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Welcome to
2020 Election Judge

Ballot Box Training and Certification
Robin M. O’Connor

Lake County Clerk

LakeCountyClerk.info

Customer service IS our business

• Ensure every voter 
has confidence that 
their vote is counted 

• Friendly 

• Attentive

• Accurate

• Professional
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2020 Elections

Races on the 2020 ballot

Federal
• President/Vice-President
• Senator
• Representative in Congress 

in districts 6, 10, 14
• Delegates and alternate 

delegates

State
• Senator in district 31
• Representative in districts 

51, 52, 57, 58, 59, 60, 61, 
62, & 64

• North Shore Water Reclamation 
District Trustee in districts 1, 2 & 4

• Unexpired 2-year term in district 5

• Circuit Clerk
• Coroner
• Recorder
• State’s Attorney
• County Board Members in districts 1, 

2, 4, 7, 12, 13, & 16
• Unexpired 2-year term in district 20

• 19th Circuit Court Judgeship in 3rd

subcircuit
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New for 2020

• Check-In Judge
• Can process voter’s spoiled ballot, if it is the same judge who 

initially processed voter

• Voter Services Judge
• ADA ballot marking equipment
• ExpressVote replaces the AutoMARK
• Terminal, printer, and blank ballot stock
• Prints on-demand ballot
• Ballot bin keys are also used for the ExpressVote terminal

COVID-19 Safety Protocols

Based on the information provided by the Centers for Disease Control 
(CDC) as well as state and local guidelines, we will provide for the 
election judges:
• face masks and shields,
• hand sanitizer,
• sanitizing wipes,
• gloves,
• sneeze guards to be placed in front of ePollbooks, and
• sneeze guards for issuing ballots.

All Election Judges will be required to wear a face covering while at the 
polling sites. We ask that judges remain vigilant and remind voters that 
social distancing protocols should be followed and furthermore, 
recommend to voters that they use their own ink pen to mark their 
ballot.
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Public Act Highlights

• Only for November election
• Application to vote by mail sent to those who recently 

voted or registered
• Civic group also sending applications
• If not returned, Secretary of State will send reminder in mid-

September and mid-October
• Voter can still vote early or on Election Day

• Finalizing details
• Postage-free drop boxes
• A universal voting site to serve all voters

• Student election judges can be 16 years old
• Election Day is an Illinois government and school holiday

Preparation
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Vote before Election Day

• Online ballot request form at LakeVoterPower.info 
• 1st day to mail ballot is September 24, 2020
• Last day clerk’s office can mail a ballot is October 29, 2020
• Your voted ballot must be postmarked by Election Day

By Mail

• October 19 to November 2, 2020
• Can visit any early voting location
• Weekday, evening, and weekend hours

Early Voting

One election web page-
LakeCountyClerk.info

• Candidate list

• Referenda

• Ballot preview

• Voter Information 
Guide 

• Voter registration 
info

• Voting options, 
dates, and locations
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Read checklist and manual 

Online Reference Library
ElectionJudge.info

• Manuals

• Checklists

• PowerPoint presentations
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Other 
prepration

Take a test drive 
to your voting 
site

Are meals brown 
bag or pot luck?

Arrive election 
morning before 
5:15 AM

Pay schedule

• To keep trained status, attend training every two years in even years
• Nursing home and early voting judges must also work on Election Day
• Paycheck mailed 4 weeks after Election Day

Check-in or Ballot Issue Judge $140

Certified Ballot Box Judge (if assigned) $180

Certified Voter Services Judge (if assigned) $170

Serving out of township (not home site)                                            +$10

Nursing home voting before Election Day +$30

Early Voting Judges                                                                        $10/hour
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Before Election Day

Page 19

Voting site and contact information 
mailed to Ballot Box Judges

(Approximately 2 – 2½ weeks before Election Day)

Special 
instructions

Ballot pick up

Transfer Site
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Also included

• Judges’ names

• Phone numbers

• Party affiliation

• Election Day 
role

Call to confirm

• Facilities
• Building access on election eve and Election Day
• Room used for voting

• Judges
• They are working
• Meal arrangements (pot luck or brown bag)

• Call Clerk’s office immediately if any changes 
are noted!
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Thursday or Friday 
2 BBJs together pick up materials

White Ballot Transfer Cases

Red Rolling Case

Provisional Ballot Transfer Case

Black Rolling Case

Red Bag

Ballot Box Judge Red Bag

• Picked up with ballots and rolling cases

• Needed for election eve setup

• Contains security materials pouch
• Jetpack
• Ballot bin/ExpressVote keys,
• Gray security card, 
• Red and white security ties, and 
• Scissors
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Election Eve Setup

Page 21

Follow checklist pages 
1, 2 AND 3
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Bring Ballot Box Judge red bag

Voter Services Judge responsible 
for this setup 

• Jetpack

• ePollbooks 

• In the event VSJ not there – here are the steps
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Jetpack 
location

jetpack delivered in red bag
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Turn on Press and 
hold  

power 
button

Final screen will display this all 
day
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Place all 
ePollbooks 
on correct 

table

Destination is on label

Open every 
ePollbook case

• Cut zip tie connecting the 
zipper ends

• Unzip case and lay out flat

29

30



BBJ Training - November 2020

16

Power on ePollbook 

• Lift cover of ePollbook

• Power button is on left 
corner on lid’s exterior just 
below label

• Hold power button 4-5 
seconds

Power 
button

Select “AskEd ePollbook”
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Enter “User Name” 
and “Password”

Enter your name
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Stop at this screen

November 3, 2020 General Election

Continue with ballot bin setup
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Ballot bin 
location

Express Vote

Ballot bin has two keys

Silver
Use on external 
ballot bin doors 
and flaps

Black barrel
Use on ballot 
counter

Also used for 
ExpressVote
terminal at Voter 
Services Table
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Confirm serial numbers

Compare serial 
numbers to ones 
recorded on gray 
security card

Side A
Side B

Back of ballot bin

Unlock #1 (door on 
rear side of ballot 
bin)

Lower door and 
leave open 
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Surge protector

• Take out power cord 
with surge protector 
attached

• Plug into power strip, 
extension cord, or 
outlet 

• After polls close, return 
with surge protector 
attached to plug

On front of bin

• Use silver key to 
unlock #2

• Open bin cover 
latches 

• Lift bin cover to 
complete upright 
position
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Open ballot counter screen

• Use barrel key 
to unlock #3 on 
ballot counter

• Lift screen

• Ballot counter 
and screen will 
automatically 
turn on

First screen
Logo screen will appear first when the ballot counter screen is lifted
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…next screen

Then select 
“Open Poll”
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Opening polls…

Ballot Status 
Accounting Report

Records number 
of blank, over-
voted, and under-
voted ballots
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Zero Totals 
Report

Proof that there 
are no votes 
tallied or ballots 
cast

Press “Go to 
Voting Mode”
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Voter display screen

Voter display screen

Public Count =
Number of ballots 

inserted on Election 
Day

Protected Count =
Number of ballots 

inserted in this 
ballot counter’s 

lifetime
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Zero Totals Report

• Automatically 
prints

• Print tapes for 
each ballot bin 
on election eve

Unlock #4

Open front access 
door with silver 
key
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Compare specimen ballots to 
tape

Take a specimen 
ballot and find all 
offices, 
candidates, and 
public questions 
on the tape

Then go to next 
ballot and do the 
same

Zero Totals Report

• Fold tape

• Place in case to 
left of ballot 
counter

• Do not cut or 
tear tape
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Secure ballot bin for the night

• Do not turn off or 
unplug ballot bin

• Carefully lower ballot 
counter screen

• Lock #3

• Machine will beep for a 
few minutes before 
entering sleep mode

Secure ballot counter cover

• Lower cover

• Fasten latches

• Lock #2 with 
silver key
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Place materials at appropriate tables

Distribute supplies

Post all interior signs and 
specimen ballots
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Security ties

• Remove ties from security 
materials pouch in Ballot Box 
Judge red bag

• One tie for each of the 
ePollbooks

• One tie to seal the bin door

• Record serial number on gray 
security card for the zip ties 
used to seal the bins

• Place card in security materials 
pouch

Ballot Box Judge red bag in 
ballot bin

• Place scissors aside 
for tomorrow morning

• Place keys in pouch

• Pouch inside Ballot 
Box Judge red bag

• Place Ballot Box Judge 
red bag inside ballot 
bin
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Bin’s front access door

• Close front access door

• Secure metal loops with 
white security tie

• #4 will not be locked as 
keys are inside the bin

Properly power off each 
ePollbook – leave jetpack ON

• In case the VSJ is not there:

• Properly power down each ePollbook
• Go to Voter Check-In
• Select the Power Icon
• Select Power Off
• Answer “Yes” to pop up 

• Once unit is powered off – zip closed and seal 
with zip tie
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If Voter Services Judge 
not present

Power down and secure 
ePollbooks

November 3, 2020 General Election
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Re-seal each ePollbook with a 
security tie
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ePollbooks

• Leave plugged 
into power source

Secure room when leaving
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Election morning

74

Remember you are bringing the ballots. 

BE ON TIME – BETTER YET, ARRIVE EARLY!
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Follow checklist

Distribute supplies

Check-In Table & 
Voter Services

• Black Rolling Case

Ballot Issue Table
• Red Rolling Case 
• White Ballot Transfer 

Cases 

Voter Services Table
• White Provisional 

Ballot Transfer Case

75

76



BBJ Training - November 2020

39

Ballot bin preparation

With scissors set aside last 
night, cut white security 
tie on front access door

Open door and remove 
Ballot Box Judge Red Bag

Verify tie’s serial number 
matches one on gray 
security card

Place tie in pouch

Open bin

• Retrieve keys from 
security pouch

• Unlock #5
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Verify bin is empty

• Open front access 
and emergency slot 
doors

• With all judges 
present, confirm 
both are empty

Are you sure?

• Be sure it is empty

• Every election 
something is locked 
in the bin

• Let’s make this the 
first election not to 
do this
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Secure door

Lock #4 and #5

Remove red tie 
from security 
materials pouch

Secure front 
access door by 
inserting red tie 
through metal 
loops

Open lid and lift screen

Unlock #2 

Lift bin cover to upright 
position 

Unlock #3
Confirm that the lock 
tab is turned into the 
case

Raise ballot counter 
screen
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First screen

Logo screen will 
appear first when 
the ballot counter 
screen is lifted

Ballot counter boot-up
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A configuration report will print

Press “Don’t Close-Keep Voting”
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Verify Public 
Count is “0”

Unfold Zero Totals Report tape

Confirm tape still 
reads“0” votes for 
each precinct

BBJ and Check-In 
Judges sign once 
at the bottom of 
the report
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Replace tape

Refold tape and 
place to left of 
ballot counter

Secure keys during the day

Give keys to Voter 
Services Judge to turn on 
ExpressVote terminal

Place keys in security 
materials pouch

Return pouch to Ballot 
Box Judge Red Bag

Store bag in safe place 
while the polls are open
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Measure and mark
100 ft. electioneering zone

Churches and private schools 
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Place outside

Close to street so 
voters can see

Make an 
announcement

Open the doors to 
the voting site

93

94



BBJ Training - November 2020

48

Review processing voter steps 
on checklist

All judges complete 
timecards and name badges
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Remember…

Ballot Box Judge stands 4 
feet from bin

Do not place yellow 
tape on floor as some 
locations claim it 
damages the floor

Approach ballot bin ONLY if 
counter beeps 

OR

Voter asks for assistance

Verify ballot is initialed

anh
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Initials on print on demand 
ballot

anh

Privacy sleeve

To avoid ballot 
jams, instruct 
voter to remove 
ballot from 
privacy sleeve 
before placing in 
the bin
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As ballot is cast….

Ballot counted
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Throughout 
the day

Retrieve pens and 
privacy sleeves

Return them to 
Ballot Issue Table

Periodically check 
booths for 
campaign 
literature

Offer sticker

Only as voter 
leaves the building

Do not provide to 
children until 
leaving the voting 
room

Make sure no 
papers are on the 
floor
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SPECIAL CIRCUMSTANCES

Page 39

SPECIAL CIRCUMSTANCES
Over-vote

Page 43
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Over-vote

• Explain over-vote only affects the race(s) over-
voted

• Voter ok with over-vote
• Select “Cast Ballot” on screen
• Ballot will be deposited in bin
• Over-voted race(s) not counted - All other races are 

counted

• Voter wants to correct over-vote
• Select “Do Not Cast Ballot” on screen
• Ballot is returned to voter
• Direct voter to the appropriate Check-In Judge to spoil 

ballot and receive new ballot (Voter Services Judge can 
still spoil ballots as well)

SPECIAL CIRCUMSTANCES
Provisional ballots

Page 45
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Provisional 
ballots

• Issued by Voter 
Services Judge

• Never initialed

• Has the word 
“Provisional” in 
heading

• Not to be cast in 
ballot bin

• Voter Services 
Judge secures in 
blue provisional 
ballot case

Remember….

Not in the 
ballot bin!

PROVISIONAL BALLOT
BALOTA PROVISIONAL
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SPECIAL CIRCUMSTANCES
Power Interrupted

Page 43

Power interrupted or 
counter not working

Open emergency 
ballot slot

Call Election Day 
Hotline

Service will be 
dispatched

If power failure, 
ballot counter will 
operate by battery 
up to six hours
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Opening emergency ballot slot

Unlock #5

Open emergency 
ballot slot door

Lower flap
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Close emergency ballot slot

Lock #5

Remove silver key

Voters insert ballot
until bin is operable
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When power is restored or 
counter replaced

• When voter flow allows:
• Unlock #5 with silver key
• Remove ballots in emergency slot 
• Lift flap on slot and lock compartment
• Cast ballots accepting any on-screen messages

SPECIAL CIRCUMSTANCES
Ballot Jam

Will demonstrate during the certification process

117

118



BBJ Training - November 2020

60

Ballot Box Judge 
Closing Duties

Page 45
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At 6:30 PM, prepare for closing

• Review checklist and procedures

• Announce polls close in 30 minutes

• Call Election Day Hotline if closing might be 
delayed more than 30 minutes

Voters in line by 
7 PM must be served

One judge can stand at the end of the line
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Follow checklist

Remove keys from pouch
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Open emergency ballot door

Unlock #5

Inspect slot for ballots

If any present, 
insert into ballot counter

Select “Cast Ballot” for 
under- or over-vote alerts 

Open front access door

With Check-In Judges 
present, cut red security tie

Unlock #4

Place cut red tie in security 
materials pouch
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Remove voted ballots

Check-In Judges 
help empty bin 
and sort voted 
ballots

Close polls on ballot counter

Unlock 
memory 
compartment 
with barrel key

Lift open door
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Press “Close Polls”

Initiates Voting 
Results Report 
tape printing 
and results 
transmission

Select “Close Poll”
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Prints Ballot Status Account 
Report
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Prints two copies of the Voting 
Results Report

Select “Begin Modem Process”
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Select “Exit”
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Voting Results Report

Cut the tape between the 2 
copies of the results (after 
the signature lines of the 
1st copy). The 1st copy of 
the results (attached to 
several other reports) will 
be signed by the Check-In 
Judges.  

What will be left attached 
to the machine will be one 
copy of the results. (This is 
the copy to be posted for 
the public.) 

Voting Results Report

Have 5 Check-In Table 
Judges sign bottom of 
tape (Not after each 
precinct)

If less than 5 Check-In 
Judges, BBJs can also 
sign tape
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Voting Results Report

Collect “Total Paper Sheets” 
for each precinct from each 
ballot bin

Look just beneath double row 
of stars

Supply the “Total Paper 
Sheets” totals to Ballot Issue 
Judges to complete 
Statement of Ballots

Voting Results Report

Signed copy is 
folded and placed 
in security 
materials pouch
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Post tape

Unsigned copy is 
taped to the 
building’s exterior 
door or window 
facing out so the 
public can clearly 
read it

If requested, print a report for 
pollwatchers

Select “Report 
Options” to print 
more reports
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Select these options

Voting Results

Voting Site

Public

Print Report

Third report will print
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When finished printing, select 
“Cancel”

Packing

Page 52
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When the ballot counter 
screen is blank

Cut wire

IMPORTANT!!!

• REMOVE MEMORY STICK
• If left in ballot counter, 
you will have to back to 
retrieve it
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• Place memory 
stick in security 
materials pouch

Closing bin

Lower ballot 
counter screen

Lock #3
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Closing bin continued…

Lower bin 
cover

Secure latches

Lock #2

Closing bin continued…

Unplug power cord

Wrap with Velcro strap

Return to compartment

Leave surge protector 
attached to cord

Lock #1
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Give keys to Voter 
Services Judge

ExpressVote
terminal will need 
to be turned off

Ballot bin packing

Pack with items 
listed on inside of 
front access door

Verify all doors are 
locked and 
secured

Place with items 
for movers to pick 
up

List printed 
on inside of 

door
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Security materials pouch must 
contain

• MEMORY STICK WITH 
CUT WIRE

• Signed results tape
• Ballot bin keys
• Cut security ties (red 

and white)
• Gray security card
• Scissors
• Wire cutters

Ballot Box Judge red bag

• Pack with items 
listed on outside of 
bag

• Bring to Transfer Site
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All judges must…

• Help with 
closing 
procedures

• Remain until 
tasks and 
paperwork are 
completed

FOLLOW PACKING LISTS

Packing list on 
each case, bin, 

or envelope
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Black Rolling Case

Provisional Case

Ballots

Red Rolling Case

Items to Transfer Site

Provisional Ballots

Red Bag

*** One BBJ takes these 
items to the transfer site.

*** The other BBJ follows 
that vehicle to the transfer 
site. (If only one BBJ at a 
site, please have another 
judge or the Site Manager 
follow.)

*** Arrange this when calling 
to confirm other judges will 
be working.

Items left at voting site

ExpressVote
terminal

Exterior signs

Orange cone

4-up voting 
booth

Ballot bins

ePollbooks

Special needs and 
regular voting booths

Chrome stands

ExpressVote
table
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Practice 
sessions

Visit ElectionJudge.info 

in October for schedule

Make reservation

847.377.2408

ElectionJudge@lakecountyil.gov

Thank you!

You will do a 
great job!

Robin M. O’Connor
Lake County Clerk
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