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Introduction

Effective 01/01/2017, all committees that raise or spend over $10,000.00 in an election cycle will
be mandatory electronic filers. It is important to note that the change to the law did not exempt
any type or level of committee, and so this applies to all committees at all filing levels.

The Campaign Finance Remote Software (CFRS) is available to download from the State Board of
Elections website.
http://www.ncsbe.gov/Campaign-Finance/reporting-software

This guide will assist Municipal Candidates with their electronic filing requirements. It will walk
you through setting up committee information and elections, and getting started with entering
transactions. It will also provide information for creating, saving and filing a report.

Before you start, please make sure you have access to information related to the committee bank
account, officers and which elections the candidate will be participating in. You will need to know
the type of Municipal Election the candidate will be participating in, as this will affect the
elections and due dates of reports. Your County Board of Elections will be able to assist if you do
not know the type of election the candidate will participate in.
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2017 Municipal Elections

http://www.ncsbe.gov/Portals/0/FilesP/CFFiles/2017%20Municipal%20Schedule.pdf

The above link will take you to the Municipal Election Reporting Schedule on the State Board of
Elections website.
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Before you Begin — Tips to Assist
Please read the following information before setting up your software.

DO update your software to the latest version before submitting a report.

DO backup your software regularly. If your computer crashes, and you have no backup, all data
will be lost. Information for backing up the database is included later in this guide.

DO remember to email a completed report to the State Board of Elections. Reports are not
transmitted automatically; you must attach a report to an email and send to the appropriate
address.

DO remember to mail or hand deliver a signed cover page for each electronic report you file,
including amendments. Report cover pages should be postmarked or hand-delivered by the
report due date. Your signed cover page MUST be sent to your COUNTY BOARD OF ELECTIONS.

DON’T enter duplicate names in the database. When entering transactions, you should use the
Find Contributor or Find Payee buttons FIRST. Only if you do not locate a name in your database
should you use Add Contributor or Add Payee. If you find that you have already entered duplicate
names in the database, there are instructions in the software help files to correct this. Go to Help
- CF Remote Help, select Other from the content list and then select Removing Duplicate Names
from CF Remote Software.

DON'T select Print Report in the Method drop-down box on the Save Official Report screen. If
you intend to file electronically via e-mail, you must choose the Save File to Disk option. If you
wish to print your report to review it prior to submitting it, you should go to Reporting - Report
Information, highlight the report you wish to print, select View Report, and print using the printer
icon in the top left hand corner.
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Setting up a Municipal Candidate Committee

Once the software is downloaded, you will need to set up your committee. For this example,
we will be setting up a Mayoral race, with a Type 2 Partisan Election. All screenshots will be
shown for this office. When information is asked for that is different for your office, the
different options will be detailed.

Open CFRS. It will look like this:

Eile QOrgSetup Detail Information BReporting Help
Org Mame
| ;I Infa... |
10 Wumber

# | Feport | Lewvel | StartDatel End Datel Due Datel Fi
£ >
Mo Committes S elected. A

Select Org Setup — Committee Info — New. The following screen will be displayed:

[ Accountz ]
Type r Mame T Officers

Committes Type
| =

Committee Org Level

| =]

Date Organized

Ok {Cancel
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Note that the Sk button is grayed out. You will need to add ALL required information

to all tabs before the OK button becomes active. DO NOT hit cancel, or you will lose all
information you have entered.

Type tab:
Committee Type - Use the drop down list and select CANDIDATE

NOTE: When you select candidate, additional fields will be shown. You will also have an extra
Candidate tab. This will happen throughout use of the software. The fields shown on any given
screen may change, dependent on the selections you make.

Committee Org Level — Use the drop down list and select the organization level of Municipality.
This shows at which level your committee is registered, i.e. where you file your reports.

Municipality — select the Municipality that the candidate is running in.

Election Cycle Length — use the drop down list to select the term of the office that the
candidate is running for.

Last General Election Year — enter the year of the last general election for the office.

NOTE: We are setting up a Mayoral committee. If the term of office is 4 years, the last general
election for the office would have been 2013. Regardless of what the candidate ran for
previously, you will set this up as the last general election for the office.

Date Organized — add the date that the committee was organized

Your screen should now look like this:

[ Accounts T Candidate \|
Type T Mame T Dfficers ]

Committze Type Election Cycle Length
| C&NDIDATE | |4 vears ~|
Committee Org Lewvel Lazt General Election Year
[MUNICIPALITY | | 2013
Furicipality [Date Organized
| RALEIGH [WAKE] | | 0/01417
For municipalities in multiple counties, chooze the
municipality with the county to which the reports are to
be filed.

LCancel
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NOTE: The Ok button is still grayed out. You have not entered enough information yet
to save the committee.

Name tab:

The screen will look like this:

[ Accounts T Candidate ]
Type T T Officers ]
Carmrittes Mamelsddress Acranym
BioE |0 Mumber

EditID...
Add Committee .. Find Committee ... | I4|

Ok LCancel

Add Cormittes ..

Select

The following screen will be displayed:

[ Org Info T Motes ]
Hame T Mailing Address T Email Address T Phone Mumbers

Org Marme

HReset | Ok | LCancel |
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Enter information on each tab on this screen:

Name tab — under Org Name add the name of your committee. This should match the name
you put on the Statement of Organization

Mailing Address tab — enter the mailing address of the committee

Email Address — if you have set up a separate email address for the committee you can add it
here

Phone Numbers — If you have a separate phone number for the committee you can add it here
Org Info — confirm that the Committee Level and Municipality have been completed.
Office — add the office that the candidate is running for

District — add the district (if any) that the candidate is running for

Select 1 | Your screen should look like this:

|/ Accounts T Candidate ]
Type | Name 1l Officers i
Committee Mame dddrezs Acronym
OE PUELIC FOR MayOR | |
PO BOx 1000
RALEIGH . MC 27603 BoE 1D Murnber

Edit Cormmittee ... Find Committes .. | Edit1D...

‘ LCancel |

At the Committee Information screen, note that the LI button is still grayed out. You
have not entered enough information at this point to save the committee.
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Officer tab:

Under the officer tab you will enter the treasurer, custodian of books and assistant treasurer if
you have one.

[ Accounts T Candidate ]
Tupe T MName T B
[~ DoMNOT Show Mon-dctive Officers
i | Type | M arne | Date Started | Date Ended
< >
Add Officer ... Edit Officer ... Delete Officer ... |
Ol | LCancel |
Select | Add Officer .. |

The following screen will be displayed:

Mame/ dddress Qfficer Type

| =]

Begin Date End Date
Find Officer ... | I I

Add Officer

Ok | Lancel
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Select

Add Officer ...

| again. The following screen will be displayed:

Hame Mailing Address T Email Address T Phaone Mumbers
Title: Firgt iddle Last Suiffix
Mick Mame Gender Date of Birth MCVater Registration Mumber
¢ Profession i Job Title

" Specific Field

* Employer's Name

Reset |

Ok | Cancel |

This is your basic entry screen. All individuals will be entered using this same screen.

Add the First and Last name of the treasurer, the profession/job title and specific
field/employer name.

Add mailing address, email address and phone numbers on those three tabs.

Select OK.

You will now be back at the officer information screen, and the name/address field will be

populated:

Edit Officer ...

MName/Address Officer Type
ANE SMITH Treasurer w7
123 MAINST I _I
RALEIGH , NC 27612
Begin Date End Date

Find Officer ... | [Tormremy |

LCancel |

Officer Type — Use the drop down list to select the officer type

Begin Date — Enter the date that the officer was appointed

Select OK

At the Committee Information screen note that the ;I button is still grayed out. You
have not entered enough information at this point to save the committee.
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Accounts tab

The accounts tab is where you will enter bank account information. Select the accounts tab and
you will see the following:

[ Type T Mame Officers
T Candidate
[~ DaMNOT Show Closed &ccounts
B | Code | Mame | Type | MHumber | Open Date
£ >
Add Account Edit Account .. Delete Aocount .. |
Ok | LCancel |

Select Add Account |

The Account Information screen will be shown:

MHameltddress Account Code

Account Type

| [~

[ hddBssount . FindAcoourt.. | Account Number

Furpose Open Date Cloze Date

T AddAccount .
Select croun

Page | 12



At the Name/Address screen, the type will default to Financial Institution:

AMCIAL INSTITUTION
|/ Org |nfo T Motes
Hame T Hailing Address T Email Address T Phone Mumbers
Org Mame

Fezet | Ok | LCancel |

Under Org Name, enter the name of the bank. Go to the Mailing Address tab and enter the
address of the bank.

Select L

You are now back at the Account Information screen. The Name/Address field will be
populated:

Name/tddress Account Code
BC BANK | 1
123 FIRST AVE
RALEIGH . NC 27601 Accourt Type
IEheckmg j
Edit Account ... Find Account .. | aeeainiiinbel
| 1234567890
Puipoze Open Date Cloze Date
FOR CAMPAIGN RELATED ACTMITY I 0140142017 I |

Enter information for the rest of the fields on the screen.

Account Code — This is a code that you assign to the bank account. This is the code that will be
shown for each entry on your reports. You should not use the bank account number, as this is
confidential. You should also not use a pin number associated with debit/credit cards.

Account Type — Use the drop down list to select the Account Type

Account Number — Enter the bank account number. This is confidential information and so will
not be listed on any reports

Purpose — Enter the purpose of the account
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Open Date — Enter the date the account was opened

Once all information has been entered, select OK. You wil

e Account Code Change Message:
WY A new CRO-3500 form (Certification of Financial Account Number

Information) will be required by the Campaign Finance office when
filing reports using the new account codes in order to validate the
correct accounts.

If you have already filed the CRO-3500 there is no requirement to file this again, unless changes

are made to the bank account information.

At the Committee Information screen note that the ;I button is still grayed out. You
have not entered enough information at this point to save the committee.

Candidate tab

Select the candidate tab, and the following screen will be

| see the following message:

displayed:

[ Type T MHame Officers
Accounts T
Mame/dddress
[~ Candidate's Primary Committee
Candidate 1D Mumber
Add Candidate |
Office Sought Jurisdiction Party Affiliation
[~ Show Public Finance Tab [T Mon-Participant WITH NO Participating Opporientz]
Ok | Cancel |

At this screen you will enter all information for the candidate.
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Add Candidate
Select

| and the Candidate Information screen will be

displayed:
Mame/sddress Candidate 1D

Find Candidate .. |

Office Sought Jurisdiction Farty Akfiliation

[~

Ok | Cancel |

If the candidate was previously entered under the officer tab, select ~ Find Candidate ...

Name List will be displayed:

Type Mame [or beginning part of a name] [ Shaw Al
ndividual || Digplap |

Add Mew # | Name | Type |G L] Street | City

and the

Edit

Lelete

Pl LR

Clear

£ >

Mo names listed. Ok | Cancel |

Enter the last name in the Name field and select display and you will see the candidate’s name
on the list. Highlight the candidate’s name and select OK.
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If the candidate was not already entered as an officer select - AddCandidate . | 3nd the
Name/Address Screen will be displayed:

Hame T Mailing Address T Email &ddress T Phane Mumbers
Title First hiddle Last Sufix
Mick Mame Gender Date of Birth MEC Voter Registration Mumber
¢ Profession " Job Title
" Specific Field & Employer's Name

Reset | Ok | LCancel |

Enter the candidate’s first and last name, profession/job title, specific field/employers name,
mailing address, email address and phone number. Select OK. This will take you back to the
Candidate Information screen, and the Name/Address field will be populated:

Mamesdddress Candidate 10
OE PUBLIC I 123456
789 N MAIN 5T

RALEIGH , NC 27601

Edit Candidate ... | Find Candidate ... |
Office Sought Jurisdiction Farty Affiliation
MAYOR I MON-FARTISAM ;I

LCancel |

Add the Candidate ID — this is the ID that was assigned to the candidate when they filed for
office. If you do not know this number enter six zero’s in the field.

Office Sought — add the office that the candidate is running for. In our example this will be
Mavyor

Jurisdiction — Add the jurisdiction that the candidate is running for.

Party Affiliation — Use the drop down list to select the Party Affiliation of the candidate (Note: |
have used Non-Partisan simply to not pick one party over another. In reality this is a partisan
race, so the party affiliation should be shown here)
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When all fields are complete your screen will look like this:

Mamesaddress Candidate 1D
DE PUBELIC | 123458
TEI N MAIM ST

RALEIGH . NC 2760

Edit Candidate .. | Find Candidate ... |
Office Sought Jurigdiction Party Affiliation
MAYOR | NON-PARTISEN v
LCancel |
Select OK.

At the Committee Information screen check the box for Candidate’s Primary Committee:

[ Type T Mame Officers
Accounts T Candidat
Mame/Address
OE PUBLIC
FEIN MAIM 5T
RALEIGH . NC 27601 Candidate 1D Number
I 123456
Edit Candidate |
Office Sought Jurizdiction Party Affiliation
[MEaR [ NON-PARTISAN =]
[~ Show Public Finance Tab I~ MonFarticipant WITH MO Participating O pponent{s]
Ok | Lancel |

NOTE: The L button is no longer grayed out. You have entered enough information to
save the committee setup information.

Select L
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You will now be back at the front screen of the software, and the Org Name field will be
populated with your committee name:

Eile OrgSetup Detail Information Reporting  Help
Org Marme
I.JDE FUBLIC FOR MAYDR LI Infa... |
|0 Mumber

# | Report | Level | StartDatel End Datel Diue Datel Fi
£ >
Mo Committee Selected. .

This completes the Committee setup.
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Set up Elections

In order for the software to calculate sum to date totals for each contributor and payee you
must set up elections in the software. Elections will be set up as detailed in the 2017 Municipal
Elections section, earlier in this guide. A Second Primary will only be set up if the candidate is on
the ballot in the Second Primary.

Select Reporting — Election Setup. The following screen will be displayed:

Uze thig form for entering all ztate, county or municipal
elections in which the committee iz participating,

#l Level | Type | Election D ate |

Add Election Wiew Election Dielzte Election

Select Add Election

and the following screen will be displayed:

Election 'ear Type

Comments

Ok | LCancel |

Election Year - The year should already be populated to the current election year
Type - Use the drop down list to select Municipal

County — Select the County from the drop down list
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Municipality — Select the municipality from the drop down list

Election — Select Other Election

Other Election Date — enter the date of the first election for the municipal type

Election Type — enter the type of election

Election vear Tupe

[2m7 | [MUNICIPAL =]
Cotnty Funicipality

[wiaKE = |RALEIGH 1
Election Otker Election Date Election Type
IEITHEH ELECTION j I 03A2/2my FRIMARY

Comments

IEIther Election

Ok | Lancel |

Select OK, and you will be back at the Election List. You will see the Primary Election that you

just created:

Use this farm far entering all state. county or municipal
elections it which the committee i participating.

ﬂl Level I Type I Election D ate I
1 [M]Raleigh 2017 Primary 0941272017

Add Election ¢ Wiew Election Delete Election |
LCloze |
1 Election Listed. A

Follow the same process to set up any other election associated with the type of municipal

election.

This completes the Election Setup. You can now begin to enter transactions into the database.
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Entering Basic Transactions

All contributions and expenditures are entered using a similar procedure. Go to Detail
Information - Receipts (or Expenditures). At the Receipts List select Add New.

Fram D ate ToDate
I Dizplay |
ft | Mame | Mame Typel Type | Datel .t'-‘«mountl

addNewl Edit | Delete iz | Clase |

P

At the Receipt Information screen select Find Contributor (or Find Payee for expenditures).
NOTE: You MUST first search for a name in your database. If you do not find the name in your
database, then select Add Contributor (or Add Payee for expenditures).

Receipt Type

General Contribution Mate(s)

Mame/Address Summary Information

Add Contributar ... | Firnd Contributar .. |

Farri of Papmant Amaunt Diate

Account
|1 [Checking [1234567830) FROM ABC BANK;I

Add Cloze Add Refresh Add Exist Refresh LCancel
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At the Name List screen search for the contributor (or payee) using the Name (or beginning part
of a name) field. For individuals, just use the last name, and for organizations use the beginning
part of the name. For instance, for ABC Printers just use ABC, as you may have previously
entered them as ABC Printing.

Select Display
All entries will be listed that contain what you showed in the name field. Highlight the correct
name and select OK

Type Mame [or beginning part of a name] [ Show Al
| Indvidual | [pPuBLC
Add New | # | Name | Tupe [GJ G L[ Steat | Gity
1 JOEPUELIC IND MM FEINMAINST RA&LE]
Edit |
Delete |
Clear |
< >
1 Mames listed. ok | Eeel |

At the Receipt Information screen add the Form of Payment, Amount, Date and Bank Account.
For Expenditures you will also need to add the Purpose Type Code and Purpose.

Receipt Type

I General Contribution ;I Mote[z) |

MHame/address Summary Information

OE PUBLIC Sum to Date (Election Cycle): $.00
789N MAIN ST Sum to Date [To Beceipt Date]: $.00
RALEIGH , MC 27601 Sum to Date [Current Election): £.00

Edit Contributor .. | £ Find Cantributor ...

Formn of Payrient Arnalmnt Date

| =] |
Account
|1 [Checking [1234567590) FROM ABC BANKj

Add Clase | Add He[reshl Add Exist | Befresh | Cancel |

Select Add Close to save the transaction and close the screen.
Select Add Refresh to save the transaction and enter a new one.
Select Add Exist to add another transaction for the same entity.

Page | 22



This process is used to add most receipts and disbursements. There are other types of
transactions that you may need to enter, such as refunds or loans. A complete list of help topics

can be found on the State Board of Elections website, on the Campaign Finance Reporting
Software page.

http://www.ncsbe.gov/Campaign-Finance/reporting-software
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Create a Report

Once all contributions and expenses have been entered, and you are ready to create your
report, follow the steps set out below.

Select Reporting - Report Information.

At the Reports screen select the button Create Disclosure Report

# | Mew Info | Repart Mame | Level | Start Datel End Datel Ciue
£ >
Codollscboue | ependfiomt | Eotfesot | U St | Dot e
EreateFl‘nformational Wi F!ep_or_t fudit Fepart For SBOE Lz
eport [not for zubmitting]
LCloze

The following screen will be displayed:

Year  Filing Schedule b unicipality
| | Muricipal | | Raleigh [/4KE) ~|

Prewvious Repart Link
I LI Edit Summary W alues

Report Type Special Mame
|z Amendment Report Penod D ate Fundraizer Activity
i Yes Start Date End Date Diwe Date Submit D ate Mum of Fundraizers
& Ma | |
Meszage test... [ Show &LL D etailed Contributor Information (Optional)

[ Show &LL Detailed Expenditure Infarmation [0 ptional]

Account Summary List T Exempt Sale List ]

Mame | Code | Begin Balancel End Balancel

E dit &ccount |
Reset Defaults | Ok Cloze |
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Complete all yellow fields as follows:

e Year: Enter the year of the report

o Filing Schedule: this will default to Municipal

e Municipality — this will default to the municipality you selected in your committee
setup.

e Previous Report Link: Use the drop down list and select the last report in the cycle.
Remember, if you have amended the last report you must select the amendment. For
the first report entered you will select [No Previous Report]

e Report Type: Use the dropdown list to select the report type

e Report Period Dates: Once you have selected the report type the dates will
automatically populate

e Fundraiser Activity: Enter the number of fundraisers held this reporting period

Under the Account Summary List, highlight the bank account and select Edit Account

“ear  Filing Schedule M unicipality
AN [Municipal - | Raleigh [W/AKE] =l
Frevious Report Link _
I[No Previous Report] ;I el Sy Yeluss
Feport Type
I Mid Y'ear Semi-Annual LI
|z Amendment Report Period D ate: Fundraiser Activity
" Yes Start D ate End Date Due Date Submit D ate Murn of Fundraizers
* No | ome2m7 | oe/a0semy | ovs2esaotT | | 0
Message text... [~ Show ALL Detailed Contributar Information [Optional]
[ Show ALL Detailed Evpenditure Infarmation [0 ptional)
Account Summary List T Exemnpt Sale List ]
Mame | Code | EBegin B alance | End Balance |
ABC BANE 1
Edit Account |

Reset Defaults | Ok LClose |

Add the beginning bank balance in the Begin Balance field and select OK

Account Information
MNarme

|AEEBANK

Code Begin Balance End Balance

I |

Ok LCancel

Select OK once again on the Report Information screen.
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You will now be back at the Reports screen, and you will see your report in the list:

Report Mame Start Date

[ v [ 2007 Mid Year SemiAnnua 01./01/201 7

< >
EreatE Bpisoftlosure A[%i?;iq li:t‘tzlsl]mt [L%:SILE :—.ﬁtoéutj] gpda;‘eeﬁoe[l;acted Delete Report
e e
LCloze
1 Repart Listed.

You can now use the View Report (not for submitting) button to see the report. You should
check the report to make sure all balances and totals are correct.

Next you should audit the report, which will highlight any missing information.

Your final step will be to save and send the report which is covered next.
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Save the Official Report

Go to Reporting - Save Official Report. The Save Official Report screen below will be shown.
o Report — Select the name of the report you wish to save.
e Method — Select Save File to Disk.
e Date - Enter today’s date.

Report
Fethod Date
—aAccount Summary List
Mame | Code | Begin Balance | End Balance |

Edit Account |

Ok Cancel |

On the Save Official Report screen, select OK once again. This will bring up an Export Report
screen.

o The exported file will be saved directly under your C: drive. If you wish to save the
report to a different location, select the Browse button and navigate to the location of
your choice. Make a note of your file name, as you will need to find this file again.

e Select Export

File Mame

C:h 2017 MyvSa 0 06 7.ch Browse . |

Export | LCancel |

An Export Successful screen appears. This screen reminds you of the location and name of the
report. Select OK.

& Thefile can be found in the following folder:
L ! 1)
under the filename of:
_2017_MYSA_0_06302017.cfd
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A Print screen will be shown. You MUST print at this screen. Select OK.

e Only the cover and summary pages will be printed. These should be signed and mailed
to your County Board of Elections.

Prirter: System Printer oK
(WSBEMGTOZ\CF_Lex_652) _
Cancel |
Print Range
& B
..... Coni :I?.I =
" Pages S
From: I_.I To: I_ [ Collate Copies

A CF_Remote Email Instructions screen will be shown next. This screen is a reminder that you
MUST send the created report file by e-mail and you MUST send the signed cover page by mail
or hand-delivery. NOTE: The Signed Cover Page MUST be sent to the County Board of Elections,
not to the State Board of Elections as detailed in the screen shot below.

=~ You MUST email the exported file:
CA_2017_MYSA_0_06302017.cfd
to the following email address:
Campaign.Reporting@ncsbe.gov
and mail the signed cover page with the summary page to:
Campaign Finance Department
MNarth Carolina State Board of Elections

PO Box 27255
Raleigh, NC 27611-72553

You have now successfully saved your report.

Once the e-mailed report is received, Campaign Finance staff will process the report and send
an e-mail reply advising that your report has been received.
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Backup Your Database

Your database should be backed up periodically to prevent loss of data and to avoid a potential
need to re-key all data.

You should always backup your data before updating your software.
e [f you have a computer crash all your data will be lost

e If you are updating the version of your software and there are problems, you may lose
your data

Protect your data! Follow this simple, quick process to ensure that your data remains secure.

You will need a flash drive, external hard drive, or the ability to write to a CD. Ideally you should
choose an external source that you can write to again and again, such as a flash drive. A CD can
only be written to once, and so is not an ideal choice, but will work if you have no other external
drive.

You should store a copy of your database away from your computer. If you have your backup on
the same computer as your database, and you have a computer crash, you will lose both database
and copy.

Close your software before beginning this process.

Navigate to the following location:
C:\Program Files (x86)\SBOE\Campaign Finance\CF Remote\dbs

Your database is a file called cf_data.mdb.

Right click on your database and select copy

Navigate to your external drive, right click the external drive and select paste. Don’t change the
name of this backup copy.

Your backup is complete!
If you need to restore your database due to a computer crash, or to changing computers, you will

simply copy the backup file from your external drive, navigate to the location C:\Program Files
(x86)\SBOE\Campaign Finance\CF Remote\dbs, and paste the database to this location.
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Starting in the Middle of an Election Cycle

Committees are required to file Campaign Finance disclosure reports once the committee has
exceeded $10,000.00 in receipts or disbursements. A committee could potentially file the first
couple of reports manually, exceed the maximum limits, and then have to file all remaining
reports electronically.

When a committee starts to use the software in the middle of an election cycle they do not
have the benefit of having prior records and reports in the software. Reports must include
election cycle totals for the full cycle, not just for the period that the committee is a mandatory
electronic filer. Similarly, you must have access to any prior contributions received, as sum to
date totals must accrue through an entire election (Primary or General).

Ideally, if you believe that the committee will exceed $10,000.00 in receipt or disbursements,
the easiest way to show a full accounting would be to use the software from the start of the
election cycle. For municipal candidates running in 2017 for a two-year term office the election
cycle started on 01/01/2016. For municipal candidates running in 2017 for a four-year term
office the election cycle started on 01/01/2014.

The following process will assist with starting to use software part way through the election
cycle. For our example, the term of office is four years, and the last election was in 2013. The
election cycle will start on 01/01/14. This committee filed all reports for 2014,2015 and 2016
manually, and is going to start using the software with the 2017 Mid Year Semi Annual Report.

The first step would be to create the 2017 Mid Year Semi Annual Report and manually add the
ending balance from the last report.

Go to Reporting — Report Information.

Select the button Create Disclosure Report. You will see the following screen:

Year Filing Schedule Funicipality
[T [Municipal ~| | Fialeigh [WEKE) |
Previous Feport Link
Report Type Special Mame
Feport Period Dates Fundraizer Activity

O Yes Start Date End Drate: Due Date Subrit D ate: Num of Fundraisers

&+ Mo | ‘
Meszage text... [~ Show &LL Detailed Contributar Information [Optional)

[~ Shaow ALL Detailed Expenditure Information [0 ptional]

Account Summary List T Exempt Sale List ]
Marne: | Code Beqin Balance | End Balance
Edit Account
Feset Defaults Ok LCloze ‘
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Enter a year of 2017. The Filing Schedule and Municipality should be populated from the
information entered in Org Setup.

Under Previous Report Link select [No Previous Report]. This will allow the Edit Summary Values
button to be selected. Select this button and you will see the following screen:

Frevious Period Ending Balance Cazh on Hand at Start of Election Cycle Cash on Hand at End of Election Cycle
1] $.00 $.00
Election Cycle Receipt Totals Election Cycle Expenditure Totals

Aggregated Contributions fram £.00 Operating Expenditures $.00
Individuals o Contributions to

Cantributions from Individuals $.00 Candidates/Political Committess $.00
Cantributions from Political Party .00 Coordinated Party Expenditures $.00
Committees -

Contributions from Other Political .00 Agaregated Non-tMedia .00
Comrmnittees - -

Expenditures
Loan Proceeds $.00 Loan Repayments $.00
Refunds/Reimburzements To IT Refunds/Reimbursements From IT
the Committee - the Committee -
Interest $.00 In-Kind Contributions $.00
Eontributi_ons framn Mot-far-Prafit IT Total Expenditures IT
Omanizations

Outzide Sources of Income $.00
Legal Expense Fund - Dther IT Elec_tu?n C}III:Ie Additional Information T otalz
. Adminizgtrative Support $.00

Sources

Exempt Purchase Price Sales
b %00 Fargiven Loans $.00
Total Receipts $.00 48-Hour Motice Reportz Sum $.00

Contributions to be Refunded .00

Ok ‘ Cancel ‘

You can now add an accumulation of the totals shown on reports up to this point, as well as a
balance.

Remember, you will enter totals based on your Election Cycle. For municipal candidates running
in 2017 for a two-year term office the election cycle started on 01/01/2016. For municipal
candidates running in 2017 for a four-year term office the election cycle started on 01/01/2014.

NOTE: You are only entering totals up to the day before the start date on the report you are
creating. For example, | am completing a 2017 Mid Year Semi Annual Report. My Election Cycle
started on 01/01/14 so | am entering an accumulation of the totals from 01/01/14 through
12/31/16. When | add my 2017 transactions my election cycle to date totals will automatically
be increased with the 2017 amounts. The previous period ending balance will be the end
balance on the last report filed. The cash on hand at start of election cycle will be the beginning
balance that was listed on the first report filed in 2014.

Once your report has been created, and previous totals and balances entered, you are ready to
start entering transactions. When you enter a contribution from an individual that has already
given during the current election period you will need to add the previous amount they gave.
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For example, Jane Smith gave $1,000.00 on 06/30/14, and gave another $500.00 on 01/01/17.
Create a name entry for Jane Smith (as detailed in the section Entering Basic Transactions).
Select Add Contributor, and you will see the following screen:

Type: INDIIDIAL
Name T Mailing Address T Email Address T Phaone WNumbers
Title First Middle Last Suffix
I Mick Mame I Gender I Date of Birtlﬁ| HC Water Hegistratinr! Number;I
| | =N |
f* Profession " Job Title
I(" Specific Field (% Employer's Mame
IFleIation to Candidate
| = i

Reset | Ok | LCancel |

Enter the name, occupation information and mailing address for the individual. Now select the
Notes tab, and the following screen will be shown:

Type:  [INDIVIDUAL |
Hame T Mailing Address T Email sddress T Fhone Mumbers
iNotes |
Last Effective Date Pre-5 oftware Receipt Amount Pre-Software Expenditure Amount

Beset | Ok | LCancel |

Enter the last effective date, which will be the last date that a contribution was received from
this individual. Enter the Pre-Software Receipt Amount for the election period. Select OK. This
will then add the amount you entered to any new amount, and the sum to date total will be

correct.

The same process should be used for expenses.

Page | 32



