L & A TEST DAY CHECKLIST
County __________________________________________  Date & Time of Test ____________
Conducting the Test

NOTE: Use red pen for this checklist when in tabulation area.


Optical Scan counties

· Have the county run a “zero” report on the tabulator. 
· Run the test ballots through the tabulator(s).

· All tabulators prepared for the election are included in the test.

· Persons who will be running tabulators should perform the test.
· Have tabulator stop for blank ballots, overvotes and write-ins. Check the ballots.

· Rerun the blank ballot and overvotes. (Write-ins are already counted.)
· If the tabulator results are moved to reporting software, run a “zero” report in the reporting software. 
Digital Scan counties
· Verity – Run zero reports from scanners.

· Run a “zero” report in the reporting software.
· Counties should run all L&A test ballots through the scanner, 
· Resolve the test ballots. 

· Remind Hart County – 

Do not auto-resolve overvotes

Do auto-resolve undervotes
· Tally the results.
See S:\Election-Specific Information\L&A\Test Exemption Requests for county exemptions.

For All Tabulation Systems
· Print a cumulative test results report combining results from all tested scanners/tabulators.

· Compare the test results with the projected results.
· You can wait to do this when checking the results in WEI Admin.

· If the results do not match - Hand count the affected ballots to resolve the discrepancy. If observers are present, ask them to participate in finding the discrepancy.
· The county may choose to add the results from the AVU pre-test. If the county includes these results, compare the test results with new projected results. Counties are not required to add AVU results.
Uploading the Results to WEI
Please note:  King and Yakima counties will upload state and joint county race results only. 
· Have the county export and save the L&A test results to a removable drive.
http://weihelp.sos.wa.gov/help/weiadmin/ElectionResults/UploadSetup/ExportProcedures
· Take the export file to an internet computer.
· Have the county login to WEI Admin.
https://weiadmin.sos.wa.gov/WEIAdminWeb
· Upload the test file. Other than Wahkiakum, all counties should go to ‘Upload Results.’
 http://weihelp.sos.wa.gov/help/weiadmin/ElectionResults/UploadResults 
· Wahkiakum only—use ‘Manual Entry.’  

· If the export file has not been ‘setup’ for the upload, the system will automatically display the Upload Setup function in WEI Admin. http://weihelp.sos.wa.gov/help/weiadmin/ElectionResults/UploadSetup .  The county must complete this step before uploading the test results. If you have problems with the upload setup, go to Manual Entry. Have county notify WEI Support after the test to help with setup.


· Make sure the county enters the number of registered voters! Remind the county to update the number of active registered voters on election night.
· Show county how to confirm results submission, summary, and processing by HTML generator through WEI Admin> Election Results > Results Posting History.

Checking the Results
· In WEI Admin, go to Election Results—Review Results.
· Check results against the results printout.
· Verify the number of Registered Voters.
· Do not zero out results yet.
Verifying the WEB  
Confirm that the results are moving through the process to the web.
· Go to http://results.vote.wa.gov/results/20141104_test/countyname  (note the word “results.” appearing before “vote.wa.gov”!)

· Make sure all measures and races are appearing in the proper order.

· If any measures or races are out of order, verify that the order is correct on the Ordering Report. To reorder candidates go to Ordering in the WEIHelp manual. Refer to http://weihelp.sos.wa.gov/help/weiadmin/jurisdictions/Pages/JurDisplayOrdering.aspx for changing the ordering of jurisdictions or offices.

· If a measure is not displaying, verify that the county approved the measure. For step-by-step instructions, see http://weihelp.sos.wa.gov/help/weiadmin/Measures/Pages/Measures_Add.aspx .
· Verify results. (The test site will display results, however county public pages will only display zeros until 8:00 P.M. Election night.)
· For counties using the WEI results page, look at results page on the website and verify there are zeros in every measure and race. Make sure all measures and races are appearing.
Zero out results in WEI Admin when test is completed. 
Certificate
· Have all present sign the certificate.

· Be sure to write down the seal numbers used to secure the L&A test, programming and results.

· Watch the county representative seal the L&A test materials, original Certificate and Addendum into a secure container.
· MBBs or USB drives do not have to be sealed with L&A test materials because they are a secondary copy of the ballot data that is saved in the database. However, the county representative should make a backup of the database and store into a secure container.
· Bring back to the office copies of:

· Signed Certificate

· Signed Addendum

· AVU test log
· Electronic Duplication test log (if applicable)
· Zero report(s)

· L&A test results report—cumulative only.  

· Place documentation in OSOS office file(s).
Emergency Test

· If the test cannot be completed that day or you must leave before the test is completed:
· Explain the emergency test procedures to the county before you leave. (WAC 434-335-310)
· Leave the Certificate and Addendum.
· Ask the county to email weisupport@sos.wa.gov that the test was not completed and the date and time for an emergency test.
· Request the county send a copy of the emergency L&A test results, the signed certificate and the addendum to our office.
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