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Late Registration 

• Regular registration closes 30 days before an election 
 

• Late Registration begins the day after regular registration 
closes 
 

• Late Registration must take place at the County Election 
Administrator’s office or designated location 
 

• Late Registration applies to all elections except school 
elections 

 
• After the voter completes their Voter Registration 

application AND the Replacement/Late Ballot Request 
Form, Select Voter Registration in MT Votes 
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Voter Registration 

• Select New and enter the information from 
the Voter Registration Card. 
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• If the Duplicate Voter Screen comes up, only click the 
select button if you are 100% sure it is the same 
person. 

• Be sure to check to see if the applicant is a female who 
is changing her last name. 
– Look in the History tab to see if an alternate name is listed. 
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• Verify the applicant's driver’s license number or last 
four of their social security number by using the Verify 
button in MT Votes. 
– If it does not verify them go to the Voter Verify service. 
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• If the Voter is already registered to vote IN ANOTHER COUNTY, or even in 
THE SAME COUNTY, and has the ACTIVE/PROCESSED/ACCEPTED indicator 
on their screen DO NOT continue in this record. 

– The voter may only register to vote for subsequent elections because they 
have already voted in another county. 

 

• At the top of the screen hit the CLEAR button and then select OK to quit 
without saving the record. 
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• If this voter is already registered to vote IN ANOTHER COUNTY, or even in THE 
SAME COUNTY, and has the RED ACTIVE/SENT or ACTIVE/PREPARED on their 
screen DO NOT continue in this record. 

 
• At the top of the screen hit the CLEAR button and then select OK to quit without 

saving the record. 
 

• Call the original county to ask them to VOID their ballot so that you can pull the 
voter into your county to late register.  
– After the original county has voided their ballot you may then register the individual to vote in 

MT Votes and follow the step on page 3 and 4. 
– If you do not hear back from the other county see page 15 for further instruction. 
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• If the voter is a new registrant, has not been registered in 
another county, or has had a previous ballot from another 
county voided, you will next enter in a voter STATUS of 
LATE REGISTRATION 
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• Once the LATE REGISTRATION STATUS has been entered you will 
need to enter one of the following REASONS: 
 
– NEW 
– COUNTY TO COUNTY 
– PRECINCT TO PRECINCT 
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• Next, for the County Reg Date, you will need to put in the date that the 
voter registered to vote in your county. 
 

• If they were already registered in the same county, leave the old date in 
the system. 
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• In the Vote Eligible field put the SUNDAY before the close of registration date 
for the current election. 

• If that voter has already been registered to vote and has an earlier date before 
the close of registration, for example 01/01/88, that date can be left as is. 

• Save the record and verify at the top of the screen that it has been saved 
successfully. 
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• The Election Update 
screen will display. 

 

– Only answer YES if 
there is NOT a RED 
ACTIVE BALLOT 
indicator on the 
voter’s  Voter 
Registration screen. 

 
• Answer YES on the Verify 

Ballot Reissue popup 
 

• On the Issue Ballot 
Request screen select 
the election and label 
type and hit the print 
Button. 
 

• Single Labels will print to 
your DYMO. Do not 
select a sheet Label 
format as you are only 
printing one label. 
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• A single label will generate for the voter. 
• Once printed the Issue Ballot Request screen will update to 

show a ballot stage of SENT. 
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• REMEMBER THAT THIS PERSON HAS TO APPEAR IN PERSON AT THE OFFICE 
TO GET THEIR BALLOT. 
 
– In a mail ballot election, after the date on which the ballots were mailed, have 

late registrants complete the replacement/late ballot request form. 
 

• They can either vote in the office or take the ballot with them, but the 
ballot MUST be returned to the office by 8:00 p.m. on Election Day. 
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Issuing a Provisional Ballot 

If the individual is already registered to vote in MT Votes in ANOTHER COUNTY AND HAS THE 
ACTIVE/SENT or ACTIVE/PREPARED BALLOT INDICATOR ON THEIR VOTER REGISTRATION 
SCREEN and you are unable to reach the ORIGINAL COUNTY to have them VOID THE BALLOT 
you will need to provide the voter PROVISIONAL BALLOT INFORMATION and issue them a ballot 
through the PROVISIONAL BALLOTMODULE. 
 
The ballot can be resolved in the usual manner, and counted with other provisional ballots ( 
unless it is resolved before 8:00 P.M. on election day. 
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Voiding a Ballot 

• Select the Elections Tab on the individual’s Voter Registration. 

• Click on Active Ballots. 
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• Ensure that the correct Election Name is showing if you are currently 
holding more then one election. 
 

• Write down the BALLOT ID NUMBER of the ballot you are voiding. 
 

• Close out of this screen. 
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• Click on the Elections menu and select 
RECEIVED BALLOT. 
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• Enter the Ballot ID. 

• Select the Process button. 

• Input a Ballot Source. 

• Select VOID in the STATUS dropdown list. 
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• Once the Status has been set to VOID enter in an explanatory comment. 
 
– Example: Moved from Blaine County to Big Horn county. 

 

• Click SAVE and then CLOSE. 
 

• The ballot will now be VOID and no ballot status indicator in red will be 
displayed on Voter Registration for the voter. 
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As always, please feel free to contact the Help Desk, 
at 1-866-541-6767, with any further questions you 

have. 
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