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Introduction

This training guide should be used as a basic guide to the
common work flows of MT Votes. You should follow along in
your MT Vote Test Environment.

The training should only be used to demonstrate MT Votes
functionality.




Before we get started

1.
2.

This training may look like we are jumping around, but it is set up to mimic
the normal flow of an election year. It starts with Absentee Maintenance
(which takes place in January of even years) and ends with closing an
election (end of the year).

The flow of this training will be as follows:

Absentee Maintenance — Vickie Zeier
Voter Registration (including Late Registration and Voter
Merge/Unmerge)

. Election Management — Creating an election, adding races, pulling

absentee voters into the election and printing labels.

Ballot Processing — Audrey Dufrechou

Provisional Ballot Module - Vickie Zeier

Election Management — Printing official register, processing the official
register, Election results, Reports, and closing the election.

. Petitions — Charlotte Mills




Logging into MT Votes Test

X" NetScaler Gateway

Welcome
Please log on to continue.

Tog6n

Logged on as: ci102-

/=) s
@ e ) e
ctive Directory eSERS MT VOTES S0S MT VOTES
lssword Changer Sharepaint

Test 64-bit

jour resources in several different ways. Use the Select view control to change the way that your resources are displayed. x|

Mazin > Test 64-bit

MT VOTES Test 64
bit

Hint: Unable to find the resource you need? Use Search to locate it for you. *



Getting started

This is a training guide, please ensure that
you are in MT Votes Test. If your MT Votes is

not bright pink, you are in the wrong
environment.




ABSENTEE MAINTENANCE

* Creating a batch
e Recommendations

* Absentee Reports



Absentee Maintenance

The absentee maintenance module is a useful
module when entering in Absentee Confirmation
cards. It allows you to enter batches of Absentee
requests at once, rather than having to open each
voters record and add a request.

This module is useful for any county that receives
large amounts of confirmations at one time.



Absentee Maintenance

From the main
screen of MT Votes
click on the
Absentee
Maintenance
Module.

I MT VOTES == =1olx|
About

Exit

Password

County: Lewis Clark Date: 12/15/2015 Help

Envirnment Test Environment M VOTES

~ 7
Voter Registration System Configuration X el
Voter Search User Administration
Voter Merge Address Library
Batch Scan Legal Address Library
Commit Batch Messaging

Document Templates
Election Management Load External Data
Election Calendar NVRA Process
Ballot Processing T e ——

Districts & Precincts Reports & Labels
Election Workers Schedule Jobs
Absentee Maint: e Batch Management

Provisional Ballots

Potential Felons

Petitions Last Updated 12/05/2015
= = Potential Deceased
Pre-Registration Last Updated 11/14/2015

Online Pre-Registration

Message Sent to other County for Merge Approval: Lewis & Clark County is trying to merge Voter...




Absentee Maintenance

When the module opens,
ensure that all the
populated information is
correct for everyone in your
group of ballots.

If the data is not correct for
an individual you will want
to manually change that
before scanning or entering
the voter ID.

Note: If you are entering
requests in before
02/01/16, ensure that your
start date is 02/01/16.

'E'Ahsentee Maintenance
From To
voter ID Add “12 =lf15 =fzo015 =] |t =lf31 2016 ]
Absentee Type Date Requested Absentee Status
[sbsentee List x| |12/15/2015 [sbsentee List |
Absentee Application Source  Issue Method Fax Number E-mail
[Mail x| Mailing =l |

# | woter 1D

| Mame | signature

Create Absentee

Delete

Cancel |




Absentee Maintenance

T Absentee Maintenance

Once you have verified all

To
[1 =lf31 ~ff016 -]

E-rmail

the information is correct,

you can start e - > =I5 s
. . . Absentee Type Date Requested Absentee Status

entel’lnglscannlng In voter [Absentee List >l |12/15/2015 [sbsentee List |

ID,S After eaCh ID |S Absentee Application Source  Issue Method Fax Number

entered, click the Add = L BT

button # | woter 1D | Mame

Create Absentee Delete

| signature

Cancel |
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Absentee Maintenance

Voter ID’s can be found on the
voter label on the returned
Absentee Confirmation. You can
either key these numbers in, or
you can scan the barcode with a
barcode scanner.

ELECTION ADMINISTRATOR m :
MISSOULA COUNTY U;";'D;l‘;‘; i
200 W BROADWAY Al
MISSOULA MT 59802 y Missoula MT |
;@ Permit #402 ’ !
} RETURN SERVICE REQUESTED % -l
|
i
|
o
TR RN A e i
I EUNI 5BE ‘ ;
I 2260 ITHW i
MISSOULA MT 59801 |
| .. | ' -

B\l il eprb gl 0o bt baal Tl

L] Check if the above address is NOT correct, or if it is correct for only part of

the year (clarify specific time period for each address if you will have more than
one mailing address during the year). Please clearly print the complete correct
mailing address (es) below, along with any additional instructions if necessary.

‘ Then sign and return the form. ‘

Additional Comments/Instructions:

By signing below, I affirm that I have confirmed my mailing address for |

ballots to be mailed to me for elections for which I am qualified from i

February 1, 2810 throngh January 31, 2011.
¥ 1,2010 throug y 31, 201

el T o X s - wvv-';"_w__go "%LLZZ Lo
Si / Date of Birth _ Date “_ :
one number in case the office needs to contact you . R Z
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Absentee Maintenance

Once you have at least one entry in
the list, and you have verified the
signature(s) from each voter’s
confirmation, you can click on the
Create Absentee button to create the
entry for every voter showing.

You will be prompted to print an
Absentee Maintenance report. This
report cannot be regenerated. Click
yes only when you are ready to print
the report.

'ifl'nhsentee Maintenance

=101

Help

From

To

“11 Rd | EXONRd ECEERRS |

sioter ID fi Add

J1

=lfzr =fJzoiz 7|

Date Requested
=l [11/10/2011

Absentee Type

|Permanent Al

Ahsentee Application Source  Issue Method

|1l =l

#

| vater 1D

| Mame
WASHINGTON, GEQRGE

Creafe Absentee |
] N\

Celete

| Signature

.-! ;gc«?‘}g %4':}{05

Cancel |

want to continue?

This report cannot be recreated, must print ar save the
report now. This will create absentee requests, Do you
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Absentee Maintenance - Reports

The Absentee maintenance
Report will generate
automatically when you
click Create Absentee.

This report cannot be
regenerated.

13



Absentee Maintenance

If you close out of the Absentee
Maintenance Report without printing,
an alternative report to run is the E-
015 report, although it takes a little
more work.

You must specify a date range for the
date of the absentee creation.

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.

Reports

=101

Woter Search Help

Electio

=

’7 |22 TEST SPECIAL ELECTION 2011 - 11/08/2011 J ‘

County
’7|Eig Horn
Preci

incts | District |

"BthN umber
I

O PRECINCT #10 - 10
OOPRECINCT #14 - 14
M PRECIMCT #15 - 15

P ct!
[¥ 2l (Deleted precints will be included on report)
OPRECIMCT #1 - 1

i’ ’70|f‘fi|:es

)|

Range
Eram IPRECINCT #1-1 =l

Budget Group
’7 Je

Date Range

From I
—Absentee Type NYRA Notice Type Party
v 2l Absentee Types  1st Motice |—DAH - :I
Ocivilian Overseas & (| . || {=2escd ption =
D Election Specific 1 2 Wotics O oemocrs tic
Military Domestic € Cancellation of voters O Republican
O Mo Party =

Code |Nme

E-011 Absentee Batch Report

E-012 List of voters In Election

E-D13 Permanent dbsentee with No Ballot Request
E-D14 NWRA Report

E-015 Absentee Type Date Range Report
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Absentee Maintenance
- Recommendations

« Create a uniform number of forms in one batch.

« |f 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.

15



VOTER MODULE

* Voter Registration
 Add Absentee Request

* Late Registration
* Voter Merge



Voter Registration

The Voters module is where
you can create new voter
records and edit existing
voters.

This training will help
demonstrate how to register
a voter during both regular
registration as well as the late
registration period.

This training will also cover
the Voter Merge module.

To register your new voter
click on Voter Registration.

Voter Registration

Voter Search
Voter Merge
Batch Scan
Commit Batch

17



Voter Registration

T Voter Registration

The Voter Registration

screen will open. When [ | ) o |smnloemen) -
it first opens there are l | | r—r—dr

only two things that you

can do.

e Search for a voter by
Voter ID or State ID.

* (Create a New voter.

To create a new voter,
click New.




Voter Registration

T Voter Registration

TO Sta rt Out the Voter Woker Print Elections Petitions Imaging Address
registration process, you will New | Save | Clear | Search [ Process Batch |

. Voter ID State ID SSN Birth Date  Age  Gender Last Name First Name
need to add either a State ID || | [ | [ —

or SSN. Since we are in test,
you can use made up data in
either of these fields. Do not
use made up data in
production.

Enter the ID, DOB and Name
of the test voter and tab past
the suffix field.

Important: When
navigating in MT Votes,
always use the TAB key.
When you use TAB it
causes the system to
refresh the data.

19



Voter Registration

i’ Duplicate Voters =

Voter Search Help

% |Reg Mo | Mame | DOB /55N |DL Mo |Residential Address | County Status | Signature
4501259 [TEST, WOTER 2719 DORES SEK D Jefferson i
LA
a0 4501259 TEST, WOTER 1/1/19a60 1000 4 [ MAIM 5T lefferson
CLAMNCY, MT 29034

Full Image | View Surmnmary | Showing 2 of 2 potential duplicates. Mark Mon Duplicate | Select | Mo Match |

The Duplicate Voters window will pop up if any voter is flagged as a potential duplicate voter. For
this training exercise you want to register a new voter, so you will want to select No Match. Before
you select No Match, lets look at some of the other functionality.

Mark Non Duplicate should be used, if the voter is not a duplicate, when this window pops up.
This will flag the voter as a no match so they won’t appear as potential matches on reports going
forward.

Select is used when a record is a match and you want to use the existing record.
Please select No Match.




Voter Registration

ﬁ Voter Registration

YO u Wi I I n OW be a b I e e nte r Woter Print  Elections Petitions Imaging Address

The voter could not be verified through MVD data .

the Residence information | e | s | cer | seoen | rocessoue ]

Voter ID State ID SSN Birth Date Age Gender

In thlS tab [ [or1111111 [ [o1/01/1940 [75 |

Residence | Prev Registration I Ashsentee I Contacts I Histary I
fsiandard___ Bl SRR o e _Cear |
House #  Suffix  Pre Dir  Street Name Type
. - - -
| [ [ = Hy ©
Addresses added into MT | o 5 venee | a1

Votes must be broken up ““jj"f*: 2 |l —

Precinct | | split | =]
by SpeCIfIC f|e|d (1 West _mcl:;mw |UNITED STATES OF AMERICA ] ¥ USA qea,|
=

First Street South). e =
Remember, use the TAB s Szl

key to maneuver between
fields.

Once you TAB past the
Post Dir field, the address
library screen will pop up.




Voter Registration

The Address library is where
you will select (or add) an
address to use for this voter.

Addresses in the Address
library are associated with
splits, which in turn are
associated with Precincts and
with Districts. You want to
make sure that you select the
correct address range or else
the voter could get a wrong
ballot.

Once you choose an address
from the library, you can click
Select.

T Address Library ;IAILI

Maintenance

Please select Residential Address from the Following. Voter Search Help

—Selection Criteria

House# From House# To Type Unit Type Unit# From Unit# To
It It | = =
Pre Direction Street Name Street Type Past Direction
| x| mamn =l =l =
County City Zip Precinct Split
|Jefferson j | jl j | ﬂ I j
Residential Address  Mailing Address District
fai =] _v| I” Search Street Aliases |22 - Jefferson ~|| search | clear |
Search Result
Current |
From | To | Type | Pre | Street Name,/Type | Postl Unit Type | Unit # | City | Zip | District | Precinct | Split | Res Add |
1 343 All MN MAIN JEFFER... 596... Jleffer... PREC.... 01.06 YES
1 27 Odd N MAIN ST CLANCY  596... Jeffer... PREC.... 01.07 YES
1 413 All M MAIN 5T WHITE... 597... Jeffer... PREC.... 02.02 YES
1 13 All S MAIN 5T CLANCY  596... Jeffer... PREC.... 01.07 YES
New | Detail | Delete | Split Address Rangel Merge Address Range | Select | Report | Close |

If you need to add an address range, ensure that you know
what split and precinct it will be added to.

22



Voter Registration

ﬁ Voter Registration

The rest Of the Woter Print  Elections Petitions Imaging Address

New | Save | Clear | SearchlProcess Batchl

i n fo r m ati O n i n t h e Voter ID State ID SSN Birth Date  Age  Gender Last Name

| |011111111 | |01f01f1940 |75 |

reSidence ta b has a Uto Residence | Prev Reaistration | Absentee | Contacts | Histary |

f- II d b d lm NCOA CASS  Migration EIechn Clear
Commen ts Worker
e aSed on your em—— & CoTi |

- o o =l -
selection on the Address | o ] vnere | =l

| fresT

. City/st/zip [IEFFERSON CITY B EE
L| b ra ry SC ree n . County  [JEFFERSON Precinct [PREC.06-7 »| Split [01.06 ~|

—Mailing
Country  [UNITED STATES OF AMERICA  +| M USA  Clear |

From here you can enter R

a mailing address if they
entered one.
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Voter Registration

r Registration
Woter Print  Elections Petitions Imaging Address
The voter could not be verified through MVD data .

Once done in the
Residence tab, you
will want to work
on the
Registration tab.

New | Save | Clear | Search | Process Batch |
Voter ID State ID SSN Birth Date Age Gender Last Name First Name MI Suffix
| |CESEEEEEE! | [o1/01/1940 [75 | =] frest VOTER

Registration | Misc Info | Customn | Dunplicate Rea. | Undeliverable
Party INo Party ~| Last Verified Date I

Status IvaisinnaI -N j [~ MVD Verified
Reason |ID Verification - ID x| I" SSA Verified
Source of - =
Reqgistration I J &I
0Old Voter ID I County Reg Date IO4{24{20 15

Viote Eligible |04/24/2015 Last Voted Date I

[~ No Signature [~ Confidential Reveal | ¥ US Citizen

Comments I ﬂ

24



Voter Registration

The Registration tab is a very important
area of the voter record.

The Status field for newly registered
voters will be: Active, Pending or
Provisional.

Since you are using made up information,
the record will not automatically verify.
The voter will be brought over as
provisional. In order to continue the
training, you will need to mark them as
Active.

Registration | Misc Info | Custom | Duplicate Req. | Undeliverable

Party IND Farty j Last Verified Date I—
Status |Pr0visinna| - N j [~ MvD Verified
Reason |ID Verification - ID _=| I” SSA Verified
| 3 ey |
old Voter ID County Reg Date  |04/24/2015
Vote Eligible [04/24/2015  LastVotedDate |
[T Mo Signature [~ Confidential Reveal [+ US Citizen

Comments

The Source of Registration should be set to what ever style of registration form that you

received.

For newly registered voters the County Reg Date and Vote Eligible date will autofill based

on the System date.

Either the MVD/SSA box will need to be checked to continue for newly registered voters.

3
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Voter Registration- New Enhancement

A quick word about the MVD/SSA boxes. Starting in
2016, the system will automatically try to match a
DLN and/or the last four of the SSN. If the system is
unable to verify the provided identification, you will
now be prompted with a window that will allow the
user to attempt to enter different combinations of
data (ex, Bill, William, Billy, Will,etc) to get the voter
to verify.

That's right, you will no longer have to leave the
system to verify a voter.

26



Voter Registration

The Prev Registration tab is
where you will enter the
voters previous registration
information, if any.

This information is very
important as the Secretary
of State uses this
information to notify other
states of people who have
moved into Montana from
their state. Without this
information, it would be
possible for a person to be
registered in two different
states.

T Voter Registration

Voker Prink  Elections Petitions Imaging Address

=l ol x|

New | Save | Clear | Searchlecess Batchl

Voter ID State ID SSMN Birth Date Age Gender

Last Narme

First Name

MI

Help

Suffix

|[GEEEEEEEE! |

|n 1/01/1940 |75 |

Residence  Prev Registration | Absentee | Contacts | Histary |

Last Name  First Name  Middle Name Suffix
Prev Name [TEST jvoTER |

Prev County ~|prevstate [ |
Address ;I

| -
ez | =l

Date of Birth |01/01/1940

[~ Mot Provided

NOTE: If provided, Qut-of-State counties must be typed in the
Prev County field.

x| [resT

VOTER

This field is required. If the voter failed to provide previous registration, you must click the
Not provided box. You will be unable to save this record until this tab is complete. Once
you save this record you can not access it again.

27




Voter Registration

Occasionally a user will have to reactivate a
cancelled voter and that voter will have
Indicated that they were registered in another
state. When you reactivate a voter you will not
have access to the Previous Registration tab,
S0 you can simply email a copy of the voter
registration card and email
soselections@mt.gov. we will then take that
registration information and get it to the
appropriate jurisdictions.

28


mailto:soselections@mt.gov

Voter Registration

After you have
entered previous
registration
information, you
can now Save
the voter record.

29



Voter Registration

If the voter
provided
contact

information you
can enter that
data into the
contact tab.

30



Voter Registration — Adding an
Absentee Request

To add an absentee
request, click on the
Absentee tab.

You must add an
absentee Status
before adding an
absentee request
(NEW 2016!) unless
they are Election
Specific.

31



Voter Registration — Absentee Statuses

and the Types associated with them.
A quick key:

A blank Absentee Status will result in the following available absentee types:
* Election Specific

UOCAVA Absentee Status will result in the following absentee types:
*  Military Domestic

*  Military Overseas

*  Civilian Overseas

An Absentee List absentee status will result in the following absentee types:
*  Absentee List
e Seasonal

An EBR status will result in the following absentee types:
* Absentee List

* Election Specific

* Seasonal

* Civilian Overseas

* Military Overseas

* Military Domestic

32



Voter Registration

In order for the voter
to get pulled into an
election, they need
an absentee type. So
far you have just
added a status.

To give them an
active request, click
the Add button.

Dates/Elections Absentee ... | Address

Absentee Status IAbsentEE List vl

Add | Details

Residence Absentee | Contactsl Histary | Wating Histary |

Rermove
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Voter Registration

The Absentee Detail
screen will open. From
here you can select the
Absentee Type (this is
now directly related to
the Absentee Status),
From Date, Absentee
Application Source and
Issue Method.

You can choose to use
the address on file, or
add a new one.

*llf Voter Registration - Absentee Detail

Absentee Type —From T

o
[absentee List 2 =2t =015 7] i =]t =J2016 -]

Absentee Application Source  Issue Method Issue Details

i o | = |
Date Requested  Political Party

[12/21/2015 | |
¥ Use Address On File

20 W MAIN 5T
EAST HELENA, MT 59635

[~ Print Application
—Absentee Address

Country IUNITED STATES OF AMERICA j - USA [~ EMAIL [T FAX

Address |

civist/z | = | s

Save and Issue Ballot | Update and Save |

Select Update and Save
or Save and Issue Ballot.
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Voter Registration

You will be returned
to the Absentee Tab,
and can Verlfy that Residence Absentee | cContacts | History | Voting History |
the voter NOW has an | oicemos [ sssenee. |agsess
active absentee 12/21/2015 To 1/31/... Absentee... 20 W MAIN ST, EAST HELENA
request with a date
range.

| | >
Absentee Status IAbsentee List vl

Add | Details | Removel




VOTER REG - LATE REG

* Who is a late registrant?

* Adding an absentee request for a late
registrant
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Voter Registration- Late Reg.

A late registrant is a voter registering, or updating registration
information after the close of regular registration.

Why does this matter?

Late Registrants must appear in the county election office (or location
designated by the county election administrator) to register. These
voters will be issued an absentee ballot on the spot. Late Registrants
do not show up in the register and cannot vote at the polling place.

Late registrants are also tracked and entered with a specific vote
eligible date and status in MT Votes. NOTE: if someone is registering
or updating registration information after the close of regular
registration, but does not want to be issued a ballot, they are not
considered a late registrant and should be given a vote eligible date of
the day after election day.
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Voter Registration — Late Reg

ﬁ Voter Registration

The Registration tab
contains the fields that
indicate whether a voter is
a Late Registrant or a
Regular Registrant.

Woter Print  Elections Petitions Imaging Address
The voter could not be verified through MVD data .

New | Save | Clear | SearchlProcess Batchl

Voter ID State ID SSN Birth Date Age Gender Last Name First Name MI Suffix
| |CESEEEEEE! | [o1/01/1940 [75 | =] frest VOTER

Late Registrants should
have a status of Late
Registration — LR.

Registration IMisc Infol Custom I Duplicate Req. I Undeliverable

Party INo Party vl Last Verified Date |0

Status

Reason
Source of
Registration

|Late Registration - LR

o

-

jorv - 01

0Old Voter ID I County Reg Date
Vote Eligible I Last Voted Date

[~ No Signature [ Confidential Reveal

|06f09f2015
l—

¥ US Citizen

Comments I

|
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Voter Registration

ﬁ Voter Registration

Woter Print  Elections Petitions Imaging Address
The voter could not be verified through MVD data .

Late Registrants must
have a (status) Reason.

New | Save | Clear | Search | Process Batch |
Voter ID State ID SSN Birth Date Age Gender Last Name First Name MI Suffix
|CESEEEEEE! | [o1/01/1940 [75 | =] frest VOTER

The following reason
codes can be used:

New (If the late registrant
has never been in the
system before.)

Registration IMisc Info | Custom | Duplicate Rea. | Undeliverable
County to County this i e
. . Reason |Cour‘|1:\_nr to County - LC j T 554 Verified
will be used if the voter ouceot oo o
H 0Old Voter ID County Reg Date 06/09/2015
was a transfer registrant oo l—' o
fro m a nOthe r cou nty I~ No sigmlmxe I~ Confidential Reveal ¥ US Citizen :I
Comments =

Precinct to Precinct is
for voters who are moving
within the same county.
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Voter Registration

ﬁ Voter Registration

Their Vote Eligible date
must be set to the
Sunday before the
close of regular
registration. If you fail
to give them this date
MT Votes will not be
able to issue a ballot to
this voter.

Woter Print  Elections Petitions Imaging Address

The voter could not be verified through MVD data .

New | Save | Clear | SearchlProcess Batchl

Voter ID State ID SSN Birth Date Age Gender Last Name First Name MI Suffix
|CESEEEEEE! | [o1/01/1940 [75 | =] frest VOTER

Registration IMisc Infol Custom I Duplicate Req. I Undeliverable

Party INo Party =] Last verified Date |06f09,|’2015

0Old Voter ID I County Reg Date
Vote Eligible I Last Voted Date

[~ No Signature [ Confidential Reveal

Status |Late Registration - LR j ™ MVD Verified
Reason |Cour‘|1:\_nr to County - LC j T 55A Verified
Source of N = -

Registration IDMV 01 J Verify |

|06f09f2015
l—

¥ US Citizen

Comments I

|
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Voter Registration

Late Registrants
must be issued an
absentee ballot
when they register*.

To issue late
registrants a ballot,
click on the
Absentee Tab.

*On election day New late registrants get an absentee ballot like the method above.
Precinct to precinct and county to county late registrants must be issued ballots in the
provisional module.
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Voter Registration — Late Reg

Assume that your voter did
not want to be on the
absentee list*. To continue
to issue a ballot to this Late
Registrant, click the Add
button.

*These instructions for
issuing a ballot would
change slightly if the voter
asked to be on the
absentee list.

Residence Absentee | Contactsl Histary I Voting History I

Dates/Elections Absentee ... | Address

Absentee Status I vl
Add | Details Remove
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Voter Registration

The Absentee Detail
screen will open. Since
this voter did not ask to
be on the absentee list,
leave the Absentee Type
as Election Specific.

Pull down the election in
the Elections box. The
Absentee Application
Source and Issue method
will usually always be In-
Person for late
registrants. Everything
else can be left as is and
you would click Save and
issue Ballot.

T Voter Registration - Absentee Detail

Absentee Type

Elections

|Electior| Specific

Absentee Application Source  Issue Method

=l

Issue Details

IIn—Person

Date Requested

j IIn—Perscm j |

Political Party

|09f16f2015

| =

¥ Use Address On File

20 N MAIN 5T

WHITEHALL, MT 59759

[~ Print Application
—Absentee Address

Country IUNITED STATES OF AMERICA

| P usAa [T EMAIL [T FAX

Address

City/5t/Zip |

- -l

Save and Issue Ballot | Update and Save |

Close
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VOTER REG — VOTER MERGE

* Merging a voter.



Voter Registration

Occasionally you will
come across what
appears to be two or
more separate voter
records that are in fact
the same individual.

When this situation
comes up, you can use
the Voter Merge module
to remedy it.

Voter Registration
Voter Search
Voter Merge
Batch Scan

Commit Batch
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Voter Registration- Merge

To complete this portion of the training you
will want to ensure you have a duplicate voter
In your county. If you do not have one in the
test environment, you can create one.
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Voter Registration

Start by checking the
Potential duplicates
identified by the L

=10 x|

Voter Search Help

System . —Choose ¥Yoter merge option
&+ Potential duplicates identified by the system
M a ke SU re th |S rad |O = Query individual voters

button is selected, and psmne |

. " Unmerge voter |
click Ok.

= Mergeable |

= MonMergeable |
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Voter Registration- Merge

If no voters are found on the Potential
Duplicates Identified by the system, you can
always use the radio button for Query
Individual Voters.
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Voter Registration

The system will

automatically bring up any
matches that it has _ ——
identified. Voter Search Help

Survivar | Exclude | ID | Mergeabl| Last Name |First Mame | County | DOB |55M | Effective Reg Date| Original Re
- v 4301231639 Yes VOTER TEST Jefferson 01/01/19 11321 06/09/2015 0&/09/201%
|| v 450131645 Yes WOTER TEST Jefferson 01/01/19 1111 07/14/2015 07f14/201"

Uncheck the box under
Exclude for both of these
voters.

»
Close I
X

Add Compare Commit Mo Match

Next you have to identify
which record you want to be g ——
the surviving record and Voter Search Help

Survivor | Exclude | ID Mergeabl| Last Name | First Name |County | DOB |55M | Effective Reg Date| Original Re

then CheCk the Su rVivor bOX I [T 450131639 Yes WOTER TEST Jefferson  01/01/19 1131 08/09/2015 06/09/201¢
r [T 450131645 ‘es WOTER TEST Jefferson  01/01/19 1111 07/14/2015 07/14/201
next to that record.

Add Compare Commit No Match Close I
e
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Voter Registration

Next, click on the Compare
button. This screen will
bring up information on both
voters. The left side is the
voter you marked as a
survivor and the right as the
potential duplicate. This
screen is mainly used to
verify the voters are the
same.

Verify that the two voters
are identical and ensure the
correct voter is marked as a
survivor and then click Close.

' Merge Comparison

Survivor
MNarme

Date of Birth
Driver License

Residential
Address

Signature

Registration
Party
Status

Reason

Orig Reg Date|06,f09f2015 Eff Reg Date|06,r'09f2015
0ld Voter ID I Last Vote Datel
Confidential INone Expirationl

=101 x|

Voter ID |450131639

|VOTER, TEST

|0 1/01/1980 SR

——

20 N MAIN 5T
WHITEHALL, MT 59759

[1131

]

| Mailing Address

Ahsentee Address | Misc Info | Moving History | Contacts

|N0 Party

|Active

Voter Search Help

Voter ID |450 131645

Potential Duplicate

Name |VOTER, TEST

Date of Birth |01,r01f1990 £ |1111

Driver License I

Residential 20 WHITETAIL RD B
Address WHITEHALL, MT 59759 ;l
Signature

Alternate Names

Party INo Party
Status IActive
Reason I

Orig Reg Date|o?,r'14,f2015 Eff Reg Date|0?f14;2015
Old Voter ID I Last Vote Datel
Confidential INone Expiration I

~

Excludel MarkAsSurvivor' Close |
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Voter Registration

To merge these voters, simply
click the Commit button.

You will receive a pop up box
notifying you know that
information is different
between the records. Take a
look through the provided
data and ensure it looks ok, if
it does, click Yes.

Depending on how big the
records are, the merge
process can take time.

Once the merge is complete
you will receive a
confirmation message.

if Voter Merge Selection

=lol x|

Voter Search Help

Survivor | Exclude | 1D
v r
N I

Mergeahl| Last Name |First Name |County | DOB
4530131639 Yes WVOTER TEST
450131645 Yes WOTER TEST

|55M | Effective Reg Date| Original Re
Jefferson 01/01/19 1131 0&6/09/2015 06/09/201¢
Jefferson 01/01,/19 1111 07/14/2015 07/14/201¢

Compare Commit Mo Match

if Voter Merge

Merge was successful with resulting voter id:450131639

ﬁ Voter Merge

=10 x|

Voter Search Help

—Choose Yoter merge option

" Potential duplicates identified by the system

' Query individual voters

| r

 Unmerge voter |

" Saved query

" Mergeable |

" NonMergeable I

Cancel

o]
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Voter Registration- Merge

If the duplicate voter is located in a different
county, the secondary county will need to mark
the voter as mergeable (this can be
accomplished in the Voter Merge module).

If you receive a merge request from a county,

verify that the voter you mark as mergeable Is
the same as the voter they are trying to merge.
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VOTER REG — UNMERGE

* Unmerging a voter.



Voter Registration

If a voter was wrongly
merged, the system allows a
user to Unmerge.

To Unmerge, simply pull up
the Voter Merge menu, click
the radio button next to
Unmerge Voter and then type
in the Voter ID and clicking
OK.

This process takes time,
sometimes longer than 15
minutes depending on how
big the records are.

T Voter Merge

=10l x|

Voter Search Help

—Choose Yoter merge option

i~ Potential duplicates identified by the system

" Query individual voters

= Saved guery |

* Unmerge voter [450131639

~ Mergeable I

= MonMergeable |
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ELECTION MANAGEMENT

* Creating an Election
* Ballot Styles
* Printing Labels



Election Management

Before you get started building an election, it is recommended that you
create a folder on your desktop or on your local sharedrive named for this
election.

Why do this?

Simply put, MT Votes is a live database. Data that you see today, might be
different tomorrow.

This folder will be used as a receptacle for reports/exports/labels/etc.
Keeping a copy ensures that you have created a hardcopy of the snapshot

you pulled out of the system.

It’s wise to routinely save data that you pull out of MT Votes. You might
never need it, but when you do need it, you’ll be glad you have it.
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Election Management

To begin the process
of creating an
election, click on
Election
Management.

Election Management
Election Calendar
Ballot Processing
Districts & Precincts

Absentee Maintenanc

Election Workers
Provisional Ballots




Election Management

This screen will show o e
you any Open elections
you have. You can
double click on an open
election to open that
election if you need to
access it.

We will be starting a
new election, so click
the New button.
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Election Management

A Election Management : =
Ballot Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincks  Reports

The left hand side of the | =
Election Management Fection peats cecionore [———— T —

. . Include Certified Contests D I Open |[7:00 AM
module indicates what Eul Cotass ] o
Issues & Offices Election Type | j Election Method Poll - Close |8:00 PM

step of the Election Eublich Cartfied Contasts ClosingDate o [ _pupication Dates

Registration
- - Ballot Review Official County I Start
b u I Id I n g p rocess yo u a re Erint Labels Late Registration Voter Eligible Date canvass Votes Date End l—

Official Reqister (Sunday before the close of registration) I HEE
O n Election Expenses — Districts — Statistics
. Election Results District | Control County | # Of Offices | # Of Issues I

Process Official Register
Duplicate Ballot Report
Close Election

Exit

When it first opens, it
defaults to the Election
Details screen.

[~ Processcompleted Save |




Election Management

=l ol x|

i Election Management =
Ballok Styles  Address Library  Pull Petitions  Paling Places  CASS  Diskricl

Reporks

You will start by entering the
information pertinent to your
election.

Ensure that you have all the
information correct for your
specific election. Once to a
certain point in building your
election, it locks some fields
on this screen.

Once done, click the process
complete checkbox and then
Save.

Election successfully saved.

Voter Search Help

| Election Date: Jun-07-2016

Election Type: Federal Primary

Description: Test Fed. Primary

¢@Election Details
Include Certified Contests
Pull Contests

Issues & Offices

Publish Certified Contests
Ballot Styles

Ballot Review

Print L abels

Official Reqister

[o8/07/2016

Election Date

—Poll Hours

Description

|01 Test Fed Prima

Open |7:00 AM

ry 2016

Election Type |Federa| Primary

Late Registration Voter Eligible Date
(Sunday before the close of registration)

Close |8:00 PM
—Publication Dates
Start |D5/18/2016
06/03/2016

_v| Election Method

IPoII -
|U5,f[]9,.|’2016
|06,f0?,f2016

Closing Date for
Registration

Official County

Canvass Votes Date

05/08/2016 ik

End

Election Expenses
Election Results
Process Official Reqister
Duplicate Ballot Report
Close Election

Exit

Refresh Wizard Status

— Statistics

— Districts

District

| Control County

| # Of Offices | # Of 1ssues

¥ Process completed

Save |
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Election Management

To comply with data standardization, the name of your
election should follow this naming convention:

* County License # Type of Election Year of Election
Beaverhead for example would be:

18 Federal Primary Election 2016
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Election Management

Include Certified
Contests

This screen displays any
shared races. Most
commonly you will see
Statewide or Legislative
races. If any contestis in
the ‘Include Certified
Contests’ screen, it must
be included or you won’t
be able to proceed.

Click Select All, check
Process Completed and
check Save.

Ballot Stvles  Address Library  Pull Petitions

Palling Flaces

Districks Precincks  Reports

=

Voter Search Help

Election Date: Jun-07-2016

Election Type: Federal Primary

Description: Test Fed. Primary

Election Details
IncludeCertified Contests
Bull Contests

Issues & Offices
Bublish Certified Contests

Ballot Styles
Ballot Review

Print Labels

Official Reqister

Election Expenses

Election Results

Process Official Register

Duplicate Ballot Report
(T)Close Election

Exit

Refresh Wizard Status

—Shared Districts

—Include Offices

District | certifying Jurisdiction |
SUPREME COURT JUS... STATE OF MT
Montana STATE OF MT
CONGRESSIONAL STATE OF MT
House District 75 STATE OF MT
Public Service Commi... STATE OF MT
House District 71 STATE OF MT
Senate District 38 STATE OF MT
Senate District 36 STATE OF MT

[0 SUPREME COURT CHIEF JUSTICE
[0 SUPREME COURT JUSTICE #3

—Include Issues

[~ Process Completed

Save | SelectAIIl
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Election Management

Pull Contests

This area will have any
contests that MT Votes
identifies as set for re-
election based on your
Election Details.

Select all the races you
want to include in this
election by using the
checkboxes next to the
District/Race name or
by using the Select All
box.

When ready, select
Process Completed and
then Save.

_ S s
Ballok Styles  Address Library  Pull Petitions  Polling Fla Districts Precincks  Reports
Voter S h Help

| Election Date: Jun-07-2016

Election Type: Federal Primary

Description: Test Fed. Primary

Election Details

Include Certified Contests

Pull Contests

Bublish Certified Contests
Ballot Styles

Ballot Review

Print Labels

Official Reqister

Election Expenses
Election Results

Process Official Register

Duplicate Ballot Report
(@)Close Election
Exit

Refresh Wizard Status

— Districts - Positions

—Inc

bent Candidates

=[O efferson
i [clerk of the District Court
- [ county Commissioner District 1
E|D SOIL CONSERVATION DISTRICT #£3
- [JJEFFERSON VALLEY SOIL CONSERVATION DISTRIC

< | o[ | 2
—Summary

District | Position | Candidates

| | o

[~ Process Completed

Select All | Save |




Election Management

Don’t worry if you don’t see your office or candidate on this
screen. Data on this screen is being pulled from the position
tabs in the Districts and Precincts Module. Most of the position
information in the D&P module was entered when the system
was new and some data is now out dated. If the
office/candidate is not on this screen, you will have an
opportunity to manually add it to the election through Issues &
Offices menu option.

However, it is good data administration to update this
information in the Districts and Precincts module as you come
across it.
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Election Management

Issues & Offices

I =l

T Election Management
Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Diskricks Predincts  Reports

Voter Search Help
M H | Election Date: Sep-15-2015 Election Type: Municipal Primary Description: Test Election |
This screen is where a user e fption.
- Election Details Code - Name | Control Coun County Treasurer
Ca n m a n u a I Iy a d d Offlces’ Include Certified Contests 22 - Jefferson Jeffersan
Pull Contests
C d 'd d I h Issues & Offices
a n I ates’ a n Ssues t at Publish Certified Contests
’ H Ballot Styles
don’t automatically get S
. (DPrint Labels New | Details | Delete |
pulled in through the Pull (Doficil Recister =
. i foissas Name | Political Party | Status | Ballot Position | Pe
Contests menu item. Election Resuts
Process Official Reagister
Duplicate Ballot Report
(Dclose Election
Exit
1 | i
New | Details Delete |
—Issues
| Caption | Issues # |
A [~ Process Completed New Details Delete Issue Sequences
efresh Wizard Status
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Election Management

Issues & Offices

If your office did not
automatically pull in, you

will have to add it manually.

Select the New button
under Offices.

T Election Management :
Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Diskricks Predincts  Reports

I =l

Voter Search Help

Election Date: Sep-15-2015

Election Type: Municipal Primary

Description: Test Election

Election Details
Include Certified Contests
Pull Contests
Issues & Offices
Publish Certified Contests
Ballot Styles
Ballot Review
(Dprint Labels
(¥)official Register
Election Expenses
Election Results
Process Official Reagister
Duplicate Ballot Report
(Dclose Election
Exit

Refresh Wizard Status

— Districts

— Offices

Code - Name | Control County

| County Treasurer

22 - Jefferson Jeffersan

New | Detailsl Delete |

— Candidates

Name | Political Party| Status

| Ballot Position | Pe

New | Details Deletel

—Issues

Caption

| Issues # |

[~ Process Completed

New Details Delete

Issue Sequences
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Election Management

Issues & Offices

This screen will be blank when it first
opens. Click the District type and then
the District to pull up all available
positions.

Select the position you’d like to include
in the election. Leave the Political
Party blank and change the Vote For
Number, if needed.

If you have more offices to add
manually, click the Save & Add New,
otherwise click Save.

T

District Type |COUNTYWIDE

I*_I*_E

District |Lewis & Clark

COUNTY COMMISSIONER DISTRICT # 1{POMNICH-HUMTHA
COUNTY TREASURER/CLERK AND RECORDER(DE HART, PA
COUNTY SHERIFF(DUTTON, LEQ C / DUTTON, LEO C /DL
COUNTY CORONER(NELSOM, MICHAEL E / NELSOM, MICH
COUNTY ATTORMEY/PUBLIC ADMINISTRATOR({GALLAGHER
COUNTY SUPERIMTEMDENT OF SCHOOLS({DAVIS, MARSHA
JUSTICE OF THE PEACE(SWINGLEY, MIKE / OITZINGER, £
COUNTY COMMISSIONER DISTRICT #2(BROWN, DEREK [
CLERK OF THE DISTRICT COURT(SWEENEY, NANCY [/ SWI
COUNTY COMMISSIONMER. DISTRICT #3(MURRAY, MICHAEL

Position

Political Party | M

Vote For Humberll

Is Prirmary [

Save & Add New Save Close |
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Election Management

Issues & Offices

Once all offices are entered,
you can start adding
candidates. To do so, click
the office you want to add
the candidate to and click
New.

T Election Management :
Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Diskricks Predincts  Reports

I =l

Voter Search Help

| Election Date: Sep-15-2015

Election Type: Municipal Primary

Description: Test Election

Election Details
Include Certified Contests
Pull Contests
Issues & Offices
Publish Certified Contests
Ballot Styles
Ballot Review
(Dprint Labels
(¥)official Register
Election Expenses
Election Results
Process Official Reagister
Duplicate Ballot Report
(Dclose Election
Exit

Refresh Wizard Status

— Districts

Offices
Code - Name | Control Cou County Treasurer
22 - Jefferson Jeffersan
New | Details | Delete |
— Candidates
Name | Political Party | Status | Ballot Position | Pe
< | |
New | Details Delete |
—Issues
Caption | Issues # |
[~ Process Completed New Details Delete Issue Sequences
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Election Management

New Candidate

Type the first and last name of
the voter you’d like to add as a
candidate and then Link To
Voter. The voter’s information
should automatically fill. Select
a political party, update any
information that needs to be
updated and ensure they meet
any specified requirements.

Click Save.

Verify the Ballot Name field is
exactly how the candidate
wants the name to appear on
the ballot. Ifitis, select OK.

Il Election Management :
Ballot Styles  Address Library  Pull Petitions  Palling Places

Districks Precincks  Reporks

=lolx]

Voter Search Help

| Election Date: Sep-15-2015

Election Type: Municipal Primary

Description: Test Election

Election Details

Pull Contests
Issues & Offices
Publish Certified Contests
Ballot Styles
Ballot Review
(®)print Labels
(P)Official Register
Election Expenses
Election Results
Process Official Reqister
Duplicate Ballot Report
(?)Close Election
Exit

Refresh Wizard Status

District: 22 - Jefferson

Position: County Treasurer Link To Voter

Include Certified Contests

Last Name IVOTER First Name [TEST Middle Name |

Ballot Name |[TEST VOTER

Through

Petition " Link To Petition

Suffix |

ICert\ﬂed vI Incumbent r
Political Party INo Party vl Ballot Position I

Status

Address | Contact |

Address Type | Address

| Last Updated |

Mailing
Resent Addr...
Residence 20 WHITETAIL RD, WHITEHALL, MT 59759 09/17/2015
Work Address
Detail
Comments

—Satisfying Eligibility Requirements

F

System Requirements

O County residency

O Lives within district

Validate Candidate |

Save & Add New Save Close |

Check ballot name to verify the name is the same as
what is requested on the ballot

o]

Cancel
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Election Management

Issues & Offices
*lf’ Election Management =

Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Districts Pres

M M Voter Search Help
The candidate is now . . — - :
Election Date: Sep-15-2015 Election Type: Municipal Primary Description: Test Election |
LN ol —Districts — Offices
e nte re d a n d Ce rt Ifl ed B Election Details Code - Name | control County | County Treasurer
Include Certified Contests 22 - Jefferson Jefferson
H Pull Contests
Contlnue to enter Issues & Offices
. . Publish Certified Contests
candidates until you are Balt st
Ballot Review
@Print s New | Details | Delete |
done. (Dofficial Register e
mm Name | Political Party| Status Ballot Position | Pe
Tz f VOTER, TEST  No Party Certified 1 NC
Process Official Register
M Duplicate Ballot Report
To add an Issue click the Cione e
Exit
New button below the «l s
New Details Delete |
Issues box.
—Issues
Caption | Issues # |
. [~ Process Completed ‘ ‘ New Details Delete Issue Sequences |
Refresh Wizard Status




Election Management

Create an Issue

You need to provide an
Issue No., District Type
and a District.

As we get closer to the
election the SOS office will
send out the field
requirements for the
Issues screen. For this test
scenario you can fill out
any fields you like.

’ﬁ‘ Election Management

Ballat Styles  Address Library  Pull Petitions

Palling Pl

CASS  Districks Precincks  Reporks

=10 =]

Voter Search Help

Election Date: Jan-15-2016

Election Type: Federal Primary

Description: test primary

@

Election Details

Include Certified Contests

Eull Contests

Issues & Offices
Publish Certified Contests
Ballot Styles

Ballot Review

Print Labels

Official Register
Election Expenses
Election Results
Process Official Register
Duplicate Ballot Report
Close Election

Exit

Refresh Wizard Status

Issues No. |25 -Jo1 District Type [COUNTYWIDE = | District|Lewis & Clark =
General | Result Of/Impact

Caption (Characters: 0) (Words: 0)

I~ 50% Eligibility Applies I~ 60% Eligibility Applies

Question (Characters: 0) (Words: 0}

Summary (Characters: 0) (Words: 0)

Campaign Committee if any

Save & Add New Save Close

Once done, click Save.
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Election Management

[ ) [ ) [ T Election Management _I_I— 0 _IX
I u I S e rt I I e Ballok Skyles  Address Library  Pull Petitions  Poling Places  CASS  Districts Precincks  Reports

Voter Search Help

Co nte sts Election Date: Jun-07-2016 Election Type: Federal Primary Description: Test Fed. Primary |
—Shared Districts ——— — Certify Offices

Election Details

Include Certified Contests
Pull Contests

Issues & Offices

This area is used if you have Publish Certified Contests

Ballot Styvles

a shared contest, and where | geteee

Print Labels

Official Reqister

you would publish it for the Elocton expenses
Election Results

other county to utilize. Process Oficial Reqister

Duplicate Ballot Report — Certify Issues
(DClose Election
Exit

This area is used but rarely,
so go ahead and mark
process completed and hit
save.

Refresh Wizard Status I” Process Completed Save Select All




Election Management

The next section tackles Ballot Styles. Before we cover that part of
Election Management, it is important that we understand what a ballot
style is and how MT Votes treats them.

A Ballot Style is a set of candidates/races/issues that is unique to the
jurisdiction represented on the ballot. Ballot styles for federal elections
are broken down by Precinct. Precinct 1 is one ballot style, and
Precinct 2 is a second, etc.

If you only had statewide, countywide or legislative races, you'd have
one ballot style for each precinct. However, it's not always that cut and
dried. For example, if during a Federal Election, Precinct 1 covers a
portion of a city and a portion of the county and you had a citywide
race/issue on the ballot. This precinct would have two ballot styles.
One that would include the citywide contest, and one that would not
include the citywide contest.

When you generate your ballot styles, MT Votes will automatically split
this precinct into two styles and assign the voters to the correct split
based on their residential address/precinct split information
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Election Management

Ballot Styles i

ﬁ Election Management -
Ballot Styles  Address Library  Pull Petitions — Poling Places

Diskricks Precincks  Reports

Voter Search Help

Party

| Election Date: Jun-07-2016 Election Type: Federal Primary Description: Test Fed. Primary |
. . . —Styles —Style Details
This menu item will allow @section petals Poling Paces |
% Include Certified Contests e
I | ' -
you to generate ballot styles | @scoss: coor |
®)ssues & offices Style | Party | voters] |
" Shared Offices Only Save

based On the data that you @Publish Certified Contests

Ballot Styles

Ballot Review

have added In preVIOus e — Contests | Special Considerations |
Official Reqister District | ttem |

men U item . Election Expenses

Election Results

Process Official Reaister
Duplicate Ballot Report
(D) Close Election

Click Generate Styles. Read -
the pop-ups and if it looks -
gOOd, C“Ck Yes. Precinct - [ Polling Place | Total |

Show Voter Count

Federal Elections are always
ge n e rated by P rECi n Ct . s Generate Styles Resync Voter View Absentees Pull Absentees

Refresh Wizard Status [™ Process Completed
Other elections will allow
you to choose whether you
want to generate styles by
precinct or district.



Election Management

Ballot Styles _—
O n Ce th e Styl eS g e n e ra‘te Ilot Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precinct eparts

J =

Ballot Styles generated successfully. (Please 'Refresh Wizard Status’.) Voter Search Help

you WI ” Want tO rename | Election Date: Jun-07-2016 Election Type: Federal Primary Description: Test Fed. Primary |
these styles to something || @eewonpess

@ Include Certified Contests = e Il
th at makes Sense to you . ¢@pbull Contests I | | j Color |
@1ssues & Offices | Style Party Voters
The default system value i || ||y |
. . [ Shared offices Only Save
IS arbitrary. Ballot Styles a : s |
BEfllot Review g 1?%; Contests | Special Considerations |
Print Labels a 480 __
Official Register 5 1016 District [ 1tem =
i ErETEEe g 1333 %CONGRESSIONAL UNITED STATES REPRESENTA.
- House District 71 STATE REPRESENTATIVE DIST.
SEIeCt a Style I n the Styles Election Results 8 78 @Jeﬁerson Clerk of the District Court
Process Official Register 9 182 Y Jefferson County Commissioner District__|
bOX and then Change the Duplicate Ballot Report HMontana ATTORNEY GENERAL
@Close Eloetion @Montana GOVERNOR & LT. GOVERNOR

name in the Style Details Ext Sriontons I
Style box and then click Qenere ST S——
Save . Precincts | SDIitsI Show Voter Count

Precinct | Polling Place | Total |
PREC.01 - PREC.01-71 COMMUNITY HALL - WH...

Please note, if you need
more information to help
decide what the style e || -SSR [ Siies ] ooy vorer | _ view sbsentses | _rullasentess
name should be, the

precinct box (lower right)
will tell you what precinct
the style belongs to.



Election Management

T Election Management ;ILILI

Ballok Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincks  Reports
N OW th at th e Sty | eS h ave Ballot Style successfully saved. Vater Search Help
been renam ed you are | Election Date: Jun-07-2016 Election Type: Federal Primary Description: Test Fed. Primary |

—Styles — Style Details

d P | | Ab ®Election Details Polling Places
rea y to u S en tees ) @Include Certified Contests j Style IPRECS
¢pull Contests Color I
%1ssues & Offices Style | Party | woters|
% Publish Certified Contests E&Egi 13?13 Party |
Th P ” A I Ballot Styles PREC2 723 I shared Offices only m
e u bsentee bOX IS Ballot Review PREC2-NOSOIL 527 : : : _
Print Label PREC9 1123 Contests | Special Considerations |
I d Y rint Labels e Ao _
curre nt y g raye O Ut ou Official Register PREC7 1016 %smdﬁ | tem =
- Election Expenses PRECSE 559 CONGRE.SSI.ONAL UNITED STATES REPRESENTA.
f h h ] PREC10 1099 @HOUSE District 75 STATE REPRESENTATIVE DIST.
m USt Ve rl y t at yo u ave Election Results EEE%E 1;3 %Jeﬁerson Clerk of the District Court
Process Official Register Jefferson County Commissioner District
renamed the Ba”Ot Styles Duplicate Ballot Report PMontana ATTORNEY GENERAL o
. ®C|Qse Election @Montana GOVERMNOR & LT. GOVERNOR
h h k b b f ; BMontana PRESIDENT
VI a t e C eC OX e 0 re Exit @Montana SECRETARY OF STATE

th iS bOX Wi I | be ﬂMontana STATE AUDITOR I _;ILI
se I eCtab | e. Precinl:tsl Splits | Show Voter Count

Precinct | Paolling Place | Total |
PREC.05 - PREC.05-75 BASIN SCHOOL

[~ Ballot Styles Renamed
Refresh Wizard Status [~ Process Completed

Generate Styles Resync Voter View Absentees Pull Absentees

Please note: Pulling absentees is a big deal. When doing this in production for an
actual election, ensure that you are ready to pull the absentees. Doing so, creates
prepared ballots for these voters.



Election Management

The Pull Absentees

i Election Management - I m| I X I
b u tto n Wi I | n OW b e Ballot Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincts  Reports
Ballot Style successfully saved. Voter Search Help
Cl ICkab | e . | Election Date: Jun-07-2016 Election Type: Federal Primary Description: Test Fed. Primary |
—Styles — Style Details
Election Details i
07. Polling Places Style IPRECS
@ Include Certified Contests I j
@Eull Contests Color |
Once you are ready to @1suies & ofices N [Party | Voters| |
. - PREC1 1032 Party
. ¢Publish Certified Contests REC BT )
Pull Absentees, click the || saotstes [ shared Offices oriy e |
i PREC2-NOSOIL 527
w PRECO 1123 Contests | Special Considerations |
b utto n . Print Labels OREeE o _ | x
Official Reaister PREC7 1016 District Item
: PRECS 559 @CONGRESSIONAL UNITED STATES REPRESENTA.
Election Expenses -
] PREC10 1099 @House District 75 STATE REPRESENTATIVE DIST.
IE'ECLM _ PREC3 78 M efferson Clerk of the District Court
. Process Official Register R Ll BJefferson County Commissioner District_|
A pop_ u p Wi ” ap pear Duplicate Ballot Report Montana ATTORNEY GENERAL
) @Mcr‘ltar‘la GOVERNOR & LT. GOVERNOR

(T)Close Election
fMontana PRESIDENT

select No if you have Eat %ﬂz:i::: T
renamed the styles. < 18

Show Voter Count

Precincts | Splitsl

Precinct | Polling Place | Total |
PREC.05 - PREC.05-75 BASIN SCHOOL

¥ Ballot Styles Renamed -
Generate Styles Resync Voter View Absentees Pull Absentees

Refresh Wizard Status I™ Process Completed
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Election Management

The next pop-up will ask you
which Absentee Type you'd like

to pull in.
Federal elections require that you EEEEEEES - 1O x|
Send UOCAVA ballots out 45 —Absentee Types —Pulled Absentee Types
days before the election. These i
Types will be the first you pull EEETF:;‘;ZWEE Liﬁt = Description
into Federal elections. Select the [1C - Civilian Overseas —
O™ - Military Domestic =
three UOCAVA type. I:Iﬁ RAili—m e i rmem e — I _FI_I
When ready, click Continue. Continue | [ Cancel |

Which will pull those absentee
voters into this election.

Keep in mind that this is only pulling in the absentee types you selected. When you

want to pull in your regular absentees, or your seasonal, you will have to come back
to Election Management and pull those absentees into this election. It will not re-pull
voters who have already been brought into the election.
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Election Management

As we all know, Election season is extremely busy, and anything you
can do to help out your fellow Election Administrators is appreciated by
all. One thing that you can do to help, is to not pull your absentees
until you have to.

Pulling your absentee’s too early causes registration headaches for
other counties as they are no longer easily able to pull voters into their
county.
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Election Management

Ballot Review T e

Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Districks Precincts  Reports

This screen allows you to Voter Search el
IOOk at eaCh Style and See | Election Date: Jun-07-2016 Election Type: Federal Primary Description: Test Fed. Primary |
the contest(s)/issue(s) @Eiacion Deais s [ERE =]

@ Include Certified Contests —Order Ballots

- LINDEEN, MONICA ] [ |
Pull Contest i ¥ y
@peull Contests =49 STATE SUPERINTENDENT OF PUBLIC INSTRUCTION
@1ssues & Offices - JUNEAU, DENISE M

It iS gOOd to go th roug h eaCh ¢ Publish Certified Contests = Public Service Commissioner, District 3

R Ballot Styles EMa PUBLIC SERVICE COMMISSIONER, DISTRICT 3
foe KOOPMAN, ROGER EDWARD
Ballot Style and verify that e %@;EME PMAN, ROGER £
Print Label E| SUPREME COURT CHIEF JUSTICE
the correct races are Bt Labels e

Official Reqgister
B @ SUPREME COURT JUSTICE #3

showing up on each ballot. Electon Epenses " § correr, paTRICIA

Election Results =+ Senate District 36

ThIS data IS prOVIded to Process Official Register =Y STATE SENATOR DISTRICT 36

" BARRETT, DEEBY

ES&S, eSERS and the EAS. Duplcate BaloLBeport ||| senate bistict 38

- N @Close Election EMB STATE SENATOR DISTRICT 38 AI
It is paramount that this data Far L | sk K
IS correct. T e TATIYE DISTRICT 71

=+ House District 75

E--@ STATE REPRESENTATIVE DISTRICT 75
" MCCLAFFERTY, EDITH

- Jefferson

You can also Print this data 52 Clerk of the bistrct Court

- Marilyn A, Craﬂ:

for easier proofing, and/or | || - gy County Commieginer Distric 1

=+ SOIL CONSERVATION DISTRICT #3

save th e fl Ie for yo ur = EFFERSON VALLEY SOIL CONSERVATION DISTRICT TRUSTEE

------ DAWSON, JOHN W

I’eCOt’dS " HEIDE, JOHN F

Refresh Wizard Status [~ Process Completed Ballot Style Printing Save Reset

[«

Once you have verified the
data, click Process
Completed.
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Election Management

Print Labels

= o x|

T Election Management
Ballok Styles  Address Library  Pull Petitions  Paolling Places  ©ASS  Districks Precincks  Rey

Voter Search Help

This is the print labels
screen.

The Main Labels that are
waiting to be printed are the
absentees that you brought
in on the Ballot Styles
menu.

Supplemental labels will
show up to be printed as
you add absentees statuses
for absentees types that
have already been pulled
into the Election.

The grid will display all
batches that you have
printed. It is currently empty
since no batches have
printed.

To continue on, click the
Label Printing.

| Election Date: Jun-07-2016

Election Type: Federal Primary Description: Test Fed. Primary

{Election Details

¢%Pull Contests

%ssues & Offices

{%Publish Certified Contests
Ballot Styles

Ballot Review

Print Labels

Official Reagister

Election Expenses

Election Results

Process Official Register

Duplicate Ballot Report
(¥)Close Election

Exit

Refresh Wizard Status

@ nclude Certified Contests

—Mailing Ballot Batches
0 Supplemental label(s) waiting to be printed.

9 Main label(s) waiting to be printed.

Batch Date | Batch £ | Batch Description

[~ Process Completed Label Printing Lzabel Reprinting

Extract Label Information
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Election Management

if Election Management - I (] I b4 I
orts

Ballat Styles  Address Library  Pull Petitions  Polling Places  CASS  Districts Preci

N
P r I n t L ab el S Invalid entry. Please review errors. R ————

| Election Date: Jun-07-2016 Election Type: Federal Primary Description: Test Fed. Primary ‘

BatCh #: (ThIS WI” autOflll DElection Details Batch # |1 Description |CivOS Mailing Date IW

@ Include Certified Contests

when you select Print) Qunde AR oSS | oo crera

= = Field Order By
(%1ssues & Offices Languages | Soecial Assis Type | Ballot Tynes |

Description: Describe your || @esshcetse contests dbsenteeTypes | palotstes | ||[8ALOTIO =] fasc =l

Ballot Stvles | = |nonE |

_ [ Absentee List
ba_tC h (eX’ Ballot Review O EEEE

(Derint Labels [ Election Specific I | |none i

date/time/type/etc) Offical Rester [ Mileary Demesti

Election Expenses [ Military Overseas

Mai I i n g Date: Date they WI” I [] Seasonal % Print Now ¢ Print To File (3

Process Official Reqgister Select Label |Abser|tee Labels |

be mailed el s umber of copies [| 5] colae
Output Order: How you

Exit IIncIude vl Clear |

would like them ordered pT—
O r d er b y : Asce n d i ng Search Clear All ?ab\.':!tseir;rl:l::;]t'he specified search criteria. Please select a label to print mailing

Output Type: Print Now &
Select an Absentee Label.

Absentee Types: Types
you want to print.

Refresh Wizard Status Print Close

The mailing date is very important to get correct, and must be set
to the date that you will mail these ballots. If you enter this date
incorrectly, the only way to change it is a manual process.

Click Search. This should
populate how many labels
you are about to print.
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Election Management

It is recommended that
you whittle down the
labels into smaller
more manageable
chunks rather than
printing all your labels
at once. You can use
the Selection Criteria
box to help limit the
amount of labels you
print.

ﬁ" Election Management

Ballot Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincts  Reports

S =

Invalid entry. Please review errors.

Voter Search Help

| Election Date: Jun-07-2016

Election Type: Federal Primary

Description: Test Fed. Primary

@Election Details
@ Include Certified Contests

Batch # |1

Description ICiVOS

Mailing Date IOS;’OQ;QO 16

@Eull Contests
%1ssues & Offices
(T)Publish Certified Contests
Ballot Stvles
Ballot Review
(2)Print Labels
Official Reqister
Election Expenses
Election Results
Process Official Register
Duplicate Ballot Report
(T)Close Election
Exit

—Selection Criteria

Lanauages | Special Assis Type | Ballot Types

Absentee Types

Ballot Styles

[] Absentee List

Civilian Overseas

[] Election Specific
[ Military Domestic
[ Military Cverseas
[] Seasonal

IIncIude vl

Clear |

— Output Order

Field Order By

[BALLOT ID | Jasc =]
| =] [none =]
| =] [none =]
— Qutput Type

& Print Now " Print To File )

Select Label IAbsentee Labels j

I~ Only Provisional

Search | Clear All

labels for them.

Number of Copies |1 32 v Collate

0 Voters meet the specified search criteria. Please select a label to print mailing

Refresh Wizard Status

Print Close
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Election Management

One best practice to get et .
p g Ballat Styles  Address Library  Pull Petitions  Paling Places  CASS  Districks Pre Reparts
Invalid entry. Please review errors. Voter Search Help

into after pulling an : : : - :
. | Election Date: Jun-07-2016 Election Type: Federal Primary Description: Test Fed. Primary |
abse ntee type |nt0 an QEIection Details Batch # |1 Description |Civos Mailing Date W

@ Include Certified Contests

election, is to check to see e R —

if that type contains any G il | oo s || P [ —
provisionally registered : = : =
individuals. You can do cacncmses P || |y Sores Comren C omiTarie @

this by clicking the ‘Only l S e 5
PrOV|S|ona_I’ c_:heck box cse s — — ) oo

and then clicking the

I~ Only Provisional

search button. If it comes
back with a number larger
than zero, you will want to
create a batch to handle

these voters. eie_|_cose |

Search | Clear All | 0 Voters meet the specified search criteria. Please select a label to print mailing
labels for them.

Keep in mind that since we have only pulled in some absentees, this Only
Provisional search is looking at that absentee type and no other.
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Election Management

The new requirement of )
°IIf’ Election Management 5 =10 =]

E B R d d d d 't' | Ballok Styles  Address Library  Pull Petitions  Polling Places  ©ASS  Districts Precincts  Reports
a S an a I Iona Voter Search Help
Searc h yo u S h O u | d ru n | Election Date: Jan-22-2016 Election Type: School Description: TEST SCHOOL VBM ELECTION |

H Election Details Batch # Description l— Mailing Dat l—
before you print labels. P |~ | -
@Pul Contests —Selection Criteria —Output Order
D1ssues & Offices Languages | Snecial Assis Tyne | Ballot Types | Field ST
@ Publish Certified Contests Issue Methad | shsentee Tyvoes | Ballot Stvles | x| [none =l
. . DBallot Stvles [ =] [none =]
Before printing off a batch | @eseeue. vl
Print Labels [] Absentee Team I i e =
of labels, you should click 5 peonasedrerser
] E-rnail  Print Now " Print To File
On the Issue MethOd tab Process Official EEQES SelectLabeII j
Duplicate Ballot =
and select EBRS and or | @sssssn RS S
Exit IIrlc\ude vl Clear |
EMAIL and create a batch
I~ Only Provisional

of labels for these voters.
Otherwise you could mail
them a ballot and have to
reissue a second ballot

when their EBR/Emaill e | _cose_|

Search | Clear All |

ballot gets sent in.
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Election Management

Once you have printed labels, it is too late to
correct any mistakes that you may notice in
the election.

Be sure the election i1s 100% correct
before printing the labels.
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Election Management

i’ Election Management PP =

Ballot Styles  Address Library  Pull Petitions  Poling Places A5 Districks Py cts  Reports

Invalid entry. Please review errors. Voter Search Help

.
I r I n t L ab e I S | Election Date: Jun-07-2016 Election Type: Federal Primary Description: Test Fed. Primary |

. % Election Details Batch # [1 Description [cjy05 Mailing Date IW

If you are sure everything | Quuscssmmses = " o

@pull Contests Selection Criteria Output Order
N - - - Field Order By

t I t th % ssues & Offices Lanauages | Special Assis Type I Ballot Types I
IS aCCura e, selecC e [ Pubah Certified Cortasta Absentee Types | AR T=——— [BaLLOT 1D x| Jasc [
Print Now radio button e e | =] o o
. ! O rseas = [none =l

(D)Print Labels [ Election Specific I

and then CI ICk 0 n the Official Reqgister [ Military Domestic P —
. Election Expenses [ Military Overseas utput Type i )
P rl nt button . T [] Seasonal % Print Now ¢ Print To File
Process Official Reqister Select Label [Absentee Labels |
@Lﬂt ReRet Number of Copies |1 3: v Collate
. - Exit IIncIude vl Clear |
Verify that the Mailing
H - [~ only Provisional
date is correct and click
Search Clear All | p voters meet the specified search criteria. Please select a label to print mailing
Yes . labels for them.
Refresh Wizard Status Print Clase

Once printed. Labels can not be reorganized. A best practice is to print
labels in small manageable chunks (AKA, ballot style, precincts
Absentee type, or a combination.).



Election Management

Print Labels

Once the labels
generate, you
can print the
labels. After
printing, you
should save a
copy of the labels
to the folder on
the desktop.
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Election Management

Print Labels e e e e
Once you print the labels, 'o"*“"’“""““""’”"“ — '
you will be returned t0 the | geisscammsse | Homemst Boe wie o mmics
main Print Labels screen. | Quesats =~ o EE Lo Desepton
You can see the batch of o v
labels that you just created | ‘s
and printed. If you need to 7
reprint the labels you can s
select the batch and click e
Label Reprinting.
e — I~ Process Completed Label Prirting Label Repriting Extract Label Infarmation
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Election Management

AF Election Management P =

EXt r a Ct L ab el Ballot Styles  Address Library  Pull Petitions  Polling Places  CASS  Districts Precincts  Reports —

- | Election Date: Sep-17-2015 Election Type: Municipal Primary Description: S0S Test |
I n fo r m at I O n Clection Dotalle —Mailing Ballot Batches

T ST T R 0 Supplemental label(s) waiting to be printed.
If you have a vendor print Bul Contats T TR e e
. m el Batch Date | Batch # | Batch Description

labels for you, they will vl || T el
want this extract file. AlSO, | esinttaes
as mentioned earlier, it is Eacton xpenses
good to save this file so pocess Ol
you have a snapshot of Qs
exactly what you created.
Select Extract Label
Information, navigate to
th e fo | d er O n you r [v Process Completed Label Printing Label Reprinting Extract Label Information

desktop and save the file.
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Election Management

To complete this portion of the
training | will need the labels
that | created earlier.

Before we begin processing
we need to create some real
world test cases for these
ballots. On my sheet I'll do
the following:

Write "Void, County
Requested’, on one
label.

Write ‘Rejected- No
signature’ on one label.

Write ‘Rejected- Late for
election’ on one label.

Write ‘Accepted’ on the
rest.
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Ballot Processing

In MT Votes, there are two ways to
process ballots. The first is through
the Voter Search and the other way
is through Ballot Processing.

Voter Search is the best way to
process a small amount of ballots
and to Void/reissue ballots.

Ballot Processing is useful when you
need to process large amounts of
ballots quickly and for Tracking
Undeliverable ballots.

The first thing we will do is void the
ballot that | have flagged for a ‘void-
county requested’, so | will go into
Voter Search or Voter Registration if
you know the Voter ID.

Voter Registration }
Vaoter Search

Ballot Processing IRd
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Ballot Processing — Voter Record

ﬁ Voter Search ;IAILI

Reports

E n te r t h e La St N a m e Query executed successfully. Showing total 2 of 2 records. Help

° . Select Saved/Published Search
and First Name into the | =] _sunseare |
. f. I d d Precincts | Statusl | Qutput || Activity | Faolitical F‘lar‘ties | Comrment
t Custarn Fields Save Duplicate Req. Undeliverable
a p p ro p rl a e I e S a n Name I Extract I Residence Address I Absentes I Mailing Address I Cristricts
. —Search Options
t h e n h It Sea rCh . Last Name IVOTER [~ Include Alternate Name [ Show Confidential
First Name ITEST [~ Soundex [~ Voters without Signatures
Middle Name I “Age
Candel I [ Birth Date From | To |
Old voter ID I | |
. Age From (years) To
Double click on th o]
ou e Click on e SSN | Birth Month | | pay |
correct voter.
pe
" State & County |Jef'ferson j ‘ [~ Show Signatures | Search I Voter Count | Clear |
A

D | Last Mame | First MHame [Middle Mame | Name Suffix | Status | Dz
45017 =}
450125930

View Summary Full Imaae Select < | > | Close |




Ballot Processing - Voter Record

Once in the voters
record, go to
Elections > Receive
a Ballot.
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Ballot Processing — Voter Record

Key in the ballot ID# that is on
the label into the ID field and
click the Process button.

We will assume that this voter
moved to a different county and
the county requested us to void
the ballot so they can pull the
individual into their election.

The Ballot Source should be set
to how we received the ballot,
however in this example the
ballot may not have been
received. Set the source to
Absentee Team, and Status to
Void. In the comments field you
may will want to indicate why
you are voiding this ballot.

Select Save.

T Individual Ballot Processing

— Ballot Details

S e

Voter Search Help

ID [453327897

Process |

PEoifmir |Absentee Team

[

Election |U?—JUN—16 Test Fed. Primary

Voter Name  [TEST, VOTER

Address 1 N MAIN

JEFFERSON CITY, MT 59638

Show Signature

Status IVOid

Received

[04/29/2015
Date

Comments |

Ballot SEHtl Exceutions'

Seq. Sent | Barcode | Voter Name

| Source

| Date Sent | Date Received | Ballot style | Ballot Type |

1 453327... TEST,VOTER

05/09/20... PRECE Original

Save Close




Ballot Processing — Voter Record

You can also, accept & reject ballots from this
screen.
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Ballot Processing - Module

Back at the MT Votes
main screen, we will
process the rest of
the ballots through
the Ballot Processing
module.
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Ballot Processing - Module

This module can be used to
process ballots returned from
voters or undeliverable
ballots.

Select the Election that you
created in the Election
Module.

For regular ballots returned by
the voters, make sure you are
on the Ballots tab. For
undeliverable ballots, click on
the Undeliverable tab.

= | L] x|

Voter Search Help

|06/07/2016 Test Fed. Primary

Search
Election
Batch Date From I

Batch Date To

Search | Clear |

Ballots I Undeliverable |

Batch # | Batch Date | Receive Date | Source

| Count

| Accepted | Rejected | Void | Rece

l

New | Process Delete Verify File Upload

Close |
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Ballot Processing - Module

By entering your : 101 X]

. . [ Query executed successfully. Vioter Search Help
undeliverable ballots in ballot || -seare
processing you Can print H |7Elector| |01f22f2016 TEST SCHOOL VBEM ELECTION ﬂ

’ I Batch Date Froml Batch Date To I Batch # I Search | Clear |
labels out of MT Votes to stick !
. | Ballot Undeliverablel
Onto your undellverable baIIOt i Batch # |Batch Description |Batch Date Receive Date Count
notices. You will also see the
status Active/Undeliverable on
the voter’s record.
To enter a batch of
undeliverables, make sure you
are under the Undeliverable
tab and click New.
New Process Delete
Close |
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Ballot Processing - Module

Enter the Ballot ID number G ——— i
an d CI iCk Ad d . Ballot has been received. Help
—Batch
Election |01f22f2016 TEST SCHOOL VBM ELECTION Batch Description |
Batch Date IW Received Date IW Identifier |

If your ballot labels are printed

. —Ballot Label Ballot Search
with the Ballot ID barcode and | | 20d ||| name |
you have a hand scanner, you street | cty | x| _search |

— Voter Details

can scan the undeliverables

. . Name on Ballot |'I'IMBERLAKE, JUSTIMN R Name in Record |‘I‘[MBERLAKE. JUSTIN R
into this module for faster ctatue [t ot s
p rocessi ng- Ballot Residential Address Current Residential Address

22 5 HOBACK 5T 413 8TH AVE

HELEMNA, MT 59601
HELEMA, MT 59601

If you do not use barcodes,
you can enter the voter’s o
name into the search field in e

the format “last name, first
name" to add them. [T Review Registration Change Now |

Delete | First | Previousl Next | Last | View Ballots Voter Details Save Close

Ballot Mail Address  Address Type :  Mailing Current Mail Address

When you are done adding to
your batch, click Close.
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Ballot Processing - Module

Receiving Ballot Batches

The Receiving Ballot Batches . -
. Query executed successfully.
Screen will show your new rearch

] .|
Voter Search Help

o Election |01f22;’2016 TEST SCHOOL VBM ELECTION j
batCh Of Undellverable BaIIOtS' Batch Date Frorrll Batch Date To I Batch # I Search | Clear |

Ballot Undeliverahlel

In this example’ the BatCh # iS :atch# | Batch Description IE?;;Z;?;: Igj;;;gfée |K130unt |
8 and you can see that there is

lundeliverable ballot in the
batch.

MNew Process Delete

Close |
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Ballot Processing - Module

The voter’s record now shows
that the ballot is
undeliverable.

You can remove the
undeliverable status by going
back to ballot processing and
deleting the person f
undeliverable batch.

If the voter sends a new
address for their ballot, you
can resend the ballot through
the issue ballots screen.

e

Voter record successfully retrieved.

Residence | Abzentee | Contacts | Histary | Waoting History |

Standard vl NCOA CASS Migration  Election Clearl

Comments Worker
House # Suffix Pre Dir Street Name Type

[a13 [ [ = [em™ EEEE
Post Dir lﬁ Unit Type | j |
City/St/zip [HELENA =] T [sesor I
County  [LEWIS & CLARK  Precinct [PCT 17 »|split|P17.1 x|
— Mailing

Help
New I Save I Clear | Search | Process Batch |
Voter ID State 1D 55N Birth Date  Age  Gender Last Name First Name MI Suffix
|450145354 | |123=1 |m;31,f1981 |T | | ITIMBERLAKE USTIN IR |

—Yoter Polling Locations

Precinct  [P17 -PCT 17

View Imagel

Split [P17.1

Polling Place ICIVIC CENTER BALLROOM

Election

Election | Late Reg Date | Date | Polling Places =
TEST SCHOOL VBM E... 01/03/2016 01/22/2016 CIVIC CENTER BALLROC
TEST PRIMARY POLL ... 01/18/2016 01/29/2016 CIVIC CENTER BALLROC
FTd Prim Test - Poll LC  05/22/2016 06/07/2016  CIVIC ICENTER EALLRﬁj
4 »

Country  [UNITED STATES OF AMERICA | F USA  Clear |
Address Bl Districts
j District Type | Code | Name =
i F CONGRESSIONAL CONG CONGRESSIONAL
City/St/Zi < =
ty/St/zip I J I J I —I STATEWIDE MT Montana

Active/Undeliverable

Registration | Misc Info | Custom | Duplicate Req. | Undeliverable

Party INU Party vl Last Verified Date |01,f22f2016

Status Jactive - A =| I mvD verified
Reason | j ¥ 55A Verified
Source of

| Verify |
|01,f22f2016
—

[¥ US Citizen

Registration |In person - 06

Old Voter ID I County Reg Date
Vote Eligible |01f03f2016 Last Voted Date
[~ Mo Signature [~ Confidential Reveal

PUBLIC SERVICE C... P505
SUPREME COURT J... 5CJ

Public Service Commissioner, Distri
SUPREME COURT JUSTICE

JUDICIAL D01 Judicial District 1

SENATE DISTRICT SD 41 Senate District 41

HOUSE DISTRICT HD 082 House District 82

COUNTYWIDE 25 Lewis & Clark

SCHOOL DISTRICT 01EL SCHOOL DISTRICT 1 ELEMENTARY
COMMUNITY COUN NCD2

o

Neighborhood Council District #2
e | ;H
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Ballot Processing - Module

You can print labels for your iz
undeliverable voters with the Electon

=101

Voter Search Help

- ’7 Wis & Clark = H |TEST SCHOOL vBM ELECTION - 01/22/2016 = ‘
BP 035 Th h I h i —District Batch Number -— Precinct
- re po rt' IS e ps Wlt —Eeaia I_IS;III (Dseleted districts will be included on report) l-aAﬁ l_r,:lllzl(ge\seted precints will be included on report)
Districts & Precincts
o . DISUNEES & Precinces O AUGUSTA COUNTY WATER/SEWER DIS - w/s ~| | |Os OPcT 01 - PO1 -
mailing your undeliverable pettions DA vovom e e a3 Elect 02 - o2 E
Bl cTiontAoIicrs [ AUGUSTA VOL FIRE DISTRICT - 02 OPCT 03 - PO3 J
M M H I [ BAXENDALE VOL FIRE DISTRICT - 03 OPCT 04 - PO4 hd
address confirmation notices. | s e ElbROSrE VoL FIRE breTmIcT - 04 e
Labals [ CANYON CREEK VOL FIRE DISTRICT - 05
= . O CITY OF EAST HELENA - 04 B From |
Ballot Processing 1 | _’lJ q 0 To l—
Master Lookups
Close —Yoter Selection Range lEalll:nt Source 'Eallot Style I_Party
M M All Ballot Sources All Ballot Styles All Parties
The report will provide labels - D 3| [Geero 2 | [Hoemens g
t t t T [ Designated Person OercT 02 O Republican
for the Avery 5160 template. o DE ol |[cperes® Sl | |Ciencertian
1| | » 4 3 ONo Party LI
—Select Report
Code | Name |;| Sort Order ‘
BP-031 Batch Exception List Report Last Name
I h BP-034 Ballot Stage/Status in Date Range ZIP
Undeliverable Ballot Labels N
You Ca n a SO eXt ra Ct t e BP-036 Bllut PventigEIeion Certification =
. . BP-037 Seasonal Absentee Report i
BP-038 Ballot Status Ch.
contact information for your T J
EX-BP2 Undeliverable Ballot Labels Export =

undeliverable voters with the
EX-BP2 export. Folder frowse | _export Gancel | _sun Report |
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Ballot Processing - Module

To process large numbers of
ballots received from voters,
use the Ballots tab of the
Ballot Processing Module.

To create a new batch, click
the New button.

One thing to note, when you
create a batch, you will want
to ensure that your ballots
contain the same ballot
received source. In other
words, you don’t want In-
Person ballots mixed in with
Mailed ballots.

= | L] x|

Voter Search Help

|06/07/2016 Test Fed. Primary

Search
Election
Batch Date From I

Batch Date To

Search | Clear |

Ballots I Undeliverable |

Batch #

| Batch Date | Receive Datel Source

| Count

| Accepted | Rejected | Void | Rece

l

New | Process Delete Verify

File Upload

Close |
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Ballot Processing - Module

Select the source for your
batch. The Batch Date and
Received Date will fill with
today’s date. If you need to
change the Received Date,
change it now.

From here you simply add
ballot ID numbers into the
ID field and click Add.

You can see how this
process would be faster
than pulling up individual
voter records.

=1
Help
—Batch
Election |06,|’U?f20 16 Test Fed. Primary Batch Description |
Batch Date |04,|’29,f2015 Received Date |04,|’29,f2015 Identifier |
—Ballot Label Ballot Search in Workspace
D I Add Mame I
Source |Mai| j Street | City | j Search |
List of Ballots in the Batch [~ Exceptions Only
Item # | Barcode | Voter Name | Source |
Details Delete Voter Details Household View Ballots Close |
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Ballot Processing - Module

All the ballots you add will
automatically be added to
the batch you are creating.

Continue to add ballots. To
assist with reconciliation,
you may want to keep your
batch size to a specific
number of ballots.

Once done entering your
ballots from your print out,
click the Close button.

]
Help
—Batch
Election |06!0?f2016 Test Fed. Primary Batch Description |

Batch Date |05105f2015 Received Date |05105f2015 Identifier |
—Ballot Lahel Ballot Search in Workspace

ID | Add Name |

Source |Mai| ;l Street | City | ;l Search |
List of Ballots in the Batch [~ Exceptions Only

Item # | Barcode | V... | Source |

1 453327888 G... Mail
Details Delete Voter Details Household View Ballots Close
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Ballot Processing - Module

You will be brought back to
the Ballot Batch Screen, which
will include the new batch you
just created.

We will now accept/reject the
ballots in this batch.

Click on Verify.

= o] A1

Query executed successfully.

Voter Search Help

Search
Election |05;0?f20 16 Test Fed. Primary =
Batch Date From I Batch Date To I Search | Clear |
Ballots | Undeliverablel
Batch # | Batch Date | Receive Datel Source | Count | Accepted | Rejected | Void | Rece
2 04/29/2015 04/29/2015 Absentee Team 1 o} 0 1 YES
3 05/05/2015 05/05/2015 Mail 1 0 0 0
] [
New | Process Delete Verify File Upload

Close |
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Ballot Processing - Module

When you verify the ballots in
the batch, you are checking to
ensure that the signature
matches as well as the voter
information.

The default value is accepted.
If you want to Accept this
ballot, you can click the Next
button to go to the next ballot
in the batch, or you can Close
to be returned back to the
Receive Ballots Batch screen.

i Verify Signature

Help
—Batch
Election |06,|’07,F2016 Test Fed. Primary Batch Description |
Batch Date |05105f2015 Received Date |05f05f2015 Identifier I
— Ballot Lahel Ballot Search in Workspace
1D I Add MName I
Source |Mai| ;l Street | City | ;l Search |
—Batch Navigation
Name | Search | Record No | Search |
Save and Move to Next record to be Processed | [~ Only with Exceptions
First | Previous MNext | Last | Itern |1 of |1
— Ballot Details
Ballot |05;o5,r2015
Received Date
voter mame |
Address
50123 FLOREMCE, ITALY .
ITALY "
Ballot Status |Accepted -
P —I Attestation on File
Comments |
™ Review Registration Full Image | Show Signature
Exceptions Ballots Sent |
Sent Seq. | Barcode | VoterName | Source | Date Sent | Date Received | Ballot Stylel Ballot Type
1 F o Mail 05/05/2015 05/05/2015 PREC10 Original
4| | |
Delete | Voter Details Household View Ballots Close |
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Ballot Processing - Module

) i’ Receiving Ballot Batches N I
You can verify the batch Query executed successfully.

. . . Search
Informatlon by CheCkIng Election |DS!20;’2015 MayMetac-Test Election j

the batCh you JUSt Created- Batch Date From I— Batch Date To I— lml Clear |
It will tell you the Date,

Voter Search Help

Ballots | Undeliverahle |

Batch # | Batch Date | Receive D-ate| Source | Count | Accepted | Rejected | Void | Rece
the Source’ the count’ 2 05/11/2015 05/11/2015  Mail 1 1 0 0
number Accepted 3 05/11/2015 05/11/2015  Mail 1 1 0 0
’

Rejected, and Void.

| | 2

New | Process Delete WVerify File Upload

Close |
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Ballot Processing - Module

If for any reason you
need to fix an error in
the batch, you can go
into Verify and change
the accept/reject status
of the ballot, or you can
go into Process and

remove an individual
ballot. If you make an
error on an entire
batch, you can highlight
the batch on the
Receiving Ballot
Batches screen and
Delete the whole batch.

' Receiving Ballot Batches

Query executed successfully.

=10 x|

Voter Search Help

Search
Election |05/20/2015 MayMetac-Test Election |
Batch Date From I Batch Date To | Search | Clear |
Ballots | Undeli\rerablel
Batch # | Batch Date | Receive Datel Source | Count | Accepted | Rejected | Void | Rece
2 05/11/2015 05/11/2015 Mail 1 1 a a
3 05/11/2015 05/11/2015 Mail 1 1 Qa 0
4| |
New | Process Delete Verify File Upload
Close |
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Ballot Processing

After you have scanned
in and verified your
batch, you can use the
BP-34 report to
reconcile your ballots.
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Ballot Processing

You will notice that there
are many ways to run the
BP-34 report.

Depending on how your
office reconciles ballots,
you can find the best way
to run BP-34 reports.

Voter Reqistration
Election Management
Districts & Precincts
Petitions

Election Workers
Address Library
Labels

Ballot Processing
Master Lookups

Close

Election

County
’7 Lewis & Clark

[0 BAXENDALE VOL FIRE DISTRICT - 03

O BIRDSEYE VOL FIRE DISTRICT - 04

[0 CANYON CREEK VOL FIRE DISTRICT - 05
[ CITY OF EAST HELENA - 04

S

j H 05 Municipal al and County §) | Election - 11, ‘
— Districts Batch Number -—Precincts
[~ all{Deleted districts will be included on report) I~ Al [~ all(Deleted precints will be included on report)
] AUGUSTA COUNTY WATER/SEWER DIS -w;sﬂ OrcT o1 - PO1 ﬁ’
[0 AUGUSTA FIRE SERVICE AREA - 01 OPCT 02 - PO2
[0 AUGUSTA VOL FIRE DISTRICT - 02 OecT 02 - PO2 LI

Processed Date and Time (Mot valid for processed ballots
before 07/15/2012)

From | HH:MM:ss [00 [oo [oo AM |

1) | 1 Mo | HH:Mm:ss 00 Joo oo’ Pm |
1 Received Range Ballot Stage Ballot Style —Ballot Status
Al [” Al Ballot Styles Al
Froml OPrepared Oo1 = O Accepted
l— [ sent (not returned) Ooz ORejected
To ORreceived/Processed Ooz = Ovoid
Oundeliverable < | »
—Select Report
Code | MName |;| Sort Order | =
BP-026 Ballot Statistics for Return by Date and Source PRECINCT
BP-028 Ballot Proofing - By Precinct, Splits And Styles BALLOT-STYLE
BP-031 Batch Exception List Report BALLOT-SEQUE... N
BP-034 Ballot Stage/Status in Date Range LAST-NAME 7
BP-035 Undeliverable Ballot Labels FIRST-NAME v
BP-036 Ballots Preventing Election Certification MIDDLE-NAME
BP-037 Seasonal Absentee Report BALLOT STAGE
BP-038 Ballot Status Change LI BALLOT STATUS LI
Cwv ord Votor Mactar Lickina b Elactiom
Folder Browse | Export | Cancel | Run Report |
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PROVISIONAL BALLOTS

* Late Registration
* Provisional Ballot Module
* Provisional Ballot Reports

* Resolving Provisional Ballots
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Provisional Ballot Module

In order to ensure a voter can not vote two ballots in an
election, the Provisional ballot module was created.
Provisional ballots can be issued at the polls and at the
election office. They are almost exclusively issued on
Election Day. Most, but not all, ballots issued on Election Day
will be issued out of the provisional ballot module.

If the voter is a late registrant on election day, and they are
not a new voter, they must be issued a provisional ballot.

Please note, provisionally registered voters are not the same
as voters who receive a provisional ballot.
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Provisional Ballot Module

I"ll quickly walk you through an Election Day
Transfer Late Registrant. These types of voters
must be issued a Provisional ballot.
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Provisional Ballot Module

After entering
registration
information, you will
need to go to the
provisional ballot
module. You can access
it from the Main Menu
or from the voter
record through the
Elections menu option.

T Voter Registration =lo=]
Woter Print  Elections Pettions Imaging Address
Voter rec  yoting History Help
New Active Ballots Process Batch |
Voter ID Temporary Parties Birth Date  Age  Gender Last Name First Name MI Suffix
i Provisional Ballot ﬂ ISJOLUND CASEY ||_ |

L [01/22/1980 |35 |

Resident  [Issue Ballot et | Voting History | — Voter Polling Locations
IStandarw Receive Ballot F12  ktion  Election Clear Precinct IPO6 -PCT 06 View Image
ments  Worker .
House #  View Worker Info ne Type Split |P06.4
|1326 AVE .
Search By Ballot ID =l [ Polling Place [EXHIBIT BLDG-ENTRY HALL-FAIRGROUNDS
Post Dir T oM TYEE— j I
. . Election
City/St/Zip [HELENA IMT 59601 _I = .
ty/St/Zip I j I Election | L ate Reg Date | Date | Polling Places
County  [LEWIS & CLARK precinct[PCT 06 ~|split|Pos.a -] Test VBM School Elec... 11/15/2015  12/15/2015 EXHIBIT BLDG-ENTRY HALL
_ Mailing Test Federal Primary... 12/20/2015  01/18/2016 EXHIBIT BLDG-ENTRY HALL
Country  [UNITED STATES OF AMERICA | ¥ USA  Clear | J | N
Address = Districts
LI District Type | Code | Name =
- 2 CONGRESSIONAL CONG CONGRESSIONAL
City/St/zip I j I j I —I STATEWIDE MT Montana
Active/Prepared PUBLIC SERVICE C... PS05 Public Service Commissioner, Distrit
SUPREME COURT J... 53 SUPREME COURT JUSTICE
Registration | Misc Info | Custom | Duplicate Req. | Undeliverable JUDICIAL b o1 Judicial District 1
SEMATE DISTRICT SD 40 Senate District 40
Party INO Party vl Last Verified Date |10;02j2003 HOUSE DISTRICT HD 079 Hou_se District 79
. = : COUNTYWIDE 25 Lewis & Clark
Status |Late Registration - LR | ™ mvp verified SCHOOL DISTRICT 01 EL SCHOOL DISTRICT 1 ELEMENTARY
Ressen | Sl ssaveried | |CTrwE 01 croriEse
Source of F - : d C
Registration IMall -07 J VT | i _
Old Voter ID I County Reg Date |D4,|’1?j2012 pe! mnmum‘:mmm;::nmwm;w":"wﬁ
priinga felony conviction in a penal institutior
Vote Eligible IIOEOZIZOOS Last Voted Date |06,|’181'2015 hatlotp this-arp b fine or Impri:
[~ Mo Signature [~ Confidential Reveal | ¥ US Citizen

Comments I

F
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Provisional Ballot Module

*Iif’ Provisional Ballots Search

The Provisional ballot
module always opens to
the Provisional Ballots
Search menu.

At this point in time we
do not need to search,
we need to create a new
provisional entry.

Click the New button.

=101%]

Voter Search Help

—Search

Last Name First Name Middle Name Date of Birth
Election Ballot Disposition v ALL Ballot Disposition Reason Previous County

Voting County Search Scope Provisional Ballot Reason
’7(— State = County ILEWIS & Clark j I ﬂ

II: Approved Residence County Search Scope

Not Approved -
: 0 Lewis & Clark -
[ Include Confidential € State & County I J Search | Clear |

Search Results

| Name | Present Address | Date of Birth | Election

| Prov. Ballot Reason | Balli

1 |

MNew Details Delete Statistical Exportl

Report

i

Export Close |

118




Provisional Ballot Module

To begin you can enter in the voters Last Name and first name and then click Link
to Voter.

If the voter is in the system it will auto-fill all current address data.

I’ Provisional Ballot Detail

=101 %]

A Provisional Ballot Detail =10l
Mokifications

Matifications

Voter Search Help Voter Search Help
—MName Name
Last Name  |SIOLUND First Name |CASEY Middle Name Last Name ISJOLUND First Name |CASEY Middle Name IL
Date of Birth Voter ID Suffix Link To Vot aof Birth |01f2211930 Vaoter ID Suffix I
—Address Provided Previous County s Provided Previous County
[Non-Standard x| Clear | | =] Standard - Clear I |
Previous Precinct X Previous Precinct
Address I J House # Suffix Pre Dir  Street Name Type j
= [1326 [ | =] |waukesHa =l jave | -
i Election
;I IEIectlon J Post Dir I -l Unit Type | j | I J
= -
City/st/zip | = | City/St/Zip [HELENA ~| IMT [59601 4 . |
= _ Ballot Style -
County  [LEWIS & CLARK _ Precinct | =] split| E| Ballot Style | | County  [LEWIS & CLARK Pprecinct[PCT06  ~|split[P0s.a ~] |
—Mailing C 5 —Mailing C 5
Country  [UNITED STATES OF AMERICA  ~| ¥ USA  Clear | Country  |UNITED STATES OF AMERICA ~ ~| # USA  Clear |
Address =l Address =]
= =
civ/sizp | =
City/St/Zip hd = - L istri
I J I J I I —Districts e Districts
—Process — | D ipti =
isi Code | Description Provisional Ballot Reason - Code SR
Provisional Ballot Reason I j I J CONG CONGRESSIONAL
. . = MT Montana
Ballot Disposition | j AR I J PS5 05  Public Service Commiss
i i D01 Judicial District 1
Ballot Disposition Reason | j Ballot Disposition Reason I j 50 SUPREME COURT JUSTII
= = i - SD 40 Senate District 40
Method of Voter Notification ~ [Mail =l Method of Voter Notification ~ [Mail Bl IO 178 Haiee District 70 _I;l
4 »
I Approved I~ Not Approved 4 | | I~ Approved [~ Mot Approved —;I
. . i Vi Voter R d
Issue Ballat Reprint | Cayversheet View Voter Record | Save And New | Save | Close | Iz5uz Ballot | et | Covarshist lew Voter Recor | SEVE BT E | fEE | cEse |
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Provisional Ballot Module

If the voter is a transfer
registrant the previous
county and previous
precinct will
automatically fill (new
2016). You will need to
select an election to issue
the ballot out of, once
you do that the ballot
style will auto-fill.

Provide a Provisional
Ballot Reason and then
click Issue Ballot and
then Coversheet.

Motifications

=101 ]

Voter Search Help

—Mame
Last Name ISJOLUND

Date of Birth |01;22;1980

First NameICASEY Middle Narme IL

Voter ID !

Suffix

—

— Address Provided

Previous County

IStandard vI ElEar | IBig Horn j
i Previous Precinct
House # Suffix Pre Dir Street Name Type IPRECINC’I’ £1-1 j
[1326 | [ =] |waukesHA x| jave  ~| .
Post Di I__, Uit T Election
astuIr x| unit Type | = | [01/19/2016 Test Federal Primary Po ~]
City/St/Zip [HELENA ~| T [se601 ]
County  [LEWIS & CLARK Precinct [PCT06 | split[P06.4 ~| Ballot Style [PCT 06 [
—Mailing Comments
Country  [UNITED STATES OF AMERICA  -| 7 USA  Clexr |
Address il
City/St/Zip I j I j I _I — Districts
—Process —
Provisional Ballot Reason |Count\/—to—Count‘Y late registration in elaj ggiz I EZT\JCE;EESQIONAL
Ballot Disposition | j MT Montana ;
PS 05 Public Service Commiss
Ballot Disposition Reason | j 35[;):301 EledeF;gELEI)EISCt‘BCLERl'I'JUSTII
Method of Voter Notification |Mai| j E‘D iga aenatenpiit!j:t?in -
nlsa 12T
[~ Approved [~ Mot Approved ! F | r
Issue Ballot | Reprimt | Coversheet View Voter Record | Save And New | Save | Close |
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Provisional Ballot Module

Here is an image of the
Provisional Ballot Cover
Sheet/Outer Envelope for
the voter.

Provisional Ballot Cover Sheet/Cuter Envelope

EMWELOPE T BE FILLED OUT AT POLLIMG PLACE OR ELECTION OFFICE BY ELECTION JDGEADFFICIAL ARDr ELECTOR AD
PROVIDED T2 ELECTION ADMIMISTRATOR WITH POLLTNG PLACE MATERIALS

BART 1: TOBE COMPIETED BY EL ECTOR:
FRIMNTED MANME SIOLUMD, CASEY L FORMER MAME IF APPLICARLE:

FMONTAMA DRIVER'S LICEMSE OR STATE IDr MUWBER: 0105419804122

Ifyou DO MOT have a Mantana Driver's License number, provide last four digits of your Social Security numben
Doate of Birth: IL221980  Phane Mumber=k (H) (=)} (Cel) [215] 210-2922
Residence Address(address/city/zip): 1326 WALIKESHA AVEHELEMASHEOL

Additional infarmation if any regarding your voter registration that would help resolve the provisional ballot

Iizignatureof elector] swearoraffirmthatIam eligibleto wotein thiselection and precincy that all of the information
Iprovided onthisform istruetothe bestofray knowledge and belief and that I am aware of the panatty for falze swearing.

BART 2: TO BE COMPLETED BY I ECTION JUDGE /OFFICTIAL : PRECINCTWARD/DISTRICT NAME/# PCT 08

BALLOTSTYLE PiT 06
Electorwas instructed to cast a provisional ballot for the following reasans: {check aff that appiy)

Mame notin official register and not emonzously omitted  [] Registerindicates provisionally registered, which could

Elector claims registration with Mator Wehide Division or notbe resolued
sther gowernment agency, which could net be corfimed [ Elector affirmedthat absentee ballot was not received, or

d

O

[ Electarfailed ta sign reqister was spoiled, lost or destroyed

O O Elector's identification was insufficient
a

a

County-to-county |ate registraton in electon office
O Precinct-ta-precinct late registration in election office

Electorfailed to sign absentee ballar envelope
Elector's abzentee signature was not verified
Elector’s right to vote was challenged

O Other

ELECTION JUDGEELECTION CFFICIAL SIGHSTLRE: DATE:
BART 3: TOBE COMPLETED BY ELECTION OFFICIAL RESOLYING PROYISIONAL BALLOT:

Elector registered in PracinctnandDistrict Marmess “oted in Precincyand/District #

Woter [D#
Provisional Ballot Accented:  Ves [:) Mo

Reasons Ballot Accepted: {circle s/ that aoply) Reasons Ballot Was Rejected: [circls allthat apply)
A oM Ttad from regster in oo Mot regstored: (Croe, fapp cabe! Cancood wrang precnct, dsirc,
ward  wrong courty)
Mator VeRice or ather gavernmest: agency emar Maotor Vehicie or ather gavermmert: agency has na recond o regstration

Sor prowided signature Sector never prowtded signature

Tor 3igned ASeTTne BANST oTTEane T0r NEWEr 5ignod dhmeres BANST STEane

Ors ASOTeR SgRAINE WS wertad T0r's AOSOTOD SAgNATURG WS e war e

Thaeng reowed Incha eged Secars T Tharege reaved Incha anger s o

Arovis ong’ regsITation wWas resanved Fron'sonal REJSTTATON Was Not resoied

ADSOTSE Aot NoT recEved Absormes bavot receved and sccepted

Eector provided SUECorT (derTSCaTon Eector never prov.ded SUSCO (e S caton

Torrmed the: couty-o-coaTy &e regataT dd ot vate N pror Tarrrmed that couytoCouTy 1358 regsiTaT. vared In pror coaty
corty

Comrrmed that precnc-t0-procnc: iate regsiram dd not wote npror | | Corrmed that precnci-10-procnc: (308 Fegstram: voted in pror procncs
precine:

Qther: Qther:
Processed by Drate processed for resolton: Drate voter notfied
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rovisional Ballot Module -
esolving provisional ballots

Search on previous

Tf Prowisional Ballots Search

County

_ r| X
Vioter Search Help

- Search
Last Mame First Mame Middl= KHame Dat= of Birth
Elaction Ballok Disposition Ballot Disposition Reason Previous County
= ~| =R -]

[L1/08/2011 22 MUNICIPA =] |

Provisionzal Ballot Reason

— Woting County Search Scope
' Courty IE'liG Horn

=]

]

{ Stats
I Ppproved Residence County Search Scope
II: [hdnugljjpeprcnnvri?dem.al ’iﬁ state o el |E|ig Harn =l Search I Clear
Search Results
| MNarme | Presert Address | Dzt= of Birth | Elaction | Frowv, Ballot Reason | Ball
i | |
Details Deleie Statishiel Expurt] | Repurt St Close

Hew
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[41]

| < I

Voting Courty Seorch Seige ) provisional Bal Iot Reiason

rostate o comey | | | =l N

™ Aporovad esidence County Search Sco

I kata ity | =l | CCCCC
Search Resalts A

C | Prazant Addrass | Date of Rirth | Electon E\_rt Regson | Balk

| | I |

Enter your county in Previous County (z). Change

Voting County to State (). Change Residence
County to State (o).

Clicking Search will bring up a list of voters that have
moved from your county and been issued a provisional
ballot in another county.



Provisional Ballot Module

'E"Iit{_l'l"‘rm'isi-:m-:ll Ballot Detail

Mame

Last Mame

[WASHINGTON

First Hame |GEORGE

Date of Birth ID?fDq-fl'?J?Eu

— Address Provided

Yoter 10 |45EIEI224-4-3 Suffix

=101 |

Yoter Search Helo

Middla Mame |

|Standard

House #  Suffis

| zzir |

Trvpe

=l

Fre Dir Strest Hame

|1??5 |

Fost Dir I vl Linit Typo |

| j |]NDEDEMDENCE

<] ey ]
ol |

City J5t/Fip |I—l£tF‘.DIN

x| w7 |59035

County

|E'.I|3 HORM

L

Precinct [PRECINCT | Split |02

— Process

Provisional Ballok Reason
Ballot Disposition
Ballot Disposition Reason

Method of Yoter Motification II'-'1.;|i|

|F‘rE|:inl:t—tl:l—F'rE|:inl:t late registration in Ellj
=

|Elector did not vote in previous jurisdictic |

[Accented

=

[~ Approved

[ Mot &pproved

Issiue Balot

Feprint Wiew \Wioter Record

Pravious County
|Big Hom |
Previous Precinct
IDRECINCT #5 -5 |
Election
|11,-rIIIB.-‘2EIll 22 MUNICIPAL GENER&Lj
Ballot Style IW.CI.F{D 1 ~|
Comments
—Districts
Code | Description =
COMIG COMNGRESSIOMNAL
MT Montana
Ps 02 Public service Cammiss
SC] SUPREME COLIRT JUSTT
o 22 Judicial District 22
sD 21 Senate District 21
HP N4? | Hnnsa Nistrirt 47 _Iﬂ
1 | r

Sare And Hew |

| Closea I

Save




Provisional Ballot Module -
Resolving provisional ballots

You must complete the approval/not
approved process before 3 p.m. on the
Monday following the Election Day.




And back to......

ELECTION MANAGEMENT

» Official Register Print/Process
* Election Results

* Duplicate Ballot Report

* Closing the Election
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Election Management
Official Register

The official register is )
F Election Management o]

Wh at yo u Wi | I p ri nt an d Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Diskricts Precincks  Reports
Voter Search Help

prOVide to the ponlng | Election Date: Jun-07-2016 Election Type: Federal Primary Description: Test Fed. Primary |
places. This is typically @ection Datais official Register Not Pulled.

@Include Certified Contests

pulled the week before @rui contests

@1ssues & Offices

the date of the election, O
but for training purposes s

Official Register

you will pull it today.

Election Results
Process Official Register

Duplicate Ballot Report
(T)Close Election

Click on the Pull Voters Ext
and on the next pop-up
select how you would like
the register to be
organized. During
Federal Elections, you will
likely want to select By Reftesh Wizard status || I Process Completed pull Supplermental | [ pullvates ] print

Polling Place.
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Election Management

Official Register =

Ballat Styles  Address Library  Pull Petitions  Polling Places  ©ASS  Districks Precincks  Reports

Official Register created successfully. (Please 'Refresh Wizard Status’.) Voter Search Help

| Election Date: Jun-07-2016 Election Type: Federal Primary Description: Test Fed. Primary |

The official Register is
nOW generated gi:ifj?:g:r:r:l:d — Official Register Pulled by Polling place (Combined Statuses) on 04/28/2015

{%Pull Contests Location | Pages | Print Date
Normally you would then | @usussosc: SASINSCHOOL 27
1 h H (T)Publish Certified Contests COMMUNITY HALL - WHITEHALL 327
VOLUNTEER HALL-FAIRGROUNDS-BOULDER 180
prl nt t ese reg ISte rS O Ut Ballot Stvles JEFFERSON CITY COMMUNITY HALL 70

and prepare them for the || geiea R i i
polling place. Oficil Recster

Election Expenses
Election Results

Process Official Reqister
Duplicate Ballot Report

You will also want to pull || @gese s
your supplemental a
reqgisters before the
election. Itis not
necessary in this training
since no new
additions/deletions have I Select Al Total Number Of offcil Register Pages : [T155

OCCU rred . Taan i S [~ Process Completed Pull Supplemental Regenerate Official Register Print

Check Process
Completed.
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Election Management

Official Register

—~ OO0 Regster Uit
- ® e - - — - &S e
- e e . - . C—
- e

EXAMPLE:
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Election Management

S =

Election Management

Eallot Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincks  Reports

Election

Voter Search Help
EX p e n S eS | Election Date: Jun-07-2016 Election Type: Federal Primary Description: Test Fed. Primary |
@Election Details Election Expenses District Cost Distribution | Election Districts Remaining :
@ Include Certified Contests - Printing
@pull Contests Expense Item | Actual Cost | Actual 5%
. . {%1ssues & Offices Ballots $0.00 $0
T h |S portl O n Of th e (D)Publish Certified Contests :qunchcar?ds $0.00 $0
aster List £0.00 0
. Ballot Styles Inserts $0.00 %0
Election Management Balot Review w00 50
. . R @M Acceptance of Office $£0.00 0
module is still in Official Reqister Poster/Signs £0.00 t0
Election Expenses Certificate of Motification $£0.00 0
development you Can Election Results Certificate of Election £0.00 0
! Process Official Reqister Challenge Forms $0.00 $0
k th- Process Duplicate Ballot Report Replacement Ballot Form £0.00 0
mar IS @Close . Woter's Pgmphlet $£0.00 0
B} WBM - Mailer Envelope £0.00 0
Complete and move to | = TR
WBM - Secrecy Envelope £0.00 0
th e n ext m e n u ite m Materials for Election Personnel Trainin $0.00 0
. Other $0.00 $0
Close of Registration $£0.00 0
Motice of Election $£0.00 0
Motice of Filing for Office $£0.00 0
Motice-sbsentee Ballots Available £0.00 0
Display Ad $£0.00 0
Group Total:  $0.00 Actual Total:  $0.00 Calculate Totals |
[~ Process Completed Expense Group : 1/9
Refresh Wizard Status




Election Management

Election Results e

EBallot Styles  Address Library  Pull Petitions  Poling Places  CASS  Dist

=0 x|

Reports

You can enter the electon | I =
reSUltS data Into thIS menu {%Election Details Issues Results  Offices Results |
item. Winners entered @include Certfied Contests | offices - N

¢Zkull Contests =

here will automatically be || @sussoe TR e = r

(©eublish Certified Contests | [GNITED STATES REPRESENTATIVE ||

brought into the Federal Ballot Syies -
W|nners Of the General Wl” M ISTA'I'E REPRESENTATIVE DISTRICT 71
el
. . . Duplicate Ballot Report ISTA'I'E SUPERINTENDENT OF PUBLIC INS _I I
Districts and Precinct ©dlose Etection
these individuals will be T ]
available to be brought :szfiz::;m =)

|
|
Ballot Review |ATTORNEY GENERAL |
I ]
|
Election Results |
|
=5 |STATE REPRESENTATIVE DISTRICT 75 | _| |
|
|
|
. | ]
baC k I nto yo u r n eXt |STATE SENATOR DISTRICT 36 |
|
|

General Election, and @it Labels TS
=]
be b ro u g ht i nto th e S |Cour‘|1:\«r Commissioner District 1
position holders. In turn [SUPRENE COURT CHiEF TUSTICE 1
]

election cycle and will be [eerofthe st Court el
defaulted as Incumbe ntS |PUBLIC SERVICE COMMISSIONER, DISTF _| | o

Refresh Wizard Status I™ Process Completed Save |

;(OU Cag_gnly e/nter reShU|tS This section is different than eSERS. It is mainly
or candidates/races that used to make your next election cycle easier. It is
are included in your not mandatory, but it is recommended
jurisdiction. Y '
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Election Management

Process Official
Register

Select the Polling place of
the Register you are trying
to process. You can either,
scan in the barcode, or
click the box next to the
voters name.

Each page in the Register
in MT Votes will
correspond with paper
copy of the register.

T Election Management
Ballat Styles  Address Library  Pull Petitions  Polling Places  CASS D

Eporks

S =

You are on the first page.

Voter Search Help

| Election Date: Jun-07-2016

Election Type: Federal Primary

Description: Test Fed. Primary

{%Election Details

%Pull Contests
@1ssues & Offices
(T)Publish Certified Contests
Ballot Styles
Ballot Review
()Print Labels
Official Reqgister
Election Expenses
Election Results

Process Official Register

Duplicate Ballot Report
(T)Close Election

Exit

Refresh Wizard Status

@ Include Certified Contests

Official

’ |Of‘ﬁcia| Register
Register

j Polling Places ICLANCYMUSEUM

j Barcode |
Page Mo ll— Go To |

Accept I

Accepted |Voter Name

| Residential Address

| Absentes Sent/Recd Date |

AABERG, GUS E
AABERG, KERRIE L

ABERLE, PATRICK P
ADAMS, EDWARD
ADAMS, FRAME

aaanaaman

<

AABERG, CATHERIME D

AABERG, WILLIAM C

191 CLANCY CREEK RD CLAMCY, MT 59634
191 CLANCY CREEK RD CLAMCY, MT 59634
29 OHIO GULCH RD CLANCY, MT 59634

20 OHIO GULCH RD CLANCY, MT 59534

51 AMBUSH RDG CLAMCY, MT 59634

11 PIME RIDGE CIR CLANCY, MT 59634

53 AMBUSH RDG CLAMCY, MT 59634

| i

Print Processed Voters

Add Omitted Voters | First | Prev | Next |

Last | Page 10f235

[~ Process Completed

We recommended that you Print Processed Voters and save a copy to your folder. This is
a great way to have a list of all polling place voters who participated in your election.
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Election Management

I’ Election Management — I jm| I X

Ballok Styles  Address Library  Pull Petitions  Poling Places  CASS  Diskricts Precincts  Reparts

Duplicate Ballot [ e s —

Report R e
e | e
(DPublish Certified Contests

This section of Election —

Management will bring S st

back anyone who appears :Tp—

to have two ballots. If you | usesesce

have any voters listed here =

you will want to run the

Report, for your records,

and look into each voter.
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Election Management - Data

Before closing your election | would recommend running a handful of reports,
exports, and searches. This is the best time to get an excellent snapshot of your
actual election. Some data that | would pull out of MT Votes:

EXPORTS:

EX-EO1 (Export for Absentee Voters in an Election). All Precincts, All
Absentee Types, All Ballot Stages.

Provisional Ballot Export — This export can be located in the Provisional ballot
module.

Through Voter Search — All Late Registrants - As soon as you close your
election, these voters get changed to Active. If you want this data, you must
run this report before you close.

Reports:

Print Processed Voters — This report is located within the Process Official
Register section of Election Management.

Duplicate Ballot Report —

BP-004 — Ballot Statistics by Ballot Style - Run this for the election and all
ballot styles.
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Election Management

Close Election I T

EBallok Styles  Address Library  Pull Petitions  Palling Places  ©CASS  Districts Precincts  Reports

You are on the first page. Voter Search Help

| Election Date: Jun-07-2016 Election Type: Municipal Primary Description: Test Election |

To close the election, you |~

1 | d t I' k th ®1Include Certified Contests | | Clicking on 'Post history for processed voters and Close election’ button will allow you to save history for voters who

S“ I Ip y nee 0 C IC e opu” T were processed in the 'Process Official Register’ link and also allow you to close the election and prevent further edits
to the election.

@ ssues & Offices

PO St H i Sto ry fo r (D)Publish Certified Contests

Processed Voters and T

()Print Labels

Close Election. Offcial Recister

Election Expenses
Election Results

You will be prompted to run | ecccomemmese
the VR-022 (Late Reg. O facien
Statistics report) and the B
BP-020 (Duplicate ballot
report).

EE e e [~ Process Completed Recpen Election | | Post History for Processed Voters and Close Election I
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