SETTING UP THE POLLING PLACE ON ELECTION DAY

ELECTION DAY - 5:00 AM TO 6:00 AM

Chapter 5 includes step-by-step instructions on all the procedures you need to know to set up the polling place on Election
Day. Please review this chapter very carefully. You only have one hour on Election Day to set up and organize all the
equipment and materials.

SETTING UP THE POLLING PLACE - STEP BY STEP

Do you have all the materials and equipment?
Review the diagram of the ESC in Chapter 4 on page 20 to see where materials and equipment are
located. For a listing of Election Day materials and equipment, see the Supply List (Form 21) in the

IMPORTANT! Before you open the doors
to the polling place, you MUST do the
following:

e Set up the e-poll books (see step 8).

* Begin the update of the e-poll books by
5:15 am.

e Check the equipment is labeled for your
precinct and ward.

Rules for Election Coordinators &

sleeve of the door of the ESC.

Do you know what you need to do?

First, read the quick overview of all the procedures, steps #1-18. Then, go on to the detailed instructions

for each of the steps starting on the next page.

All Judges Quick Overview: Setting Up the Polling Place
* You MUST report to the polling place by
5-:00 am and no later. [ 1. Check the polling place for a portable ramp.
e Let poll watchers with proper credentials (4 2. Open the Election Supply Carrier (ESC), and check the contents.
enter at 5:00 am and watch as you set up the 3. Place the American flag.
polling place. [ 4. Find and arrange the furniture.
e The Coordinator will lead the Judges in setting 'd 5. ForJudges: Sign the Oath and put on the badge.
up the polling place. All poll workers should [d 6. For the Coordinator: Put on the Coordinator badge.
work together to make sure that all the tasks on (4 7. Set up the Campaign-Free Zone materials.
the list are completed in a cooperative way. [ 8. Setup the e-poll books and run the morning update by 5:15 am.
» Don't let anyone vote before 6:00 am. No one, 9. Assemble the metal voting booths.
including Judges, may vote before you open [ 10. Assemble the plastic voting booths. . ' . . o
the doors to the polling place. [ 11. Assemble the lowered voting booth in compliance with the instructions in the
Polling Place Accessibility Guide in the ESC.
IMPORTANT: What if you can’t get into [ 12. Arrange and connect the voting booths in the polling place, ensuring accessibility.
@ the polling place? If you have tried all [ 13. Assemble the ballot box for the ballot scanner.
the entrances at the polling place, then (. 14. Set up the ballot scanner. . . , , o
immediately call ELECTION CENTRAL at [ 15. Set up the touchscreen voting unit in compliance with the instructions in
312-269-7870 to let the Board know. the Polling Place Accessibility Guide.
[ 16. Setup Judges’ Stations #1-3 and the Registration Table.
What if the Coordinator or Key Judge has not [ 17. Post all signs found in Envelope 2.
arrived to unlock the ESC? Call ELECTION [ 18. Please refer to the Polling Place Accessibility Guide in the ESC for additional set-up
CENTRAL at 312-269-7870 to let the Board know. requirements.
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Detailed Instructions: Setting Up the
Polling Place

To set up the polling place, carefully follow these
detailed instructions. Each step is numbered
(#1-18) and is printed in bold type.

1 Check the polling place for a
portable ramp.

In some instances, the Board will deliver a
ramp to a polling place to make it accessible
to voters who can't use stairs or a step. If

the Board is able to deliver a ramp, you will
receive it by 5:45 am. Be sure the ramp is set
up in the proper place before the polling place
opens. Don't remove the ramp until you

close the polling place and all voters in line
have voted.

NOTE: A few polling places may not

be accessible to voters with disabilities.
If your polling place has stairs, but the
Board cannot deliver a ramp, follow the
instructions on pages 70-71 to make sure
that voters with disabilities are still able
to vote using curbside voting.

2 Open the Election Supply Carrier
(ESC), and check the contents.

Before Election Day, the Coordinator and

the Key Judge will have picked up envelopes
containing the ESC key and seal cutters, which
are needed to open the ESC.

A. First, check that you have the correct ESC.
Look at the ESC doors. There is a label in
the upper right hand corner. Make sure it
is marked with the polling place precinct
and ward.

SETTING UP THE POLLING PLACE ON ELECTION DAY

B. Use the seal cutters to break the seal on the
ESC doors. Keep the broken seal — don’t
throw it away. You'll need it in a moment.

If the seal is missing, immediately call
EQUIPMENT/SUPPLIES at 773-247-4065.

C. Use the ESC key to unlock the door. To open
the lock, insert the key and push on the area
where the key was inserted. This will release
the latch and open the doors. After you open
the doors, remove the key. Be careful not to
break the lock. If you don’t have a key to the
ESC — don't break the lock! Call ELECTION
CENTRAL at 312-269-7870.

D. Verify the ESC seal number. Remove the Seal
Accountability Form (Form 3) from the plastic
sleeve on the inside of the ESC door. Look
at the number on the broken seal, and make
sure it matches the number on the form.

If the seal number isn’t the same,
immediately call EQUIPMENT/SUPPLIES
at 773-247-4065.

E. Place the broken seal inside the Broken/Used
Seal Bag. The bag is on the inside of the ESC
door.

F. Check that the ESC contains the required
equipment and supplies. Use the Supply
List (Form 21) to check off each item that you
find in the ESC. If any item is missing from
the ESC, call EQUIPMENT/SUPPLIES at
773-247-4065.

(('\} Immediately call EQUIPMENT/SUPPLIES
a at 773-247-4065:

e If any supplies are missing
e If you don’t have the correct equipment

REMINDER: Find the Supply List
(Form 21) attached to the inside of the
ESC door. You'll also see Form 21 on

page 19 of this handbook. Look in the
Key Judge Envelope or Envelope 1 to
find instructions about any materials
special to your precinct.

3 Place the American flag.

Remove the American flag from the ESC,
and tape it up at the door of the polling place.
Tape is in the Gray Supply Box in the ESC.

4 Find and arrange the furniture.

If there are no tables and chairs,
immediately call the Polling Place
Department at 312-269-7976.

Arrange the tables and chairs. Choose an
arrangement that helps you manage the
flow of voters and protect voters’ privacy.
Review the suggested arrangements on
the next page.

As you set up the tables and chairs,
consider the needs of voters who use a
wheelchair, walkers, or other assistive
devices. Make sure voters with disabilities
have “a 36" path” (use the 36" measuring
tape provided in the ESC) and can move
easily through the polling place and reach
the voting equipment.

Please refer to the Polling Place
Accessibility Guide and the Election
Coordinator Accessibility Checklist
(Form 21-ADA) in the ESC for further
instructions about your accessibility-
related duties.



Suggested Polling
Place Arrangements

Position the equipment to make sure
voters with disabilities have “a 36"
path” (use the 36" measuring tape
provided in the ESC) to move through
the polling place and to vote.

L\ Please refer to the Polling
G2 Place Accessibility Guide
and the Election Coordinator
Accessibility Checklist
(Form 21-ADA) in the ESC
for further instructions about

your accessibility-related duties.

Single Precinct Polling Place

Combination Polling Place

REMINDER: The Coordinator will
lead the Judges in determining the
best layout of the polling place.

Arrange the booths to give people

privacy when they’re voting. Position
the equipment to make it easy for
voters with disabilities to move
through the polling place and to vote.
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CHAPTER 5 SETTING UP THE POLLING PLACE ON ELECTION DAY

5 For Judges: Sign the Oath and put 6 For the Coordinator: Put on the If your polling place has more than one

on the badge. Coordinator badge. precinct: .

If you 're a Judge, you must do the following: If you're the Coordinator, you must do the For each polling place, there is only one set O,f
Read and sign the Oath of Office for following: Campaign-Free Zong materials—even if there’s
Assigned Judges (Form 9). ¢ Take the badge and fill in your name. morefthanfqns ﬁ:recmct. )

e Find a badge of the political party you're * Puton the badge and wear it until you leave * ;\Ayou. []n  the CamSpCalgn-Free hZogle
representing. Fill in your name and the the polling place at the end of the day. aterials in your ESC, set up the blue

cones according to instructions in
Chapter 1, page 6.
e If your ESC doesn’t have the Campaign-

precinct and ward where you're working. .
Put on the badge and wear it until you leave 7 Set up the Campaign-Free Zone

the polling place at the end of the day. materials. Free Zone materials, check with the other
If your polling place has only one precinct: precinct(s) in your polling place to be sure
. . In the ESC, find the Campaign-Free Zone the Judges have these materials to set up.
REMINDER: If your precinct swears-in materials:
a Substitute Judge, the Substitute Judge e 2 blue cones (No Electioneering cones)
must complete the checklist and sign the o 100-foot string (for measuring)

Application For Substitute Election Judge
and Oath of Office (Form 4). If you're
the appointed Judge who administers
the Oath to the Substitute Judge, you
must follow the procedures on Form 4.
As noted on Form 4, you must call the
Board of Elections (Board) and verify the
eligibility of the Substitute Judge. See
Chapter 1, page 4 for more information
on swearing in a Substitute Judge.

Set up the blue cones to mark off the Campaign-
Free Zone. You'll use the 100-foot string to help
you measure the space. See detailed instructions
in Chapter 1, page 6.
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The Electronic Poll Books & Accessories

Swivel stands

Keyboard

A
-

& Set up the electronic poll books
(e-poll books) and run the morning
update by 5:15 am.

You’ll use one e-poll book to search registered
voters in the precinct and check them in
electronically. The person working at the
Registration Table will register voters on the
other e-poll book. Both e-poll books will

also be used to activate voter cards for people
who choose to vote using the touchscreen
voting unit.

Follow these steps to set up and launch the two
e-poll books:

A. Start to set up the e-poll books and
accessories.

1. Find two e-poll books and the accessories in the
black plastic case inside the ESC.

2. To confirm that you received the correct e-poll
books, make sure the tag on the handle of the
black plastic case shows your precinct and
ward.

Jetpack

Find the 2 EPBs and Jetpack under the keyboard

3. Now verify the seal number on the latch of the
case. Compare the number on the seal with the
Seal Accountability Form (Form 3). If the seal
number matches, break the seal and place it in
the Broken/Used Seal Bag. If the seal number
doesn’t match or the tag on the e-poll book is
for a different precinct and ward, immediately

call EQUIPMENT & SUPPLIES at 773-247-4065.

4. Remove all contents from the case.

NOTE: Connecting devices are
color-coded.

5. Plug in the keyboard for each e-poll book
device using the USB port on the side of
the base of the stand.

6. Plug power cord into the adaptor on the side of
the stand. The adaptor is marked with a red dot.

7. On the left side of each e-poll book, find the
seal covering the memory card port. Make sure
the seal number on each device matches the
Seal Accountability Form (Form 3).

WARNING!
DO NOT
REMOVE

8. Set up one e-poll book at Station #1 and one
e-poll book at the Registration Table. For each
e-poll book, do the following:

e Set the black stand on the table, and place
the e-poll book on top.

¢ Plug the mini-USB cord found on the left
side of the stand into the mini-USB port on
the left side of the e-poll book.

¢ Plug the red power cord into a power
source (extension cord or power strip).

REMINDER: Do not turn on the e-poll book

until you have completed the next step.
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B. Turn on the Verizon Jetpack and find the

strongest signal.

The Jetpack is a portable hotspot device that
provides the internet connection for each
e-poll book.

. Find the Jetpack in the same case that holds the

e-poll books.

. Turn on the Jetpack by holding down the power
button on the top of the device. The screen will
light up. Wait a few moments while the Jetpack
connects. It's connected when you see 4G or
3G at the top of the screen, with bars indicating
the strength of the connection.

@ NOTE: Once the Jetpack is connected,

the screen will go into power save
mode and turn black. But the Jetpack is
still powered on. To light up the screen
again, tap the power button.

SETTING UP THE POLLING PLACE ON ELECTION DAY

3. Carry the Jetpack around the room to see where

signal strength is best (4G with at least 2 bars).
The Jetpack must stay within 30 feet of the
e-poll books. You may find the strongest signal
closer to a window.

4. Once you find the part of the room with the

best signal, plug in the Jetpack with the yellow
power cord into an outlet.

NOTE: If there’s more than one precinct
in your polling place, make sure the
Jetpacks are at least 3 feet apart.

C. Launch the e-poll books.

1. Make sure the Jetpack is ON and has a strong
connection. The Jetpack MUST have a strong
connection BEFORE you turn on the e-poll
books.

. For each e-poll book, press and hold the power
button on the top left edge of the device until
you see the word “Toshiba” appear on the
screen.

T

3. Wait a few seconds for the launch screen to
appear. From the launch screen, use the stylus
to tap the Launch Express Poll button.

As you proceed, always follow the instructions
on the screen.

4. Enter the password found in the e-poll book

case. Tap Continue.



5. Follow the instructions on the screen. Ensure the
precinct and ward are correct. Type your initials
and the password again. Tap the Log In button.

Log In

» Tap on each blank box (feld) to enter Information.
1 P 1o enter the

Thoe box and L 1
required Information. Then tap the “Log In” buson.

Petand Ward PPIAW] [ 1302
User initials [AL
= =

1lolalalslalzialalol |

@ NOTE: As you rotate duty stations
throughout the day, you must log out and
log back in with your initials each time.

6. Make sure the precinct information is correct. If
so, tap OK This is Correct Poll.

(('\) If the precinct is incorrect, immediately
£E)? call ELECTION CENTRAL at
T 312-269-7870.

7. Now look at the bottom left of the screen.
Confirm that the statistics for ballots and
provisional ballots are all at zero.
Exception: The number of registered voters
listed on the screen won't be zero.

D. Run the morning update.

1. Check for connectivity, making sure each e-poll
book shows a connection to the internet. Here’s
how to check the connection:

e Tap the Status tab at the top right of the
screen.

¢ Look at the bottom of the screen. If you
see the words “Connected,” “Idle,” or
“Synchronizing,” this means the e-poll book
is connected. Go to Step 2.

e If you see the word “Connecting” or “Error,”
the e-poll book is not connected. Go to
page 93 for troubleshooting instructions.
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2. You MUST run the morning update on EACH 2. Tap the Open the Poll Book button. You'll see
e-poll book. You must run the update on one the Poll Status change to the color green and
e-poll book at a time. To run the morning display the word “OPENED.”
update, tap the Poll Book Update tab and - ]
the Poll Book Update button at the bottom [ oo Pom et o e ot W o B s st |
of the screen. e e Emmrmremen

3. Tap the Run Update button. T Wy *

4. Wait while the e-poll book updates its files with e
new voter information. Once the file update ——  § |
is complete, you'll see the following message: LS By
“Smart Update is complete. Press OK to restart o )
the application.” Tap OK and the unit will 3. Tap the Poll Workers tab. Sign in by tapping

Start Time and Save. ALL Judges and Election
Coordinators must sign in. If the time is wrong,
you may change the time.

restart automatically.

F. Prep the e-poll book for voter check-in and
registration.

1. Tap the Issue Ballots tab at the top of the screen.

2. Tap the Continue button.

Main Screen
Manage Poss sus Babols [Pol Betain Poll Book Update | Status

5. Once the unit has restarted, relaunch the [ o
e-poll book, and enter your user initials and
the password.

E. Open the polls on the e-poll book.

1. Again, verify that the statistics are all set to zero * e
and the Poll Book Update shows today’s date. If S =
the statistics are not zero or the time/date
are wrong, call EQUIPMENT/SUPPLIES at
773-247-4065.

Congratulations! The e-poll books are ready
for voter check-in and registration.

Remember: On the right side, Registered

Voters will NOT be zero.
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CHAPTER 5 SETTING UP THE POLLING PLACE ON ELECTION DAY

é\ 9 Assemble the lowered voting booth. handle). Insert the legs, one at a time, into the for people in wheelchairs or with other mobility
The lowered voting booth is designed for voters two holes on the bottom of the booth and the disabilities. Please use the 60-inch diameter
who are sitting down — whether in a wheelchair two holes in the extenders. Using a twisting circle provided in the plastic bag inside the
or on the voting chair. Any voter may use it. The motion, push the legs in tightly until snug. ESC and follow the instructions printed on the
lowered voting booth is made of gray plastic. ' ' . 60-inch diameter circle for measuring the proper

E. Pick up the booth, turn it over, and stand it accessible turning area.
A. Remove the gray plastic case from the ESC, and on its legs. Open the lid; then lift and secure
place the booth on a table with the Board of the side panels. H. Unwrap the electrical cord, and plug it into the
Elections sticker facing up. Now open the case. ) . _ receptacle to the right of the light unit. But don’t
F. Make sure the Voting Instructions Sign (Form plug the cord into an outlet until you find the best
B. Remove the legs and plastic extenders from the 255) is attached to the privacy screen. If it spot for the booth (wait until you get to Step 12).
lid; then close and lock the lid. isn’t, remove Form 255 from Envelope 2, and
tape it to the privacy screen. I. To assemble the chair for the lowered booth, pull
C. Put together each leg section. out on the arms and press down on the seat.
G. The lowered booth must provide a 60-inch
D. Turn the case over on the table. Insert the extenders diameter circle in front of the booth that NOTE: Don't allow voters to apply weight or
in the holes at the front of the booth (the side with the will provide an accessible turning space lean on the voting booth.
\ J

Gﬁﬁﬁg Instructi

Wtz 8

9-A 9-B (1) 9-B (2)

9-E/F

Not pictured: Step 9-C
Step 9-G
Step 9-H

9-D (1) 9-D (2) 9-E (1) Step 9-I
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10 Assemble the plastic voting
booths.

A. Remove all plastic voting booths from the ESC.

B. Place a booth on a table with the Board of
Elections sticker facing up; open the case.

C. Remove the legs from the lid, and then close
and lock the lid.

D. Put together each leg section.

10-A/B
E. Turn the case over on the table. One by one,

insert each leg into a hole in the bottom of the
booth. Using a twisting motion, push the legs in
tightly until snug.

F. Pick up the booth, turn it over, and stand it on
its legs. Open the lid; then lift and secure the
side panels.

G. For each unit, make sure the Voting Instructions
Sign (Form 255) is attached to the privacy
screen. If it isn’t, remove Form 255 from
Envelope 2, and tape it to the privacy screen.

10-D 10-E

H. Unwrap the electrical cord, and plug it into the
receptacle to the right of the light unit.

@ NOTE: As mentioned in the metal booth
instructions, you’ll plug each unit into the
next unit and so on. You'll end up with
a chain of metal and plastic booths, all
connected to one another with electrical
cords. You’ll plug the last cord into a wall
outlet or extension cord.

Please refer to the Polling Place
O Accessibility Guide and the Election 10-F 10-G
Coordinator Accessibility Checklist (Form

21-ADA) in the ESC for further instructions Not pictured: Step 10-H
about your accessibility-related duties.
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11 Assemble the metal voting booths.

Every ESC will contain metal and plastic voting
booths, as well as a lowered booth. Set up every
booth, unless your polling place is too small. Even
if the polling place is too small to set up all voting
booths, it must include both the Lowered Booth
and the Electronic Touchscreen Accessible Booth.

Here are instructions for the metal booths:

A. Remove all metal voting booths from the ESC.

B. Place each booth on a table, with the Board of AR e

Elections sticker facing up. Now open the case.

C. Remove the legs from the lid. Close and lock the lid.
D. Put together each leg section.

E. Turn the case over on the table. One by one, insert
each leg into a hole in the bottom of the booth. Using
a twisting motion, push the legs in tightly until snug.

F. Pick up the booth, turn it over, and stand it on its legs.
Open the lid; then lift and secure the side panels.

G. For each booth, make sure the Voting Instructions
Sign (Form 255) is attached to the privacy screen.
If it isn’t, remove Form 255 from Envelope 2 and tape
it to the privacy screen.

H. Unwrap the electrical cord, and plug it into a
receptacle on the side of the voting unit. There are
receptacles on both sides of the unit.

@ NOTE: Later, you'll plug this unit into the next unit

and so on. You'll end up with a chain of metal and
plastic booths, all connected to one another with
electrical cords. You'll plug the last cord into a
wall outlet or extension cord. Not pictured: Step 11-H
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12 Arrange and connect the voting
booths in the polling place,
ensuring accessibility.

A. As you arrange the booths, consider the voters’
privacy. If possible, put the open side of each
voting booth towards a wall. (See diagram on
page 23.)

B. For metal and plastic booths:

e Plug in the electrical cords and plug booths
into one another. As noted earlier, you'll
end up with a chain of booths connected to
one another with electric cords.

* Plug the last cord into a wall outlet or
extension cord.

C. For the lowered booth:
¢ Find a place for the lowered booth and

chair where a voter with disabilities or
limited mobility may easily use it. As
needed, you’ll move aside the chair to
allow a voter with a wheelchair to use
the booth.

¢ Plug the electrical cord from the lowered
booth directly into an outlet or an
extension cord.

D. Check for tripping hazards or obstacles. You
may need to tape down electrical cords so
wheelchairs can move over them and people
don’t trip.

&

Please refer to the Polling Place
Accessibility Guide and the Election
Coordinator Accessibility Checklist
(Form 21-ADA) in the ESC for further
instructions about your accessibility-
related duties.
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13 Assemble the ballot box for the

ballot scanner.

To set up the ballot box and ballot scanner
correctly, carefully follow the instructions and
diagrams. You'll find the ballot scanner and
the parts for the ballot box in the ESC.

When we talk about the ballot scanner, we
sometimes use the term scanner for short.

A. Start with the ballot box. Remove the three parts

of the ballot box (top, bottom, and collapsible
body) from the ESC.

. Place the box-bottom on the floor.

. Unfold the collapsible body into a box, and

place it on the box-bottom. The white arrow
and the Board logo are on the front of the box.
Make sure the front of the box bottom with the
white arrow and the front of the box body are
facing the same direction. Secure the box-
bottom to the body of the box with red tie seals
on all four sides. You must record the seal
numbers on the Seal Accountability

Form (Form 3).

. Place the box-top on the body. The white arrow

on the top must line up with the white arrow on
the body.

. Locate the ballot scanner inside the red ballot

scanner box. Place the ballot scanner on top of

On the top and body of the ballot box, the arrows must point toward

each other. The front of the scanner and the front of the ballot box
must be on the same side, facing the same direction.

SETTING UP THE POLLING PLACE ON ELECTION DAY

BALLOT Box

I

13-C(1)

the ballot box and lock it into place. Make
sure that the front of both of the ballot

box and the scanner are on the same side,
facing the same direction. Use the latch on
the top of the ballot box to securely lock
the ballot scanner into place. Secure the
latch with a red tie seal. Secure the box-
top to the body of the box with red tie seals
on all four sides. You must record the seal
numbers on the Seal Accountability Form
(Form 3).




14 Set up the ballot scanner.

IMPORTANT: The ballot scanner must
remain plugged in ALL DAY. If there’s a
power outage, immediately call ELECTION
CENTRAL at 312-269-7870.

Before you set up the scanner, take a look at the
diagrams on this page. In the scanner diagram,
look for the public counter on the display screen,
paper tape, security key and memory card doors.

¢ The public counter will show you the number
of ballots accepted by the scanner.

¢ The paper tape will display the zero report at
the beginning of the day, the scanner results
and transmission report at the end of the day.

¢ The security key will be used to log in to the
ballot scanner in the morning and to connect
the modem in the morning, to send a signal
to the Board and in the evening when polls
close, to send a transmission report.

¢ The memory card doors are on the front of
the scanner, sealed inside the administrator
and poll worker doors. They will store vote
totals and will be returned to the Receiving
Station at the end of the night.

Please Insert Ballot

Now
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you're ready to set up the ballot scanner.

Follow these steps:

A. Prepare the ballot scanner.

1.

Vi

Verify that the seal numbers on the
administrator, poll worker, printer and
modem port door are the same as on the
Seal Accountability Form (Form 3). If the
seal numbers are not the same or if

the seals are missing, immediately call
EQUIPMENT/SUPPLIES at 773-247-4065.

. Plug the power cord into the rear of the

scanner. Run the power cord through the
grooves of the ballot box. Ensure that the
power cord does not present a tripping hazard
by taping it to the ballot box and floor, if
necessary. Then plug it into a power outlet.

NOTE: You'll find an extension cord
and the adapter in the Gray Supply Box
in the ESC.

CHAPTER 5

REMEMBER: Don't break the seals on the
administrator and poll worker doors at any
point in the day. You’ll break these at the
end of Election Day when it’s time to go to
the Receiving Station.

. Powering on the ballot scanner.

1. With a plastic pointer press and hold the
power button, located on the front left side,
and release once you hear a beep. Look for
a solid green light on the front left of the
scanner. Wait for the scanner to turn on.

2. Find the security key inside the plastic sleeve

located inside the red ballot scanner box.
Place the security key on the security key
port found on the left side of the scanner
and hold for at least two seconds. Once
the password screen appears, remove the
security key from the security key port.
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CHAPTER 5 SETTING UP THE POLLING PLACE ON ELECTION DAY

3. Using the plastic pointer, enter the password 5. From the main menu screen select poll 6. Break the yellow seal on the right side of the
located inside the red ballot scanner box management. Tap open polls and select scanner and open the modem port door. Place
and press enter. confirm. The ballot scanner will automatically the broken seal in the Broken/Used Seal Bag.

print a Morning Zero Tape. Don't remove the Connect the modem found in the red ballot
Morning Zero Tape, it must remain attached to scanner box to the USB port. Once the modem
the scanner until after the polls close. All Judges is connected select confirm on the screen.

must sign the Morning Zero Tape after it is done
printing. Press continue once the Morning Zero
Tape is finished printing.

Main Menu Poll Management
4. On the ballot scanner screen confirm that X
the date Of the election and the time of Ballot Counter: 00000 03/17/2020 515:50 A a 00000 03/17/20205:1550 A
. . Poll Closed |W/-l:_l Poll Closed WV/-L'j
day are correct. If any of the information 1
.« . . . Confi i Detecting Modem...
is incorrect, immediately call ELECTION Tranemission o
CENTRAL at 312-269-7870. Press confirm Pt ot = T

irmati inting i IMPORTANT: Please check if the
If correct. Open Poll Confirmation Printing in progress e e
You have chosen to open the poll. Printing copy 1 (of 1 copies] of the
Are you sure you wish to continue? Zero report

—
% cancel ][/ Confitn:

Ballot Counter: 00002 03/17/2020 51550 AM ’ Ballot Counter: 00002 03/17/2020 5:15:50 A

= o | [/ conp

Poll Closed 100%1_ W

Today is

November 3, 2020

cancel ) ((V/ Confirrt

And the time is 3

5:15:50 AM

PollClosed 100% 1

Printing completed

Do you want to print another copy of the
zero report?

v Confirm Change b

Ballot Counter: 00000 03/17/2020 5:15:50 AM

Print again | ( Continue

Ballot Counter: 00000 03/17/20205:15:50 AM
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7. If Configuration Transmission was D. Review the Morning Zero Tape. DON'T 15 Set up the touchscreen

successful, press continue. Seal modem REMOVE THE MORNING ZERO TAPE. All O voting unit.
port door with a red seal. Place modem Judges must sign the Morning Zero Tape after
back into the red ballot scanner box. You it is dong printing. You'll see the following @ NOTE: Only use finger on touchscreen.
must record the seal number on the Seal information on the tape:
A tability F F 3). ¢ Date of election and the time of da )

ccountability Form (Form 3) e Precinct and Ward Y Together, the Coordinator and one Judge
If Configuration Transmission failed, press e Total Cast: 0 (two poll workers) must set up the
cancel, select standard voting from the ¢ Total Voters: 0 touchscreen voting booth.

main menu screen and press confirm. Seal

A. Remove the touchscreen voting booth,

modem port door with a red seal. Place .
por € G, touchscreen and printer from the ESC.
modem back into the red ballot scanner Dl oG s he bri : behind th
box. You must record the seal number on s, R GURa o 1. Remove the privacy screen from behind the
the Seal Accountability Form (Form 3) touchscreen voting booth.
’ 2. Set the touchscreen voting booth down
e s and unlock the latches to the left and right
RS o wmommeana || s of the unit.

Ward
01-A, Ward 29 Precinct 01-R

Total Cast
Total Regular Cast

0 Election Judge Signature
t o
Total Provisional Cast 0
o
0
0

Privacy Screen

W
C. Look at the ballot scanner screen. You'll see _'f any ?f the atfove information on the tape
the following information on the screen: is missing or different, call EQUIPMENT =
¢ Ballot counter: 00000 (lower left hand corner SUPPLIES at 773-247-4065.

of the screen)
¢ Date of the election and time of day (lower
right hand corner of the screen)

E. Make sure you know where the cast and
return buttons are. You'll use these buttons
if a voter has over voted or inserted a
blank ballot.

Please Insert Ballt IMPORTANT: If the ballot scanner
detects an error, the message on the
screen will tell you how to proceed.
Make every effort not to look at the
voter’s ballot.
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CHAPTER 5 SETTING UP THE POLLING PLACE ON ELECTION DAY

4. Raise the table top up and secure the latches B. Open the touchscreen voting unit. 2. Gently raise the screen and place the bar in
underneath the table to the left and right. 1. Remove the touchscreen voting unit from the an upright position.
black case. Place on top of touchscreen voting
p = = '\. = =\ booth. Store foam and black case in ESC. \D
C

The card of instructions and the VCA Menu will be
inside the touchscreen case.

5. Position the booth so the voter will have - —
privacy while voting. Make sure the front of
the booth faces a wall. There should be a
60-inch turning diameter between the wall
and the booth. Use the circle in the ADA
supplies.

3. Verify that all four seal numbers are
the same as on the Seal Accountability
Form (Form 3). If the seal numbers are
not the same or the seals are missing,
immediately call EQUIPMENT/SUPPLIES
at 773-247-4065.
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C. Set up printer.

1. Remove the touchscreen printer and
power cord from the black case. Place
next to touchscreen voting unit inside of
touchscreen voting booth.

ELECTION JUDGE/COORDINATOR HANDBOOK | GENERAL ELECTION 2020 CHAPTER 5

D. Connecting touchscreen voting unit and
printer.

@ NOTE: Cords and connections are color
coded.

1. Connect the printer cord (purple) into the
back of the printer.

I
|

Wiy
I~ i1

2. Plug power cord for printer (orange) into

back of the printer and into a power outlet.

el

L%

Il

Il

3.

4.

A

Plug the touchscreen power cord into a
power outlet.

Run touchscreen and printer power cords
through the openings on the back of the
touchscreen voting booth.

NOTE: Check for tripping hazards or
obstacles. You may need to tape down
electrical cords so wheelchairs can move
over them and people don’t trip.
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CHAPTER 5 SETTING UP THE POLLING PLACE ON ELECTION DAY

E. Connecting audio controller to touchscreen F. Powering on the touchscreen voting unit and 3. Press the on switch inside the Power/Printer
voting unit touchscreen printer. doors located on the bottom right side.
1. Verify that the accessories cord is plugged 1. Turn the printer on (power button is located
into the back of the audio controller. on the front of the printer). Press and release.
. |/ ‘ S
<
D
=

2. Verify the green headphone cord is plugged
into the front right side of the audio

controller.
N
=N

2. Break yellow seal on Power/Printer door
located on bottom right side. Place the
broken seal in the Broken/Used Seal Bag.
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4. Wait for touchscreen to initialize.

5. Re-seal door with a red seal and record seal
number on the Seal Accountability Form
(Form 3).

6. Insert poll worker card found inside the red
ballot scanner box into card slot with chip
facing down.

This Side Up

o

POLL WORKER

DVS PN: 123-000411

ELECTION JUDGE/COORDINATOR HANDBOOK | GENERAL ELECTION 2020

7. Enter password located in the red ballot
scanner box and press login.

Login

Enter PIN number

8. On Poll Administration Screen verify:
¢ Ward and precinct
¢ Date of the election and current time
e Public counter/Total ballots printed in
the lower left corner is at O

If any of the information is incorrect,
immediately call EQUIPMENT/SUPPLIES
at 773-247-4065.

Poll Administration

Public counter/ |
Total ballots
printed

9. Select open poll and press yes.

P
0 Open poll confirmation

Are you sure you want to open the poll?

Cancel

s

CHAPTER 5
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CHAPTER 5 SETTING UP THE POLLING PLACE ON ELECTION DAY

10. Remove poll worker card. Ensure that your 12. Touchscreen is ready for voters. IMPORTANT: The voter’s ballot is not cast
poll worker card is in your possession at all until they have inserted it into the ballot
times. scanner.

11. Unfold the privacy screen and latch it to the
metal slots on top of the touchscreen voting
booth by sliding it into place.

e
— -\
S~ -
¢ - N
C

@ NOTE: Do not open the Batteries or
Election Data doors at any time. Those are
). A to remain closed and sealed with a red seal

¢ throughout the entire Election Day.
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16 Set up Judges’ Stations #1-3
and the Registration Table.

Make sure all the needed forms and materials
are at Judges’ Stations #1-3 and the Registration
Table.

Use the checklist on page 44 to place the correct
forms and materials at each station as well as at
the Registration Table.

Once you have completed all of the steps in this
chapter, you will be ready to open the polls at
6:00 am.

Please refer to the Polling Place

@, Accessibility Guide and the Election
Coordinator Accessibility Checklist
(Form 21-ADA) in the ESC for further

instructions about your accessibility-
related duties.

ELECTION JUDGE/COORDINATOR HANDBOOK | GENERAL ELECTION 2020

17 Post all signs found in Envelope 2.

CHAPTER 5

Using the tape from the Gray Supply Box, post the following
signs where voters can easily see them as they check in:

J
-

(W

oo dodoDd

Form 25 Need Help Voting? sign

Form 177 double-sided Polling Place sign (Use the Accessible side only if a
polling place is accessible by wheelchair.)

Form 177A Accessible Entrance sign (Use only if applicable. Before you post
this sign, ensure the entrance is accessible by wheelchair. Post at the height
someone using a wheelchair will see.)

Form 177AE Accessible Entrance w/ arrow sign (if applicable)
Form 177Reg Election Day Registration & Voting sign

Form 251 When Voters Do (And Don't) Need ID sign

Form 253 Voter’s Bill of Rights sign

Form 255 Voting Instructions sign

Form 256 Are you registered to vote at your current address? sign

Two-ballot Notice sign

See images of these signs on the next two pages (pages 42 and 43).
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CHAPTER 5

. Dos Jueces de Eleccién: uno Damécrata y uno Republicano u ENER | —RERR— R

SETTING UP THE POLLING PLACE ON ELECTION DAY

Form 25
Rv.3/18

Need Help Voting?

Notice to Voters Who May Need Physical, Reading or Language Assistance

A voter who wants help reading or marking a ballot may receive help from:
H Arelative

B Aneighbor or other trusted friend

M A coworker (who is not an employer or union official)

B Two Election Judges: one Democratic and one Republican.

Help can include translating the ballot.

Before helping read or mark ballots, the voter and the person(s) who give assistance must:
M Review instructions on Form 1A,

B Complete the "Assisted Voter" section on the front side of Form 1, and

B Complete Affidavit B on the back side of Form 1.

Voters who need help may use the Touchscreen Voting Unit or Paper Ballots.

NECESITA AYUDA PARA VOTAR? Aviso a Votantes que FEREMNE? TR # WA A AAwAwAT 22 5 St v ardites /1 0w,
Necesitan Ayuda Fisica, o para Leer o Idioma TTHERE S - PIMUEE B MBIV RABH T 5 AT AT AT Y AAGTHAT 2, I AR F o A
Un votante que quiera ayuda para leer o marcar una balsta pude BERAT 8 ST ATRENE 5 e
rocibir ayuda dor " fgmnnm LI T O T, S g e o e A
B B e e SRR

. Teea

pueda inh LR

R
u EEA
o SR RS RRHER 5 R

- MERIURE A

B Gompletar ol Aféavit en el revrso de la Forma 1. = AR ERS EINEEE 6
1 Boletas 4o Papel. e
Judges: i post this sign in a promi position in the polling place.

Election Day Registration & Voting

Registracion y Votacion en el Dia de Eleccion
BREABRREE

Chicago voters who reside in this precinct may:
B Register to vote for the first time

m File a change of address

® File a name change, and

B Cast a ballot during the same visit.

Each voter needs two forms of ID, at least one showing the current address. After the registration
is complete and processed, the voter may cast a ballot.

Votantes de Chicago que Bl ERNENETERTA: Foremit ¥ AR S T A A E A
residen en este precinto pueden: s EERBRAE W et AT s e e e
= Registrarse para votar por primera vez . R #

= Registrar un cambio de direccion . RREAME R

* Regitrarun cambia de nombre,y EROE R -
r una boleta durante la misma visita. EWRBAR - HRR

T e 1 o, e
BEURRERNSORY | ROEDHETA - B e
EHREBEE  REAURK v e e

Judges: por

6am-7pm EFCBETF 7K ITd 6 F9T F /1 7 a5 O
Martes, Noviembre 3,2020 | 2020 11 A3 8 B#i— | #v&amwr, 3 9497, 2020
Eleccion General 3 A AT

| |
Board of Election Commissioners

Form 25 Need Help Voting? sign

Form 177
Rv. 11120
Accessible

Polling Place

Colegio Electoral %ZEih AT ¥

6am-7pm
Tuesday, November 3, 2020
General Election

Lance Gough, Executive Director Judges: Immediately post this sign in a prominent position in the polling place.

Form 177Reg Election Day Registration & Voting sign

Form 177
Rv. 11/20
Inaccessible

Polling Place

Colegio Electoral #%ZEil HdaH TIA

6am-7pm
Tuesday, November 3, 2020
General Election

6am-7pm TR ORETFT7E T 6 S F {1 7 a5 %
Martes, Noviembre 3, 2020 | 2020 11 B3 B 2= | AR, 3 947, 2020
Eleccién General P T AT

| -
LTRSS Lance Gough, Executive Director Judges: Immediately post this sign in a prominent position in the polling place.

Form 177 double-sided Polling Place sign (Use the Accessible side only if a polling place is accessible by wheelchair.)




Form2s1
RAv.3/20

When Voters Do (And Don’t) Need ID

Cuando Votantes Necesitan (y No) Identificacion EREEEERTEZ(RTEE)H RS HER

HARTATAT 1 AEL (ID) F¥ T 5 (AT F AL,

No ID is needed when:
. e

Sgratr sppe ey - HOERRAREEALRIN - S

parson'sight o vol, e votar e i persone. Sz
One (1) Form of ID with Una (1) Forma n _
voter’s current address is presente direccién del votante s i RAveaiaT:
needed when: necesario uandeo: A A R et e e

1 e o w Rz e

« Voter . b .

i dontica- por e

Securty number. Soquro Sl it 26 e e 1

s
Two (2) Forms of ID are Dos (2) Formas de & @it 6 e e
needed when: esitan cuando: CERERSERE . « s s e s e
2  The voter i registering on Election Day. B e S HEERWANEEAL - o wggw%mwmmmww

* The . . . W . .

Election Day. direccion en el Dia de Eleccion. R B8 BRRSASHMRIE S8 - i g'"”"”“"" RS
- : - RSN R GRAMEN T -

Election Day. nombre o o Dia ce Eleccion. o it e

e o e i

adoress. identificacion acoeptable estan listadas abajo. EERS AN

Forms of ID
Formas de identificacion S {3 ESR

Bill or statement with current name & address:
Factura presente AHE

Water « Electricity + Gas « Cable » Phone « Bank or Credit Account « Lease  Pay Stub » Leter from Government Agency

R 3 55 O S Y AT 75 - A

smaxiann + e

+ Paspan o iy 0

L R o o st g4 ot CERRRANIE, st
e Do e HLtaeN piusambus i
o EE puutiuas
e e A5 wmmnaen gusi
et e kT e
S tosercas HE i O—— [ L —— et
) e s ymtnchin s an¥ [
IS v EEecamens e
s v ot et e St R e L
B FOD caa o FHEAFODE o
+Mneee e e s ——
gammuran pt—
B s e e Sian . pampanmane T
iy Moo s o4 © B e st Mt o6 S : S e

: nARAER e e
Ot o s vt sy otk e e PRt

in the polling place.

Form 251 When Voters Do (And Don‘t) Need ID sign

ReGLIEES (€D Instrucciones Para Votar

Voting Instructions %%

TO VOTE:

To the right of each candidate’s name is an oval.

WRITE-IN VOTES:

In the blank space provided, write in the
candidate name and fillin the oval.
DO NOT write in candidates who are on

AFTER MARKING
YOUR BALLOT:

VOTAR: Ala derecha del nombre d cada

candidato hay un ovalo O Proceed to the Ballot Scanner to
i the ballot or make any other marks mplete the voting pre
TR SEBEANGEREEE—EREE complete the voling process.
0 o s e e : Enel on soLem:

blanco, escriba el nombre del candidato y
llene of Gvalo. NO escriba candidatos que
estan en la boleta ni haga ninguna otra marca.

7 v e Pasa al Escaner de la Boleta para

‘completar el proceso de votacion.

Make your ballot slections by filing inthe oval.
Use blus or black ink. Do NOT mark your balot
with ared pen, as the scanner cannot read red nk. | ()

EmEEaR

Haga ls solecciones do su boleta lonando ol évalo. A T 9 e A AT
Use tinta azul 0 negra. NO marque su boleta con una

s st A e
pluma ofa. ya auo ol sciner no puede leor finta ofa. Ffor v

e a7

f you make an error or want to change your
vote, ask an election judge for a new ballot

For Mayor
Pas i - 8 - T Si usted com o quiere cambiar
B 2 s voto, pi

Verify that you have filled the oval. Vote for only one.
candidate per office, unless otherwise instructed.

Verifique que usted ha llenado ol bvalo. Vote por un
‘andidato solament por contienda al menos de que
se nsiruya do otra manera.

EHAEE  IFERRIET  EE— AR
i A

2 James Monros

) James Madison

Vol Doc

Form 255 Voting Instructions sign
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Bill of Rights for All Voters

Declaracién de Derechos Para Todos los Votantes
AT AARTAT3A h (Q SfEepiy 1 foret

EREHNESR

Form 253 Rv. 3/18

NOTICE

AVISO B&E T

Two Paper Ballots

Usted tiene derecho a:

You have the right to: AR
T AT
Someter su boleta sin interferencias. B
Cast your ballot without interference. EARETENERTRE-
FEVAT T FAT AT AAT e

Vote if you are in line by 7:00 p.m.

Votar si esta en fila hasta las 7:00 p.m.
MR TF 7:00 BERIEEHRE - OHRER -
af A AT 7:00 7 A FATE H F AT A T

Go to your home precinct and present IDs
on election day to (a) register to vote or
(b) update your registration, and then cast
a ballot if you have not voted already at
this election.

Ir al precinto de su residencia y muestre identificaciones en el
dia de eleccion para (a) registrarse para votar o (b) actualizar su
registro, y entonces someter una boleta si usted no ha votado
en esta eleccion.

RIS R (a) BT
IR DREERGE o

T P T T G A e e o e e
() F A S e A () o o 1w e
Fore e S e g A e v 2 A s v

Vote at your old polling place if you
moved less than 31 days before the
election.

Two-ballot Notice sign

Votar en su colegio electoral anterior si usted se mudo menos de
31 dias antes de la eleccion.

MREELEN] 31 RAME - EEUNRRISER -

ot AT 7 T 31 AT F FrA A Az g A we

AT FATA TE HALTA T

Get help voting from the election judges
or from an eligible relative or friend.

Not Pictured:
Solicitar ayuda para votar a los jueces de eleccion, o a un pariente

0 amigo elegible.

SRR EANFAERORMI RS o

v =t & ar Rt A frofare ar e & s e § ageer o

Use endorsements, sample ballots or notes
while voting.

Usar endorsos, ejemplares de boletas o notas mientras vote.
EREREBEAN B AT -
e e T T, A s e e w m

Protect the secrecy of your ballot.

Proteger la privacidad de su boleta.

agwmge using a wheelchair will see.)

Check your ballot choices and correct
any mistakes.

Revisar su boleta para asegurar sus opciones y corregir
cualquier error.

N RREETBEEAESR

ST S e e o et s e Ay e
T

Form 177AE Accessible Entrance w/
arrow sign (if applicable)

CHAPTER 5

Form 177A Accessible Entrance sign (Use
only if applicable. Before you post this
sign, ensure the entrance is accessible by
wheelchair. Post at the height someone

Have your ballot counted fairly and
impartially.

Have your young child with you in the
voting booth.

I any of these rights are violated, please call Electio
Si alguno de estos derechos son violados, por favor ¢
BRGERFBINE ERREARERRDD 31226078
i g i et oft sforaTe a1 3ot g A, A g

Judges: Immediately post this sign in

Form 253 Voter's
Bill of Rights sign

Form 256 Rv. 11120

Are you registered to vote at your
current address?

Your Voter Information:
November 3, 2020 Election

Housa Numbor ]

1 Go to chicagoelections.gov/info

2 Enter your address and your last name Stoot Name; —————"1

Searen

B [f your name appears, click on the name to access your Registration Status, Sample Ballot and Vote By Mail/Early Vote status.
B If your name doesn'’t appear, you're not registered at that address.

If you are not registered at your current address, ask to register or update your record. You must present two forms of ID, at least one of which shows
your current address. Lists of all acceptable IDs (including utilty bills, creditidebit cards and forms of mail) are available at the registration table.

;Esta Usted Registrado para Votar en su PR R R E A SRR 7
direccién actual?
En eleccioneschicago.com, haga clic en “Su Informacion 000 » Bt
de Votante”
Presione Busqueda - . .
accedsr su Esta .

Voto-por-Correo/Esta tac

B Sisu nombre no aparece, usted no esté inscrito en esa
direccis

Form 256 Are you registered to vote at your current address? sign
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CHAPTER 5

SETTING UP THE POLLING PLACE ON ELECTION DAY

Judges’ Stations and Registration Table Checklist
Here is a list of items that should be at Stations #1-3 and the Registration Table.

(W) Y Y Y Y

U U oJd J od

L

Station #1 - Processing Voters and Activating Cards for Touchsreen

Clipboards and Pens

Electronic Poll Book with Card Activator (1)

Voter Cards

Large Ballot Viewer

Signature Guide

Headphone Covers for Audio

Form 1 Consolidated Voter Affidavits (1S — Spanish; 1C — Chinese, if
needed; 1P — Polish, if needed; 1H — Hindi, if needed; 1K — Korean, if
needed; 1T - Tagalog, if needed)

Form 1A Notice of Person Providing Assistance Form

Form 11 Precinct Notification slips for redirecting voters in the wrong
precinct

Form 14 Applications for Ballot (a pad of blank, white forms located
inside the emergency ballot box portion of the ESC)

Form 15 Correction Report (located inside the Form 14 Application for
Ballot pad)

Envelope 47E Return of Cancelled Vote-by-Mail Ballots, Completed
Oaths, Affidavits and Pollwatcher Credentials

Form 118 Election Judge Sign-up for voters to sign up to receive
information on serving as an Election Judge (to be returned in
Envelope 47E)

Form 276P Provisional Voter Affidavit/Ballot Envelope

Registration Table - Registering Voters

Ul O Dooddod

w

Ul COododod

Clipboards and Pens

Electronic Poll Book with Card Activator (1)

Voter Cards

List of Acceptable IDs

Voter Registration Table Signage

Form 11 Precinct Notification slips for redirecting voters in the
wrong precinct

Form 14Reg Combined Registration Application/Application
for Ballot,

Envelope 48E for returning registration forms

Form 276P Provisional Voter Affidavit/ Ballot Envelope
Headphone Covers for Audio

tation #2 - Voting with Paper Ballots

Ballot Markers (sharpies)

Large Ballot Viewer

Orange Demonstration Ballots

Official Ballots with Ballot Styles

Privacy Sleeves

Spindle for completed Applications for Ballot (Form 14 or top
portion of Form 14Reg)

Envelope P — Provisional Ballot Carrier Envelope

Envelope S — Spoiled Ballots

Station #3 - Using the Ballot Scanner

J
J

Ballot Markers (sharpies)
“1 Voted” Stickers




