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5SETTING 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.

Rules for Election Coordinators &  
All Judges

•	 You MUST report to the polling place by 
	 5:00 am and no later. 
•	 Let poll watchers with proper credentials 
	 enter at 5:00 am and watch as you set up the 

polling place.
•	 The Coordinator will lead the Judges in setting 

up the polling place. All poll workers should 
work together to make sure that all the tasks on 
the list are completed in a cooperative way.

•	 Don’t let anyone vote before 6:00 am. No one, 
including Judges, may vote before you open 
the doors to the polling place.  

IMPORTANT! Before you open the doors 
to the polling place, you MUST do the 
following:  
•	 Set up the e-poll books (see step 8).
•	 Begin the update of the e-poll books by 

5:15 am.
•	 Check the equipment is labeled for your 

precinct and ward.

IMPORTANT: What if you can’t get into 
the polling place? If you have tried all 
the entrances at the polling place, then 
immediately call ELECTION CENTRAL at 
312-269-7870 to let the Board know. 

What if the Coordinator or Key Judge has not 
arrived to unlock the ESC?  Call ELECTION 
CENTRAL at 312-269-7870 to let the Board know.

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 
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.

Quick Overview: Setting Up the Polling Place

❏		  1. 	Check the polling place for a portable ramp.
❏		  2. 	Open the Election Supply Carrier (ESC), and check the contents.
❏		  3. 	Place the American flag.
❏		  4. 	Find and arrange the furniture.
❏		  5. 	For Judges: Sign the Oath and put on the badge.
❏		  6. 	For the Coordinator: Put on the Coordinator badge.
❏		  7. 	Set up the Campaign-Free Zone materials.
❏		  8. 	Set up the e-poll books and run the morning update by 5:15 am. 
❏		  9. 	Assemble the metal voting booths.
❏	 10.		 Assemble the plastic voting booths.
❏	 11.		 Assemble the lowered voting booth in compliance with the instructions in the  

		  Polling Place Accessibility Guide in the ESC. 
❏	 12.		 Arrange and connect the voting booths in the polling place, ensuring accessibility.
❏	 13.		 Assemble the ballot box for the ballot scanner.
❏	 14.		 Set up the ballot scanner.
❏	 15.		 Set up the touchscreen voting unit in compliance with the instructions in  

		  the Polling Place Accessibility Guide. 
❏	 16.	 	Set up Judges’ Stations #1-3 and the Registration Table.
❏	 17.		 Post all signs found in Envelope 2.
❏	 18.		 Please refer to the Polling Place Accessibility Guide in the ESC for additional set-up 		

		  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.

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.

	 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.

Immediately call EQUIPMENT/SUPPLIES 
at 773-247-4065:
•	 If any supplies are missing
•	 If you don’t have the correct 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.
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Voter Check-In/
Voter Card Activation

Affidavits

Paper Ballots/
Spindle

Ballot Scanner

Election Coordinator

Touchscreen

ESC

Coordinator/Judge
Registration Table/Voter Card Activation

Paper Ballots/
Spindle

Affidavits

Voter Check-In/
Voter Card Activation

Paper Ballots/
Spindle

Affidavits

Voter Check-In/
Voter Card Activation

Registration Table/Voter Card Activation Registration Table/Voter Card Activation

60-inch
circle

60-inch circle 60-inch circle

Single Precinct Polling Place 

Combination Polling Place

Precinct 1 Precinct 2

ELECTION CENTRAL
For questions about voting laws and 
regulations, procedures, or language problems:

312-269-7870  
Election Day only 5:00 am – 10:00 pm

EQUIPMENT/SUPPLIES 
For problems with equipment or missing 
supplies: 

773-247-4065
Election Eve (Monday) 5:00 pm – 7:00 pm  
Election Day 5:00 am – 10:00 pm 

POLLING PLACE DEPARTMENT 
(TABLES/CHAIRS)
For missing tables and chairs:

312-269-7976

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.

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.

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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5	For Judges: Sign the Oath and put 
on the badge.	

	 If you’re a Judge, you must do the following:
•	 Read and sign the Oath of Office for 

Assigned Judges (Form 9). 
•	 Find a badge of the political party you’re 

representing. Fill in your name and the 
precinct and ward where you’re working. 
Put on the badge and wear it until you leave 
the polling place at the end of the day. 

	 REMINDER: If your precinct swears-in 
a Substitute Judge, the Substitute Judge 
must complete the checklist and sign the 
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.

6	For the Coordinator: Put on the 
Coordinator badge.

	 If you’re the Coordinator, you must do the 
following: 

•	 Take the badge and fill in your name. 
•	 Put on the badge and wear it until you leave 

the polling place at the end of the day. 

7	Set up the Campaign-Free Zone 
materials.

	
	 If your polling place has only one precinct:
	 In the ESC, find the Campaign-Free Zone 

materials:
•	 2 blue cones (No Electioneering cones)
•	 100-foot string (for measuring)

	 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.

 

	 If your polling place has more than one 
precinct:

	 For each polling place, there is only one set of 
Campaign-Free Zone materials—even if there’s 
more than one precinct.

•	 If you find the Campaign-Free Zone 
Materials in your ESC, set up the blue 

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

Free Zone materials, check with the other 
precinct(s) in your polling place to be sure 
the Judges have these materials to set up. 
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The Electronic Poll Books & Accessories

Find the 2 EPBs and Jetpack under the keyboard

E-poll 
Books

Jetpack

Swivel stands

Keyboard

8	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.  

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).  

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:

•	 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.

1.	Find the Jetpack in the same case that holds the 
e-poll books.

2.	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.

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.

2. 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. 

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.
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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.

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 
call ELECTION CENTRAL at 
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:

•	 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. 

•	 If you see the word “Connecting” or “Error,” 
the e-poll book is not connected. Go to 
page 93 for troubleshooting instructions.

2.	You MUST run the morning update on EACH 
e-poll book. You must run the update on one 
e-poll book at a time. To run the morning 
update, tap the Poll Book Update tab and  
the Poll Book Update button at the bottom  
of the screen.

3.	Tap the Run Update button.

4.	Wait while the e-poll book updates its files with 
new voter information. Once the file update 
is complete, you’ll see the following message: 
“Smart Update is complete. Press OK to restart 
the application.” Tap OK and the unit will 
restart automatically.

5.	Once the unit has restarted, relaunch the  
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 
and the Poll Book Update shows today’s date. If 
the statistics are not zero or the time/date 

	 are wrong, call EQUIPMENT/SUPPLIES at 
	 773-247-4065.

Remember: On the right side, Registered 
Voters will NOT be zero.

2. Tap the Open the Poll Book button. You’ll see 
the Poll Status change to the color green and 
display the word “OPENED.”

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. 

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.

Congratulations! The e-poll books are ready 
for voter check-in and registration.
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9	 Assemble the lowered voting booth.	
	 The lowered voting booth is designed for voters 

who are sitting down — whether in a wheelchair 
or on the voting chair. Any voter may use it. The 
lowered voting booth is made of gray plastic.

A.	Remove the gray plastic case from the ESC, and 
place the booth on a table with the Board of  
Elections sticker facing up. Now open the case.

B.	 Remove the legs and plastic extenders from the 
	 lid; then close and lock the lid.

C.	 Put together each leg section.	

D.	Turn the case over on the table. Insert the extenders 
in the holes at the front of the booth (the side with the 

handle). Insert the legs, one at a time, into the 
two holes on the bottom of the booth and the 
two holes in the extenders. Using a twisting 
motion, push the legs in tightly until snug.

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

F.	 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.

G.	The lowered booth must provide a 60-inch 
diameter circle in front of the booth that 
will provide an accessible turning space 

for people in wheelchairs or with other mobility 
disabilities. Please use the 60-inch diameter 
circle provided in the plastic bag inside the 
ESC and follow the instructions printed on the 
60-inch diameter circle for measuring the proper 
accessible turning area.

H.	Unwrap the electrical cord, and plug it into the 
receptacle to the right of the light unit. But don’t 
plug the cord into an outlet until you find the best 
spot for the booth (wait until you get to Step 12).

. 	 To assemble the chair for the lowered booth, pull 
out on the arms and press down on the seat. 

NOTE: Don’t allow voters to apply weight or 
lean on the voting booth.

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

9-D (1) 9-D (2) 9-E (1)

9-E/F

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

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.

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.

10-A/B 10-C

10-D 10-E

10-F 10-G

Not pictured: Step 10-H

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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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 
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.

11-A/B 11-C

11-E11-D

11-F 11-G

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: 
•	 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.

B. Place the box-bottom on the floor.

C.	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).

D.	Place the box-top on the body. The white arrow 
on the top must line up with the white arrow on 
the body. 	

E.	Locate the ballot scanner inside the red ballot 
scanner box. Place the ballot scanner on top of 

13-C (1) 13-C (2) 13-D

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). 

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.
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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. 

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.

B.	 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. 

Now you’re ready to set up the ballot scanner.
Follow these steps:

A.  Prepare the ballot scanner. 
1.	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.

2.	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.

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.

Security 
Key

Cast             Return

��������
������

C.B.O.E
 833005

C.B.O.E
 833005

Please Insert Ballot

                                                     100%

Ballot Counter: 00000  03/17/2020 5:15:50 AM
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6.	Break the yellow seal on the right side of the 
scanner and open the modem port door. Place 
the broken seal in the Broken/Used Seal Bag. 
Connect the modem found in the red ballot 
scanner box to the USB port. Once the modem 
is connected select confirm on the screen. 

3.	Using the plastic pointer, enter the password 
located inside the red ballot scanner box 
and press enter. 

4.	On the ballot scanner screen confirm that 
the date of the election and the time of 
day are correct. If any of the information 
is incorrect, immediately call ELECTION 
CENTRAL at 312-269-7870. Press confirm 

	 if correct. 

5.	From the main menu screen select poll 
management. Tap open polls and select 
confirm. The ballot scanner will automatically 
print a Morning Zero Tape. Don’t remove the 
Morning Zero Tape, it must remain attached to 
the scanner until after the polls close. All Judges 
must sign the Morning Zero Tape after it is done 
printing. Press continue once the Morning Zero 
Tape is finished printing.

Today is

November 3, 2020

And the time is

5:15:50 AM

Change✓ Confirm

Poll Closed                                   100%

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

1                                             2

3                                             4

5

Main Menu

Poll Management

Utilities

Poll Closed                                   100%

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

✕ Exit

Poll Management

Open Polls . . .

Poll Closed                                   100%

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

Back

Open Poll Confirmation
You have chosen to open the poll. 
Are you sure you wish to continue?

Poll Closed                                   100%

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

✖ Cancel ✓ Confirm

Printing in progress
Printing copy 1 (of 1 copies) of the  

zero report

Poll Closed                                   100%

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

Cancel

Printing completed
Do you want to print another copy of the 

zero report?

Poll Closed                                   100%

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

Print again Continue

Detecting Modem...
Please wait...

Poll Closed                                   100%

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

®

POWER LINK

SIGNAL

microCell
MultiConnect®

RM DENVER

Configuration
Transmission

The system suggests that you proceed
with the Configuration Transmission

process.

IMPORTANT: Please check if the 
transmission equipment is in place. 

Poll Closed                                   100%

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

✖ Cancel ✓ Confirm
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15  Set up the touchscreen
	 voting unit.  

	 NOTE: Only use finger on touchscreen. 

Together, the Coordinator and one Judge
(two poll workers) must set up the
touchscreen voting booth.

A.	Remove the touchscreen voting booth, 
touchscreen and printer from the ESC. 
1.	 Remove the privacy screen from behind the 

touchscreen voting booth.
2.	 Set the touchscreen voting booth down  

and unlock the latches to the left and right  
of the unit. 

Privacy Screen

7.	If Configuration Transmission was 
successful, press continue. Seal modem 
port door with a red seal. Place modem 
back into the red ballot scanner box. You 
must record the seal number on the Seal 
Accountability Form (Form 3). 

	 If Configuration Transmission failed, press 
cancel, select standard voting from the 
main menu screen and press confirm. Seal 
modem port door with a red seal. Place 
modem back into the red ballot scanner 
box. You must record the seal number on 
the Seal Accountability Form (Form 3).

C. Look at the ballot scanner screen. You’ll see 
the following information on the screen:

•	 Ballot counter: 00000 (lower left hand corner 
of the screen)

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

 

Please Insert Ballot

                                                     100%

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

Language

D. Review the Morning Zero Tape. DON’T 
	 REMOVE THE MORNING ZERO TAPE. All 
	 Judges must sign the Morning Zero Tape after 

it is done printing. You’ll see the following 
information on the tape:
•	 Date of election and the time of day
•	 Precinct and Ward
•	 Total Cast: 0
•	 Total Voters: 0

3.	 Unfold the legs by opening them outward.

If any of the above information on the tape
is missing or different, call EQUIPMENT
SUPPLIES at 773-247-4065.

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. 

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. 

Main Menu

Poll Management

Print Report

Standard Voting

Utilities

Poll Closed                                   100%

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

✕ Exit
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Election Data                    Power                 Printer

Election Data                    Power                 Printer

4.	 Raise the table top up and secure the latches 
underneath the table to the left and right. 

2.	Gently raise the screen and place the bar in 
an upright position. 

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.

B.	Open the touchscreen voting unit.
1. 	Remove the touchscreen voting unit from the 

black case. Place on top of touchscreen voting 
booth. Store foam and black case in ESC.

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.

Election D
ata                    Pow

er                 Printer

Election D
ata                    Pow

er                 Printer
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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. 

2.	 Plug power cord for printer (orange) into 
back of the printer and into a power outlet.

3.	 Plug the touchscreen power cord into a 
power outlet.

4.	 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.

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. 
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E.	Connecting audio controller to touchscreen 
voting unit
1.	Verify that the accessories cord is plugged 

into the back of the audio controller.

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

F.	 Powering on the touchscreen voting unit and 
touchscreen printer.
1.	Turn the printer on (power button is located 

on the front of the printer). Press and release. 

HEWLETT-PACKARD

2

1

HEWLETT-PACKARD

2

1

2.	 Break yellow seal on Power/Printer door 
located on bottom right side. Place the 
broken seal in the Broken/Used Seal Bag. 

Power                      Printer

Power                      Printer

3.	Press the on switch inside the Power/Printer 
doors located on the bottom right side.

P
o

w
er                   P

rin
ter
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This Side Up

POLL WORKER

DVS PN: 123-000411

Please insert your authorization card into card reader.

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.

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

9.	Select open poll and press yes.

This Side Up

POLL WORKER

DVS PN: 123-000411

Login

Enter PIN number

Login

1            2            3

4            5            6

7            8            9

DEL           0          CLR

************

Device: 229010 95%            2019-10-17 | Thursday | 01:54PM

Total ballots printed: 2 © Dominion Voting

Poll Administration

ICX

Info

Settings                                       Print

Tabulators

410001 ; ICK EV1 001 V

Open Poll

CLOSED                                                    40

2020-03-17  Tuesday  5:15 AM

Precinct Ward

Time/Date

AVS Controller

Manual Session Activators
Print Status       Charge power       Print Request

xxxxxxxxxx           xxxxxxxxxxx        xxxxxxxxxx

✓

Public counter/ 
Total ballots 

printed

Ward/
Precinct

Date and 
Time

8.	On Poll Administration Screen verify:
•	 Ward and precinct
•	 Date of the election and current time
•	 Public counter/Total ballots printed in  

the lower left corner is at 0

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

Open poll confirmation

!

Are you sure you want to open the poll?

Yes

Cancel
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10.	 Remove poll worker card. Ensure that your 
poll worker card is in your possession at all 
times.

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

12.	 Touchscreen is ready for voters.

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

IMPORTANT: The voter’s ballot is not cast 
until they have inserted it into the ballot 
scanner.
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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.

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

❏	 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).

17  Post all signs found in Envelope 2. 

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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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 177Reg Election Day Registration & Voting sign



4343

ELECTION JUDGE/COORDINATOR HANDBOOK  |  GENERAL ELECTION 2020                  CHAPTER 5

Not Pictured: 

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

Form 255 Voting Instructions sign

Form 253 Voter’s 
Bill of Rights sign

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

Two-ballot Notice sign
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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
❏	 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

Station #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
❏	 Ballot Markers (sharpies)
❏	 “I Voted” Stickers

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


