
CHECKING FOR DUPLICATE VOTER RECORDS 

1. Select Standard Reports under the Reports menu. 
 
 

2. Select Maintenance from the Report Category 
dropdown menu. 
 

3. Click Potential Duplicate Voter Records 
 
 

4. Select the match criteria from the match criteria 
dropdown menu. The match criteria options include 
the following: 
Drivers License Number, Date of Birth, Address 
Date of Birth, Address 
Date of Birth, Social Security Number 
Last Name, First Initial, and Date of Birth 
Last Name, First Name, Address 
Last Name, Date of Birth, Drivers License Number 

5. Select Match Within or Across 
Counties. 

6. Click Run Report. 
 
 
This report will provide a listing of potential dupli-
cate voter records based upon the search criteria 
that were selected. 

MERGING DUPLICATE VOTERS 

1. Select Voter Records under the Voter Registra-
tion menu. 
 

2. Search for the duplicate voter records that need 
merging. 
 
To do this enter the first three letters of the last 
name plus an * into the Last Name field, first 
three letters of the first name plus an * into the 

First Name field, and date of birth into the date of 
birth field. 

Hint: Search using the first name and date of birth 
if the voter records have different last names. 

3. Click Search. 

4. Review the search results grid for the records. 
 
 

5. Review both voter records to ensure that they are 
duplicate records. 

6. Select the first voter record  that needs to be 
merged and click Select Voter to Merge. 

You are only able to merge voter records when 
the record with the most recent Updated Regis-
tration Date is in your county. The duplicate 
records should be brought to the attention of the 
appropriate county when this is not the case. 

7. Select the second record that needs to be 
merged and click Select Voter to Merge. 

8. The ID numbers for each voter record will be dis-
played in the Voter 1 ID and Voter 2 ID fields. 
 
 

9. If the incorrect voter records were selected click 
Clear Voters and select the correct voter records. 
 

10.  Click Merge Voters. 

11. The Merge Voter screen will show a side by side 
comparison of both voter records. 

12. If “These voter records have voting history on the 
same date…” appears on the top of the screen 
skip to Duplicate Voter History. 
 
Merging voter records with duplicate voter history 
will cause the voter record to be flagged for voting 
twice in one election. 

13. The buttons to the left of each field are used to 
select what voter information is associated with 
the merged voter record. These selections can be 
changed by clicking the button next to the infor-
mation that should be kept with the merged voter 
record.  

14.  
 
 
 
 

• The oldest Original Registration date will auto-
matically be kept with the merged voter record. 

• The voter information from the voter record with 
the most recent Updated Registration Date will 
automatically be selected. 

• The MDL and SSN information from the voter 
record with the most recent Updated Registration 
Date will automatically be selected. MDL and 
SSN information from the older record will be se-
lected if missing on the newer voter record. 

• The phone number and email address from the 
voter record with the most current updated regis-
tration date will automatically be selected. The 
phone number and email address  from the older 
record will be selected if missing on the newer 
voter record.  

15. Click Submit. 

MERGING DUPLICATE 
VOTERS 



16. Click Back to Search to return to the Search Voter 
Records screen. 

DUPLICATE VOTER HISTORY 

1. Records with duplicate voter history must be re-
viewed to verify whether the duplicate voter history 
is an error. 

2. If the duplicate history is an error, voter history 
must be removed from one of the duplicate voter 
records before the records can be merged. Con-
tinue to step 3 below. 
 
If not in error, the records can be merged and the 
information should be forwarded to the county at-
torney for further investigation. Continue to step 1 
under Merging Duplicate Voters. 

3. Select Voter Records under the Voter Registration 
menu. 
 

4. Enter the first three letters of the last name plus an 
* into the Last Name field, first three letters of the 
first name plus * into the First Name field, and date 
of birth. 

5. Click Search. 

6. Select the voter record  with the duplicate voter 
history and click View. 
 
 
 

7. Select the Voter History tab. 
 
 

8. Click Correct Voting History. 
 
 

9. Select the voting history that is duplicate and click 
Delete. 

 

10. Review the voter history to be removed. 

11. If ok, click Submit. 
 
 
If not, click Back and select the voter history that 
needs to be removed. 
 
 

12. Follow the steps under Merging Duplicate Vot-
ers to merge the two duplicate voter records. 

 


