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Paper Ballot Judge – On-demand Ballot Printing 

The Paper Ballot Judge is responsible for:     
· Issuing the correct paper ballot type, based on the voter’s precinct & 

ballot style (and party in a Primary) using the on-demand ballot 
printing computer and ballot printer. 

· Providing general instructions on how to mark the ballot.      
· Directing the voter to an unoccupied poll booth or providing 

assistance if needed.  
· Directing and assisting the poll manager if the voter needs to spoil a 

ballot and be issued a replacement ballot. 

Opening the Polls 

· Follow the instructions for the Ballot On Demand – using Ballot Now.  
· Place the “Certified Write-In Candidates” envelope on the table close 

to you. 
·  IMPORTANT:  Verify that the On-demand ballot printing program is 

set to Election Ballots and NOT Sample ballot before printing ballots! 
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Supplies 

Pr
oc

es
si

ng
 V

ot
er

s Item 
Signature Card tray 
Secrecy Sleeves 
Black ink pens (Voter use) 
Red ink pens (poll worker use) 
Red poll worker apron or Blue vest 
Certified Write In candidates envelope 

Voter Processing 

1) The voter will hand you their Signature Card & identification. 
2) Read the voters name aloud to verify the correct voter. 
3) Verify that the WebSCORE or SCORE Judge circled either Paper or 
 Mail. 

  
 

4) Based on the voter’s precinct and ballot style (and party in a Primary) 
as shown on the Signature Card voter label, print the correct precinct 
ballot and ballot style. 
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 Once the ballot is printed, confirm to the voter the precinct and ballot 
style, if correct, the ballot judge  and the voter initials are placed in the 
Ballot Judge Initials area below the voter label on the  yellow copy of the 
Signature Card. 

 

 
5) In-person voting- Give the voter the ballot and a secrecy sleeve.  

Instruct the voter to use an empty poll booth to mark their ballot.   
a) Instruct the voter, after marking their ballot, to place their voted 

ballot in the secrecy sleeve and proceed to the red ballot box. 
 

6) Mail ballot pickup-  The computer judge will print one extra label, 
and affix  it to the mail ballot return envelope.  

 
a.  After printing the ballot, fold it into quarters, and insert into the 

reply envelope containing the voter instructions and secrecy 
sleeve. 

 
7) All copies of the VSPC Signature Card and Registration Form, need to 

be placed face down in the collection tray for voter privacy of 
personal identifying information (PII). 
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IMPORTANT:  If all paper ballot booths are occupied and there 
are excessive wait times, you may allow a voter to mark their 
ballot using a clipboard. 

Setting up the On-demand Ballot Printing 
Computer and Printer 

(Select Locations only- HRSS, PTH, PMC, LKSP, PRC & EHQ) 

Printing Ballots- Accessing Ballot Now to print ballots 

1) Verify and Remove any seals on the cage in which the on-demand 
ballot printing workstation is secured.  

2) Locate the power switch on the front of the computer and turn the 
power on.  Log into computer using the credentials provided by the 
Poll Manager. 

  
3) Windows will start and you will see the desktop.   

 
        

Logging into Ballot Now 

 
Before logging into Ballot Now, double check: 
 

· The MBB is inserted into the card reader 
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· The USB cable is plugged into the card reader 
· The eCM key is plugged into a USB slot  
· The red light on the top of the ECM key is illuminated 

 
 

1. Double click on the Ballot Now Icon.   
 

                
 

2. Ballot Now will start and you will be prompted to log into Ballot Now.  
This may be a different username and password than the one used 
for logging into Windows.  Usernames and passwords are located in 
the Poll Manager Binder. 

 

              After you have entered your User ID and 
Password, click the Login button. 
 

3. After logging in, you will see the Ballot Now Image Processor window.  
This window may be located behind the main Ballot Now window, so 
you may need to drag the Ballot Now window out of the way to see 
the Ballot Now Image Processor window.   

 

              
 
 

a. If the window was on top, click on the Shut Down button to 
continue.  You will be prompoted to confirm that you want to 
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shut down Ballot Now Image Processing.  Click on the OK 
button. 

                     

Opening the Election 

 
1. After shutting down (hiding) the Ballot Now Image Processor, you 

may open the election to print ballots.  From the main Ballot Now 
window, click on the Election menu, and then click on Select 
Election… 

 

                     
 

2. You will be prompted to insert an MBB.  Make sure the MBB is in 
the card reader and that the USB cable is plugged into the card 
reader, then click OK. 

 

                      
 

3. You will be prompted to enter the eCM PIN.  This is located on a  
password card located in the Poll Manager Binder DRAFT
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4. You will see the Select Election window.  Locate the election that 
says “Open” under the MBB column and click once to highlight it, 
and then click OK. 

                   
After a few moments, the election will open.   

 
5. From the main Ballot Now window click on the Print menu item, 

and then click on Print Ballots… DRAFT
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6. Set the quantity to 1 and set the radio button to Election Ballot, 
unless you need to print a sample ballot for a voter, or to run a 
test print of a ballot.  

a. The Type and Ballot Style (precinct and style number) will 
default to whatever ballot type was printed last.  Always 
verify the type, precinct and style of ballot you are printing 
and issuing to the voter! 

 
b. Click on Print Server button to disable. 

 
 

 
      
   
 
The Ballot Now station is now ready to print ballots sent to it from the Ballot 
On Demand software. Return all password cards to the poll manager. 

 
 

b) The Type and Ballot Style (precinct and style number) will 
default to whatever ballot type was printed last.  Always verify 
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the type, precinct and style of ballot you are printing and issuing 
to the voter! 

c) Print 1 sample ballot to make sure the printer is properly printing 
ballots. REMEMBER, you must change the ballot type back to 
ELECTION! 

 

  

Ballot Quality Assurance 

ü Look at the ballot after it has printed to verify that the print quality is 
good and the ballot printed correctly. 

ü Look for black marks, streaks, speckles, or any other defect on the 
printed ballot that may cause possible errors when the ballot is scanned.  

ü Inspect the printed text, the voting boxes, and the lines around the 
contests.  Be sure there is no smearing or shadowing of the text or lines. 

ü Check the barcodes for shadowing or smearing that may make the 
barcodes unreadable. 

ü Look at the back of the ballot.  Make sure that there is printing on the 
back of the ballot.  Some ballots will have additional races on the back 
while others will have a note that the back of the ballot was left blank in 
purpose.  Check that there are barcodes on the back of the ballot.   

ü Verify that the correct precinct and ballot style has been printed for the 
voter. 

Spoiling a ballot   

· If a voter has made a mistake in voting or the handling of a ballot, he 
or she may need to “spoil” it and obtain a replacement.  Consider 
these possible reasons for spoiling a ballot: 

· The voter discovers that he or she has marked the ballot for the 
wrong candidate. 
DRAFT
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· The voter mistakenly voted for two candidates running for the same 
office, if it is a “vote for no more than one” race. 

· The voter has made stray pen marks on the ballot and it has 
interfered with its proper scanning of the ballot 

· The voter was issued the incorrect ballot for precinct and style. 

 IMPORTANT: A voter may not be issued more than three 
ballots to be voted in-person under any circumstances.  Inform 
the voter of this after the second ballot is issued.  There is no 
limit on the number of mail ballot replacement ballots that can 
be issued to a voter!  

Procedure for Spoiling Ballots 

The ballot may not to be handled by the Ballot Judge unless the voter 
requests assistance. If a voter spoils their ballot, the Poll Manager will take 
over and process as follows: 

1) The voter then takes the ballot back to the Poll Manager and 
requests a replacement. 

2) The voter must stamp “Spoiled” across the face of the rejected 
ballot.  

3) The Poll Manager takes the Spoiled Ballot Envelope, and holding it 
open, instructs the voter to deposit the ballot into the envelope.  A 
replacement cannot be issued until the “spoiled” ballot has been 
deposited here.  

4) The Poll Manager will now retrieve the voters Signature Card and 
reissue a ballot in WebSCORE. 

5) Once the voter returns from the Poll Manager, the voter may receive 
a new ballot and return to the poll booth to finish voting. 

6) The Signature Card should be updated to show number of ballots 
issued to this voter by making a comment along the left margin of 
the Signature Card. Additional labels from WebSCORE should be 
placed on the signature card, in a manner that it is clearly visible that 
another ballot was issued to the voter. DRAFT
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Daily Closing Procedures: Early Voting Period and 
Election Day  

1) After all voters have exited, log off and select done, and then power 
down the on-demand ballot printing computer workstation. Do not 
use the red ‘X’ to exit the program! 

2) Power off the ballot printer. 
3) Separate completed Signature Card Forms into two piles 

a) Paper 
b) Mail  

4) Count each type; place a small sticky note with quantity on respective 
pile.  
a) Paperclip or rubber band each pile and give them to Poll 

Manager.  
Signature Cards will be returned the following morning with any 
other complete forms.  

5) Ensure the blue and red ballot boxes have been sealed and placed in 
the cage. The boxes will be picked up the following morning by the 
ballot round up team. They will supply you with additional empty 
boxes. 

6) The cage must be sealed each night.  Record seal number on log, and 
seal cages securely. This seal will be verified the following morning 
prior to removal. 
 
 
ELECTION NIGHT ONLY – Red canvas bag and the sealed red and 
blue ballot boxes will be returned to election headquarters by the Poll 
Manager and one election judge in the same vehicle. 
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Ballot Judge Check List 

1) The voter will hand you their Signature Card & ID 
2) Read the name out loud to verify they are the correct voter. 
3) Verify that the Computer Judge has circled the voters’ ballot 

preference, either Paper or Mail. 
4) Based on the voter’s precinct and ballot style (and party in a Primary), 

print the correct ballot from the on-demand ballot printing computer 
workstation.  Verify that the on-demand ballot printing program is set 
to Official ballot and NOT Sample ballot before printing ballots. 

5) Visually compare and confirm the precinct number and ballot style 
(and party in a Primary) printed on the ballot to the information on 
the Signature Card are the same. 

6) Voter and Ballot Judge initial that the correct ballot was provided, 
near the Voter Label. 

7) Give the voter the ballot and a secrecy sleeve, and then instruct the 
voter to proceed to an open voting booth to mark the ballot, place it 
in the secrecy sleeve and proceed to the ballot box. 
a) If the voter is receiving a Replacement Mail Ballot, fold the ballot 

for the voter, and place it in the mail ballot return envelope for 
the voter.  Verify that an extra voter label is placed in the 
appropriate location on the mail ballot return envelope. 

8) Direct the voter to an available poll booth or to a Voter Aide Judge 
for assistance. 

9) Place the Signature Card in your card file tray. 
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MY NOTES 
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