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Downloading the General User Guide

= Log in to MT Votes. From the main menu,
click 6Aboutd in the top | e

=izl

Voters
Vatar Ragistration
Voter Search
voter Merge rary
Batch Scan Lenal Address Library
Gommit Batch Mussaging
Document Templates

Election Management Load External Data
ndar eport
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Downloading the General User Guide
E=d Click 6Download Printab

=)

Dale: 11/16/2007

Voters
Votar Registration
Vater Search

Election Management
Election Galendar
Ballot Processing
Districts & Precincts
Election Workers

Petitions _________IS A

Patitions.
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Password  Halp  Exit

Montana VOTES

System Configuration
User Administration
Address Library
Logal Addrass Library
Messaging
Dacument Templates
Load Extarnal Data

Reports & Labiels
Schedule Jobs.
Batch Management

Dapt of Corractions
DPHHS Search

Downloading the General User Guide

Ed The download menu will appear. Select
0General User Guided and

1 MT VOTES
oot

Date: 11/16/2007

Chause Printable Help
I Stata Admnistration Guide

I~ Caunty Administration Guida
I~ ngency Interfscs Guids.
I~ Reports Guids

¥ Gansrs User Guide

Ballat Processing
Districts & Precincts
Election Workers

Petitions.
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Montana VOTES

Address Library
Legal Addruss Library.
Messaging
Document Templates
Load External Data
Reports & Lobels
Schedule Jobs
Batch Managament
Dept of Carrections
DPHHS Search




Downloading the General User Guide

=Choose where youdd |ike the user
such as your computerds hard dri

drive). Click OK:

Extemnal Data

nnnnnnnnn

B = ':ib :
Updated 11.2011 by Office of Montana Secretary of
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Downloading the General User Guide

You cannot browse and select a specific
save location - you can only choose
which drive the file will save to.

If you need help determining where to
save the guide, ask your IT staff or call
the Help Desk.

Updated 11.2011 by Office of Montana Secretary of 6
ZRM State Linda McCulloch




Downloading the General User Guide

The guide will take anywhere from a few seconds
to a minute or two to download. While it is saving,
your screen may look like this:

1 MT VOTES

abonk

Password  Help  Exit

Montana VOTES

btem Gonfiguration
or Administration

[pt of Corrections
iz search

Updated 11.2011 by Office of Montana Secretary of 7
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Downloading the General User Guide

After the download is finished,
6 Downl oad Printable Helpd menu o
notification that the download was successful. Click

6Cancel 0 twm

Date) 11/16/2007 Password  Help  Exit

Montana VOTES

I T
M| | Choase Printable telp
I~ State administraton Guide

I™ County Administration Guds
T™ agency Interiace Guide

Documant Tamplotes
Load External Data

Updated 11.2011 by Office of Montana Secretary of 8
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Downloading the General User Guide

Now you need to locate the guide

where it was saved. You can then
move it to whatever location on your
computer is most convenient for you.

Downloading the General User Guide

=3 Open 6My Computerd. You
by double -clicking the icon on your
desktop:

J ) Dawnload User Guide | | D%l @ [ 2:50pm
J @ N iﬂ :ﬁ Mondary




Downloading the General User Guide

Your system may be set up differently, but should look
similar to this. Open the location the guide was saved

tobydouble -cl i cking the icon. Wedl
an example: i
Ej Ek,!i an;rrm/bn;mm —T i
Agkdress [ 1 My Computer : B
5 cm‘“ﬂm:u‘ Devices with Removable Storage.
R — L, P [ Pr—
B o— : ==
Details. 2 i"_,_i‘g'
Updated 11.2011 by Office of Montana Secretary of 1
ZRM State Linda McCulloch
Downloading the General User Guide
The files and folders in your drive will vary,
but the file name and type of the user guide
will be the same as shown:
;AQFJ
Qe - () - T Jsewch |, rodms | ] i
agess [ ) e
I
@ Pt e o the -+
Updated 11.2011 by Office of Montana Secretary of 12
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Downloading the General User Guide

B4 Right cl ick the file once.
on the menu that appears:

ocal Dis

)QUARANTINE

29 Make a nen Folder WD
&) Publh this folder tothe B Open with Adobe Reader 8
vieb i
B2 Shrs thisFolder b
N Hetivere Copy.
Other Places 4
2 My Cor
&) My Documents

3wy

Details b3

Downloading the General User Guide

Ed Go to wherever you want to save the file. As
an example, wedll use tclice d
once on any blank space and

Arrange Teons By, »
Refresh

Paste Shortcut
Undo Delete crHz

He »

Froperties

3 o8 Ok D @ assem
(O] ] ] 3] ¥ e LocalDisk(C:) BIN@E  vonday




Downloading the General User Guide

By The user guide will be pasted into its
new location:

Downloading the General User Guide

The user guide will be in PDF
view the file, youdll need to

You can download it by going here:

www.adobe.com

You should see a button like this:

e onoas
Click it to begin downloading.

(Be sure to check with your IT department first to get
permission to download the program.)



http://www.adobe.com/
http://www.adobe.com/products/acrobat/readstep2.html

Downloading the General User Guide

When you open the user guide, it will
look like this:

mivales_user-guide,pul (SECURED) - Adube Reader

--------

e

Montana VOTES
User Guide

wwwww

Updated 11.2011 by Office of Montana Secretary of
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Downloading the General User Guide

You can view the guide on your PC
but I do not suggest you print it due
to the size. You can also save the
file to other locations.

The guide is updated quarterly, so

itds a good idea

regular basis and replace your old
file with the new one

Updated 11.2011 by Office of Montana Secretary of
ZRM State Linda McCulloch
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Downloading the General User Guide

By To save a newer version of the user
guide, follow the same steps outlined
in the preceding slides. You may see
this warning:

mtvotes_user-guide pdf Already erist!
Do you want to averwrite?

e | ]
Click 6Yesd. This willdl
version in place of the old version, so
you wondt mix them up.
Updated 11.2011 by Office of Montana Secretary of 19
ZRM State Linda McCulloch
MONTANA VOTES

System Configuration

Updated 11.2011 by Office of Montana Secretary of
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System Configuration
EEd Click on 6System Config

Password  Help  Exit

Test Environment MT VOTES

Administration
om o

Voter Registration
Voter Search User Administration
Votar Marge Address Library
Batch Scan Legal Address Library
Commit Batch Messaging
Dacument Templates
Election Management Load Extamal Data
Election Calendar Reports
Ballot Pracassing Reports & Labels
Districts & Precincts Schedule Jobs
Batch Management

Dept of Corrections.
DPHHS Search

" 2 ; Gakatin County Is 10 1000655413 with Voter [D S01303(Ls..
Mere Approva : ilver ¥ing t merge vater 10 Vetsr 1D S52131(L..

Updated 11.2011 by Office of Montana Secretary of

ZRM State Linda McCulloch 2

System Configuration

1. Select a topic on the left
2. Notice for Cities, your countyds

Sy nfiguration J _ ol x|
Woter Search Help
it

= ADDRESSES

Out Of State City County [Lewis & Clark =
Out Of State City Zip City I
1 Street Directions.

Street Types New Delete Save

unit Types
Zip Codes
OTER RECORD City
LECTIONS AUGUSTA
ETITIONS CANYON CREEK
GASCADE
OLLING PLACE/LOCATION sasct

LECTION WORKERS
TATE CONFIGURATION
OUNTY CONFIGURATION

EAST HELENA
FT HARRISON
HELENA,

RROR LOG LINCOLN
USER SETTINGS MARYSVILLE 2
WOLF CREEK
Close ‘
Updated 11.2011 by Office of Montana Secretary of 2
ZRM State Linda McCulloch
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System Configuration

1. To add a

New city, cl

2. Enter the new information

3. Click Save

= ADDRESSES

PETITIONS

# POLLING PLACE/LOCATION
+ ELECTION WORKERS

4 STATE CONFIGURATION

+ COUNTY CONFIGURATION
* ERROR LOG

¥ USER SETTINGS

Enter new clty and click save.

=101x]
Voter Search Help
cities
County Lewis & Clark =l
city

Closa

Updated 11.2011 by

Office of Montana Secretary of

23
ZRM State Linda McCulloch
S t C f- t.
=g Custom Fields :
it System Configuration _ =1 %]
Woter Search Help
Custom Fields
ADDRESSES
WOTER RECORD Capti
- ahsentee Application Source aption
- hsentee Types Length
Audit Types
Cancel voters SieanERER
Contact Types Field Type |
ond;
Document Types —Permitted Values
Duplicate Configuration Value I
Imane Batch Types
Languages Add Updzte Remove
NWRA Process — J_I _I
Registration Sources e VEEs
Source of Update
- Sperial Assistance
~Joter Statuses
- Joter Status Reasons
ELECTIONS
PETITIONS
POLLING PLACE/LOCATION Caption [Length [ Sequence
STATE CONFIGURATION UOCAVA/PERM ALL 3 1
COUNTY CONFIGURATION
ERROR LOG
USER SETTINGS
Hew Delete Save
Close
2l | o] BN ‘
Updated 11.2011 by Office of Montana Secretary of 2

ZRM

State Linda McCulloch
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System Configuration

Custom Fields :

Click ONewbd

i B3

Woter Search Help
- Custom Fields

I ADDRESSES
WOTER RECORD Capti
Absentee Application Source aption
Absentee Types Length
Audit Types
Cancel Voters SR
Contact Types Field Type |
Correspondence
Fi .
Document Types — Permitted Values
Duplicate Configuration value I

Image Batch Types

Languages ] Update Rermove
“NVRA Pracess

~Registration Sources
~Source of Update
Special Assistance
\oter Statuses

\oter Status Reasons
ELECTIONS

PETITIONS

POLLING PLACE/LOGATION Caption

ELECTIOM WWORKERS

STATE CONFIGURATION LOCAVA/PERM AL
COUNTY CONFIGURATION
ERROR LOG

USER SETTINGS

Permitted Values

[Length [ Sequence
3 1

1 | |
‘ I 3] Lom ||
Updated 11.2011 by Office of Montana Secretary of 25
ZRM State Linda McCulloch
S t C f- t.
=3 Custom Fields :
.
Enter new custom field and click Save. Vvoter Search Helo
Custom Eield.
ADDRESSES 1
WOTER RECORD [
Absentes Application Source || ©3PHON
Absentee Types Length
Audit Types
Cancel Voters S
Contact Types Field Type
Correspondence
Custom Fields -
Document Types Permitted Values
Duplicats Configuration el [
Image Batch Types
Languages 2dd Uil R
et edil || Updste | | Remore |
Registration Sources e e VEES I
Source of Update
Special Assistance
Woter Statuses
“oter Status Reasons
ELECTIONS
PETITIONS
POLLING PLACE/LOCATION Caption TLength [ Sequence
STATE CONFIGURATION UOCAVA/PERM ALL 3
- COUNTY CONFIGURATION
ERROR LOG
WUSER SETTINGS
Dew Delete Save
J - wse ||
Updated 11.2011 by Office of Montana Secretary of 26
ZRM State Linda McCulloch
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Custom Fields :
Fill in the following;

1. Caption & name it what you want

2. Fill -in the length
answer (see next slide)

ystem Configura’

Enter newe cu: Bave.

o the length of your allowed

_[ol x|

\oter Search Help

Custom Fields

Correspandence

1
==
Caption Do you like Montana
Length 3
Audit Types
Cancel Voters SluEmED 2
Contact Types Field Type Drop Down |

Custom Fields

- Document Types

Image Batch Types
Languages
NVRA Pracess

Duplicate Canfiguration Value I

PEFMITte @ VaIle:

Add Update

Remove

Registration Sources

Permitted Values

Source of Update
- Special Assistance
‘oter Statuses

Voter Status Reasans
ELECTIONS
PETITIONS

 POLLING PLACE/LOCATION

Caption

ELECTION WORKERS
+ STATE CONFIGURATION

UOCAVA/PERM ALL

[Length [ sequence:
3 1

New Delets save

5o ]

COUNTY CONFIGURATION
ERROR LOG
USER SETTINGS
| 1 5]
Updated 11.2011 by
ZRM State Linda

Office of Montana Secretary of

McCulloch

27

Custom Fields :
3. Sequence

6 order of your custom fields (1 if you

have no custom fields, or next available number)
0Drop

4, Choose

I System Conf’

Downoéd

(see

next

i =

woter Search Heln

ustom Fields

Contact Types
Correspondence
Custom Fields

Document Types
Duplicate Canfiguration
Image Batch Types
Languages
NURA Process
Registration Sources
Source of Update
Special Assistance
\oter Statuses
\oter Status Reasons

ELECTIONS

PETITIONS

Caption Do you ke Montana
Length B
Sequence 2
Field Type Drop Down |

value I

add Update. Remove

Permitted Values

POLLING PLACE/LOCATION

Caption Length [ Sequ
3 T

ELECTION WORKERS
STATE COMFIGURATION
COUNTY CONFIGURATION
ERROR LOG

USER SETTINGS

UOCAVA/PERM ALL

New Delete Save

Close |

Updated 11.2011 by ZRM

Office of Montana Secretary of
State Linda McCulloch

28
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Custom Fields

4, Choose

I System Configuration

6Drop

Downé
5. The Value filed becomes active
answer (length has to equal the entered number)

o enter the desired

Enter new custom field and click Save.

[ ADDRESSES

VOTER RECORD
Absentee Application Saurce
Absentee Types
Audit Types
Cancel Voters
Contact Types
- Correspandence
Custom Fields
Document Types
Duplicate Configuration
Image Batch Types
~Languages
NVRA Process
Registration Sources
Saurce of Update
Special Assistance
Vater Statuses
Voter Status Reasons
ELECTIONS
PETITIONS
POLLING PLACE/LOCATION
ELECTION WORKERS
STATE CONFIGURATION
COUNTY CONFIGURATION
-ERROR LOG

USER SETTINGS

- Custom Fields

_1ofx]

voter Search Heln

Caption
Length

Sequence

Do you like Mantana

g

2

Field Type /] |Drop Down

value 5

)
=

add || Updete |

Bemove:

Permitted Wal

ue:

Caption

[Length [ sequence
3 1

UOCAVAPERM

AL

Deletel | || save

s ||

< |
Updated 11.2011 by Office of Montana Secretary of 29
ZRM State Linda McCulloch
1 -
Custom Fields
5. The Value filed becomes active 0 enter the desired
answer (length has to equal the entered number)
6. Click Add & your value is saved
. N P
7. Click o0Savebé
I System Configuration _ =] x|
woter Search Help
[ Custom Fields
ADDRESSES
WOTER RECORD
Absentee Application Source CEFIER Do you like Montana
Absentee Types Length 3
o vaers sequence  [2
Contact Types Field Type Drop Down =]
Correspondence
Custom Fields ol
Document Types
Duplicate Configuration value [ ’
Image Batch Types 5 6
Languages Updste | | EeMllve
Registration Sources e Vs
Source of Update Yec
Special Assistance
‘Woter Statuses
‘Woter Status Reasons
ELECTIONS oY \
- PETITIONS y i
POLLING PLACELOCATION Caption [Length [ Sequence
- STATE COMFIGURATION UGCAVA/R L 3
COUNTY CONFIGURATION
ERROR LOG
USER SETTINGS
L
HNew Delete Save
1 |_>| Close ‘
Updated 11.2011 by Office of Montana Secretary of 30

ZRM

State Linda McCulloch
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Custom Fields
8. Notice you now have an additional Custom field

—1o[x]|

Woter Search Help

Record created.

Custom Fields

£DDRESSES
WOTER RECORD

Absentss 2pplication Source | | ©3PHON

Absentee Types Length

Audit Types

Cancel Voters Sequence

Contact Types e T -
Correspondence

Custom Fields

Document: Types
Duplicate Configuratian Value [
Image Batch Types

Languages Add Undate Remoye:
NVRA Process — — -

Registration Sources
Source of Update
Special Assistance
Woter Statuses

oter Status Reasons

—Permitted values

Permitted Values |

ELECTIONS

PETITIONS

POLLING PLACE/LOCATION Caption [Length [ sequence
ELECTION 'WORKERS UCCAVATPERM ALL El T

STATE CONFIGURATION DO YOU LIKE MONTANA E] 2

COUNTY CONFIGURATION
ERRCR LOG
USER SETTINGS

8
—

New Delete Save
gose ||

il |J‘

Updated 11.2011 by Office of Montana Secretary of

ZRM State Linda McCulloch st

System Configuration

Custom Fields: how do you use it?
1. Go to Voter Search > Custom Field tab
2. You will see your search options
=

Reports

’—Seler,t Saved/Published Search

Mame | Extract | Residence address | absentee | Mailina Address Districts |
outout | Activity | Poitial Parties Gomment customFields | save

Teton County Custom Fields 1

UGGAVA/PERM AL -
DO YOU LIKEMG || 3

Scope
& county [Teton < ‘ I~ Show Sighatures Viter Gaunt | | clear

 State
al

| staws |
plicate Rea, |

view Summary | Fulimece | slect | =] _ coss

Updated 11.2011 by Office of Montana Secretary of

ZRM State Linda McCulloch 2
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System Configuration

Custom Fields: how do you use it?
3. Notice the drop down with your specified option
the safety of the having a specified option is your search
will only return your what is entered, always use drop
down selections!

Updated 11.2011 by
ZRM

—lolx]
Helo |
Select Saved,
I =] ssaren
e el ool e T o I
oust | Adivty | PolticaParier | Commet  Customfalds | Save | Duokosts Rea
Teton County Custem Fiekds
UOCAWAPERM AL -
DQ YU LIKE MO (I |
i

oo
Cowa @ coy [rtor | s sgranres [ ] iz o | cier |
vigw Summary | Ful fiaoe Select ==l glosa.

Office of Montana Secretary of
State Linda McCulloch

33

System Configuration

=2 NVRA

Process:

¥ ADDRESSES
= VOTER RECORD

+ ELECTIONS.
4 PETITIONS

¥ POLLING PLACELOCATION
+ ELECTION WORKERS

¥ STATE CONFIGURATION

¥ COUNTY CONFIGURATION
4 ERROR LOG

¥ USER SETTINGS

NYRA Process

=11x]

Vater Search Help

sbsentee Application Source | | Elactions [
Absantes Types
uadit Types

Cancel Voters
Contact Types
Comespondence
Custom Fields
Dotument Types
Duplicate Configuration
Imags Batch Types

© 1st Notice  2nd Notice
 Inattivate Vaters

€ Inactivate Voters (for undeliverable mail ballots)

Calculate votsrs

Reqistration Sourcas Voter Count [

Saurce of Update
Spiecial Assistance
Voter Statuses

Vater Status Reasons

|+

—

Updated 11.2011 by
ZRM

Office of Montana Secretary of
State Linda McCulloch

34

17



Before beginning the NVRA
process you will need to make sure the
Cancel Voters process has been completed in

0 File Extract

order to
process

Updated 11.2011 by

make sure your NVRA
is accurate

Configuration

- File Extract

—— cancel voters
® ADDRESSES

Search Inactive Vot
= VOTER RECORD « Vaters

Absentee angkeation Source ||+ By vote elighble date range  From
Absentaa Types ~Look For

Image Batch Types

[ m

Audit Typas

@ Inattive Voters  © Panding (Incomplote)
Contact Types 2
Comaspondencs " For 2 faderal general slaction (02/09/2009)
Custom Fields
Document Types Search Results

Ouplicate Configuration Wotar count Selacted votar count.

Lo
voter Search Halp

—

Search

Languages Namne [ address

['vote Elgibie Date |

HVRA Procass
Registration Sources
Source of Update
Special Assistance
Voter Statuses
Voter Status Reasens

@ ELECTIONS

® PETITIONS.

& POLLING PLACE/LOCATION

® ELECTION WORKERS

® STATE CONFIGLRATION

& COUNTY CONFIGURATION

® ERROR LOG

® USER SETTINGS

View Summary | SeloctAll | SelectNone| | - | Cancel voters | Report

! o

Close

Office of Montana Secretary of

ZRM State Linda McCulloch 35
In order to complete the Cancel Voters
process you will need to open System
Configuration and then click on the plus sign
(+) to the left of Voter Record. You will see a
drop down menu, click on Cancel Voters.
ation i = ﬂi
Voter Search Help
B ADDRESSES [ C;:I::mw;‘:::"“ Voters
= VOTER RECORD
ansentee Appkeation Source | | By vote shgible date range  From To
Absentes Types ~ Look For
| @ inactive uoters  panding (incomplata)
g-;:f:i:-:t? © For 2 faderal general elaction (02/09/2009) Search
Document Typas Search Results
Dughicate Configuration votercount [ Selectedvotercount [
L::gs;f;hwm Name [acdress ['vote Eligibie Date |
HURA Procass
Source of Update
Special Assistance
Voter Status Reasons
® ELECTIONS
# POLLING PLACEAQCATION
& STATE CONFIGURATION
= ERROR LOG
# LUSER SETTINGS
View Summory | Seleeta | Seleetione| | - | canceiveters | Resort
- ] : Close |
Updated 11.2011 by Office of Montana Secretary of 36
ZRM

State Linda McCulloch
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Setting Status to Canceled is done using the following method:
1. Enter the search criteria: either by Date Range or by two Federal General

elections
and searching for either Inactive or Pending voters.

2. Click Search . The system populates the search results section with a list

of inactive
voters who meet the date criterion specified in the previous step.

3. If you want to exempt one or voters in the list from cancellation, click the
check box to deselect them. Alternatively, you can use the Select None to
deselect all voters in the list . (cont on next slide)

— comcelvoters
# ADDRESSES Search Inactive Voters

S WOTER RECORD.
Absentee Apphcation Source || @ By vote elighle date range From To

Aosantos Troes A

& Inactive Vaters ( Panding (incompiste)
€ For ion (02/09/2008) Saarch
Custom Fiolds

‘Doument Typas. Search Results
Suplcato Sonbguraton otzrcowe [ Seleeavotercout [

Image Batch Types
Languages HName [addrass [vote Eigible Date |

Registration Sources
‘Special Assistance

Votar Status Reasons

# ELECTIONS
@ PETITIONS.
# POLLING PLACEAOCATION
# ELECTION WORKERS
 STATE CONFIGURATION.
@ COUNTY CONFIGURATION

: ERROR LOG

© USER SETTINGS

Viow Summary | | Solect Al | Selectone| < | - | Cancl Voters | Report|

. ] _ctose |
Updated 11.2011 by Office of Montana Secretary of 37
ZRM State Linda McCulloch
Setting Status to Canceled is done using the following method : (cont)
4. You need to research each individual vot 4
include them in the cancellation. To do this highlight their name and click
Summary.
5. Click Cancel Voters  to execute the cancellation. The Cancel Voters
screen appears.
6. Click Yes to confirm cancellation or No to abort the cancellation.
_al] x|
ater Search Help
e e
B oS Soarch nactive Voters
Absences Ropleation Soures || G Byvote cligble datatange. Fom | To [
Abantee Troes ook For:
St SR
o spoen  For tion {02/09/2009) ‘Search
‘Doument Typas. Search Results
Dupicate Configuration votrcount [ selectedvotercount [
e e e TS
e s e
fomons
Viow Summary | | Solect Al | Selectone| < | - | Cancl Voters | Report|
. o
Updated 11.2011 by Office of Montana Secretary of 38
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Voter Count vs. Selected Voter Count

Each voter in the search results whose name is preceded with a checked box
is included in the Voter Count total near the top of the screen. If you deselect
one of these voters, the Selected Voter Count is reduced by 1.

This way you can always compare the number of voters who met your original

search criteria versus the number actually being chosen for cancellation.
Those not selected show up on the search results again, unless their status is
changed to something other than Inactive in the meantime.

s b
ot Ve
e s
D enion s | [ e S gy
=T A
g
e ——

Somsspendence  For 2 federal general lection (02/09/2009) Search

| —— . )

Hame Taderess. T vote Eligible Date |

o e
i+ USER SETTINGS

Ve Summary | _solose a1 | solocttiona| | - | cmulvu-n-
close

ki il 5

Inactive Voters Search Results Report
To open a report listing the results of your search, with voter
information, click on the Reports button.

Updated 11.2011 by Office of Montana Secretary of 39
ZRM State Linda McCulloch
.
NVRA - File Extract process
B =z
ote- v 272007 Possword unly tit
Test Environment MT VOTES
Click the System Configuration
Module
Updated 11.2011 by Office of Montana Secretary of 20
ZRM State Linda McCulloch
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Click the 0+6 next
expand your options.

Click on NVRA to select that option.

Updated 11.2011 by Office of Montana Secretary of
ZRM State Linda McCulloch

t o

a1

Select your Federal Election
Select your NVRA notice either 1st or 2nd Notice

Click Calculate Voters to get the voter count to
populate (see next screen)

P T o |
Updated 11.2011 by Office of Montana Secretary of
ZRM State Linda McCulloch
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Once you have calculated your voters you will have two choices on how to
transport the data of the NVRA voters to a format from which you can print
them.

Method one : Print the labels now
Method two: Extract the data for printing later
Once the data is printed or extracted you cannot go back later and redo it.

Method one: Print your data

ration =10l
cresshully. Vater Sgarch Help
(S impREE [ NVRA Process
= WOTER RECORD
Shasrtes coheation Source || Bections | MR =
Absentes Types When you click the
OPrint Label 6 |but
B LR CancReicy you will see what the
€ Inativats Vosars labels will look like and
 Inactivate Voters {for undeiverabla mail ballts) print them or you can
Languages click o0save asji6 to
1A, Pracass

purpa veeses NS vatsrcount [450 /\

Vioter Status Reasons

computer to print later

. ﬂ Slose. |

Updated 11.2011 by Office of Montana Secretary of
ZRM State Linda McCulloch
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wWSYSYoSNI G2 Of A0l GKS
button to update voter records.

=1l x|
Extract was successful T e

¥ ADDRESSES o o

= VOTER RECORD
absentes Spplication Source || Elections FEDERAL GENERAL 2005 K|
absentes Types
At Types
Cancel votars
Contart Types
Cormespondence
Custom Fielts
Document Types
ey  Inactivate voters (for undaliverabls mail ballots)
Languages
WURA Process
Purge Vaters
Regstration Sources
Sourte of Update
Specal Assistance
Vater Statuses

Change voters Status | YntLabel| Extract]
Voter Status Reasons S
¥ ELECTIONS G TextFle  Delimiter [Comma (csv) =] indlude Row Header

PETITIONS

T POLLING PLACE/LOCATION (LR
# ELECTION WORKERS.

% STATE CONFIGURATION
- COUNTY COMFIGURATION File Path  [C:\Documents and Setfings\ct365 1\Deskiop\Danyl NV Browse
+ ERROR LOG

4 USER SETTINGS

15t Notice @ 2nd Natice

I Inactivats votsrs

Voter Count

Extract il

s . == ||

Updated 11.2011 by Office of Montana Secretary of a4
ZRM State Linda McCulloch
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Method two: Extract your data

Notice Voter Count now reports a number of
voters

Click the Extract button to save a copy of this
list of NVRA voters

=l0lx|
Query execuled successtully vorar Search Holp
e —— [
# ADDRESSES VR Process
5 VOTER RECORD
‘absentee Application Source | | Elections
sbsentee Types
hude Type:

 1st Motie

 Inadivate Voters

 Inactivats Vorsrs (fppndedvarabls mail ballats)

I atch Troes
Purge voters =
Regrstration Sourcas g sl
Source of Update

e

Tios

Dm“‘a

e vol
# STATE CONFIGURATION
# COUMTY COMFIGURATION

« | Close
Updated 11.2011 by Office of Montana Secretary of a5
ZRM State Linda McCulloch

Output Format appears

Select the output type, either Text File or XML
(Excel file)

wiguratian =101x]

voter Search Helo

NWRA Pracess
& ADDRESSES

5 VOTER RECORD
Hlosertes Appkcation Source || Elections [FEDERAL GENERAL 2008 =
ssentes Types
st Types
Carcs! watars
Cantact Types
Comaspondene

© 13t Notics & 2nd Notice

€ Inactivate Vieters

 Inachvat= Votars (for undeliverable mai bafots)

voter coune. [0

Soacial Aslance i Print Label| Extract]
e e
 Tewtre  Osimtar | =1 Inchude Row Header

XML Format.

# POLLING PLACE/LOCATION
1 ELECTION WORKERS

& STATE CONFIGURATION

& COUNTY CONFIGURATION Flle path [ Browss

& ERROR LOG

& USER SETTINGS

Extract File

. o Close
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When you select Text File you also need to specify
the Delimiter, click the down arrow to display the
options select CSV to receive an excel type file.
Click the o0Browsed button to
the extract to be located.

17 System Canfiguration

For ease of reading

[ AvoRESSES NVRA Process your export, place a
= VOTER RECORD i

soeartas sopleaton Soura || Sections [FEOERAL GEWERAL 2005 = check mark in the

fudit Tynes

Canoatvoars Include Row Header

Contact Types

Cunesnu:dsnce 15t Hotica & Znd Notice check bOX

Custom Fields

Document Types ¢ Inactivats Voters

Clledncad € Tnactivate Voters (for undeliverable mail ballots) e

Languages =

WARA Pracess

Purga Vioters /

vter Court 350 Click Browse to
Source of Update -
e - select where to

Spenal Assistance - e |
‘oter Status Reasons skt
& ELECTIONS © TextFle  Delmiter =]~ Includs Row Hesder /save the extract

= PETITIONS
B POLLING PLACEALOCATION )36 Fomat Comma (C5V)
& ELECTION WORKERS i

- STATE CONFIGURATION Samicolon
# COUNTY CONFIGURATION R Browse .
= UseR sETTnGs ————For this example
evractFi we will locate the
Desktop
A ¥ Close
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1. The o0Save AsO box wildl pop
2. Select Documents and Settings

3. Click Open

1 I 2| x|

Savein | 32 Cf on Clen’ (C) R = N 8

|)bfae19262df8955895da7 17c19de 7P e

L5)MDPS

| MYIDTA
|Ciorace

|71 outlook setrings
) Program Files
) settings

) WINDOWS

File name: [

Saveasbpe  [owfiles [Fosv)
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Select your User Name

Click Open

O\

-
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Select your Desktop

Click Open
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