P reason 21
¢ Prizters and Eares (1)

H

FX Do L Pt Docakiing
#3585 d PLE i

Redaction reason 2]

L e
f%if“j

2. Select your printer (likely a Fuji Xerox DocuPrint P355 d)

3. Right mouse button click on the printer and select Printer Properties.

4. Go to the Sharing tab.

5. Tick the Share this Printer box.

6. Enter the share name as FX DocuPrint P355 d.

7. Click Apply.

8. Click OK.

9. Now go to your backup batch control PC and select Start > Computer>Open Control
Panel>Hardware and Sound>Devices and Printers> Add Printer > Add a network,
wireless or Bluetooth.

10. FX DocuPrint P355 d should appear in the list.

11. Click on the printer and click next.

12. You should then get a message to say you've successfully added the printer.
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13. Click next.

14. Select to print the test page and check that it prints

15. Click Finish.

2.6 Export Event Data from ELMS
2.6.1 Allocation of Batch Numbers

Before exporting event data from ELMS all polling places must be created in ELMS. The
function NCSB is then run by ESD Section in National Office to allocate batch numbers to each
polling place. NCSB is run after all polling places have been created and the ELMS event lock
has been applied. If ELMS is unlocked and a new polling place is added after NCSB has been
run it will not have a batch number in the event load file created for EasyCount. NCSB will need
to be re-run and a new EasyCount event file exported.

2.6.2 Accessing ELMS

To access ELMS you need to be using an AEC network PC (not an EasyCount Senate PC).
Note: Your selection options on any ELMS Menu depend on your ELMS access levels. You
may not see all of the options displayed in this document.

You will need to already have an ELMS logon. Log on to the ELMS (Production) system by
accessing the Production Icon on your AEC desktop. The application automatically logs you in
and you will be presented with the below screen.

Sun0S AUSTRALIAN ELECTORAL COMMISSION Tue 29 Nov 2011 13:39
MAIN MENU
E - ELECTION MANAGEMENT SYSTEM t

A - AECPAY

|

|

[

I

I

I

|

I

t B - EEC BOOKING
|

| C - ATSIC ELMS

|

| T - TASK MANAGEMENT

!

I S - LOGON ADMINISTRATION

[

| L - LOGOUT
|

Please Select Option :

Sun0Ss AUSTRALIAN ELECTORAL COMMISSION  Tue 29 Nov 2011 13:35 |
|
ELECTION MANAGEMENT SYSTEM |
|

E - ELMS Production |

S - ELMS Simulated Election

|

|

|

|

|

|

| L - ELMS Learning
|

|

|

| T - ELMS Test Menu

|

| R - Return to Main Menu
|

Please Select Option
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ELMS will then open at the Main Menu.

29 Nov 2011 13:53 Main Menu v1.20 prdelms
codropl2
B T B
| 11|Polling Place Management -> | PPMS |
| 121Polling Place Staffing Estimates ->|MEST|
| |3|Election Financial Management =-> | PEFM|
| 14|Nominations -> |NOMS |
| I51Election Processing -> |REPR|
| I6|1Election Inquiry => IQEIS|
| 171System Functions =-> 1Zs¥s|
| I18IHistoric Functions -> | BIST|
(I | I
R i L L L L L L P P N s
Press Select, Command or an
option between 'l' and '8'
Select (F1l) Command(Fll) End(Fl10) Exit(Fl12) Main Menu (F2)

2.6.3 The EasyCount Senate Event Load Extract
ELMS will provide event data such as the event parameters, candidates, groups, polling places
and batch numbers. This data must be downloaded from ELMS and loaded onto the Primary
Batch Control PC.
There are two ways to access the Senate EasyCount Extract screen:

a) Via the ELMS fastpath (NEAS) or

b) By navigating through the various ELMS menus.

To access the Senate EasyCount Extract screen via the ELMS fastpath (NEAS), press F11 to
activate the command prompt and type NEAS into the command window and press Enter.

29 Nov 2011 13:53 Main Menu V1.20 prdelms
codropl?2
e i T LT T -t
| 11|Polling Place Management =-> | PPMS |
| 121Polling Place Staffing Estimates ->|MEST|
| 13|Election Financial Management -> | PEFM|
| |4INominations =-> INOMS |
| I151Election Processing =-> |IREPR|
| 161Election Inquiry => |QEIS|
| 171System Functions -> 12sYS|
| I18IHistoric Functions =-> IHISTI
(I | |
R e ittt +o---+
Press Select, Command or an
option between 'l' and '8'
to-mmmmmmmee— vV1,5--+
| Enter Command : NEAS |
i B et
End (F10)

This will take you directly to the Senate EasyCount Extract screen from any ELMS menu.
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Alternatively, to access the Senate EasyCount Extract screen via the ELMS menus, select
Nominations from the Main Menu by highlighting the nominations row and pressing F1 or by
just pressing the number next to nominations (in this case the number 4). Then select Senate
Nominations from the Nominations Menu. Then select Senate EasyCount Extract from the
Senate Nominations Menu.

At the Senate EasyCount Extract screen you will be prompted to select the event and then the
state as shown below.

ettt et L e L DL v1.18--+ e e e L v1.6--+
H Election Event | | State |
B e L LR e T + B e et L LT +
| 12010 Federal Election i { INew South Wales |
| |Higgins By-election f [ Ivictoria

| IBradfield By-election | | |Queensland

| IMayo By-election | | |Western Australia |
| |Lyne By-election | | ISouth Australia |
| IGippsland By-election i { |ITasmania |
| 12007 Federal Election [ [ |Australian Capital Territory |
| |IWerriwa By-election | | INorthern Territory I
| 12004 Federal Election | |1 i
| |Cunningham By-election 1 L L et L DL LD e D et DL L L L +
B e e T +

The following screen displays with your AEC email address. Press F1 to confirm extract.

29 Nov 2011 14:04 Senate EasyCount Extract (NEAS) v1.10 prdelms

State NSW 2010 Federal Election

This screen will extract Senate EasyCount load data for the selected State.
Senate EasyCount Load File : ECS_LOAD_NSW_15508.gz
The file (name displayed above) will be extracted for transfer to the
EasyCount batch controller.
The file will be sent to the email address entered below.
The e-mail recipient, firstname.lastname must be a current AEC email address.
The data file will be compressed and requires unzipping using WinZip.
Email Address: firstname.surnamefaec.gov.au
Press the Fl key to initiate the extract.

Extract(Fl) Clear(F3) Help(F9) End(F10) Command(F11)

ELMS will then send you an email with the extracted event file attached to the email. Copy the
file to your USB key, then safely eject the USB.

2.7 Import Event Data onto the Primary Batch Control PC

Done by a Batch Controller on a batch control PC.

Insert the USB that contains the ELMS Event Load file. You will need to unzip the file (which
will be a xml file) before importing the file into EasyCount Senate. Unzip the file by double
clicking on it and pressing extract and saving the file to your USB key.

1. Go back into EasyCount Senate and make sure you have the USB key inserted that
you copied the ELMS event data onto.

2. Select Home > Import Event. The following box will appear:
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% Are you importing 2 load workstation file onto an €asycount 5
" workstation?

3. Click No, as you are importing an event onto a batch controller PC (if you were
importing the event onto a data entry laptop from a batch controller PC you would select
yes). The following screen will appear.

LB Downloads .

(% aec-easycount-loadworkstaticn
i Recent Places

42 2es-Eazprount-loadrenatesever ACT.

7 %% Decuments
is¢ Libraties : »

% Documents
o Music
‘e Pictures

B Videos

11

{8 Computer
é’., System (C:} :
4% DVDICD-RW Drnl
.72 €D Driva (E) U3 € °
= Cruzer (F:)

-

(=TI

File pames ace-easycount-leadenatesener ACT - ;f#sﬁwni !79.0.45‘."3!.‘..59'?9.'(_‘3!

[ | [ Caneet.

Op

4. Click on Computer and then select the drive that the file is saved on eg F: or H: for
USB key.

5. Select the EasyCount Load Senate Server file (if you can’t see the file it is probably
because you have not unzipped it).

6. Click the Open button.

7. The following message will be displayed confirming the event has been imported
successfully.

8. If using two batch control PCs you will need to log out on the Backup Batch Control and
then log back in to see the event information that you have just loaded.
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2.8 Verify the Import of Event Data

Done by a Batch Controller on batch control PC.

Data that has been imported from ELMS cannot be altered in EasyCount Senate (except for
candidate eligibility).

It is recommended that Batch Controllers print various reports and confirm that the data
imported from ELMS is correct and relevant for your state etc.

2.8.1 Ballot Parameters Report
Done by a Batch Controller on batch control PC.

To ensure the Parameters are correct, print the Parameter information and compare it to the
information stored in ELMS.

1. Select Reports > Pre-Election Reports > Ballot Parameters Report. The Ballot
Parameters Report screen is displayed.

2. Click the Print button to print the report to hard copy.

Use the report to compare to the information in ELMS.

2.8.2 Group Report
Done by a Batch Controller on batch control PC.

To ensure the pre-loaded Groups are correct, print the Groups information and compare it to the
information stored in ELMS.

1. Select Reports > Pre-Election Reports > Group Report. The Groups Details Report
screen is displayed.

2. Click the Print button to print the report to hard copy.

Use the report to compare to the information in ELMS.

2.8.3 Candidates Report
Done by a Batch Controller on batch control PC.

To ensure the pre-loaded Candidates are correct, print the information and compare it to the
information stored in ELMS.

1. Select Reports > Pre-Election Reports > Candidate Report. The Candidate Details
Report screen is displayed.

2. Click the Print button to print the report to hard copy.

Use the report to compare to the information in ELMS, ensure eligible candidates have a True
in the Eligibility field.
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2.8.4 Altering Candidate Eligibility
Done by a Batch Controller on batch control PC.
This function is normally only used if a candidate dies before polling day.

1. Select Ballot Paper Design > Candidates. The Candidate Management screen is

displayed.
Change a cangidate’s ebpbity by chcking the eipibdy check box. EigDly may aks be tet by right cicking on the candizate ang
i selecting EEgkaty. Chck Save 1o acticn al changes
| Bolct Postion  Group Sumams Gven Nane Gender  Bigdity Categery -
o e T . T gy I
a7 Cleonway T “Peter . AP
B CDAVID by W OEM
¢ | TUCKER ‘Keme F. GRH =
r c " I RsCHBAUM |Eena o GRH
s o “loEneorouGH tachaal T Hop
03 o DEHEOROUGH ) Cogdea E noP
a7 £ MILAT fusa E LoP
T ' TEXTOR e " 0P
13 . _B*Jf;f*:“_é{gs e 5&;; R ';.?_
120 F MYERS [Jacqui o LP ;
= e SxbsE e R — I
Lov Ok [ Coneel ] 4

2. To change a candidate’s eligibility click the eligibility check box for the specified
candidate. Eligibility may also be changed by right clicking on the candidate and selecting

eligibility
3. Click OK button to action all changes.

2.9 User Accounts

Done by Batch Controller on a batch control PC.

User account information can include a Users Given Name, Users Surname, Username, State,
Role, Authentication, Email, Phone, Fax and Mobile.

You can create user accounts either manually or by loading a user file template (which is handy
if you have a lot of users). When loading from the file template it will only create Data Entry
Operators (you cannot create Batch Controllers or Supervisors from the file template).

2.9.1 Creating User Accounts Manually

Done by a Batch Controller on a batch control PC.

1. Select System Administration > User Accounts. The following screen will appear:
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3. Enter the required information (note Phone, Fax, Mobile and Email is not required, but
all other fields should be completed).

4. Select the appropriate Event Role. There are three types of users available:

Batch Controller — Allows full access to all functions on Batch Control PCs and
data entry laptops except for data entry and verification.

Supervisor — Provides access to functions not available to Data Entry Operators
eg. Correction functions can also do data entry and verification.

Operator — Applies to Data Entry Operator staff. Operator is limited to data entry /
verification and import / export functions only.

5. Once you have entered all the required information on the user click on OK.

6. The new user will now appear on the User Accounts screen.
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7. Click on the New User button to create another new user.

8. Once you have created all users, log out of EasyCount Senate and log back in using
your new batch controller logon.

2.9.2 Creating User Accounts from a User File Template
Done by a Batch Controller on batch control PC.

The user file template can only create Data Entry Operators it cannot create Batch Controllers
or Supervisors, these need to be done manually.

1, Go to System Administration>User File Template. The following screen will appear
prompting you to save the user file template somewhere.

A5 Favorites

Documents library e g’
EZ Desktop

frrange by Folder
Includes: 2iccatiens H

tlasre e makfied

7 ECS Backups D1/02/°2010 230 Pr4
SQL Server Management Studio z

Vizua$ Studio 2605

Vizual Studio 2003

3:3] Ea‘yCounl Compulcr Account5

: 213 2EA PR
2/RIEBL0 HAT PIA

i ‘e Pictures
& Videos

SO 3:02 PR Bk

4 %2 Computer -

File B E‘a;);{:o‘.".,t U;C;Accou.n;; e e e

Save as bype %_E_asy_(:e_p_nt Uszer AccountTemplate (Tesvhoo o

ide foidérz'

2. Select a location to save the file and then click Save to save the file.
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3. Open the file (which will be called EasyCount User Accounts).

4. The file will have seven columns contained in it, Surname, First Name, Year of Birth,
State, Phone, Mobile and Email (Note: Phone, Fax, Mobile and Email is not mandatory,
but all other fields should be completed).

4 !_vs!ffme Vepr O Bitth tals . Phoey
{IRedaction reason 3]
{(Redaction reason 3

g1 1|Redachion reason 3}
{[Redaction reason 3)

5. In the Surname column you should enter the surname of the user.
6. In the First Name column you should enter the first name of the user.

7. In the Year of Birth Column you should enter the year of birth of the user in the
following format DDMMYY.

8. In the State column you should enter the state the user is working in.

9. You can then enter information in the Phone, Mobile or Email columns for the user if
you wish.

10. Once you have entered your data, save the file.

11. Go back into EasyCount Senate and go to System Administration>Create Users
From File. The following screen will appear prompting you to select the EasyCount User
Accounts file. Select the location of the file where you saved it.
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12. Click Open.
13. You should then get a message saying the Staff have been imported successfully.

14. The UserlD for the Data Entry Operators created from the file will be the first initial of
their first name and then their surname for example Daffy Duck's UserlD would be DDuck.

15. If a user has the same initial and then surname a number 2 will be added to the Users
ID. Check the User Account Reports for any instances of this.

16. The Password for the Data Entry Operators created from file will be their initials (in
lower case) and then their date of birth. For example Daffy Duck whose date of birth is
230495 would have the password of dd230495.

2.10 Check Computer Accounts, User Accounts, and Event Roles

Done by a Batch Controller on batch control PC.
An administrator can create computer accounts, but will not have access to functions such as

reports. You will need to log in as a Batch Controller, import an event, create user accounts,
and assign event roles before all menu options, including reports, become available.

2.10.1 Check that Computer Accounts are Correct

Done by a Batch Controller on a batch control PC.

To check that you have set up all the Computer Accounts correctly you can print the Computer
Report and then check it against the PCs.

1. Go to System Administration > Computer Report

2. You can choose to sort the report by Computer Name, Computer Type or Alias.
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3. Pick what you would like to sort the report by and then click OK.

4. Click the Print Icon on the Report Preview Dialog screen to print the report.

5. Check the report against your batch control and data entry laptops to make sure they
are all recorded correctly.

2.10.2 Edit a Computer Account

Done by a Batch Controller on a batch control PC

If you find an error when you check your computer account report against your PCs you can go
back into EasyCount Senate and edit the computer account that requires fixing.

1 From the EasyCount Senate menu, select System Administration > Computer
Accounts. The following screen is displayed.

4 Compder Hame fas o e Cormearis

- Servess (Batsh Cantrgl) »oomee
£ |Redaction reason 2] - -
Neratations iDeta Enley] - . e .
Ii[Redaction reason 2] ¥ i :

2 Select the Computer you would like to change and click the Edit button. The following
screen will appear.
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3 In this screen you can change the Type, Name, Alias and Comments for this computer.
Click OK when finished.

2.10.3 Check User Accounts
Done by a Batch Controller on a batch control PC.

To check that you have set up all the User Accounts correctly you can print the User Account
Report and then check it against your users.

1. Go to System Administration > User Account Report.

2. You can choose to sort the report by User ID or Surname.

“ser Report

3. Pick what you would like to sort the report by and then click OK.

4. Click the Print Icon on the Report Preview Dialog screen to print the report.

5. Check the report against your users to make sure they are all recorded correctly.
2.10.4 Edit a User Account
Done by a Batch Controller on a batch control PC.
There are three different ways to edit a user account you can:

1. Change a Users Surname, Given Name, State, Phone, Fax, Mobile or Email

2. Change a Users Password

3. Change a Users Event Role

Once a user is created you cannot edit their Username.

2.10.5 Change a Users Surname, Given Name, State, Phone, Fax, Mobile
or email

Done by a Batch Controller on batch control PC.

You can change a users Surname, Given Name, State, Phone, Fax, Mobile or Email by doing
the following.

1 Select System Administration > User Accounts the following User Accounts screen
displays
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2 Select the staff member whose details you would like to change.

3 Click the Edit User button and the following User Account screen will appear

[Redaction reason 3}

SR [Redaction reason 3] Lo
s Redaction reason 3] ek
®[Redaction reason 3] _

Al[Redaction reason 3)

4 You will be able to over type or add in information in the users surname, given name,
state, phone, fax, mobile and email fields.

5 Click the OK button. The new details are now saved.
2.10.6 Changing a Users Password
Done by a Batch Controller on batch control PC.
You can change a users password by doing the following:

1. Select System Administration > User Accounts the following User Accounts screen
will appear.
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2. Select the staff member whose password you would like to reset.

3. Click the Reset Password button and the following Reset Password screen appears.

s [Redaction reason 2] _

Hew Pazewesd:’ ve

4. Enter the new password and then re-enter the password to confirm.

5. Click the OK button. The new password for that user is now saved.
2.10.7 Changing a Users Event Role
Done by a Batch Controller on batch control PC.
You can change the type of event role that a user has by doing the following:

1. Select Home > Staff the following Event Staff Management screen will appear
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2. Select the staff member whose event role you would like to change.

3. Click the Change button and you will get a drop down list display
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4. Select which event role you would like to change the staff member to, for this example

we are changing an Operator to a Supervisor.

5. The Event Staff Management Screen will now show the staff member allocated to their

new role.
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2.10.8 Deleting a User

Done by a Batch Controller on batch control PC.

To delete a user you do the following:

1. Select System Administration > User Accounts the following User Accounts screen

will appear.
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2. Select the staff member who you would like to delete.

3. Click the Delete User button. You will get the following dialogue box.
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.Q Areyou sure that you want to delete this user?

4. Click the Yes button to delete the user.

5. The user is now deleted.

2.11 Check Whether Group Voting Ticket Data is Included

Done by a Batch Controller on batch control PC.

If your Group Voting Tickets (GVT) were entered by National Office and loaded into ELMS after
Close of Nominations the tickets should have been contained in the event information from
ELMS that you have loaded into EasyCount Senate. To check the tickets you should run the
Group Voting Ticket Report.

To ensure that all tickets have been entered correctly you can print the Group Voting Ticket
Report and then compare it to the lodged GVT.

1. Select Reports > Pre-Election Reports > Group Voting Ticket Report. The Ticket
Parameters Report screen is displayed.

2. You can choose a one group’s ticket only or select all, in this case you should select all.
3. Click the Print button to print the report to hard copy.

If there is no ticket information because your Group Voting Tickets were not loaded into ELMS
by National Office after close of nominations, please contact National Office immediately.

2.12 Export Event Data from Batch Control PC to Data Entry
Laptops

2.12.1 Export Event Data from Batch Control PC
Done by a Batch Controller on batch control PC.

Before the Batch Controller can load the event data onto the data entry laptops they must firstly
export the event data from the batch control PC on to a USB key so that the data can be loaded
on to each Data entry laptop.

1. Insert a USB key into the batch controller PC.

2. Select Home > Export Event. The following screen will be displayed.
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3. Click Computer and then select the USB drive (normally the F: or H: drive).

4. Click Save to save the aec-easycount-loadworksation file.

5. You should get a message saying ‘event exported successfully’.

6. Eject the USB by right mouse button clicking on the Safely Remove Hardware and

Eject Media button on the Windows taskbar.

7. Select Eject U3 Cruzer Micro (or if using a different type of USB key select y

2.12.2 Import Event Data onto Data Entry Laptops

Done by a Batch Controller on data entry laptops.

The Batch Controller must log on to each individual data entry laptop — using the EasyCount

Senate administrator username and password.

1. On the data entry laptop double click on the EasyCount icon and login using the

EasyCount Senate administrator username and password.

2. Insert the USB key that you just saved the aec-easycount-loadworksation file onto.

3. Select Home > Import Event. The following box will appear.

e S sty g s u-nl;‘!&"l‘.ﬂ

EasyCount

/ ™\ Are you importing a load workstation fite onto an Easycount
¥ workstation?

No ];

]

T

4. Click Yes. The following screen will appear.
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5. Click Computer and then Select the USB key drive (normally the F: or H: drive) and
select the aec-easycount-loadworksation file

6. Click Open.

7. The following message should appear.

8. Click OK. The event data has now been loaded onto the data entry laptop.

9. Exit EasyCount Senate and then the Data Entry Operator can logon to EasyCount
Senate using their data entry logon.

10. You need to carry out this process on each data entry laptop. Once completed the
data entry laptops are ready for use.
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