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Dear Community Member: 
 
 
Thank you so much for your willingness to serve as an Election Official for the City of Glendale. 
 
 
We developed this manual to help you prepare for Election Day. It contains everything you need to 
know to assist voters and ensure that every vote is counted accurately and legally. We recognize it’s a 
large amount of information and encourage you to consult your manual throughout Election Day. 
 

If you have any questions, please call Glendale City Staff at 414-228-1700. 
 
Your demonstration of civic responsibility is greatly appreciated. We hope you will find your experience 
as an election official to be positive and rewarding. 
 
 
Megan Humitz, City Clerk 
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Reminders 
 

 
On Election Day, your job is to faithfully follow election laws and serve voters to the best of your ability. You must: 

• Review your training manual prior to Election Day, especially the Opening of the Polls, the Receiver, and 
Registrar sections. 

 
• Bring your training manual with you on Election Day. 
 
• Dress appropriately – business casual is acceptable; no t-shirts, sweatshirts, or sweatpants. 
 
• No campaign buttons or other partisan attire. 
 
• Always remain courteous and professional. 
 
• Refrain from partisan comments or discussions – leave your opinions at home. 
 
• Respect the secret ballot and the privacy of voters – do not scrutinize ballots or reveal how a person voted. 

General Information 
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Important Information About Your Pay 
 

In order to receive timely payment for training and working on Election Day, you must present a copy of your social 
security card to the City of Glendale. 

  
• In-person: Monday – Friday, 8:00 A.M.—4:30 P.M. at City Hall, 5909 N Milwaukee River Parkway 

• Mail: City of Glendale, 5909 N Milwaukee, River Parkway, Glendale, WI 53209 

• Email: m.humitz@glendalewi.gov 
 
 

Election Day Shifts: 
• FULL Shift: 6:00am—closing (two 1/2-hour meal breaks) 

• AM Shift: 6:00am—1:30pm (one 1/2-hour meal break) 
• PM Shift: 1:00pm—closing (one 1/2-hour meal break) 

 
Election Inspectors should receive two (2) half-hour meal breaks when working a full shift or one (1) half-hour break 
if working a half shift during Election Day. Break time will be scheduled at the discretion of the Chief Inspector to 
ensure adequate staffing at all times. 

 
 

Reduction In Pay: 
If you are late or leave before your Chief Inspector dismisses you, your pay will be reduced. 
 
Evaluation: 
For every election, your Chief Inspector will evaluate your work. Your behavior and work performance will determine 
whether we will assign you to a future election. 
 
A poor evaluation could result in not being appointed to work in future elections. 

 
Examples of poor behavior/performance: 

 Failing to follow the Chief Inspector’s instructions. 

 Failing to follow proper election procedures. 

 Leaving the voting site without permission of the Chief Inspector. 

 Sleeping on the job. 
 

Payroll Sheet: 
Check the payroll sheet to be sure that your name and address are correct. For any name or address change, you 
will need to update your information with Human Resources. 
 
At the end of your shift, verify the hours you worked and sign in the appropriate space. 
 
Your Chief Inspector will have the payroll sheets. 

General Information 

mailto:m.humitz@glendalewi.gov
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Payroll Sheet 
 

General Information 
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Roles 
 

Each voting site has a Chief Inspector, who oversees the site, and several Election Inspectors. There are six (6) 
primary positions or roles assumed by Inspectors. Based on the anticipated turnout for Election Day, some roles 
may not be necessary for every election. 

 
Election Inspector Roles 

• Receiver 
• Registrar 
• Machine Attendant 
• Greeter 
• Ballot Table 
• Absentee Processors 

 
The following pages will detail the responsibilities of each of the Election Inspector roles. 

 
Position assignments are typically done in advance by the Clerk’s Office, however all Election Inspectors must have 
the skill and knowledge to work in any of the positions on Election Day. Chief Inspectors may choose to rotate the 
Election Inspectors throughout the day. Election Inspectors CANNOT refuse to rotate into other positions. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

General Information 
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Roles 
 

Election Inspector: Receiver 
Two (2) Receivers are assigned to each district table and maintain the Badger Books. Please note, that Badger Books 
will allow the Receiver to also act as a Registrar, and one should expect to do so in order to efficiently and effectively 
assist all voters. 

 

 Ask voter for their photo ID and verify the ID is an acceptable and valid form of Photo Identification. 
 
 Locate the voter in the Badger Books database for check-in, following all instructions/prompts on screen. 
 
 After voter check-in is complete, issue the voter number and hand the printed number to the voter. 
 
 Direct voter with voter number to correct table for their District/Ward to obtain ballot. 
 
 Receivers should reconcile their poll books throughout Election Day as time allows. (See pages 77 & 179.) 
 
 Assist Chief Inspector with other duties as assigned. 

 

*Voters are required by Wisconsin State Statute (6.79(2)) to state their full name and address. If they refuse to 
do so, they are not allowed to vote. There are some exceptions for disabled voters, and your Chief should be 
consulted for these exceptions. 
 

*The address on the ID does NOT need to match what the voter states/what is shown in Badger Books. 
 

*Photo ID must not be expired prior to November 8, 2022. Badger Books provides expiration dates for all forms 
of photo identification – watch these dates! 

 
*If a voter does not appear in poll book or appears with a different name/address, they must register to vote. 
State law requires a new registration if there is a change in name or address, including apartment number.  

 
*The “Overseas” watermark in Badger Books indicates a voter may only vote a Federal ballot and should be 
directed to the Chief Inspector. 
 

*If there are spelling errors or transposed numbers, use the “Update Name” or “Update Address” feature in 
Badger Books, followed by the “Misspelling” option. A note should be added for the Clerk’s Office regarding the 
typo. Do not have the voter re-register. Name and address CHANGES require a new registration. 
 

*The “Absentee Returned” watermark indicates a ballot was returned by the voter. However, if there is NO 
voter number assigned it may be a data entry error and the voter should be asked if they returned a ballot. If 
the answer is no, verify with the absentee processes there is no ballot on file. If not, they may vote. If the answer 
is yes or a ballot is on file, they may not vote. 
 

*The “Absentee Issued” watermark indicates a ballot was sent to the voter. If there is a voter number assigned 
to the voter, they may NOT vote on Election Day. If there is no voter number, inform/ask the voter “It appears 
you were sent an absentee ballot. Did you return that ballot?” If the voter states they did not, they may vote. If 
the voter states they have sent it back, but we have not received it yet, they may NOT vote on Election Day. 

General Information 
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Roles 
 

Election Inspector: Registrar 
Every person must be registered before voting in an election. Wisconsin law allows a person to register on Election 
Day. 
 

Each district will have one registrar assigned during an election. A Registrar works with individuals who are 
registering to vote on Election Day. Please note, that Badger Books will allow the Registrar to also act as a 
Receiver, and one should expect to do so in order to efficiently and effectively assist all voters. The duties of a 
Registrar are as follows: 
 

 Confirm the voter is at the correct polling location and District/Ward. 
 

 Verify the voter has resided at their current address for at least 28 consecutive days prior to the Election.  
o If not, they will need to vote from their previous address (even if outside of Glendale). 

 
 Ask if voter has brought Proof of Residence (POR) and an acceptable Photo ID. If the voter does not have 

a WI DL/ID, they must provide last 4 digits of their SSN for registration (the card need not be present). 
 

 Compare the voter’s Name and Date of Birth to the Ineligible Voter List. 
 
 Locate the voter in the Badger Books database or start a new voter record (if never voted in Wisconsin) 

to complete an Election Day Registration (EDR); follow all instructions/prompts in Badger Books. 
 
 After registration is complete, proceed to check-in voter and issue voter number. 
 
 Direct voter with voter number to correct table for their District/Ward to obtain ballot. 
 
 Assist the Chief Inspector as assigned. 

 

 *If a voter does not have an acceptable form of POR, they cannot register and therefore cannot vote. 
 

 *Badger Books provides “valid” dates for the various forms of proof of residency – watch this! 
 

*If a name and date of birth are an identical match to the Ineligible Voter List, inform the voter they are unable 
to vote based on the information available. 
 

 *When recording the POR#, only the last 2 or digits are needed – please do NOT record entire account numbers. 
 

*If a voter does not have acceptable Photo ID, they will be unable to vote. For information on Provisional Ballots, 
check with the Chief Inspector. 
 

 *Paper registration forms should only be used for curbside Election Day Registrations. 
 

*Name corrections may be made using the “Update Name” and then “Misspelling” option in Badger Books. A 
note about the misspelling should be added for the Clerk’s Office. This is to be used for typos only. A name 
change (marriage/removal of a hyphenated name/etc.) requires a new voter registration be completed. 

 

 *Wisconsin does NOT require voters to register with a political party affiliation, which is common in other states. 

General Information 
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Roles 
 

Election Inspector: Machine Attendant 
Every polling location will have at least one poll worker assigned to monitor activities at the DS200 voting machines. 

 

Machine Attendants should stand or sit approximately 4 feet away from the front of the voting machine to allow 
voters to insert their ballot into the DS200 privately and without assistance (unless requested). 

 

Do not sit or stand next to the machine. 
 

NOTE: Ballots may be inserted into the machine in any direction. 
 

In addition to monitoring DS200 activities, Machine Attendants should: 
 

 Collect the voter numbers and ballot privacy folders from voters submitting their ballots and place voter 
numbers on the spindle provided. Keep voter numbers separated by district, as these can assist with 
reconciliation at the end of the day. 

 
 Collect the voter numbers from Election Inspectors processing absentee ballots and place them face down 

on the spindle. 
 
 Distribute “I VOTED” stickers. 
 
 Assist voters whose ballots were rejected by the DS200 voting machine by notifying the Chief Inspector. 

Rejected ballot messages only appear on the monitor and should not be removed until the message has 
been read and communicated to the voter. 

 
 Periodically check the voting booths, remove discarded materials, and replenish pens as needed. Use the 

provided sanitizing wipes to occasionally wipe down the voting booths. 
 
 Immediately report problems with the DS200 to the Chief Inspector. 

 

*The DS200 will accept ballots the moment the Chief selects the option to open the polls. However, voters 
cannot be allowed to insert ballots until 7:00 a.m. when the polls officially open. 
 

 *The tape only prints opening and closing reports. 
 

*Wisconsin election law only allows a voter a maximum of three (3) attempts to complete a ballot. If a voter’s 
ballot is rejected twice, ask them if they would like assistance, since we are unable to issue any more ballots 
after the third ballot! 
 

*In the event of a ballot jam, consult your manual for steps to clear the jam. The Chief should IMMEDIATELY 
notify the Clerk’s Office if the jam cannot be cleared, and the machine will not accept ballots. The Clerk’s Office 
will respond to assist with resolving the problem. During this time, the auxiliary bin on the front of the machine 
should be used to accept ballots. Voters may elect to wait for the jam to be cleared, rather than utilize the 
auxiliary bin; however, they may not leave the polling place with their ballot.

General Information 
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Roles 
 

Election Inspector: Greeter 
Every polling location will have one Greeter position assigned. The duties of a Greeter are as follows: 

 

 Greet voters & assist with the door if needed; control the flow of voters. 
 

 Help voters determine their ward and correct voting site by asking “Do you know which District you reside 
within?” 

 

 If voter is unsure if they are registered, use tablet to search the 
voter’s name and date of birth on MyVote.WI.gov 
o Voters who are not registered at their current address will need 

to visit the Registration table first and will need Proof of 
Residence to register. Advise voters of the Photo ID 
requirement. 

 

 If verifying the polling location, use table to search the voter’s 
address on MyVote.WI.gov.  
o Determine district based on ward number, and direct voter to 

correct poll book table: “You are in District _____ Ward _____, 
so you’ll check in at the District _____ table. Have your photo 
ID ready.” 

 

 Advise voters to utilize the large maps to determine their district/ward. 
 

 Answer questions about acceptable proof of residence or photo ID documents. 
 

 Answers general questions about the voting process or direct questions to the Chief Inspector. 
 

 Direct observers to check-in with Chief Inspector 
 

 Assist Receivers with curbside voters. 
 

 Direct anyone dropping off an absentee ballot to the Chief Inspector. 
 

 Help maintain clear pathways for voters to enter and move through the voting process in an orderly 
fashion. 

 

 Assists Chief Inspector as assigned. 
 

*If voter’s address has changed, search voter’s current address to direct voter to the proper registration table 
and/or polling place to register. The voter must have lived at their current address for at least 28 consecutive 
days before the election, or the voter will need to vote from their previous address. 
 

* Due to redistricting, which takes place every 10 years, voters may no longer be voting at the place they last 
voted.  
 

*If a voter questions the need for photo ID, explain Wisconsin State Statute (6.79(2)(a)) requires all voters to 
present a valid photo ID to vote (list available at registration table). 

General Information 
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Roles 
 

Election Inspector: Ballot Table Attendant 
The Ballot Table Attendants are responsible for ensuring all voters receive the correct ballot, based on their 
district/ward and in certain elections, their school district. This is the FINAL check to ensure each voter is voting in 
the correct place. Every polling location will have at least one Ballot Table, depending on the size of the election. 
Larger elections will have one table per district. The duties of the Ballot Table Attendants are as follows: 

 
 Voters will be directed to your table after check-in at the poll books or registration has been completed. 
 
 Ask each voter for their printed voter number. 
 
 Verify the Ward number on the printed voter number slip matches the Ward number on the ballot at your 

table assignment.  
o If the Ward number does not match, hand the printed voter number slip back to the voter and direct 

them to the other district table to collect their ballot. 
 
 Give the voter their ballot and voter number slip, stating “You are in District ___ Ward ___.  After voting 

your ballot, place it in the machine labeled District ___.” 

*Each ballot issued must have two sets of Election Inspector initials. If ballots are “pre-initialed” with your table 
partner, this should be done in small amounts and the ballots should ALWAYS be kept out of public access. 

 
  
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

General Information 



C
ity of G

len
dal

e

10 
 

Roles 
 

Election Inspector: Absentee Processor 
Absentee ballots are not processed until Election Day. Every polling location will have at least one team of absentee 
processors, depending on the size of the election. Larger elections will have one team per district. The duties of the 
Absentee Processors are as follows: 

 

 Keeping ballot envelopes in alphabetical order, go through the entire district one by one. Be sure each 
ballot belongs in the ward/district you are processing.  

 
 Do not pre-number ballots. It is advisable for both processors to count the envelopes to ensure accuracy. 
 
 State voter name and address aloud. This is State law and must be done even if no one is listening. 
 
 Verify all required information on envelope is present: Voter Signature, Witness Signature, COMPLETE 

Witness Address (Number, Street Name, and City). 
 
 Scan the barcode or manually enter the mailing ID for a set of 10 envelopes. Verify the selected records 

before “processing” to assign voter numbers. 
 
 Write the assigned voter number in the upper right corner of the address label on the envelope. Ballots 

are NEVER numbered. NOTE: Voter Numbers issued by Badger Books may not be sequential! 
 
 Carefully slice open envelopes and remove ballots, keeping ballots and envelopes in same order. 
 
 After a stack of ballots has been opened and assigned voter numbers, create a “pink slip” for the set. Run 

ballots one by one through the machine. This should not be done at a time it interferes with voters 
inserting ballots, whenever possible. The pink slips should be given to the Machine Attendant. 

o It is acceptable to have voters wait if you have begun processing a bundle of 10 ballots through 
the DS200, however feeding ballots through the machine should not be done during “peak” 
periods. If a line begins to form, step aside after your “bundle” is complete before processing 
another bundle of 10. 

 
 ExpressVote ballots do NOT need to be reconstructed and should be fed through the top tray of the 

machine, while regular ballots are inserted into the lower portion of the tray. Emailed ballots ALWAYS 
need to be reconstructed. Do NOT try to feed a printed ballot into the DS200. 

*Always process absentee ballots in bundles of 10. 
 

*Signatures on envelopes do NOT need to be legible. 
 

*If information is missing from an envelope, please verify with Chief Inspector before rejecting. The voter has 
until the close of polls on Election Day to rehabilitate the ballot before it must officially be rejected. 
 

*Ballots marked RAB are Rejected Absentee Ballots. Typically, the voter has moved, is deceased, or the ballot is 
otherwise ineligible. DO NOT PROCESS – Give the unopened ballots to the Chief. 

 

*Reconstruction MUST take place in teams of TWO and follow proper protocol. (See page 153.) 
 

General Information 
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Roles 
 

Chief Inspector 
Chief Inspector, you are the manager of the voting site. A well-organized and efficient voting site is a result of good 
management and teamwork. How you manage the Election Inspectors at your site will determine how well they will 
work together as a team. 
 
Here is some advice that can help you encourage your Election Inspectors to return to work whenever there is an 
election, do their best work, and work together: 

 
• Exercise good communication skills 
 Communicate clearly and correctly when assigning tasks or giving deadlines, listen and address the concerns 

of Election Inspectors, share important information. 
 
• Be considerate 
 Remember to say “please” and “thank you”; show respect to all Election Inspectors. 
 
• Be fair 

Showing favoritism hurts teamwork. On Election Day, you want all Election Inspectors to do their best and 
work together. 

 
• Feedback 

Give praise to deserving Election Inspectors and constructive feedback to Election Inspectors who may need 
more training. Election Inspectors should know truthfully from you whether they are doing a good job or not. 

 
• Provide constructive criticism 

Everyone makes mistakes. Try to understand the reasons for the error and demonstrate the right way to do 
things. Refrain from scolding someone in front of other Election Inspectors or voters, give honest and 
constructive feedback. 

General Information 
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Roles 
 

Chief Inspector 
It is the policy of the City of Glendale to provide a work environment that is free from harassment or unlawful 
discrimination including, but not limited to, discrimination based on age, race, national origin, disability, religion, 
and sexual orientation. 
 
As Chief Inspector, you should refrain from using any language or demonstrating any behavior that may be 
interpreted as harassing or discriminatory. Additionally, if any Election Inspector behaves in a harassing or 
discriminatory manner towards anyone, you must: 

 
• Bring to the Election Inspector’s attention any inappropriate behavior. 
 
• Give them an opportunity to correct their behavior. 
 
• If the inappropriate behavior continues, report them to the Clerk's Office, i.e., note the incident(s) on the 

back of the Payroll Data Sheet. 

General Information 
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Roles 
 

Chief Inspector 
At the completion of training and prior to Election Day, every Chief Inspector should be able to understand the 
following: 

 
 The concept of a “polling location” and “district/ward” and the assignment of voters to districts and wards 

at polling location based on residential addresses. 
 
 A familiarity with the different types of elections and ballots, including the Non-Partisan February Primary, 

the Non-Partisan April Election and Presidential Preference, the Fall Partisan Primary, and the November 
General Election. 

 
 An overall understanding of how a polling place is set up and functions, including: 

o Familiarity with the receiver table includes Badger Books e-poll books (lists of registered voters), voter 
numbers, and issuing ballots. 

o Voter registration, including the steps necessary to complete an Election Day Registration Application 
and check-in a voter. 

o The operations of a voting machine (DS200) and ExpressVote. 
 
 Understanding the roles and responsibilities of Election Inspectors as they relate to district tables, voter 

registration, and the voting machine. Assigning and supervising accordingly. 
 
 Opening and operating a polling location, including starting the DS200 and the ExpressVote. 
 
 Understanding the concept of reconciling the number of voters at a district to the number of ballots 

inserted into a voting machine, or voters = voter numbers = ballots. 
 
 Completing all election forms, with particular attention to the EL-104 Chief Inspector’s Statement, the 

Election Day Reconciliation Report, and the Closing Checklist. 
 
 Maintaining control of unused, official, and voted ballots at all times, including addressing rejected ballots 

and ballots that must be reconstructed. 
 
 Issuing a Provisional Ballot and responding to a voter challenge. 
 
 Ensuring accessibility at your voting site, including facilitating a curbside vote. 
 
 Maintaining order at your voting site, including managing observers. 
 
 Closing a voting site, including payroll, repacking the voting machine, and properly preparing all required 

items for the Clerk’s Office.

General Information 
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Roles 
 

Chief Inspector 
Establish Election Worker Payroll 
 
Most of the names of the Election Inspectors reporting to your polling place will appear on the “Election Worker 
Payroll Data” (Payroll) sheet. The Chief Inspector should record the arrival time and departure time for each 
Inspector. It is particularly important to note if an Election Inspector reports late or leaves early. 
 
Election Inspectors are REQUIRED to arrive at the designated polling location by 6:00 a.m., unless instructed to arrive 
earlier or later. Election Inspectors normally have approximately 60 minutes (from 6:00 a.m. until 7:00 a.m.) to 
complete set-up of a polling place on Election Day. 
 
The Chief Inspector is responsible for supervising Election Inspectors, following all polling place policies and 
procedures (quality assurance), completing all opening and closing procedures, and maintaining ballot control. As 
Chief Inspector, you should provide clear and concise direction to your Election Inspectors and provide everyone 
with assignments. 
 
You should begin your day by introducing yourself to each Election Inspector and confirming their name appears on 
the payroll sheet and the hours they will be working. 

 
 Have the Inspectors review the Payroll sheet for accuracy in their address, scheduled shift, and contact 

information. 
 

 If changes are needed, have the Inspector contact Human Resources to update their information. 
 

General Information 
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Roles 
 

Chief Inspector 
Assign Election Inspectors 

 
Every polling place will likely have two (2) receivers on duty at a district table at all times, one (1) Registrar, one (1) 
Machine Attendant per district, two (2) Absentee Processors per district, one (1) Greeter, and two (2) Ballot Table 
Attendants.  
 
Please note that the staffing numbers for Election Inspectors will vary based on the anticipated turnout of an election.  

 
Position assignments are typically done in advance by the Clerk’s Office, however all Election Inspectors must have 
the skill and knowledge to work in any of the positions on Election Day. Chief Inspectors may choose to rotate the 
Election Inspectors throughout the day. Election Inspectors CANNOT refuse to rotate into other positions. 

 
Election Inspectors should receive two (2) half-hour meal breaks when working a full shift or one (1) half-hour break 
if working a half shift during Election Day. Break time will be scheduled at the discretion of the Chief Inspector to 
ensure adequate staffing at all times. 

 
Once all Election Inspectors are aware of their position assignments, administer the Election Inspector Official Oath, 
including obtaining all Election Inspector signatures on the form. 

General Information 
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Roles 
 

Chief Inspector 
Chief Inspectors Statement EL-104 

 
Use this form to report and record: 

 
 Any facility or voting equipment problems or other issues that may have disrupted or delayed voting. 

 
 Any issues or unusual situations that occur that involve voters, observers, election workers, or law 

enforcement. 
 

 Anything that has impacted your ability to reconcile (balance your voter numbers to your ballots). 
 

 Any provisional ballots issued for a district. 
 

 The number of spoiled ballots. 

General Information 
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Chief Inspectors’ Statement (EL-104) 
 

**PLACE COMPLETED FORM IN CLOSING FOLDER**

General Information 
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Chief Inspectors’ Statement (EL-104) 
 

 

General Information 
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Accessibility at the Voting Site 
 

Recognizing and eliminating barriers when participating in the voting process should be a key priority for all election 
workers. This is particularly important to voters with disabilities. The City of Glendale is dedicated to ensuring that 
polling locations are fully accessible to all persons with disabilities, including those in wheelchairs. NOTE: Service 
animals that assist people with disabilities must be admitted into all buildings. 
 

Every polling location has a piece of voting equipment called the ExpressVote. The ExpressVote allows most people 
with a disability the opportunity to vote privately and independently (without assistance or observation, unless 
requested). 
 

All voters deserve courteous attention when exercising their right as citizens to vote. A person with a disability has 
the same right to vote at their polling location (instead of voting an absentee ballot) as any other voter. Please 
practice the following common courtesies when assisting a voter requiring accommodations: 
 
Positive Attitude 

• Provide unhurried attention to a person who has difficulty speaking or understanding a process.  

o Be considerate of the extra time it may take for a person with a disability or an elderly person to complete 
procedures. 

 

• Greet a person who is visually impaired by letting the person know who and where you are. 
 

• Speak clearly to the person who has a disability rather than speaking to a companion who may be 
accompanying them. 

 

• Speak calmly, slowly, and directly to a person who is hearing impaired. 

o Your facial expressions, gestures, and body movements help in understanding. 

o Don’t shout or speak in the person’s ear. 

o If full understanding is doubtful, try writing on paper and allow the person to read it. 

o If asked to speak louder or closer to the person – please do so. 
 

Offer and/or Allow Assistance 
• Voters with disabilities may be accompanied by and receive assistance from another person in the polling 

place. 
 

• Do not be reluctant to ASK a disabled voter if they would like assistance during any part of the voting process, 
including instructions on use of the ExpressVote. 

 

• Before pushing someone in a wheelchair, ask if you may do so and how you should proceed. 
 

• When offering walking assistance, allow the person to take your arm and tell him or her if you are approaching 
steps or inclines or turning. 

 

• Offer a voter waiting in line the opportunity to sit in a chair. Make sure you have a plan in place that would 
allow a person resting in a chair to re-enter the line when it is their turn (e.g. ask the person behind them to 
“save their place”). 

General Information 
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Accessibility at the Voting Site 
 

Be comfortable and competent with the ExpressVote 
• Make sure the ExpressVote is set-up and turned on BEFORE the polls open. 

 
• Be familiar with the purpose of the ExpressVote. 

o It is a ballot marker, not a tabulator (voting machine). 

o It allows ANY person (including a person with a disability) the opportunity to mark their ballot privately 
and independently. 

o Once marked, the ballot is ejected and must then be inserted into the DS200 voting machine to be 
tabulated. 

 
• Promote use of the ExpressVote as an opportunity for ALL VOTERS. Do not limit use of the machine to people 

with disabilities. 
 

• Do not appear inconvenienced if a voter chooses to use the ExpressVote or requires instruction. 
 

• IMMEDIATELY contact the Clerk’s Office if the ExpressVote is not functioning properly. 
 

• The ExpressVote will be set up near the voting booths and you should ensure the screen is positioned away 
from the public. Voting should be private for ALL voters. 

 
*Talk to your Chief Inspector about practicing use of the ExpressVote to mark a ballot. (You can tear your ballot 
in half afterwards as a “spoiled ballot”). 

 

General Information 
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Voting Day Accessibility Checklists 
 

The purpose of these checklists is to allow you, the Election Inspector, to quickly assess whether your polling location 
has barriers for people with disabilities on Election Day. If you identify barriers, you should inform the Chief Inspector 
and the Clerk’s Office so the barrier can be addressed as soon as possible. Many barriers can be easily corrected on 
Election Day. 
 
Follow the steps on this checklist for parking. (For polling locations that have parking lots) 
Check the box next to the item as it is completed. 

 

 
1 

The accessible parking space(s) are clearly marked with the standard accessible parking sign. 

 
2 The accessible parking space(s) are located nearest to the accessible entrance. 

 
3 There is at least one (1) van accessible space. 

 
4 There is an accessible way to get from the parking lot to the sidewalk. 

 
5 

The parking lot is paved. 

 
 

Follow the steps on this checklist for pathways to the building. 
Check the box next to the item as it is completed. 
 

 

 
1 

The path to the accessible entrance is clearly marked with large-print signs if it is different 
from the primary route to the building. 

 
2 

The path of travel is free of breaks and edges and is clear of debris such as snow, ice, 
leaves, and low-hanging objects, such as tree branches. 

 
3 

The path of travel has the necessary curb cuts and ramps so that a person using a mobility 
device can access the building with ease. 

 4 All ramps have handrails (and edge protection), if necessary. 

 
5 The path of travel is well-lit when necessary. 

General Information 

Check Step # Task to complete: 

Check Step # Task to complete: 
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Voting Day Accessibility Checklists 
 

Follow the steps on this checklist for entrance to the building. 
Check the box next to the item as it is completed. 

 

 

 
1 

The entrance to the building is free of steps or has a ramp or elevator. 

 
2 The accessible entrance to the building is unlocked. 

 
3 

There is signage or a greeter stationed at the entrance with information on requesting 
curbside voting. 

 

4 
The accessible entrance to the building has an automatic door opener or a call button, or 
there is someone stationed at the door to open it. 

 
 

Follow the steps on this checklist for travel within the building. 
Check the box next to the item as it is completed. 

 

 

 

1 
The accessible route to the voting area is clearly marked with large-print signs, if different 
from the main route and/or not immediately inside the accessible entrance. 

 

2 
Interior doors along the accessible route are unlocked and either have automatic doors 
or are propped open. 

 
3 If there are stairs to get to the voting area, there is an accessible elevator. 

  
4 

Hallways are well-lit and free of low-hanging objects and items protruding from the wall 
or sitting on the floor. 

 
5 All rugs and mats along the accessible route have low pile and are securely fastened (or 

removed). 

General Information 

Check Step # Task to complete: 

Check Step # Task to complete: 
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Voting Day Accessibility Checklists 
 

Follow the steps on this checklist for voting area. 
Check the box next to the item as it is completed. 

 

 

 
1 

Instructions for voting are printed in large print and displayed in a convenient and 
obvious location. 

 
2 The path of travel in the voting area is wide enough for an individual using a mobility device 

to navigate and turn around with ease (minimum 5x5 feet). 
 

3 
There is a table, counter, or accessible voting booth (extra wide at the bottom – at least 36 
inches, and shorter – 28 to 34 inches) to allow someone who uses a mobility device to use it 
comfortably and reach all parts of the equipment. 

 
4 Poll workers are trained in using and explaining the ExpressVote to voters. 

 

5 

The ExpressVote is: 
A. Housed in the same area of the room as all the other polling booths. 
B. Strategically placed to ensure the privacy of the voter using the machine AND 

contains a privacy screen. 

 
6 

The ExpressVote is turned on, tested, and in proper working order for voters to use when 
the polls open on Election Day. Headphones are available, if needed. 

  
7 

There is a feasible plan in place to identify when a voter wants to vote curbside, and poll 
workers are aware of the curbside voting procedures. 

 
8 

Poll workers are aware of the special needs of voters with disabilities and are willing to 
provide reasonable accommodations when requested. 

 

9 

The polling site has the following: 
A. Communication cards or pen/paper to communicate with someone who is deaf or 

hard of hearing. 

B. Extra seating and a policy to allow voters who have trouble standing or walking to 
sit while waiting to vote and still maintain their place in line. 

C. Adequate lighting. 

D. Signature guide or rule to assist someone to sign their name in a straight line. 

E. Magnifying glass to be used by someone with a sight impairment. 
 

10 

Poll workers are aware of the assistant process: 
A. Any voter may have an assistant. The assistant does not have to be a qualified 

elector, and can be anyone, except the voter’s union representative or employer. 

B. Voters may have an assistant state their name and address for them if they are 
unable. 

C. A voter can direct an assistant to mark their ballot and insert the ballot into the 
DS200. The assistant must the sign the ballot in the designated location and must 
also provide their information to the Receiver. 

 

11 
There is a feasible plan in place to identify when a voter wants to vote curbside, such as 
having signage, a phone number, or a greeter stationed outside, and poll workers are 
aware of the curbside voting procedure. 

General Information 

Check Step # Task to complete: 
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Maintaining Order at the Voting Site 
 

Election Inspectors are responsible for maintaining an environment at the polling location that allows voters to cast 
their ballots without disruption. Election Inspectors must also ensure that the voting process is transparent and 
open to the public. 
 

Election Observers 
Observers are individuals who wish to exercise their right to be present at the polling site on Election Day. One of 
the primary objectives of observers is to keep track of voters so that they can determine that supporters of their 
candidate (or issue) have made it to the polls on Election Day. 
 

Additionally, members of the public may simply be interested in observing the conduct of the election. Anyone, other 
than a candidate up for election (appearing on the ballot), has the right to be present at the polling site to observe 
the conduct of the election.  There is no requirement for observers to obtain a permit. 
 

Election Observers Must 

 Check-in with the Chief Inspector upon entering the voting site. 
 

 Provide a photo ID. Any kind of ID with their photo and name is acceptable for this purpose. Failure to 
provide a photo ID means the individual will not be permitted to serve as an observer. 
 

 Complete and sign the Election Observer Log EL-109 (see page 28). The observer must legibly print their full 
name, street address and municipality, and name of the organization they represent. They must also sign 
the form indicating they will abide by the rules provided.  

 

 An observer must wear a name tag or badge stating “Election Observer” at all times inside the polling 
place. 
 

 Direct questions and comments only to the Chief Inspector. Election Inspectors must not answer questions 
or provide information to observers. 

 

Observer Area 
A designated observation area at the polling place should permit observers to hear instructions and to readily observe 
all public aspects of the voting process. An observation area should always be established when setting up the polling 
place on Election Day: 

 

 These areas can be marked off with the green masking tape that is included in the polling place supplies. 
 

 This area must be within three (3) to eight (8) feet of the receiver table and the registration table. 
 

 Observers may be placed behind the Receivers handling the Badger Books or to the side of the Election 
Inspectors. 
 

 If space is limited, the Chief Inspector has the authority to limit the number of people representing the 
same organization in the observation area. 

General Information 
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Maintaining Order at the Voting Site 
 

Conduct of Observers 
While observers are present at the polling place, they are prohibited from electioneering or interfering with the 
orderly conduct of the election. 
 
The Chief Inspector may order the removal of any individual who disrupts the operation of the polling place or 
attempts to influence voters. If a warning has been issued, and the observer continues to offend, the Chief Inspector 
may order the observer to depart. If the observer fails to comply, local law enforcement may be summoned. In the 
event an observer is ordered to leave, the Chief Inspector must complete the Order-to-Leave form (EL-110), as well 
as make a note on the EL-104. The Clerk will notify the WEC within seven days of the incident. 
 
The Chief Inspector or a designated Election Inspector should contact the Clerk’s Office immediately for guidance if 
having conflict with an observer. 
 

 The observer may view the Badger Books, but it shall remain in control of the Election Inspector at all 
times. Observers may examine the reports generated in Badger Books so long as they do not interfere 
with any Election Inspector responsibilities. 
 

 The Chief Inspector can determine whether it is an appropriate time to allow an observer to examine the 
Badger Books. If voters are standing in line to check-in and receive a voter number, it would not be an 
appropriate time to allow observers to view the electronic poll books. 
 

 Observers may silently use cell phones. They may not use them to take or make voice calls. They may not 
take photographs or videos in the polling place. The Chief Inspector may prohibit the observer from cell 
phone use if it is deemed disruptive. 

 
 Observers may not make photocopies or take photographs or video of proof of residence documents or 

voted ballots. 
 
 Observers are not permitted to handle an original version of any official election document. 
 
 Observers cannot watch voters mark their ballots, or have conversations about candidates, parties, or 

ballot questions. 
 
 Observers may only interact with voters if asked to provide assistance in marking their ballot. 
 
 All observers should be treated equally and with respect. 

 
 Observers CANNOT view the confidential portion of the Badger Books. 

 
 Observers may view the Original Supplemental Poll List (EL-107). 

 
 
 
 
 
 
 
 

General Information 
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Maintaining Order at the Voting Site 
 

Voter Cell Phones and Photography in the Polling Area 

 Voters may silently use cell phones in the polling area and voters may take photos or video of themselves 
if it is not disruptive.  

 Voters may not take photos or videos of other voters or other voters’ ballots without their consent.  

 Inspectors may wish to caution voters that sharing an image of their voted ballot in exchange for 
compensation may violate the election bribery or election fraud statutes. 

 

Media 
Members of the media may be present at the public location hosting an election and/or election administration 
event but cannot interfere with the activities. Members of the media should check-in with the election official in 
charge of the location. This election official should document the name and affiliation of each member of the media 
on the Inspectors’ Statement (EL-104). 

 
 Communications media observers shall be permitted to use photography and video cameras provided the 

cameras are not used in a manner that allows the observer to see or record how an elector has voted and 
provided the cameras do not disrupt or interfere with voting or disrupt the orderly conduct of the election.  

 Contact with electors in the voting area should be limited. This includes interacting with voters who are 
waiting in line to check-in and/or cast their ballots. 

 Interviews should be held outside of the voting area to ensure doors and entrances are not blocked and 
the voting process is not disrupted.  

 Election Inspectors may request not be filmed, however the media is not required to comply as the 
election is conducted in a public place with a lack of an expectation of privacy. 

 
Members of the media are strongly encouraged to conduct the majority of their activities outside of the room where 
the election is being conducted. The Chief Inspector has the responsibility to deal directly with any media person 
who is harassing voters. 
 

General Information 
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Maintaining Order at the Voting Site 
 

Electioneering 
Electioneering is any activity intended to influence voting in an election. Electioneering is prohibited on public 
property within 100 feet of any entrance to a building containing a polling site. This does not apply to private 
property. 
 
Some circumstances to consider: 

1. Vehicles 
a. There is an exception for election-related bumper stickers on vehicles parked within 100-feet of an 

entrance to a polling location for the length of time it takes for the occupants to vote. 
b. Employees who work in the building containing the polling location may have stickers on their cars, but 

if complaints are made, the employee should be asked to move their vehicle. 
c. If it appears that the primary purpose of parking a vehicle within 100- feet of an entrance to a polling 

location is to influence voting, the Chief Inspector should contact the Clerk’s Office. 
 

2. Election Materials 
a. Campaign signs or flyers may not be posted or distributed within the polling location or within 100-feet 

of any entrance to a polling place. 
b. This prohibition does not apply to electioneering on private property within 100 feet of an entrance to 

a polling location. The placement of election signs on private property within the 100-foot radius is 
permissible. 

 
3. Solicitations or individuals randomly asking voters if they need assistance. 

a. Solicitation, or a person randomly asking a voter if they need assistance, is not allowed at the polling 
location as this can interfere with the orderly conduct of the election. 

 

4. Members of the Media 
a. Members of the media may be present at the polling location but cannot interfere with voters waiting 

in line to cast their ballots. 
b. Contact with voters in the voting area should be limited. 
c. Media should conduct most of their activities outside the room where voting is being conducted. 
d. Interviews should be held outside the polling location to ensure doors and entrances are not blocked 

and the voting process is not disrupted. 
 

5. Exit Polls 
a. Exit polls are permitted by Wisconsin law but must not interfere with the orderly conduct of the election. 
b. Exit polls should be conducted outside of the polling location. 
c. Voters who complain about exit polls should be informed they need not participate. 

 
Chief Inspectors are authorized to remove anyone from the polling location who interferes with or distracts those 
voting at the election. A law enforcement officer may also remove from the voting area any person refusing to obey 
such directive. Chief Inspectors shall record any incidents involving observers, electioneering, or exit polling on the 
EL- 104. 

General Information 
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Wisconsin Election Observer Log 
 

 

 
 
 

General Information 
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Order to Leave Polling Place Form 
 

 

 

General Information 
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Wisconsin Election Observers Rules-at-a-Glance 
 

 
 

General Information 
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Wisconsin Election Observers Rules-at-a-Glance 
 

 
 

General Information 
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Election Inspector Official Oath 
 

The Chief Inspector must administer the oath to all Election Inspectors who are present at the voting site in the early 
morning before 7:00 A.M., when the voting site opens. 
 
The Chief Inspector must also administer the oath to Election Inspectors who report to the voting site later in the 
day. 
 
All Election Inspectors must take the oath, sign and print their name on the form whether they are paid or volunteer. 

General Information 
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Election Inspector Official Oath 
 

General Information 
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Polling Place Setup 
 

Polling Place Setup 
Review the setup of the polling place to ensure there is a place for lines to form and for people to safely maneuver 
around, especially during a high voter turnout election. 
 
See sample room setup diagram below. 

 
 

Polling Place Setup for a Two District Site 
 
 

Opening The Voting Site 
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Voting Booth Setup 
 

Follow the steps on this checklist for Voting Room Setup. Typically, several of these steps will be completed prior to 
your arrival. 
Check the box next to the item as it is completed. 

 

 

 
1 

Assemble and setup tables. 

 
2 Assemble and setup chairs. 

 
Follow the steps on this checklist for Voting Booths. Typically, several of these steps will be completed prior to your 
arrival. 
Check the box next to the item as it is completed. 

 

 

 

 

1 

A. Open the voting booth case by pulling the latches out and 
down. 

B. Remove the leg assemblies stored in the lid. 
C. Close the lid and re-latch the case. 

 

2 

 

A. Place the case upside down on a flat surface with the leg holes 
facing upward. 

B. Connect leg assemblies to create four legs. 
C. Push the four legs into the holes in the case, using a twisting motion 

for a snug fit. 

 

3 

 
A. Stand the voting booth upright onto its legs. If it appears unstable, pull  

the front legs slightly forward. 
B. Open the case and lift the side panels. 
C. Attach the side panels to the back lid using the clips on the panel. 

 

4 

A. Place the voting booths close to an electrical outlet. 
B. Plug only one booth into an electrical outlet. 
C. Set up ALL voting booths. 
D. Plug the cords from one voting booth into the plug unit of the one next to it. 
 

Note: Voting booths can be plugged into each other (like a string of lights), with the 
cord from the last booth plugged into an electrical outlet. 

Opening The Voting Site 

Check Step # Task to complete: 

Check Step # Task to complete: 
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Supplies Packed for Election Day 
 

Distribute the supplies packed in your bin. 
• Assist the Chief Inspector in unloading the machine bins and distributing supplies to the appropriate areas – 

district table(s), registration, ballot table(s), voting booths, etc.  

• Supplies listed under the “Forms” pages will be found in the manila file folders, located inside the large supply 
bin for the district. 

• Supplies listed under the “Envelopes” page will be found in one of the blue canvas bags provided for the 
district. 

• Supplies listed under the “Miscellaneous” page will be found in one of the blue canvas bags provided for the 
district. 

• Supplies listed under the “Supply Box” page will be found in the small and large supply boxes provided for the 
district. 

• Supplies listed under the “Manuals” page will be found in the large supply box provided for the district. 
 

NOTE: Only the Chief Inspector should unpack and distribute ballots from the voting machine during the setup 
process. 

 
Confirm that the district/ward number that appears on your supplies is the same district/ward number that you are 
assigned to.  Verify that you have the correct ballots. The district/ward number appears around midway down on 
the right side of the ballot. 

Opening The Voting Site 
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Election Day Supplies - Forms 
 

 
 

Election Day Voter  
Registration Applications  

EL-131  
(Used Only if Badger Books fail) 

Challenge 
Document Forms 

Order to Leave the 
Polling Place EL-110 

(if any) 

Election Inspector 
Official Oath 

Wisconsin Election 
Observer Log 

Write-In Votes Form Inspectors’ Statement 
EL-104 

Original Supplemental 
Poll List EL-107  

(if any) 

Supplemental Election 
Day Reconciliation Form 
with Last Voter Number 

Attached 

Provisional Ballot 
Reporting Form EL-123r 

Election Day Registered Voter List 
(Used Only if Badger Books fail) 

Closing Checklist 

Voter List Corrections Form 
(Used Only if Badger Books fail) 

Election Inspector 
Payroll Data Sheet 

Provisional Voting 
Information Sheet  

EL-123is 

New Poll Worker  
Sign-Up Sheet 

Opening The Voting Site 
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Election Day Supplies - Forms 
 

 

 
 

 
                               

Opening The Voting Site 

Acceptable  
Photo ID Guide 

Acceptable Forms of 
Photo ID 

Acceptable Proof of 
Residence Guide 

Acceptable Forms of 
Proof of Residence 

POR vs Photo ID ID Petition Process  
Palm Card 

Voter Number 
Reconciliation Tally Sheet 

Sample Election Day 
Registration Application  

(Used Only if Badger Books fail) 

Ineligible Voter List 

Election Observer 
Rules-at-a-Glance 

Election Day Schedule & 
Contact List 

Federal Only Ballot 
(Federal Elections Only) 

Referendum Explanatory Statement 
(If Needed) 

Election Observer  
Name Tags 
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Election Day Supplies - Envelopes 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

 

 

 

 

 

Opening The Voting Site 

 

Spoiled Ballots 

 

Reconstructed Ballots 
(Originals) 

 

Provisional Ballot Certificate 
Envelope EL-123 

Used Certificate Envelopes of 
Absentee Electors EL-103 

Certificate of Rejected 
Absentee Ballots EL-102 

District: 1 
Ward: 1, 7 

District: 1 
Ward: 1, 7 

Spoiled Ballots Envelope Reconstructed Ballots 
(Originals) Envelope 

Inspectors’ Certificate of 
Provisional Ballots Envelope EL-108 
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Election Day Supplies - Miscellaneous 
 

 

Opening The Voting Site 

Poll Books  
(2 Per District) 

Blue Canvas Bag  
(2 Per District) 

Ballot Bags 

Bubble Ziploc Pouch 

Machine Keys 
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Election Day Supplies – Supply Box 
 

 
 

 

Opening The Voting Site 

Ald District  1  Ward  1  

Voter Number: 1 
VOTER: Please give this number to the 
Machine Attendant when you insert your 
ballot. 

 
        _________ _________ 

Certified: Initials of Election Inspectors on 
LAST VOTER NUMBER (only). 

Ballot Privacy 
Sleeve/Folder 

Black Folder  
(Milwaukee County Election Commission) 

Red Folder (Clerk) 

Large Supply Bin 

Clipboards 

Voter Number Pink Slips Wireless Doorbell Small Flag 

Sheet Magnifier Tablet Alcohol Prep Pads 

Manila Folders  
for Forms 



C
ity of G

len
dal

e

42 
 

Election Day Supplies – Supply Box 
 

 
 

  
 
 

 
 

 
 

.

 
 

 

  

Opening The Voting Site 

DS200 Thermal 
Paper 

“I Voted”  
Stickers 

“Future Voter” 
Stickers 

Painter’s Tape 

Pen Cup Notepad Badger Books 
Printer Paper 

Masking Tape 

Red Pens Ruler Paper Spindle Black Pens 

Air Duster Cleaning Spray 

https://www.pngall.com/tape-png/download/38612
https://creativecommons.org/licenses/by-nc/3.0/
https://creativecommons.org/licenses/by-nc/3.0/
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Election Day Supplies – Supply Box 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 

 
 
 
 

Opening The Voting Site 

Small Supply Bin Chief Inspector 
Name Badge 

Rubber Finger Tips Magnets 

Fingertip 
Moistener 

Paper Clips Rubber Bands Assorted 
Highlighters 

Scissors Scotch Tape Glue Sticks Mini Magnifier 

Post-It Notes Binder Clips Election Inspector 
Name Tags 

Sharpies Letter Openers 

https://www.flickr.com/photos/danielmacdonald/8691168202
https://creativecommons.org/licenses/by/3.0/
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Election Day Supplies - Manuals 
 

 
 
 
 
 
 
 
 
  

 
 

   

 
 
 
 
 
 
 
 

 

Opening The Voting Site 

Badger Books  
User Manual 

ExpressVote 
Operator’s Manual 

DS200  
Operator’s Manual 

Election Day 
Manual 

Election Inspector & 
Chief Inspector Manual 

Wisconsin Election 
Administrative Code 

Wisconsin Election 
Statutes 

Election Day Emergency 
Response Plan 
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Election Day Supplies 
 

 
 
 

Ballot Bag 

                                                                                                                                                               

Opening The Voting Site 
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Posting Notices & Signage at the Polling Place 
 

Posting Signage 
City of Glendale Department of Public Works staff will typically post most required election signage, as well as 
remove this signage following Election Day. This includes street signage, exterior signage, and larger interior signage. 
Election Day staff will be responsible for posting door and table signs only. Additional signage may be provided 
beyond what is listed below, based on Election Day needs. 

 

 Confirm the large “VOTE HERE” sign has been set up outside the main voter entrance. 

o Post interior directional signs, if provided, on applicable doors marking the way to the voting room. 

 Confirm the Accessibility Signs have been posted, to include: 

o Accessible Parking signs the parking lot designating both van accessible and accessible parking spaces. 

o Ring Doorbell for Assistance sign posted near the entrance. 

o Curbside Voting sign with phone number for City Hall. 

o Accessible Entrance sign at the accessible entrance to the building, if different than the main entrance. 

 Confirm the Accessibility Signs have been posted, to include: 

o Accessible Parking signs the parking lot designating both van accessible and accessible parking spaces. 

 “REGISTRATION” signage has been set up behind the main registrar Badger Books station. 

 District and Ward Signage has been set up to direct voters to the correct Badger Books check-in stations. 

 No Firearms or Weapons Permitted Sign has been posted on the main exterior entrance. 

 “Photo ID” Sign has been posted on the main exterior entrance. 

 Voting Instructions (How to Mark a Ballot, Instructions for Voting in a Partisan Primary – if applicable) 
have been posted in each voting booth 

 Absentee Processing signage has been posted on the table where absentee ballots will be processed. 

 Ballot Table signage has been posted to direct voters to the correct district to collect their ballot. 

 Ballot Drop-Off signage has been posted on the main exterior entrance. 
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Posting Bulletin Board Notices & Signage 
 

The bulletin boards will come pre-assembled to your polling location, with the required notices. Please ensure that 
all required notices are on your board and remain posted throughout Election Day. If you require a replacement 
notice, please contact the Clerk’s Office. The boards do not need to appear exactly as they do in the photo.  

 
• Each polling location should receive two bulletin boards – one for each aldermanic district. 

o If you have not, immediately contact the Clerk’s Office. 
 

• Each polling location should receive two large-scale maps – one for each aldermanic district. 

o Alert the Clerk’s Office if you are missing one of your maps.  
 

• If a sign has multiple pages that are stapled, it will be pinned in a manner that the first page can be lifted to see 
the pages after.  

 

Required Signage:  

 Aldermanic District Map(s)  

 Large-Scale District Map(s)  

 Sample Ballot(s) – Two for each district at the polling location 

 Type B Notice: Notice of Election 

 Type C Notice: Notice of Referendum (if applicable) 

 Type D Notice: Polling Place Locations & Hours Notice 

 EL-111: Statement of Election Fraud 

 EL-112: Notice of Crossover Voting at a Partisan Primary (if applicable)
 
 

 EL-113: Notice of Overvote 

 EL-114: Notice of Crossover Voting at a Presidential Preference Vote (if applicable) 

 EL-115: Voter Qualification Poster 

 EL-117: Voting Rights 

 EL-118: Contact Information 

 Identification Petition Process (IDPP)
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Bulletin Board Signage 
 

Bulletin Board Signage 
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Bulletin Boards 
 

Required Notices for Posting 
 

  

 
 

 
 

Type B 

 

 
 
Aldermanic District Map 

 
 

Sample 
Ballot 

 

 
Sample 
Ballot 

 
 

Type D 

 

 
 

EL-115 

 

   

 
 

EL-112 or EL-114  
(if applicable) 

 

 
 

Type C 
 (if applicable) 

 

 
 

EL-111 

 

 
 

EL-117 

 

 
 

EL-113 

 

IDPP Poster 

Opening The Voting Site 
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Bulletin Boards  
Large-Scale Map 
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DS200 Voting Machine Setup 
 

Assist with DS200 Voting Machine Setup 

 
OPERATING NOTES: 

• The DS200 will accept ballots the moment you select to open the polls. 
 
• Do not allow any ballot to be inserted until the polls open at 7:00 a.m. 
 
• Nothing will be printed on the tape except the opening and closing reports. 
 
• Rejected ballot messages will not appear on the tape but will instead appear on the monitor. 

o The message will disappear from the monitor as soon as the rejected ballot is removed. 
o Do not remove the ballot until the message has been read and communicated to the voter. 

 
• There is no sound or printed message on the tape when a ballot is accepted. 
 
• The “public count” number on the monitor advances when a ballot is accepted. 
 
• There are only two (2) bins in the DS200 ballot compartment. 

o The first is the main ballot bin and the second is the auxiliary ballot bin (to be used whenever the machine 
is not operable). 

 
• Use the “public count” number that is always at the top of the screen (when ballots are being accepted) when 

confirming that the voter number is equal to the number of ballots accepted. 
 
• Always disregard the “protected count” number. 
 
• If the time on the voting machine is incorrect, notify the Clerk’s Office and go by the time on your cell phone 

or wall clock. 

Opening The Voting Site 
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DS200 Voting Machine Setup 
 

Assist with DS200 Voting Machine Setup 
Assist the Chief Inspector with preparing the DS200 voting machine to accept ballots. Typically, several of these steps 
will be completed prior to your arrival. 
 
The Chief Inspector is responsible for preparing the DS200 voting machine to accept ballots. However, Election 
Inspectors may assist throughout the process. 
 
Follow the steps on this checklist for DS200 Voting Machine. 
Check the box next to the item as it is completed. 

 

 

 
1 Confirm the tag on the DS200 matches the name of your voting site. 

 

2 
Use the silver “J236” key to unlock the rear door to the 
DS200. (*turn the key to the right) 

 

 
3 

A. Remove the power cord. 
B. Plug the cord directly into an electrical outlet. (or into 

an extension cord and into an outlet) 
C. Remove the key. 

 
 

Do Not move or adjust the chrome bar at the back of the machine. 
The machine must be plugged in before advancing to the next steps. 

 

4 

A. Use the silver “J236” key to unlock the front of the 
DS200 that is positioned on the two suitcase-like 
latches.  

  
B. Open the latches on both sides of the lock. 

 

5 

 
Raise the lid. 
 
Make sure that the latches are fully disengaged, or 
you will not be able to raise the lid. 

*turn the key to the left 

Opening The Voting Site 

Check Step # Task to complete: 
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DS200 Voting Machine Setup 
 

 

 

6 

A. Using the black fob key, unlock the DS200 monitor. 
B. Insert the key so that the notch on the key is at a noon 

position. 
C. Turn the key to the left to unlock. 

 
7 

A. Raise the monitor into a fully upright position (there may be a slight resistance). 
B. Wait as the machine begins booting. 

 

8 

A screen will appear requesting an Election Code. All codes can be found in the front pocket 
of the Election Day Manual. 

 
• Touch the “Shift” key on the keypad to capitalize the first letter, enter the code, 

and touch the “Accept” key.  

 

9 

After the election code is accepted and the election is validated, the following screen 
will appear to confirm the election has been loaded on the machine. 

• Confirm that the “Public Count” number is zero (‘0’). If not, contact the Clerk’s 
Office. 

• Touch the “Open Poll” to open the polls for voting. Note: This should be done 
before 7:00 a.m. 

 
 

Opening The Voting Site 
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DS200 Voting Machine Setup 
 

 

 

10 

While waiting for the DS200 to load, confirm the security seal number appearing on the 
flash drive door sticker (to the left of where ballots are inserted) matches the seal number 
on the EL-104. Initial the EL-104 to confirm the serial number matches.  

  
 

 

 

11 

After “Open Poll” has been selected, the DS200 performs the following functions: 
 
 The unit checks available memory and examines the election definition for errors. 
 The DS200 prints the startup reports (Ballot Status Accounting, Configuration, and 

Zero Totals reports). 
 

 

12 
 
 
 
 
 

A. Allow all tapes to run, including the Zero Totals 
Tape. 

B. Confirm the District/Wards, contests, and 
candidates on the tape match the appropriate 
ward’s ballot. 

C. All Election Inspectors working at the start of the 
shift must sign the tape. 

D. DO NOT TEAR the tape. Fold it or roll it, securing 
with a paper clip, and leave it attached to the 
machine. 
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DS200 Voting Machine Setup 
 

 

 

 

13 

A. Once the zero (‘0’) tape has run, a screen will appear with prompts reading “Report 
Options” or “Go to Voting Mode”. 

 
B. Select the “Go to Voting Mode” option. 

 

14 

Before allowing voters to insert their ballots (at 7:00 a.m.), confirm the auxiliary bin door 
is closed and locked, or a voter may inadvertently insert their ballot into the auxiliary bin. 

• Make sure the public counter on the screen increases by one with the first page of 
each ballot cast. 
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ExpressVote Setup 
 

ExpressVote Setup 
 
The ExpressVote must be assembled and operational for EVERY election. Typically, several of these steps will be 
completed prior to your arrival. 
 
Follow the steps on this checklist for ExpressVote. 
Check the box next to the item as it is completed. 

 

 

 

1 

Take the ExpressVote out of the black carrying case and place it with the screen facing 
down on the table. 

 

2 

A. Retrieve the power supply cord from the side pouch of the bag. Connect the cord 
to the AC adapter. 

B. Making sure the flat side of the plug is facing up, push the power cord into the 
connection on the back of the voting machine while holding the cylinder on the 
cord. THE PLUG WILL ONLY GO IN THIS WAY. 

 

  
 

 

 

3 

 

Pull out metal leg stand and set up unit on table. 

 

Opening The Voting Site 

Check Step # Task to complete: 
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ExpressVote Setup 
 

 

 
4 Plug unit into an electrical outlet. 

 

5 
 

A. Open the side door using the black fob key by turning to the right (downwards) and, 
using the ON/OFF switch, turn the unit on. Ensure the machine Mode is set to “Voter.” 

 

  
 

B. Close and relock side door (there is a notch in the top of the door where the cord 
goes while shutting the door) 

 

6 

A. After the unit completes the power up sequence, 
which takes approximately 3 minutes, the on-screen 
keypad will appear requesting an Election Code. 

B. Enter the same Election Code as the DS200 voting 
machine and select “Accept.” 
 

Note: If you enter the code incorrectly, the system will 
display an error. After three failed attempts, remove 
the flash drive, wait 10 seconds, then insert the drive 
and try again. 

 

7 

A. Review the screen that should appear with 4 green 
checkmarks. 

B. Confirm the election name and date at the top 
of the screen. 

C. Ensure the third checkmark states “Running on AC” 
and NOT “Running on battery.” 

D. Touch “OK.”  

Opening The Voting Site 
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ExpressVote Setup 
 

 

 

 

 
8 

Remove the headphones from the black carrying case and plug them into the unit. 
 
 
 
  
 
 
 
 
 
  

 

9 

The system displays the card insertion screen and the ExpressVote is now ready for voting. 

Opening The Voting Site 



C
ity of G

len
dal

e

59 
 

ExpressVote Setup 
 

 

 
 
 
 
 

 
 
 
 
 

Opening The Voting Site 

ExpressVote Components 

1. Access compartment 

2. Power source indicator 

3. Battery status indicator 

4. Accessibility device port 

5. Headphone jack 

6. Paper ballot feed 

7. Touch screen 

8. Paper Path Access Compartment 

 

Audio-tactile Keypad Controls 

Button Description 
Up Arrow Moves the cursor up the screen menu. 
Back Arrow Moves to the previous screen. 
Select Selects the voter’s contest choices. 
Forward Arrow Advances to next screen. 
Down Arrow Opens screen with voting instructions. 
Home Opens screen with voting instructions. 
Pause Stops the audio message momentarily. 
Screen Darkens the monitor for privacy viewing. 
Repeat Repeats the last spoken phrase of audio. 
Tempo Adjusts the audio speed. 
Volume Adjusts the audio level 
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Using the ExpressVote 
 

The ExpressVote is a ballot-marking device designed to capture and mark ballots for voters. 

The ExpressVote is not programmed as a tabulator. It does not count votes or store voter data in the unit. 
 
 
Follow the steps on this checklist for ExpressVote. 
Check the box next to the item as it is completed. 

 

 

 

 

 
1 

Ensure two Election Inspectors have initialed and written the ward number on the 
bottom part of the ExpressVote Ballot. 

 

1 

  
   

 

2 

Insert the ballot into the ExpressVote ballot feeder. 

The right corner of the ballot must match the ballot 
feeder. 

 

3 

Enter the ward number for the voter and press “Search”. 

 

Note: This option will only appear if multiple ward options 

are available. 

Opening The Voting Site 

Check Step # Task to complete: 
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Using the ExpressVote 
 

 

 

4 

On the Precinct Selection: Results screen, touch the  
correct ward selection for the voter. 

 
If you are unable to find the correct ward, touch the 
Search icon near the bottom of the screen to redisplay 
the Search screen and start the search over. 
 
Note: If a selected ward was multiple ballot styles, the 
system will display an additional screen requiring you 
to select the correct ballot style. 

 

5 

Confirm the ward selection and press “Activate” to  
activate the ballot on the ExpressVote. 

 

6 

The voter will complete the following steps using 
the touch screen or the audio-tactile keypad to 
make their selections.  

 Select the name of the candidate or other 
contest choice. The system displays a check 
mark next to the selection. 

 Select Next or Previous to navigate 
through the ballot pages. 

 For contest allowing write-in votes, touch 
the write-in selection and use the on-screen 
keyboard to enter the write-in name, then 
touch “Accept.”  

 Continue voting until the voter has completed 
all desired contests. 
 

Give the voter privacy while selecting their candidates. 
 

Opening The Voting Site 
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Using the ExpressVote 
 

 

 
 
 

 

 
 

7 

Once the voter has made all their selections, a screen 
will display a summary of their selections. 

• The voter will review their selections and press 
“Next” or “Previous” as needed. 

• To change a selection, the voter touches the 
contest listing, and will be then be able to make the 
desired change. 

o After making any change(s), touch “Next” to 
return to the Verify Selections screen. 

• The system identifies changed selections with 
yellow highlighting. 

 

 

 

 
 
 

8 

When the voter is finished, the voter will press 
“Print Card” to print the completed ballot.  

 

• The ExpressVote prevents voters from selecting 
more than the specified number of candidates or 
choices for a contest, prohibiting an Overvote. If a 
voter Undervotes, a screen will prompt the voter 
to either return to the contest or leave the 
selection undervoted. 

• A voter is allowed to cast a blank ballot. The system 
will prompt the voter with a warning screen if the 
ballot is blank asking them to return to the 
selections or cast the ballot as is. 

 

 

 
 

9 

The voter will remove the ballot from the ExpressVote and insert it into DS200 voting 
machine. 

 

Opening The Voting Site 
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Badger Books in the Polling Place 
 

 

The Badger Books are electronic poll book software specific to Wisconsin election practices and statutes. Badger 
Books do not use an internet connection. Badger Books are used primarily to check-in voters, register voters on 
Election Day, and to process absentee ballots. Badger Books maintain the voter number and count independent of 
election inspector input. After Election Day, a data file generated from Badger Books is used to upload election data 
into WisVote by the Clerk’s Office.  

A Badger Book can either be a server or a client machine. Only one server can be active and connected to the 
EPollBook network at a time. To run the Badger Book software, machines must be connected to the Badger Book 
router. To access the software on the client machines, the server must be “awake” and connected.  

• The server is labeled with a yellow stick on the corner of the screen. It is the brains of the operations 
and communicates with all other client Badger Books in the polling place via the router.  

• All WisVote data will be loaded on the server Badger Book and is retrieved from this machine after the 
polls have closed.  

• If the server is turned off, clients will not be able to run Badger Book software. 

• The server backs up all data every five minutes. 

• The client machines receive and send all information to the server using the router and are backed up 
every five minutes from the time the Badger Book application is accessed. 

• When setting up Badger Books equipment, the process must be completed in a particular order to 
ensure proper connectivity between the router, server, and client machines. The router should always 
be plugged in first. The SERVER should be plugged in, turned on, and connected to the Badger Books 
application next. The final step is to plug in and log in to all client machines and open the Badger Books 
application. 
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Badger Books in the Polling Place 
 

 

A header appears at the top of every Badger Books screen with the current election information: 
 

 
 
 
 

Far Left – Navigation Tools 
 
 
 
 
 
 
 
 
 

Middle – Election Information 
 
 
 
 
 
 
 
 
 

Far Right – Voter Count and Admin Functions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Will bring user back to the Voter Check In screen 

Will bring user to the screen before your current 
screen 

Element Purpose 

Name of the election active on the Badger Book 

Name of the polling place 

List of active wards in the polling place 

Element Purpose 

Current voter count for the active reporting unit. 
Depending on your setup, reporting units may be a 
single ward or a combination of wards. If there are 
multiple active reporting units, hover over to 
cascade a breakdown of voter count per reporting 
unit. 

Takes user to the main navigation page where user 
will have access to absentee processing and Admin 
features. 
 
Also known as the “hamburger menu.” 

Allows the user to increase or decrease the font 
 

Shows the current status of the polls, either open 
of closed. 

Voter Count 1 

Opening The Voting Site 
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Setting Up Badger Books 
 

 
The Badger Books will be assembled and set up for use prior to your arrival. Occasionally, Election Inspector Accounts 
must be created in the Badger Book Application on Election Day. Each Election Inspector must have their own unique login. 
 

Follow the steps on this checklist for creating a Badger Books login. 

Check the box next to the item as it is completed. 
 

 

 
 

  
1 

Login to the Badger Books application. 
 

 

2 

Select the “Admin” button from the main navigation page. 

 
3 Navigate to the “Poll Worker” tab. 

 

4 

To create a new poll worker record, select “Create New Poll Worker.” 

• Poll worker details will be displayed along the right side of the screen. 

 Enter the election inspector’s First and Last names in the “Name” field. 

 Enter a login ID for election inspector in the “Login ID” field. 

 Request the election inspector to enter a password in the “Password” field. 
Passwords must be at least 8 characters long and ARE case sensitive. 

 Select “Create” to finish the process. 

• If you need to update a name, login, password, or access level, select “Update” 
next to the name requiring the change. 

NOTE: Chief Inspectors should have access to the Admin menu, but regular election 
inspectors should not. 

Check Step # Task to complete: 

Opening The Voting Site 
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Setting Up Badger Books 
 

 

 

 

5 

The Chief Inspector should always confirm the polls have been opened at least 15-20 
minutes before 7:00 a.m. to ensure that the correct reporting units are selected, and 
the voter count is re-set to zero prior to opening the doors. 

• Confirm both Open Polls Checklist items have a green checkmark. If a red X 
appears, address the identified issue by either selecting the reporting units 
specific to your polling place or resetting the voter count to zero. 

 
 

 

 

 

 

 

• Select the green “Open Polls” button. 

 

6 

If the reporting units need to be selected, choose the “Admin” button and click the 
“Reporting Unit(s)” tab. 

 

 

 

 

 

Search and “Select” the reporting unit(s) associated with the polling location. Reporting 
units can be “Deselected” until a voter has been processed in that particular reporting 
unit. 
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Opening The Polls 
 

 
 
 
 
 
 
 
 
 

At 7:00 A.M. 
Publicly 

announce: “Hear 
Ye, Hear Ye, 

The Polls Are Now 
Open” 

Opening The Voting Site 
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Receiver Overview 
 

Two (2) Receivers are assigned to each district table. 
 

The duties of a Receiver are as follows: 
 Checking in registered voters. 
 Recording appropriate notations in Badger Books. 
 Verifying the acceptable photo ID of voters. 
 Obtaining the signatures of voters in Badger Books. 
 Issuing voter numbers. 
 Directing voters to the correct Ballot Table OR issuing ballots. 
 Working together to ensure complete accuracy of the poll books. 

 
Important Notes: 

• Badger Books does NOT require there to be two (2) election inspectors assigned to a poll book. HOWEVER, 
should there be a Badger Books failure, and paper poll books would be implemented, there must be two (2) 
election Receivers at each district table whenever a voter is being checked in. 

• Receivers must work with the Chief to reconcile their Badger Books throughout Election Day as time allows. 

• In the use of paper poll books: 

o The information recorded in each poll book by each Receiver must be identical, other than the voter’s 
signature. 

o Only one poll book is used to obtain all the voters’ signatures.  
 

Election Inspector: Receiver 
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Regular Voter with Acceptable Photo ID 
 

Follow the steps on this checklist to check-in a Regular Voter with Acceptable Photo ID in Badger Books. 
 

 

 

1 

Ask the voter to state their name and address. 
 
Select “Voter stated name and address” button. 

 
 

2 
 

Search for the voter by typing their last name (minimum of 3 characters) in the “Last 
Name” field. The results can be further narrowed down by typing the voter’s first name 
(or partial first name).  
 
 
 
 
 

 

3 

Identify the voter’s name in the list and click “Select Voter” button.  
 

 
 

Check Step # Task to complete: 

Election Inspector: Receiver 

  Smi
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Regular Voter with Acceptable Photo ID 
 

 

 

 
4 

Ask to see the voter’s photo ID. Select the type of Photo ID presented from the list of 
acceptable forms of ID. 

 

Note: This is the complete list of acceptable types of photo ID. 

 

 
 
 
 
 
 
 
 
 
 
 

5 

After a type of photo ID is selected, the next screen displays the requirements for that 
type of ID to be considered valid. If the ID meets all requirements, select 
“Acceptable.”  

 

 

 

 

 

 

 

 

 

 

If the ID is not acceptable, a pop-up message will display: 

 

 

 

 

 

 

 

 

Election Inspector: Receiver 
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Regular Voter with Acceptable Photo ID 
 

 

 

 
6 

If the voter has an alternate ID, clicking “Yes” will go back to the “Select type of photo 
ID” screen.” If the voter does not have any other ID, a message is displayed advising 
the voter of the provisional ballot process. 

 

 

 

 

 

 

 

 

 
 

7 

If the ID was acceptable, ask the voter to sign with their finger and select “Done.”  

 

 
8 

Review the signature and click “Accept Signature.”  

 

 

 

 
 

Election Inspector: Receiver 
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Regular Voter with Acceptable Photo ID 
 

 

 

 
9 

Give the voter their printer voter number and direct them to the correct Ballot Table 
for the district.  

 

To reprint a ballot slip, search for the voter on the Check-In screen. From this screen, a 
voter number can be reprinted. A voter slip cannot be reprinted for an Election Day 
Registration (EDR) voter, as they will not show up on the Check-in screen.  

 

 

10 

Select “Finish – Next Voter” to complete the process and check in the next voter.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Election Inspector: Receiver 
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Printed Poll Book 1 – Sample 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  
 
 
 
 
 
 
 

Election Inspector: Receiver 

Both poll books must have the 
same voter numbers. 

Both poll books must have the 
same notations. 
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Printed Poll Book 2 – Sample 
 

 
 
 
 
 
 
 
 
 
 
  

 
 

 
 

 
 
 
 
 
 
 

Election Inspector: Receiver 

Only one poll book 
has all the voter 
signatures. 
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Regular Voter with Acceptable Photo ID (Paper) 
 

Follow the steps on this checklist to check in a Regular Voter with Acceptable Photo ID. 

Please note, this process is ONLY followed in the event of a Badger Books failure when paper poll books must be used. 
 

 

 

1 
Ask the voter to state their name and address. 

 

2 

Find the voter in the poll book. 
 

 

3 

Verify the voter’s identity from the acceptable form of photo ID they provide. 
See page 182 for acceptable forms of photo ID.  

An acceptable photo ID must have the following: 

 Photo that reasonably resembles the voter. 
 Name that conforms (does not need to be 

identical) to the poll book. 
 Expiration date that is acceptable based on the 

type of ID. 
 

An acceptable photo ID does NOT have to include a current address. 

If the voter does not have an acceptable form of photo ID, 

 they can vote provisionally. See page 118. 

 

4 

Identify if there are any notations related to the voter’s record. 
 

 
 
 
 
 
 
 
 

“Absentee Issued” appears inside the voter’s signature box. See page 90 for Absentee 
Voter Process. 

 

Election Inspector: Receiver 

Check Step # Task to complete: 

! 
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Regular Voter with Acceptable Photo ID (Paper) 
 

 

 

 

5 

Inform the voter that a signature is required in the appropriate signature box in one (1) 
poll book. 
 
The poll book is designed to be signed upside down when it is slid across the table for the 
voter to sign. 
 
Assist the voter in locating the correct signature box. 

 
 
 
 
 
 
 
 
 
 
 
 
 

  

If a voter claims to be physically unable to sign the poll book, both Receivers must agree on 
the voter’s inability to sign. If both Receivers agree, the Receiver handling voter signatures 
shall write the word “exempt” in the voter’s signature block. 

 

6 

Assign the voter a number from the printed sequentially pink pad of numbers. Start with 
Number 1. 
  
 
 
 
 
 
 
 

Both Receivers MUST record the voter number next to the voter’s name on their 
respective voter lists.  

CHECK ACCURACY! 
 

Election Inspector: Receiver 

Ald District  1  Ward  1  

Voter Number: 1 
VOTER: Please give this number to the 
Machine Attendant when you insert your 
ballot. 

 
        _________ _________ 

Certified: Initials of Election Inspectors on 
LAST VOTER NUMBER (only). 
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Regular Voter with Acceptable Photo ID (Paper) 
 

 

 

7 

A. Issue the ballot and voter number pink slip to the voter. 
B. Direct the voter to the correct Ballot Table to obtain their ballot, reaffirming their 

District and Ward. 

 
 
 
 
 
 
 
 
 
If the voter needs assistance, see page 81. 

Election Inspector: Receiver 

Ald District  1  Ward  1  

Voter Number: 1 
VOTER: Please give this number to the 
Machine Attendant when you insert your 
ballot. 

 
        _________ _________ 

Certified: Initials of Election Inspectors on 
LAST VOTER NUMBER (only). 
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Two Election Inspectors 
MUST initial the ballot 
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Ballot Table – Maintaining Control 
 

It is important for Election Inspectors on Election Day to: 
 

 Never maintain a supply of more than 25 ballots on each district table. 
 

 Keep surplus ballots in a safe and secure place away from public contact. Ballots should only be supplied 
to the district tables by the Chief Inspector. 
 

 Remember, two (2) Election Inspectors must initial each ballot prior to issuing it to a voter. Up to 10 ballots 
may be pre-initialed.  
 

 Provide the correct ballot (respective district) to the voter. 
 

 Be particularly careful to check the district/ward number when issuing: 
o A ballot to an Election Day Registration 

o A voter with a rejected ballot 
 

 A voter receiving a ballot from an incorrect district is the most common error. 
o If this happens, it is typically caught when the voter attempts to insert their ballot into the DS200 to 

be counted. However, in a split district there is a chance the voter will not catch the mistake and will 
vote the wrong ballot – this will not be caught until reconciliation and the voter will potentially have 
voted in incorrect races. 

 

 Allow a voter to mark a ballot privately and independently. 
 

 Allow a maximum of three (3) attempts to vote or three (3) ballots. 
o Inform the voter of this law when issuing the third ballot. Enlist the Chief Inspector’s assistance. 
 

 Assist the Chief Inspector in securing all unvoted ballots inside the voting machine, in the event of an 
evacuation of a polling location (due to fire drill, fire, or other emergency), if time and safety allow. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Election Inspector: Receiver 
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Maintaining Accuracy & Reconciliation 
 

Maintaining Accuracy 
 

The last voter number issued at the end of an Election Day MUST equal the number of ballots accepted by the DS200 
(total ballots cast for each ward). 
 
Receivers and Absentee Ballot Processors play a key role in this process. Check your work by reconciling at every 
opportunity to avoid any errors or discrepancies when closing at the end of the night. The Chief Inspector should 
assist with this process, as well. 

 
Reconciliation of Badger Books  
 
Two (2) Receivers are typically assigned to each district table. This provides the added benefit of cross-checking one 
another’s work and avoiding errors. Badger Books has eliminated many human errors but is NOT mistake-proof.  
Receivers must: 

 Compare information by communicating with one another. 
 Assist one another whenever possible. 
 If the last voter number displayed on Badger Books (which should be the same as the last voter number 

slip) does not balance to the number of ballots inserted into the DS200, utilize the Voter Number 
Reconciliation Tally Sheet to assist in determining the error.  

• Absentee Ballot Certificate Envelopes should always be double verified if there is an error, to ensure 
all envelopes are opened and processed.  

• If you are unable to determine the variance, and nothing has been noted on the EL-104 to account for 
the error, notify the Clerk’s Office immediately. 

 

 

 
 

 

 
 
 
 
 
 

 

7:00 

Election Inspector: Receiver 
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Maintaining Accuracy & Reconciliation 
 

 

Reconciliation of Printed Poll Books 
 

In the event paper poll books are used, two receivers are required, and frequent reconciliation is NECESSARY.  

 Assisting your co-receiver is essential. When paper poll books are used, this can mean calling out the page 
number a voter’s name is located on to expedite the process. 

 Reconcile the two paper poll books throughout the day (when used). Every two or three hours, complete a 
page-by-page comparison of: 

• Names 

• Assigned voter numbers 

• Notations 

o Make a mark such as a dot [•] in the outer margin by the voter names that have been compared 
so that future reviews only require attention to new voters. 

 The Chief Inspector should consistently verify the last voter number pink slip for each District matches the 
Public Count number on the DS200 for the corresponding District. That number should also match the last 
number issued in the printed poll book for that District. 

• Any discrepancies in number variances should be recorded throughout the day by the Chief Inspector 
on the EL-104 (ex: voter #24 issued a ballot and left polling place without casting ballot). This will make 
the reconciliation process easier at the end of Election Day.  

• Utilize the Voter Number Reconciliation Tally Sheet to determine the error. If you are still unable to 
determine the variance, and nothing has been noted on the EL-104 to account for the error, notify 
the Clerk’s Office immediately. 

 

 
 
 
 
 
 
 
 
 
 
 

Ald District  1  Ward  1  

Voter Number: 1 
VOTER: Please give this number to the 
Machine Attendant when you insert your 
ballot. 

 
        _________ _________ 

Certified: Initials of Election Inspectors on 
LAST VOTER NUMBER (only). 

7:00 

Election Inspector: Receiver 
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Voter Needing Assistance 
 

Follow the steps on this checklist to check in a Voter Needing Assistance 
 

 

 

1 

The definition of “assistance” for purposes of certifying voter assistance is limited to 
actual help completing the ballot. Explanations of how to mark a ballot or physical 
assistance reaching a voting booth do not require certification. 

 
A. If the Voter is unable to sign the Badger Book, select the option “Voter is Physically 

Unable to Sign” which will provide an electronic watermark in the Badger Book 
record. 

B. If the voter has an assistor, place a check in the box indicating “Voter has an 
assistor.” Record the name of the person providing assistance in the pop-up box 
provided under the checkbox.  

 

If the voter needs to register, see page 88; Be sure to select the “Voter has an assistor” 
checkbox on the Verify & Sign certification for the Election Day Registration.  
 
 
 
 
 
 

 

2 

If the voter will be receiving ballot voting assistance: 
A. Explain to the voter the “Certification of Voter Assistance” section that appears 

in the lower right corner of the ballot. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Anyone may assist a voter in marking their ballot including Election Inspectors except the 
voter’s employer or agent of that employer or an officer or agent of a labor organization 
which represents the voter. 

  
 

Election Inspector: Receiver 

Check 
 

Step # Task to complete: 
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Voter Needing Assistance 
 

 

 

3 

Notify the Chief Inspector to record the assistance given on the EL-104. 
 

Election Inspector: Receiver 
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Voter Corrections 
 

If there are spelling errors or transposed numbers in addresses, these should be corrected in Badger Books and they 
do not required an Election Day Registration. In the event of a Badger Books failure, the Voter List Corrections Form 
is used to record the errors.  

 

• Voters requiring corrections should be allowed to vote, and the updates should be noted in Badger Books.  

o The misspellings and address errors will not be immediately reflected in the poll book. The Clerk’s Office 
will extract a report and make the appropriate corrections after Election Day.  

• If a voter informs the Election Inspectors of another voter’s death or move to another address, this should be 
recorded as an “Election Day Notation/Adding Notes” 

o Notes can only be added after the check-in process has been completed and the elector has been issued 
a voter number. Notes are for the clerk’s information only and will not be added to a voter record. 

• Do NOT choose the “Update Name” or “Update Address” options if the voter has a name or address change. 
The voter must then complete the Election Day Registration process. 

 
 

 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use Update Name/Update Address Voter Must Complete Registration Form 

 
Name is misspelled 

 
Changes first or last name 

Transposed numbers in address (voter has never 
lived at that address) 

Changes address (regardless of if it is within the same 
building, next door or across the street) 

Election Inspector: Receiver 

In some cases, the voter adds a second last name.  
For example, the name in Badger Books is Mary Smith. The name on the Photo ID is Mary Smith-Jones.  
In this case the voter has 2 options: 

1. The voter can vote as-is because the name reasonably conforms to the poll book. 
2. The voter can complete the Election Day Registration process to update their information. 



C
ity of G

len
dal

e

84 
 

Voter Corrections 
 

Follow the steps on this checklist to make a correction to a Voter Name or Address or to make Election Day 
Notations/Add Notes in Badger Books. 

 

 

 

1 

Ask the voter to state their name and address. 
 
Select “Voter stated name and address” button. 

 

2 
Search for the voter by typing their last name (minimum of 3 characters recommended) 
in the “Last Name” field; results will begin to appear as search criteria is entered. 
 

 

3 

Once the correct voter’s name is identified in the list, select either the “Update Name” 
or “Update Address” button. 

 

 

 

 

 

• Update Name Options: 

o “Misspelling” option will provide an open text box to note the misspelling 
in the voter’s name. This includes typos, no reference to Jr., etc. Add notes 
about the misspelling and click “Finish.” 

o “Name Change” option will redirect to the Election Day Registration 
process. 

• Update Address Options: 

o A pop-up window will appear to confirm the voter’s previous address. 

o “Misspelling” option will provide an open text box to note the misspelling 
in the voter’s address. This includes a typo, Court instead of Circle, etc. Add 
notes about the misspelling and click “Finish.” 

o “Address Change” option will redirect to the Election Day Registration 
process. 

 

4 

The Chief and Clerk are able to view all correction reports.  

 

 

 

 

 

 

 

 

 
 

Election Inspector: Receiver 

Check Step # Task to complete: 
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Voter Corrections 
 

 
 

5 
To access Election Day Notations/Add Notes select “Voter stated name and address” 
button. 

 

6 
Search for the voter’s name and locate the voter record, which will have a voter number 
notation after check-in has been completed. 

 

7 Select the “Add Notes” button. 

 

8 
Enter the appropriate note information, which includes challenged voter, court order, 
deceased voter information provided, etc. 

 

9 Select “Save Notes.” 

 

10 
Search for the next voter to notate or select “Start Over – New Voter” to return to check-
in screen. 

Election Inspector: Receiver 
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Voter List Corrections Form 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 

Election Inspector: Receiver 
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Curbside Voter 
 

Curbside Voter 
Glendale’s voting sites are fully accessible to persons with disabilities, however, some disabled voters may still 
choose to participate in a curbside voting process. 
 
“Curbside Voting” is the term used to describe the practice of delivering a ballot to an individual’s vehicle for voting 
purposes. You may be notified that the voter is making this request because: 

• Someone accompanying the voter has entered your voting site. 
• The Chief Inspector receives a call from the Clerk’s Office (the number to call for a curbside vote should be 

posted on your site’s “VOTE HERE” sign), or the Curbside Voter utilizes the wireless doorbell. 
 

Follow the steps on this checklist to check in a Curbside Voter. 

Check     Step # 
 
 

1 

Task to complete: 

One Election Inspector will go to the curbside with a tablet and assess the situation: 
A. Ask the voter to state their name and date of birth. Search for the voter in MyVote. 
B. Ask the voter if they have registered and voted from the listed address before. If 

not, voter will need to register. Confirm they have proof of address with them. 
C. Confirm voter has an acceptable photo ID, and return inside with the ID.  

See page 194 for acceptable forms of photo ID. 
 

 
 
2 

A. The Receiver will go back into the polling location to find the voter in Badger Books. 

B. Identify if there are any notations related to the voter’s record.  

If registered, confirm the voter’s district/ward in Badger Books, continue the check-
in voter process, and select the “Curbside Voter” option on the signature screen.  

If the voter needs to register, see page 100. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

 
 
 
 

 

 

3 

As required by law, two Election Inspectors must deliver the ballot and a ballot privacy 
shield to the voter’s car. 
 
Don’t forget the voter’s voter number. 
 

Election Inspector: Receiver 

CURBSIDE VOTERS ARE EXEMPT FROM THE VOTER 
SIGNATURE REQUIREMENT AND ARE NOT REQUIRED TO 

SIGN THE POLL BOOK! 

! 
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Curbside Voter 
 

 

  

4 
Allow the voter to vote their ballot privately. 
If the voter needs assistance, see page 81. 

 

5 
A. Collect the ballot and place in the ballot privacy shield. 
B. Ask the voter to wait until notified by an Election Inspector that the ballot has been 

accepted into the DS200. 
 

 
 

6 

The Election Inspectors will return to the voting room with the ballot. An Election 
Inspector will announce:   

 “This is a ballot offered by (stating voter’s name), a voter who is 
unable to enter the voting place. Does anyone object to the 
receipt of this ballot?” 

 
If there is a challenge to the ballot, see page 140.  

 

 
 

7 

Insert the ballot into the voting machine. 
 

• If the ballot is accepted, notify the voter their ballot 
has been processed. 
o Give their voter number to the machine attendant. 

 
• If the ballot is rejected, issue the voter a new ballot. 

o Follow the spoiled ballot procedures on page 97. 

Election Inspector: Receiver 
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Confidential Voter 
 

Confidential Voter 
Voters who are victims of domestic abuse, sexual assault, or stalking have the option to be listed confidentially 
on a voter list. 

 
Follow the steps on this checklist to check in a Confidential Voter: 

 

 

 
1 

The voter will inform the Election Inspector that he/she is a confidential voter. The voter 
will show a voter identification card with a unique identification serial number given to 
them by the Clerk’s Office.  

 
IDENTIFICATION CARD OF PROTECTED INDIVIDUAL 

 
 

Name of Municipality (Indicate Town, Village, or City) County (Required if a Town) 

The following individual has qualified for protection under s.6.47, Stats: 

 
 
 

Name of Protected Person Ward 
 

Identification Serial Number   
 
 
 

EB-148 This form is prescribed by State Elections Board, 132 East Wilson Street, Suite 200, Madison, WI 53701-2973 
608-266-8005, http://elections.state.wi.us The information on this form is required by s.6.47, Stats. 

 

2 

Select the “confidential voter” link (on the state name/address screen) and continue to 
check in the voter. Search for the voter using the Identification Serial Number from the 
Voting Identification Card OR search for the voter by typing their last name in the “Last 
Name” field.  

Note: Results will not display a confidential voter’s address and as a result, a confidential 
voter’s name and address CANNOT be updated in the Badger Book. 

 

3 
DO NOT ASK the voter for their name or address. There is NO requirement for the confidential 
voter to state a name or address aloud. 

 

4 Once the correct voter’s name is identified from the list, click “Select Voter.” 
 

5 
Ask the voter to sign and select “Done” (confidential voters are NOT required to show photo 
ID). Review the signature and click “Accept Signature.” 

 

6 

A. Give the voter their printed voter number slip and direct them to the correct Ballot Table. 
B. Select “Finish – Next Voter” to complete the process and check-in the next voter.  

 
Note: Absentee ballots can also be searched by confidential voter numbers. 

 

Election Inspector: Receiver 

Check Step # Task to complete: 

 The confidential portion of the poll book is NOT open to public inspection. 
Election officials may, upon request, disclose the existence of the list, the number 

of electors whose names appear on the list, and the number of those electors 
who have voted at any point in the proceedings. 
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Absentee Voter Process 
 

Absentee Voter 

The City of Glendale processes and counts absentee ballots at the polling places. Voters may drop off their 
ballots on Election Day at the Clerk’s Office or their correct polling place to be counted, however they must do 
so before 8:00 p.m.  
 

Follow the steps on this checklist to Process Absentee Ballots: 
 

 

1 

Poll workers will follow the same procedures for processing ballots as they normally 
would. 

 Keeping ballot envelopes in alphabetical order, go through the entire district to 
ensure each ballot belongs in the ward/district you are processing. 

 When processing ballots: 

o Read the voter’s name and address aloud. 

o Verify the certification is sufficient: Voter Signature, Witness Signature, 
Complete Witness Address. Signatures do NOT need to be legible. 

o If information is missing, verify with the Chief Inspector before rejecting. 
The voter has until the close of polls to rehabilitate the ballot before it 
must be officially rejected. 

o Ballots marked RAB are Rejected Absentee Ballots and should NOT be 
processed. Give the unopened ballots to the Chief. Typically, the voter 
has moved, is deceased, or the ballot is otherwise ineligible. 

 
 

 

2 

Search for the absentee records to process, either manually by entering the voter’s 
name/mailing ID in the search fields or by scanning the mailing ID barcode on the 
absentee certificate envelope. 

 

When searching by typing a voter’s name or mailing ID, manually select the checkbox 
next to the voter’s name prior to processing the absentee record. 

When scanning the mailing ID barcode, the checkbox will automatically be checked. 

 
 
 
 

Election Inspector: Absentee Processors 

Check Step # Task to complete: 
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Absentee Voter Process 
 

 

 

3 

Up to 10 absentee records may be selected to process at one time. Once the records 
have been selected to process, click the “Submit” button, which will open a pop-up 
window showing the selected records. 

 

4 

Review the records that have been selected one more time. Review the name AND 
address for each record and click “Process” when the review is complete.  

Note: If a record was selected in error, uncheck the checkbox on that voter’s line. The 
name will stay in the grid, but they will not be assigned a voter number in the next step. 

 

5 

After “Process” is selected, Badger Books will assign each voter a number, and the pop-
up window will update accordingly. 

 Write the assigned voter number in the upper right corner of the address label 
on the envelope. 

 Ballots are NEVER numbered. 

  
 

Election Inspector: Absentee Processors 
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Absentee Voter Process 
 

 

 
6 Click “Close” to return to the main absentee screen.  

 

7 

In the main absentee list, the records of the processed ballots will now turn green. The 
ballot status for each will change to “Completed” and the voter number that was 
assigned will be displayed. 

Note: When there are multiple reporting units, the numbers may not be in sequential 
order. The pop-up window will display the voters in the order that the poll workers 
selected them. Do NOT pre-number absentee ballots, as Badger Books does not allow 
manual assignment of voter numbers. 

 

8 

Carefully slice open envelopes and remove ballots, keeping ballots and envelopes in the 
same order. 

 Created a pink voter number slip for the set. 

 Run ballots one by one through the machine. This should be done at a time it 
does not interfere with voters inserting ballots. The pink slip should be given to 
the Machine Attendant. 

 Emailed ballots need to be reconstructed and should NOT try to be fed through 
the DS200. ExpressVote ballots do NOT need to be reconstructed and can be 
fed through the top tray of the of the DS200. 

 

9 Repeat workflow until all absentee ballots have been processed. 

 

10 

Keep the Official Absentee Ballot Certificate & Applications separated by District, and 
in alphabetical order. At the end of the night, place them in the Used Certificate 
Envelopes of Absentee Electors (EL-103). Election Inspectors will need to sign the 
Certification. The EL-103s are sealed with tape and placed in mail bins. 
 

Place the Rejected Absentee Ballot Envelopes into the Certificate of Rejected Absentee 
Ballots Envelope (EL-102). Election Inspectors will need to sign the Certification. The EL-
102 is placed and sealed in the plastic Ballot Bag at the end of the night. 

 
 
 
 

 
 
 
 
 

 
  

“Used Certificate Envelopes of Absentee 
Electors” EL-103 Carrier Envelopes 

RAB-MOVED 

“Certificate of Rejected Absentee Ballots”  
EL-102 Carrier Envelope 

Rejected Official  
Absentee Ballot 

(RAB-) 
 
 
 

Official Absentee 
Ballot Certificate 

 
 
 

Election Inspector: Absentee Processors 
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Absentee Voter Process 
 

A notation “absentee issued” or “absentee received” will appear in Badger Books for the voters who requested or 
returned an absentee ballot. Receivers MUST ask any voter with a watermark by their name (because they were 
ISSUED an absentee ballot) if they returned their absentee ballot. 

 
 
 
 
 

 

 

 

 

YES NO 
 
 
 
 
 

Election Inspector: Receiver 

Do not issue them a ballot. 
Remind the voter that voting 

absentee counts as voting in the 
election, and they may not vote 

twice. 
Call the Clerk’s Office if in doubt. 

 
 

Allow the person to vote. 

 
Notify the voter that they were 

issued an absentee ballot. 

 
 

Ask if they returned the ballot. 
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Absentee Voter Process EL-102 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Election Inspector: Receiver 
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Absentee Voter Process EL-103 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Election Inspector: Receiver 
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Absentee Voter Process 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Election Inspector: Receiver 

Military & Overseas Absentee  
Ballot Certificate EL-122M 

Special Voting Deputy Absentee  
Ballot Certificate EL-122SVD 

Standard Absentee  
Ballot Certificate EL-122 
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Spoiled Ballot Process 
 

Spoiled Ballot 
When a voter makes an error, they may be issued a new ballot. The Ballot Table Attendant or the Chief will give the 
new ballot to the voter. 
 
Follow the steps on this checklist to Spoil a ballot. 

 

 

 
1 

Confirm that the original ballot was issued at your table. 
Check the district/ward number on the ballot to be spoiled. 

 

 

2 

Secure two sets of Ballot Table Attendants’ initials on a new ballot. 
 

 

 

3 

Issue a new ballot to the Chief Inspector or the voter. 
 

 !  DO NOT issue a new voter number. 

Election Inspector: Ballot Table Attendant 

Check Step # Task to complete: 
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Spoiled Ballot Process 
 

 

 

4 

Tear the original ballot in half and place in the Spoiled Envelope 
 
 
 

  
DISTRICT: 1 
WARDS:  1, 7 

 
 
 
 
 
 
 
 
 
 
 

  

 

5 

 
The Ballot Table Attendant should keep count of spoiled ballots and report it to the 
Chief Inspector to record on the EL-104. 

Election Inspector: Receiver 

Spoiled Ballots 
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Registrar Overview 
 

Every person must be registered before voting in an election. Wisconsin law allows a person to register to vote on 
Election Day. 
 
The duties of a Registrar are as follows: 

 Confirm the voter is at the correct polling place. 

 Facilitate the voter registration process, including communicating important and accurate information to the 
person registering. 

 Check the voter’s Proof of Residence (POR) document and photo ID. 

 Verify the voter is not on the Ineligible Voter List. 

 Complete the Election Day Registration application in Badger Books, following all instructions/prompts. 

 After registration is complete, proceed to check-in voter and issue voter number to newly registered voter.  

 Direct voter with voter number to correct table for their District/Ward to obtain a ballot. 
 
Staffing: Most voting sites designate one (1) Registrar during smaller elections and one (1) per district during elections 
with high voter turnout. 

Election Inspector: Registrar 
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Election Day Registration Qualifications 
 

Who May Register to Vote 
Qualifications to register are as follows: 

 A U.S. citizen 

 At least 18 years old 

 Reside in the City of Glendale 

 Display proof of residence 

 
Person registering to vote: 
 is not currently serving a sentence, including probation, parole, or extended supervision, for a felony 

conviction. 
 
 has lived at their address for at least 28 consecutive days before the election, with no present intent to move. 

 
 is not otherwise disqualified from voting. 

 
 has not already voted in this election, including by absentee ballot. 

Election Inspector: Registrar 
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Election Day Registration Flowchart 
 

NO 
 
 
 
 
 
 

NO VALID POR 

 
 
 
 

NO ACCEPTABLE PHOTO ID 

 

VOTER HAS CURRENT 
AND VALID WI DL, BUT IS 
UNABLE TO RECORD DL 
NUMBER 

 
 

VOTER’S 
NAME IS 
ON LIST 

 
 

 
 
 

 
 
 
 

Election Inspector: Registrar 

 
Elector may vote a provisional ballot 

until the WI DL number, or an 
acceptable photo ID is obtained. 

Notify the Chief Inspector for 
provisional ballot voting procedures 

to be followed. (See page 118.) 

ACCEPTABLE 
PHOTO ID 

Compare the voter’s name and date 
of birth to the Ineligible Voter List.  

Individual is ineligible and cannot vote. 

Determine if voter is at the correct 
polling place. 

YES 

Review voter’s Proof of 
Residence (POR). 

VALID POR 

Review voter’s acceptable photo ID. 

 
    Direct voter to the correct voting site. 

 

Voter cannot register without acceptable POR 
and therefore cannot vote. 

 

Complete the Election Day 
Registration process in Badger Books. 

 

Proceed to “Check-In” voter after 
Registration is complete. 

 

Issue Voter Number slip and direct 
voter to correct Ballot Table for their 

District/Ward. 

 

Ballot Table Attendant confirms 
District/Ward and issues the voter a ballot. 

VOTER’S 
NAME IS 
NOT ON LIST 
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Election Day Registration Voter 
 

Follow the steps on this checklist to register an Election Day Registration Voter. 
 

Check     Step # 
 
 
 
 
 
 

1 

   Task to complete: 
 

A. Ask the voter to state their name and address. 
B. Select “Voter stated name and address” button. 
C. Search for the voter by typing their last name (minimum 2 characters required) in 

the “Last Name” field.  
 
 
 
 
 

3 
 
 
 
 

 

2 

A. If results appear and the row is highlighted orange, confirm whether the voter’s 
previous address matches any of the results; if yes, select the “Update Address” 
button to proceed to Election Day Registration. 

As an additional confirmation to ensure that the correct voter record is being 
updated, a pop-up window will appear with the address on file for the selected 
record. It is recommended to ask the voter to verify again the last registered address, 
as indicated. 

 
B. If no results are found or the original address is NOT the prior address, select the 

“None of these are my voter – Continue to Election Day Registration” button.  
 

 
 

 

 

Election Inspector: Registrar 

  Smi
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Election Day Registration Voter 
 

 

 

 
3 

The first step of an Election Day Registration is to verify a voter’s Proof of Residence 
(POR). Ask to see the voter’s POR, if not already in hand, and hold on to the document. 

• Select/verify the type of POR provided by the voter and record the entity name 
and document number, if appropriate. Then select “Continue to Step 2.” 

 
 

 

 

 
4 

Record/verify the voter’s name, including middle name and suffix (if applicable). 
Enter/verify the voter’s date of birth. Ask the voter if they want to provide contact 
information and record it in the option “Email” and “Phone Number” fields. 

 

 

 
5 

Ask whether the voter has a prior name and whether that prior name was used for voter 
registration. If the answer is yes, record it by click the “Voter has a prior name” 
checkbox and entering the previous name. Then select “Continue to Step 3.” 

 

 

6 

Record the voter’s address as it appears on the POR document. Search for the address 
using the “Home Address” field by entering the house number and street name 
(minimum of 3 characters for results to begin to populate). Select the correct 
address.** 

Election Inspector: Registrar 



C
ity of G

len
dal

e

104 
 

Election Day Registration Voter 
 

 

 

6 

Ask whether the voter has a prior address previously used for registration or whether 
their mailing address is different from the home address; select the relevant button and 
record the address informaiton. Then select “Continue to Step 4.” 
 

 

7 

**If an address does not appear in the search results, click on the “Create New Address” 
option, at which time you will be required to: 

 Confirm the voter is in the correct polling place. 
 Add new address 
 District the voter 
 Assign the correct ballot style 

 

8 

Type the address into the appropriate fields. Verify if the voter has a prior address for 
registration or a different mailing address. 
 
 
 

 
 
 
 
 
 
 

Election Inspector: Registrar 
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Election Day Registration Voter 
 

  

 

9 

Verify the voter’s eligibility in Step (4) of the Election Day Registration process. Ask the 
voter to answer the six “Yes” or “No” eligibility questions. By clicking “More 
Information” the voter can get additional details regarding each question.  

 
 
 
 
 
 
 
 
 
 
 
 

If the voter has a WI Driver License or State ID, entery of the identifcation number and 
expiration date is required. 

 
 
 

If the voter does not have a WI Driver License or State ID, entry of the last four digits of 
the voter’s social security number is required. 

 
 
 

Note: The elector is still allowed to register even if “No” is selected for both questions 
as the signature on the form certifies that the individual has neither a driver 
license/state identification number, nor a social security number. 

 
 

 
 
 
 

10 

Ask the voter to review all information on the Review page. Select “Edit” next to a field 
if there are any necessary changes. Select “Continue to Step 6” when ready.  

 

Election Inspector: Registrar 
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Election Day Registration Voter 
 

 

 

11 

If the Election Inspector added a new address, they will be prompted to verify the New 
Address.  

 
 
 
 
 
 

Once the address has been verified against the appropriate district maps, select the 
Ward, School District, Sanitary District, and Ballot Style. If the address is determined to 
be located in a reporting unit not served by the polling place, select “Address not served 
by this polling place,” otherwise select “Continue to Step 6.” 

 
 
 
 
 
 
 

 

12 

Ask the voter to verify and select the certification statement to accept all stated 
conditions. Next, the voter should sign in the first yellow box. The Election Inspector 
should sign in the second yellow box. Select “Continue” to finish the process.   

 

13 

On the final page, ask the voter if they would like to continue and vote today. If so, 
select “Continue to Check In”. If registering only, select “Elector does not want to vote, 
Finish – Next Voter.” 
 
 
 
 
 
 
Note: If a voter completes the EDR process and chooses not to receive a ballot 
immediately, AND THEN RETURNS again later for a ballot, the EDR process must be 
completed again.  

Election Inspector: Registrar 
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Election Day Registration Voter (Paper) 
 

 

Follow the steps on this checklist to register an Election Day Registration Voter. 

Please note, this process is ONLY followed in the event of a Badger Books failure when paper registration forms must be 
used. However, Steps 1 through 5 may be utilized by the Greeter to assist voters in determining their correct polling location. 

 

Check     Step # 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

   Task to complete: 
 

Using the tablet provided, select the icon on the “Home” screen to be directed to 
MyVote.WI.gov 

 
 
 
 
 
 
 
 
 
 

   
 
 
 
 
 
 
 
 
 
 

 

2 

MyVote provides an option to “Search by Name” or “Search by Address.” If a voter is 
unsure if they are registered, the “Search by Address” option is reccommended. 

 
 

 

Election Inspector: Registrar 

! Do NOT leave the table unattended to prevent theft.  
When closing the polls, return the tablet to the supply bin. 
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Election Day Registration Voter (Paper) 
 

 

 

 
 
 
 

3 

Type an address to find the correct District/Ward. 

Ex: 5909 N Milwaukee River Parkway 

Tap the “Search” button.  

Note: If the address has a Unit number, you MUST enter the unit number. Not 
entering the unit number could impact whether a person is registered in the 
correct municipality or aldermanic district. 

 
 
 
 
 
 
 
 
 

 

 

4 

The Polling Place information will appear.  

To start a new search, either click the “MyVote” logo, or the “Search by Name/Search 
by Address” options. 

 

 

Election Inspector: Registrar 
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Election Day Registration Voter (Paper) 
 

 

 

 
5 

If the tablet is unavailable, the Aldermanic District Map can be used to confirm an 
Election Day Registration voter is at the proper 
polling location. 
 

Ask the voter for their full address: 

• House number 

• Street Direction 

• Street Name 

• Street Suffix 

Ex: 726 W Rock Place 

Locate the street direction/name/suffix on the map. 

Identify if the house number exists within the district 
boundaries. 

Direct the voter to the correct polling location if the 
address provided is not within either district at the 
location. 

 

6 

Ask the voter to present their Proof of Residence and photo ID. 
 

! 
 
 

 
An acceptable form of Proof of Residence must include: 

1. Current and complete name (first and last name) 
2.  Current and complete residential address in the City of Glendale  

(a P.O. Box is NOT an acceptable address) 

See page 196 for acceptable forms of Proof of Residence. 

 

7 

Verify the voter’s identity from the acceptable form of photo ID they provide. 

See page 194 for acceptable forms of photo ID.  
 

An acceptable photo ID must have the following: 
 Photo that reasonably resembles the voter. 
 Name that conforms (does not need to be 

identical) to the poll book. 
 Expiration date that is acceptable based on the 

type of ID. 
 

An acceptable photo ID does NOT have to include a current address. 

If the voter does not have an acceptable form of photo ID, 
they can vote provisionally. See page 118. 

Election Inspector: Registrar 

! ALL Election Day Registrants completing a Registration 
application MUST Provide a Proof Residence Document. 

! 
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Election Day Registration Voter (Paper) 
 

 

8 

Have the voter complete the voter registration application Boxes 1-9. 

Election Inspector: Registrar 
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Election Day Registration Voter (Paper) 
 

 

Example of the voter’s portion of the voter registration application.  
 

Election Inspector: Registrar 
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Election Day Registration Voter (Paper) 
 

 

 

9 

Compare the voter’s name and date of birth to the Ineligible Voter List. 
 

 
 
 
 

 
 
 
 
 
 

If there is a match, inform the voter that their name appears on a list of ineligible 
voters. 

• If the voter agrees with the match, they cannot vote. 

• If the voter disagrees with the match, the Chief Inspector should contact the 
Clerk’s Office to verify the voter’s status. 

 

10 

Review the voter registration application and complete the section for official use only. 

A. Review the voter registration application for legibility and completeness. 

B. Circle the Proof of Residence (POR) Type presented by the voter. See page 196 for 
acceptable forms of POR.  

C. Record the name of the entity issuing the POR document. For example, if it’s a 
utility bill from WE Energies write “WE Energies.” 

D. Record the number from the POR. 

• If the account number has more than six (6) digits, record only the last four 
(4) numbers of the document/account number. If the account number is six 
(6) digits or less, record only the last two (2) digits of the account number. 

• Some POR documents, such as a letter from a government entity, might not 
have a document number. If there is none, please write “none.” 

E. Record today’s date, the district, and the ward number. 
F. Sign your name. 

 
  

Election Inspector: Registrar 

B 

C D 
F 

E 
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Election Day Registration Voter (Paper) 
 

 

 

11 

Record information on the Election Day Registered Voter List and have voter sign list. 

A. Record the voter’s name and address on the Election Day Registered Voter List. 

B. Ask the voter to sign the Election Day Registered Voter List under signature. 

*If the voter refuses to sign, the voter cannot vote. 
 

 

12 
 

Provide the voter with two Election Day Registration (EDR) stickers and direct them to  

the correct District table to obtain their voter number.  
 
The sticker should include the voter’s name, address, and district/ward numbers.  

 
 
 
 
 

Election Inspector: Registrar 
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Election Day Registration Voter (Paper) 
 

 

 

13 
 

The Receiver table will place one EDR sticker in each poll book, on the pages labeled 
Election Day Registrants. The voter will need to sign the “Signature” line above their 
EDR sticker. 

 
 

 

 

14 
 

The Receiver will confirm the District/Ward assign are correct and secure a voter 
number for the voter. This number will be provided to the Registrar to complete on the 
Election Day Registered Voter List and Voter Registration Application. 

 

 

15 
 

A. Issue the ballot and voter number pink slip to the voter. 

B. Direct the voter to the correct Ballot Table to obtain their ballot, reaffirming their 
District and Ward. 

 
 
 
 

 

Election Inspector: Registrar 

Ald District  1  Ward  1  

Voter Number: 42 
VOTER: Please give this number to the 
Machine Attendant when you insert your 
ballot. 

 
        _________ _________ 

Certified: Initials of Election Inspectors on 
LAST VOTER NUMBER (only). 
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 Election Day Registration Application 

 

Election Inspector: Registrar 
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Election Day Registration Information 
 

Important Information 
• In order to register to vote, an individual must complete all required sections of the Wisconsin Voter 

Registration Application and provide Proof of Residence. 
 

• The Help America Vote Act of 2002 and Wisconsin law require that individuals provide certain information 
when registering to vote: 

o A voter who has been issued a current (non-expired) and valid (not revoked or suspended) 
Wisconsin Driver License (WDL) OR WI Department of Transportation (DOT) issued ID must provide 
their WDL or DOT ID number and the expiration date on the voter registration application. 

o The voter does not have to show the Registrar their driver license in order to complete this section 
of the form, but does need to show the Registrar if they are using the driver license as Proof of 
Residence 

 

• If an individual has a current and valid Wisconsin Driver License or DOT issued ID, but cannot provide the 
number (i.e., forgot to bring it and does not know the number), he or she may call the Wisconsin Department 
of Transportation (available between 7:30 A.M. and 5:00 P.M.) at 608-266-2353. (Once connected, the caller 
should listen for the start of the menu of options and select “4.” The caller will then hear a second menu of 
options and again select “4” and “4” once more.) 

o The voter may attempt to reach the DOT while at the polling site. The voter should step outside 
while making this call so as not to interrupt the registration process. 

o If the voter cannot or will not provide the DL or ID number, they can register and vote a provisional 
ballot. The r ballot will not be counted until the individual provides the license number to an Election 
Inspector before the polls close, or delivers the information to the Clerk’s Office by 4:00 P.M. the 
Friday following the election. Only a Chief Inspector may issue a Provisional Ballot. 

 

• If a voter identifies or suspects that their Wisconsin Driver License is revoked, suspended, or expired, or their 
WI DOT issued ID is expired, the voter must instead provide the last four (4) digits of their Social Security 
Number (SSN). The voter may choose to provide their expired, suspended, or revoked WDL or DOT ID 
number - in addition to the last four (4) digits of their SSN - but it is not required. 

o If the individual has never been issued a WI Driver License or state ID card, the voter must record 
the last four (4) digits of their Social Security number. 

o If the individual has never been issued a WI driver’s license, state ID card, OR a Social Security 
number, the individual may indicate this on the voter registration application by marking the circle 
provided for this purpose. 

 

• Remember, a voter does not need to show their driver license, DOT issued ID, or Social Security Card as a 
condition of registration. However, if the individual wishes to use their driver’s license as Proof of Residence, 
then they must present the license to the Registrar. 

Election Inspector: Registrar 
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Election Day Registration Information 
 

Additional way to find driver license or DOT-ID number and expiration date: 
If voter has a smart phone and knows their Social Security Number, go to WisDOT website wisconsindot.gov and:  

 Click on DMV Online Services 
 Click on Driver license/ID Services 

 Click on Check Status of Your Driver License 

 Click on blue box “Check Driver License Information” 

 
Common Occurrences and Questions with the 28 Day Residency Requirement 

• The voter is attempting to register at a new address but moved to that address within 28 days of the election. 

o The voter should return to the voting site for their previous address, even if the voter was not registered 
to vote at the previous address. 

 
• The voter has moved within 28 days of the election and returns to the voting site for their previous address. 

o If the voter is registered, allow the voter to cast a ballot using their voter registration record in the poll 
book. 

o If the voter is not registered, allow them to register to vote using their previous address (before moving) 
as their current address on the registration form. 

**NOTE: the voter must still provide Proof of Residence for their previous address. 
 

• The voter’s Proof of Residence is dated within 28 days of the election. 

o The 28-day requirement is a residency requirement and is not related to Proof of Residence. A Proof of 
Residence document cannot be expired but may have been issued on any date (except for utility bills, 
which cannot be more than 90 days old). 

 
• Exception to 28-day residency requirement in PRESIDENTIAL ELECTIONS ONLY 

o The voter has moved into the State of Wisconsin within the 28 days preceding the election. 

o The Chief Inspector should allow the voter to register and will then issue the voter a Presidential Only 
Ballot. The Presidential Only Ballots are kept in a marked folder inside the Large Supply Box. 

 

Election Inspector: Registrar 
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Provisional Voting - Important Information 
 

In Wisconsin, provisional voting is used in ONLY two (2) situations: 

1. Registered voter with no acceptable photo ID—A voter does not provide an acceptable photo ID. 
 
2. Election Day Registrant— An individual who registers on Election Day has a current (not expired) and valid 

(not suspended or revoked) Wisconsin Driver License or WisDOT-issued ID but is unwilling or unable to provide 
the license or ID number. 

 
There is no other situation in which provisional voting should be used. 

 

Provisional voters have until 8:00 P.M. on Election Day to return to their polling site or until 4:00 P.M. on the Friday 
following the election at the City Clerk’s Office to provide the missing documentation/ information. 

 

Important Information 

 Each voter issued a provisional ballot must be provided a Provisional Voting Information Sheet. This 
sheet outlines how and where the voter is to contact the City Clerk’s Office with the required 
information. 

 
 The Inspectors’ Certificate of Provisional Ballots Envelope (GAB-108) must be kept secure throughout 

Election Day. 
 
 Provisional ballots are NOT given when a voter is at the wrong polling place. If a voter appears at the 

wrong polling place, the voter should be directed to the correct polling place. 
 
 Provisional ballots are NOT given when a person is attempting to register at the polling place and does 

not provide a Proof of Residence document. The voter may not register to vote or vote. 

Special Voting Procedures: Provisional 
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Voter with No Acceptable Photo ID 
 

Follow the steps on this checklist to process a Voter with No Acceptable Photo ID. 
 
 

 

 
1 

 

Voter must complete a Provisional Ballot Certificate Envelope (EL-123) in the presence of at 
least one Election Inspector. 

 
 

 

2 

Verify that the voter fills in the following information: 
 Date of Election 
 Full Name (last, first, middle) 
 Address 
 Date of Birth 
 Citizenship 

 

Special Voting Procedures: Provisional 

 

Check Step # Task to complete: 
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Voter with No Acceptable Photo ID 
 

 

 

3 

Complete the following sections of the Provisional Ballot Certificate Envelope: 
 County 
 Municipality 
 Ward 
 Indicating the type of information missing: 

o WI Driver License Number 
o Photo ID 

 Sign and date 
 

 

 
4 

The Election Inspector issues a provisional voter number (PV#). 
• This number is issued sequentially, starting with “1”. 

 
A VOTER NUMBER IS NOT ISSUED TO THE VOTER. 
THE VOTER DOES NOT SIGN IN BADGER BOOKS. 

 
• Record this number on the: 

 Original Supplemental Poll List (EL-107) 
 Back of the ballot 
 Inspector’s Statement (EL-104) 
 Provisional Ballot Certificate Envelope (EL-123) 
 Provisional Ballot Reporting Form (EL-123r) 
 Provisional Voting Information Sheet given to voter (EL-123is) 

!

Special Voting Procedures: Provisional 
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Voter with No Acceptable Photo ID 
 

 

 
 

 

5 

 

• On the Original Supplemental Poll List (EL-107) 
 
 
 

 

 

 
 

6 

• On the Back of the Ballot 
 
 

 

Special Voting Procedures: Provisional 
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Voter with No Acceptable Photo ID 
 

  

 
 
 
 
 
 
 
 
 
 

 

7 

• On the Inspector’s Statement (EL-104) 

 

 

8 

• On the Provisional Ballot Certificate Envelope (EL-123) 

 

Special Voting Procedures: Provisional 
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Voter with No Acceptable Photo ID 
 

 

 

9 

• On the Provisional Ballot Reporting Form (EL-123r) 

 

 

10 

• On the Provisional Voting Information Sheet (EL-123is) – MUST give to voter. 
 

Special Voting Procedures: Provisional 
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Voter with No Acceptable Photo ID 
 

 

 

11 

A. Instruct the voter to cast their votes on the ballot. 

B. Seal the voted ballot in the Provisional Ballot Certificate Envelope (EL-123). 

C. Return the sealed envelope to the Election Inspector. 

 

 

12 

The sealed Provisional Ballot Certificate Envelope (EL-123) is placed inside the Inspectors’ 
Certificate of Provisional Ballots Envelope (EL-1  08). 

Special Voting Procedures: Provisional 

 



C
ity of G

len
dal

e

125 
 

EDR Not Providing WI DL/State ID Number 
 

Follow the steps on this checklist to process an EDR Not Providing WI DL/State ID Number OR Acceptable Photo 
ID. 

 

 

 

 
 

1 

Voter must complete a Provisional Ballot Certificate Envelope (EL-123) in the presence of at 
least one Election Inspector. 

 

 

 

 

2 

Verify that the voter fills in the following information: 

 Date of Election 

 Full Name (last, first, middle) 

 Address 

 Date of Birth 

 Citizenship 

 Signature and date 
 

Check Step # Task to complete: 

Special Voting Procedures: Provisional 
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EDR Not Providing WI DL/State ID Number 
 

 

 

3 

Complete the following sections of the Provisional Ballot Certificate Envelope: 

 County 

 Municipality  

 Ward 

 Indicating the type of information missing: 

o WI Driver License Number 

o Photo ID 

 Sign and date 

 
 
 
 
 
 
 
 
 
 

 

 

4 

The Election Inspector issues a provisional voter number (PV#). 

• This number is issued sequentially, starting with “1”. 
 

A VOTER NUMBER IS NOT ISSUED TO THE VOTER. 
THE VOTER DOES NOT SIGN IN BADGER BOOKS. 

 
• Record this number on the: 

 Original Supplemental Poll List (EL-107) 
 Back of the ballot 

 Inspector’s Statement (EL-104) 

 Provisional Ballot Certificate Envelope (EL-123) 

 Provisional Ballot Reporting Form (EL-123r) 

 Provisional Voting Information Sheet given to voter (EL-123is) 

!

Special Voting Procedures: Provisional 

 



C
ity of G

len
dal

e

127 
 

EDR Not Providing WI DL/State ID Number 
 

 

 

5 

• On the Original Supplemental Poll List (EL-107) 

 
 

 

6 

• On the Back of the Ballot 
 
 

 

 
 

Special Voting Procedures: Provisional 
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EDR Not Providing WI DL/State ID Number 
 

 

 

7 

• On the Inspector’s Statement (EL-104) 

 

 

8 

• On the Provisional Ballot Certificate Envelope (EL-123) 

 

 
 
 
 
 
 
 

Special Voting Procedures: Provisional 
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EDR Not Providing WI DL/State ID Number 
 

 

 

9 

• On the Provisional Ballot Reporting Form (EL-123r) 

 

 

10 

• On the Provisional Voting Information Sheet (EL-123is) – MUST give to voter. 
 

Special Voting Procedures: Provisional 

 



C
ity of G

len
dal

e

130 
 

EDR Not Providing WI DL/State ID Number 
 

 

  
 
 

 
 

11 

A. Instruct the voter to cast their votes on the ballot. 

B. Seal the voted ballot in the Provisional Ballot Certificate Envelope (EL-123). 

C. Return the sealed envelope to the Election Inspector. 

 

  
 
 
 
 
 
 
 
 
 
 
 
 

12 

The sealed Provisional Ballot Certificate Envelope (EL-123) is placed inside the Inspectors’ 
Certificate of Provisional Ballots Envelope (EL-108).  

Special Voting Procedures: Provisional 
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PV Returns with Missing Documentation 
 

Provisional Voter (PV) 
Any voter who was issued a provisional ballot may return to the polling site before 8:00 P.M. on Election Day to 
provide the missing documentation to the Election Inspectors. An Election Inspector shall review the provided 
documentation to determine if it is satisfactory. 
 
Follow the steps on this checklist if PV returns with WI Driver License / State ID Number or Photo ID. 

 
 
 

 

 

 
 
 
 
 
 

1 

Review the provided documentation. 

• If the provided documentation is valid, then the voter must sign the Original 
Supplemental Poll List (EL-107). 

 
\ 

 

Check Step # Task to complete: 

Special Voting Procedures: Provisional 

 



C
ity of G

len
dal

e

132 
 

PV Returns with Missing Documentation 
 

 

 

 
2 
 
 
 
 
 

 

• Note on the EL-104 the voter provided the required documentation. 
 

 

 
 

3 

• Complete the necessary fields on the Provisional Ballot Reporting Form (EL-123r). 

 Absentee or In-Person Elector? 

 Reason code for issuing provisional ballot. 

 Type of provisional documentation provided. 

 Method of providing missing information. 

 Date and time elector provided missing information. 

 Clerk or Election Inspector Name. 

 
 

 
 

Special Voting Procedures: Provisional 
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PV Returns with Missing Documentation 
 

 

 

4 

Offer to spoil the provisional ballot. 
 

If the voter chooses to cast the provisional ballot 

A. Remove the voter’s Provisional Ballot Certificate 
Envelope (EL-123) from the Inspectors’ Certificate of 
Provisional Ballots (EL-108) envelope.  

B. Verify that the Provisional Ballot Certificate Envelope 
(EL-123) has not been tampered with.  

  

If the Provisional Ballot Certificate Envelope (GAB-123) has been 
tampered with the Election Inspector will have to spoil the 
provisional ballot and instruct the voter to cast a new ballot. 

 

5 

The voter is issued a voter number (pink slip), which is recorded on the Original 
Supplemental Poll List (EL-107). Provisional Voters cannot be checked in through Badger 
Books, or issued a printed voter number. 

 

 

6 

• The voter number is recorded on the Provisional Ballot Reporting Form (EL-123r). 

 

 

Special Voting Procedures: Provisional 

 

Ald District  1  Ward  1  

Voter Number: 45 
VOTER: Please give this number to the 
Machine Attendant when you insert your ballot. 

 
         __________ __________ 

Certified: Initials of Election Inspectors on 
LAST VOTER NUMBER (only). 
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PV Returns with Missing Documentation 
 

 

 

7 

A. Return the Provisional Ballot Certificate Envelope (EL-123) to the voter.  

 
B.  Instruct the voter to remove their ballot and insert it into the DS200 voting machine. 
 

 

 

8 

Collect the used Provisional Ballot Certificate Envelope (EL-123) from the voter and place it 
back into the Wisconsin Inspectors’ Certificate of Provisional Ballots (EL-108) envelope. 

 

Special Voting Procedures: Provisional 

 

VOTER 
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Provisional Ballot Certificate 
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Wisconsin Inspectors’ Certificate for  
Provisional Ballots Envelope (EL-108) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Special Voting Procedures: Provisional 
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Provisional Voting Reporting Form EL-123r 
 

 

Special Voting Procedures: Provisional 
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Provisional Ballot  
Information Sheet EL-123is Special Voting Procedures: Provisional 
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Provisional Voting 
Information Sheet EL-123is (Back)  

 
 

Special Voting Procedures: Provisional 
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Challenged Voter Information 
 

Challenged Voter 
A challenge may be brought by any qualified elector of the state, including an Election Inspector. 

The challenge is determined to be reasonable as outlined on the Challenge Documentation of the Inspectors’ 
Statement (EL-104c). 
 
Reasons for a challenge may include: 

 Not a citizen of the US 

 Not at least 18 years old 

 Has not resided in the election district for at least 28 consecutive days 

 Has a felony conviction and their civil rights have not been restored 

 Has been adjudicated incompetent 

 Voted previously in the same election 

 Claims to have a disability that prevents them from signing the poll book but the Election Inspectors 
disagree. 

 Municipal clerk has instructed the Election Inspectors to challenge because the clerk does not believe 
the person requesting a replacement ballot is the original voter 

 

Important Information 
• All challenges should be made with reasonable and appropriate support. 
 
• If you believe that an individual is abusing the challenge process, you may request that the person leave the 

polling place. 
 
• Election Inspectors should use discretion when administering a challenge. 
 
• Any challenge MUST be brought before a ballot is issued. 
 
• Any challenge to a person’s right to vote because that elector is incapable of understanding the objective of 

the electoral process can NOT be determined at the polls. Only a court can disqualify a voter as incompetent 
for purposes of registering to vote or the right to vote. Such a challenge should be dismissed and an unmarked 
ballot issued to the elector. 

 
• Any challenge based on an individual’s appearance, speech, or inability to speak English is also unacceptable. 

A notation of the alleged grounds should be made on the challenge documentation form. The challenge should 
be dismissed and an unmarked ballot issued to the elector. 

Special Voting Procedures: Challenges 
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Challenged Voter Procedure 
 

Follow the steps on this checklist to process a Challenged Voter. 
 

 

 

 
1 

Fill in the name and address of the challenged elector. 
 

 

 
 
 

2 

Complete the section “Identifying Challenged Participants.” 
 
 
 
 
 
 
 
 
 
 

 

 
3 

A. Place the challenging elector under oath 

B. Ask them to make a sworn statement giving the reason for the challenge. 
 

Check Step # Task to complete: 

Special Voting Procedures: Challenges 

 



C
ity of G

len
dal

e

142 
 

Challenged Voter Procedure 
 

 

  
 

 

 

 

 

 

 

4 

The challenging elector is questioned by the Election Inspector to provide reasonable 
support for the challenge and the answers recorded. 

 

  
 
 
 

5 
 

Place the challenged elector under oath. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

If the challenger refuses to take the oath (or affirmation) of 
truthfulness, is not a qualified elector of Wisconsin, refuses to give 

a valid reason to challenge, or refuses to provide information to 
support the challenge; the challenge process is terminated, and 

the challenged elector is allowed to vote. 

!
  

Special Voting Procedures: Challenges 
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Challenged Voter Procedure 
 

 
 

6 

Ask to make a sworn statement in response to the challenge. 
 
 

 

7 

The challenging elector has the opportunity to withdraw their challenge. 

 

*if the challenge is withdrawn, a ballot is issued with no special marks, no marks on made 
in the poll book, a notation is made on the Inspectors’ Statement (EL-104) 
 

Special Voting Procedures: Challenges 

 

If the challenged elector refuses to take the oath (or affirmation) of 
truthfulness, refuses to answer any of the questions in Part B, or the 

answers given indicate that the challenged elector does not meet voting 
eligibility requirements; the challenged elector is not given a ballot. Indicate 

the reason for not issuing a ballot to the challenged elector in the box. 

!
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Challenged Voter Procedure 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
8 

If the challenge is not withdrawn, the Election Inspector administers the “Oath of Eligibility” 
to the challenged elector. 

 
 

9 

A. Complete the “Check-In Voter” process in Badger Books. 

B. Issue a voter number. 

C. Look up the voter in Badger Books again and select “Add Note.” A notation “Challenged” 
and the reason the challenge was made should be added under the Note option (which 
will show up on the Participation List & Count for the Chief Inspector and Clerk’s Office). 

D. “Section 6.95” and the voter number are written on the back of the ballot. 

 

 
 

Special Voting Procedures: Challenges 

 



C
ity of G

len
dal

e

145 
 

Challenged Voter Procedure 
 

 

 
10 The ballot is voted and put through the voting machine. 

 

11 

The Challenge Documentation (EL-104-c) is completed and attached to the Inspectors’ 
Statement (EL-104). 

 

Special Voting Procedures: Challenges 
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Challenge Documentation 
 

Special Voting Procedures: Challenges 
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Challenge Documentation 
 

Special Voting Procedures: Challenges 
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Challenge Documentation 
 

Special Voting Procedures: Challenges 
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Challenge Documentation 
 

Special Voting Procedures: Challenges 

 



C
ity of G

len
dal

e

150 
 

DS200 Voting Machine 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
Touch Screen / 

Monitor 
(turned off) 

 
 
 
 

Ballot 
Insert 
Tray 

 
 
 
 
 

Auxiliary Bin Ballot 
Slot 

 
 
 

 
Ballot Bin 

Cabinet 

Election Inspector: Machine Attendant 
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DS200 Voting Machine 
 

 
• There is no sound or printed message on the tape when a ballot is accepted. 
• The “Public Count” number on the monitor will increase when a ballot is counted. 
• Nothing prints on the tape beyond the opening and closing reports. 

 
Helpful Tip: The machine attendant should sort voter numbers by district and keep them in numerical order. If the 
receivers have trouble reconciling at the end of the night, these voter numbers can help identify an error.  

 
At the end of the night, all voter numbers except the last voter number slip from each district may be thrown away. 

Election Inspector: Machine Attendant 

7:00 AM 
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Rejected Ballots 
 

Rejected Ballots 
• Rejected ballot messages will appear on the monitor, not the tape. 

• The message will disappear from the monitor as soon as the rejected ballot is removed from the ballot insert 
tray. 

• Do not remove the ballot until the message has been read and communicated to the voter. 
• Remember, voting is private. DO NOT touch or look at the voter’s ballot. 

 
Reasons for a rejected ballot: 

 Overvoted 

 Damaged 

 Blank 

 Other 
 

State law specifically requires all OVERVOTED or otherwise defective ballots be either spoiled by the voter and to 
have the voter vote a new ballot, or the ballot must be reconstructed.  

• Chief Inspectors do not have the option to “override a ballot” on the DS200, unless the voter wishes to vote a 
blank ballot. 

 

Election Inspector: Machine Attendant 
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Reconstructed Ballots 
 

If a ballot needs to be reconstructed, two (2) Election Inspectors must participate in the procedure. Only races where 
voter intent can be accurately determined may be remade onto the reconstructed ballot 
 

Follow the steps on this checklist to Reconstruct (Remake) a Ballot. 
 

 

 

 
1 

An Election Inspector shall announce to the observers, if present: 
 

 

“A ballot is being reconstructed for (state the reason).” 

 

 
2 

Complete the endorsement section of the original ballot. 

A. Check the reason for reconstruction. 

B. Issue a serial number using “ROB” (Reconstructed Official Ballot) and a number 
for the spoiled ballot. 

C. Initial ballot. 
 
 

A 
 

B  
 

C 
 

3 

Reconstruct the new ballot. 
A. Issue the same serial number as the original ballot. 
B. Initial ballot. 

      A 
  

      B 

Election Inspector: Machine Attendant 

Check Step # Task to complete: 
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Reconstructed Ballots 
 

 

 
4 Reinsert the reconstructed ballot into the voting machine. 

 

 
5 

Place the spoiled original ballot in the “Reconstructed Ballots (Original)” Envelope. 
 

 
  

 

 
 
X 
 
 
 

 

6 

Record the reconstruction on the EL-104. 

Election Inspector: Machine Attendant 

District: 1 
Ward: 1, 7 

Reconstructed Ballots 
(Original) 
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At 8:00 PM 
Publicly 

announce: “Hear 
Ye, Hear Ye, 

The Polls Are Now Closed” 

Closing The Voting Site 
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Announcement 
 

Closing Procedure 
 

Closing a polling place requires the leadership of the Chief Inspector and the full participation of ALL Election 
Inspectors. 

 
As required by Wisconsin election law, Election Inspectors cannot leave until the site closing procedures are complete. 
(This law exists to protect the integrity of the election by ensuring that all election workers are present to witness 
the opening, operations, and closing of a voting site.) 

 
Election Inspectors should not hurry a Chief but should cooperate and assist whenever possible. Any Election 
Inspector who leaves early or does not assist with closing procedures will be docked pay or terminated as an election 
worker. 

 
The polls close at every voting site in the City of Glendale at 8:00 P.M. 

 
• Any person standing in line at 8:00 P.M. is still allowed to vote. 

o No one is allowed to enter the line after 8:00 P.M. 

o An Election Inspector should stand at the end of the line to prohibit anyone arriving after 8:00 P.M. from 
entering the line.  

o In larger elections, a Glendale Police Officer will be assigned to each polling place to mark the end of the line. 
 

ALL VOTING SITES MUST REMAIN OPEN TO THE PUBLIC UNTIL POLL CLOSING PROCEDURES ARE COMPLETED 

Closing The Voting Site 
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Closing the DS200 Voting Machine 
 

Follow the steps on this checklist to close the DS200 Voting Machine. 

Check the box next to the item as it is completed. 
 

 

 

1 

Confirm that all voters have submitted their ballots and that there are no ballots in the 
auxiliary bin. 
 

 

2 

A. Confirm that the seal number appearing on the flash drive door sticker matches the 
seal number on the EL-104. Initial the EL-104 to confirm the serial number matches. 

B. Peel back the sticker seal on the flash drive access door. 
 

 

3 

A. Open the flash drive door. 
B. Press “Close Poll” button. 
 
 
 
 
 
 
 
 
 
 
DO NOT PRESS THE “POWER” BUTTON. 

Closing The Voting Site 

Check Step # Task to complete: 
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Closing the DS200 Voting Machine 
 

 

 

 

 
 
 

4 

A screen prompt will appear on the touch screen. The buttons will ask to: 
 “Don’t Close – Keep Voting”   
 “Close Poll” 

 
Once the Chief Inspector is certain that all ballots have been inserted, select “Close Poll.” 

 
(You will also be prompted to confirm there is sufficient paper for printing the reports. You 
do not need to check the paper.) 

 

 

 

5 
Allow the closing tapes to print. 

*Three duplicate closing tapes will automatically print. 

 

6 

A screen prompt will appear on the touch screen. The buttons will ask to: 
 “Begin Modem Process” 
 “Cancel Modem” 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the button to “Begin Modem Process” to transmit your election results. 

Closing The Voting Site 
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Closing the DS200 Voting Machine 
 

 

 
 
 
 
 

 

7 

The machine will attempt to connect to the server. Once the DS200 connects, a series of messages 
will appear stating the machine is connected and the election results are being transmitted. 

 
 
 
 
 
 
 
 
 
 
 
 

 
Note: In rare instances, the DS200 may require up to 10 re-tries to successfully connect to th  
server and transfer election results. The DS200 automatically performs such re-tries. 

 
. 

8 

You will receive a message informing you the results have successfully been sent. Press “OK” 
to return to the main menu. 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

If you are unable to successfully send the result, contact 
the Clerk’s Office immediately. 

!  

Closing The Voting Site 
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Closing the DS200 Voting Machine 
 

 

 

 

9 

A screen prompt will appear on the touch screen. The buttons will ask to: 
 “Re-Open Poll” 
 “Report Options” 
 “Finished – Turn Off” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Touch “Finished - Turn Off”. 

 

10 

Remove (cut or tear) the end of the tape that includes all election results. 
 
 

 
 
 
 

Closing The Voting Site 
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Closing the DS200 Voting Machine 
 

 

 

 
 

11 

Secure Election Inspector signatures at the bottom of all three results tapes. 
 

 

 

12 

Place all tapes in the bubble Ziploc pouch labeled DS200 & ExpressVote Flash Drives.  

QUESTION 1: 
 
FOR 
AGAINST 

 
 

WE, THE UNDERSIGNED, DO HEREBY CERTIFY 
THAT THE ABOVE RESULTS ARE A TRUE AND 
ACCURATE ACCOUNT OF ALL BALLOTS COUNTED 
AND THAT ALL COUNTERS WERE ZERO (0) WHEN 
THE POLLS OPENED AND THAT THE ELECTION WAS 
HELD IN ACCORDANCE WITH THE LAWS OF THE STATE. 

ELECTION JUDGE 

ELECTION JUDGE 

ELECTION JUDGE 
 
01 AnyCounty Poll 
Unit Serial Number: 02095350655 
 
*** END OF REPORT *** 

DS200 & Express Vote 
Flash Drives 

Closing The Voting Site 
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Closing the DS200 Voting Machine 
 

 

 

 

13 

Once the DS200 is fully off, the monitor will be dark. 
 

 

Remove the flash drive from the flash drive compartment. 
*Grasp with your thumb and index finger giving a slight tug.  

 

14 

A. Place the flash drive in the bubble Ziploc pouch. 

B. Place the seal on Inspector’s Statement (EL-104). 
 
 

City of Glendale 
Dist 1 Ward(s) 1 7  

Bavarian Bierhaus 

 
 
 
 
 
 
 

 
 
 

DS200 & Express Vote 
Flash Drives 

Closing The Voting Site 
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Closing the DS200 Voting Machine 
 

 

 

15 

A. Unplug the machine. 
B. Wrap the power cord into the back of the door of the DS200. 

 

 
 

C. Use the silver “J236” key to lock the rear door. (turn the key to the left) 
 
  

 

16 

A. Lower the monitor. Using the black “fob” key, lock the monitor. 
B. Insert the key so that the notch on the key is at a 9 o’clock position. 
C. Turn the key to the right to lock. 

 

17 

A. Lower the DS200 lid. 

B. Latch the hatches (you must do this first before attempting to lock the cover). 
C. Use the silver “J236” key to lock the front of the DS200 

that is positioned on the two suitcase-like latches.  
 
 

                           *turn the key to the right 
 

 
 
 

Closing The Voting Site 
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Closing the DS200 Voting Machine 
 

 

 

18 

Using the “J236 key”, unlock the DS200 cabinet and remove all the ballots. 
 

 
 

Closing The Voting Site 
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Sort & Pack The Ballots 
 

Follow the steps on this checklist to sort and pack the ballots. 

Check the box next to the item as it is completed. 
 

 
 

 
1 

A. Sort the ballots by district (in the event only one machine is used per polling location). 

B. Separate ballots with write-in votes. 

 

*Review all ballots from the main bin to ensure there are no write-in votes, only votes for 
registered write-in candidates are counted. See page 169 on how to process write-in votes. 

 

 
 

2 

Secure the necessary signatures on the outside of each ballot bag. 

 

Closing The Voting Site 

Check Step # Task to complete: 
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Sort & Pack The Ballots 
 

 

 

 

 

3 

Place all voted ballots (including write-in ballots, but not including provisional ballots) into 
the clear ballot bag. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
4 

Seal the ballot bag using the plastic, blue seal that is attached to the ballot bag. 
 
  
 
 
 
 
 
 
   

Closing The Voting Site 
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Sort & Pack The Ballots 
 

 

  
 
 
 
 
 
 
 

5 

All pre-initialed, but unused must be torn in half and placed in the Spoiled Ballot Envelope. 

  
 
 
 
 
 
 
 
 

6 

Place the Spoiled Ballot Envelope and the Reconstructed Ballots (Originals) Envelope into a 
clear ballot bag and seal the bag.  
 

Closing The Voting Site 

Spoiled Ballots 

District: 1 
Wards: 1, 7 

 

 
 

   
 
 

   

District: 1 
Ward: 1, 7 

District: 1 
Ward: 1, 7 

Spoiled Ballots Reconstructed Ballots 
(Originals) 

 



C
ity of G

len
dal

e

168 
 

Sort & Pack The Ballots 
 

 

8 

All unused ballots should be placed back inside the main compartment of the DS200. 
All marked ballots should be placed into the provided mail bins, once they have been 
sorted, sealed, and certified in the plastic ballot bags. 

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Closing The Voting Site 

Unused Ballots 

Marked Ballots (Including Write-Ins, 
Challenged, and Reconstructed, as well as 
“Spoiled” and “Original” carrier Envelopes) 
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Processing Write-In Votes 
 

Write-in Votes 
• Tally only registered write-in votes on the Write-In Votes Form. 

 

• The Clerk’s Office will provide a list of any registered write-in candidates for the ward with the following 
information: 

 Office/contest titles are pre-printed on the form for every election. 

 There are no “party designations” in the spring election cycle. 

 Write the name of the candidate as written on the ballot for each contest. 

 Use hash-marks to tally multiple votes for the same candidate in the same contest. 

 Record “blank” if the write-in arrow was connected, but no candidate’s name was recorded. 
 Total the number of hash-marks for each candidate in each contest. 

 Secure all necessary signatures, including the Chief Inspector’s, at the bottom of the form. 
 

**Note - Situations where a voter has: 
 

• Voted for a candidate written on the ballot (by completing the oval), but has also written a candidate’s 
name into the same contest: 

o The write-in vote should be recorded on the Write-In Votes Form and the incident, including the name 
of the voted printed candidate, should be recorded on the EL-104. 

 
• Selected “Straight Party” or a political party under “Party Preference” and has also written a candidate 

name into one of the contests: 
o The write-in vote should be recorded on the Write-In Votes Form and the incident, including the name 

of the marked printed candidate, should be recorded on the EL-104. 

Closing The Voting Site 
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Processing Write-In Votes 
 

Count Write-in Votes When: 

 
1. The name of the person is misspelled, abbreviated (including only the last name), or contains a wrong initial 

or an initial is omitted but the intent of the voter can be reasonably determined. 
 
2. An “X’ or other mark is omitted. An “X” or any other mark is not required in order to cast a write-in vote. 
 

3. A sticker contains only the name of a person and is placed on a ballot. The vote is counted for the person 
named for the office listed in the space where the sticker is placed. 

 
4. A sticker contains only the name of a person and is placed in the margin. Voter intent must be determined. If 

the person named on the sticker has filed a campaign registration statement indicating the office sought, the 
vote should be counted for the person named on the sticker for the office. 

 
5. A sticker contains the name and the office the person is seeking and is placed on the face of the ballot other 

than in a particular office space. This vote is counted for the person for the office listed on the sticker. 
 
6. A sticker containing the name of a candidate and the office sought is placed under a different office than the 

one indicated on the sticker. The vote counts for the person named on the sticker for the office under which 
the sticker is placed. 

 
7. In a nonpartisan election (February or April), a candidate’s name is printed on the ballot for an office, and the 

voter writes in that candidate for another office. The vote is counted for the office where the write-in occurs. 
 
8. The name of a person who has filed a campaign registration statement indicating the office sought is written 

in under an office other than the one indicated on the campaign registration statement. The vote counts for 
the person for the office where the name is written. 

Closing The Voting Site 
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Processing Write-In Votes 
 

DO NOT Count Write-in Votes When: 
 

1. A name is misspelled or abbreviated, and the intent of the voter cannot be reasonably determined. 
 

2. A write-in sticker is placed on the endorsement (back) side of the ballot. 
 

3. A write-in sticker is found in the ballot box and is not attached to any ballot. 
 

4. The instructions on the ballot are “Vote for one” and the name of more than one person has been written in 
for a single office. This is an over-vote, and no votes are counted for that office. 
 

5. The instructions on the ballot are “Vote for one” and the name of more than one person has been written 
in and a vote has also been cast for a candidate whose name is printed on the ballot for the same office. This 
is an over-vote, and no votes are counted for that office. 
 

6. In the general election (November) when a candidate’s name is printed on the ballot for an office, and the 
voter writes in that candidate’s name for a different office. 

Closing The Voting Site 
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Write-In Votes Form 
 

 
 

 

Closing The Voting Site 
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Closing the Polls on Badger Books 
 

Follow the steps on this checklist to Close the Polls on Election Night on Badger Books.  

Check the box next to the item as it is completed. 
 

Check Step # 
 
 
 
 
 
 
 
 
1 

Task to complete: 
Badger Books is not voting equipment, but an electronic version of the poll book and as such, 
can be opened and closed multiple times without an issue. This process is done by an Admin 
User only. 

 

Go to the Admin menu by clicking on the “hamburger menu” in the upper right corner and 
clicking on Admin, or by clicking on the Admin button on the main screen.  

  
 

2 

Click the “Close Polls” button.  

  
 
 
 
 

3 

Click “Close Polls” on the pop-up warning. 

 

 
 
 
 
 
 
 

Closing The Voting Site 
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Closing the Polls on Badger Books 
 

 

 

 
4 

Reenter your username and password and click “Close Polls.”  

 

 
5 

Click “Continue” on the confirmation window.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Closing The Voting Site 
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Election Inspector Certification 
 

Follow the steps on this checklist to Sign the Certification Page on Badger Books.  

Check the box next to the item as it is completed. 
 

Check Step # 
 
 
 
 
 
 
 
 
1 

Task to complete: 
Each Election Inspector will have their own unique credentials for the Badger Books 
application. Each inspector will need to sign the certification once, either at the end of their 
shift or after the polls close, and all inspectors who worked the election must sign for the 
certification to be valid. 
 

From the hamburger menu dropdown in the upper righthand part of the screen, select 
“Certify.”  

 

2 

From there, a new screen will appear with the same certification language that is printed 
on the paper version of the document. Each inspector will read the attestation, confirm 
that the total number of voters and total number of absentee electors for each reporting 
unit are correct, sign the signature field, and click the “I certify that the above information 
is true and correct.”  

If applicable, the inspector may also check the box indicating they are the Chief Inspector. 
 
After signing and checking the boxes, click “Continue.”  

  
3 

 

A pop-up window will display indicating the certification was recorded successfully. Click 
“OK” to close the window and you will be redirected to the main screen. 

 
 
 
 
 

Closing The Voting Site 
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Generating Reports on Badger Books 
 

Follow the steps on this checklist to Generate Reports on Badger Books.  

Check the box next to the item as it is completed. 

Check Step # 
 
 
 
 
 
 
 
 
1 

Task to complete: 
An Admin user can generate a Badger Book report detailing information to be used to assist 
with completing the Inspector’s EL-104 form. To access the report, click on the Admin tile 
and then select the EL-104 Voter Statistics Report by clicking on “View Report.” The report 
will provide data for the total number of voters, the total number of EDRs, and the total 
number of absentee voters.  

 
 
  

 

2 

An Admin user can view and generate a Badger Book Exception Report to be used for 
identifying any exceptions or errors during Election Day. These may include Election Day 
Registration (EDR) without participation, duplicate participations, and name fields with 
numeric values.  

 

3 

As each inspector signs and certifies, their signatures will be appended to the same PDF 
version of the certification page, which an Admin can view in the Report tab. A separate 
certification page will be generated for each reporting unit active in the election. 

 

 

 

4 

An Admin user can provide access to Election Observers from the Report tab to the 
Participation List & Count Report and the Election Day Registration Report. This is the 
equivalent to viewing a paper poll book. The Confidential Participation Report CANNOT be 
viewed by anyone.  

 
 
 
 

Closing The Voting Site 
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Reconcile The Poll Books (Paper)  
 

Follow the steps on this checklist to reconcile the poll books. 

Check the box next to the item as it is completed. 

Please note, this process is ONLY followed in the event of a Badger Books failure when paper poll books must be used. 
 

Check Step # 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

1 

Task to complete: 

A. Conduct a page-by-page comparison of each poll book to ensure that both poll books 
for each ward are identical at the end of the night. Only one poll book will contain all 
the voter signatures. 

B. Count the total number of voters assigned in each poll book (the number must equal 
the other). 

C. Use the Tally Form in the Supply Box to cross off the number of voters. 

*This should be done whenever there is down time throughout the day. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Closing The Voting Site 
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Reconcile The Poll Books (Paper) 
 

 

 

2 

Complete the Certification Statement on the first page of the poll book. 
 
 
 
 
 
 
 
 
 
  

 
 
 
 
 
 

Last Voter Number = Pink 
Slip Number 

 

If the Last Voter is an EDR, 
write EDR instead of the 

Page #. 
 

Absentee Elector Number 
Should Match Absentee 

Processors 

Signatures of Chief and ALL 
Election Inspectors working 
with the poll book, including 
those covering breaks and 

lunches. 

Closing The Voting Site 



C
ity of G

len
dal

e

179 
 

Reconcile The Poll Books (Paper) 
 

 

 

3 

A. Complete the Supplemental Election Day Reconciliation Form. 

B. Attach the last voter number (pink slip) with a paper clip. The pink slip should include 
the district, ward number, and 2 (two) Election Inspector initials. 

 

  
 

Closing The Voting Site 

Ald District  1  Ward  1  

Voter Number: 55 
VOTER: Please give this number to the 
Machine Attendant when you insert your 
ballot.  

 
        _________ _________ 

Certified: Initials of Election Inspectors on 
LAST VOTER NUMBER (only). 

 MM BT 
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Reconcile The Poll Books (Paper) 
 

 

 

 
4 

Once reviewed, both poll books should remain in the black binders and be packed inside 
the blue canvas closing bag for each individual ward. 

Closing The Voting Site 
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Voter Reconciliation Tally Form 
 

Closing The Voting Site 
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Poll Book Certification Page (Paper) 
 

 

Closing The Voting Site 
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Supplemental Reconciliation Form 
 

 
 

 
 

 

Closing The Voting Site 
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Completed EDR Applications (Paper) 
 

Follow the steps on this checklist to secure all completed EDR Applications. 

Check the box next to the item as it is completed.  

Please note, this process is ONLY followed in the event of a Badger Books failure when paper registration forms books are 
used. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

Complete a final review of all Election Day Registration Applications for legibility and 

completeness, including Registrar’s signature. 

 

  
 
 
 
 
 

2 

A. Confirm that all Election Day Registration Applications have been logged on to the 
Election Day Registered Voter List. 

B. Sign and write the date on the bottom of the form. 
 

Closing The Voting Site 

Check Step # Task to complete: 
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Completed EDR Applications (Paper) 
 

 

 

3 

 
Inform the Chief Inspector of the total number of Election Day Registrations for each ward. 

 

 

4 

 

 

 

Provide all completed EDR Applications and Election Day Registered Voter List to the Chief 
Inspector at the end of Election Day.  

 
 
 
 
 

5 

 

 

 

 

 

Place unused registration applications and all other registration supplies neatly back inside 

the manila registration folder in the Large Supply Box. 

 

Closing The Voting Site 
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Required Signatures Checklist 
 

Sign or initial all required election documents and certifications. 
Check off each document and certification. 

 

 
Inspector’s Statement EL-104 ☐ Signed by Chief & Inspectors 

Supplemental Election Day Reconciliation Form 
(With last voter number printed slip clipped to corner) 

☐ Signed by Chief  

Write-In Votes Form ☐ 
Signed by Chief and at least two 
(2) Inspectors 

Original Supplemental Poll List EL-107 (if any) ☐ Voter Signatures Required Only 

Voter List Corrections Form (only if Badger Books fail) ☐ No Signatures Required 

Wisconsin Election Observer Log ☐ 
Observer Signatures Required 
Only 

Provisional Ballot Reporting Form EL-123r (if any) 
(If none, write NONE across one Form EL-123r) 

☐ 
Signatures Required Per Form 
Only 

Election Inspector Official Oath ☐ Signed by Chief & Inspectors 
Challenge Document Forms 
(If challenges issued, include Challenge Forms EL-104c) 

☐ 
Signatures Required Per Form 
Only 

Election Day Voter Registration Applications and  
Election Day Registered Voter List (only if Badger Books fail) 

☐ 
Signed by Chief and Registration 
Inspectors 

DS200 Printer Tapes – One Shore Tape, One Long “Zero” Tape 
(Both tapes must have ALL signatures; in some elections, a third tape 
will print. Tapes should be sent in Bubble Ziploc Pouch with Flash Drives) 

☐ Signed by Chief & Inspectors 

Election Inspector Payroll Data Sheet ☐ Signed by Chief & Inspectors 
Poll List with Voters’ Signatures  
(in printed form only if Badger Books fail) 

☐ Signed by Chief & Inspectors 

Badger Books Certification Page ☐ Signed by Chief & Inspectors 
Bubble Ziploc Pouch Containing Flash Drive & ExpressVote Flash Drive ☐ No Signatures Required 
Ballot Bags Containing ALL Marked Ballots  
(Includes Write-Ins, Challenged and Reconstructed, as well as “Spoiled” 
and “Original” Carrier Envelopes). All Ballot Bags MUST be secured, 
labeled, and signed. 

☐ Signed by Chief & Inspectors 

“Used Certificate Envelopes of Absentee Electors”  
EL-103 Carrier Envelope 

☐ Signed by Chief & Inspectors 

“Certificate of Rejected Absentee Ballots” EL-102 Carrier Envelope ☐ Signed by Chief & Inspectors 
Wisconsin Inspectors’ Certificate of Provisional Ballots EL-108 (if any) 
Envelope containing ballots should be secured in plastic ballot bag 

☐ Signed by Chief & Inspectors 

Closing Checklist ☐ No Signatures Required 
 

Document / Certification 

Closing The Voting Site 
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Repacking Polling Place Supplies 
 

Follow the steps on this checklist to repack voting site supplies. 

Check the box next to the item as it is completed. 
 

 

 
 

1 Organize and repack the supply box with all unused supplies. 

 

2 
Complete all required forms for the Black Folder (County) and Red Folder (Clerk), and 
repack the blue canvas bags. 

 

3 
Remove all signage from around the polling location and disassemble the easels. Do not 
remove the postings from the bulletin boards. 

 

4 
Power off the Badger Books. If assisting with disassembly, be sure to pack all materials 
for each system together. 

 

5 
Pack all extension cords inside the DS200. Using the “J236” key, lock the ballot 
compartment of the DS200. 

 

6 Power off the ExpressVote. Pack all cords and headphones inside the bag. 

 

7 
Disassemble the voting booths. 
 

Tables and chairs can be left assembled, except for the City Hall location. 
 

8 
Place all supplies in a central location in the polling place, to ensure the Department of 
Public Works crew members can easily locate and pick up materials. 

 

Closing The Voting Site 

Check Step # Task to complete: 
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Shutting Down The ExpressVote 
 

 

THE EXPRESSVOTE DOES NOT COUNT VOTES – THERE IS NO CLOSING PROCEDURE AND NOTHING THAT 
PRINTS. 

Follow the steps on this checklist to close the ExpressVote. 
 

Check Step 
# 

 
 
 
 
 
 
 
 

1 

Task to complete: 
A. Open the left side door of the ExpressVote using the black fob key and turning right 

(downward). 
B. Turn the unit off by using the on/off switch. 
C. Remove the flash drive and place it in the bubble Ziploc pouch labeled DS200 & 

ExpressVote flash drives. 

 

2 

Unplug the machine from the wall outlet. Detach the headphones from the front of the 
machine. 

 

 
 

3 

Lay the ExpressVote screen side down on the table and detach the cord from the back of 
the machine by grasping the base of the cord. 

 
4 Place the cords, headphones, and machine inside the ExpressVote bag. 

 
5 Place the ExpressVote bag with the DS200. 

Closing The Voting Site 
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Closing Checklist 
 

 

Closing The Voting Site 
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Closing Checklist – Black Folder (County) 
 

 
  

Write-In Votes Form Inspectors’ Statement 
EL-104 

Original Supplemental 
Poll List EL-107 (if any) 

Supplemental Election 
Day Reconciliation Form 
with Last Voter Number 

Attached 

Provisional Ballot 
Reporting Form EL-123r 

Poll List with Voters’ Signatures 
(Used Only if Badger Books fail; 

Removed from Binder) 

Election Day Registered Voter List  
(Used Only if Badger Books fail) 

Closing The Voting Site 
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Closing Checklist – Red Folder (Clerk) 
d 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

 

 

 

 

 

Closing The Voting Site 

Election Day Voter 
Registration 

Applications EL-131 

Challenge 
Document Forms 

Closing Checklist 

Wisconsin Election 
Observer Log 

Election Inspector 
Payroll Data Sheet 

Order to Leave 
the Polling Place 

EL-110 (if any) 

Election Inspector 
Official Oath 

Voter List Corrections Form 
(Used Only if Badger Books fail) 
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Blue Canvas Bag 
 

 Closing The Voting Site 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

Clerk’s Office Folder Milwaukee County Election 
Commission Folder 

Poll Book Binders 

Closing The Voting Site 
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Blue Canvas Bag 
 

 
 
 
 
 
 
 
 
 

Bubble Ziploc Pouch 
 DS200 Flash Drive 
 ExpressVote Flash Drive 
 All DS200 Printer Tapes  

 
 
 

 
 
 
 
 
 
 

Provisional Plastic Ballot Bag (Sealed) 
 Including ALL completed Provisional Certificate 

Envelopes (EL-123) which have been placed inside 
the Inspectors’ Certificate for Provisional Ballots 
Envelope (EL-108) 

Machine Keys 
 
 

  

 

Closing The Voting Site 

DS200 & Express Vote 
Flash Drives 

PROVISIONAL 
BALLOTS 
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Acceptable Forms of Photo ID 
 

 

 
 
 

Can be Unexpired or Expired Since the Last General Election (the last November Election) 

ID Type Requirements 

Wisconsin DOT issued Driver License Even if driving privileges are revoked or suspended 

Wisconsin DOT issued Identification Card  

Military ID Card issued by U.S. Uniformed Service  

U.S. Passport Book  

U.S. Passport Card  

Other Forms of Acceptable IDs 

ID Type Requirements 

Certificate of Naturalization 
Not issued more than 2 years before date of the 
Election 

Unexpired Driver License or Identification Receipt 
issued by Wisconsin DOT Valid for 45 days 

U.S. Department of Veteran Affairs ID Unexpired or has no expiration date 

ID Card issued by a Federally Recognized Indian Tribe 
in WI 

Expired or unexpired 

Photo ID issued by a WI accredited university or 
college 

Date of issuance, signature of student, valid for 2 
years. If expired, proof of current enrollment is 
needed. 

Acceptable Identification Documents Without Photos 

ID Type Requirements 

Citation or Notice of Intent to Revoke or Suspend a 
Driver License 
 

Dated within 60 days of the date of the Election  
(If a driver license has been taken away by law 
enforcement or a court, the voter may present 
written documentation of that fact to vote without 
a photo ID) 

Wisconsin DOT issued Driver License or ID without a 
photo 

Issued to voters with a religious objection to being     
photographed 

Photo IDs NOT Acceptable for Voting Purposes 

State or Federal Government Employee IDs Out-of-State Driver License 

Employment IDs Out-of-State Identification Card 

 Membership or Organization IDs Certificates of Citizenship 
 

 

 

VOTERS MUST SHOW AN ORIGINAL COPY OF AN ACCEPTABLE PHOTO ID. 
 
AN ACCEPTABLE PHOTO ID DOES NOT HAVE TO INCLUDE A CURRENT ADDRESS. 

Acceptable Forms of ID 
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Acceptable Forms of Photo ID 
 

 

State of Wisconsin Driver License 
 

 

  
*Can be expired since the last General Election 

(the last November Election) 

State of Wisconsin ID Card 
 

*Can be expired since the last General Election 
(the last November Election) 

Wisconsin Driver License or State ID Card Receipt 
OR 

WI DMV ID Petition Process Photo Receipt 
 

*Valid for 45 days from the date was issued 
OR 180 days for the ID Petition Process Receipt          

Veterans Affairs ID 
 

 

*Must be unexpired or have no 
expiration 

U.S. Passport Book or Card 
 

*Can be expired since the 
last General Election 

(the last November Election) 

 
Student ID Card 

+ 
Enrollment Verification 

(only if Student ID is expired) 

*Valid for voting if the expiration date is no more 
than 2 years from the date the card was issued. If 

expired, must be accompanied by current 
enrollment verification 

 
 

Tribal ID Card 

*Still valid for voting if expired 

 
U.S. Uniformed Services 

Certificate of 
Naturalization 

* Only valid for voting if Certificate was issued not 
more than 2 years before the date of the election 

*Can be expired since the last General 
Election (the last November Election) 

Acceptable Forms of ID 
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Acceptable Proof of Residence Documents 
 

 

 
• Forms which have an expiration date must be valid on Election Day to constitute acceptable Proof of Residence. 
 
• Electronic versions of these documents may be presented to election officials as Proof of Residence on 

smartphones, tablets, or other electronic devices. 
 

Valid Proof of Residence Documents 
Document Type POR Type Requirement/Example(s) 

Wisconsin Driver License or  
receipt of license WIDL Current with voter’s current address. 

Wisconsin Identification Card or 
receipt of ID DOTID Current with voter’s current address. 

Utility Bill UTIL 

Any form of utility bill, including cell phone, cable, 
internet, electric, gas, and water for the period 
commencing not earlier than 90 days before the 
Election. 

Bank/Credit Card Statement BANK/CC 
Bank or credit card statement with a visible 
account number. An offer to open a credit card is 
NOT acceptable Proof of Residence document. 

Paycheck or Paystub PYCK Paycheck or paystub or documentation of direct 
deposit.  

Student Fee Statement / Student ID STDNT ID 

A University, College or technical Institution 
student ID that includes a photo (address not 
required). The registrant must provide either:  

1. A fee payment by the university, college or 
technical college dated no earlier than 9 
months before the date of the election. The 
fee payment receipt must include the name 
and address of the student. 

2. Or be on the Certified Student Housing List. 
This list is provided to the Clerk’s Office to the 
specific polling places that serve students in 
housing sponsored by universities, colleges, 
or technical institutions. 
 

 

Acceptable Forms of POR 

Acceptable Proof of Residence documents must include: 

  A current and complete name, including both the first and last name of the voter. 
 A current and complete residential address, including a numbered street address in 

the City of Glendale. A post office box is NOT an acceptable address. 

If an individual cannot provide Proof of Residence,  
they CANNOT register to vote and therefore CANNOT VOTE. 
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Acceptable Proof of Residence Documents 
 

 

Document Type POR Type Requirement/Example(s) 

Residential Lease LSE 

A residential lease containing the landlord name, 
tenant name, address subject to lease, term, rent, 
landlord sig- nature, and tenant signature. The 
lease should be effective on date of registration. 

Document Issued by any unit of 
government 

GOVDOC 

Any government-issued document. Examples 
include (not an exhaustive list; *issued by 
government agency): 

1. Vehicle Registration 
2. BadgerCare/Medicare statements* 
3. Social Security statements* 
4. Public school correspondence 
5. Tribal ID or Tribal issued mail 
6. Change of address from USPS 
7. Federal student loan notices* 
8. Mail from publicly owned medical facilities 

 

Wisconsin Identification Card or 
License 

GOV ID 

DNR-issued fishing license, motor vehicle 
registration, or any identification card or license 
issued by a federal, state, county, or city 
government that includes the voter’s name and 
current address. 

Employer Identification Card or 
License 

EMPL ID 

Issued by an employer that contains a photograph 
of the cardholder or license holder, includes the 
voter’s name and current address, but not a 
business card. 

Residential Care RES 
A contract or intake document from an occupant 
of a residential care facility that specifies the 
occupant currently resides in the facility.  

Real Estate Tax Bill or Receipt TAX City of Glendale tax bill, or paid receipt, for this or 
last year. 

Homeless Persons HMLSS 

A letter on public or private social service agency 
letterhead identifying a homeless voter and 
describing the individual’s residence for voting 
purposes. Homeless individuals may designate a 
fixed location for their residence for voting 
purposes if it is an identifiable location in the City 
of Glendale. This location may be a homeless 
shelter, a park bench, or other location where a 
homeless individual may spend time or return to 
after an absence; for voting purposes, the 
location need not have a valid mailing address. 
P.O. Boxes are not acceptable. 

 
 
 
 

Acceptable Forms of POR 
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Acceptable Proof of Residence 
(Not a Comprehensive List) 
 

 
Wisconsin Driver License 

Or State ID Utility Bill Paycheck 
 

 

 
IRS Check 

 

Conceal Carry License 
 

 
 

Hunting License 
 

Homeless Shelter Affidavit 
Residential Lease 

 

  
 

Student ID & Fee Receipt Bank or Credit Card Statement 
  

Acceptable Forms of POR 

999999999999999********* 
 
Conservation Patron Combination License 
(Junior Resident) Valid 5/22/2010 - 3/32/2021 

 
You ARE NOT eligible to use your Wisconsin 
Driver’s License for display of recreational 
approvals. Please visit dnr.wi.gov for more 
information on how to get you DL verified for use. 

 
Angler MUST carry a paper copy of their 
license/stamps while fishing on the waters of 
Lake Michigan, Lake Superior, and the WI/MI, 
WI/MN and WI/IA boundary waters. 

 
For season dates, weapon restrictions, and 

Safety Certification 
TRAPPER 123456789 HUNTER 12345678 

20 
JOHN Q PUBLIC 
123 FAKE ST 
ANYTOWN, WI 55555 
Customer # 729086322 
DOB 2/6/2000 
S: M H: 6’ 0” W: 200 H: BRO E; GRN 

 

Department of Natural Resources 

2020 Licenses/Approvals 
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Unacceptable Proof of Residence Documents 
 

 

Items that DO NOT meet the Proof of Residence Requirements 
 

Any document or ID that does NOT reflect the voter’s 
complete name and current address 

 
An auto or home insurance bill or proof of private 

insurance coverage 
 

Piece of mail or magazine subscription 
Piece of mail with a forwarding sticker from the post 

office showing their current address 

Sales offer of ANY kind: credit card offer, loan offer, 
cable offer, etc. 

 
Personal check 

Passport or Passport Card (no address appears on these) 

Acceptable Forms of POR 
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Glossary 
 

 

Absentee Ballots 
Ballots that are completed by voters who are often 
unable to go to their polling place on Election Day. 
Voters may complete an absentee ballot through the 
mail or in-person at City Hall. Absentee ballots are 
processed on Election Day at each polling location and 
counted in the election results. 

 
Auxiliary Bin (DS200 Voting Machine) 
The bin at the front of the DS200 voting machine 
where ballots are placed in the event the DS200 is 
not functioning properly. This is the secure holding 
site until the DS200 is functioning. 

 
Challenged Voter 
A voter’s qualifications to vote are subject to public 
challenge. The Chief Inspector determines if the 
challenge is based on valid information. If it is, the 
challenger and the challenged voter complete the 
necessary challenge documentation. The challenged 
voter is still able to complete a ballot; however, the 
voter’s ballot is marked as challenged before it is 
inserted into the DS200. 

 
Chief Inspector 
The election worker who supervises the voting site. 
 
Curbside Voting (CV) 
The practice of delivering a ballot to an individual’s 
vehicle for voting purposes. 
 

District 
A designated geographic area, such as an 
Aldermanic or school board district. 
 

DS200 Voting Machine 
The machine used to count – or tabulate – ballots at 
a voting site on Election Day. 

 

EL-104 
The form that is primarily used by the Chief Inspector 
to record incidents and other notable occurrences on 
Election Day. 

 
Election Day Voter Registration Application (EDR) 
The application completed and submitted by all 
individuals registering to vote on Election Day. 

 
Election Inspector (also known as “poll worker”) 
The election workers at a polling place that complete 
the duties of Receiver, Registrar, Machine Attendant, 
Ballot Table Attendant, Absentee Processors and 
Greeter. Election Inspectors report to the Chief 
Inspector. 

 
Electioneering 
Any activity intended to influence voting at an election 
site on election day. 

 
ExpressVote 
A touchscreen and keypad machine used to mark a 
ballot. This machine is particularly helpful to a person 
who is visually or hearing impaired. Every voting site 
has an ExpressVote. 

 
Flash Drive (or Jump Drive) 
A storage device of the DS200 that records the votes 
from every ballot inserted and generates the election 
results. 

 
Greeter 
An Election Inspector assigned to greet voters as they 
enter the polling place and direct them to the proper 
tables, e.g., registration table, and answer voting 
procedure questions. 
 
Jump Drive 
See “Flash Drive.” 

Glossary of Terms 
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Glossary 
 

 
Machine Attendant 
The Election Inspector assigned to monitor activity 
at the DS200 voting machine. 

 
MyVote.WI.gov Website 
A website accessed on the provided tablet to verify 
the correct polling place or a voter’s registration 
status. 

 
Observers 
Public observers of an election. All elections are 
open to the public. 

 
Payroll 
The document that election workers are responsible 
for signing at the end of Election Day or at the end 
of their shift. The document determines the 
payment to an election worker. 

 
Photo ID 
A term used to describe the document a person 
provides on Election Day to prove their identity. 

 
Poll Book 
See “Voter List.” 
 
Polling Place 
See “Voting Site.” 
 
Polls or Polling 
The process of conducting voting. 
 
Poll Worker 
See “Election Inspector.” 
 
Proof of Residence (POR) 
A term used to describe the document a person 
provides during an Election Day Registration as 
proof of their name and residence. 

 

Provisional Ballot (PV) 
A ballot completed by an individual who does not meet 
all the residency requirements to vote or complete the 
registration process. Provisional ballots are not 
inserted into the DS200 but are held until the 
individual provides the necessary documentation no 
later than 4:00 P.M. the Friday following the election. 
If the documentation is provided, the voted ballot is 
added to the election results. 

 
Receiver(s) 
The two (2) Election Inspectors assigned to work at a 
district table and check-in (“receive”) registered 
voters, assign voter numbers, and issue ballots. 

 
Reconciliation Form 
A form used to determine that every voter number has 
been properly assigned. 

 
Reconciliation Process 
The process of ensuring that the total of the three 
(3) categories of Election Day voters (Registered 
Voters from the poll books, Election Day Registrants, 
and Late Registered Voters) equal the number of 
“voter numbers” given to voters as well as the number 
of ballots cast (DS200 tape total). 

 
Reconstructed Ballot 
A ballot that must be completed by an Election 
Inspector in the event a voter’s ballot is rejected by the 
DS200 and the voter is not present to correct the 
ballot. Two (2) Election Inspectors MUST be involved 
in the process of determining the voter’s intent (how 
the voter intended to vote). 

 
Registered Voters 
Individuals that were registered to vote prior to the 
election whose names appear on the poll books. 

Glossary of Terms 
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Glossary 
 

 
Registrar 
The Election Inspector(s) assigned to register voters 
on Election Day and secure voter numbers and ballots 
from the Receivers. 

 
Rejected Ballots 
Ballots that are rejected by the DS200 voting 
machine, usually due to an error in the completion of 
the ballot by a voter. 

 
Spoiled Ballot 
A ballot where the voter has made an error, and a 
new ballot must be issued. Spoiled ballots (ONLY) are 
torn once in half (into two (2) pieces only) and placed 
in the “spoiled ballots” carrier envelope. Leftover 
pre-initialed ballots are also considered “spoiled 
ballots.” 

 
Voter (or Elector) 
A person qualified to vote in the City of Glendale. 
 
Voter Intent 
The process for determining how an absent voter 
intended to vote if their ballot is rejected. 

 
Voter List 
The printed list in a black binder of all registered 
voters residing in a District. Also called a “Poll Book.” 
 
Voter List Correction Form 
A form that the Receivers and Registrars use to record 
changes to be made in the poll books. 

 
Voter Numbers (or Pink Slip Numbers) 
The sequence of numbers issued to every voter 
receiving a ballot. (Exception: Provisional Ballots) 

 

 
 

 

Voting Booth 
The privacy booth where voters complete their ballots. 

 
Voting Location Map 
A map of the City of Glendale polling locations by 
District and Ward. 

 
Voting Rights Act 
Federal law prohibits any jurisdiction from denying a 
qualified voter the right to vote based on race or color. 

 
Voting Site 
The site that all residents of a designated ward MUST 
use for voting purposes. 

 
Ward 
Every address in the City of Glendale is assigned to a 
ward. Glendale is divided into 12 wards. Wards are 
divided by streets and are based on census population. 
Every ward is assigned to a specific Voting Site and 
residents of that ward may only vote at that site, 
unless casting an absentee ballot. 

 
Write-In Ballots/Votes 
A voter may write in the name of a person for a contest 
(on the “write-in” line of each contest) instead of 
selecting from the printed list of candidates. Only 
registered write-in candidates are counted.  

 
Write-In Votes Form 
The form that must be completed at the end of 
Election Day for recording and tabulating the ballots 
with the registered write-in candidates (after 
reviewing ballots). 

 

Glossary of Terms 
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Badger Books FAQ’s and Troubleshooting 
 

 

• I can’t remember the password/I don’t know the password to log in. 
Do you mean to log into the machine or to log into the Badger Book Application? 

The machine: Check with your Chief Inspector or the Clerk to get the password.  
The application: Are you a Chief Inspector or Election Inspector? 

EI: Have your Clerk or Chief Inspector log in and they can help you see your username and change 
your password if you don’t remember it. 
CI: Contact the Clerk. 

  

• The password isn’t working. 
Is caps lock on? 

Yes. Problem solved. 
No. Try again. Passwords are case sensitive. 
Still no. Has the clerk changed the username/password from the original one the machines came with? 

Yes. If no one knows the password the machine will need to be imaged by PDS. You won’t be using it 
today. 
No. Call WEC and ask for a Badger Book team member. 

  

• The application won’t open at all, or it opens and an error message pops up. 
Make sure it is connected to the network. In the lower right corner of the screen find the internet icon 
that looks like a globe or fan. Click on it.  

Do you see EPollBook as a network option?  
No. The router may not be plugged in. Find the router and check to make sure it is 
plugged in to a working outlet. Then restart the server machine first, get the 
application running, followed by each of the client machines (Order of Operations). 
Call WEC and ask for a Badger Book team member if you continue to have issues. 
Yes. Does the button below it say Disconnect or Connect? 

Connect. Click that and once it changes to Disconnect, try opening the application again. 
Disconnect. Click on the windows icon in the lower right corner and begin typing badger (probably 
only need to type 3 or 4 letters). If you see multiple Badger Book applications, you will need to try 
opening each one until one works. If none work, call WEC and ask for a Badger Book team member. 

 

• Server screen frozen. 
1. Control-Alt-Delete 
2. Task Manager 
3. Select Badger Books 
4. End task 
5. Re-open Badger Books 

 
• The scanner isn’t working for absentee barcodes. 

1. Did you try recalibrating the scanner? Use the Master Barcode to do so, unplug 
the scanner and plug it back in. 

2. Is the cursor in the correct field? For Absentee barcodes, it needs to be in the 
Mailing ID field. 

Nothing worked: Switch to hand keying (using the keyboard). 
 
 

Badger Books 
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Badger Books FAQ’s and Troubleshooting 
 

 

• Badger Book not connected to the network 
You will receive the following message: 

Verify as directed and click OK. 
 

• I selected my reporting units and opened the polls, but the screen didn’t update. 

In the upper right corner, click on the hamburger menu and select sign out. You will need to sign out and sign 
back in. 
If that didn’t fix it, call WEC and ask for a Badger book team member. 

 

• The election file is loaded on the server, but I can’t open the polls. 
 

 

On the main screen you should see two items with either a green checkmark or red X by each and a purple 
Admin button underneath. What do you see? 

Red X by Voter Count is Zero = Contact the clerk 
Red X by Reporting Units = Go to the Admin screen; Go to the tab called Reporting Units and select the 
reporting units that are in your polling place by clicking the blue select button for each one. When you are 
done, go back to the main screen to open the polls. 

 

Badger Books 
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Badger Books FAQ’s and Troubleshooting 
 

 

• The printer won’t print. 
1. Check for paper and make sure it is in the printer correctly. 

If you use the DS200 as your accessible voting machine, make sure you didn’t put that paper in your 
Badger Book printer. 

2. Check to make sure the cable is plugged in to the base of the badger book and both connections are 
secure to the printer. 

3. Are your keyboard and mouse connected to the Badger Book with cables? Yes. Are they working? 
No. There is a small black button on the bottom of your Badger Book. Press that and see if things start 
working. 

Nothing worked: Check your Badger Books Manual in your supply box. There are several common 
printer problems listed with solutions. If none of these seem to be the cause of your issue, call your 
clerk. There is a troubleshooting guide for the printer in the Learning Center that your clerk can access 
for you. For now, you will need to give out paper voter number slips. 

 

• How do I change the printer paper? 
1. Remove the used paper. 
2. Tear a clean edge on the new paper roll, making sure the tape has been completely removed. 
3. Place the paper into the paper compartment so it unrolls from the bottom (1). Leave a few inches of paper 

sticking out of the printer. 
4. While holding the paper in place, close the receipt cover (2). To test the paper is loaded correctly, advance the 

paper with the paper feed button. 
5. Tear the excess paper off against the blade in the cover (3). 

  

  
 

• Need to change the paper in the printer but the lid won’t open. 
1. Make sure the power switch on the bottom of the printer is on. 
2. Press and hold the open button on the side of the printer box. 

 

• I went to check-in a voter, and they have already been checked in/issued a voter number. 
Do you have an explanation for how this happened? 

Yes, someone else signed as the voter by mistake. Have them sign the Original Supplemental Poll List  

(EL-107) and document it on the Inspectors Statement (EL-104) 
Yes, the voter already voted (this includes by absentee ballot). They can’t vote again.  
No. Call WEC and ask for a Badger Book team member. 

   

• The machine keeps restarting when I power it down. 
Unplug the scanner from the machine and it should stay turned off when you power it down after that. 

 
 
 

Badger Books 
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Training Certification (Clerk Copy) 
 

 
This Election Day Training Manual has been prepared for your information and understanding of the policies and 
procedures to be followed as an Election Inspector/Chief Inspector on Election Day. Please take the time to read it 
carefully. Upon completion of your review of this handbook, please sign the certification below, and return this page 
to the City Clerk’s Office. A reproduction of this acknowledgement appears after this page for your records. 
 
I, ______________________________________________, certify that I have received and read the Election Day 
Training Manual for the City of Glendale. I understand the goals, policies, expectations, duties, and responsibilities of 
my position as an Election Inspector/Chief Inspector (circle one).  
 
I have familiarized myself with the contents of this handbook. By my signature below, I acknowledge, understand, 
accept, and agree to comply with the information contained in the Election Day Training Manual provided to me by 
the City of Glendale. I understand this handbook is not intended to cover every situation which may arise during my 
position as an Election Inspector/Chief Inspector.  
 
I understand that this Manual is not a contract of employment and should not be deemed as such, and that my position 
as an Election Inspector/Chief Inspector is at will. 
 
 
____________________________________________ 
(Signature) 
 
_____________________________________________ 
(Date) 
 
 
By acknowledging you have reviewed the contents of this Training Manual, the City of Glendale will pay for training time. 
New Election Inspectors will receive 3.0 hours of pay for training time; returning Election Inspectors will receive 1.5 hours 
of pay for training time. New Chief Inspectors will receive 3.0 hours of pay for training time; and returning Chief 
Inspectors will receive 2.0 hours of pay for training time. 
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Training Certification (Inspector/Chief) 
 

 
This Election Day Training Manual has been prepared for your information and understanding of the policies and 
procedures to be followed as an Election Inspector/Chief Inspector on Election Day. Please take the time to read it 
carefully. Upon completion of your review of this handbook, please sign the certification below, and return this page 
to the City Clerk’s Office.  
 
I, ______________________________________________, certify that I have received and read the Election Day 
Training Manual for the City of Glendale. I understand the goals, policies, expectations, duties, and responsibilities of 
my position as an Election Inspector/Chief Inspector (circle one).  
 
I have familiarized myself with the contents of this handbook. By my signature below, I acknowledge, understand, 
accept, and agree to comply with the information contained in the Election Day Training Manual provided to me by 
the City of Glendale. I understand this handbook is not intended to cover every situation which may arise during my 
position as an Election Inspector/Chief Inspector.  
 
I understand that this Manual is not a contract of employment and should not be deemed as such, and that my position 
as an Election Inspector/Chief Inspector is at will. 
 
 
____________________________________________ 
(Signature) 
 
_____________________________________________ 
(Date) 
 
 
By acknowledging you have reviewed the contents of this Training Manual, the City of Glendale will pay for training time. 
New Election Inspectors will receive 3.0 hours of pay for training time; returning Election Inspectors will receive 1.5 hours 
of pay for training time. New Chief Inspectors will receive 3.0 hours of pay for training time; and returning Chief 
Inspectors will receive 2.0 hours of pay for training time. 
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