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Dear Judge of Election:

The Kankakee County Clerk’s Office works very hard all year to ensure 
that elections run smoothly, but we can’t do it alone. Each election 
cycle, we count on you and other election judges to make sure that 
each election is conducted fairly and successfully and that voters leave 
the polling place confident in the democratic process and eager to 
return on the next Election Day.

We have prepared this manual to assist you in carrying out your 
Election Day duties, including how to prepare for Election Day; how to 
set up and operate the polling place; how to process voters; how to 
close the polling place and reconcile the ballots after voting ends; how 
to ensure that all voters receive the high quality service that the County 

Clerk’s Office expects; and how to interact with people with special needs.

We hope you find this manual helpful.

Thank you for your service!

          Sincerely,

  

          Dan Hendrickson
          Kankakee County Clerk 
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About Elections
Election judges serve at different types of elections during even- and odd-numbered years. Here is a 
brief overview of when and why each election occurs.

General Primary

The General Primary is held the third Tuesday in March in even-numbered years. 

The General Primary is held for established political parties to nominate their candidates for the General 
Election.

Positions to be elected during a General Primary include:

• Precinct Committee persons

• State Central Committee persons

• Delegates to National Conventions

• Referenda

• Questions of public policy

General Election

The General Election is held on the first Tuesday after the first Monday in even-numbered years in 
November.

The General Election is held to elect candidates for federal, state, legislative, county, and judicial offices. 

Referendums and other questions that may appear during a General Election include:

• Judicial retention questions

• Referenda 

• Questions of public policy

• Amendments to the Constitution

 

Consolidated Primary

If necessary, the Consolidated Primary is held on the last Tuesday in February to nominate candidates in 
municipalities that elect established and non-partisan candidates.

Consolidated Election

The Consolidated Election is held in odd-numbered years, usually on the first Tuesday in April. 

The Consolidated Election is held for municipal, township, library trustees, park district, school district, 
and community college district offices. Referenda may also be on the ballot.
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The Election Judge Team
There is no head election judge; all election judges have equal authority and responsibility on Election 
Day. Each precinct has five election judges who are responsible for the conduct of the election. General 
responsibilities include:

• Protecting the rights of voters.

• Ensuring the proper and legal conduct of the election.

• Setting up and breaking down the polling place.

• Handling any questions or issues that may arise.

• Collecting the ballot privacy cover and pen.

• Issuing “I Voted” sticker.

Throughout the day, election judges rotate between 
the following stations to perform different duties in 
order to reduce errors and appearances of fraud.

Stations 1 and 2 – Application Judges
The two election judges – one from each political 
party – at Stations 1 and 2 are responsible for:

• Looking up and checking in voters in the   
 e-pollbook.

• Registering voters using the e-pollbook.

• Ensuring the voter’s signature matches      
 the stored electronic signature.

Station 3 – Verification Judge
The election judge at Station 3 is responsible for: 

• Receiving the ballot application from the election judges at Stations 1 and 2.

• Asking the voter if he or she wants to vote on the Touch Screen or by paper ballot.

• Encoding a Voter Access Card if the voter wants to vote on the Touch Screen.

• Offering demonstrations and instructions on laminated Demonstration Ballots to all voters who  
 want to vote on paper. 

• Passing the ballot application, to the election judge at Station 4. 

• Checking the numbers on the Optical Scan machine and the Touch Screen to ensure they   
 balance with the e-pollbooks. 

Station 4 – Ballot Distribution Judge
The election judge at Station 4 is responsible for:

• Issuing the appropriate initialed ballot, pen,  
 and ballot privacy cover and directing the  
 voter to a voting booth. 

• Placing the ballot application inside the box  
 provided.

• Processing spoiled ballots, when required.
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What to Wear and What to Bring on Election Day

What you wear helps set the professional tone that should be present in your polling place at all times.  
On Election Day, select clean, comfortable, and appropriate attire.

It’s essential that election judges not show political preference toward any party or candidate. Do not 
wear any political or campaign items.  Clothing should have no rips, tears, or stains. Please do not wear 
cologne, perfume, or aftershave, which may affect sensitive people. You may wear patriotic colors. 
Bring a sweater or jacket in case the temperature in the room is cool.

Election judges should remember to bring the following items to the polling place on Election Day: food 
and drink for the day; a light sweater or jacket; and any medications needed.

Do not bring any of the following items to the polling place on Election Day: radios, materials with 
political content or advertising, televisions, pets, or alcoholic beverages.

Effective Communication

Communicating effectively with the public in the polling place on Election Day is essential. There are 
many ways of communicating with people around us. We can communicate through body language 
and facial expressions, as well as words and sounds.  

The key to communicating effectively is to make sure that you and the person you are interacting with 
truly understand the messages you are sending to one another.  

In other words, you are on the same page.   

Really listen to what the person is saying and then repeat back what you heard in your own words or 
actions.  This is called active listening.    

Then, provide positive feedback, letting the other person know exactly what you can do and what his or 
her options are.      

Most importantly, keep a positive attitude, relax, and just be yourself.

Be patient, be courteous, and have a pleasant attitude. Put yourself in the voter’s place, and simply 
interact with him or her the same way that you would like to be treated.   

Using these skills will always result in a successful interaction.  

General Election Judge Information

Station 5 – Ballot Box Judge
The election judge at Station 5 is responsible for:

• Standing at least 4 feet from the Optical                                                                
 Scan machine and ensuring the secrecy of                                                              
 the voted ballot.

• Checking the voted ballot to ensure it                                                         
 contains the election judge’s initials.

• Collecting the ballot privacy cover and pen.

• Issuing “I Voted” sticker.

4 Feet
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General Election Judge Information

Handling Site Emergencies

While site emergencies are infrequent, it’s always good to be prepared. In any emergency, your first 
concerns should be your own safety, the safety of your co-workers, and the safety of any voters in the 
polling place. 

During a Tornado Warning: Head for shelter to the lowest level of the building or if no lower level the 
farthest corner of the room away from the windows .

Early on Election Day, make sure to identify all exits from your polling place. Also, locate the fire 
extinguisher, alternative telephones, and fire alarm handles, if any, to pull in case of an emergency. 

In the case of a medical emergency or other emergency requiring assistance from the Police 
Department, Fire Department, or medical personnel, always dial 911. Remember, when using a 
dedicated line, you may have to dial 9 first to get an outside line.    

It is imperative that you always give a definitive location within your building so that emergency 
responders can find you quickly.    

If you must leave your polling place due to weather or a fire, do not panic. 

Go to a safe place as instructed by emergency personnel. When the emergency is under control, call 
the County Clerk’s Office to report the situation.

Remember, always stay calm and try to keep the voters calm.

The safety of you and your co-workers is our first concern. 

The Evening Before Election Day

On the evening before Election Day, election judges must ensure the Ballot Box, flag, and metal polling 
place sign are in the polling place and accessible.

When setting up the polling place, keep in mind that each room is unique, and that some of the set-up 
may be completed the day or evening before Election Day. 

Here is a general guide for laying out the room:

• Keep the flow streamlined to establish an orderly flow of traffic throughout the polling place   
 and provide election judges the ability to observe all activity.

• Set up Stations 1 and 2 near the entrance to the polling place.

• Set up the e-pollbooks at Stations 1 and 2.

• Set up Station 3 next to Stations 1 and 2.

• Set up Station 4 next to Station 3.

• Set up the Touch Screen and the voting booths away from the entrance to the polling place  
 to allow for voter privacy.

• Place the Optical Scan machine at Station 5, near the exit of the polling place.

First, set up the tables and chairs for the stations.  

If the polling room is secure, put together and arrange the voting booths and post any    
informational signage. 
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Remove the informational signs from the For Setup Envelope 
and post them in the polling place in an area easily visible to all 
voters. 

Post the polling place sign on the door to the entrance of the 
polling place.  An American flag may also be placed at the 
entrance to the polling place. 

Post the handicapped accessible sign at the entrance that is 
accessible.

Illinois law requires the metal polling place sign to be placed in 
an area where it can be seen from the street or roadway. 

Ensure election judges can get into the polling place at 5:00 A.M. on Election Morning. 

Election Day Schedule

On Election Day, all election judges must report to the polling place by 5:00 A.M. 

Prepare the remaining items that were not set up the day before in the polling place between 5:00 A.M. 
and 6:00 A.M.

At 6:00 A.M., an election judge announces the polls are open.

Voters are processed from 6:00 A.M. to 7:00 P.M.

At 7:00 P.M., an election judge declares the polls closed.
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General Election Judge Information

Station 5 
Ballot Box

Election Judge Must be a Minimum 
of 4 feet  Away in any Direction from the Ballot Counter

4ft  

Stations
1 & 2Station

3Station
4

Judges’ Stations at Table

Voting Booths
Daisy Chained
Together
(attached, wired, in sequence)

Touch Screen
Equipment

Entrance/Exit
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Election Judge Team Priorities on Election Morning

Election judges must arrive at the polling place by 5:00 A.M. If an election judge does not report to 
the polling place, first attempt to call him or her, before contacting the County Clerk’s Office for a 
replacement. If a replacement cannot be provided, a person of the same political affiliation as the 
missing election judge may be sworn in after 6:15 A.M. 

Collect and check all pollwatcher credentials from 
Pollwatchers who enter the polling place. 

Each election judge is administered the oath, swearing or 
affirming to uphold the constitution of the United States 
and the constitution of the State of Illinois. All election 
judges sign the oath and the expense sheet printed on 
the reverse side. Return the form to the inside cover of the 
Notebook. 

Fill out and affix a nametag. 

Check to ensure all supplies and equipment are present in the polling place. If any supplies are missing, 
contact the County Clerk’s Office. 
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Preparing the Polling Place and Setting up the              
Voting Machines and Equipment
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After completing your preliminary duties, it’s time to prepare the polling place and set up the voting 
machines and equipment.

There are three types of machines and equipment available at all polling places in Kankakee County:

E-Pollbook

The e-pollbook contains voter information and is 
used to check in voters. 

Optical Scan Machine

The Optical Scan machine is an electronic 
scanning device that records and counts ballots.

Touch Screen

The Touch Screen is an electronic voting machine 
used to cast ballots. It is also equipped to assist 
voters with disabilities, so they may cast their 
ballots privately and independently. Federal law 
requires that every polling place have voting 
equipment available for voters with disabilities.
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OPTICAL SCAN Tabulator       

Printer

LCD Display

Front Security Door

YES/NO Buttons

Auxiliary Bin Slot
(inside compartment )

Auxiliary Bin Doors 
and Locks

Power Switch on Back      
of Scanner Ballot Box Door Lock

Power Cord Slot on Back  
of Ballot Box

Equipment Diagrams        

e-Pollbook      

1 – Home Button

2 – Power Button

3 – Camera

4 – iClip (ID Scanner)

5 – Poll Pad Stand
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Memory card is located in the 
power compartment.
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Equipment Diagrams        

Touch Screen      

Touch Screen Doors

Audio Headset Plug-In

Touch Screen Stand

Keypad

Tablet

Printer
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On the Morning of Election Day 

Power on the e-pollbooks                                          
(see pages 12 - 13 for set-up instructions). 

Set up the Optical Scan Machine and print the 
zero tape (see pages 14 – 15 for set-up instructions).  

Set up the Touch Screen (see pages 16 – 18 for set-
up instructions).  

Locate the Official Ballot Record and record the precinct name and 
the vote center in the top right-hand corner.   

Record the total number of ballots listed on the Certificate of 
Inspection on the Official Ballot Record.

Check that the date and the precinct designation on the ballots are 
correct. 

Next, compare each ballot style to the Specimen Ballots.   

Verify that:

• Each office is listed. 

• The “vote for” on each office is correct.  

• Each candidate is properly listed on each ballot.  
 

Also, compare the zero tape to the Specimen Ballots.  

All election judges sign the Certificate of Inspection to certify that 
all the ballots, Specimen Ballots, and the zero tape have been 
checked and return the signed certificate of inspection back into 
the clear-plastic zippered bag. 
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Setting Up the Stations           

After the voting machines and equipment are up 
and running, set up the five stations. 

Setting Up Stations 1 and 2 

At Stations 1 and 2, ensure the following supplies 
are present: the Notebook – including the Ballot 
Entitlement Chart and other reference materials;  
Start Here sign; two e-pollbooks; black pens and 
Affidavits.    

Setting Up Station 3  

At Station 3, ensure the following supplies are 
present: black ink pens; Optical Scan narrative 
sheet and the Touch Screen narrative sheet; 
Demonstration Ballot; dry erase pens; Kleenex; 
Encoder and Voter Access Cards and Balance 
Sheet located in notebook.   

Setting Up Station 4  

At Station 4, ensure the following supplies 
are present: ballots; ballot privacy covers; red 
pens; felt tip pens; Spoiled Ballot materials; red 
envelope for new registrations and/or changes of 
address and names; and the pencil box for ballot 
applications.  

Setting Up Station 5  

At Station 5, ensure the following supplies are 
present: Optical Scan machine and “I Voted” 
stickers. 
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The hot spot must be plugged in and 
turned on in order to receive any 
supplemental data. 

1. Begin by removing the hot spot and power 
cord from the box.    

2. Plug one end of the power cord into the side 
of the hot spot. 

3. Next, press and hold the POWER button on 
the side of the hot spot to turn it on. Wait for MiFi 
to appear on the screen.   

Once fully connected, the display looks similar to 
a cell phone display. Ensure the hot spot has a 
good signal by checking the bars at the top left of 
the screen. If the hot spot does not have a good 
signal, try placing it in a different area or close to a 
window in the polling place.   

Throughout the day, tap the POWER button 
to wake up the hot spot display to confirm 
connectivity. 

Now that the hot spot is set up, you 
are ready to set up the printer.

The printer must be plugged in and turned on in 
order to print ballot applications.    

1. Begin by removing the printer, adaptor, and 
power cord from the box.   

2. Plug one end of the power cord into the 
back of the printer and the other end into the 
brick (transformer). Plug the power cord into 
a power outlet, using an extension cord if 
necessary. 

3. Next, turn on the printer. A green light appears 
on the front panel. If the green light does not 
appear, check the power cord connections, 
and ensure the outlet has power.  

4. Check that a blue light is on, which 
indicates the wireless printing connection is 
successful.  
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Setting Up the Hotspot, Printer and E-Pollbook           
      

1 2

3

1 2

3 4
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Setting Up the Hotspot, Printer and E-Pollbook           
      

B
e
fo

re
 th

e
 P

o
lls O

p
e
n

Lastly, set up the e-pollbook.

1. Begin by fitting the left side of the e-pollbook 
into the open side of the stand’s shell. Press 
the e-pollbook in along the edges of the shell 
until the e-pollbook clicks into place.  

2. Press the buttons on the side of the stand, 
and then attach the shell to the stand. Release 
the buttons, and spin the stand until it clicks.   
 

3. Slide the ID Clip onto the back of the shell, 
and adjust the angle, if necessary. Place the 
e-pollbook in the stand.  

4. Next, press the button at the top left edge of 
the e-pollbook to turn it on. Slide your finger 
on the screen to unlock the e-pollbook. Verify 
that the correct polling place appears, that the 
precinct count total is correct, that the check-
in count is zero, that the battery life is close to 
full, and that the green printer icon appears 
indicating the printer is connected.   

5. Press the green printer icon, and press Test 
Print to print a sample receipt.  

6. Next, press GET STARTED.   

You are now ready to check-in voters.

1 2

3

4

5

6
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Setting Up the Optical Scan Machine and                     
Printing the Zero Tape   

The Optical Scan machine analyzes ballot images, 
counts and tallies votes, and prints the zero tape 
and the results tape.

1. Unlock the front bottom lock of the Ballot Box 
using the black key and open the Ballot Box. 

2. All election judges verify the three 
compartments inside the Ballot Box are 
empty.  

3. Close and re-lock the Ballot Box.  

Next, unlock the front top lock of the Ballot Box. 
Remove the tabulator from the black tabulator 
case. Slide the tabulator partially into the front slot 
of the Ballot Box. Run the power cord through the 
chute in the back of the Ballot Box.  

4. Plug one end into the tabulator and the other 
end into an electrical outlet.  

5. Verify the memory card seal is not broken. 

You can now print the zero tape.

1. Unlock the printer compartment using the red 
key and remove the cover.   

2. Flip the red power switch on the back of the 
tabulator to turn it on.   

3. The zero tape automatically starts printing. 
If the zero tape does not print, contact the 
County Clerk’s Office.   

4. Slide the tabulator into place.   

5. Verify that every race shows zero, that all 
candidate names are correct, and that the 
correct precinct name and number are at the 
top of the zero tape. Also, compare the names 
and referenda on the zero tape to those on the 
Specimen Ballot. If any information is incorrect, 
contact the County Clerk’s Office.  
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1. All election judges sign the zero tape.  

2. Fold up the zero tape and leave it in the printer 
compartment.  

3. Replace the cover and lock the printer 
compartment.   

4. The message “Need another copy?” appears. 
Press the NO button.  

5. Next, lock the front top lock of the Ballot Box. 

6. Verify the total count on the LCD screen reads 
zero.   

The Optical Scan machine is now ready to 
accept ballots. 

Setting Up the Optical Scan Machine and                     
Printing the Zero Tape   
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3 4

5 6
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The Touch Screen is a voting system with audio 
capability that allows voters to privately cast 
ballots. 

1. Remove the Touch Screen from the blue roller 
bag. 

2. Place the Touch Screen face-down on the 
table. Next, extend the legs and lock them 
into position. Stand the Touch Screen upright 
on the floor. Adjust the angle of the Touch 
Screen by lifting up on the rubber handle 
while pressing on the safety pin on the vertical 
support bar on the back. 

3. Remove the power cord, keypad, and 
headphones from the printer housing bag. 
Plug one end of the power cord into the outlet 
on the right side of the Touch Screen and the 
other end into an electrical outlet.  

4. Open the doors of the Touch Screen. Press 
the release button on the top center of the 
Touch Screen, and then move it forward.

5. Plug the keypad into the back of the Touch 
Screen and feed the cord through the slot on 
the right above the printer door.

6. Plug the headphones into the audio jack. 

You are now ready to set up the 
printer.

Remove the AccuVote Printer Module and 
accessories from the printer housing bag.

1. Use the touch screen key to unlock the printer 
door, and open the door. 

2. Attach the printer housing by positioning the 
bottom over the lower lip of the printer door 
and rolling it on. 

3. Open the printer housing door, and then 
secure the printer housing by pressing the 
green PRESS FIRMLY TO LATCH bar until the 
housing clicks into place. 
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Setting Up the Touch Screen and Printer                      

1 2

3 4

5 6

1 2

3
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4. Next, lift up the metal plate, and then push 
the blue locking lever up to lock the printer 
housing to the base of the Touch Screen. If 
necessary, insert the spindle onto the paper 
roll, with the paper flowing from underneath 
the roll and the circular flange of the spindle on 
the left-hand side.

5. Place the paper roll into the v-shaped grooves 
of the printer housing until it clicks into place. 
Press the gray release lever to open the 
charcoal-colored printer cover. Feed about 
1 foot of paper through the slot in the printer 
cover. Close the printer cover until it clicks into 
place.

6. It is important that the cover clicks into place 
or else you will not be able to proceed once 
the Touch Screen is turned on.

7. Lower the metal plate.

8. Open the Touch Screen security canister and 
remove the take-up spool. 

9. Place the Touch Screen security canister into 
the printer housing. With the slot on the take-
up spool facing downwards, feed the paper 
into the slot, and then manually roll up the 
take-up spool. 

10. Insert the take-up spool back into the Touch 
Screen security canister and close the 
canister.  

You can now print the zero tape.

1. Close the left door, and then unlock the power 
switch compartment on the top left of the 
Touch Screen.

2. Remove the Touch Screen memory card from 
the clear plastic zippered bag. 

3. Ensure the two arrows on the memory card 
are facing up and pointing towards the 
machine before inserting the card into the 
memory card slot.

4. Press the red power button to turn on the 
Touch Screen.

5. Close and lock the power switch 
compartment.
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Setting Up the Touch Screen and Printer                      
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5 6
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Lever is up and locked Lever is down and 
unlocked
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Open the left door.   

6. Next, touch the Test Printer button on the 
screen to print a test page. Ensure the test is 
successful and that there are no smudges on 
the paper. The message “Printer test PASSED” 
appears. Touch the OK button.   

7. Touch the OK button to print the zero tape. 

8. The message “Need Another Copy?” appears. 
Touch the NO button.   

9. Verify all races are zero on the zero tape. 

10. Touch the Start Take-Up button on the screen.
The zero tape is pulled into the Touch Screen 
security canister.

11. Next, touch the Stop Take-Up button on the 
screen.

12. All election judges sign the zero tape.

13. Touch the OK button.

14. Complete the information on a security label, 
and then place a security seal on the Touch 
Screen security canister. 

15. Use the touch screen key to lock the printer 
housing door.  
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Setting Up the Touch Screen and Printer                      
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People Allowed in the Polling Place

Illinois law states that only authorized people are allowed in the polling place.

People allowed in the polling place include election judges; qualified Pollwatchers; voters while voting; 
state and local election authorities; and state and federal law enforcement officials.

About Pollwatchers

Pollwatchers must be registered voters in Illinois and are appointed by candidates, proponents and 
opponents to a proposition.

Pollwatchers must present pollwatcher credentials when entering the polling place. Place the 
pollwatcher credentials inside the designated envelope. Instruct the Pollwatcher to sign in by completing 
the information on the front of the envelope. 

Pollwatchers are allowed to observe the election to ensure transparency. They are allowed inside the 
polling place at 5:00 A.M. and may remain after the polls close. Pollwatchers may come and go during 
Election Day. Pollwatchers may call attention to an incorrect procedure or challenge qualifications of 
voters. Pollwatchers are not allowed to touch any election materials or disrupt the election process.

Campaign Free Zone

Within the polling place and campaign free zone, electioneering is prohibited.

Electioneering includes: wearing campaign buttons, hats, or shirts; displaying or passing out political 
literature or signs; or discussing political topics.

The campaign free zone includes the polling room and 100 horizontal feet from the entrance to the 
room. Churches may designate their entire property as a campaign free zone.

Election judges should designate the campaign free zone with two or more cones, United States 
flags, or some other marker. Any person who violates the campaign free zone may be punished as for 
contempt of court.

If you have any questions, call the County Clerk’s Office at 815-937-2990 or send us a message on your 
e-pollbook.

You’re now ready to open the polls!
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The Polls are Open — The Voting Process
Promptly at 6:00 A.M., unlock the doors and 
announce the polls are open. Voting must start 
at 6:00 A.M. sharp!

Here is a basic description of the voting 
process:

The voter first arrives at Stations 1 and 2 and 
states his or her name, address, and for primaries 
only, party affiliation. 

Two election judges from different political parties 
look up and check in the voter in the e-pollbook.

At Station 3, the voter is asked if he or she wants 
to vote on the Touch Screen or by paper ballot. 
The voter is given an encoded Voter Access Card 
if he or she wants to vote on the Touch Screen or 
is offered demonstrations and instructions on a 
laminated Demonstration Ballot if the voter wants 
to vote on paper.

At Station 4, the voter is issued the appropriate 
initialed ballot, a pen, and a ballot privacy cover 
and is directed to an available voting booth to vote 
the ballot.

At Station 5, the election judge checks that the 
ballot was initialed by the election judge at Station 
4, and the voter inserts the ballot into the Optical 
Scan machine, returns the pen and ballot privacy 
cover, is handed an “I Voted” sticker, and is 
thanked for coming to the polls.

About Ballot Styles

If more than one ballot style is being issued in your 
precinct, verify you have the correct ballot styles.

In primary elections, confirm you have ballots for 
each party.

Always ensure voters are given the correct ballots. 
Voters may only vote on races for the voting 
districts where they live. The ballot style for each 
voter is displayed on their ballot application to vote.
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Voters may go to either election judge at Stations 
1 and 2. The election judges at Stations 1 and 2 
must include one Republican and one Democratic 
judge.  

First, greet the voter and ask him or her to state his 
or her name, address, and for primary elections 
only, party affiliation.  

There are two e-pollbooks for the election judges 
to use to process voters. 

If the voter has his or her Driver’s License or State 
ID, place the ID in the ID Clip holder.  

1. Press SCAN BARCODE.   

If they don’t have an ID–go to step #3

When a match for the voter is found, select the 
current voter.      

Instruct the voter to sign the E-Pollbook, and then 
compare the signature to the signature stored in 
the e-pollbook.

For a primary election, ask the voter which 
party ballot he or she would like and input the 
information into the e-pollbook. 

2. Next, a ballot application prints. Hand the             
 ballot application to the election judge at   
 Station 3. 

3. If a voter does not have his or her Driver’s        
 License or State ID, manually check-in             
 the voter by pressing MANUAL ENTRY.  

4. Next, enter the first three characters of the   
 voter’s last name and first three letters of the   
 first name, and then press SEARCH. A list of     
 voter records appears that matches your   
 search. 

Select the correct voter from the list displayed. 

For a primary election, ask the voter which 
party ballot he or she would like and input the 
information into the e-pollbook.   

Instruct the voter to sign the E-Pollbook, and then 
compare the signature to the signature stored 
in the e-pollbook. Press accept and a ballot 
application prints.   

Hand the ballot application to the election judge at 
Station 3. 

Processing Voters at Stations 1 and 2 —                     
Checking In Voters Using the E-Pollbook

1

2

3 4
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Processing Voters at Station 3

The election judge at Station 3 receives the ballot 
application from the election judge at Station 1 or 
2 and confirms the voter in front of him or her is 
the person on the ballot application.   

Ask the voter if he or she wants to vote on the 
Touch Screen or by paper ballot.   

If the voter wants to vote on the Touch Screen, use 
the Encoder and the ballot style legend to encode 
a Voter Access Card with the correct ballot style 
and hand it to the voter (See pages 24-28 for 
detailed instructions about using the encoder 
including programming a ballot, voting with the 
touch screen, canceling a ballot and processing 
voters who require assistance). 

Otherwise, offer demonstrations and instructions 
on laminated Demonstration Ballots to voters 
who want to vote on paper. Remind the voter 
to completely fill in the oval next to his or her 
selections.  

Hand the ballot application to the election judge at 
Station 4.   

Every two hours, check the numbers on the 
Optical Scan machine and the Touch Screen to 
ensure they balance with the e-pollbooks. Record 
all the numbers on the balance sheet provided, 
which is located in the notebook. 
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Processing Voters at Stations 4 & 5
Station 4

Select the correct ballot for the voter, and initial it 
in red ink in the upper right-hand corner. DO NOT 
PRE-INITIAL BALLOTS. Process one voter at a 
time. 

Issue the voter a single ballot (ensuring the 
ballots are not stuck to one another), a felt tip 
pen, and a ballot privacy cover.  Then direct the 
voter to the voting booth.   

Place the ballot application in the box provided. 

After the voter has finished marking the ballot, he 
or she places the ballot behind the ballot privacy 
cover so that the votes are covered and secrecy is 
maintained, but the election judge’s red initials are 
showing.   

Station 5

The election judge must stand at least 4 feet 
from the Optical Scan machine to allow for voter 
privacy.   

As the voter approaches the Optical Scan 
machine, check the ballot to ensure the election 
judge’s red initials are on the ballot and then direct 
the voter to carefully insert the ballot into the 
Optical Scan machine and allow it to be pulled 
from the ballot privacy cover and into the machine. 
The vote count on the LCD screen increases by 
one.

Collect the pen and the ballot privacy cover from 
the voter. 

Hand the voter an “I Voted” sticker.  

Periodically check the voting booths to remove 
materials – such as pens or ballot privacy covers – 
that voters leave behind. 

4 Feet
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Programming a Ballot for Touch Screen Voting
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1. Begin by retrieving the Encoder and pressing 
the ON button.    

2. Insert the Voter Access Card into the Encoder.

3. The Encoder displays “Create?” 

Using the ballot style legend, press the 
corresponding number for the voter’s ballot style 
on the Encoder.   

4. Verify that the correct ballot style is displayed 
on the Encoder. Press YES to create the ballot. 

5. When the display reads “Clear?” remove the 
Voter Access Card and hand it to the voter. 

Programming an             
Audio Ballot 
1. Press the * button to select the (M)agnify,         

(V)oice, and (H)ide options.

Press * once to select (M)agnify option. This option 
will display the ballot in larger text.

Press * again to select (V)oice option. This option 
will both read the ballot and display in larger text.

Press * again to select (H)ide option. This option 
will read the ballot to the voter but not display on 
the screen.

2. Press the YES button to create the Voter 
Access Card.   

3. “Clear?” displays on the Encoder.

Remove the Voter Access Card from the Encoder.

t
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Voting with the Touch Screen                              
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After encoding a Voter Access Card for the voter, 
hand the card to the voter, and then direct him or 
her to an available Touch Screen.   

1. The voter inserts the Voter Access Card into 
the Touch Screen.

2. The Instructions to Voters page appears. After 
the voter reads the instructions on how to vote 
using the Touch Screen, he or she touches the 
Next button. 

3. The first page of the ballot displays. Touch the 
box next to a candidate to select it. Once a 
selection is made, all other boxes disappear, 
which ensures the voter does not overvote. 

If the voter wishes to change a selection, touch 
the box next to the selected candidate and all the 
other selections reappear.    

4. Touch the Next button to advance to the next 
page of the ballot.   

Some pages may instruct the voter to vote for not 
more than a certain number of candidates. The 
voter may vote for all of the candidates or may 
undervote.  

5. After the voter has navigated through the entire 
ballot, he or she is brought to the summary 
page, where selections can be reviewed. 
Selections marked in red indicate the voter did 
not vote for that particular question. If the voter 
wishes to correct this, he or she may touch the 
Back button or may touch the red selection. 
After the correction has been made, the voter 
may touch the Summary or Next buttons to 
return to the summary page. 

6. After the voter is satisfied with his or her 
selections, he or she opens the privacy cover 
on the printer housing, and then touches the 
Print Ballot button. 

7. The voter’s selections are printed on the 
paper. The voter reviews his or her selections 
in the privacy viewer, and touches the Reject 
Ballot button if he or she needs to make a 
correction. 

1 2

3

4

5 6

7
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Voting with the Touch Screen                              
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8. Continue to print and review the pages of the 
ballot by touching the Print Next Page button. 
 

9. At the final page, touch the Cast Ballot button 
to cast the ballot.  

Instruct the voter to return the Voter Access Card 
to the election judge at Station 3. 

Canceling a Ballot

Some reasons for canceling a ballot include: 

• Voter would rather vote on a paper ballot

• Wrong ballot style for the voter was   
 encoded

To cancel a ballot:

1. Press and hold the Page button for about    
20-30 seconds and a cancel screen appears

2. Touch the Cancel button. 

OR

If the touch sceen is left alone for 2 or 3 minutes, 
the ballot will cancel itself out automatically. 

8 9

1 2
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Voting with the Touch Screen                              

Processing Voters Who Require 
Assistance

Use the keypad to navigate through an audio 
ballot.   

- Press 6 to hear the next race.  

- Press 4 to hear the previous race.  

- Press 5 to select and deselect candidates. 

- Press 3 to increase the volume.  

- Press 1 to decrease the volume.  

- Press # to speed up the audio playback.

- Press 9 to cast the ballot.  

Casting an Audio Ballot 

Hand the voter a Voter Access Card encoded for 
an audio ballot.  

Direct the voter to the Touch Screen and hand the 
voter the headphones. 

The voter inserts the Voter Access Card into the 
Touch Screen, and then audio instructions begin to 
play.   

The voter makes his or her selections by pressing 
the buttons on the keypad. 

Two election judges may stay by the voter to 
provide assistance.  

When finished making his or her selections, the 
voter presses 9 on the keypad to cast the ballot.  
 

An election judge collects the Voter Access Card 
after the voter has finished voting.  

t
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Casting a Write-In Vote on an 
Audio Ballot 

If a voter wants to cast a write-in vote, he or she 
adds letters one at a time.   

Each key on the keypad represents a letter in the 
alphabet.   

- Press 0 to select a letter.   

- Press 1 to enter a space in the name. 

- Press * to backspace.  

- Press 5 to accept the name.  

Touch Screen Options  

If the voter wants the text on the Touch Screen 
to be larger, the voter may touch the Large Text 
button to magnify the ballot.    

If the voter has trouble reading with colors, he or 
she may touch the High Contrast button, and the 
screen changes to black and white.  

 

Voting with the Touch Screen                              
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Not all voters meet the requirements for regular voting.

Provisional voting:

• Ensures qualified voters have a chance to vote.

• Reduces confrontation. 

There are 7 reasons for issuing a provisional ballot:

1. The person’s name does not appear on the official list of eligible voters for the precinct in which the 
person seeks to vote, and the person has refused an opportunity to register at the polling place or 
another grace period registration site. 

2. The person’s voting status has been challenged by an election judge, a Pollwatcher, or any legal 
voter and that challenge has been sustained by a majority of the election judges. 

3. A federal or state court order extends the time for closing the polls beyond the time period 
established by State law, and the person votes during the extended time period.  

4. The voter registered to vote by mail and is required to present identification when voting either in 
person or by early voting ballot, but fails to do so.  

5. The voter’s name appears on the list of voters who voted during the early voting period, but he or 
she claims to not have voted during the early voting period.  

6. The voter received a vote by mail ballot, but did not return the vote by mail ballot to the election 
authority.  

7. The voter attempted to register to vote on Election Day, but failed to provide the necessary 
documentation.  

Remember: Offer Grace Period Registration and Voting to a voter PRIOR to issuing a 
provisional ballot. Contact your Election Authority’s Office with questions regarding 
Provisional Voting.

Call the County Clerk’s Office before issuing a Provisional Ballot. Preautorization must be 
given prior to issuing a Provisional Ballot.
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Processing a Provisional Ballot                             
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Ballot, verify that the voter is in the correct 
precinct. Contact the County Clerk’s Office to 
locate the correct polling place if the voter is not in 
the correct precinct.   

Instruct the voter to complete the application to 
vote and the first section of the provisional voter 
affidavit.   

Complete the second section of the provisional 
voter affidavit and mark the reason for voting a 
provisional ballot.   

Remove the yellow copy of the provisional voter 
affidavit, which is used as the receipt of ballots 
issued.  

Issue the voter a Provisional Ballot and a Secrecy 
Provisional Ballot Envelope.   

After the voter has marked the ballot, instruct 
him or her to seal the Provisional Ballot inside the 
Secrecy Provisional Ballot Envelope and return it 
to the election judge at Station 3. Never insert 
a Provisional Ballot into the Optical Scan 
machine. 

Hand the voter the receipt of ballots issued.

The voter has seven calendar days after the 
election to follow up with the County Clerk’s Office 
to prove he or she is eligible to vote.  
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Place the Secrecy Provisional Ballot Envelope, the provisional voter affidavit, and the application to 
vote inside the Provisional Ballot and Affidavit Envelope so that the information is displayed in the see-
through window.

  

Place the Provisional Ballot and Affidavit Envelope inside the Provisional Ballot Carrier Pouch.
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Processing a Provisional Ballot                             
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Handling Special Voter Circumstances                         
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Use the Ballot Entitlement 
Chart to determine how 
to handle special voter 
circumstances:

Voter Has Moved Within Jurisdiction

If the voter has moved more than 30 days 
within the jurisdiction and did not transfer 
registration, the voter must complete 
an application to vote and an Address 
Correction for Fail-Safe Voter. 

The voter may only vote a federal ballot 
in the old polling place; or if the voter 
prefers to vote a full ballot, the voter 
must register to vote through Grace 
Period Registration and Voting at one of the designated locations.   

Voter Has Moved Outside Jurisdiction

If the voter has moved more than 30 days outside of the jurisdiction and did not transfer registration, 
the voter is not qualified for a ballot until he or she registers to vote through Grace Period 
Registration and Voting at one of the designated locations.

Voter Has Moved Outside Precinct

If the voter moved within 30 days outside of the precinct, but still resides in the State of Illinois, and 
did not transfer registration, the voter must complete an application to vote and a Voter Affidavit. The 
election judge marks the applicable statement and fills in any blanks in the statement on the Voter 
Affidavit. 

The voter is qualified to vote a full ballot in the old polling place; or the voter may update his or her 
registration through Grace Period Registration and Voting at one of the designated locations 
and cast a ballot for the districts and offices designated for his or her new address. 

Voter Has Moved Within Precinct

If the voter moved during the 27-day period before the election in the same precinct, the voter must 
complete an application to vote and a Voter Affidavit. The election judge marks the applicable statement 
and fills in any blanks in the statement on the Voter Affidavit. The voter is qualified to vote a full ballot 
in the old polling place; or the voter may update his or her registration through Grace Period 
Registration and Voting at one of the designated locations and cast a ballot for the districts 
and offices designated for his or her new address. 

Voter Has Changed Name

If the voter changes his or her name before the election, still resides in the same precinct, and is 
qualified to vote, but did not update his or her registration information, update the voter’s information in 
the e-pollbook. 
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Instruct the voter to:

• Sign the pollpad and place the registration slip inside the red envelope provided.

The voter is qualified to vote a full ballot at his or her polling place or designated voting site.

If the voter changes his or her name before the election, moved outside of the precinct, and did not 
update his or her registration, the voter is not qualified for a ballot until the voter registers to 
vote through Grace Period Registration and Voting at one of the designated locations. 

Voter Unable to Register Due to Military Service

Although State law does not require showing an ID to vote, a voter who resides in the precinct, but is 
unable to register due to military or naval service that occurred 60 days prior to the election, may vote at 
the polling place on Election Day if he or she completes the Military Form. 

Voter Must Present Identification

A person who applies to register to vote by mail, but fails to provide adequate proof of identity, is flagged 
in the voter e-pollbook as needing to present identification. 

The voter may present one of the following forms of identification in order to be allowed to vote:

• Driver’s license or State ID

• Utility bill

• Bank statement

• Government check

• Paycheck

• Lease or contract for residence

• Student ID and mail addressed to address of residence

• Other government document

The identification presented must show the name and address the voter indicated when registering. 

Cannot Locate Voter in the E-Pollbook

If a voter does not show up in the precinct search in the e-pollbook, try searching the whole county 
database system. 

If the voter’s record still does not show up, the election judge must register the voter. 

Follow the step by step instructions as follows on the e-pollbook

• Are you a US Citizen

• Are you 18 years of age before or on the next General Election

If you answered “Yes” to both then proceed  

1. Fill in – name, address and date of birth. Email and phone are optional – hit “Continue”

2. Fill in – Street Number and street name (This should auto populate, always use the list shown.)

3. If you choose a street from the list make sure the correct city and zip code went into those fields. 
– hit “Continue” (For spelling, punctuation or abbreviation of street names refer to your list of 
registered voters located in your notebook).
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Handling Special Voter Circumstances                         
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Spoiling a Ballot 

If a voter makes a mistake on a ballot, he or 
she returns the ballot to the election judge at                   
Station 4. 

Write “Spoiled” on the ballot, and then instruct the 
voter to place the Spoiled Ballot into the spoiled 
ballot envelope.

Issue the voter a new initialed ballot. 

Reasons for Challenging a Voter’s 
Right to Vote

An election judge is obligated to challenge a 
person’s right to vote if the judge believes that 
person is not a qualified voter. A Pollwatcher or any legal voter may also issue a challenge.

The challenger must state a specific reason for challenging a person’s right to vote. Some reasons for 
challenging a voter’s right to vote include: 

• The voter no longer resides at the given address and refuses the opportunity to change his or  
 her address within the grace period.

• The person attempting to vote is not the same person as registered.

• The voter has already voted.

• There is no record that the person is registered, and the person refuses the opportunity to   
 register through grace period registration.

A majority of the election judges determines whether to overrule or sustain a challenge. Contact the 
County Clerk’s Office if you have any questions. 

4. The next screen is your ballot style information – hit “Continue”

5. This screen you will input the 2 forms of ID that the voter must provide and their gender – hit 
“Continue”.

6. Fill in the drop down box whether the voter had driver’s license or state ID or will provide last four 
digits of their social security number. Choose one of the options from here.

7. Input the Driver’s license number or state id or social security number. (For a Primary only select 
party). – hit “Continue”

8. Screen will come up for previous voter information or change of name – if none then hit “Continue”.

9. Have the voter sign the epollpad – hit “Continue”.

10. Verify all information that you input in the system is correct, if so then initial on the e-pollpad with the 
stylus or your finger and hit “Submit”.

11. The first slip prints out the voter registration slip. It is placed in the red envelope provided. The 
second slip will print out and will be your ballot application slip-pass this slip down to station 3 for 
verification.
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How to Cast Write-In Votes

Election judges are supplied with the Declaration of Intent to be a Write-in Candidate, which is a list that 
contains all of the candidates who have filed to be a write-in candidate.    

A voter may vote for a declared write-in candidate by finding the office for which the candidate is running 
on the ballot and printing the candidate’s name on the write-in line for that office. The spelling of the 
candidate’s name does not have to be exact. The use of stamps or stickers to indicate the candidate’s 
name is prohibited.  

Next, fill in the oval next to the write-in candidate’s name.  If voting on the Touch Screen, the voter may 
type in the candidate’s name. 

Using the Emergency Bin

Voting should never stop on Election Day. 

If the power goes out or the Optical Scan machine 
becomes inoperable for any reason, notify the 
election authority.

Unlock the emergency bin. Instruct voters to insert 
their ballots into the emergency bin. The ballots 
fall into a separate compartment of the ballot box; 
they are not tabulated. 

After the polls close, any ballots in the emergency 
bin are inserted into the Optical Scan machine.

Assisting Voters

Assistance is the actual casting of a vote for a voter by a person specified by the voter in the privacy of 
the voting booth. Only those voters who genuinely require assistance may be given assistance.

Illinois law states that the following people may receive assistance in the polling place: 

• Persons with disabilities

• Persons who are visually impaired 

 and 

• Persons who cannot read or write the English language  

Any person of the voter’s choice may provide assistance, except for an officer or agent of the voter’s 
employer or union. Two election judges, one from each political party, may also assist the voter.

If a voter requires assistance, mark that the voter is receiving assistance on the voter’s application to 
vote. Next, instruct the voter to complete the assisted voter affidavit and sign it. The voter’s assistant 
also signs the assisted voter affidavit.   
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Cast Write-In Votes, Emergency Bin & Assisting Voters                      
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Place the assisted voter affidavit in the red envelope and the voter’s application to vote in the pencil 
box. 

The assistant accompanies the voter to the voting booth and casts the vote as directed by the voter. The 
assistant may never attempt to persuade or influence how the voter votes, or give anyone information on 
how the voter voted.

Remember that instruction – using a Demonstration Ballot to illustrate how to mark a ballot or explaining 
how to use the voting equipment – does not require a voter to complete an affidavit. 

Processing a Curbside Voter

A voter may request, in writing, to vote curbside no later than the day before Election Day. 

The County Clerk’s Office notifies election judges of the voters who have requested to vote 
curbside.  

Two election judges, one from each political party, bring an application to vote out to the voter, who 
should be no more than 50 feet away from the entrance to the polling place.   

After the voter completes the application to vote, the two election judges bring it back inside the polling 
place to verify the signature. 

Once the verification process has been completed, the two election judges deliver an initialed ballot, 
pen, and ballot privacy cover to the voter. 

The voter marks the ballot in privacy, and then the election judges carry the ballot inside the ballot 
privacy cover into the polling place. 

After the election judges insert the ballot into the Optical Scan machine, they return to the curbside voter 
to let him or her know the voting process is complete. 

Contact the County Clerk’s Office with any questions about the curbside voting process.

Assisting Voters & Processing a Curbside Voter                   
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Closing the Polls & General Closing Duties                   

Closing the Polls

At 6:30 P.M., announce that the polls will close in a half hour. 

At 7:00 P.M., an election judge announces the polls are closed. Station an election judge behind the last 
person in line to establish the end of the line for voters.    

All voters in line at 7:00 P.M. may vote, but those arriving after 7:00 P.M. must be pleasantly, but firmly, 
turned away.    

Take down all outside signs, and lock the door, if possible.

General Closing Duties

Open the emergency bin and remove any ballots. Insert the ballots into the Optical Scan machine. 

Complete a final check of the number of ballot applications from both e-pollbooks against the number of 
ballots cast on the Optical Scan machine and Touch Screen to verify the numbers are equal. 

Print two copies of the results tape from the Optical Scan machine and three copies from the Touch 
Screen (one of which remains in the canister), and then follow the directions for closing and returning the 
Optical Scan machine and Touch Screen voting equipment.   

Sign the results tapes from the Optical Scan machine and the Touch Screen, and then place one copy 
of each in the clear plastic zippered bag and post the second copy for public viewing. 
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Counting Ballots
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Collect all the ballots from the Optical Scan machine. 

Separate the write-in ballots from the regular ballots. Count and record the total number of valid write-in 
ballots on the Write-In Tally Sheet. If there are no write-in ballots, write “NONE” across the Write-In Tally 
Sheet.

All election judges sign and date the form. 

Place the Write-In Tally Sheet inside the clear 
plastic zippered bag. 

Place all voted and unvoted ballots into the ballot 
bag, along with the sealed Touch Screen security 
canister. Close and seal the ballot bag with a blue 
seal.
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Completing Election Night Paperwork              
Complete the following forms and envelopes:

• Official Ballot Record

• Spoiled ballot envelope

• Election Expense Bill

• Provisional Ballot information

• Form Return Envelope 

Completing the Official Ballot Record 

1. The number of ballots supplied should have already been recorded in the morning on the Official 
Ballot Record.  

2. Begin completing the Official Ballot Record by recording the total number of check-ins from the 
main screen on each of the E-Pollbooks in Box 2.

3. Record the total number of ballots counted by the Optical Scan machine in Box 3.  

4. Record the total number of ballots counted by the Touch Screen in Box 4.   

5. Record the total number of voted ballots in Box 5 by adding together the numbers in 
Boxes 3 and 4. The number recorded in Box 2 must be equal to the number recorded in 
Box 5.    

6. Record the total number of voted Provisional Ballots in Box 6.  

7. Finally, all election judges sign and date the Official Ballot Record, verifying the information recorded 
is true and correct. 
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Shut down the e-pollbook by pressing the 
button at the top left edge of the e-pollbook, and 
then slide your finger to power off. Remove the 
e-pollbook from the stand and pack it up.

Unplug the printer, and pack up the printer, 
adaptor, and power cord into the box.

Press and hold the POWER button to shut down 
the hot spot. Unplug the hot spot, and pack up the 
hot spot and power cord into the box. 

Shutting Down and Packing Up the E-Pollbook
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1. To close the Optical Scan machine, begin by 
using the red key to unlock and remove the 
printer cover.

Unlock and open the front top lock.

2. Insert the Ender Card while pressing the YES 
and NO buttons simultaneously. The results 
tape automatically begins to print. 

3. All election judges sign the results tape.

4. The message “Need another copy?” appears.

Print any additional copies needed.  

5. Copies of the results tape may be printed for 
Pollwatchers who request them.

6. Post one copy of the results tape in the polling 
place, and return the other copy — along with 
the zero tape — in the clear plastic zippered 
bag, to the County Clerk’s Office.

After all needed results tapes are printed,              
the message “Ready to turn unit off”               
appears — Press Yes. 

The message “Election finished turn unit off” 
appears — Press Yes.  

Turn off the Optical Scan machine by flipping the 
red power switch on the back. 

Securing and Transporting the Optical 
Scan Machine

1. Break the seal on the memory card 
compartment. 

2. Remove the memory card from the tabulator. 

3. Place the memory card in the clear plastic 
zippered bag.  

4. Pack the tabulator and power cord and keys 
on the blue string into the black tabulator 
case.  

Return the black tabulator case to the County 
Clerk’s Office. 

Closing the Optical Scan Machine            
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1. Insert the Supervisor Card into the slot on the 
upper right side of the tablet.

2. Enter the PIN on the Touch Screen, and then 
touch the OK button. 

3. Remove the Supervisor Card.

4. Next, touch the End Voting button. 

5. After the warning box appears, touch the Yes 
button.

6. Unlock and open the printer housing door.

7. The “AVPM Printer Notification” appears. 

8. Touch the OK button.

9. If the message “Print Write-In Candidates?” 
appears, touch the Yes button.

10. If there is more than one precinct at your 
location, the message “Print Full Totals 
Report?” appears. Touch the Yes button. 

11. The message “Print Long Report?” appears.

12. Touch the No button and the results tape 
prints.

13. All election judges sign the results tape.

Closing the Touch Screen
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14. Remove the Touch Screen security canister 
from the Touch Screen and tear the tape after 
the signature lines.

15. Manually wind the results tape into the Touch 
Screen security canister, and then place the 
canister into the ballot bag.

16. The message “Need Another Copy?” appears. 

17. Touch the Yes button.

18. The message “AVPM Printer Notification” 
appears.

19. Touch the OK button.

20. After printing two additional copies, touch the 
No button when asked if you need another 
copy.

21. Sign both copies of the results tape, and then 
tear them off. 

22. Place one copy in the clear plastic zippered 
bag, and post the other copy on the door of 
the polling place.

23. Touch the Shutdown button.

24. The message “Are you sure you want to shut 
down this voting terminal?” appears.

25. Touch the Yes button to shut down the Touch 
Screen. 

Closing the Touch Screen           
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Securing and Transporting the Touch Screen
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1. Unlock the power switch compartment, 
remove the memory card, and then relock the 
compartment.

2. Place the memory card in the clear plastic 
zippered bag.

3. Lift up the metal plate, and then remove the 
spindle and paper roll. 

4. Next, push the blue locking lever and then the 
metal plate down.

5. Pull the green latch up to release the printer 
housing from the Touch Screen.

6. Gently remove the printer housing and place it 
upside down in the printer housing bag.

7. Close and lock the printer door. 

8. Press the release button on the top center of 
the Touch Screen, and then move the tablet 
forward.

9. Unplug the keypad from the back of the Touch 
Screen.

10. Also, unplug the power cord.

11. Place the spindle and paper roll, the keypad, 
the power cord, the headphones and the 
touch screen key into the printer housing bag.

12. Close the Touch Screen doors.

1 2

3 4

5 6

7 8

9 10

11 12
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Securing and Transporting the Touch Screen          
C

lo
sin

g
 th

e
 P

o
llin

g
 P

la
c
e
—

 To
u
c
h
 S

c
re

e
n

 

13. Two election judges lift and carry the Touch 
Screen to a table.

14. Place the rubber feet of the Touch Screen on 
the edge of the table, and with your hands on 
the doors so they do not open, gently roll the 
Touch Screen onto the table.

15. Release the pins and push the legs down.

16. Release the brackets, and then press the three 
pins in the middle leg to fully collapse the legs. 

17. Two election judges place the Touch Screen 
into the blue roller bag with the leg side facing 
up.

18. Secure the Touch Screen with the Velcro 
straps, and then zip up the bag.

19. Set the blue roller bag upright and secure the 
printer housing bag on top. 

Return the blue roller bag and printer housing bag 
to the County Clerk’s Office.
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Packing and Delivering Supplies
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Before leaving the polling place, 
you must complete the following 
tasks: 

Clear Plastic Zippered Bag 

(MUST BE HAND CARRIED into the County 
Clerk’s office)

Place the following supplies into the clear plastic 
zippered bag:

• Completed Official Ballot Record

• One signed copy of the Optical Scan  
    machine’s zero tape attached to the      
 signed results tape

• One signed copy of the Touch Screen’s   
 results tape

• Both memory cards from the Optical Scan  
 machine and the Touch Screen

• Completed Certificate of Inspection

• Completed Write-In Tally Sheet

Provisional Ballot Carrier Pouch

(MUST BE HAND CARRIED into the County 
Clerk’s office)

Return the Provisional Ballot Carrier Pouch – which 
contains all the Provisional Ballot and Affidavit 
Envelopes – to the County Clerk’s Office. 

Machines and Equipment

(See step-by-step instructions for shutting down 
and packing up the e-pollbook, touch screen and 
optical scan machine in previous section).

Pack up the Optical Scan machine into the black 
tabulator case.

Pack up the Touch Screen into the blue roller bag, 
and pack the AccuVote Printer Module into the 
printer housing bag.

Pack up the e-pollbooks.

Disassemble the voting booths.

Return machines and the voting booths to the 
County Clerk’s Office. REMEMBER YOUR WIFI.

e-Pollbook
Step-by-Step
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Packing and Delivering Supplies             
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Ballot Bag

Pack up all voted and unvoted ballots and the 
Touch Screen security canister into the ballot bag. 
Return the ballot bag to the County Clerk’s Office. 

Precinct Kit

Pack the following supplies inside the Precinct Kit 
and return to the County Clerk’s Office:

• Form Return Envelope

• Encoder, Voter Access Cards, Supervisor  
 Card, and Ender Card

• All other supplies 

Restoring the Room

Please leave the polling place cleaner than you 
found it.

Before leaving for the night, make sure the 
following duties are complete:

• All supplies are packed.

• All signs are taken down from the polling   
 place.

• All tables and chairs have been returned   
 to their proper places.

• All garbage has been picked up and   
 the room has been restored to its original  
 condition.

After all these tasks have been completed, two 
election judges, one from each political party, must 
return the supplies to the County Clerk’s Office.

Election Day has come to a close.

Thank you for serving as an 
election judge!

RED POUCH

GREEN POUCH
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Here are some of the most common equipment problems you may encounter on Election Day and how 
to troubleshoot them. If the following actions do not resolve the issue, call the County Clerk’s Office.

Printer Troubleshooting (e-pollbook printer)

If the printer is not printing:

1. Ensure the printer is turned on.

2. Check that the printer is plugged into a power outlet.

If the printer is still not printing, the paper might be installed incorrectly. Correctly install the paper by:

1. Opening the printer and removing the paper roll.

2. Placing the paper roll back into the printer, and feeding the paper from the bottom of the roll to the 
top of the printer.

3. Close the printer.

If the printer is still not printing, press the printer icon, and press Pair and Connect from the menu. 

Hot Spot Troubleshooting

If the sync cloud is red:

1. Tap the POWER button.

2. If the display wakes up, verify there is a good WiFi signal and the device count is correct.

If the display does not wake up:

1. Check that the hot spot is plugged in.

2. Hold the POWER button until MiFi appears.

3. After the hot spot turns on, verify there is a good WiFi signal and the device count is correct.  
 

Scanning Troubleshooting

If the barcode is not scanning:

1. Check to see if the barcode is lined up properly. If not, place the ID barcode within the frame on the 
e-pollbook screen, ensuring it is in the center of the window. 

2. Check to see if a glare from the lighting in the room might be affecting the scanning. If yes, adjust 
the ID or move the stand and resume. 

3. Check to see if the barcode may be damaged.

4. Check to see if the voter is registered.

5. The DMV record for the person may not match the voter registration record for the person.

If the barcode is still not scanning, manually search for the voter.

Trouble Shooting the Equipment
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Troubleshooting Ballot Jam Issues with the Optical Scan Machine

Counted Ballot Jammed in Reader   

If the LCD screen on the Optical Scan machine displays the message COUNTED BALLOT JAMMED IN 
READER, the ballot was scanned and counted by the Optical Scan machine but jammed before it could 
drop into the Ballot Box.    

1. To resolve the problem, unlock the front top lock on the Ballot Box, and then slide the tabulator 
forward.

2. Next, the voter gently but firmly pulls the ballot back toward the slot in the Ballot Box until it drops 
down into the box.   

3. The election judge slides the tabulator back into place, and then locks the front top lock. 
 

Returned Ballot Jammed in Reader  

If the LCD screen on the Optical Scan machine displays the message RETURNED BALLOT JAMMED IN 
READER, the ballot was not scanned and counted by the Optical Scan machine and must be removed 
and reinserted to be counted.   

Usually the ballot gets jammed immediately after inserting, so it is not too far into the Optical Scan 
machine. The voter is able to gently pull the ballot toward him or her to remove it. Instruct the voter to 
reinsert the ballot into the Optical Scan machine. 

Always use the emergency bin if the tabulator is not operational and remember                        
Voting Never Stops.

 

Touch Screen Troubleshooting

Set-up

Reminder: Always make sure the blue tip lever is in its proper position between the (L)ock 
and (U)nlock marks before putting the printer housing unit on the touch screen.

If the error message “Election not loaded” appears when you boot up the touch screen:

A. Take out the memory card and make sure that the memory card is facing the right way, with the 
two black arrows facing up and pointed towards the machine. 

and

B.  Make sure that the memory card is pressed all the way into the memory card slot so that the eject 
button has popped out.

Trouble Shooting the Equipment           
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Trouble Shooting the Equipment
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If the error message “Printer is not responding. Please ensure that the voting tablet is 
installed in the cradle” appears when you boot up the touch screen:

1. Check the charcoal cover and make sure that both corners are firmly pressed down so that the 
cover is locked.

If the error message “Failed to initialize system printer. Please configure the system before 
proceeding” appears when you boot up the touch screen:

1. Check the charcoal cover and make sure that both corners are firmly pressed down so that the 
cover is locked.

If the printer is printing, but there is nothing printed on the paper:

1. Check to make sure the roll of paper is in correctly. Since the paper is thermal paper, the printer can 
only print on one side. The leading edge of the roll of paper on the spindle must be on the bottom. The 
paper must be rolled “under.” 

2. If you have the paper in upside-down, take the roll of paper out, flip it over, and reinsert the paper 
into the printer housing unit.

3. If the paper is in correctly and the printer is still not printing, call the office.

Operation

If a voter starts voting and realizes that they have the wrong style ballot:

1. Cancel the ballot by pressing and holding the page number button at the bottom of the screen for 
30 seconds. 

2. Touch the cancel button when the cancel message appears.

3. Retrieve the voter access card.

4. Use the encoder and ballot style legend to program the correct ballot style on the voter access 
card.

5. Give the voter access card to the voter.

If a voter starts voting and suddenly wants to vote a paper ballot instead:

1. Cancel the ballot by pressing and holding the page number button at the bottom of the screen for 
30 seconds.

2. Touch the cancel button when the cancel message appears.

3. Retrieve the voter access card.

4. Give the voter the correct paper ballot.



51Kankakee County Election Judge Manual

affidavit Sworn statement form, sworn and subscribed to.

affiliation To associate as a member, as in, a political party or 

organization.

Americans with Disabilities Act (ADA) The ADA is a federal law that was enacted by Congress in 1990 

and signed into law on July 26, 1990 by President George H. W. 

Bush.  The ADA is a wide-ranging civil rights law that prohibits, 

under certain circumstances, discrimination based on disability.

audio ballot A ballot in which a set of offices is presented to the voter in 

spoken, rather than written, form.

ballot The official presentation of all of the contests to be decided in a 

particular election.

ballot style The ballot style you receive will be determined by your place of 

residence.

cast ballot Ballot that has been deposited by the voter in the ballot box or 

electronically submitted for tabulation.

challenged ballot Ballot provided to individuals who claim they are registered and 

eligible to vote but whose eligibility or registration status cannot 

be confirmed when they present themselves to vote. Once 

voted, such ballots must be kept separate form other ballots and 

are not included in the tabulation until after the voter’s eligibility 

is confirmed.

curbside voting In any election or referendum, if any qualified voter is able 

to travel to the voting place, but because of age or physical 

disability and physical barriers encountered at the voting place 

is unable to enter the voting enclosure to vote in person without 

physical assistance, that voter shall be allowed to vote either in 

the vehicle conveying that voter or in the immediate proximity of 

the voting place.

early voting Broadly, voting conducted before election day where the voter 

completes the ballot in person at a county office or other 

designated polling place or ballot drop site prior to election day.

electronic poll book An electronic poll book is typically either hardware, software or 

a combination of the two that allows elections officials to review 

and/or process voter information during an election but does 

not actually count votes. This software or hardware is used in 

place of paper-based poll books, which are typically three-ring 

binders. Often, the functions of an electronic poll book include 

voter lookup, verification, identification, precinct assignment, 

ballot assignment, voter history update and other functions such 

as name change, address change and/or redirecting voters to 

correct voting location.

Glossary of Election Terms
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Federal Voting Assistance Program FVAP exists to (1) assist uniformed services and overseas 

voters exercise their right to vote so that they have an equal 

opportunity with the general population to have their vote 

counted; (2) assist the states in complying with the relevant 

federal laws, and advise them on ways to best comply and (3) 

advocate on behalf of the uniformed services and overseas 

voters, identifying impediments to their ability to exercise 

their right to vote, and proposing methods to overcome those 

impediments.

Federal Write-in Absentee Ballot (FWAB) The Federal Write-In Absentee Ballot is a write-in ballot for 

use by overseas American citizens. Under the Uniformed and 

Overseas Citizens Absentee Voting Act, the ballot was created 

for citizens who “have made a timely application for but have 

not received their regular ballot from the state or territory, 

subject to certain conditions.” 

optical scan system System by which votes are recorded by means of marks made 

in voting response fields designated on one or both faces of a 

ballot card or series of cards. An optical scan system reads and 

tabulates ballots, usually paper ballots, by scanning the ballot 

and interpreting the contents.

overvote Voting for more than the maximum number of selections allowed 

in a contest.

precinct Election administration division corresponding to a contiguous 

geographic area that is the basis for determining which contests 

and issues the voters legally residing in that area are eligible to 

vote on.

provisional ballot Ballot provided to individuals who claim they are registered and 

eligible to vote but whose eligibility or registration status cannot 

be confirmed when they present themselves to vote. Once 

voted, such ballots must be kept separate from other ballots and 

are not included in the tabulation until after the voter’s eligibility 

is confirmed. In some jurisdictions this is called an affidavit 

ballot.

sample ballot The county board of elections shall produce sample ballots, in 

all the necessary ballot styles of the official ballot, for every 

election to be held in the county. The sample ballots shall be 

given an appearance that clearly distinguishes them from 

official ballots. The county board shall distribute sample ballots 

to the chief judge of every precinct in which the election is to 

be conducted. The chief judge shall post a sample ballot in 

the voting place and may use it for instructional purposes. The 

county board of elections may use the sample ballot for other 

informational purposes.

split precinct A precinct that contains an election district subdivision, e.g., a 

water district or school board district, requiring an additional 

ballot configuration.

spoiled ballot Ballot that has been voted but will not be cast.

Glossary of Election Terms         
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Uniformed and Overseas Citizens Absentee Voting Act (UOCAVA) The UOCAVA is a United States federal law signed in 1986 

dealing with elections and voting rights for United States 

citizens residing overseas.

undervote Occurs when the number of choices selected by a voter in a 

contest is less than the maximum number allowed for that 

contest or when no selection is made for a single choice 

contest.

valid vote Vote from a ballot or ballot image that is legally acceptable 

according to state law.

voted ballot Ballot that contains all of a voter’s selections and has been cast.

voting booth A voting booth is an enclosure in a polling station where voters 

are able to cast their vote in private to protect the secrecy of the 

ballot.

voting equipment All devices, including the voting machine, used to display the 

ballot, accept voter selections, record voter selections, and 

tabulate the votes.

voting machine The mechanical, electromechanical and electric components 

of a voting system that the voter uses to view the ballot, 

indicate his/her selections, and verify those selections. In some 

instances, the voting machine also casts and tabulates the 

votes.

write-in voting To make a selection of an individual not listed on the ballot. In 

some jurisdictions, voters may do this by using a marking device 

to physically write their choice on the ballot or they may use 

a keypad, touch screen or other electronic means to enter the 

name.

Glossary of Election Terms
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Kankakee County Clerk

Kankakee County Administration Building                                                                                                              
189 E. Court St.                                                                                                                

Kankakee, IL 60901

Phone: (815) 937-2990   •   Fax: (815) 939-8831   

E-mail: countyclerk@k3county.net


