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Welcome to
2020 Election Judge

Voter Services Training

Robin M. O’Connor

Lake County Clerk

LakeCountyClerk.info

VSJ is responsible for

• Election eve setup

• ADA equipment assistance

• ePollbook proficiency

• Processing voters with special circumstances

• When available, processing of routine voters
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Customer service IS our business

• Ensure every voter 
has confidence that 
their vote is counted 

• Friendly 

• Attentive

• Accurate

• Professional

2020 Elections
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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

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
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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.

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
• Additional Election Day universal voting site to serve all 

voters

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

Vote before Election Day

• Online mailed ballot application 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
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One election web page-
LakeCountyClerk.info

• Candidate list

• Referenda

• Ballot preview

• Voter Information 
Guide 

• Voter registration 
info

• Voting options, 
dates, and locations

Read manual and checklist
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Online Reference Library
ElectionJudge.info

• Manuals

• Checklists

• PowerPoint presentations

Other 
Preparation

Take a test drive to your 
voting site

Ask if meals are brown 
bag or pot luck

Help with election eve 
setup

Arrive election morning 
before 5:15 am
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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

Election Eve Setup
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Follow the checklist

Complete all steps

Starting supplies 
delivered in red bag
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Place jetpack as planned

Plug jetpack into outlet
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Press power 
button to 
turn on

Set up tables for Check-In and 
Voter Services Judges
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Place ePollbooks on table as 
indicated on tag

Open ePollbook cases

Cut ties with scissors. Open flat on table.
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Turn on the ePollbooks

Extend only enough cord 
to reach power source 

and plug in.
Raise screen and press 

power button.

Click on “Ask Ed” icon
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Password card in red bag

Log on to all ePollbooks
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Enter your name

Leave ePollbooks turned on 
while performing other tasks
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Allows for most current voter 
data to be uploaded

Set up ExpressVote table
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Remove ExpressVote terminal 
from case

Power cord in pocket
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Place terminal on table

Power cord through hole
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Add privacy shield

Tabs go over back edge of table
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Plug into power source

Special needs/provisional voting 
booth
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Help BBJ with 
tasks as needed

Before leaving, properly power 
down all ePollbooks

• Don’t just close lid

• Only puts it to sleep

• Select “Power” icon 
from menu bar
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Secure 
ePollbooks

• Close case 

• Fasten zipper tabs 
with security ties

• Leave ePollbooks 
plugged into power

Leave jetpack turned on 
overnight
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Election Day
Before the polls open

Checklist is in blue binder

Complete all steps
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Voter Services Table supplies

Black rolling case also 
contains Check-in Table 
supplies

Supply box delivered in 
ballot bin

Verify jetpack is still on
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Voter Services ePollbook

• Cut security tie with 
scissors

• Open ePollbook case
• Tape any power cord 

that may present a 
tripping hazard

• Log on to ePollbook
• Password card in blue 

binder
• Data download will 

automatically begin

Select “Start”
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DO NOT CLOSE 
THIS SCREEN

Wait for “Waiting”

DO NOT CLOSE 
THIS SCREEN

Select “AskED ePollbook”
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Log in with User Name and 
Password

For today’s training
User Name: services
Password: elobu5

Turn on ePollbook printer by 
pressing center button
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New ExpressVote unit for ADA 
print-on-demand ballots

Ballot bin and ExpressVote keys 
are the same
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Unlock ExpressVote side panel 
and turn on power

Enter “Election Code” on back 
of password card
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Code is case sensitive

• Enter slowly and 
wait until each 
letter/number turns 
into “ * ” before 
entering next 
letter/number. 

• Press “Accept”

ExpressVote printer

• Instructions in 
Appendix of Voter 
Services Manual

• Connect to ePollbook
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Turn on ExpressVote printer

Ready for use
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Set up blue provisional case

Remove contents packed 
inside and lift four walls

Close “U” shaped zipper 
and add seal

Provisional ballot 
transfer case

• Delivered by 
Ballot Box Judge

• Inventory by 
comparing 
sealed ballot 
packets to 
Provisional 
Ballot Inventory 
Sheet in lid

• Do not open 
ballot packets 
until needed
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Provisional Ballot 
Inventory Sheet

• Complete form

• New line for 
ExpressVote
ballot stock

• Sign it

• Give to Site 
Manager

Additional ADA equipment

• Some sites have 
additional signage or 
equipment

• Instruction sheet 
delivered in blue 
provisional ballot 
case
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Finalize table setup

• Clipboards

• Grace Registration 
forms

• Pens

• Tape flag to back of 
table sign

• Insert flag into 
chrome stand

Cell Phone 

• Familiarize yourself 
with operation

• Keep cell phone on 
entire day

• Plug into power 
outlet

To call County 
Clerk’s office, 
press “2” then 
“SEND”

To power On 
or OFF, press 
“END  ”
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All judges complete 
timecards and name badges
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Take oath and 
sign certification

No site manager? 

Voter Services Judge will:
• Distribute name tags and time cards
• Administer oath to judges
• Check-in pollwatchers and collect credentials
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ePollbook basics

ePollbook voter display

Blue ribbon - silhouette – Active voter who has not voted

Grey ribbon - silhouette – Active voter already voted
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Vote by mail icons

Blue background – envelope icon – Active voter has been sent a ballot by mail

Grey ribbon – envelope Icon – Active voter has returned a ballot by mail

ePollbook smart search

X

Do not 
use

Enter only a 
few letters

No need for St. 
Rd, etc.
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Initial ePollbook screen for 
Voter Services Judge

ePollbook Chat Feature
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ePollbook chat feature

• Electronic communication between voting sites and 
Clerk’s office

• Clerk’s office can send a message to all voting sites 
simultaneously or selected individual site

• VSJ’s are able to receive messages and send only 
to Clerk’s office

• Check-In ePollbooks can only receive messages

• Should be used for only for quick and simple issues
• Complex issues should still be called into the Election 

Day hotline

Number indicates messages 
waiting to be read

Click on the “Chat” button to read the messages
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You see who you are chatting with 
and the times of the messages

To respond

Press “Send”

Type your message here
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When finished

Select “Back”

Polls open promptly
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Voters with special 
circumstances

• Assisted Voter

• Grace registration
• On Election Day, voters must go to their assigned 

voting site
• New registration
• Update name and/or address on existing record

• Spoiled ballot

• Provisional ballot

Special 
Circumstance:
Assisted Voter

• Voter cannot read or 
write English or 
Spanish

• Physical disability 
prevents the voter 
from marking a ballot

• Affidavit is printed 
paper form only

• Only affidavit not 
on ePollbook

• Do not use 
affidavit if the 
voter uses the 
ADA equipment.
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Voter wants to 
use ExpressVote

87

Inventory ExpressVote 
ballot stock

• Open only if needed

• Count number of ballots

• Place sticker on back of Provisional 
Ballot Inventory Control form
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Ask voter’s name and enter few 
letters

Application prints
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Voter verifies and signs

Together, judges verify signature
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Judge initials application

Select “ExpressVote”
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Select “RECORD CHECK-IN”

Follow screen prompts
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Place ballot stock in ExpressVote 
printer with cut corner on top right

Final instructional screen
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Bar code, precinct, and ballot style 
print on ballot stock

Add your initials
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0000000123
0000123
LAKE/ILLINOIS
GENERAL PRIMARY 2018
03/20/2018
WAUKGAN 333 001, NP

--------------------------------
---------------------------------
----

Precinct and ballot 
style must match

0000000123
0000123

LAKE/ILLINOIS
GENERAL PRIMARY 2018
03/20/2018
ELA 100 123, DEM  ELA 100 123

-----------------------------------------------------------------------------
--------

-----------------------------------------------------------------------------
--------

Township  Precinct  Ballot Style Party Township Precinct  Ballot Style
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Final coding screen

ExpressVote 
Appplication Envelope
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Voter uses touch-screen to make 
choices, then prints ballot

• Direct voter with 
ballot to ExpressVote
unit

• Voter is not going to 
ballot issuing area as 
unit will print votes 
on ballot stock

• May have to give 
voter some general 
operation 
instructions

Note the special tray for casting 
ExpressVote ballots
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Trouble coding 
the ballot stock?

If there is a problem 
coding the ballot stock - STOP

• ExpressVote software may not be running or 
may have stopped

• Do not send voter to another unit

• Voter’s information is still in the print queue

• Next voter processed will get the previous 
voter’s ballot information
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If you see this message, the 
ExpressLink software is not running

Press keys

ALT TAB

109

110



Voter Services Training - November 2020

56

Select “ExpressLink”

Wait for this screen, and then
press “Start”
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Touch back on voter screen to 
continue

Select “PROBLEM”
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Re-insert ballot stock in printer 
and select “CODE”

SPECIAL CIRCUMSTANCE
Grace Registration

New registration
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Grace Registration 
Requirements

• U.S. citizenship

• 18 years of age 
• or will be 18 by the general election

• A resident of a Lake County precinct for at 
least 30 days prior to Election Day

• Two forms of valid ID

• Vote at the time of grace registration

Two forms of valid identification

• Required for Grace Registration

• Both forms must have voter’s current name 
and one must show physical Lake County 
Street address or a witness who is a registered 
voter residing in the same precinct

• Acceptable documentation listed under the        
icon in the upper right corner.

?
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Unacceptable 
documentation

Business 
address

P.O. box

Expired 
documents

Insufficient documentation…

• Process as a provisional voter
• Do not use Grace Registration Form
• Select provisional path from ePollbook’s initial 

screen
• Voter has seven days to provide the required 

documentation to the Lake County Clerk’s office
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Follow the 
ePollbook 
prompts –
voter may 
have 
options

REMEMBER 
Do not turn 

away anyone 
already marked 

as voted

• Self-certifying form 
completed only by the 
voter

• Voter is attesting that 
he/she is qualified to 
register and vote

• VSJ enters the 
information on form 
into ePollbook

OUR VERSION OF 
FORM IS REQUIRED
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DO NOT accept 
other forms

Not acceptable because

• Are not specifically for GRACE voter 
registration

• May not have all the information we need

• Affidavit/attestation at the bottom 
specifically designed for Grace Registration
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Grace 
Registration form

• Give form, pen, 
and clipboard to 
voter

• Instruct voter to 
complete and sign 
the form

• Request to return 
completed form 
and two forms of 
documentation

Voter completes 
self-certifying form
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Requires IL Driver’s License/State 
Identification and/or last 4 digits of 
Social Security numbers

Signature is essential
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Verify

• Form is completed

• Voter’s signature is 
added

• Identification 
presented is valid

• Recorded correctly

Return identification 
to voter

Use Grace Registration Form to enter voter’s information into ePollbook
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Select “Registration” path

Enter few letters of voter’s 
name into ePollbook

X
Don’t use the YOB
– causes confusion
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Always check “Entire Jurisdiction” to 
see if registered at an old address

If not currently registered, 
there should be “No Match”
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Enter voter’s address from 
Grace Registration Form

Valid Lake County address 
will appear

If no address is found, ensure information is correct.  
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Enter date moved. 
Voter can estimate if not sure.

Fields will auto-fill.
Make sure name is complete.

Boxes 
outlined 
in RED are 
required 
fields
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Driver’s License AND Social Security 
number fields must be filled

Do not precede 
number with “IL”

Enter types of documentation 
presented – not account numbers
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In a primary, voter 
must select party

Read and follow instructions
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On printed application, 
voter will:

• Verify information is 
correct

• Party in a 
primary

• Name spelling
• Address and 

date of birth

• After confirmation, 
voter will sign

• VSJ will initial 
application after 
ensuring voter has 
signed both forms

Important to select 
“RECORD CHECK-IN”
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Follow final directions

Place completed form in the 
binder

• It is CRITICAL we get 
all forms.

• It is only record of 
the voter’s 
registration.
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SPECIAL CIRCUMSTANCE
Grace Registration

Name and/or address update 
to existing registration

Verify

• All fields completed 
by voter

• Signature is added

• Identification is valid

• Recorded correctly
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Return documentation
to voter

Use Grace Registration Form to enter voter’s information into ePollbook

Voter is updating registration
During Grace Registration, new voter and updates begin with “Registration”
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Find voter’s current record.
Search “Entire Jurisdiction” if not 
found.

Second check on need to 
register
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Determine if name and/or 
address changed

Enter voter’s new address
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Valid Lake County address 
will display
If no address is found, make sure it is correctly entered.  

Enter date moved.
Voter can estimate.

If less than 30 days, voter must go to voting site for old address.
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Searched address now fills in 
You must enter final required fields

Enter types of documentation 
presented
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In a primary, 
voter must select party

On printed 
application

Voter will verify name, 
address, birthdate, 
(party in a primary) 
are correct

Voter will sign

Judge will initial 
application after 
ensuring voter has 
signed both forms
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Select “RECORD CHECK-IN”
Remember, voter is not recorded until “Record Check-in” is selected

One final opportunity to check 
that you have entered the 
correct information 
Until you hit “RECORD CHECK-
IN” YOU CAN GO BACK AND 
CORRECT 

Follow the on-screen prompts
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Practice Session

• Grace Registration voters
• Use example Grace Registration Forms

provided 
• Some may be updates; some new registrations
• Date Moved: Use 1/1/2018

• Hold on to the forms and voter applications –
you will turn them in with your assessments at 
the end of class
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SPECIAL CIRCUMSTANCE
Attempt to Register Multiple Times

ePollbook looks at last name and DOB

New voter comes to register

165

166



Voter Services Training - November 2020

84

Enter few letters of name

Enter voter’s new address
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Select voter’s address
If no address is found, call CC office for guidance.

Ensure that all fields are 
completed
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Looks at last name and birthdate

Options if same voter
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SPECIAL CIRCUMSTANCE
Spoiled Ballot

Voter changes mind about choices

Damaged ballot

Wrong ballot issued

Voter can be processed at either 
table

Judge who originally 
processed voter Can help any voter
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• Give voter white 
spoiled ballot 
security envelope

• Voter folds ballot 
& inserts in 
envelope 

• Voter seals 
envelope

Judge completes 
envelope front
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Reprocess as “Regular Voter”

Look up and select voter
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Verify you have the correct 
voter

Select “CANCEL/SPOIL”
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Voter’s four-digit year of birth

Select “SPOIL BALLOT”
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Follow prompts

Re-process as routine voter
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Spoiled ballot application

• Note: the second 
application should print 
“SPOILED BALLOT” at the 
bottom. 

• If the ePollbook has not 
caught up (voter was not 
marked as having voted) 
you should manually 
write “SPOILED BALLOT” 
at the bottom of the 
application

• Send a chat with the 
voter’s name so we can 
watch for duplicates

Voter again verifies information 
on application and signs
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Verify signature matches and
initial application 

“RECORD CHECK-IN” 
IS IMPORTANT
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Final instructional screen

SPECIAL CIRCUMSTANCE
Provisional Ballot
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Seven statutory reasons

1. Not found as registered and refuses to register
2. Voter is challenged in the voting site and does 

not have ID or witness
3. Voting time extended by court order
4. Voter registered by mail, identity could not be 

confirmed, and does not have ID when voting for 
the first time

5. Voter marked as having voted during early voting
6. Voter requested a ballot by mail, received it, and 

cannot surrender the ballot in the voting site
7. Voter does not have proper ID and is required to 

register

If voter is at wrong voting site 
and refuses to go to correct one

• Voter may be processed as a provisional voter
• Voter has seven days to provide the required 

documentation to the Lake County Clerk’s office
• Explain in odd-year elections the races are ALL 

local
• No federal, state, or county-wide races

• Only races he/she is eligible to vote for will be 
counted 

• Select a ballot from the available ballots at your 
voting site
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Voter may already have 
provisional receipt

• Check-In Judges may 
have already 
determined 
provisional status

• Will print provisional 
receipt

• Voter will present 
receipt with reason

Example: Voter cannot 
surrender mail ballot
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Search and select voter

Place receipt in clear pocket

Follow 
prompt
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Complete both sides of the 
Provisional Ballot Envelope

Follow 
prompt

Voter AND judge sign

• Spanish template,
if needed
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Press “Continue”

Final review of information
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Where is ballot 
access number?

Select “RECORD CHECK-IN”
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Remove receipt and keep

Step 1

Give ballot and envelope to voter. 
Do not initial provisional ballot.

Step 2
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Instruct voter to vote, insert, 
seal, and return

Step 3

Provisional Ballot Inventory 
Control Form

• Form in blue binder

• Record information 
from receipt

• Name,
• Precinct,
• Ballot type, and
• Party in a primary

Brian Johnson
8
7
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Provisional ballot in blue case

• Have voter place 
voted ballot in blue 
provisional case

Remember, provisional 
ballots are never cast on 
Election Day

• Provisional Ballot 
Case is returned to 
Lake County Clerk’s 
office 

• Voter has seven days 
to provide required 
documentation to 
the Lake County 
Clerk’s office

• Ballots are reviewed 
at Lake County 
Clerk’s office during 
the next 14 days
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Give voter receipt and 
information sheet

Step 4

Ready for next voter
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Voters in line by 7 PM must be 
served
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Complete all steps

Everyone 
remains

• Judges leave only after 
all closing tasks on 
every checklist is 
completed

• If you are finished, 
help others

• Take down booths 
and/or signage

• Ensure voting site is 
left clean and secure
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Total, date, and sign 
provisional inventory 

control form

Make note of any 
spoiled ballots

Give envelope to Ballot 
Issue Judge

Leave applications 
inside envelope
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Blue provisional ballot case

• Roll and insert in 
case: 
Blue binder
Manila provisional 

spoiled ballot 
envelope
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Close zipper 
and add seal

Give to Ballot Box Judge

Grace Registration Form Binder

• Ensure all completed 
and blank forms are 
in binder 

• Place binder in the 
black rolling case
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ExpressVote

• Pack ExpressVote
terminal, table, and 
printer

• Place terminal and 
table next to ballot 
bin

• Place printer in the 
ballot bin

Voter 
Services 

Judge 
Envelope

Pack all listed items
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Provisional Ballot Transfer Case

• Pack only unused 
provisional ballots 
and ExpressVote
ballot stock back in 
box

• Date and sign official 
seal

• Affix to case
• Give case to Ballot 

Box Judge

Check for pending voters
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Go to “CONFIGURATION”

Force an upload

Foss Park District Community Center

Foss Park District Community Center

Make sure the jetpack is still operating

Click on 
number
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Find number of voters processed

From Menu go to “ADVANCED”
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Go to “SUMMARY”

Total processed voters by 
precinct

Waukegan 333 Ballot Style 2          75
Waukegan 333 Ballot Style 3        100
Waukegan 333 Ballot Style 4        100
Waukegan 334 Ballot Style 7          33
Waukegan 334 Ballot Style 8          79
Waukegan 335 Ballot Style 9        179
Sub total                                         566

Waukegan 333 Ba…Provisional
Sub Total

Foss Park District Community Center
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Give to Ballot Issue Judges

Ballot Issue 
Judges add to 
Statement of 

Ballots by 
precinct

Properly power down ePollbook

• Make sure all entries have uploaded

• Don’t just close lid – only puts it to sleep

• Select “Power” Icon from menu bar to 
properly power down

• Power down printer (hold down power button)

• Close lid and zip closed

• Use zip tie to secure
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• Unplug and place county-
provided phone and power 
cord in box 

• Place box in black rolling 
case 

• Pack the cell phone last as 
it is the only phone 
number we know we can 
reach at the voting site

Pack phone last

Black rolling 
case

Pack all listed items
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Black Rolling Case

Provisional Case

Ballots

Red Rolling Case

Items to Transfer Site

Provisional Ballots

Red Bag

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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