Office of Montana Secretary of State
Linda McCulloch

Absentee Maintenance

Topics Covered -

Setting Absentee Defaults in System Configuration
Issuing Absentee Ballots from Voter Registration
Issuing Absentee ballots from the Absentee maintenance Module
Pulling Absentees for an Election in Election Management



Absentee Maintenance

* This training will walk the user through:

— Setting up county specific system defaults for
absentee ballot processing in the System
Configuration module

— Issuing an absentee ballot through the Voter
Registration module

— Issuing an absentee ballot through the Absentee
Maintenance module



SYSTEM CONFIGURATION

To ensure the most S
efficient entry and

tracking of Absentee
requests it is Tk In
important that system |[geme el mme Commie,

Commit Batch Messaging
. . il Document Templates
’ o Election Management Load External Data
configuration be set up S DS
; W, = S ] ‘. Ballot Processing Reports & Labels

Districts & Precincts

to accommodate your AR ) T

.y il | TN ovs ser
counties’ preferred :
defaults.

Click on the System Configuration link to begin.
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Setting Absentee Defaults

Select the link for

COUNTY CONFIGURATION

i ystem Configuration

=101 %]

Woter Search Help

— County Contacts
- ADDRESSES

-WOTER RECORD County I
ELECTIOMNS
- PETITIOMNS

Address
- POLLING PLACE/LOCATION | Contact

-

Code |

| Contact Person |

-ELECTION WORKERS [Address Type | Ad

to access the list of || o

default options.

11/17/2011

dress

| Last Updated |

-STATE CONFIGURATION
-COUMTY CONFIGURATION e

Nty Contacts :\‘,\‘.Drk Address

- ERROR LOG
- USER SETTINGS

Detail |

Save |

County

[-]

Beaverhead
Big Horn
Blaine
Broadwater
Carbon
Carter
Cascade
Chouteau
Custer
Daniels
Dawson
Deer Lodge
Fallon

Fergus
Cl=tbaad

Close |
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ystem Configuration - Ellﬂ

Woter Search Help

Click on the link for = |

OTER RECORD Parameter Name | Parameter Value
IIE'EF?I'TIIC():)I\I.I\ISS Ballot Processing Records Per Page(1-6)
Ballot Receiving Message: Ballot(s) issued af

C OLLING PLACE/LOCATION
o u nt Pa ra m ete rs ELECTION WORKERS Ballot Receiving Message: Other ballot(s) alr
B STATE COMFIGURATION Ballot Receiving Message: Process normally
EF COUNTY CONFIGURATION Ballot Receiving Message: Replacement ball
t ° I ° t f | I county Contacts Rallot Receiving Message: Replacement issu
° ° District Types to be printed on Confirmation Card
ava I I a b I e O t I O n S fO r District Types Selected County District Types
- aMBULANCE - - PRECIMNCT

Rallot processing barcode file upload path

Export Woter Images ’
ERROR LOG Batch Scan starting Number 01

[ USER SETTINGS Default Absentes Application Source (0 =Bl 7 Ll

O CEMETERY COUNTY COMMISSIONER
O CITYWIDE - HOUSE DISTRICT
O COMMUNITY COUNCIL SEMATE DISTRICT
-] COMGRESSIONAL - SCHOOL SINGLE MEMBER TRUSTEE
y u u y. - [Fl COUNTY COMMISSIONER _kl
O COUNTYWIDE _(l

- C] DRAINAGE
O FIRE
- CJHOSPITAL

HOUSE DISTRICT -
| 3 4] |

Save |
Close |‘
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System Configuration

ADDRESSES

WOTER RECORD
ELECTIONS

PETITIONS

POLLING PLACE/LOCATION
ELECTION WORKERS
STATE CONFIGURATION

—I- COUNTY CONFIGURATION
: -County Contacts
-County Parameters
-Export Vater Images
ERROR LOG

USER SETTIMNGS

=10] x|

AV 4

Voter Search Heln

— County Parameters

Parameter Name

| Parameter value

9

Ballot Processing Records Per Page(1-6)
Ballot Receiving Message:
Ballot Receiving Message:
Ballot Receiving Message:
Ballot Receiving Message:
Ballot Receiving Message:
Ballot processing barcode file upload path
Batch Scan starting Number o1

Ballot(s) issued after
Other ballot(s) alread
Process normally
Replacement ballot
Replacement issued a

-l

District Types

District Types to be printed on Confirmation Card
Selected County District Types

[ AMBULANCE
[ CEMETERY
~OcimywIDE

[ CONGRESSIOMAL

-0 COUNTYWIDE
-] DRAINAGE
-CFIRE

O HOSPITAL
HOUSE DISTRICT

O COMMUNITY COUNCIL

COUNTY COMMISSIONER

= - PRECINCT

- HOWSE DISTRICT
i~ SEMATE DISTRICT

-
| B 4

- COUNTY COMMISSIONER

- SCHOOL SINGLE MEMBER TRUSTEE \

<]

|+

Save |

Close | ‘

Office of Montana Secretary of State Linda

 To view all available
option values you will
need to resize the
Parameter Name Field.

* Click and hold on the
separator and drag
your cursor to the right
to expand the field.

* You will have to use the
scroll bar to move back
and forth to view all
entries.
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Default Absentee Application Source

Examples: 0 = Blank, 4 = E-mail, 5 = Fax, 6 = In-Person, 7 = Mail, etc...

Enter the Corresponding number in the Parameter Value
field for the default source you would like. (e.g. if most of
your absentee application are received in-person, make in-
person your default.)

Click Save.

The corresponding location this will populate in the
Absentee Application Source field found in the Absentee
Detail screen, which is accessible through Voter registration
(see slide next page).



Default Absentee Application Source

System Configuration

=101 x|

Woter Search Help

ADDRESSES

— County Parameters

oter Registration - Absentee Detail

Parameter Mame Parameter Walue - -
ELECTIONS . | Ahsentes Type Elections=
Ballot Processing Records Per Page(1-6) - —
PETITIONS i 5 Election Specific j | j
POLLING PLACE/LOCATION Ballot Receiving Message: Ballotis) issued af
ELECTION WORKERS Ballot Receiving Message: Other ballotis) alr . _ _
STATE CONFIGURATION Ballot Recsiving Message: Process normally Absentee Application Source  Issue Method Issue Details
= COUNTY CONFIGURATION Ballot Receiving Message: Replacement hall j I j I
*County Contacts Ballot Receiving Message: Replacement issu
-County Parameters Ballot ing b de fil \oad nath P ted Palitical Part
‘Export Voter Images Batoh Eroces:w;? ar:co E ile upload pa - equeste olitical Party
atch Scan starting Number
ERRORLOG N2 ) VEIET 1 |7/z011 M
USERI Diefault Anplicatior -
4 District Types to be printed on Confirmation Card F :8 Address On File
District Types Selected County District Types 1 5 INDEPEMDEMCE WWay
- AMBULANCE - -PRECIMCT F :)II'\,lJ MT 52035
- CEMETERY -COUNTY COMMISSIONER
- O CITYWIDE -HOUWSE DISTRICT
- COMMUNITY COUNCIL -SEMATE DISTRICT | L i i
- COMGRESSIOMAL -SCHOOL SINGLE MEMBER. TRUSTEE _I I__ int ADD'ICatIDn
- [ COUNTY COMMISSIONER, \ — ih t Add
O COUNTYWIDE _VI SENCEE FBsS
ijEIF;jEINAGE Courttry  [UNITED STATES OF AMERICA | Fiuss
~[HOSPITAL Address ;I
- [ HOUSE DISTRICT _ILI
1] | 1 I =]
5 5 .
2= | cityystszin | =i = | [
Close |
Save and Issue Ballot | Update and Save | Close |
Office of Montana Secretary of State Linda
11/17/2011 8
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Default Absentee Label

(A dropdown list of your counties’ configured Flex Labels)

Choose the Corresponding label type in the Parameter
Value field drop down box for the default label type you
would like to use.

Click Save.

The corresponding location this will populate in is the
select label field found in the Issue Ballot Request screen,
which is accessible through Voter registration

(see slide next page).



Default Absentee Label

ystem Configuration = | Ellil
Woter Search Help

~County Parameters

F-ADDRESSES

WVOTER RECORD Parameter Name | Parameter value l;l
IEIIE'EI';:'I:I;IC():)NNSS Ballot Recewing Message: Replacement Pall
POLLING PLACE/LOCATION Ballot Receiving Message: Replacement issu
ELECTION WORKERS Ballot processing barcode file upload path
Batch Scan starting Murnber 01 J
Default Absentee Application Source (0=Bl 7
Default Absentee Label |FULL PAGE j
Default address Type (0 = Non-Standard, 1

- Export Woter Images

ERROR LOG Default Ballot Processing Source (0 = Blank, 5' 'EE "
- sentes
= USER SETTINGS Default Election for Absantee Requests (0 = |og3ea om0 B il
L . ) . |MUNICIPAL SHEET Woter Search Help
District Types to be printed on ConfirmatiolUnICIPAL LABEL | o | =
fereh Election sheet |abel Election Name ~| Ballot Type |Issue -
District Types Sele 15010 General
- O] AMBULANCE - [ Current Ballots [
-0 CEMETERY COUNTY COMMISSIONER Ballot S % | Courty Tracking £] Sent B R e It T I
O CITYwIDE HOUSE DISTRICT allot Seq. ounty Tracking an e recin age pe
O COMMUMITY COUMCIL SEMNATE DISTRICT
-0 CONGRESSIONAL SCHOOL SINGLE MEMBER TRUSTEE \l
- [ COUNTY COMMISSIONER
- COUNTYWIDE ’l
- O DRAINAGE
- OIFIRE
-~ CHOSPITAL
- HOUSE DISTRICT _ILI —Print Label
| | L4 | |L| € With mext Supplemental batch
Save | & Mow Select Label k|
Reason For Replacing f Reissuing the Ballot | j
Close |
Yoid Ballot Range Print | RePrint Cancel

Office of Montana Secretary of State Linda

McCulloch 10
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Default Ballot Processing Source

Examples: 0 = Blank, 3 = Email, 5 = In-Person, 6 = Malil, etc...

This field specifies which method the absentee ballot was
received through. Enter the Corresponding number in the
Parameter Value field for the default source you would like.

Click Save.

The corresponding location this will populate in is the
Source field found in the Process Ballot screen, which is
accessible in the Ballot Processing screen.

(see slide next page).



Default Ballot Processing Source

System Configuration o ] | Process Ballot x|
Woter Search Help Heln
~ County Parameters —Batch
- ADDRESSES

WOTER RECORD Parameter Mame |para;| Election |11fDE,f2011 22 MUMICIPAL GEMERAL ELECTIOM 2C  Batch Description |

ELECTIONS Py K

PETITIONS Ballot Receiving Message: Replacement ballot Batch Date  [11/07/2011 Received Date [11/07/2011 Identifier |

POLLING PLACE/LOCATION Ballot Recewm.g Message: Eeplacement issued after =

ELECTION WORKERS Ballot processing barcode file upload path —Ballot Label Ballot Search in Workspace
STATE CONFIGURATION Default Absentee Label I Aad I
= COUNTY CONETGURATION \ Default Address Type (0 = Non-Standard, 1=5tandard, 2=Leqgal Description 1o ==

Source I% vl Street I City x| search |
- Export Voter Images V Default Election for Absentee Requests (0 = Mo Election selected, 1 = Curre
F ERROR LOG Default ballot process signature status = List of B\ﬁ m Batch [~ Exceptions Cnly
USER SETTINGS o o o | >|—|
Item # Barcode | ‘oter Name | Source |
District Types to he printed on Confirmation Card
District Types Selected County District Types
- O AMBULANCE - - PRECINCT
O CEMETERY COUNTY COMMISSIOMER
- CITYWIDE - HOUSE DISTRICT

O COMMUNITY COUNCIL - SEMATE DISTRICT

-] COMGRESSIONAL -+ BCHOOL SINGLE MEMBER TRUSTEE

- [ COUNTY COMMISSIOMER.
O couNTYWIDE

-] DRAINAGE

--CIFIRE

-OHOSPITAL

HOUSE DISTRICT -
I E 1 |

Save
Close

<l
|

Details Delete Wioter Details Househeld Wiew Ballots Close |

Office of Montana Secretary of State Linda

McCulloch 12

11/17/2011



Default Election for Absentee Request

(O = No Election Selected, 1 = Current Active Election)

Enter the Corresponding number in the Parameter Value field for the
default source you would like.

You should always have the 1 = Current Active Election selected so
that the current election always defaults for the absentee request-
you can always change it if it is for another election.

Choosing option 0 = No Election Selected will cause the system to not
populate any election. You will have to manually choose the
appropriate one each time.

Click Save.

The corresponding location this will populate in is the Election field
found in the Absentee Detail screen, which is accessible through
Voter registration.

(see slide next page)



Default Election for Absentee Request

wwsbem Configuration

] |
woter Search Help

~County Parameters

- ADDRESSES

VOTER RECORD

LECTIONS

ETITIONS

OLLING PLACE/LOCATION
LECTION WORKERS

TATE COMFIGURATION

= COUNTY CONFIGURATION

¥Yoler Registration - Absentee Detail

x

Help

Default Absentee Label
Default Address Type (0 = Non-Standard, 1=5Standard, 2=Legal Description)

N>>Deﬂcault Ballot Processing Source (0 = Blank, 1 = Absentee Team, 2 = Designated
on fo ¥ ST

ERTTT TS g
i ERROR LOG
- USER SETTINGS

Y

Default ballot process signature status
[l |

District Types to be printed on Confirmation Card

Selected County District Types
PRECINCT
= COUNTY COMMISSIOMER
HOUSE DISTRICT
- SENATE DISTRICT
- 5CHOOL SINGLE MEMBER TRUSTEE _\I

District Types
~OampuLaNCE -
- CEMETERY

OcimrwiDE

-0 COMMUNITY COUNCIL
COMGRESSIOMAL

COUNTY COMMISSIONER

-0 COUNTYWIDE

- DRAINAGE
~[OFIRE

O HosPITAL
HOUSE DISTRICT

<

-
| E 1

Save

Parameter Name ﬂ Absentas Type
Ballot Receiving Message: Replacement ballot - — — - —_—
B TTe Rem=hefie Mmssres Rerlomhient (s e J [Election Specific x| MUNICIPAL GENERAL ELECTION 201 1JES
Ballot processing barcode file upload path
Absentee Application Sou Issue Method Issue Details

fail =l
Date Reguested
[11/07/2011 [
v Use Address On File

1776 INDEPENDENCE WAt
HARDIM, MT 59035

Palitica Ty

[ Print &pplication

—Absentee Address

Close ‘

Country  [UNITED STATES OF AMERICA, 7] Fiuss

Address =]
| g

City/st/zip | = [ . |

Save and Issue Ballot | Update and Save |

Close |

11/17/2011

Office of Montana Secretary of State Linda

McCulloch
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Default Election if Multiple Elections

If you have multiple elections the first absentee entry will
populate for the first election being held.

The second absentee you process will be for the election
that will be held after the first.

The affected field as specified in the previous slide will be
in the Absentee Detail screen, and multiple ballots can be
viewed on the Active Election Ballots screen accessed
through Voter Registration. (See next slide)

The System will auto fill the election in, if you have the
default set to 1.



11/17/2011

Multiple Elections

ive Election Ballots x|
Heln
? Election Mame
Active Ballots
BallotID | Ballot Seq. # | County Tracking # | Sent Date | Received Date Print Date | Residential Address |Ballot Style | Precinct

Ballots For other Elections On 11082011

Election | County | Ballot ID

|chived Date| Print Date | Residential Address

22 TEST SPECIAL ELEC Big Haorn 450575811

|Ballo
1 PARKDALE SUBD FORT SMITH, MT S 12

Show All Ballots Delete Zdd Exception Close

Office of Montana Secretary of State Linda

McCulloch
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Issue Method

Examples: 0 = Blank, 1 = In Person, 2 = Mail, etc...

This field species how your office has issued the Absentee
ballot. Enter the corresponding number in the Parameter
Value field for the default issue method you would like.

Click Save.

The corresponding location this will populate in is the
Issue Method field found in the Absentee Detail screen,
which is accessible through Voter Registration.

(see slide next page).



Issue Method

ystem Configuration

-ADDRESSES

WOTER RECORD
ELECTIONS

-PETITIONS

-POLLING PLACE/LOCATION
-ELECTION WORKERS
-STATE COMNFIGURATION

= QLI CORIETSL IR ATT R \

H Export “oter Images
+-ERROR LOG
+- |JSER SETTIMGS

-

Woter Search Help

~ County Parameters

-1oixi(g

'oter Registration - Absentee Detail

Xl

Help

B

Parameter Name

Residential Address: tab on Pre Dir (1=Yes, 0=No)
Review Image Batch

System timeout value

Use Mailing on Woter ID Card

Wwarker mileage rate

ed Method (0 = Blank, 1 = In Pers
Batch Scan starting Murmber
Default Absentee Application Source (0 = Blank, 1 = Absentee Team, 2 = Conser =

4« | »

District Types to be printed on Confirmation Card

District Types Selected County District Types

- O AMBULANCE = PRECINCT

-0 CEMETERY COUNTY COMMISSIOMER

-~ O CITYWIDE HOUSE DISTRICT
SEMATE DISTRICT

-0 COMMUNITY COUNCIL

-0 CONGRESSIONAL

COUNTY COMMISSIONER

-0 COUNTYWIDE

- DRAIMAGE
OrIre

O HOSPITAL

- [FIHOUSE DISTRICT

<]

SCHOOL SINGLE MEMBER. TRUSTEE

<l

il

|

Save |

<]

Close |

Absentee Type Elections

|E|El:‘til3ﬂ Specific

Absentee Application Source  Issue Method

| |11f8,n‘2t|11 22 MUNICIPAL GENERAL ELECTION 2C »|

ssue Details

[rail

Date Regquested  Political Party

[11/07/2011 |
[ Use Address On File

1776 INDEPEMDENCE WAy
HARDIM, MT 59035

[~ Print Application

— Absentee Address

Country  |UNITED STATES OF AMERICA & use

Address ;l
=

City/st/zip | = =l |

Save and Issue Ballot | Update and Save |

Close |

11/17/2011

Office of Montana Secretary of State Linda

McCulloch
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Benefits of Setting Defaults in System
Configuration

* When processing Absentees you are 2 clicks
away from issuing a ballot if defaults are set

up.

* |f you have set defaults you can verify the
address and quickly save the Absentee
request without having to manually change
the other fields each time.



FROM

ISSUING ABSENTEE BALLOTS
VOTER REGISTRATION

* Now that you have set
up your defaults in

Test Environment MT VOTES

System Configuration
you have several options
for entering new
absentees.

* Absentee requests and
issuing ballots can be

done manually through Click Voter Reglstratlon

Voter Registration. to begin

Office of Montana Secretary of State

11/17/2011 Linda McCulloch
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Entering Absentee Status

Bring up the voter you are
wanting to work on, or create
a new voter if it is a new
registrant.

Click the Absentee Tab.

In the Absentee Status drop
down choose the appropriate
Absentee Status Type.

UOCAVA electors should be
entered as UOCAVA and not
permanent all or permanent
federal.

Office of Montana Secretary of State
Linda McCulloch

11/17/2011

P ] 5
Vote ord successfully saved, Voter number is 450022443 Help
pew | save | clear | Searc h | Process Batch |
woter ID State ID SSN Birth Date Age Gender Last Name First Name ML Suffix
450022443 | [1776 [07/0471976 [35  [Male =] [wASHINGTOM GEORGE |
Residence Absentee | —¥oter Polling L« i
Precinet |17 -PRECINCT #17 View Image
Dates/Elections | Ahsentes ... | Address |

Split [0z

Polling Place | AUDITORIUM - HARDIN

Election

Election | Date | Polling Places
22 MUNICIPAL GEME... 11/08/2011  AUDITORIUM - HARDIN

UUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUU

Districts
Lmicteics T pe | Code | Mame B
Absentee Status - lESSIONAL CONG CONGRESSIOMAL
/IDE MT Montana
AW tails | | Remove I | CCCCCCCCCCCCCC . P502  Pu hlic Service Commission 2

Registration | misc 1nfa | Custfy  pMicateRes. | | |JUDICIAL 10 22 Judicial District 22
SEMNATE DISTRICT S0 21 Senate District 21
Party IND Party -~ L rified Date I11/n7/2n11 HOUSE DISTRICT HD D42 House District 42
COUNTY COMMISSI... 3 COMMISSIOMER DISTRICT #3
tttttt |Actwe - j ™ MvD verified COUNTYWIDE 02 Big Horm
Razcon [ =] ssavantag || |10 E L S N
»

Source of = < :i---nm ee———
Registration II” parson - 06 J werify

oOld voter ID I Ci 20 Date Ill/D?/ZDll
vote Eligible [11/07/ doate |

ol
7/2011 | Las
onfidentia Evedl
mmmmmmmm | ﬂ
- =

™ Mo Signature [~ Confidential | ¥ US Citizen

Once the status as been entered
click Add to create the new
absentee entry.

21




Entering Absentee Type

When entering a new
Absentee request you will
have to specify which
Absentee Type the voter
IS requesting.

All Absentee Types except
for Election Specific are
based off of a range of
dates. Election Specific is
only for the single
Election Specified

11/17/2011

':‘]iﬁ""uter Registration - Absentee Dekail

x|

Help

&hsentee Type
IF‘ermanent All

— From

[11 =16 =Jeo11 =]

To
[t =]r1 ~Jlz012 ~]

=l

Civilian Overseas Issue Method Issue Details

FCE
Election Specific j I
Military Domestic

MilitarE D Erseas 5l Party

Permanent Federal

Seasonal
w LISE SLOTESS UITT FITE

1776 INDEFPEMDEMCE 'WAY
HARDIM, MT 29035

=l
=

[T Print Application
—Absentee Address

Country |UNITED STATES OF AMERICA 7| IFluss

Sddress

=
L2

City/StiZip |

)] =1 |

Save and Issue Ballot | Update and Save | Close

Office of Montana Secretary of State
Linda McCulloch
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Entering Permanent All or Federal Date Ranges

For permanent All and
Federal status’s the
system will automatically
populate an end date of
01/31 in the year of the
next federal election.

This cannot be changed.

The From date will be the
date the voter submitted
their Absentee Request.

11/17/2011

':‘]E"q'uter Registration - Absentee Dektail

Help

&hsentee Type —From

[Permanent il j|11 l“lE‘ ;|2D11 =

To
1 ~]r1 ~J2012 -]

Civilian Overseas rce  Issue Method Is=ue Details

Election Specific j I
Military Domestic

Militari Overseas 5l Party

Permanent Federal j

Seasonal
W LISE SLOOTESS TITT FITE

1776 INDEPENDEMNCE WAY
HARDIM, MT 59035

=

[T Print Application
—aAbsentee Address

Country IUNITED STATES OF AMERICA

Address | :I

City/St/Zip |

[] =] |

Save and I[ssue Ballot | Update and Save | Close

Office of Montana Secretary of State
Linda McCulloch
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Entering An Election Specific Absentee Type

For Election Specific
Absentee Types the date
box’s will be replaced by
an election drop down.

Choose the appropriate
election for which the
voter is requesting
absentee status.

Sbsentee Type Elections
|Electi|:|r‘| Specific j || j

[s5ue Methiod

Ahbsentee Application Source Issue Details

i < | < |
Date Regquested  Political Party
|11/16/2011 | =l

v Use Address On File

1776 INDEPEMDEMNCE 'WaAY
HARDIM, MT 59035

[T Print &pplication

—aAbsentee Address

Country  |UNITED STATES OF AMERICA 2 Nmhtis
Address | :I
City/St/Zip | | | | | |
Save and Issue Ballot | Update and Save | Close |
Office of Montana Secretary of State 24

11/17/2011
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Entering Civilian And Military Domestic or
Overseas Absentee Date Ranges

‘Il Yoter Registration - Absentee Detail x|

For Military Domestic and et e - =
both Civilian or Military I L B
Overseas Absentee Types AN— 5|
the system wiill [iiezon | <]

v Use Address On File
automatically populate an 176 INOEPENDENCE WaY
end date of 01/31in the —
year after the next federal e e S
election. e | ::

City/st/zip | . [ |
This cannot be changed. save and Issue Ballot | Update andsave | Close |
This functionality will go into effect after the January 2012
release. Currently any date can, but should not be, entered.

Office of Montana Secretary of State .

11/17/2011
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Entering Seasonal Date Ranges

For Seasonal Absentee
types you are able to enter
both From and To dates as
specified by the voter.

The To date should not be
enter for a date greater
then 01/31 of the next
calendar year.

Multiple Seasonal Absentee
date ranges can be entered,
but none can over lap.

11/17/2011

Linda McCulloch

if’ voter Registration - Absentee Detail X|
Helo
Shsentee Type —From To
[seasonal 52| N N 2 | (T =
Absentee Application Source  Issue Method Issue Details
e gl a2l
Date Regquested  Political Party
|11/16/2011 | |
v Use Address On File
1776 INDEPEMDEMCE 'Way
HARDIM, MT 539025
[T Print &pplication
—hAbsentee Address
Country  |UNITED STATES OF AMERICA 2 Nmhtis
Sddress | :I
City/St/Zip | =l | =l |
Save and Issue Ballot | Update and Save | Close |
Office of Montana Secretary of State 26




Entering Absentee Details

i’ voter £ jllstration - Absentee Detail x|
 Choose the appropriate e cesir _
Absentee Type- Ahsentee Application Source  Issue Method )'SsueDetaiIs

. . [ —IMai' iy
* If Election Specific ensure (e oo j\'—'
the correct election is ([ uzesettess on i :
S h OWi N g . HARDIM, MT 59035
* For other types ensure the | 0
Correct dates a re ShOWing. EdD;J:I::; IUNITED STATES OF AMERICA j r US.&;I
* Verify the correct Absentee | v | T —
Application Source’ Issue Save and Issue E.allu:ntl Update and Savel Close |
Method, and Date
Requested are accurate.
e Verify the user’s address.
11/17/2011 Office of Montana Secretary of State 57
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Issuing Absentee Ballot

Wl "EF Yoter Registration - Absentee Detail x|

Once Verified, choose o
Ahsentee Type —From To

h t t [Permanent all |11 +[7 #feorr +] |[i =31 ~]feo1z -]

OW yo u Wa n O S ave Ahsentee Application Source  Issue Method Issue Details

[Mail x| |mailing =l

t h e re CO rd : Date Requested  Palitical Party
[11/07/2011 fi |

¥ Use Address On File

1776 IMDEPENDEMNCE ‘WAY
HARDIMN, MT 58035

[~ Print Application

**Save and Issue Ballot
( I n - Pe rS O n ) _:23:::9 “TS:;:D STATES OF AMERICA 7] Fluse

Address |

=
[]

City/st/zip | = 2y |

0:0 U pd ate a n d Save Save gnd Issue Ballot | Update and Save | close |

(Mail)

11/17/2011 Office of Montana Secretary of State Linda

McCulloch 28



Automatically
Issue a Ballot

I m \oter Search Help
. C h O O S I n g t h e S a Ve Election Mame Illel,-"QDll 22 MUNICIPAL GEMERAL ELECTION 2011 j Ballot Type IISSL.IE j
C t Ballot
a n d I S S u e B a | | Ot :;;Z: Sez.ls | County Tracking #l Sent | Received | Style | Precinct | Stage | Type |
" . WARD 2 13 Prepared Reissued
option will
L]
automatically take
yO u to t h e I SS u e _:r\i\l:'li‘;:ll:ihei:: Supplemental batch
= Mow Select Label (SIS qcray W10 j@
B a | | Ot Re q u e St Reason For Replacing / Reissuing the Ballot j
S C re e n , fro m W h iC h a void Ballot Range | I_I> Print | RePrint | Cancel |

ballot label can be g
printed immediately.

Office of Montana Secretary of State

11/17/2011 Linda McCulloch
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Manually Issue
a Ballot

* If you choose not to Save
and Issue a ballot from the
Absentee Detail screen you
can print a ballot manually
using the following steps.

1. Select Issue Ballot from
the Election Menu.

2. Select Now under Print
Labe

3. Select the appropriate
label

4. Click Print
5. Close the Window

11/17/2011

S
Voter Frink | Elections Petitions Imaging Address
Yoter re  Moting History Yoter number is 450022443

Help
Active Ballots h | P Batch |
& Temporary Parties re rocess Batd
“oter ID L Ricth Dty ~ge Gender Last Name First Name ML Suffiz
4500224 g Froviional Balot F?s 35 [Male x| [WASHINGTON GEORGE [

Residen  Recsive Ballot Fiz Nts | History | vating Histary | [~ Voter Polling Locations

Precinct |17 - PRECINCT #17

View Image

View ‘Worker Info

Dates/l B ..

Search By Ballot 1D

Split Joz

Polling Place I AUDITORIUM - HARDIM

Election
Election | Date | Palling Places
22 MUNICIPAL GENE... 11/08/2011  AUDITORIUM - HARDIN

Districts
4 | | District Type [ code [Name -
Absentes Status l—_l. CONGRESSIONAL  CONG CONGRESSIONAL
STATEWIDE MT Montana
Add | Details | Remove | PUBLIC SERVICE C... PS02 Public Service Commission 2

SUPREME COURT ... 5CJ
JUDICIAL 1D 22
SENATE DISTRICT 5D 21
HOUSE DISTRICT HD D42
COUNTY COMMISSI... 3

SUPREME COURT JUSTICE
Judicial District 22

Senate District 21

House District 42
COMMISSIOMER DISTRICT #3

Registration | wisc Info | Custom | Duplicate Req. |

Party Mo Party «| Last Verified Date |11/07/2011

Status Active - A =] ™ mvD verified COUNTYWIDE 02 Big Horn
Reason ~| W ss8verified LERDINCHTG
Source of

j werify
11/07/2011
l—

| US Citizen

Registration [n parsan - 06

0Old Voter ID County Reg Date
wate Eligible |11/07/2011 Last Voted Date

I~ Mo Signature [~ Confidential Reveal

Camments |

Issue Ballot Request P ] 5

Water Search Help

Election Mame Ill,-"E,-"QDll 22 MUNICIPAL GEMERAL ELECTION 2011 j Ballot Type |Issue

Current Ballots

| Stage | Type |
Prepared Reissued

| Received | Style | Precinct
WARD 2 18

Ballot Seq. # | County Tracking #l Sent

—Print Label
 With next Supplemental b

& Mow

=l

Reason For Replacing § Reissuing the Ballot j

Void Ballot Range | Print | ReDrintl Cancel
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ABSENTEE MAINTENANCE MODULE

e Batches of Absentee
Requests, including annual = B
absentee confirmation’s, =T o
can be entered quickly
through the Absentee
Maintenance Module.

" —

* Click the Absentee
Maintenance link to begin.

* This module is used
primarily for entering
annual absentee list
confirmations.

Office of Montana Secretary of State 31
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Data Entry from Annual Absentee
Confirmations

Before entering a Voter
ID from the annual
confirmations you are
working on, verify that
the populated
information is correct
for everyone in the
Batch.

If not all requests are
the same you will have
to manually change the
data entered before
scanning or entering the
voter ID.

T Absentee Maintenance

=10] x|

E

vater ID |

Absentee Type

add

Date Requested

=

Ahsentee Application Source

11/07/2011

Issue Method

From
ﬁn =7 =1t =]

To
It =31 =lzniz -]

[Mail

= |

Signature

Office of Montana Secretary of State
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* Once you have verified = HE

that all of the data =
. Woter 1D [ £dd “11 =7 =leoir =[xzt zfpoiz =]
entered IS Correct you Absentee Type Date Requested
. . . |permanentm| = I11,-’E|?,-’2011
WIII begln ente rlng Absentes Application Source Issue Method
[raail = |mailing |
Voter ID’s from the

# | woter 1D | Name Signature

annual confirmation
notices.

* If avoteris entered
with incorrect
information you can
delete and re-enter the | ceccomees| oo canes |

request before clicking
the Create Absentee
button.

Office of Montana Secretary of State Linda

McCulloch 33
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Voter Entry — Barcode/Manual

| ELECTION ADMINT:
MISSOU!

L4 COUNT’ -
ROADWAY P
||||||||| A V- N
2 s
ETURN SERVICE ED A, ey &

Voter ID’s can be found on the voter
label on the returned annual i <:|
CO nfi r m at i O n . o1 | mm-r’*.1--.-:‘.-'r?1..:-h||‘.-\||-run--r--L.lhl-l.mur-'"-.lT - ’_:
In Absentee Maintenance, they can be | R |
entered manually or scanned in using a |

b a rC O d e S C a n n e r | By signing below, 1 affirm that 1 have confirmed my malling address for |
| ballots to be mailed to me for elections for which 1 am qualified from |
° i ¥ebruary 1, 2010 through January 31,2011, !
: Cﬁw;bmisgﬁ, Ez%zgm ‘
| Sig )] Datc of Birth,__ Da
i o i case the e aecds 0 o't you 23 Fm By BT

To manually enter a Voter ID, first type
in the Voter’s ID and then click the add
button. ] P
Clicking in the Voter ID field and
scanning the corresponding barcode will
automatically add them to the list.

Office of Montana Secretary of State
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Create Absentee Spans for Listed Entries

* Once you have at least one entry showing in the list, and you
have verified signatures from each voter’s Annual
Confirmation, you can click the Create Absentee button to
create the record for every voter showing.

':E'Ahsentee Maintenance

Woter ID

Ahsentee Type

add

Date Requested

Ahsentes Application Source

=l |i1/10/2011

Issue Method

From

“11 4 EXONRd ECEERNRS |

To
i =3t zfleoiz +]

[Mail

=l

I

N

| Signature

The system will generate an
Absentee Maintenance
report once you’ve clicked
the Create Absentee button

and you click yes in the
confirmation dialogue box.

.-G CO"_“;‘& Mf‘(""‘lf‘on

This report cannot be recreated, must print or save the
report now. This will create absentee requests. Do you
want to continue?

This report cannot be
regenerated. Click yes
only when you are ready
to print the report.

Office of Montana Secretary of State
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Recommendations

Scan or enter 25 =50 cards in one batch.

If a voter doesn’t appear on the Absentee Maintenance
Report but they were entered in the Absentee Maintenance
module you need to investigate further.

Electors who request ballots to be mailed to another address
cannot be entered into this module. You must enter them
through Voter Registration.

Inactive or provisionally registered electors cannot be
entered into this module until you change their status .



Absentee Reports

e The Absentee
Maintenance
Report will
generate
automatically
when you click

Create Absentee.

— This report
cannot be
regenerated.

11/17/2011
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E-015 Absentee Type Date Range Report

AIf Reports P ] 4|
If you close out of the Absentee — -
y County Election
woter Readistration ’7|ng Horn = ’7 [22 TEST SPECIAL FLECTION 2011 - 11/08/2011 | ‘
. .
Maintenance Report without D i
i Batch Number
Districts & Precincts | | eS _Mts | DDDDDD ck I
; Precinct I Il
. . . Petitions I all (Deleted precints will be included on report)
printing, an alternative report to | s G0N 7 [
’ fddress Library CIPRECINCT #10 - 10 ’7 | = ‘
OPRECINGT #14 - 14 o
H Labels M PRECINCT #15 - 15 LI <
run IS the e- report. Bl prossssing l |
Master Lookups T Range Budget Group
Close From [PRECINCT #1 - 1 =l ’7 e =l ‘
To [PRECINCT #1-1 =l "Da‘e CEER
From To
. —Absentee Type NYRA Notice Type Party
You must specify a date range for O atsbrrte o | e, 211
O civilian Overseas o R [ e lZaan
OElection Specific 2 2rl Hotiez Ooemocra tic
H Military Domestic = € Cancellation of vaters ORepubl
e date o € absentee creation : ’ Cln pary
.
Code [ Name [ <] [sotorder [
E-011 Absentee Batch Report Al
E-012  List of Voters In Election
E-013  Permanent Absentee with Mo Ballot Request W
E-014 NWRA Report
E-015 Absentee Type Date Range Report

If you entered multiple dates in
one batch in the Absentee
Maintenance module you will
have to run multiple reports to get
the same results that would
display on the Absentee
Maintenance Report.
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PULLING ABSENTEES FOR AN ELECTION

IN ELECTION MANAGEMENT

* Absentee voters can be
pulled into an election
on the Ballot Styles
screen.

Election  Alphabst Mapping

Query executed successfully. woter Search Heln

Election Date Descri ption I~ Show Closed Search
Show
Election Year Election Type | Delated/Cancalled Clear
escri

* To beginclickthe — e===
Election Management
link and view the details
for your election.

New | Details | Delete Cancel Close ‘

Office of Montana Secretary of State
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incts Reports

PuII Absentees

"m“ Pull Absentee

fresh Wizard Status”.)

Election Date: Nov-08-2011

Election Type: Municipal General

Description: 22 TEST ELECTION 2011

[ Styles —Style Details
Election Details Polling Places
style J1
Include Certified Contests =
color |
Style [Party [ voters|
1 5708 | | Party [
I shared Offices Only Save
Contests | Special Considerations |
District [ 1tem |
S RURAL 1-test
icial Register
Duplicate Ballot Report
Close Election
Exit
PI‘EI:iI!EtSI SD|“S| Show voter Count
Precinct [Paling Place [ Tatal
1 - PRECINCT #1 COURTHOUSE - PERITSA
10 - PRECINCT #10 DECKER SCHOOL - DE
14 - PRECINCT #14 WYOLA SCHOOL - WHO...
15 - PRECINCT #15 PRYOR ELEM SCH - PRY.
2 - PRECINCT #2 NATL PARK SERV BLDG =
R Tt | »
- [~ Process Completed Generate styles | [ Resyncvater | view absentees pull ahsentees | ‘

—aAbsentee Types
¥ Select All

=10 x|

—Pulled Absentee Types

Description = Description
O - Civilian Overseas
O™ - Military Domestic
OO - Military Overseas
o M mmeemd Al >
d | _"I_I
Continue | Cancel |

: Pulling absentee voters...

Cancel |

Click on Ballot Styles and C|ICk the Generate Styles Button if you have
not already done so.

Click Pull Absentees
Choose All or the specific absentee types you want to pull in.

Click Continue.

Absentee Voters will now be pulled into your election.

11/17/2011
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Print Labels

* To print labels for your pulled Absentee Voters:
1. Click Print Labels 4. Choose print Now
2. Enter Batch Info and Output Order 5. Choose label

3. Specify Election Criteria or leave 6. Click Print
blank for all.

Lo ==
Bellok Styles  pddress Library Pl Petitions  PolingPlaces  (CASS  Districts Predincts  Reparts Bellok Styles  Address Library  Pull Petitions  Poling Places  CASS  Districts Precincts  Reports
Woter Search Help Woter Search Helo
| Election Date: Nov-08-2011 Election Type: Municipal General Description: 22 TEST ELECTION 2011 ‘ | Election Date: Nov-08-2011 Election Type: Municipal General Description: 22 TEST ELECTION 2011 ‘

—Mailing Ballot Batches

Election Details - . Election Details Batch # | Description Mailing Date [11/07/2011
0 Supplemental label{s}) waiting to be printed.

Include Certified Contests Include Certified Contests —
| Criteria ~Output Order

Pull Contests 246 Main label(s) waiting to be printed. Eull Contests Field Order By
Issues & Offices . Issues & Offices Lanauaaes | Special Assis Tvne | Ballot Tynes |
Publish Certified Contests || {-B3th Dats [t [ Bateh paseription I Publish Certified Contests Absentee Types | eallot styles I =] [one =
Ballot Styles Ballot Stvles — - -

H e | = fiore =
Eallot Review Ballot Review [ Election Specific | j |NONE j

(Dprint Labels (DPrint Labels [ Military Domestic
Official Register Official Registar
Official Reqister Official Reaister 1 Military Oversueas —Output Type
Election Expenses Election Expenses ] Permanent Al
i [ Permanent Federal © Print Now € Print To File
Election Results Election Results
[ Seasonal
Process Official Register Process Official Reqister Select Label |
Duplicate Ballot Repart Duplicate Ballot Repart =
Number of Copies |1 3 ¥ Collate
()Close Election (D)Close Election
Exit Exit Include = Clear
I~ Only Provisional

Search Claar all

Refresh Wizard Status ‘ ™ Process Completed Lahel Printing LLabel Repritting Exfract Label Information ‘ Refresh Wizard Status ‘ Print Close |
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Supplemental Labels

* |f additional absentee
requests are entered
after you have pulled
absentees on Ballot
Styles, you will need to
return to Print Labels and | o=
print your supplemental
labels.

‘oter Search Helo

* Follow the same steps as
the previous slide to print
supplemental labels.

Office of Montana Secretary of State
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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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