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Montana Votes 

 
ï Montana Votes is the Montana 

statewide voter registration system 
as mandated by the Federal Help 
America Vote Act of 2002. 

 

2 
MT Votes: Basic Training 

11.2011 

Office of Montana Secretary of State 

Linda McCulloch 



2 

The Purpose of Montana Votes 

ÅMontana Votes is a real-time database that 
allows counties to register voters and manage 
elections. The database is maintained by the 
Montana Secretary of State, and county 
election offices are the ones that register 
voters, update voters and cancel voters. 
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MT Votes Help Desk 
 

ÅThe MT Votes help desk is located in 
IŜƭŜƴŀ ŀǘ ǘƘŜ {ŜŎǊŜǘŀǊȅ ƻŦ {ǘŀǘŜΩǎ 
office and is accessible for assistance 
through: 
Å The help desk toll-free phone number       

1-866-541-6767 
Åe-mail at soshelpdesk@mt.gov. 
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Help Desk Support 
Å The Help Desk also maintains a comprehensive Montana Votes 

support website located on the SOS MT Votes Sharepoint. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Å The support  website includes power point trainings on many 
aspects of election management, as well as elections forms, 
directives and advisories, and a frequently-asked-questions section 

 
 

5 
MT Votes: Basic Training 

11.2011 

Office of Montana Secretary of State 

Linda McCulloch 

6 

In order to Access MT Votes, you will first need to log 

into Citrix at https://portal.svrs.mt.gov  

 

The above link is now valid for both MT Votes 

Production and MT Vote Test.  
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What is the difference between  
MT Votes Test and MT Votes Production? 

ÅMT Votes Test looks exactly like MT Votes 
Production, but is a site where you can work 
on your MT Votes skills without actually 
affecting your live database of voters. 
 

ÅUse MT Votes Test to set up elections, move 
or merge voters, etc.  Once you are 
comfortable with a task, you can move to 
Production! 
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After you have successfully logged into Citrix a 

screen similar to this will appear.  You will then 

click on the MT Votes Icon.  
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After clicking the MT Votes Icon, the box below will 

appear and once you sign in here, you will be in 

the MT Votes application.   

 

Note:   

The MT Votes Help Desk will assign a user 

name and default password for you  
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Once you have successfully logged in to MT Votes, 

this is the main screen that should appear.  
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If you select Voter Registration from the main 

menu, it will take you to Voter Registration screen.   

 

This is where you can enter New and access 

current Voter Records.  
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¢ƻ ŜƴǘŜǊ ŀ ƴŜǿ ǾƻǘŜǊΧ  
Make sure you tab through your fields!  

 
Click the New button 
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Birthdates 
²ƘŜƴ ŜƴǘŜǊƛƴƎ ŀ ǾƻǘŜǊΩǎ ŘŀǘŜ ƻŦ ōƛǊǘƘ ȅƻǳ ƴŜŜŘ ǘƻ ƳŀƪŜ ǎǳǊŜ 
that you enter a VALID birth date format such as MMDDYYYY 
ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ŀŘŘ ǘƘŜ ΨκΩ ǘƻ ƳŀƪŜ ƛǘ aaκ55κ¸¸¸¸ 
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When reviewing potential duplicates ς you must proceed with 
caution ς you need to make sure that the  voter you select is the 

correct voter. Once you determine it is,  click Select 
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If the voter or voters listed are not correct, 
click No Match 
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¢ƻ ǾŜǊƛŦȅ ŀ ǾƻǘŜǊΩǎ L5 ƴǳƳōŜǊΣ  ȅƻǳ Ƴǳǎǘ ǳǎŜ ǘƘŜ ά±ƻǘŜǊ 
±ŜǊƛŦȅέ ǇǊƻƎǊŀƳΦ  όǎŜŜ ǘƘŜ ǘǊŀƛƴƛƴƎ ǇƻǿŜǊ Ǉƻƛƴǘ άIƻǿ ǘƻ !ŎŎŜǎǎ Ŝ-tŀǎǎέ ƛŦ ȅƻǳ 

need assistance accessing the program) 
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You must check the top of the screen to see if the voter is 
verified by DMV (Motor Vehicle Division) 
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You will need to search for the correct address . 
If an address does not come up you may have a typo or address name  listed  differently 

than how voter filled out card. 
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If an address is not found, have the Election Administrator 
assist you in adding an address to a street range 
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²ƛǘƘ ǘƘŜ 9ƭŜŎǘƛƻƴ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ŀǇǇǊƻǾŀƭ ŀƴŘ 
direction, you can add a street name or extend an 

ŀŘŘǊŜǎǎ ǊŀƴƎŜ Ψ!55 ƭƛƴƪ ǘƻ ǉǳŜǎǘƛƻƴΩ 
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Once you have the address in the address library you will have to 
clear address and re-enter the address information and the street 

name will auto fill when you type the first part of the street 
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Enter mailing address if listed on card 
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Procedure for entering a Non-Standard address 
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ÅYou will type in the legal description given (ex. Mile 
Marker 10) ς MTVotes will not auto precinct a non-
standard address ς you will need to manually select 
the precinct & split code 
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If the voter has a Legal Address you will need to select Legal from the 
Drop Down box and then enter the legal address.  

 
Again, you will need to select the Precinct and Split manually 
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¢Ƙƛǎ ǾƻǘŜǊΩǎ L5 ǿŀǎ not verified through MVD so she shows up as 
a provisionally registered 

 voter 
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The voter must remain Provisionally Registered until: 

ÅYou verify the voter ID by getting additional 
information from the voter (different name spelling, 
recheck numbers, recheck birth date, etc.) 
ïSometimes the elector may need to contact the social 

security administration to find out why their information 
does not match what is in that database. 

ïIf all attempts to verify are unsuccessful, call the SOS Help 
Desk.  The Help Desk may have additional resources to try 
to verify the voter. 
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You will need to select how you received the registration card 
ς this goes into the Source of Registration field. 
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County Registration Date 

ÅThe date the voter record was created in Montana 
VOTES or the voter was moved to this county. 

ÅThis date should change if moving to your county. 

ÅIf this elector is just changing address in your county 
this date should not be changed. 
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The County Registration Date defaults to the  date the 
voter record was originally created for new voters 
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Vote Eligible Date 

1. Late Registrants must receive a Vote Eligible date of 
close of registration date or before.  The date 
cannot be after the close of registration date 
because the system will not allow the voter to 
receive a ballot. 

2. When registering 18-year-olds make sure Vote 
Eligible date reflects when the 18-year-old can 
vote.   
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Under Misc. Info ς ȅƻǳ Ŏŀƴ ŦƛƴŘ ǘƘŜ ǾƻǘŜǊΩǎ ƻǊƛƎƛƴŀƭ 
registration date & last voted date 
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If a voter requests that you make him or her Confidential you 
will need to click the Confidential check box. Information such 
as Address, DOB, etc will not appear on reports.  Note:  see next 

slide for the process a voter must go through to become a confidential voter. 
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Circumstances under which a Voter may 
be made Confidential: 

Å 5) If a law enforcement officer or reserve officer, as defined in 7-32-201, requests in writing 
that, for security reasons, the officer's and the officer's spouse's residential address, if the 
same as the officer's, not be disclosed, the secretary of state or an election administrator 
may not include the address on any generally available list of registered electors but may list 
only the electors' names.  
     (6) (a) Upon the request of an individual, the secretary of state or an election 
administrator may not include the individual's residential address on any generally available 
list of registered electors but may list only the elector's name if the individual:  
     (i) proves to the election administrator, as provided in subsection (6)(b), that the 
individual, or a minor in the custody of the individual, has been the victim of partner or 
family member assault, stalking, custodial interference, or other offense involving bodily 
harm or threat of bodily harm to the individual or minor; or  
     (ii) proves to the election administrator, as provided in subsection (6)(c), that a temporary 
restraining order or injunction has been issued by a judge or magistrate to restrain another 
person's access to the individual or minor.  
     (b) Proof of the victimization is conclusive upon exhibition to the election administrator of 
a criminal judgment, information and judgment, or affidavit of a county attorney clearly 
indicating the conviction and the identity of the victim.  
     (c) Proof of the issuance of a temporary restraining order or injunction is conclusive upon 
exhibition to the election administrator of the temporary restraining order or injunction.  
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http://data.opi.mt.gov/bills/mca/7/32/7-32-201.htm
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http://data.opi.mt.gov/bills/mca/7/32/7-32-201.htm
http://data.opi.mt.gov/bills/mca/7/32/7-32-201.htm
http://data.opi.mt.gov/bills/mca/7/32/7-32-201.htm
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For the voter who is marked confidential, all the address 
information will be grayed out and you will see the word 

Confidential in red below the Mailing Address 
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The Reveal button allows users the proper access to reveal 
and see all information regarding the confidential voter ς Be 

careful to return the voter to Confidential after reviewing 
information 
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The Absentee tab shows any active absentee status ς this also 
allows you to enter new absentee information for this voter 
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¢ƘŜ /ƻƴǘŀŎǘǎ ǘŀō ƛǎ ǿƘŜǊŜ ǘƘŜ ǾƻǘŜǊΩǎ ŎƻƴǘŀŎǘ 
information can be found 
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The History tab will show any former address 
information or any previous name if applicable 
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To add previous registration informationς click on Prev. Registration; you can enter previous 
address info (if provided).   

 
Make sure you are entering previous State information if provided.  You can enter a county in 

the county space. This does not need to be a Montana County-but the drop down only 
contains Montana counties so you will have to type in the county if it is not a Montana 

county. 
You must make an entry on this screen or check the box for not reported before you can 

move one. 

40 
MT Votes: Basic Training 

11.2011 

Office of Montana Secretary of State 

Linda McCulloch 

http://spirit.sabercorp.com/secure/attachment/109827/109827_screenshot-1.jpg
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Under Voter menu ς you can review the following: 
The Audit Log, Voter Moves, Linked Non Duplicate Voters, Add a 
Non Duplicate Voter, Districts and Precincts and Elected Officials 
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¢ƘŜ !ǳŘƛǘ [ƻƎ ǇǊƻǾƛŘŜǎ ȅƻǳ ǿƛǘƘ ƛƳǇƻǊǘŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ǾƻǘŜǊΩǎ 
record such as changes in the voters record, and who 

made those changes and when they were made.  
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When you select Voter Moves ς you can run a report from 
voter registration without going to the Reports module. 
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You can click on Report and Print the 
search 
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Marking a voter Non-Duplicate 

45 

ÅThe following steps will outline the process of 
marking a voter non-duplicate when the 
system identifies them as potentially matching 
a pre-existing record. 
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When doing merges, if you have a voter that is not a duplicate 
you can make it a non-duplicate. 

Search first voter. 
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Then click on voter menu ς select add Non Duplicate 
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Enter name of person that is not their duplicate. 
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Click on Save ς go back to original voter, click the Voter 

menu, select link on Non Duplicate  
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You can also enter a Non Duplicate when you are 
registering a new voter 
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After selecting the Non Duplicate Voter ς ǎŜƭŜŎǘ ǘƘŜ ǾƻǘŜǊΩǎ 
name and click Mark Non Duplicate and the voter is removed 

from list 
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After saving new voter ς you can go to the Linked Non 
Duplicate voter under voter menu and the voters that you 

marked as Non Duplicate will appear 
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ωYou should mark Non Duplicate if you do not want the 
system to identify this record as a possible duplicate for 

the record you are creating.  
 
 

Use this in situations when the new voter's 
identification information closely resembles that of a 

voter who exists in the system.  
 

This only affects the Duplicate Voter Report and Voter 
Merge. 
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The Precinct & Districts selection under the voter menu shows 
ŀƭƭ ǘƘŜ ŘƛǎǘǊƛŎǘǎ ŀǎǎƛƎƴŜŘ ǘƻ ǘƘƛǎ ǾƻǘŜǊΩǎ ǇǊŜŎƛƴŎǘ ǎǇƭƛǘ ŎƻŘŜ 
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The elected officials under voter menu shows all the elected 
officials for this voter . 

This can be  very handy to look up State & House Legislators, 
City Alderman, etc. 
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There are several printing options under the Print 
selection. 
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You can print the Certificate of Registration 
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You can print the Voter Profile Report 
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