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Security
Access to the system is controlled through a password that grants you access to the program. There is a password for “Master”
mode and different password for “Polling Station” mode which will enable and/or disable certain features of the program.
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Main Screen – Single Polling Station Mode
The main screen contains all the functions that you can use based on the password you used to log in to the system.
Candidate Information:
Add, modify, delete and
import candidate information.
Generate reports and ballots.
Voter Information:
Add, modify, delete
and import voter
information.

Used to count ballots
from this polling station,
view interim election
results and generate
reports, and etc.

Run various reports
utilizing any of the
information contained
in the program.

Configures how the system will function such
as the First Nation name that appears on
reports, server settings for downloading, and
uploading polling station results, the number
of polling stations, and etc.

Contains the program
information such as
the software version
number, and etc.

Exit the program
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Main Screen – Master Station Mode (for sites with at least two polling stations)
The main screen contains all the functions that you can use based on the password you used to login to the system.
Candidate Information:
Add, modify, delete and
import candidate information.
Generate reports and ballots.
Voter Information:
Add, modify, delete
and import voter
information

Used to count ballots
from this polling station,
view interim election
results and generate
reports, and etc.

Downloads files from the A.D.
Morrison & Associates server
that your polling stations have
uploaded to our server.

Run various reports
utilizing any of the
information contained
in the program.

Configures how the system will function such
as the First Nation name that appears on
reports, server settings for downloading and
uploading polling station results, the number
of polling stations, and etc.

Contains the program
information such as
the software version
number, and etc.

Exit the program
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Main Screen – Polling Station Mode
The main screen contains all the functions that you can use based on the password you used to login to the system.

Voter Information:
Add, modify, delete
and import voter
information

Candidate Information:
Add, modify, delete and
import candidate information.
Generate reports and
ballots.

Used to count ballots
from this polling station,
view interim election
results and generate
reports, and etc.

Uploads your polling station
voting results to the A.D.
Morrison & Associates server
after the votes have been
counted.

Run various reports
utilizing any of the
information contained
in the program.

Configures how the system will function such
as the First Nation name to appear on reports,
server settings for downloading and uploading
polling station results, the number of polling
stations, and etc.

Contains the program
information such as
the software version
number, and etc.

Exit the program
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Voters
This screen allows you to manually add, edit, or delete voters, make a voter a candidate, produce mailing labels for voters,
import voters from an external source, reset the flags that keep track of who has voted, and activate the barcode scanner for
scanning voter information cards.
Voter information details

List of all the
voters on file.

Add, Edit or
Delete Voters

Add the highlighted voter
to the Candidates list.

Activate the optional barcode
scanner to scan voter information
cards to track who has voted.
Reset the “Has Voted”
flag for every voter.
Import voters from
various external sources
Produce mailing
labels for voters.
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Voters – Add/Edit Entry Screen
This screen is where you will enter or update voter information.

Name and address details
for each voter.

Date of birth which is used
to ensure that voters are at
least 18 years of age.
Region codes are used to
determine which polling
station voters should use.

Band/ID Number is used to
generate barcodes on the
voter information cards.
Used to keep track of those
members who reside off
reserve.

Used to keep
track of who has
already voted.

Saves any changes you
have made to this voter.

Undo any changes you
have made to this voter.
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Voters – Barcode Scanning
This screen allows you to manually add, edit, or delete voters, make a voter a candidate, produce mailing labels for voters,
import voters from an external source, reset the flags that keep track of who has voted, and activate the barcode scanner for
scanning voter information cards.

Once the “Enable Scanner” button
has been clicked, the picture and
text will change to read “Disable
Scanner”.
This is where each barcode is
scanned, decrypted, and then
matched up with a voter. It will
then reset this field.
Every time a barcode is scanned,
it will find that voter in the system
and set his/her “Has Voted” flag to
checked.
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Voters – Mailing Labels
This screen allows you to produce mailing labels for all voters, on reserve voters, off reserve voters, multiple voters and return
address labels.
Select the size of labels
you want to use. The
measurements required
are identified for you to
ensure that you are
using the correct label
size.
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Voters – Mailing Labels
This screen allows you to produce mailing labels for all voters, on reserve voters, off reserve voters, multiple voters and return
address labels.

Select the criteria for
the labels. You can
choose all voters, on or
off reserve voters,
multiple voters or your
return mailing address
as your label data.
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Voters – Mailing Labels – Multiple Voters Option
This screen allows you to produce mailing labels for all voters, on reserve voters, off reserve voters, multiple voters and return
address labels.

You can use partially
used sheets of labels
by selecting the label
you want to start
printing on. This will
only happen for the first
sheet of labels, after
that they will start
printing on the first
label for the second
and subsequent pages.

When using the “Multiple Voters” data source, you can select which voters you want to
produce mailing labels for. This could be one or multiple voters. Simply put a check under the
“Include” column beside each voter you want to produce mailing labels for.
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Voters – Mailing Labels – Return Address Only Option
This screen allows you to produce mailing labels for all voters, on reserve voters, off reserve voters, multiple voters and return
address labels.

You can use partially
used sheets of labels
by selecting the label
you want to start
printing on. This will
only happen for the first
sheet of labels, after
that they will start
printing on the first
label for the second
and subsequent pages.
You can specify how
many return address
labels you want to
produce by entering
your choice here.
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Voters – Import Data
You can use this function to import your voters list from an external file source. With some files you will have the ability to map
which fields contain what information in order to ensure that it is put into the appropriate fields in the voters database.

Check this box to have the program verify each
birth date field and only import those who are 18+
as of the date of the election.

Once you have
selected the file to
import and have
mapped all the
fields (where
required), you can
click this button to
begin the import
process.

Select the file you want
to import by clicking this
button.

Click this to return to the
voter screen

If you selected a CSV
file, these are the field
numbers and a sample
of what each field
contains so that you can
properly map it to one of
our voter fields
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Voters – Import Data – Mapping Fields
Mapping fields can be done either one field at a time or you can do a row by row match up if you have exported your data from
another program in the same field order as our voters database (see “Fields In Our Database” section below).

Step 4:
Once you have
mapped all the
fields, click the
“Import” button to
import the fields
you have
selected into the
voters database.
This will ERASE
all of the voters
you have in your
current database
and replace them
with the imported
voters.

Step 3:
Click the “Map Selected
Fields” button to map the
field you selected on the
right to the field on the left.
You will see the field
numbers you matched now
appear in the list on the left
side. For example:
First Name::Field 001

Step 1:
Select a field from
the left side that
you want to map.

Step 2:
Select a field from the right side that matches
the content from the left, for example “First
Name” would be matched with “Field 001” as
this is the first name field in your external file.
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Candidates
This screen allows you to manually add, edit, or delete candidates, and import candidates from an external source.

Candidate information details

List of all the
candidates on file.

Add, Edit or Delete
Candidates

Import candidates from
any CSV (Comma
Separated Value) file.
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Candidates – Add/Edit Entry Screen
This screen is where you will enter or update candidate information.

Name and address details
for each candidate.

Date of birth which is used
to ensure that candidates
are at least 18 years of age.
The position that this
candidate is running for;
only one position can be
selected per election.

Band/ID Number is a
unique identifier used to
generate the barcodes on
the ballots to facilitate faster
vote counting.

Saves any changes you
have made to this
candidate.

Undo any changes you
have made to this
candidate.
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Candidates – Import Data
You can use this function to import your candidates using a CSV (Comma Separated Value) file. You then have the ability to
map which fields contain what information in order to ensure that it is put into the appropriate fields in the candidate database.

Step 1:
Select the file you want
to import by clicking this
button.
Return to voter screen
Step 5:
Click the “Import”
button to import the
fields you have
mapped into the
candidates
database. This will
ERASE all of the
candidates you
have in your
current database
and replace them
with the imported
candidates.

Step 2:
Select a field from
the left side that
you want to map.

These are the field
numbers and a sample
of what each field
contains so that you can
properly map it to one of
our candidate fields

Step 3:
Select a field from the right side that matches
the content from the left; for example “First
Name” would be matched to “Field 001” as
this is the first name field in your external file.

Step 4:
Click the “Map Selected
Fields” button to map
the field you selected on
the right to the field on
the left. You will see the
field numbers you
matched now appear in
the list on the left side.
For example:
First Name::Field 001
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Track Votes
This screen allows you to tally the ballots after the voting period has ended.

This is the position
that the candidate is
running for.

These are all of
the candidates
in the current
election that
votes can be
counted for.
This button is
used when
starting a new
election or if
you have to do
a recount of the
ballots. This
will ERASE all
of your election
results so use
with caution!

This is the number
of votes that have
been tallied for this
person.

Clicking this button
casts one vote
towards that
particular candidate.

Clicking this
button removes
one vote from
that particular
candidate.

This will
activate the
barcode
scanner to allow
for faster ballot
counting.

18

Track Votes – Using The Barcode Scanner
This screen allows you to tally the ballots after the voting period has ended.

This is the position
that the candidate is
running for.

This is the number of votes that have been
tallied for this person. Every time a barcode is
scanned, it will find that candidate and apply
one vote to their results.

These are all of
the candidates
in the current
election that
votes can be
counted for.
This button is
used when
starting a new
election or if
you have to do
a recount of the
ballots. This
will ERASE all
of your election
results so use
with caution!

When in
barcode
scanning mode,
this button will
change to allow
you to turn of
the barcode
scanner.
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Upload / Download Polling Station Results
Depending on the mode that the software is configured to run in, clicking this button will:
Master Mode
Polling Station Mode

- Download/retrieve all of the polling station results from the server.
- Upload/send this polling station’s results to the server.

Status of the
transfer. This
identifies what it
is uploading or
downloading.

If there were any issues
during the transfer, such
as connection problems
or missing files, these
will all be identified in
this area.

After the transfer has completed,
simply click the OK button to return
to the previous screen.
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Reports
This screen allows you to select from a variety of reports and forms available to be previewed on the screen and/or printed out.

These reports are based
on the current voter
information stored in the
software.

These reports are based
on the current candidate
information stored in the
software.

Previews the selected
reports on the screen.
They can then be printed,
or exported as a PDF file,
and emailed.
Prints the selected report.

These are various reports
and forms that can be
produced at any time.

For the miscellaneous
reports you can specify
how many copies you
want to print of each of
the selected reports
and/or forms.

Exit the reports menu.
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Candidates – Print Reports
This screen allows you to select a candidate-based report to preview on the screen and/or print out.

This will generate the ballots for
each position that eligible voters
will receive once they have been
confirmed at the polling station.
This is what the voters will use to
cast their votes and what will be
counted once the election closes.

This will generate an alphabetical
list of candidates containing all of
their details and the positions they
are running for.

This will generate an alphabetical
list of candidates grouped by the
position that each candidate is
running for.

This will generate a report
identifying any possible issues
with the candidates. It should be
used prior to generating any
candidate-based reports to ensure
accuracy. The report can be run
after importing data from an
external source to verify the
information imported is complete.
Previews the selected report on
screen. This report can then be
printed, exported as a PDF file,
and emailed.

Prints the selected report.
Exit the reports menu.
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Reports – Voter Information Report
This will generate an alphabetical voters list containing all the voter details required to determine who is eligible to vote and to
keep track of who has voted.
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Reports – Voter Information Report Grouped By Region
This will generate an alphabetical voters list grouped by the “Region / Area” code containing all the voter details required to
determine who is eligible to vote and to keep track of who has voted.
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Reports – Voter Information Card
These are produced prior to the election so that they may be mailed out or picked up by the eligible voters. Voters must bring
the cards with them to the polling station in order to be eligible to vote.
This is the date of the election that you
have configured in your “System Setup”
screen.

Barcode can be used with the optional barcode reader to
quickly “check off” people who have voted as an alternative
to manually checking off names on a voters list.

Eligible voter’s name and mailing address.
This information must match the ID the voter
presents in order to be given a ballot.
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Reports – Voters – Identify Potential Problems
This report should be viewed prior to using any of the other voter-based reports as it identifies possible issues with the voter
information that could cause problems when it comes to processing ballots, etc. The report looks for critical information missing
in any part of a voter’s name, in the birth date field, or in the region/area code section.
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Reports – Candidate Information Report
This will generate an alphabetical list of candidates containing all of their details and the positions they are running for.
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Reports – Candidate Information Report Grouped By Position
This will generate an alphabetical list of candidates containing all of their details grouped by the position they are running for.
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Reports – Candidates – Identify Potential Problems
This report should be viewed prior to using any of the other candidate-based reports as it identifies possible issues with the
candidate information that could cause problems when it comes to generating ballots, etc. The report looks for critical
information missing in the candidate’s file.
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Reports – Miscellaneous – Ballots For Candidates
This will generate the ballots for each position that eligible voters will receive once they have been confirmed at the polling
station. This is what the voters will use to cast their votes and what will be counted once the election closes.

Each ballot page consists of the
heading identifying what position
the voter is casting his/her votes
for, and, where applicable, the
number of candidates that can be
voted for on each ballot.

Each candidate has an area
where voters can place their “X” to
cast their vote. The barcode can
be used with the optional barcode
reader to quickly tally the votes
that have been cast.
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Reports – Miscellaneous – Mail-In Ballot Check List
This report should be generated for all voters who are mailing in their ballots. This instructs them on what they should have in
their mail-in ballot package, and how to cast their vote.
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Reports – Miscellaneous – Voter Declaration Form
This report should be generated for all voters who require a declaration form in order to be able to cast their vote.
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Reports – Miscellaneous – Infirm Or Incapacitated Voter Declaration Form
This report should be generated for all voters who are infirm or incapacitated and require a declaration form in order to be able
to cast their vote.
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Reports – Miscellaneous – Nominee Declaration Form
This form should be generated for anyone nominated for a position in the upcoming election.
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Reports – Miscellaneous – Nomination Declaration Form
This form should be generated for anyone wanting to nominate someone for a position in the upcoming election.
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Voting Results
This report allows you to generate a report showing either the interim or the official election results, depending on the mode the
program is configured for (polling station or master mode, respectively).
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System Setup
This allows you to configure how your software will function and the pertinent information that will be used on various screens
and reports/forms.
This will appear on all
of the reports that are
generated from the
program.

Mailing address
which is used for
return address labels
and on various
reports and forms.

The name of your
Chief Electoral
Officer whose name
will appear on
various forms.

Telephone and fax
numbers, email
address and website
address used on
various reports and
forms.

Passwords for
administrator mode
and polling station
user mode.
The number of
councillors that can
be voted for in this
election.
This is the date of
your upcoming
election and is used
on various reports
and forms.

A checkmark in this
box makes the
program run in
“Master” mode which
can be a single
voting station or the
master in a multipolling station
configuration.
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System Setup
This allows you to configure how your software will function and the pertinent information that will be used on various screens
and reports/forms.

A checkmark in this
box makes the
program run in
“Polling Station”
mode in a multipolling station
configuration.

The username to
access the server
where your polling
station results are
stored.

Lets you assign the
id number for this
polling station which
is used to keep each
polling station’s
results separate from
the other stations.
The internet address
of the server where
polling station results
are stored.
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