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Welcome to
2020 Election Judge 

Review Training
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
• An additional universal Election Day 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 manual and checklists

Online Reference Library
ElectionJudge.info

• Manuals

• Checklists

• PowerPoint presentations
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Online 
Assessment

• To earn certification 
and $10

• Complete online 
assessment by 
September 1

• Reference Library 
at 
ElectionJudge.info

Other Preparation

Take a test drive to your voting site

Ask if meals are brown bag or potluck

Dress in layers to assure comfort

Arrive election morning before 5:15 am
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Some basic do’s and don’ts

DO

• Arrive on time

• Bring snacks and/or 
medication you may 
need during the day

• Stay in the voting 
site

DO NOT

• Encourage or solicit 
any gifts from 
candidates, parties 
or local restaurants 

• Engage in any 
political discussions

Voting site 
telephone etiquette

• Voters and pollwatchers
• Asked to refrain from initiating or 

accepting calls in the voting site. Ask 
nicely!

• Discrete texting and smart searches by 
voters are allowed

• Judges and County Clerk’s staff may use 
telephones for election support calls or 
emergency medical assistance 

• Judges must refrain from personal use of 
phone 

• Includes texting and posting to social 
media

15

16



Review Training - November 2020

9

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

Things everyone needs to know
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Electioneering

Electioneering – What is it?

• Working “for” or “against” a candidate or public 
question in the current election

• Includes:
• Political signs,
• Wearing political buttons, 
• Campaign shirts, 
• Handing out campaign literature, 
• “Talking up” a candidate or public question
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Electioneering is prohibited

• Within 100 feet of entrance to room 
(interior door) where voting occurs

Site Managers and roving Assistant 
State’s Attorney staff assist with 

electioneering complaints.

 Exceptions

• If voting site is a 
school and 100 feet 
falls within the hallway 
of the school, the zone 
is extended to the  
building’s entrance

• Houses of worship and 
private schools can ban 
all electioneering on 
premises (all have)

• Ballot Box Judges are 
advised when these 
exceptions occur
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There may be 
pollwatchers

• Be courteous, but 
your focus is on 
processing voters

• If time permits, 
you may give 
them voter 
information 

• End of night, they 
can only watch

Election Day
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Check-In Judges

Complete all steps in 
“Before Polls Open” section
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Black 
rolling 

case

Check-In and Voter 
Services Table supplies 
arrive in the same case

ePollbook setup
Partial preparation done the night before
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Open ePollbook cases

Cut ties with scissors. Open flat on table.

Turn on the 
ePollbooks

• Raise screen

• Press power 
button on 
outside of cover

29

30



Review Training - November 2020

16

Select “AskED ePollbook”

Log in with User Name and 
Password
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Enter your name

Final setup

• If cord poses safety 
hazard, tape down 
using yellow tape

• Be mindful not 
to damage 
carpet or floors
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Turn on printer

Zero Totals Report

• With Ballot Box 
Judge verify ballot 
counter screen and 
tape still shows zero 
votes

• Judges sign tape

• Tape is refolded and 
placed next to ballot 
counter

• Do not cut or tear 
tape
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Check-In Table
Ready for voters

Ballot Issue Judge

Complete steps in 
“Before Polls Open” 
section
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Red rolling case

• Supplies are 
delivered in this 
case

Ballot transfer 
cases and supplies

• Delivered by Ballot Box 
Judge on election morning
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Inventory and verify ballots

Setup ballot file
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Ballot Issue Table
Ready for voters

All judges complete 
timecards and name badges
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Take oath and 
sign certification
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Check-In Judges

• Verify and process most voters

• Enter voter’s info into ePollbook
• ONLY FIRST FEW LETTERS OF NAME

• Entering whole name – causes slow downs and prone to error 
• Misspelled names not found – voters were sent to Voter Services 

Judge in error

• Ask date of birth ONLY if having problem finding voter.  
You may also search by street address.  

• Do not use “YOB” on lookup screen

ePollbook smart search

X

Do not 
use

Enter only a 
few letters

No need for St. 
Rd, etc.
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ePollbook voter display

Blue ribbon - silhouette – Active voter who has not voted

Grey ribbon - silhouette – Active voter already voted

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
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Follow the 
ePollbook 
prompts –
voter may 
have 
options

REMEMBER 
Do not turn 

away anyone 
already marked 

as voted

Certificate of Registration aka 
Voter Information Card 

• Sent to voters after they register or have a change in 
their voting site

• Shows voters districts and Election Day voting site 
information

• Do not need to bring to vote (Early or Election Day)

• CANNOT BE USED AS identification for re-registrations or 
challenges
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Search by voter’s name

Enter few letters 
for last and 
first names

Do not use 
“YOB”

Search by date of birth
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Search by address

Not needed

Drop-down menu of all 
Lake County cities will 
populate as you type.

Enter only few letters 
of street name. 

Do not add “street, 
road, etc. 

Matches only for your voting site

55

56



Review Training - November 2020

29

Checking in a routine voter

Applies to most voters

• Greet voter
• Ask voter name 

• Type in few letters of 
last name, few of first

• A list of voters will 
appear on ePollbook
screen

• Ask voter for address
• Do not prompt voter
• Must match address on 

ePollbook

• Select correct voter on 
screen (date of birth will 
help with same names 
registered at same 
address)
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Voter’s application for ballot

• Ask for voter’s party 
in a primary

• ePollbook will print 
voter’s application

• Name and address 
bolded

• Ask voter to verify 
printed name, 
address and party

Typographical errors?

• Use for MINOR 
corrections to 
voter’s 
information

• Do not use for an 
address or name 
change

• Located in Check-
In Table Black 
Binder

59

60



Review Training - November 2020

31

Sign application

• Voter signs 
application 

• Returns to Check-In 
Judge for signature 
verification

• Signature is only 
identification 
permitted in Illinois – 
observe carefully

Two judges verify signature. 
One initials application.

DEM
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Press “RECORD CHECK-IN”
VERY IMPORTANT!

Not finished until…

• Give voter the signed 
and verified 
application 

• Direct voter to 
correct precinct box 
at Ballot Issue Table
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Final instructional screen

Special Circumstances

Assisted voter
Cancel a check-in
Grace registration

Inactive voter
Misprinted application

Spoiled ballot
Surrendered vote by mail ballot
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Special circumstances 
handled at Check-In 

Table

Remember to complete 
the affidavit

Don’t send every non-routine voter to the   
Voter Services Judge

• Check-In Judges should handle most affidavit 
circumstances

• Follow the instructions on the ePollbook 
• Inactive voter – has not moved
• Voter needs assistance 

• Only affidavit in printed paper form

• Voter is surrendering vote by mail ballot
• Voter challenged and has required ID or witness
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SPECIAL CIRCUMSTANCE
Assisted voter

Assisted Voter Affidavit

• Only affidavit on 
printed paper

• English and Spanish
• Must be completed 

manually on half-sheet 
paper form 

• Remember, only use if 
voter qualifies and is 
asking for help

• Affidavit not needed if 
voter uses ADA 
equipment
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SPECIAL CIRCUMSTANCE 
Inactive voter

Why 
inactive?

Lake County Clerk’s 
office has received 
notice voter has moved 
(returned mail or voter 
notification)

Sometimes in error

If voter has not moved, 
must provide two pieces 
of ID, both with name 
AND address
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Voter is shown to be “inactive”.
Continue to process voter.

Voter’s 
status

ASK voter for address. 
If same, select “Matches.”
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Ask if voter has moved

Voter has choices. Follow screen 
prompts.
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In a primary, voter must select 
party

Select voter’s preferred 
language for affidavit
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Witness or identification?

Affidavit will print with application 
after selecting proof of residence

Click to see list 
of acceptable 
identification
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List shown under “?”

Follow the screen prompts
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Application and 
affidavit

Judge’s 
signature

Voter’s 
signature

Voter’s 
signature

Judge’s 
initials for 
signature 

verification

Types of 
documentation 

presented

Together, two judges verify the 
signatures match

Charles Smith
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Verify with voter the precinct, 
ballot style, and party (in a primary)

“RECORD CHECK-IN” is critical!
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Confirmation screen

SPECIAL CIRCUMSTANCE
Misprinted application
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Application issues

• Does not print properly 
• Is torn
• Incorrect voter
• Voter changes mind about party

If voter is not checked in

1. Draw an “X”
    across front

2. Write reason on
the back

3. Place in Misprinted
Applications envelope
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ePollbook 
steps

Use ePollbook’s back button and go 
to screen before the application 
prints 

Make appropriate new selections

Reprint and have voter sign new 
application

Complete check-in process

REMEMBER - Voter is not checked in 
until “RECORD CHECK-IN” selected 
on ePollbook

If voter check-in is complete, 
send to VOTER SERVICES JUDGE

• Draw “X” across 
face of application

• Give to voter and 
direct them to Voter 
Services Judge

• Voter Services Judge 
re-process voter
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SPECIAL CIRCUMSTANCE
Voter surrendering their ballot

Follow the ePollbook screen instructions

Be aware

Voter may only surrender their 
own ballot

Voter may not “drop off” a 
ballot in lieu of mailing 

Voter may not cast a ballot 
received by mail at the voting 
site on Election Day 

Ballots received by mail can be 
mailed but must be postmarked 
by midnight on Election Day
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ePollbook tells you the voter 
was mailed a ballot

Dark blue 
envelope icon

Ask voter’s address and select 
appropriately
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Voter has ballot in hand

Tells you 
ballot has not 
been returned

Follow the screen prompts

Step 1
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Follow the screen prompts

Step 2

Follow the screen prompts

Step 3
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Follow the screen prompts

Ask for voter’s party preference 
in a primary
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Application will print. 
Remove from printer.

Voter will verify and sign 
application

103

104



Review Training - November 2020

53

Together, two judges verify 
signatures match

Initial the application
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Selecting “RECORD CHECK-IN” is 
very important

SPECIAL CIRCUMSTANCE
Voter in wrong location
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Voter in 
wrong 

voting site

Click on Click on the precinct’s name to print the 
information for voter

Show Screen will show correct voting site

Select Select the voter and follow the prompts

Change Change search to “Show Matches from 
Entire Jurisdiction”

Type in Type in the first few letters of each name

Reset search options to your 
polling place

Select to show 
only voters for 

your site
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SPECIAL CIRCUMSTANCE
Spoiled Ballot

Voter changes mind about choices

Damaged ballot

Wrong ballot issued

Voter returns to 
Check-in Judge who 
issued application-
EJ initials will help

• Give voter white 
spoiled ballot 
security envelope

• Voter folds ballot 
& inserts in 
envelope 

• Voter seals 
envelope
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Judge completes 
envelope front

Look up and select voter
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Verify you have the correct 
voter

Select “Spoil”
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Code is voter’s four-digit year of 
birth

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 

Initial the application
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“Record Check-In” screen 
IS IMPORTANT

Final instructional screen
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SPECIAL CIRCUMSTANCE
When to direct to 

Voter Services Judge

Direct to Voter Services Judge if …

• Need to update registration name or address

• All provisional voting situations

• Not found on ePollbook 
• Make sure you have searched thoroughly 
   (including “Show Matches from Entire Jurisdiction”)
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Ballot Issue Table

Next stop for routine voter

Follow checklist

• Follow the “Use 
While Polls are 
Open” section 

• Verify all tasks have 
been completed
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Voter presents application to 
judge

Judge will

• Circle ballot style on the 
application

• Draw attention to ballot style 
number

• Ensure voter gets correct ballot

129

130



Review Training - November 2020

66

Select correct 
ballot

• Precinct

• Ballot style

• And party in a 
primary

Verify match

• Precinct

• Ballot style

• Party in primary
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Initial ballot with colored pen 
assigned to that precinct

ANH

Second judge verifies

• Ballot and 
application 
numbers match:

• Precinct,
• Style, and
• Party (in a 

primary)

• Also confirm the 
ballot is initialed
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Give final ballot instructions

• Verbally confirms precinct, style (and party in a primary) 
with voter

• Point out there may be items on both sides of ballot
• Show voter how to place ballot in privacy sleeve when 

finished voting so judges initials are visible for Ballot Box 
Judge

• Issue to the voter
• Initialed ballot
• Ballot marking pen
• Privacy sleeve

• Direct voter to available 
voting booth

Pollwatchers

If pollwatchers are 
near the Ballot Issue 
Table, announce 
voter’s name and 
address (party in 
primary) in audible 
voice
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Application is placed in file
according to time of day

It’s 7:00 P.M. • One judge announces:
“THE POLLS ARE Closed”

• any voters in line at 7:00 p.m. must be allowed to complete voting
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Voters in line by 
7 PM are served

• Closing 
procedures 
begin after the 
last voter is 
served

• One election 
judge must 
stand behind 
last voter in line

Check-In Table 
closing procedures
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Follow checklist

• Follow the “Closing 
Polls” section 

• Verify all tasks have 
been completed

All judges 
remain until 

all closing 
procedures are 

completed
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Verify emergency 
slot is empty

If there are 
ballots in the 
emergency 
slot, they must 
be removed 
and cast

Witness 
opening 

ballot bins 
and remove 

voted ballots
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Printing the results tape

• Ballot Box Judge will 
initiate printing the 
results tape

• Can be quite long, 
especially in a primary

• When printing is complete, 
Check-In Judges sign the 
results tape

Find a clear table to sort ballots
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First sorting

• Separate ballots by 
colored ink used for 
initials

• If colored ink pens 
were not used 
properly, separate 
carefully by precinct 
number

Look for valid write-in votes in a 
second sorting

• First, look for any 
ballot with writing

• Then, separate those 
with ‘valid’ write-in 
votes
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Look for valid write-in votes

• In compliance with state mandated deadlines, write-in 
candidates must file a declaration before the election

• Votes for non-declared candidates are invalid and not 
recorded

• Voting for more candidates than allowed (over-vote) will 
not be counted as a valid write-in

If voter’s intent is clear, tally those 
write-in votes

Yes – Perfect! Yes – Intent is clear

VOTE FOR ONE VOTE FOR ONE
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If voter’s intent is not clear –
do not tally those write-in votes

No – would be an over-vote.
Ballot counter already tallied 
filled-in oval. 

No – Over vote
Ballot counter has already alerted voter 
and had opportunity to correct. Intent is 
NOT clear.

VOTE FOR ONE VOTE FOR ONE

Certificate of Write-In Votes

• In Check-In Table 
black binder

• Lists declared 
candidates
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Add total of 
write-in votes 

for this 
candidate

Area for 
tick marks

All 
judges 

sign

If no valid votes found for 
declared write-in candidate

Must still complete form
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Mark box if 
no votes 

found

All judges 
sign

• Place completed forms in 
black binder

• If forms are not completed, 
judges will be called in to 
complete after election.

• Write-In results are posted 
on our website within 48 
hours

Completed Certificate 
of Write-In Votes
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• Return ballots with 
write-ins to precinct 
stack

• Count all ballots in each 
precinct

Ballot count

Return to Ballot Issue Table 

• Give precinct stacks of ballots to Ballot Issue Judges

• Tell Ballot Issue Judges each precinct’s total ballot 
count

• Confirm total matches results tape

• This is to ensure ballots are packed in correct precinct 
case
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Check for pending voters

November 3, 2020 General Election

Go to “CONFIGURATION”
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Force an upload
Make sure the jetpack is still operating

Click on 
number

Return to “Main Menu”

Online

Online
Online

Online
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Select “VOTER CHECK-IN”

Online

Online
Online

Online

November 3, 2020 General Election

Select “Power”
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Select “Power Off”

Select “Yes”
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Power off printer by holding down 
power button until chimes sound.

Return power 
cord to pocket
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Close the case

• Zipper the case 
closed

• Add security tie 
to zipper tabs

• Place ePollbooks 
next to ballot bin

Ballot Issue Table 
closing procedures
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Follow checklist

• Follow the “Closing 
Polls” section 

• Verify all tasks have 
been completed

Ballot audit

• Remove from ballot 
file box

• Manila Spoiled Ballot 
Envelope 

• Statement of Ballots 
form

• Ballot packets
• Separate by 

opened and 
unopened packets
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Tally number of spoiled ballots

• Count envelopes

• Record on back of 
manila envelope

• Do not seal and sign 
manila Spoiled Ballot 
Envelope until all 
paperwork is 
completed 

Complete Statement of 
Ballots form

• An important 
accounting 
summary of used 
and unused ballots

• One form for each 
precinct

• Completed and 
signed by Ballot 
Issue Judges
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Line A – Opened ballot packets

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

Total quantities 
on labels on 
back of form

_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____

Line B – Unopened ballot packets
Add the numbers on the 
labels from unopened 
ballot packets

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

_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
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Line C – Spoiled ballots

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

5

_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____

Line D - Number of voters

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

5 Provided by Voter 
Services Judge 
from ePollbook

_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
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Line E – Voted ballots

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

5
Provided by Ballot 
Box Judge from 
individual ballot 
counters

Total bin numbers 
for final tally

_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____

Totals should match

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

5

_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____
_____________________________    Time:  _____

Lines D and E
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All judges sign and date form

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

5

Place completed form 
in red binder

Packing
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Ballot Issue 
Table can now…

Close 
accordion file 
containing 
signed 
applications

Place in red 
rolling case

ExpressVote Application 
Envelope

• From Voter 
Services Judge

• Contains signed 
applications

• Keep in 
envelope 

• Pack in red 
rolling case
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Place ballot dividers in envelope 
and pack in red rolling case

Pack the 
ballots

Only ballots in 
white ballot 

transfer cases

185

186



Review Training - November 2020

94

Precinct has only one ballot 
transfer case

• Pack un-voted ballots in bottom of transfer 
case

• Place voted ballots on top

Precincts 
with two 

ballot 
transfer 

cases

Case #1

Pack VOTED 
ballots

Case #2

Pack UNVOTED 
ballots
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Official seals

• Sign and date 
official seals

• Place cover 
on ballot 
transfer case

• Secure with 
seals

“Voted Ballots” 
sticker

• Place only on 
ballot transfer 
cases containing 
voted ballots

• Place on end 
underneath 
voting site name

• Not over 
barcode!
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Give to Ballot 
Box Judge

All ballot transfer 
cases will be 
taken to the 
Transfer Site

REMEMBER…

Only ballots in 
white ballot 

transfer cases
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Repack supplies as listed

• Content list is printed 
on inside of door

• Ballot Box Judge will 
confirm all contents and 
lock

Pack ballot bin

193

194



Review Training - November 2020

98

All judges remain

• Until all closing 
procedures are 
completed

• Leave together

Voter 
Services 

Provisional 
Ballot Case

Red Rolling 
Case

Black Rolling 
Case

Ballot Transfer 
Cases

Provisional 
Ballot Transfer 

Cases

Ballot Box 
Judge Red Bag

Ballot Box Judge takes to 
Transfer Site
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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

Practice 
sessions

Visit ElectionJudge.info
 in October for schedule

Make reservation

847.377.2408

ElectionJudge@lakecountyil.gov
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Thank You.

You will do 
a great job!

Robin M. O’Connor
Lake County Clerk
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