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Voter Registration 



• Click New to enter a new 
voter. 

• You can enter in information 
and Tab through the entry 
fields. 



• Once the basic data is added, Montana Votes 

will check for duplicate voters.  If it is a match 

click Select, if it is not a match select No 

Match. 



 
 

Proceed with caution when reviewing 

duplicates.   

 

If you select a voter that is not a 

duplicate the process cannot be easily 

undone! 
• If you pull a voter in error, the former county needs to 

move the voter back to their county – the new county 

needs to enter the voter as new – this will allow the voter’s 

history to be maintained! 
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Likewise, you must be very careful to 

not create a duplicate voter if the voter 

already exists in another county.   

 

If one county creates a duplicate voter, 

that voter can potentially receive and 

vote two ballots.  
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If the voter verifies through 

MVD you will see the 

following message at the top 

of Montana Votes. 

The voter verified through MVD data. 



Montana Votes does not automatically 

verify the last four of the SSN. We offer 

a service called Voter Verify which will 

allow you to verify by SSN or a drivers 

license that did not verify from within 

MT Votes. 
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In order to get access to Voter Verify, 

you will need to have your supervisor 

email Montana Interactive. 

helpdesk@egovmt.gov 
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Practice Scenario 

Click Here to be directed to Voter Verify. 

• Attempt to Verify your own information 

– Input your Name, DOB, SSN, or MT Drivers 

License# 

• Did it verify? 

– Try putting in a different DOB. 

• Did it verify? 

https://app.mt.gov/cgi-bin/voterverify/voterverify.cgi


Enter address information, if you make an 

error you can hit the Clear (a) button. 

a 



If the address is not in the library, you will 
receive an empty Address library box. To add 
an address, click the New button.  

If the address range is listed.  Select the 
address. 



To create a new address range, enter 
the House # From and House # To, 
and Type (Even, Odd, or All) and any 
other street information. (In the 
example above the range is for all 
addresses within the range of 404 
and 406 on Test Dr.) 



Enter in the City and Zip, and then 

assign a Precinct and Split.   

 

Select Save. 



Now you can highlight the 

address and click Select. 



Create a new Address Range 

for the Address Library. 
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Extend an existing address 

library range. 
(Walkthrough on the next slide) 
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First things First.  

DON’T EXTEND AN ADDRESS RANGE IF 

YOU HAVE BALLOTS IN A SENT STATUS!  

Doing so will void all ballots within the range. 

(more than likely, you don’t want this.) 

Now, if you are sure you want to extend an 

address range, do the following: 

1. When you enter the new voter, type in the 

address provided. 

2. The Address Library will open. Select the 

address range that you would like to 

extend, and click Detail. 
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3. The Edit Address Library window will open. 

4. Change either the House # From or the 

House # To, to include the house number 

you’d like to extend. 

5. Select the Save button. 

 If you have an election with active sent ballots, a 

warning will populate asking you if you are sure you 

want to extend the address range. 
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Enter mailing address into 

the Mailing fields if this 

information is provided on 

the card. 

Po Box 10001 

Helena MT 59806 



To enter a Non-Standard 

address select the Non-

Standard option from the 

drop down. 



Type in the Non-Standard description.  MT 

Votes does not auto-fill the precinct in a non-

standard address, you need to manually select 

the precinct & split code. 



To enter a legal address, 

select Legal from the 

description drop down. 



If the voter does not verify through 
MVD or Voter Verify, you will need 
to change the Status to provisional 
with the reason of ID Verification – 
ID. You will also need to enter the 
Source of Registration. 



County Registration Date – This is 

the date the voter registers in your 

county. 



• The date the voter record was created 

in MT Votes or the date the voter was 

moved to this county. 

• Date defaults to current date. 

• This date should change if moving to 

your county. 

• If this elector is just changing address 

in your county this date should not be 

changed. 
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Vote Eligible Date 

This date will usually be the same 

as the county reg date.   



• Late Registrants must receive a Vote Eligible 
date of the close of registration date or 
before.  The date cannot be after the close of 
registration because the system will not allow 
the voter to be issued a ballot. 

• Make sure Vote Eligible reflects when 18-
year-olds can vote. 

• An 18 year old cannot cast their ballot until 
they turn 18 years old.  If you issue an 
absentee ballot to this person before they 
are 18 you must inform them that they 
cannot vote the ballot until they turn 18 
according to Montana Law. V
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In the Misc Info tab you can 

find the voter’s original 

registration date. 



To make a voter Confidential, select the 
confidential box and select Save.  All 
address information becomes hidden 
(shown) and the voter gets a confidential 
identifier. 



 

A voter’s address can only be made 

confidential if the voter provides the 

proper documentation to your office, or 

the voter is a judge or law enforcement 

officer. 
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The Reveal button allows users 

who have access to reveal all 

information regarding the 

confidential voter. 



The Absentee tab shows the Absentee 

Status (a) and whether or not the voter 

has an active absentee request (b). 

a. 

b. 



Absentee STATUS is different than 
Absentee TYPE 

Absentee Status: Is set on the 

absentee tab and will be Absentee List, 
UOCAVA or Blank. This status stays until 
manually removed, even if they do not have an 
active Absentee Type. 

Absentee Type: Is where the actual 

absentee request information is added. The 
choices will be Absentee List, Civilian Overseas, 
Military Domestic, Military Overseas, 
Seasonal. The absentee type determines IF the 
voter gets pulled into the Election through 
Election Management.  C
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If an absentee voter is not pulled into your 

Election through Election Management > Pull 

Absentees, they likely have an Absentee Status 

set, but they do not have an active Absentee 

Type and date range. 
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On the Contacts tab you can enter 
any information you have for the 
voter.   

FYI - Currently there are no reports 
that pull data from this tab. 



The History tab shows 

former address information 

or previous name, if 

applicable. 



The Prev Registration tab is required and 

will only be available when you first register 

a voter. If the voter does not provide any 

information you must select Not Provided. 



When entering a previous registration please 

ensure that at the very minimum you enter the 

previous State.  The Secretary of State sends 

other states notifications that voters from their 

state have registered in Montana.  This helps 

keep both states Voter Registration Systems 

accurate. 
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Under Voter menu, you can 

review the following: 
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The Voter Audit Log – This log contains changes to the voter record and 

also includes the C# who made the changes. 
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Ballot Audit Log – This log tracks ballot information for the 

voter.   
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Voter Moves – you can run a 

quick report of moves to or 

from your county without 

going to Reports and Labels. 
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Linked Non-Duplicate Voter – This will show any 

linked non-duplicate voters. 
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Add Non-Duplicate Voter- Within this screen 

you can add a duplicate voter.   
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Precincts & Districts- Allows you to 

quickly pull up the districts 

associated with this precinct. 
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Elected Officials – Shows the elected 
officials for the position holder.  (This 
will only be up to date if you enter 
Election Results in Election 
Management) 
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Under the Print menu, you 

can do the following: 
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Print Menu 

• Voter Confirmation Card 

• Pre-Fill Signature Card 

• Undeliverable Confirmation 

Notice. 

• Voter Profile 

• Certificate of Registration 

• Voter Label 
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The Election Menu is mainly 
used during an active election.  
You can see Active Ballots, 
Issue Ballots and Receive 
them. 
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The Petition menu contains 

Petition History  
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The Imaging menu contains 

scanning options. 
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The Address menu contains 

the ability to verify an 

address by using the Lookup 

Address. 
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Create a new Voter Record. 
 (See the next slide for a walk-through) 
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1. While in Voter Registration, click the new 

button to begin the registration process. 

2. Makeup an ID#, DOB, and Name.   

3. Enter in an address (within this county) for the 

voter. 

4. Enter in previous registration info or check 

‘not provided’. 

5. Ensure that you change the status to Active 

and an application source to a source you 

would like. 

6. Save the voter record. 
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Create a Late Registrant 

Voter Record for an Election 

held on November 8th, 2016. 
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This scenario may be tricky as there are areas 

that are not covered in this training, but it is a 

good practice scenario. 

Late Registration occurs after the close of 

Regular registration (30 days before an 

applicable election). A late registrant must 

appear in the county election office (or 

designated area) in person to register.  When 

they register, they must be issued an absentee 

ballot on the spot.  The Late Registrant can not 

vote at the polls.  

 

So how do you register this individual? 
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1. Select New, and enter in a made up ID#, 
DOB and name, tab through until it does the 
duplicate check. 

2. Enter in the Address information for the voter. 

3. Change the Status to “Late Registration – 
LR”. 

4. Select the Reason, either, County to County, 
Precinct to Precinct, or New. 

5. Select the source of Registration.  For any 
NON-UOCAVA late registrant, the source of 
Registration should ALWAYS be “In Person”. 
If you select Mail, or Registration Drive, you 
should not be issuing this individual a ballot 
as the voter has to show up in Person to late 
register. 
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6. The Vote Eligible date must be set to the Sunday 
before the close of Regular Registration.  So in our 
example, it will be 10/09/2016.  This date is 
important.  The system won’t allow you to issue a 
ballot to anyone who has a vote eligible date after 
the close of regular registration. 

EXTRA Credit 

7. Click the Absentee tab and select the Add button. 

8. Choose Election Specific (unless the indicated 
they want to be on the absentee list), drop down 
the Election, select the Absentee Application 
Source and Issue Method (again, unless UOCAVA, 
it will be In Person). 

9. At this point in time, you can either Update and 
Save, or Save and Issue Ballot. 
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