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Introduction

The Electronic Filing System (EFS) is located on the internet at http://efs.dos.state.fl.us.

Each organization required to file reports with the Division of Elections (DOE) is provided an
identification number. Access to the system is gained by inputting the DOE assigned
Identification (ID) Number and Password. The chairperson is provided an initial password

to gain entry to the EFS. Upon logging into the system for the first time, the user will be

prompted to change it.

Campaign reports are created by directly entering data into the DOE EFS or by uploading
data from external systems that meet DOE electronic file specifications.

A report goes through a three step process before it is filed with the DOE:

FIRST, data is created or uploaded to the system. At this point it is a pending
report.

SECOND, the user submits the pending report for review by the system for
correctness and completeness. Errors can be corrected in pending reports via
the EFS or by uploading additional data.

THIRD, the report is filed. Reports are filed using personal identification
numbers (PINs), which are considered the same as a person's signature on
the report.

Any changes to be made to a filed report must be done by filing an amendment.

Amendments can be done directly through the EFS or by file upload.

The Division of Elections anticipates that this guide will assist you with timely filing all
reports required by Chapter 106, Florida Statutes. However, if you have any questions or

comments please contact the Division of Elections at:

Department of State
Division of Elections
R.A. Gray Building, Room 316
500 South Bronough Street
Tallahassee, FL 32399-0250
EFS HELP LINE: 850-245-6280



Access the EFS

From Internet Explorer access the EFS at https:/efs.dos.state.fl.us/Default.aspx.

Enter the organization’s ID Number .

Enter your confidential Password. (IMPORTANT: Your password is case
sensitive.)

Ciick .

Florida Department of State
Division of Elections

paign Finance
Online

e i’te yorting System
; - 2 2 Id Mumber

Passwaord

E-mail:



https://efs.dos.state.fl.us/Default.aspx

Passwords and PINs

Access to the system is gained by using the DOE assigned Identification (ID) Number and

Password. The chairperson is provided an initial password to gain entry to the EFS. Upon

logging into the system for the first time, the user will be prompted to change the password.
Passwords must contain at least one uppercase letter; contain at least one lowercase letter;

contain at least one numeric digit; and be 6-12 characters long.

Reports are filed using a personal identification numbers (PIN), which is considered the

same as a person's signature on the report.

Set a Password Recovery Question

Each chairperson should create a recovery question in case the password is lost or
forgotten.

Campaign Account

From the Welcome screen, click

E‘ Electronic Filing System - Welcome

A =
WHome DFi|ing5 Campaign Acocount {h Sign Out QHEIP

Welcome to Florida's Electronif Fling System (EFS) provided by the Florida Department of State, Division of
Elections.

Reports rmay be created and completed directly from forms provided by this system. Alternatively,
campaign finance reports created from external systems according to the electronic file specifications rmay
be uploaded.

&l reports created through the online systern will be reviewed for completeness and any ormissions or
errors will be described. Errors may be corrected through the electronic filing systern or reports created
from external files may be amended and uploaded for further processing.

Contactl Account Passwordl Treasurerl

Passwaord Management

Change Password
Click SEEI T FIEI | Set R ecovery Question

MNew Password:

Click Password Management . Confirm Password:

PIN:



E] Campaign Account
Click Set R ecovery Question s Filings

What is your date of birth?
Account: 41703 what is your child's name?
What is your pet's name?
Last Web ACC what is your mother's maiden name?
Iﬁ Where were you born?

Click on the arrow. "Contact | Account Pas: What highschool did you attend?
| What is your favorite movie?
| Password Management What is your father's middle name?

Type in the password.

Select a recovery question. What is your favorite dessert?
Password: What is your favorite TV show?
‘ Where is your ideal vacation spot?
Type in the answer. e v
Answer:
Type in the chairperson’s PIN. ? =~
[
u
Update | pcae

Click

If the procedure was successful, Answer Saved will appear on the screen.

Recover Password

Florida Department of State

] Division of Elections
From the Log-in screen, http:/ s.state.fLus

Entel‘ your |D Number and - *. aign Fl(l)‘:ll:ﬁg This is a password protected area. Passwords are

case sensitive. Please enter your user information
below and click the Sign In’ button.

Click |__Recover password 1d Number
: o password |

Recover password

Answer Question and Enter New Password

What is your pet's name?

Answer:| |

New Password:| |

Confirm Password :| |

[ Reset Password I

Enter password recovery question. Enter a new password. Confirm the new password.

Click FEEIIETEETIL Return to the Log-in page and use the new password.
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Change a Password

The password can be changed only by using the chairperson’s PIN.

Cam paign Account

From the Welcome screen, click

E“ Electronic Filing System - Welcome

ﬁHE}I‘I‘IE DFiIin = Campaign Acocount {‘hﬁign Ot @Help
g

Welcome to Florida's Electronif Fling System (EFS) provided by the Florida Department of State, Division of
Elections.

Reports rmay be created and completed directly from forms provided by this system. Alternatively,
campaign finance reports created from external systems according to the electronic file specifications rmay
be uploaded.

&l reports created through the online systern will be reviewed for completeness and any ormissions or
errors will be described. Errors may be corrected through the electronic filing systern or reports created
from external files may be amended and uploaded for further processing.

Click Account Password' then Password Management Change Password _

Select
Type In Current password_ Contactl Account Passwardl Treasurerl
|Passw0rd Management
Type in new password. Change Passwordegl

i Set R ecovery Question
Confirm the new password. F—

New Password:

Type in chairperson’s PIN and
Confirm Password:

Update

click PIN:

If the password change was successful, Update

Password Updated will appear on the screen.



Set a PIN Recovery Question

Each chairperson, treasurer and deputy treasurer should create a “recovery question” in

Cam paign Account

case a PIN is lost or forgotten.  From the Welcome screen, click

E“ Electronic Filing System - Welcome

ﬂHE}I‘I‘IE DFi|ing5 Campaign Acocount {h Sign Out @Help

Velcome to Florida's Electronif Filing System (EFS) provided by the Florida Department of State, Division of
Elections.

Reports rmay be created and completed directly from forms provided by this system. Alternatively,
campaign finance reports created from external systems according to the electronic file specifications rmay
be uploaded.

&l reports created through the online systern will be reviewed for completeness and any ormissions or
errors will be described. Errors may be corrected through the electronic fiing systern or reports created
from external files may be amended and uploaded for further processing.

To set a recovery question for the chairperson, click PIN Management

Cnntact' Account Password' Treasurerl

Account  PIN Management "-—

FIN Management

) Select “Set Recovery Question.”
Set R ecovery Questio

Change FIM
Recover FIN

Pin Number:
G 3 Type in the chairperson’s pin number,
select question and then provide answer.
Answer:
If the procedure was successful, Answer
Saved will appear on the screen.



. . Treasurer
To set a recovery question for a treasurer or deputy treasurer, click - )

Cuntactll Account Password lI Treasurerl

Account PIN Management \

Select the appropriate treasurer from the drop-down.

Account FIN Management

Sequence: | 2 v *— Appointment Type:
Last: |Jones First: ‘John
Middle: | | Title: MR |

Sal:| | Suffi: ||

Click PIN Management _

FIMN Management
Select “Set Recovery Question.”

Set R ecoverny Questio
Change PIMN

Recover PIMN

Pin Number: . .
| Type in treasurer pin number, select
Question: v . .
| | guestion and then provide answer.
Answer: |

If the procedure was successful, Answer Saved will appear on the screen.



Recover a PIN

Cam paign Account

From the Welcome screen, click

E‘ Electronic Filing System - Welcome

~‘S)H:m'u:— Epmngs Cam paign Account "‘h Sign Qut g“HEIp

Welcome to Florida's Electronif Fiing System (EFS) provided by the Florida Department of State, Division of
Elections.

Reports may be created and completed directly from forms provided by this system. Alternatively,

campaign finance reports created from external systems according to the electronic file specifications may
be uplobaded.

All reports created through the online system will be reviewed for completeness and any omissions or
errors will be described. Errors may be corrected through the electronic filing system or reports created
from external files may be amended and uploaded for further processing.

FPIN Management

To recover the chairperson’s PIN, click and then “Recover Pin.”

PIN Management

Set R ecovery Question
Change FIM

Recover PIN "'_

Type in the recovery question answer, a

Question: What is your child's name? new PIN, confirm the PIN. Click on
Answer: .
Reset Pin
New PIN:
i BT If the process was successful, PIN Reset!

will appear on the screen.



To recover a PIN for a treasurer or deputy treasurer, click

Contact| Account Passwnrdl Treasurerl

Account PIN Management \

Select the appropriate treasurer from the drop-down.

Account PIN Management

Treasurerl

Sequence: | 2 v *_ Appointment Type:
Last: Jones First: John
Middle: Title: MR
Sal: Suffix:

PIN Management

Click and the “Recover Pin.”

PIN Management

Set R ecovery Question
Change PIMN

Recover PIN ""_

Question: What is your child's name? Type in the recovery question answer, a

Answer: new PIN,

confirm the PIN. Click on

New PIN: Reset Pin

Confirm PIN:

If the process was successful, PIN Reset!

will appear on the screen.



Change a PIN

From the Welcome screen, click

Cam paign Account

E‘ Electronic Filing System - Welcome

ﬂHﬂmE IjFiIings

Campaign Account

"‘hSign Ot g“HEIp

Elections.

be uplobaded.

Welcome to Florida's Electronif Fiing System (EFS) provided by the Florida Department of State, Division of

Reports may be created and completed directly from forms provided by this system. Alternatively,
campaign finance reports created from external systems according to the electronic file specifications may

All reports created through the online system will be reviewed for completeness and any omissions or
errors will be described. Errors may be corrected through the electronic filing system or reports created
from external files may be amended and uploaded for further processing.

To change the chairperson’s PIN, click

PIN Management

Set R ecovery Question

Change PIN ‘.—

Recover FIN

Account PIN Management

Current PIN:
New PIN:

Confirm PIN:

PIN Management and then “Change Pin.”

Type in current PIN. Type in the new PIN.

Confirm the new PIN. Click Update

If the PIN change was successful, PIN
Updated! will appear on the screen
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To change a PIN for a treasurer or deputy treasurer, click

Contact| Account Passwnrdl Treasurerl

Account PIN Management \

Select the appropriate treasurer from the drop-down.

Account PIN Management

Treasurerl

Sequence: | 2 v *_ Appointment Type:
Last: Jones First: John
Middle: Title: MR
Sal: Suffix:
Click PIN Management and the “Change Pin.”
FIN Management
Set Recowery Question
Change FIN .‘._
Recover PIN
Account PIN Management
Current PIN: Type in current PIN. Type in new PIN.
. . Update
New PIN: Confirm the new PIN. Click
Confirm PIN: If the PIN change was successful, PIN

Updated! will appear on the screen.
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Create a New Report by Data Entry

Click —JFiings and then = Open New Report

@ Electronic Filing System - Welcome

C AN - ]
“HHome —lFiIingS dj Campaign Account R Sign Out ‘?)Help
 Fi |
3 Filed R eports

Welcom [SF Repore Pending Submission em (EFS) provided by the Florida Department of State, Division of
p g p! W P

Election
:::] Open New Report ‘.—

Reports Recent Reports irectly from forms provided by this system. Alternatively, campaign
finance reports created from external systems according to the electronic file specifications may be uploaded.

All reports created through the online system will be reviewed for completeness and any omissions or errors will
be described. Errors may be corrected through the electronic filing system or reports created from external files
may be amended and uploaded for further processing.

Use this form to submit an original report. To submit an amendment to a previously filed report, first select the report from
the 'Filed Reports' listing and then choose the 'Amend Report' option from the 'Edit' menu item.

Coverage Periods
Campaign finance reports itemize financial activity occurring during a specific reporting period. The reporting period is

declared by first selecting the reporting year and then the report type. The beginning and ending coverage dates and the
filing due date of the report are automatically associated with the Reporting Year and Report Type.

Election Cycle: | 2010 General Election ~
Report Type: F2 2010 =3
Coverage Period: |7/17/2010 7/30/2010 Due Date: |08/06/2010
1 waiver

Uploading a Campaign Finance Report
A Campaign Finance report file meeting the department's specifications may be uploaded at the time a report is opened.
Use the Browse button to locate and select the report text or zip file to be uploaded. You may upload the report file in a
compressed zip. The zip file must contain only one report file.

Browse...

Open Report

Click - arrow next to Election Cycle. Scroll to the cycle associated with the report you are
entering.

Click - | arrow next to Report Type. Scroll to report type code associated with the report
you are entering.
The Cover Period dates will automatically fill in based on the Calendar of Election and

Reporting Dates.
12
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The Due Date will automatically fill in based on the Calendar of Election and Reporting
Dates.

If this report is for a special election, click the D box next to Special Election Report. (If

no special elections are scheduled this option will not be available.)

If this report is a waiver of report (no activity), click the D box next to Waiver.

Election Cycle: | 2010 General Election -
Report Type: FZ 2010 e
Coverage Period: |7/17/2010 Z/30/2010 Duwe Date: 08/06/2010

L wakver H

Open Report

Click

appear. This screen will not indicate any activity until individual detail data is entered, saved

at the bottom of the screen. A Report Detail screen (view only) will

and a review is performed.

Report: 2010 - G4 - 27 2010 General Election Covers: 10/16/2010-10/28/2010 Due: 10/29/2010
A =i . R
[waiver Complete Status: |ncomplete Detail Records
File Dite: Review Status: |yt Reviewed
Status: Last Review:
# of Transactions: |g Review | | Recalculate | | | | Append File | |Delete Report| Save
Contributions Total Amount Expenditures Total Amount
Cash and Checks: 0.00 / Monetary: 0.00
Loans: 0.00 Transfers to Off Acct: 0.00
Total Monetary: 0.00 Total Monetary: 0.00
In-Kind: 0.00 Other Distributions: 0.00
Rewview
Messages
Created: [10/25/2010 11:41:25 AM By:|s0552 Revised: |10/26/2010 11:41:25 AM By:|s0552

13
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Enter Contributions

Home Filings Print Queue
) Transacticns Contributions Report Summary
Click and then )
Contributions a
Expenditures
Other Distributions
Fund Transfers
File .
ﬁ Cowwnload Transactions
—
Mew Record
Click
Repart: 2007 - Q1 - 29 Covers: 1/1)2007-3/31/2007 Due: 4§10/2007 Skatus: Mot Reviewed
Page Size:| 15| |4 | 1 | r | M | Page 1 Of 0 (Tri's 1 -0 Gf 0) | | |
= Mew Record
T Y | | |

3

Contributar | Contribution | Amend

Contributor Armount Type Type Type Errors

The Contribution Detail screen will be blank. Populate the fields as explained in the
instructions below.

Report: 2010 -Q1-1 Covers: 1/1/2010-3/31/2010 Due: 4/12/2010 Status: Updated - Needs Review

Contribution #: I:l Date: |NL.||| % | amendment: ;I

Last Mame, Suffix:

Address:

|

First, Middle Mame: | |
|
|

City:

State: | "| Ep:| |

Contributor Type: | 3 |

Contribution Type: | 3 |

Occupation Business: | |

In-kind Description: | |

Amount: £0.00

Revised:| | |

| Mew || Copy | | ” Delete ” | |Savechangﬁ [4 | 4 | 2 |i| Go to Record

Contribution #: automatically populated by the system in sequential numbers.

Date: enter date the contribution was received.
14
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Last Name, Suffix: enter contributor's last name and suffix (if given). Do not use
titles such as Dr., Colonel, Reverend, etc. NOTE: For any contributor other than
an_individual, the name must be placed in the “Last Name” field. If you put the
name in the “First, Middle Name” field, you will get an error message.

First, Middle Name: enter contributor's first name and middle name or initial (if
given).

Address: enter contributor's complete street address or post office box number.
City: enter contributor's city.

State: click arrow and choose contributor's state. If the contributor resides outside

State: | Mot in Country

the United states, choose at the bottom of the drop down list.

Zip: enter contributor's zip code.

Contributor Type: click arrow and choose one of the listed contributor types.

Contribution Type: click arrow and choose one of the listed contribution types.

Cash or Cashier’s Check — use to report the receipt of cash and cashiers’
check.

Check - includes traditional paper checks, wire transfers, Paypal,
contributions by credit card, and other types of electronic funds transfers.

In-kind — item of value other than money or volunteer services.

Interest — money earned on checking or interest bearing accounts.

Loan — money that is loaned to the organization rather than given outright.
Money Order - use to report the receipt of contribution by money order.

Other Receipts — use to report anything of value, not defined as a
“contribution” under s. 106.011(3), Florida Statutes, which is received by the
organization and that will not be used to make an expenditure for an
electioneering communication.

Refund — use to report bad checks or contributions returned (in whole or in
part) to the contributor. NOTE: Refunds must always be entered as a
negative amount.

Occupation: enter contributor's specific occupation. (This field is required if the
contribution is over $100.) Do not use generic occupations such as “businessman”
or “sales.” Use specifics such as pharmaceutical sales or insurance.

In-kind Description: if Contribution Type is In-kind, enter a specific description of
the in-kind contribution. Example: Food and beverage

Amendment: defaults to Not Amended.
Amount: enter exact amount of contribution (dollars and cents).

15
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Complete all fields and then click L>2Vve changes|

Report: 2010 -F2 - 57 Covers: 7f17/2010-7/30/2010 Due: 8/6/2010 Status: Updated - Meeds Review

Contributon #: [L |  Date: |7/19/2010 ¥|  Amendment: ;I

Last Mame, Suffix: |JDHNSDN |

First, Middle Mame: |JDHN |

Address: |123 OAK STREET |

Gity: | DALLAS State: | Texas v | z7ipy79070- |
Contributor Type: | Individual w |
Contribution Type: | Check 3 |

Occupation/Business: |A'I_I'DRNEY |
In-kind Description: | |

-
/ Revised:| |

Transaction has been updated. Audit of report is required

| Mew || Copy | | || Delete " | |Save Changﬁ| [4 I 4 | | 3 Iil Go to Record

NOTE: Notice the statement in the Review Messages box in red. This statement will
appear until the report has been reviewed by the system. (See page 34.) After
the report has been reviewed, this box will be blank or have a specific error
message if information is incomplete or not in compliance with Chapter 106,
Florida Statutes.

To enter the next contribution, click | Mew

Continue adding contributions as necessary. Upon completion of each entry, you must

Save Changes

save the data by clicking

16



Enter Expenditures

. Transactions Expenditures B Report Summary
Click and then
Contributions
Expenditures
Other Distributions
Fund Transfars
ﬁ Download Transactions
—
Mew Record
Click
Report: 2010 -F2 - 57 Covers: 7/17/2010-7/30/2010 Due: &/6/2010 Status: Updated - Meeds Review
P 5 = ~n T Pane
e |"|*| "’l”l Page 1 0F0 (Trcs 1-0 0F0) | GoToPage | | e Record
Ly - kv | | ‘ Go To Record || |

The Expenditure Detail screen will be blank. Populate the fields.

Report: 2010 - G3 - 32 Covers:  10/2/2010-10/8/2010 Due: 10/15/2010 Status: Updated - Needs Review |
Expenditure #: |5 Date: Mull w Amendment: | ot Amended
[
Last Name, Suffix: | |
First, Middle Name: | |
Address: | |
City: | | State: | v| Fip:

Expenditure Type: | v |

Purpose: | |
—
Revised:12/13/2010 11:14:01 AM| [50552

| New | | Copy| |_:‘IE'.E || Delete " Undo | |Save(hangﬁ| Hl L | I 3 |1| Go to Record

Expenditure #: this field will be automatically populated by the system in sequential
numbers.

Date: enter date the expenditure was made.

Last Name, Suffix: enter the last name and suffix (if given). NOTE: For any
contributor other than an individual, the name must be placed in the “Last
Name” field. If you put the name in the “First, Middle Name” field, you will get
an error message.

17



javascript:void(0);

First, Middle Name: enter person’s first name and middle name or initial (if given).

Address: enter complete address.
City: enter city.

State: click k< arrow and choose a state. NOTE: If the address is outside the United

state: | Mot in Country

States, choose at the bottom of the drop down list.

Zip: enter zip code.

Expenditure Type: click arrow and choose one of the listed expenditure types.

Electioneering Communication for Candidate — use to report an
organization’s electioneering communications.

Monetary — use when other specific expenditure types do not apply.

Petty Cash Spent — used to report the total amount of petty cash spent during
a reporting time period. Expenditures made from petty cash are not
required to be reported individually.

Petty Cash Withdrawn — use to report the amount of petty cash that has
been withdrawn during a reporting time period.

Pre-paid Distribution — lump sum payments made up front that will be
disbursed to different entities at a later date. (Example — payment to a media
consultant who will then make disbursements to various media such as a
newspaper, radio or television station.) Related entries in “Other Distributions”
will be reported and linked to the expenditure as they occur. See page 25 for
further explanation on pre-paid distributions.

Refund — use to report a refund of money from a vendor, etc. These must
always be entered as a negative amount.

Reimbursement - reimbursement for authorized expenses made in
connection with the campaign. (Example: John Smith paid for the cost of
postage with his own money for the organization. A check to reimburse him
for the cost would be coded as a “Reimbursement.” See page 28 for further
explanation on reimbursement activity.

Purpose: enter a description of the expenditure. Example: television ad
Amount: enter exact amount of expenditure (dollars and cents).

Save Changes

Complete all fields and then click

18
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Report: 2010 -F2 - 4 Covers: 7/17/2010-7/30/2010

Due: 8/5/2010 Status: Updated - Needs Review

Bxpenditre #: [1 | Date: [7509019

v Amendment: E

Last Mame, Suffix: |‘u'|!:{‘r'z TELEVISION STATION

First, Middle Mame: |

Address: 3756 OAK LANE

City: | DAKDALE

| State: | Florida v| Zp:|32654-

Expenditure Type: | Electioneering Communication for Candidate V‘

Purpose: |TELE'|.I’ISID N ADVERTISEMENT

Amount: £10,000.00

F'.evised:| | |

Transaction has been updated. Audit of report is required *—___

| New ‘ | Cnpy‘ | ” Delete ”

|Save Changes | llll_illl Go to Record

Note: Notice the statement in the Review Messages box in red. This statement will
appear until the report has been reviewed by the system. (See page 34.) After the
report has been reviewed, this box will be blank or will have a specific error message
if information is incomplete or not in compliance with Chapter 106, Florida Statutes.

To enter the next expenditure, click

Upon completion of each entry, you must save the data by clicking

MNew

19

Continue adding expenditures as necessary.

Save Changes




Enter Other Distributions _ .

Fepod Summany

Click Transactions and then Cther Distributions Contributions
Expenditures
Other Distributions *_
New Record Fund Transfers
CIICk ":fél Crovenload Transactions
Report: 2010 -F2 - 57 Covers: 7/17/2010-7/30/2010 Due: 8/6/2010 Status: Updated - Meeds Review

e Mﬂﬂﬂ Page 1 070 (Tr's 1-0 OF D) | GoToPage

Mew Record

Y BY | |

Source

Report: 2010 -F2 -4 Covers: 7/17/2010-7/30/2010 Due: 8f&f2010 Status: Updated - Needs Review
Distribution Seq #: Date: |Nu|| “ Amendment: [t nonder ew Source
Last Mame, Suffix: | |
First, Middle Mame: | |

Address: | |
City: | | 5‘@te:| v| Ep:| |
Distribution Type: | v|
Purpose: | |
Related )
Exp:nﬁll:li‘ture: Election: Year:l | Type:| | Seq: |[g Rpt: [0
s
Contribution Limits [ Revised: [1/25/2011 1:54:32PM | [49957
| Mew | | Copy | | Update | Delete || Undo |Save Changﬁ| llll_)lll Go to Record

The Other Distribution Detail screen will be blank. Populate the fields as indicated in the
instructions below.
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Distribution _Seqg #: the distribution detail data is sequentially numbered and is
automatically populated by the system.

Date: enter date the distribution was made.

Last Name, suffix: enter last name and suffix (if given). NOTE: business or other
organizational names must be placed in the “Last Name” field. If you put it in
the “First, Middle Name” field, you will get an error message.

First, Middle Name: enter first and middle name or initial (if given).

Address: enter complete address.

City: enter city.
State: click k2 arrow and choose a state. NOTE: If the address is outside the United

States. choose @t Mot in Country

at the bottom of the drop down list.
Zip: enter zip code.

Distribution Type:

In-Kind Distribution — use to report an in-kind contribution when there is no
corresponding expense. Example:  An electioneering communication
organization owns a building and allows another ECO to use part of the
building for their administrative offices at no charge. As the organization owns
the building, the organization does not spend money to make the contribution,
and thus, would not show any money going out as an Expenditure. Therefore,
the contribution to the other ECO is reported under “Other Distributions” rather
than as an Expenditure.

Prepaid Distribution — use to itemize previously made lump sum payments.
Example — payment to a media consultant who will then make disbursements
to various media such as a newspaper, radio or television station. The “Other
Distribution” entries will document how the media consultant is spending the
lump sum payment. Items will be reported and linked to the prepaid
expenditure as they occur. See page 25 for additional information.

Reimbursement - itemizes reimbursement for authorized expenses made in
connection with the campaign. Example: John Smith paid printing costs with
his own money. This entry would provide the name and address of where Mr.
Smith purchased the postage. It will be related to an expenditure showing
reimbursement to the Mr. Smith. See page 28 for additional information.

Related Expenditure: once the fields are populated and saved, the screen will
refresh and this field will appear. It will be populated by the system once the Other
Distribution is linked to an Expenditure. (See instructions for linking Expenditures
beginning on page 25.)

Purpose: enter the purpose of the distribution. Example: postage.
Amount: enter exact amount of distribution (dollars and cents).

Enter all information and then click .
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Report: 2010 -F2 -4 Covers: 7/17/2010-7/30/2010 Due: &/6/2010 Status: Updated - Needs Review
Distribution Seq #: |:| Date: | 7/20/2010 i Amendment:

Last Name, Suffix: |EXPRESS MAIL, ETC. |
First, Middle Mame: | |

Address: |1515 MAIN STREET |

City: |LAKESIDE | 513te:| Flarida V| Ep:|3gg55_ ‘

Distribution Type: | Reimbursement v|

Purpese: |POSTAGE FOR MAILERS |

Related

e Election: 'fear:| | Type:| | Seq: Rpt:
-
Contribution Limits [] Revised: | | | |

Transaction has been updated. Audit of report is reguired

| Mew ‘ | Copy| ‘ H Delete || | |Savecllangs| llil_}lll Go to Record

NOTE: Notice the statement in the Review Messages box in red. This statement will
appear until the report has been reviewed by the system. (See page 34.) After the
report has been reviewed, this message will be blank or have a specific error
message if information is incomplete or not in compliance with Chapter 106, Florida

Statutes.

Mew

To enter the next other distribution, click

Continue adding Other Distributions as necessary. Upon completion of each entry, you

Save Changes

must save the data by clicking
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Enter Fund Transfers

This section is used to report the transfer of funds between the primary depository and

separate interest-bearing accounts.

i Report 5
Transactions Fund Transfars | eport Summarny

Click and then

| Cantributions

Expenditures

Other Distributions

Mew Record N PR
. un ransters
Click . t

@ Lrownlaoad Transactions

Report: 2010 -F2 - 57 Covers: 7/17/2010-7/30/2010 Due: 8/5/2010 Status: Updated - Needs Review
R A ] esge 1 oo s 1010y | GoToPage | | o Record
%?l | |E:':-Ze::': || |

The Fund Transfer Detail screen will be blank. Populate the fields as explained in the
instructions below.

Report: 2010 -Q1-1 Covers: 1/1/2010-3/31/2010 Due: 4/122010 Status: Updated - Needs Review |
Transfer #: |:| Date: Amendment: | 1ot 4ended
Entity Mame: | |
Address: | |
City: | | State: w Zip:
Transfer Type: O From OTo @ Missing
Mature OFf Account: | 3 |

Amount: $0.00

Revised: [12/13/2010 2:51:33PM | [109

Review Messages:

] (] [ oo | e | [oeciomed]  WISHEIM] [ (eooRew

Transfer #: this field will be automatically populated by the system in sequential
numbers.

Date: enter date the fund transfer was made.
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Entity Name: enter entity's full name.

Address: enter entity's complete address.

City: enter entity's city.

State: click . arrow and choose entity's state.

Zip: enter entity's zip code.

Transfer Type: click £ arrow and choose From or To.

Nature of Account: click 4 arrow and choose nature of account.

Amendment: defaults to Not Amended.

Amount: enter exact amount of fund transfer (dollars and cents).

Enter all information and then click . To enter the next Funds Transfer, click

Mew
Repart: 2009 - Q4 - 25 Covers: 10f1/2009-12f31/2009 Due: 1112010 Status: Updated - Needs Review
Transfer #: l:l Date: 10/13/2009 - Amendment: EI

Entity Name: |FIRST NATIONAL BANK |

Address: 1515 NORTH 23RD STREET |

City: |oCcALA | state: | Florida v|  zpi3s521-
Transfer Type: O From lG)T-:: O Missing
Nature OF Account: | Certificate of Deposit vl

Amaunt: £10,000.00

Revised: | [

Review Messages:

Transaction has been updated. Audit of report is required ‘—.—

| MNew | | Copyl | || Delete || | I53veChanges| llil_’lll Go to Record

Note: Notice the statement in the Review Messages box in red. This statement will
appear until the report has been reviewed by the system. After the report has been
reviewed, this box will be blank or will have a specific error message if information is

incomplete or not in compliance with Chapter 106, Florida Statutes.

Continue adding Funds Transfers as necessary. Upon completion of each entry, you must

Save Changes

save the data by clicking
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Report Prepaid Distributions

Prepaid Distributions are lump sum payments to one entity or person who then distributes

the funds to other entities or individuals.

Example: Payment to a media consultant who will then make disbursements to various
media such as a newspaper, radio or television station. The Expenditure entry documents
the lump sum payment. The “Other Distribution” entries will indicate how the media
consultant is spending the lump sum payment. Items will be reported and linked to the pre-
paid expenditure as they occur.

Enter Prepaid Amount in Expenditures:

Create an Expenditure record for the lump sum payment. (See page 17 for instruction on

. . . Prepaid Distribution
creating an expenditure record.) For Expenditure Type, choose

. ) . Save Ch
Enter all information and then click .

Report: 2010 -F2 -4 Covers: 7/17/2010-7/30/2010 Due: 8/6/2010 Status: Updated - Needs Review

Expenditure #: Date: 7/2212010 " Amendrent: |:|

Last Mame, Suffix: | JOHNSON'S POLITICAL CONSULTING
First, Middle Mame:

Address: 3755 QAK LAME
City:  |OAKDALE St | Florida v | EPi 32654

Expenditure Type: | Prepaid Distribution % | | Distribution Links

Purpose: | MEDIA CONSULTING

Amaunt: £10,000.00| Distr:

Revised:

Transaction has been updated. Audit of report is required

| Mew | | Cnpy| | ” Delete " ‘ |Sa'urEChangE5| 4 ‘ 4 | 2 | | |
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Enter Disbursements of the Payment in Other Distributions and Link to
Expenditure:

As the funds are disbursed, Other Distribution records are created and linked to the original

expenditure. (See page 20 for instruction on creating an Other Distributions record.) For

Prepaid Distribution

Distribution type, select Enter all information and then click

Save Changes

Report: 2010 -F2 -4 Covers: 7f17/2010-7/30/2010 Due: &/5/2010 Status: Updated - Needs Review

i il 1 = ' '
Distrbution Seq #: [7 |  Date: |Nu|| |  Amendment:

Last Name, Suffix: || akeside Ledger |
First, Middle Mame: | |

Address: |1818 Pine Street |

City: || akeside | State:| Fiorida v| Zil:"|3564?- |

Distribution Type: |Prepaid Distribution V|

Purpose: | eyyspaper Ad |

Related .
Expenditure: Election: YEE‘“| | TYF'E:| | Seq: l:l Rpt: I:l
Contribution Limits [] Revised: | ||

| Mew ‘ ‘ Copy | ‘ H Delete || | |5iweChanges| llll_}lll Go to Record

. Link Ex .
The screen will refresh and 2 1 will appear.
Related )
T Election: Year: | | Ty'pe.| | Seq: | | Rot: J
. Link Ex
Click on a
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Report: 2010 -F2 -4 Covers:  7/17/2010-7/30/2010 |

Name: |LAKESIDE LEDGER |
Purpose: [1EyWSPAPER AD |
Dis Type: |:'-'5-_15: Distribution |

Go to Distribution |

Dist. Date |Type| Amount

b Remove Link | 4 |20101102-GEM| 2010 F2 2 |Pending |07/22/2010 | PPD | $25,000.00 SMITH AND COMPANY CPA SE
ink to Exp | 4 |20101102-GEM | 2010 F2 1 |Pending |07/22/2010 | PPD |%10,000.00 JOHNSOMN'S POLITICAL COMSULTING |MEDIA
. . . o . . Link to Exp
Determine which entry to link the distribution to the expenditure and click on :

. . Remove Link
To remove the link, click on —.

For each disbursement of the prepaid expenditure, create an Other Distributions record.

Link each distribution record to the original prepaid expenditure.
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Report Reimbursements

Reimbursements are used to report authorized expenses incurred that are not otherwise
reported as direct expenditures. Each time a person authorized to make an expenditure on
behalf of the organization makes an expenditure that will be reimbursed, there must be an
entry reported for the purchase in “Other Distributions.” The “Other Distribution” (the
purchase) may be, but is not always, reported during the same reporting period as the
“Expenditure” (the check written for reimbursement). Once the “Expenditure” is reported, it
must be linked to the “Other Distribution.”

Enter Reimbursement Activity in Other Distributions:

For each purchase that will be reimbursed, create an “Other Distributions” record. (See
Page 20 for instructions on creating an Other Distributions record.) For Distribution Type,

choose Reimbursement.

Report; 2010 -F2 -4 Covers; 7/17/2010-7/30/2010 Due: 8/6/2010 Status: Updated - Needs Review

Distribution Seq #: Date: |7/24/2010 " Amendment: I:I

Last Mame, Suffix: | offjce Depat
First, Middle Mame:

Address: |1689 Capital Circle
City: ' Tallahassee State:| Flgrida w | Ie32312-
Distribution Type: | paimbursement 5

Purpose: | Office Supplies

Related

Expenditure: Election: Year: Type: Seq: Rpt:
Amount: £80.05
Contribution Limits [_] Revised:
| Mew | | Cnpy| | || Delete || | |Sa\rechanges| 4 | 4 | 3 | M |

. . . Save Ch
Enter all information and click .
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Enter Reimbursement Payment in Expenditures:

To document the payment to reimburse authorized expenditures, create an Expenditure
record. (See Page 17 for instructions on creating an Expenditure record.) For Expenditure
Type, select Reimbursement.

Report: 2010 -F2 - 4 Covers: 7/17/2010-7/30/2010 Due: 8/5/2010 Status: Updated - Meeds Review

Expenditure #: Date: | 730/2010 w Amendment: [view Source:]

Last Mame, Suffic:  |Jones
First, Middle Name: Sally

Address: |1515 Park Street

Gty:  Tallahassee St Florida v| TP 32312

Expenditure Type: | Reimbursement v

Purpose:  |Reimbursement for Office Supplies

Amount: £80,06

Revised:

| Mew | ‘ Cnpy| | u Delete ” | |Savechanges| |4 | 4 | | 2 | M |

. . . Save Ch .
Enter all information and click . The screen will refresh and the
| Distribution Links |

will appear on the Expenditure screen.
Link the Purchases to the Expenditure for Reimbursement

On the Expenditure sequence that documents the reimbursement payment, click on

Distribution Links
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Report: 2009 - Q4 - 25 Covers:  10/1/2009-12/31/2005 |

Date: Name: |JOHII DOE |

Amount: Purpose: |REII‘-'1B|_|R'5EI"-'1EI [T FOR TRAVEL EXPENSES |

- E— Seq: |2 \—‘
(Calc Distr. | [0.00 | @ Pending inked O Invalid Uplosds O Linkeg SoEmEL

Click on the radio button “Not Linked.”

This will take you to a listing of all reimbursement expenses that have not yet been linked to

a reimbursement payment.

Report: 2009 -Q4 - 25 Cowers:  10/1/2009-12/31/2009 |

Date: [11/15/2009 Name: [IOHN DOE |

Amount: Purpose: |REI|"-1E=|.|R'5ET'-1E| T FOR TRAVEL EXPENSES |
Seq: |3 .

[calc Distr. | [0.00 | Orending  @notlinkza O Invalid Uploads O Linked 5 || GotoExpendiure

Dist. Date |Type

[

Cregte Link | 19 | 2008 | G4 | 3 | Filed |11/15/2008|RMB £29.97 | 1 & 1 INTERNET HOSTING BASIC SERVICE-3MO.

Create Link | 19 | 2008 G4 6 | Filed |11/15/2008|RMB £279.50 | AMERICAM AIRFLIMES TRIF TO TLH

Create Link | 16 | 2008 G1 11 | Filed |09/01/2008 |RMB £209,50 | AMERICAM AIRFLIMES DiCA-MIA

Create Link | 12 | 2008 | Q1 23 | Filed |07/06/2008 RMEB 5428.80 | AMERICAM AIRFLIMNES WASHINGTON TRIP

Create Link | 21 | 2009 Q1 20 |Pending [03/10,/2009 | RMB £339,20 | AMERICAM AIRLIMES AIRFARE

CreateLink | 21 | 2009 | Q1 | 21 |Pending |03/10/200% | RMB £39.00 | ANDREW'S DOWNTOWN MEETING EXPEMSE

Create Link | 15 | 2008 F3 3 Filed |08/04/2008 | RMB S69.71 | AVIS TAMPA TRIF

CreateLink | 21 | 2009 | Q1 | 49 |Pending |03/10/2009 | RMB £8,99 | BAD ASS COFFEE CO. MEALS

Create Link | 21 | 2009 Q1 19 |Pending | 03/10,/2009 | RMB £18.24 | BAGEL EMPCRIUM & GRILLE MEETING EXPENSE

Create Link | 19 | 2008 G4 8 | Filed |11/15/2008 |RMEB £25.00 | CITY TAXI TLH TO GOV, INM

Create Link | 19 | 2008 G4 9 Filed |11/15/2008 | RMB £25.00 | CITY TAXI GOV, INN TO TLH |
< | ] l|_

. Create Link . . .
Click on by each purchase that will be linked to the reimbursement payment.

Go to Expenditure |

To verify the activity that is linked to a reimbursement payment, click on

Report: 2009 - Q4 - 25 Covers:  10f1/2009-12/31/2009 |

Date: Mame: |JOHII DOE |

Amount: HipTEE |REII"-'1B|_|R'5EI'-'IEI T FOR TRAVEL EXPENSES |

|Cale Distr. | |112.71 | @rending  Owotlinked O invalid Uploads O Linked *ﬂw

Dist, Date
Delete Tranx ADD 15 2008 F3 3 Filed 03042008 RMB 869,71 | AVIS TAMPA TRIP
Delete Tranx ADD 19 2008 G4 a8 Filed 11f15/2008 RMB £25.00 | CITY TAXI TLH TO GOV, INM
Delete Tranx ADD 19 2008 G4 9 Filed 11f15/2008 RMB £25.00 | CITY TAXI GOV, INN TO TLH

30



Distribution Links

Click on

Report: 2009 - Q4 - 25 Covers: 10/1/2009-12/31/2009  Due: 1/11/2010 Status: Lipdated - Needs Review |

Expenditure #: |- Date: |11”8;2009 3z Amendment: | ot amen

=

m
m
=
1

Last Mame, Suffix: |J[}HN DOE |
First, Middle Mame: | |
|

Address: |RT # BOX 32 B

City: |SI"~'1ALL TOWHN | State: |F|orida v| Zip: [31125-
Expenditure Type: | Reimbursement V| Distribution Links

Purpose: REIMBURSEMENT FOR TRAVEL EXPENSES

Revisedsj3/15/2010 12:55:07 F

Transaction has been updated. Audit of report is required

Delete " Unda ‘ ‘Save(hangﬁ‘ llll_blll |—| Go to Record

| Mew | | Copy| |_:-:E:e|

Everything that is currently linked to this Reimbursement Expenditure will be listed.

Report: 2009 - Q4 - 25 Cowers:  10/1/2009-12/31/2009 |

Mame: |JOHN DOE |

Amount: Purpose: |REII"-'1B|_|R'E~EI"-'1EIIT FOR TRAVEL EXPENSES |

credt At 20T | T |
Seq: |3 ;
() Invalid Uploads O Linked |—| Go to Expenditure

[Calc Distr. | [135.40 |  ®rending O Mot Linked

Dist. Date

Remove Link 1 | Pending | 10/09 2003 DEMMY'S RESTAURANT MEAL
Delete Tranx | ADD | 15 2008 & ] Filed 08/04/2008 | RMB 269,71 | AVIS TAMPA TRIP
L elete Tranx | ADD | 19 | 2008 G4 8 Filed 11/15/2008 | RMB £25.00 |CITY TAXI TLH TO GOV, INM
Delete Tranx | ADD | 19 | 2008 G4 = Filed 11/15/2008 | RMB £25.00 | CITY TAXI GOV, INN TO TLH
Delete Tranx

If you have linked a purchase in error, click on !@- (for pending links) or

(for filed links) to remove the link.
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Returned Contributions
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Create a New Report by File Upload

. m 21t Open Mew Report
C|ICk and then . —

'ﬁjHome —‘IFiIings uCampaign Auccount :hSign Ot -‘?JHeIp
_:i Filed Reparts
Weloar E Reports Pending Submission £ (EFS] provided by the Florida Departrent of State, Division of
Electior

:1i Open New Report

Reports Recent Reports irectly from forms provided by this system, Alternatively,
campaigﬂmmmtﬂm%ﬁm‘temal systems according to the electronic file specifications may

be uploaded.

Al reports created through the online system will be reviewed for completeness and any omissions or
errors will be described, Errors may be corrected through the electronic filing systern or reports created
fram external files may be amended and uploaded for further processing,

Click arrow next to Election Cycle. Scroll to cycle associated with the report you are
entering.

Click arrow next to Report Type. Scroll to report type code associated with the report

. . Browse. ..
you are entering. Click

Use this Forrm to submit an ariginal report, To submit an amendrment bo a previously filed report, First
seleck the report From the 'Filed Reports' listing and then choose the "Amend Report’ option From the 'Edit’
menu ikem.

Coverage Periods
Campaign finance reports itemize financial activity occurring during a specific reporting period. The

reparting period is declared by first selecting the reporting wear and then the repork bvpe, The beginning
and ending coverage dates and the Filing due date of the report are auktomatically associaked with the
Raporting Yaar and Rapaet Nigpa,

Election Cycle: | 2006 General Election
Repork Type: |Gl 2006
Coverage Period:  |9/1/2006 915/2006 Due Date: |09/22/2006

D Waiver

Uploading a Campaign Finance Report

A Campaign Finance report file meeting the department's specifications may be uploaded at the time a
report is opened, Use the Browse button to locate and seleck the report text or zip file to be uploaded,
Wou may upload the repart file in & compressed zip, The zip file must conkain only one report File,

s

Browse. ..

Open Report

Navigate to the file you wish to upload to the EFS and double click on the name.

Note: The file name must be in the following format: IDNumber.ReportType

Example: 19932.G4
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The file name will appear in the box next to PR | Click on . Click on View
Report.

Raport: J00T - 1 - 29 Corveragy Paricds 11 007- 3730 00T 1A R0 a0
Electhone 2008 General Elsction

The abore referenced Report has baen transmitted and queussd for batch processing, Campaegn finance actiity
corftined n the Bepart wil be sralibls for editing when prooisarg of the Report B oofmplibisd.

by g

Report: 2006 - G1 - 31 2006 General Election Covers: 971/2006-9/ 1512006 Due: 92212006
[waiver Entry Method: Complete Status:
File Date: | Mull b Filing Method: Review Status:
Received: | Null w Filing Skatus: Lask Review
# of Transactions: [g I Review I | Recalculate | | | | Append File | |Delete Report | %
Contributions Total Amount Expenditures Tokal Amount
Cash and Checks: 0,00 Monetary: 0,00
Loans: 0.00 Transfers to OFf Acct: 0.00
Total Monetary: 0,00 Tokal Monekary: 0,00
In-Kind: 0.00 Other Distributions: 0.00
Review
Messages
Created: |2/15/2007 By: 41703 Revised:  |2j15/z7007 By: 41703

A screen will appear showing the report summary. The Complete Status box will indicate
when the processing of the upload is complete (if a delay occurs keep refreshing the screen
until complete).
If the file type is not valid:

Open Windows Explorer. Click Tools. Click Folder Options. Click View.

Uncheck Hide Extensions for Known File Types.

Click Apply. Click OK.

Save file under new name.
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Review Data for Errors

When all contributions, expenditures, fund transfers, and other distributions have been
entered and saved or uploaded, the data should be reviewed by the EFS to determine

completeness and correctness.

From the Pending Report Summary page, click on

Pending Report Summary

Home Filings Transactions Print Queue Campaign Acoount  Sign Out  Help
Report: 2010 -F3 - 26 2010 General Election Covers: 8/7/2010-8/19/2010 Due: 8/20/2010
[waiver Complete Status: |1ncomplete Detail Records |
File Date:| | Review Status: |N0t Reviewed *
Last Review:
i | | ast Review | |
# of Transactions: o | Review | | Recalculate | | | | Append File | |Delete Report| Save
Contributions Total Amount Expenditures Total Amount
Cos and Credes To——
Loans: Transfers to Off Acct
Total Monetary: Total Monetary:
In-ind: Other Distributions:
Review
Messages
Created: [3/19/2010 2:01:35FM | By:[so552 Revised:  [5/19/2010 2:01:35 PM | By:[sos52

Return to the Report Summary page by clicking on [ Report Summar'f]_

Report: 2010 -F3 - 26 Covers: B8/7/2010-8/19/2010 Due: 8/20/2010

The table below lists requests queued for batch processing.  Press 'Refresh’ to check for 'Processing Complete'.

1277 | Temparary Review Pending Report Processing... 03/19/2010 14 058/13/2010 14

1276 | Temporary Create Pending Report Processing Complete 08/19/2010 14 08/19/2010 14

Refresh ] [Repurt Summary] *—
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If the Complete Status box indicates “Incomplete Detail Records,” correct the errors prior to

filing the report with the Division of Elections.

Report: 2010 -F3 - 26 2010 General Election Covers: 8/7/2010-8/1%/2010 Due: 8/20/2010
Amendment [ Waiver Complete Status: |lnc0m|:l|ete Detail Records %
File Date:| | Review Status: |Reviewed |
Stams: |Data Entry | LastReview: |g/19/2010 2:13:35 PM |
# of Transactions: |2 | Review | | Recalculate | | Go To File Report | | Append File | |Delete Report| Save
Contributions Total Amount Expenditures Total Amount
Cash and Checks: Monetary:
Loans: Transfers to Off Acct:
Total Monetary: Total Monetary:
In-ind: Other Distributions:
Review
Messages
Created: |5/12/2010 2:01:35 PM | By:[s0552 Revised:  |3/19/2010 2:13:35 PM | By:|s0552

Faee | [ o o

Report Summany

Cantributions= al Contributions *—

and then . Expenditures
Other Distributions

To find errors in Contributions, click

Fund Transfers

2
ﬁ Drownload Transactions

At the right under the “Errors” column, any number above 0 indicates that the entry has an
error.

| Report: 2009 - Q2 - 24 Covers: 5/19/2009-6/30/2009 Due: 7/10/2009 Status: Reviewed
PageSz=:[ 15 llllﬂll Page 1 0f1 (Trcs 1-10F1) | GoToPage | | e Record
ew Recor
% ?1 | | Go To Record || |

1 JOMES, JOHM £1,000.00 I X 7
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Open the entry by clicking on the sequence number to view the error messages.

OccupationBusiness: | |

In-kind Description: | |

Arnount: £1,000.00
ot A

Report: 2009 - Q2 - 24 Covers: 5/19/2009-6/30/2009 Due: 7102003 Status: Reviewed
Contribution #: I:l Date: |N|_||| b Amendment: ;I

Last Mame, Suffix: |JCINES ‘

First, Middle Mame: |JOHN ‘

Address: | |

Ciity: | State | V| 3u:| |
Contributor Type: | Individual v|
Contribution TyPe: | Missing or Invalid Code v|

F‘.evised:|

The Transaction Date Is Either Before Or After The Report Coverage Period
The Value Supplied For Contribution Type Is Invalid

|

<4—

Contribution Amounts Are Limited To $500 For This Contributor Type
Occupation Reguired When Contribution Is Greater Than $100

| Mew H Cnpy| | " Delete " | |Save Changﬁ|

4 | 4 | 2 |i| Go to Record

[=

) Save Ch
Correct the errors and then click on .

After correcting all errors, the report must be

K |Tmn5&|:=tiuns |

reviewed by the system again. Clic

and then Report Summany

Review

Return to the Report Summary page and click on
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If all errors are corrected, the Complete Status box will change to Complete Detail
Records.

Report: 2010 -F3 - 26 2010 General Election Covers: 8/7/2010-8/13/2010 Due: 3/20,/2010
A =i . R
[ waiver Complete Status: | Complete Detail Records *
File Date: Review Status: |Reviewed
Status: LastReview: |8/19/2010 3:56:42 PM
# of Transactions: |1 Review | | Recalculate | | Go To File Report | | Append File | |Delete Repurt| Save
Contributions Total Amount Expenditures Total Amount
Cash and Checks: 0.00 Monetary: 51.00
Loans: 0,00 Transfers to Off Acct: 0,00
Total Monetary: 0.00 Total Monetary: 51.00
In-Kind: 0.00 Other Distributions: 0.00
Review
Messages
Created: 8/19/2010 2:01: 35 PM By:| 50552 Revised: 3192010 3:56:42 PM By: 50552

After the report is reviewed, you may choose to file the report or leave the report in pending

status until a later date (see page 43 for instructions on accessing pending reports).

Errors in Expenditures, Other Distributions and Fund Transfer entries are corrected
in the same manner.

Note: If report is voluminous, see page 38 for instructions on creating an error filter.
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Create an Error Filter

If a report is voluminous, locating errors must be done by creating an error filter.

Transactions Print Cueue

Contributions Report Summary

| and then . |
Contributio

Click | Transactiocns

Expenditures
Other Distributions l
Fund Transfers

ﬁ Crowonlaoad Transactions

Define Filter
Apply Filter
. e Clear Filtar

. i . Reset Column Widths
Click on the icon. .

Report: 2009 -Q3 - 23 Covers: 7(1/2009-3/30/2009 Due: 10/10/2009

Fage Size: 15 Mﬂﬂﬂ Page 1 OFf0 (Trx's 1-0 OFf0)

R

Click on the -¥| under Select Column to Search and choose |A-ditCount

Click on the | under Select Type of Comparison and choose |53t Than

Under Enter value to compare, type 0 (zero).

. Add to Filter Apply Filter
Click _ and then .

Filter Expenditures

Select Column to Search Select Type of Comparison  Enter value to compare
Audit Count * | | Is Greater Than |0

ladd toFiter] | Clear | | Apply Filter

Filter Criteria
Audit Count Is Greater Than 0

When the filter is applied, only those entries with errors will show. Click on the Sequence

number for each entry and correct the errors.
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The errors will be referenced in the Review Messages box and will be printed in red.

Report: 2006 - Q4 - 28 Covers: 11/3)2006-12/3112006 Due: 1f10)2007 Skatus: Reviewed

Contribution #: Dake: - Arnendrment:

Last Mame, Suffix:
First, Middle Mame:
Address:

Ciky: State: Zip:

Contributor Type:

Contribution Type: Revised:
By

[riew Source Recordi]

Occupation/Business:
In-kind Description:

Armaunk:

Review Messages:
Occupation/Business Required When Contribution Is Greater Than $100

s

| e || Copy | | Amend " Delete ”

AR

Y
In order to see all entries, clear the error filter. Click on
Report: 2008 - G3 - 18 Covers: 9/27/2008-10/10/2008 Due: 10/17/2008
\Page szeil  15] M| 4| P | M| pagetof1 (Trxs 1-100710)

U Y

Under Amend column * indicates record has been changed in this amendment

NOTE: Repeat the filter process for Expenditures, Funds Transfers and Other
Distributions, if necessary.
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File t

he Report

If the Review Status is Updated Detail — Needs Review the report has not been reviewed
since the last update. (See page 34 for instructions on how to submit the report to the

system for review.)

If the status of the

report is Complete
Detail Records, you

are ready to file the

report.

Report: 2010 -F3-26 2030 General Electon Covers: 8/7/2010-8/19/2010 Due: 8/20/2010
[ waiver Complete Stats: | Complete Detall Records ‘_
File Date: Review Stats: ‘Reviewed
Status: LastReview: 1§/19/2010 3:56:42 PM
# of Transactons: [} Review | | Recalculate | | GoToFile Report | | Append File | [Delete Report| [ Save
Contributons Total Amount ) Expenditires Totad Amount
Cash and Checks: 0.00 Monetary: $1.00
Loans: 0.00 Transfers to Off Acct: 0.00
Total Monetary: Q.00 Total Monetary: 51.00
In¥ingd: 0.00 Other Distributions: 0.00
Review ‘
Messages
Created: 5/19/2010 2:01:35 PM By: 50552 Revised:  3/15/2010 3:56:42 PM By: 50552

Click on 8@ To File Report |

If there is more than treasurer, click on the drop down and select the treasurer that is filing

the report.

Campaign Treasurer:

Julie Myers

2

The treasurer enters his or her PIN and then clicks .

Report: 2010 -F2 - 28
Review Status:

Coverage Period:  7/17/2010-7/30/2010

Due: &f6,/2010

Campaign Treasurer:

Julie Myers

PIM for specified Treasurer

File Report h
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Print a File Receipt

After a report is filed, click | PrintFiingReceipt |

Repart: 2009 - Q4 - 25 Coverage Period:  10/1/2009-12/31/2009
Election: 2010 General Election

Due: 1/11/2010
Select the Division of Elections forms to be generated. Each requested form will
be generated as Adobe Acrobat PDF files. The Adobe Acrobat Reader is
required to view and print selected forms and may be downloaded from Adobe.

| Select | Report Form View

PV e pdobe
| summary Sheet (DS-DE 12) Jicka il

|C0ntributi0ns (DS-DE 13)

|Expenditures (DS-DE 14) | Print Filing Receipt | ‘——

| Fund Transfers (DS-DE 94) |

View Filed Reparts |

| Other Distributions

Refresh screen until a"View' link appears for each report selected.
Click on the "View' link to open report in Adobe.

or Report Status

D: Name:

Report: 2009 - Q4 - 25
Election: 2010 General Election
Covers: 10/1/2009-12/31/2009
Due: 1/11/2010

Print Date: 8/19/2010 4:46:32 PM

To print this screen, right click

your mouse and select “Print.” Filed: 8/19/2010 4:41:08 PM File Status: Filed Report
Save th|S screen as your flllng Reviewed: 8/19/2010 Review Status: Reviewed
. Detail Complete: Incomplete Detail Records
receipt.
File Method: Wb Filed Humber of Detail Records

Contributions: 0
Entry Method:  Web Data Entry

Expenditures: 3

. Fund Transfers: 1
Pending Queued Ttems: 0

Distributions: 4

Ta Print Report: Right Click Mouse and Select 'Print’
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IMPORTANT NOTE: the “Filed” field will be populated if the report has been correctly
filed. If this field is blank, you have not filed the report with the Division of Elections.

HEIRLTE 2 e S =t Print Date: 8/19/2010 4:53:02 PM
Election: 2010 General Election

Covers: 5/19/2009-6/30/2009
Due: 7/10/2009

Filed: <4—————— File Status: Data Entry

Reviewed: 8/19/2010 Review Status: Reviewed

Detail Complete: Incomplete Detail Records

Number of Detail Records
Contributions: 1

File Method: Web Filed

Entry Method: Web Data Entry
Expenditures: 0

Fund Transfers: 0

Pending Queued tems: O
Distributions: 1

To Print Report: Right Click Mouse and Select 'Print’

NOTE: If you are unable to print the receipt, make sure that your pop-up blocker is
turned off.

43



Access a Pending Report

E| Electronic Filing System - Welcome

Home Filings Campaign Account Sign Cut Help

Welcome to Florida's Electronic Fling System (EFS) provided by the Florida Department of State, Division of
Elections.

Reports may be created and completed directly from forms provided by this system. Alternatively,
campaign finance reports created from external systems according to the electronic file specifications may
be uploaded.

All reports created through the online systermn will be reviewed for completeness and any ormissions or
errors wil be described. Errors may be corrected through the electronic filing system or reports created
from external files may be amended and uploaded for further processing.

F‘ﬁ Electronic Filing System - Welcome
From the Welcome age, click :
Home Campaign Acoount 5

j Filed Reports

E Reports Pending Submission w Feports Fending Submission

Select i3 Open New Report

Fecent Reports

Click on the Sequence number of the report you wish to access.

:‘ 24 2009 20101102-GEM Q2 03,/19/2010| Reviewed Incomplete Detail Re M
23 2009 20101102-GEM Q3 01/07/2010( Reviewed Incomplete Detail Re M
21 2009 20101102-GEM Q1 11/20,/20038 Reviewed Incomplete Detail Re ¥
13| 2008 20081104-GEM G3 11/20/200%| Updated - Meeds Re Incomplete Detail Re ¥
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Amend a Report

Once a report is filed with the Division of Elections it cannot be edited. Any changes to a
filed report must be done by filing an amendment. Amendments can be done directly
through the EFS or by file upload.

Fﬁ Electronic Filing System - Welcome

Home Filings Campaign Account Sign Out Help

Welcorne §o Florida's Electronic Fiing Systermn (EFS) provided by the Florida Departrment of State, Division of
Elections.

Reports may be created and completed directly from forms provided by this system. Alternatively,
campaign finance reports created from external systems according to the electronic file specifications may
be uploaded.

All reports created through the online system will be reviewed for completeness and any omissions or
errors will be described. Errors may be corrected through the electronic fiing system or reports created
from external files may be amended and uploaded for further processing.

..,r"| Electronic Filing System - Welcome
-F'l'ngs —
From the Welcome page, click &

Home Campaign Account =
and then - ﬁ Filed Reperts . j Filed Reports h

E Reports Pending Submission

::i Open New Report

Recent Reports

Click on the Sequence number of the report to be amended.

=26 2010/ 20101102-GEN F3 08/19/2010| Complete Detail Records 0
25 2009 20101102-GEN 04 08/19/2010| Incomplete Detail Records N 0
21 2009 20101102-GEN Q1 04/03/2008| Complete Detail Records 0
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Click and theny 2l amend Repor

& Filed Report Summary

Home Trans.al:ti{}ns- Print Queue Campaign Account  Sign Out  Help

3 Filed Reports

IE' Feports Pending Submission
T‘:' Open Hew Report
m Amend Report ‘ — Reviewed: |

=] neral Election Covers: 8/7(2010-8/1¢

o To Amendment

Complete: |
. Submit
Click on |
Report to Amend
Report: 2010 -F3 - 26 Coverage Period: 8,/7/2010-8/19/2010 Due: g8/20/2010

Election: 20101102-GEM

The above referenced report has been selected for amendment. The amendment procedure will transfer all
activity for this report into a temporary work area that will enable you to add, update or delete individual
transactions. When you have completed amending the report, you must 'File' the working copy using the
online filing systemn. Select the 'Submit’ button to create the amendment.

_'__~| Subrmit | | Cancel |

Click on the Sequence number of the report to be amended.

= oc 2010( 20101102-GEN F3 08/19/2010| Complete Detail Records 0
25 2009 20101102-GEN Q4 08/19/2010| Incomplete Detail Records N 0
21 2009 20101102-GEN Q1 04/03/2009| Complete Detail Records 0

The status of the report will be “Amending.”
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Amend a Report by Direct Entry

To update an entry, click on the Sequence number of the detail data (Contribution,
Expenditure, Other Distribution or Funds Transfer) to be updated.

Contributor
e 1 09/29/2008 |SEARCY DEMMY SCAROLA BARM £5,000.00 =] CHE 1
2 10/01/2008 |LUPPIMNO, ANTHOMY £25.00 I CHE 0
3 10012003 |BRADY, MARIOM £0.00 I CHE UPD 1
Repaort: 2008 -G3 - 18 Covers: 9/27/2008-10,10/2008 Due: 10f172008 Status: Reviewed |
Contrbution #: [1 | Amendment: | Mot Amended -
Last Mame, Suffix:  [sEancy OE |
First, Middle Name: | |
Address: (7139 pALM BEACH LAKES ELVD
City: |wesTP State; 0702
Contributor Type: | 5 ziqzas
Contribution Type: | ~h=ck
Occupation/Business: 4 TTORNEY |
In-kind Description: | |

T
e .
. S ) e Revised:|10/14/2008 6:52:24 Al | [43805

Contributio ounts Are Limited To $500 Far This Contributor Type

|5Ewe Changes 4 | 4 | > | 2| | Go to Record

| New || Copy| Update || Delete || Undo

[Sovechanges]
Click . Make necessary changes and click :

Mew Record
To add a new record, Click
| Report: 2008 -G3 - 18 Covers: 9/27/2008-10/10/2008 Due: 10/17/2008 Status: Updated - Needs Review
Page size:| 1 Mﬂﬂﬂ Page 1 071 Tk 1- 10 07 10) lloRa0s o
%"} ?‘ | | Go To Record " |

Under Amend column * indicates record has been changed in this amendment
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Populate the fields and

ve Changes

then click

Report: 2008 - G3 - 18 Covers: 9/27/2008-10/10,/2008 Due: 10/17/2008

Status: Updated - Meeds Review

Last Mame, Suffix:

First, Middle Name:

Occupation/Business:

In-kind Description: |

Amaount:

Match Amt:

Address: | |

City: | State: | "l Iﬁl::| |
Contributor Type: | Missing or Invalid Code Vl
Contribution Type: | jssing or Invalid Code v|

* Record has been amended =

Revised:5,24/2010 5:

]
o
ol
5

| MNew || Copy|

Update ” Delete ” Undo |

|Save(hangﬁ

4 I 4 | » |l| Go to Record

To delete an entry, click on the Sequence number of the detail data to be deleted.

Contributor
e 1| 09/28/2008 |SEARCY DEMMY SCAROLA BARM &5,000,00 B CHE 1
2| 10/01/2008 |LUPPING, AMTHOMY £25.00 I CHE 0
3 10/01/2008 |BRADY, MARION £0.00 I CHE =UPD 1
Report: 2008 - G3 - 18 Covers: 9/27/2008-10/10,2008 Due: 10/17/2008 Status: Updated - Needs Review
Contribution #: l:l Date: | 10/1/2008 Amendment: | Mot Amended —
Last Mame, Suffix: | PP
First, Middle Name: | mHoMy

Address:

City:

Contributor Type:  110idua

Contribution Type:

Occupation /Business: |

In-kind Description: |

Amount:
Match Amt:

Revised:[10/14/2008 6:52:24 AM | [43605

| MNew || Copy|

|Update || Delete || Undo | |Save Changes

Ml ] M]| [ | cotoRecord

Cliok 22|
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If the Complete Status box indicates Incomplete Detail Records, correct errors prior to filing
the amended report. See page 38 for instructions on locating and correcting errors.

NOTE: The error message will not go away until you review the report.

Amend a Report by File Upload:

On the Pending Report Summary Page, click on _

Report: 2008 - G3 - 18 2003 General Election Covers: 9/27/2008-10/10/2008 Due: 10/17/2008
Complete Status: | [ncomplete Detail Records

Review Status: || pdated - Needs Review

File Date:
Status: LastReview: |g/24/2010 4:43:11 PM
# of Transactions: |15 Review | | Recalculate | | Go To File Report | | Append File Delete Report
. Browse. ..
Click on

Use this form to upload an electronic file with transactions to be appended to the folowing report.

Report: 2008 -G3 - 18 Coverage Period: 9/27/2008-10/10,/2008 Due; 10172003
You may upload the report file in @ compressed zip. The zip file must contain only one repart ﬁle./
Browse...

Append EFile

. . d EFil
Select file to be uploaded and click on .
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Print a Report

Select the report you wish to print by clicking on the report sequence number.

W 2010| 20101102-GEM F3 03,/19/2010| Complete Detail Records M 0
25 2009 20101102-GEM Q4 03/19/2010| Incomplete Detail Records M 0
21 2009 20101102-GEM Q1 04/03/2005( Complete Detail Records Y 0
] Erint [& Fiting Reports
Click ™ and then
Home Filings Transactions Print Queue Campaign Account  Sign Qut  Help
& Rewview Errar Reparts
Summary of all filings rece
& Filing Repo

Report: 2010 -F3 - 26 Covers: 8/7/2010-8/12/2010

Select the items you wish to print by clicking in the appropriate box.

Report: 2010 -F3 - 26 Coverage Period:  8/7/2010-8/19/2010
Click | Run Repart(s) | Election: 2010 General Election Due: 8/20/2010

Select the Division of Elections forms to be generated. Each requested form will
be generated as Adobe Acrobat PDF files. The Adobe Acrobat Reader is
required to view and print selected forms and may be downloaded from Adobe.

| Select | Report Form View

Adobe
* Summary Sheet (DS-DE 12) m&r Rea

-* Contributions (D5-DE 13)

‘ Expenditures (DS-DE 14) | view Report status |

-‘ Fund Transfers (DS-DE 94) | View Filed Reports |
v Other Distributions

‘ | View Report Summary |

Refresh screen until a'View' link appears for each report selected.
Click on the "View' link to open report in Adobe.
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|Selec|: | Report Form View
In the View column, you will see PRC. [] | summary Sheet (05-DF 12) —
[] |contributions (DS-DE 13) FRC
Click on - [1 |Expenditures (DS-DE 14) PRC
[1 |FundTransfers (DS-DE 94) PRC
[] |Other Distributions PRC

| Fun Report(s) |

|Select | Report Form | View

Summary Sheet (DS-DE 12) ..' View

Contributions (DS-DE 13) View i
PRC . View
will change to

Oogg|g

Expenditures (DS-DE 14) Wiew — _
Fund Transfers (D5-DE 34) Wiew )
. View
Clickon '/ .
COther Distributions View

Print each segment of the report by clicking on —"  nextto the segment you wish to print.

The segment will open in a PDF format. O ANPAIOH THEASURER'S REPORT SUUARY
€1} KRE Commitiss @ 4TO
. I,-,I - R Candidaie, Commiti= or Farty Nams LD. Number

Click onthe ™ ~ PRINT icon on the & posm i Tarmes m

Address {number and stresf) Chy Sl Tp Code
. [Jcnece box ¢ agdress mas changed since st report

Internet Explorer toolbar to print. w E——
O :n:c‘:m:n;;.:rmmm [ check # Pc nas DessANDED
IE Committes of Continuous Exstancs DCHE’:K # CCE has DISBANDED

[ Farty sxacutve commities

(5] REPORT IDENTFERS

Repeat the process for each segment. Covperot Frm cunvazas S ——
[ otgns ] Amenaram O spec sizeton Resart
(E) CONTRIEUTIONS THIS REPCRT (T} EXPENDITURES THIS REPCRT
Cash & Checes 0,03 Monetary Expandiiures. $£00.00
Loars .00 Transfers o Office Account $0.00
Todai Monstary F0.00 Toa Aonetary SE00,00
in-Kind 0.0 {8} Other Disiributions

Carffication
t 15 a #irst degree misdemn=anar for any persan o faisky a pubilc record (35 233.13, F.5.)

| cartty that | hawe evamined tis repot and 21z | crtety tmat | e exarines this resortand s

true, comect and comaists e, comect and complste

Mame of O treaswer  [] ceputy Treasurer wameot [ ]candoae [ craiman PoETY Only
Zignalurs Eigrature
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