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Purpose 

This guide is intended for: 

1. Administrators who are responsible for granting access to Candidates 

for use of the Candidate Access portal. 

 

2. Providing instructions to Candidates on how to use the features that are 

available in the Candidate Access portal. 
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Overview 
 

With the Candidate Access self-serve portal: www.candidateaccess.ca 

candidates can view real-time data for eligible electors in their electoral district 

via a basic search capability. 

 

The municipality can upload documents or forms to the candidate’s portal for 

Candidates to download. 

 

The municipality has full control over which information candidates can view, 

as well as, whether or not candidates can extract a Voters’ or Revision List, 

and how often. 

 

The behavior of the Portal is fully configurable to precisely control the elector 

information that candidates are entitled to view as shown in Figure 1.0. 

 

Portal Setting 
 

The information Candidates can access is determined by the municipality and 

the Administrator can set these values through the Portal Access in VoterView. 

 

To access the Portal Setting - Go to Administration > Configuration and click 

Portal Settings to make the selections.

http://www.candidateaccess.ca/
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Make the appropriate selections from the Configuration> Portal Setting as 

shown in the example in Figure 1.0 and then click Save. 

 

 
Figure 1.0 
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Candidate Email Address 

Access to the portal is granted by the municipality, based on the candidate’s 
Email address. 

 
The Email address for the portal is unique for each candidate and can only 

be used once. 
 

The following error message will display if the Candidate’s Email address has 
already been used. 

 

 
 

 

School Board Trustee - multiple municipalities 

There may be School Board Trustee who has responsibilities across multiple 
municipalities and may need access to the portal (only if both municipalities 

subscribe to the Candidate Access Portal). 
 

For these exceptions, please advise us so we can ensure that the candidate 
is given the ability to view the Candidate Access Portal in multiple 

municipalities. 
 

The Candidate Access portal has its own url: http://www.candidateaccess.ca 
 

http://www.candidateaccess.ca/
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Granting access to the Portal 

Before you begin, you must enter all the Electoral Positions and Candidates 
information. 

 
For details on adding Electoral positions and Candidates – refer to Candidate 

Management in A Guide for Administrators under Tools > Forms/Document 
Library in VoterView. 

 
To grant access: from Candidate Management, select the Candidate you wish 

to grant portal access to as shown in Figure 1.1. 
 

In this example, access is being granted to the Mayor, Hortensia Harvie. 

 

 
Figure 1.1 

 
 

Click on the 

Candidate’s name and 

the Candidate Details 

page will display as 

shown in Figure 1.2 
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Figure 1.2 

 

 
Figure 1.3 

 

From the Actions panel, 

click Portal Access to 

display the Portal 

Access screen as shown 

in Figure 1.3 

From the Portal Access screen, 

select the Access Start and 

Expiry dates and the Access 

Status from the drop-down 

menu as shown in Figure 1.3, 

then Click Save 
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Figure 1.4 

 
After access has been granted, the application automatically sends an Email 

to the Candidate with the access details, including the link to the portal and 

a temporary password.

Once you Click Save, the 

application confirms that the 
candidate has been granted 
access to the Portal as shown 

in Figure 1.4 
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‘From’ Email Addresses 

The ‘From’ Email is the Email address that will be used to communicate with 
Candidates and is the address you provided via the Optional Modules Request 

form. 
 

To activate the email address, you must click the ‘Confirm this Sender 
Signature’ as shown in Figure 1.5. 

 

 
Figure 1.5 
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Candidate Portal Documents 

Municipal Administrators can upload documents for specific Electoral Positions 
and these are based on those positions entered in Candidate Management in 

VoterView. 

 

To upload documents 

 
Figure 1.6 

 

 
Figure 1.7 

 

 

To upload documents, 

Click Candidate Portal 

Documents from the 

Actions panel as 

shown in Figure 1.6 

to display the 

Candidate Portal 

Documents screen 

shown in Figure 1.7. 

Click Upload 

Document, and the 

Upload Document 

Page will appear as 

shown in Figure 1.8. 
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Figure 1.8 

 

 
Figure 1.9 

 

Select the file you wish to 

upload and the position(s) 

the document is for, and 

then Click Upload as shown 

in Figure 1.8 

After you Click Upload, 

the application 

confirms the 

successful upload of 

the document as 

shown in Figure 1.9  

To delete a document 

– Click the delete Icon 
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Information for Candidates 

The Candidate Access portal permits Candidates to: 

a) search for registered electors in their constituency and view selected 

voter details 

b) request an extract or a revision list of registered electors in their 

constituency 

c) change password 

d) request password re-set 

e) retrieve documents uploaded to the portal by the municipality 

 

Support 

All questions or assistance related to the Candidate portal must be addressed 

by your municipality. 
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Accessing the portal 

Access to the portal is granted by the municipality and is based on a 

candidate’s Email address.  Access requires a username and password. 

After access has been granted, the application automatically sends an Email 

to the candidate with access details, including the link to the portal and a 

temporary password as shown in the example in Figure 2.0 below. 

 

The password must be changed after the initial login and the application will 

prompt you for a password change. 

 
Figure 2.0
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When you click the link to the portal http://www.candidateaccess.ca the 

Candidate Access Login screen displays as shown in Figure 2.1. 

You are required to enter the credentials provided to you by the municipality. 

 
Figure 2.1 

 
After you’ve logged in with the credentials provided to you by the municipality, 

the application displays the Change Password screen and prompts you for a 
password change as well as for your agreement to the terms of use of the 

information contained on the Voters’ List – as shown in the example 
in Figure 2.2. 

 

 
Figure 2.2 

http://www.candidateaccess.ca/
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After you’ve completed the information required on the Change Password 
screen and Click Save, the candidate portal opens to the main screen as shown 

in Figure 2.3. 

 
Figure 2.3 

 
The information you can access is set by the municipality.  Please contact your 

municipality with any questions. 
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Portal Features 

This section describes how to use the features of the portal. 

Elector Search 

From the Home screen, you can search for registered electors in your 

constituency by last name, street name or elector ID. 

Searching by name 

To begin your search, start typing in the Last Name field.  Optionally, you can 

add a first name to narrow your search. 

 

Press enter or click the Search button to continue. 

 

The application automatically displays all matches for the name that you are 

typing as shown in Figure 2.4. 

 
Figure 2.4 
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Figure 2.5 

Click on the name of the 

elector you’d like to get 

information for and the 

voter details will display as 

shown in Figure 2.6. 
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Figure 2.6 

 

Searching by street 

To find electors by their street name, or to view how many electors reside on 

a street in your constituency: - Start typing in the Street Name field and 

the application will automatically display all matches for the street name that 

you are typing as shown in Figure 2.7. 
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Figure 2.7 
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Click the desired street name from the Elector Search Results as shown in 

Figure 2.8, and press Enter or click the Search button to display the Elector 

Details screen as show in Figure 2.9. 

 

If more than one elector resides on the chosen street, the Elector Search 

Result screen displays showing all electors on that street. 

 

You can re-order the columns by clicking on the column headings. 

 

 
Figure 2.8 
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From the Elector Details screen shown in Figure 2.9 you can view the name 
and address of the elector, the ward and poll information (if applicable), and 

whether or not the elector has voted. 

 

 
Figure 2.9 
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Downloading an Extract 

You can request an extract of the current Voters’ list of registered electors in 

your constituency through the extract facility. 

Note:  The frequency at which you can download an extract is determined by 

the municipality. 

To request an extract of the voters list: 

1. Click Extracts from the main menu. The Extracts screen displays as 

shown in Figure 3.0. 

2. If desired, change the Email address to which the extract will be sent. 

3. Click Continue. 

After you click continue, the application confirms the extract request and will 

send an Email with instructions for downloading the extract as shown in 

Figure 3.0. 

 

 
Figure 3.0 
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When you receive the Email with the link for downloading the extract as shown 

in Figure 3.1, click the link or paste it into your browser. The Download 

Extract screen displays as shown in Figure 3.2. 
 

 

Figure 3.1 

Click Download as shown in Figure 3.2 to access the Extract – a sample 

extract is shown in Figure 3.8. 

 

Figure 3.2 
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Downloading a Revision Report 

You can request a revision report of the current list of registered electors in 

your constituency. 

To request a revision report: Click Revision Report from the main menu as 
shown in Figure 3.3.  The Revision Report screen displays as shown 

in Figure 3.4 

 

Figure 3.3
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Select from the ‘Include Revisions Since’ drop-down menu, a date from which 

to include changes as shown in Figure 3.4 and then click Continue. 

 
Figure 3.4 

 

The application confirms the revision report request and will send an Email 

with instructions for downloading the report as shown in Figure 3.5. 

 
Figure 3.5 
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Click the link shown in Figure 3.6 or paste it into your browser. The Download 

Extract screen displays as shown in Figure 3.7. 

 
Figure 3.6 

 

Click Download to retrieve the Extract 

 

Figure 3.7 
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Sample Extract 

 
Figure 3.8 
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Viewing Documents in the Portal 

To view documents in the portal – click on documents to display the contents. 

 
Figure 3.9 


