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Objective

Following this presentation, the viewer will 
Feel confident to conduct an election using the 
Model 100;
Be able to resolve most problems that may occur 
using the Model 100 voting equipment on Election 
Day.  
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Introduction

The Model 100 Optical 
Scan terminal is a certified 
voting machine for North 
Carolina. In this 
presentation, you will learn 
the procedures for setting 
up, opening & closing, and 
voting with the Model 100.  



Setting Up the 
Model 100
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Prior to Opening the Polls

On Election Day morning, 
roll the Model 100 ballot 
box to the desired location 
in your polling place. 
Next, open your Model 100 
carrying case. 
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Set-Up Process
Inside the carrying case you 
will see you your Model 100 
voting machine.  Notice the 
following items on your 
machine:

LCD status display screen.
Beneath the LCD status display 
screen are the Menu control 
buttons for opening and closing 
the polls.
Printer Access panel.
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Set-Up Process

Printer paper slot for 
printed tape output.
Ballot entry slot, where 
voted ballots are fed.
Power entry, located in 
the back, for the 
electrical cords.
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Set-Up Process

Find the keys in your 
storage box to unlock the 
ballot box – one key 
opens all the locks. 
Unlock the front hinged 
door and let it swing 
downward. 
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Set-Up Process

Next, retrieve the power cord 
from inside the Model 100 
storage box.
Inspect the power cord for 
damage.  If the cord is 
damaged, contact your county 
office. 
Insert the female end of the 
cord through the back opening 
on the left side of the ballot 
box.



11

Set-Up Process

Thread the cord through the 
opening on the back of the 
ballot box until it appears 
through the slot at the back 
of the top recessed area.

Pull the cord until it extends 
a few inches into the 
recessed opening. 
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Set-Up Process
Unlock and open the Counter Access 
Panel towards the back of the scanner 
bed, which reveals the ballot slot.  
Make certain this panel is in the up 
position.
Place the scanner about a third of the 
way into the recessed area and slide it 
on the mounting rails until it is four to 
five inches from the back of the 
recessed area/ballot slot.
Plug the power cord into the back of 
the scanner.



13

Set-Up Process

Slide the scanner until it 
is snug against the back 
of the ballot box ensuring 
that the diverter 
connector at the back of 
the scanner connects to 
the port on the ballot box.
Once again, note that the 
Counter Access Panel is 
in the up position. 
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Set-Up Process
Now that your scanner has been loaded onto 
the ballot box, plug the power cord into a wall 
outlet.  If the cord is plugged in incorrectly, 
the message, “NO-AC” will appear when you 
turn on the scanner.  
You must ONLY plug the scanner into a 
grounded, three-pronged electrical outlet. 
Plug ONLY one scanner into an outlet. ES&S 
recommends that you do not use an 
extension cord.
Check both ballot box compartment side 
doors and the emergency/auxiliary ballot bin 
on the front to verify that the ballot 
compartments are empty. Close and lock all 
doors including the front hinge panel door in 
the UP position



15

Turning on the Model 100

On the left hand side of the 
scanner are access panels to 
the locking key and the printer. 
Lift the panels to gain access to 
this area.
Insert key and turn it to the 
OPEN/CLOSE POLL position. It 
will take approximately two 
minutes for the scanner to load 
the election definition from the 
card into its operating system.  
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Turning on the Model 100

The scanner will display “S-
Mode” in the upper left corner 
of the LCD screen and the 
message “Election Card 
Inserted Open Polls Now?”
Press Yes.  The message, 
“Please Turn Key/Switch to 
Vote” appears.  
Turn the scanner key to the 
VOTE position.
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Printing the Zero Tape

After initializing, the scanner 
automatically prints at least one 
zero tape. This report should 
show no votes on the scanner for 
each of the races and a 
certification message. 
Review the zero tape for 
accuracy, specifically making 
sure the tape indicates the 
correct date, time and polling 
location.  
At the end of the tape, the judges 
should sign the certification lines 
verifying that there were no votes 
prior to opening the polls.
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Printing the Zero Tape

If any information is incorrect, call 
your county election office.
Roll the tape up and leave it in 
the scanner. 
With the scanner in the Vote 
mode, remove the key and 
secure it in a safe place. Close 
the access panel.
The Model 100 is now ready to 
accept ballots.



Voting with the 
Model 100
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Voting Procedures 
Have voters to use only 
medium black ball point 
pens provided in your 
supplies to fill in the ovals on 
the ballots.
Have the voter scan their 
ballot by inserting it into the 
ballot entry slot in any 
orientation. The ballot count 
on the display increases 
whenever the scanner 
successfully scans a ballot. 
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Voting Procedures 
Poll workers should stand back 
from the scanner to insure 
voter privacy, but close enough 
to detect an audio alert.
The Model 100 will query the 
voter if they overvote in a 
contest. The display screen 
will ask whether to “Accept” or 
“Reject” the ballot.
Other common errors that 
prompt alerts are covered later 
in the Troubleshooting section 
of this presentation.



22

Emergency Voting Procedures
If during Election Day the Model 100 scanner 
malfunctions, contact your county elections 
board immediately. Generally, they will 
instruct you to discontinue use of the 
scanner and begin using the emergency bin 
until the problem can be repaired.
The emergency compartment is located on 
the front of the ballot box below the front 
scanner access door. Using the ballot box 
keys, unlock the bin and fold the inner flap 
backwards.
Close and lock the door to the bin.
Instruct voters to place their ballots through 
the bin’s slot. 
Once the Model 100 is repaired, take the 
ballots out of the emergency bin, and feed all 
the uncounted ballots through the scanner at 
the end of the evening after the polls close.



Closing the 
Model 100
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Closing the Polls

At the close of polls, first 
open the emergency bin, 
and remove the counted 
ballots. 
Place them in your 
county’s security ballot 
box for transport to your 
county board of elections 
office. 
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Closing the Polls

All Model 100 users will 
now open the key access 
panel. 
Insert the scanner key, 
and turn it to the 
Open/Close Poll position.
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Closing the polls

Press Close Polls on the LCD 
panel to officially close the polls.  
The scanner will automatically 
print a results tape report and a 
certification report. 
All the judges will need to sign the 
end of all the tapes printed. 
Secure the tapes with the ballots 
to return to the county election 
office .
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Disassembling the Model 100 

Once the results have printed, 
turn the scanner key to the 
OFF position, remove the key 
and store it in your supplies.
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Disassembling the Model 100

Ensure the key access panel and printer access 
panel are closed.
Unplug the scanner from the outlet. 
Pull the cord out of the ballot box and set it 
inside the scanner’s carrying case.
Slide the scanner forward until it is free of the 
ballot box’s mounting rails. Place the scanner 
inside its carrying case.
Ensure all ballot box doors are locked and 
secure. 



Troubleshooting
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Troubleshooting 

In this section we will review solutions to 
more commonly encountered problems or 
error messages with the Model 100. 
If at any point the Model 100 scanner is 
not working properly, first notify your 
county board office. They will instruct you 
if it is necessary to use the emergency 
voting procedures. 
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Ballot Feed Error Messages 

During the Election Day, voters may 
encounter error or alert messages when 
processing their ballot.  The following 
situations represent some common ballot 
exceptions that the voter may experience, 
and the poll worker may be called upon to 
provide assistance. 
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Ballot Feed Error Messages 

1. Printer Failure: If there is a printer failure, check to make 
sure the lever is down inside the printer compartment. 

2. Diverter/Code Channel Error: If the message “Diverter 
Not Found” or “Code Channel” appears, push the 
scanner unit firmly against the back of the ballot box. 
The diverter connecter must lock into the back of the 
Model 100. Also make sure the top metal panel on the 
ballot box is open. If the panel is closed, unlock the front 
panel, slide the Model 100 forward, open the panel then 
slide the Model 100 back into place, close and lock the 
front panel and then reinsert the ballot.
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Ballot Feed Error Messages

3. Under-votes, Blank Ballots, Overvotes: Under 
votes and blank ballots are accepted by the 
Model 100 without a prompt to the voter. 
However, overvoted ballots are partially returned 
with a message that asks the voter to tell the 
machine to accept the ballot as marked or to 
return it to the voter, so that it may be spoiled by 
the poll worker and the voter may receive 
another ballot.
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Ballot Feed Error Messages

4. Extraneous Marks: If a ballot is unable to be processed 
due to damage, extraneous marks or doodling by the 
voter, or hardware problem, an audio alert will sound and 
the ballot will automatically be returned to the voter.  The 
ballot will not be counted and no votes will be cast. If the 
problem is a ballot issue, the ballot may be spoiled, and 
a new one issued to the voter. If the display indicates a 
system message, it may be necessary to contact your 
county board of elections office to assist in the 
interpretation of the message and correction of the issue. 
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Ballot Feed Error Messages

5. Missed Timing/Orientation Marks: If the 
message “Missed Timing Marks” or “Missed 
Orientation Marks” appears when a voted ballot 
is inserted and then the ballot is returned, have 
the voter turn the ballot over and reinsert it into 
the Model 100 in a different orientation. If the 
error message appears again, ask the voter to 
spoil the ballot and receive a new one. 



Thank You!

Thank you for your dedication as a North Carolina Precinct Official. 
Elections would not happen without your assistance.
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For More Information
Contact your local county board of elections.
To learn more about the North Carolina State 
Board of Elections, visit 
http://www.sboe.state.nc.us/.

North Carolina State Board of Elections
• 506 North Harrington Street, Raleigh, NC 27603

• PO Box 27255, Raleigh, NC 27611-7255

• (919) 270-3799
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