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User Guides/System Configuration/Security 

Office of Montana Secretary of State 
Linda McCulloch 

 

Downloading the General User Guide  

Log in to MT Votes. From the main menu, 

click ôAboutõ in the top left corner:  
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Downloading the General User Guide  

Click ôDownload Printable Helpõ: 
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Downloading the General User Guide  

The download menu will appear. Select 

ôGeneral User Guideõ and click OK: 
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Downloading the General User Guide  

Choose where youõd like the user guide to be saved, 

such as your computerõs hard drive (usually the C:\ 

drive). Click OK:  
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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.  
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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:  
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Downloading the General User Guide  

After the download is finished, youõll see the 

ôDownload Printable Helpõ menu once again, with a 

notification that the download was successful. Click 

ôCancelõ to exit: 
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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.  
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Downloading the General User Guide  

Open ôMy Computerõ. You can do this 

by double -clicking the icon on your 

desktop:  

10  
Updated 11.2011 by 

ZRM  

Office of Montana Secretary of 

State  Linda McCulloch  



6 

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 

to by double -clicking the icon. Weõll use the C: drive as 

an example:  
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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:  
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Downloading the General User Guide  

Right -click the file once. Click ôCopyõ 

on the menu that appears:  

13  
Updated 11.2011 by 

ZRM  

Office of Montana Secretary of 

State  Linda McCulloch  

Downloading the General User Guide  

Go to wherever you want to save the file. As 

an example, weõll use the desktop. Right-click 

once on any blank space and click ôPasteõ: 
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Downloading the General User Guide  

The user guide will be pasted into its 

new location:  
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Downloading the General User Guide  

The user guide will be in PDF format. If you canõt 

view the file, youõll need to install Adobe Reader. 

 

You can download it by going here:  

 

www.adobe.com  

 

You should see a button like this:  

 

 

Click it to begin downloading.  

 

(Be sure to check with your IT department first to get 

permission to download the program.)  
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http://www.adobe.com/
http://www.adobe.com/products/acrobat/readstep2.html
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Downloading the General User Guide  

When you open the user guide, it will 

look like this:  
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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 

itõs a good idea to download it on a 

regular basis and replace your old 

file with the new one . 
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Downloading the General User Guide  

To save a newer version of the user 

guide, follow the same steps outlined 

in the preceding slides. You may see 

this warning:  

Click ôYesõ. This will save the new 

version in place of the old version, so 

you wonõt mix them up. 
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System Configuration  

MONTANA VOTES  
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System Configuration  

Click on ôSystem Configurationõ: 

21  
Updated 11.2011 by 

ZRM  

Office of Montana Secretary of 

State  Linda McCulloch  

System Configuration  

1. Select a topic on the left  

2. Notice for Cities, your countyõs cities will be listed 

1 

2 
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System Configuration  

1. To add a New city, click òNewó 

2. Enter the new information  

3. Click Save  

1 

2 

3 
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System Configuration  

Custom Fields :  

special use fields custom to your purpose  
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System Configuration  

Custom Fields : 

Click òNewó 
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System Configuration  

Custom Fields : 

The top becomes active  
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Custom Fields : 

Fill in the following;  

1. Caption ð name it what you want  

2. Fill -in the length ð the length of your allowed 

answer (see next slide)  

1 

2  
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Custom Fields : 

3. Sequence ð order of your custom fields (1 if you 

have no custom fields, or next available number)  

4. Choose òDrop Downó (see next slide) 

3 

4  

3  
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Custom Fields : 

4. Choose òDrop Downó 

5. The Value filed becomes active ð enter the desired 

answer (length has to equal the entered number)  

5 

4  

5  
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Custom Fields : 

5. The Value filed becomes active ð enter the desired 

answer (length has to equal the entered number)  

6. Click Add ð your value is saved  

7. Click òSaveó 

5 6  

6  

7  
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Custom Fields : 

8. Notice you now have an additional  Custom field  

8 
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System Configuration  

Custom Fields: how do you use it?  

1. Go to Voter Search > Custom Field tab  

2. You will see your search options  

2 

1 
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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!  

 

3  
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System Configuration  

NVRA Process:  
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Before beginning the NVRA - File Extract 

process you will need to make sure the 

Cancel Voters process has been completed in 

order to make sure your NVRA ð File Extract 

process is accurate  
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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.  
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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)  
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Setting Status to Canceled is done using the following method : (cont)  

 

4. You need to research each individual voterõs record before deciding to 

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.  
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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.  

Inactive Voters Search Results Report  

To open a report listing the results of your search, with voter 

information, click on the Reports button.  
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NVRA - File Extract process  

Click the System Configuration 

Module  
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Click the ò+ó next to Voter Record to 

expand your options.  

 

Click on NVRA to select that option.  
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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)  
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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  

When you click the 

òPrint Labeló button, 

you will see what the 

labels will look like and 

print them or you can 

click òsave asó to your 

computer to print later  
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wŜƳŜƳōŜǊ ǘƻ ŎƭƛŎƪ ǘƘŜ ά/ƘŀƴƎŜ ±ƻǘŜǊ {ǘŀǘǳǎέ 
button to update voter records. 
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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  
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Output Format appears  

 

Select the output type, either Text File or XML 

(Excel file)  
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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 òBrowseó button to find where you want 

the extract to be located.  

For ease of reading 

your export, place a 

check mark in the 

Include Row Header 

check box  

Click Browse to  

select where to  

save the extract  

For this example 

we will locate the 

Desktop  
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1. The òSave Asó box will pop up 

 

2. Select Documents and Settings  

 

3. Click Open  

1 

2 

3 
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Select your User Name  

 

Click Open  
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Select your Desktop  

 

Click Open  
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