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Routine maintenance and cleaning of commercial off-the-shelf scanners used with Ballot Now is an essential 
task for optimal performance of the Hart Voting System.  The purpose of this bulletin is to encourage all Ballot 
Now users to perform scanner maintenance regularly, and to provide links to additional references concerning 
routine scanner maintenance. 
 
How do I know the scanner requires cleaning? 
 

• Jamming multiple times per day 
• Grabbing multiple sheets at one time 
• Squeaking as the scanner feeds the page through 
• Lines appear in the scanned image 
• After 5,000 – 7,000 ballots have been scanned (see below for detail) 

 
Which scanner components require particular attention? 
 

• Excessive dust on the main pick-up roller will make it appear worn and smooth to the touch, causing 
the roller to skim across the page instead of grabbing properly.  

• Excessive dust on other feed rollers will result in a squeaking sound as the scanner feeds the paper 
through.  

• A worn ADF pad will not push the paper fully against the main pick-up roller, causing multiple pages to 
be fed at one time. 

 
How do I practice proper scanner maintenance and cleaning? 
 

1) A good rule of thumb is to clean your scanner after every 5,000 – 7,000 scanned ballots. 

2) Refer to the manufacturers’ documentation in order to maintain scanner rollers, glass and ADF 
pads. 

3) Make sure to replace the scanner rollers and ADF pads at the manufacturers’ recommended 
intervals.  

4) You may purchase a scanner care kit for your particular scanner model. These care kits typically 
include cleaning pads and replacement rollers.  You can also schedule training or maintenance visits 
from the manufacturer through a service plan. 

• For Fujitsu brand scanners, please visit the maintenance website  
http://www.fujitsu.com/us/services/computing/peripherals/scanners/support/index.html
 

• For Kodak brand scanners please visit 
http://www.kodak.com/US/en/dpq/site/TKX/name/OnlineTechnicalSupportUserPublications  

 
Proper maintenance of your Ballot Now scanner will resolve most hardware issues and prevent other issues 
from arising. Please refer to the maintenance guide provided with the scanner for more detailed cleaning 
instructions. 
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