Digital Scan Machine Recounts
As you know, WAC 434-264-055 was adopted this year in July to address digital scan system machine recounts.  The WAC requires the identification of all undervoted ballots in a recounted race. The purpose is to find any valid votes that were missed in the resolution process.  
The procedure is similar to optical-scan systems where the tabulator is programmed to look at just the one race, and then out stacks ‘undervotes’ by setting the tabulator to out stack blank ballots.  These ballots are then examined for valid votes.
To assist counties in identifying undervotes for a specific contest, Hart created the BN Audit Utility at the request of our office.  You should have received a utility disk at the time of your L&A test.  

You are not required to use Hart’s utility, however it is very difficult to identify these ballots electronically without it.  The only other option, in our opinion, is to physically examine the undervoted ballots.  
Please be assured that our office has tested the program for viruses.  You should also test the disk before loading it into your tabulator.
Below are instructions to use Hart’s BN Audit Utility.  Please contact Patty Murphy at pmurphy@secstate.wa.gov with any questions.
WAC 434-264-055 Machine recount of votes cast on digital scan ballots. 

In a machine recount of votes cast on digital scan ballots, the tabulating equipment must be programmed to identify all ballots that include an undervoted office or ballot measure subject to the recount. All ballots identified must be inspected to confirm that no vote was cast. If the inspection detects a vote cast that was not correctly counted by the tabulating equipment, the county auditor shall refer the ballot to the county canvassing board consistent with WAC 434-261-070.  

 BN Audit Utility Procedure

See Ballot Now Audit Utility 1 and 2 training videos. The text below describes the process described on the training video.
(For more detailed instructions, see Hart’s Ballot Now Audit Utility User Guide.)

I. FIRST SAVE THE AUDIT LOG FROM BALLOT NOW

1) Open the Ballot Now Election database. (The MBB for the election is not required.)


2) Reports > Audit Log – Election


a. Click the Export Report button (envelope icon on menu at top).


3) In the Export Window:


a. Format: choose Separated Values (CSV)

b. Destination: Disk file

c. (click) OK


4) In the Character Separated Values Window:


a. Select Character

b. In the Character field, type , (comma)

c. In the Delimiter field, type “ (double quote) if it isn’t already defined.
d. (click) OK


5) In the Number and Date Format Settings Window:

a. Place a checkmark in both boxes.
b. (click) OK


6) In the Choose Export File Window:


a. Save in: (navigate to the folder you want to save it in.)

b. File name: (election name Audit Log.csv)

c. (Click) Save

II. NOW RUN THE BALLOT NOW AUDIT UTILITY
1) Start the BN Audit Utility


2) Source File (Browse to the audit log CSV file)


3) Target File 


a. (Browse to the folder with the audit log file)

b. Under File name:, type in (election name Audit Log OUT.csv)


4) (click) Reformat


5) (When reformatting complete, click) OK

III. OPEN UP AUDIT LOG OUT.CSV IN EXCEL

1) Take the Audit Log OUT.csv file to a computer with excel.


2) Double click on the file – it will open up in excel.


3) File, Save as


a. Save as type: [Microsoft excel xxx (.xls)]


b. File name: (election name Audit Log OUT.xls)


4) Clean up file:


a. Delete the first 10 columns (A through J).


b. Delete the new C through F columns.

c. Insert a row and type in header labels.


	Action
	Comment
	Batch
	Seq
	S/N


5) Data, Filter, Autofilter


a. Click on the drop down under Action. Choose Confirm Undervote


b. This will display all confirmed undervotes. 


c. Click on the drop down under Comment. Select the contest.

6) Now copy these filtered records to their own worksheet.


a. Click on upper left corner to highlight the whole worksheet.
Edit, Copy

Go to new worksheet.
Edit, Paste Special, Values

(This pastes all undervotes for this contest to new worksheet.)


7) Work from the final worksheet.


a. Add three new columns – Outcome, Precinct and Initials.
Use these columns to record the outcome when looking at the undervote, (and precinct if there is a change to vote), and to record the initials of the county workers.


b. Sort by Ballot #, or Batch and Sequence #, depending on your method of pulling up the ballot.


c. Print the worksheet to record outcomes and intials.
IV. PULL UP EACH BALLOT IN BALLOT NOW; LOOK AT THE UNDERVOTE; RECORD OUTCOME.

1)  Open Status- You will need an MBB from this Ballot Now election to review resolution from the database if your Ballot Now database is in open status. After inserting an MBB, select the election and you will look under Resolve. Use the batch number and sequence number to find the ballot. Verify the serial number on the ballot matches.


2) Closed Status- If your Ballot Now database is in closed status, you will look under Review. You will not need an MBB if your database is in closed status.


3) Record the outcome of each undervote you look at – 


a. If no change – ok

b. If change, a description of the vote change.
RECOUNT REPORT
1.  Open Tally and create a new Tally data base labeled – Recount ‘Race name’.

2. Go to Options, Vote Adjustments to manually adjust vote totals. (If any.)

 • Select the precinct (and split, if applicable) 
• If adjusting votes for a primary election, select the party. 
• Select the ballot source (Early Voting, Absentee, or Election Day). 
• For each contest on a ballot, enter the adjustment to the appropriate option by selecting the corresponding item in the Adjustment column. 
> Enter adjustments for overvoted and undervoted contests, in addition to properly marked ones.


3. Create a custom report through the Tally Custom Report Wizard (on the reporting tab) to set up a report to only report this race.

