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Getting Started

First Steps of Electronic Filing

When electronic filing is required:

= A committee receives contributions or makes expenditures in excess of
$50,000 in the current calendar year or has reason to expect to do so.

= Voluntary filing is available for any non-presidential committee. However,
once a committee decides to e-file on a voluntary basis, it must continue to
do so for the remainder of the calendar year.

Requesting a password:

1. Must be requested by the official committee treasurer or assistant
treasurer. It is recommended that the assistant treasurer obtain a
separate password.

2. Requests must be faxed to 202-219-0674 or mailed to:

Electronic Filing Office
Federal Election Commission
999 E Street N.W.
Washington, DC 20463

3. Should utilize committee letterhead and include:

O

Oooogaod

The committee name
9 digit FEC ID number
Treasurer’'s name
Phone number
Treasurer’s signature

If the assistant treasurer would like a separate password, then that
person’s information must also be provided and both the treasurer
and the assistant treasurer must sign the Password Request Letter.

The following statement must be included in the request for a
password: “l represent that | am the duly appointed treasurer and
have that authority to sign FEC reports for the above named
committee.”

4. Upon verification by the Electronic Filing Office (typically within a few
hours) the password will be provided via telephone.

5. Note: if a password is lost, the committee must request a new password by
following the same steps outlined above.
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Downloading Software:

1.

a s

~

From www.FEC.gov, select the e-Filing link at the bottom of the screen

(Linl-(ﬁ Inﬁpect-:ur General (

120463 [800) 424-9530 In Washingten [202) 65
and suggesticns about this site to the web manage

Select “FECfile Filing Software”
On the next page, confirm Minimum System Requirements are met.
Select “NEW! Download FECFile Now”

On the next page, select “Download Now” at the top of the screen for the
most recent version of FECfile

FECFile Update List

Download Now

Build X.X.X.X.

Please note the recommended steps to take under “Attention
downloaders!” should a download error occur

Select “Download Now”
Follow the instructions to download and install the software
Note: It is best to let the software install to its default location

Automatic Update

FECfile will automatically search for new updates at the beginning of every
session. If prompted, please follow the instructions to update your software to
the latest version before proceeding.

d_'startl e 3 fiw » & Federal Election CDmmiss...I FECfile C‘:ﬂw
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Using FECfile

Creating a New Committee File:

1. Start FECfile using either the
desktop icon or the Start

Open a Committee File

% Create a new Committee Filsi

Menu.

2. Next, select “Create a new
committee file” when

. Qpen an existing Committee File

working with a new
committee (see example at
right).

3. Select your Committee Type
when the next window
appears (see next page).

L4 If yOU are not a Campaign [T always open this file when 1 open FECFile
committee of a candidate,
please choose from the ok |

Browse |

Cancel |

Help

following list:

= F3X - Joint Fundraising Committee (Unauthorized)
= F3X - Political Action Committee

= F3X - Political Party Organization

=  F3X - Other (Political) Committee

» F4 - Committee/Organization supporting convention
= F7 - Communication costs Filer

Select your Committee Type = 1[

F3P - Campaign Committee [Prezidential]

F3 - Campaign Committee [Mon-Prezsidential]

F3 -Joint Fundraizsing Committee [Authorized)

F % - Joint Fundraizing Committee [Unauthorized)

F3+ - Political &ction Committee

F %< - Political Party Organization

F& - Other [Political] Committee

F4 - Committee/Organization supporting convention

F& - Independent Expenditure Filer - Individual [Mon-political /M on-profit]

F5 - Independent Expenditure Filer - Organization [Mon-palitical/Mon-profit]
F7 - Communication costs Filer

F3 - Electioneering Communications Filer - [Non-poliical M on-profit] [ ndividual
F3 - Electioneering Communications Filer - [Mon-political /N on-profit] Organization

Cancel

FECfile Training Manual: Getting Started

Page 3




4. Click OK when prompted to enter your
committee information and the filer

Political Action Committee - FILER:

After you have created and saved your
committee file, you will have two options when
at the beginning of subsequent sessions of

e Create a new Committee File

[CH Qpen an existing Carmmitkee File

Tvpe = Wational |-
information box will appear (see example at  [Fica o Camie- |
rlght) Committee [D [eq. C12345678)

' . ) ; I Lool_<up...|
5. Enter the required information based on the =y comitessiganiaton
Type of committee previously indicated. N— Name |
When this is finished, click OK. e
. . . R — If Individual
6. To immediately begin creating a report Last Name Middle Name |
(Form 3X), select “Yes” at the next prompt — ! — —
(see below), choose the appropriate type of — I = =i el
report and follow the directions on page 9. o
To create a different report (Form 1, 1M, 3L, r |
24, or 99), select “No” and continue to page  ci State Zp
10. I [Nore |
Candidate
Fecfile |
! 'E Would you like to create a Report and enter your Report Information now?
Candidate Information
Yes Mo | Office State Diiztrick Other ID |
]|Nare I7) |
ak. I Cancel |
Saving Your Committee file:
Once your committee file has been created, you should save your file by clicking
on the diskette icon in the top menu bar. Please save your committee file in an
easy-to-remember location on your computer. All reports will be created and
saved in this committee file.
£83 FECFile - Your Political Action Committee DCF
File Edit Wew Tools window Help
NOlw 250" B80T
J}‘®‘$‘%” g‘}‘ = (s bl : f—.u..fh ;:,9
Subsequent Sessions of FECfile: x]

FECfile.

Wour Political Action Committee, DCF

1. One option is to select “Open an existing
Committee File” and then select “Always open
this file when | open FECFile.” Checking this
box will ensure that your existing committee
file will always open when you run FECfile.
Please note that you will still be able to create

v @ilways open this File when I open FECFilei

]

Cancel |

Erowse |

Help |
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a new committee file or work on another saved committee file even if you check
the box “Always open this file when | open FECFile.”

2) The second option is to leave the box unchecked, which will give you the
option of creating a new committee file or working in more than one committee
file at the beginning of all subsequent sessions of FECfile.
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Page 5



Before You Beqgin: FECfile Basics

Working with the Different Views:

FECfile is organized into seven different views. Each “views” a different aspect of
a report and is used to create and modify your report. There are two different
ways to access a view:

1. Under the “View” menu, select the desired view

&8 FECfile - Your Political Action Committee.DCF

File  Edit m Tools indow  Help

j |‘1h1 Individuals)Organizations and Events
il i ElechiomCycles

~——————  BReports
Indiv® 7 : .
—— Al Transactions

Line# |
Summary Page
Receipks
Disbursements

Loans, Debts and Obligations

2. Or click on the icon representing the view

WHI&E2 3] (O 885020

About Each FECfile View

u Reports View — lists all reports created in your committee file and is used
to access these different reports; when a report is highlighted, that is the
report that you are accessing.

e Summary Page View — shows the Summary and Detailed Summary
. Pages and the current line totals; double click on a line to enter a
transaction for that line.

Individuals/Organizations View — lists all entities entered in the
committee file, including your committee information, contributors,
other committees you have received/given contributions, businesses,
etc.; to modify an entity, double click on it (hint: use this view to modify
addresses and occupation/employer information).

2
g

Receipts View — lists all receipts entered in the report currently selected

in Reports View; double click on a transaction to modify it and right click

on a transaction to delete, add memo text, etc. (hint: this view will come
in handy when having to respond to letters as it is used to modify purposes,
dates, and amounts of the receipts).
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Disbursements View — lists all disbursements entered in the report

currently selected in Reports View; double click on a transaction to
modify it and right click on a transaction to delete, add memo text, etc. (hint: this
view will come in handy when having to respond to letters as it is used to modify
purposes, dates, and amounts of the disbursements).

_ Loans/Debts View — lists all debts, loans, or other obligations that are
.4 owed to or by the committee in the report currently selected in Reports
View; double click on a transaction to modify it and right click on a
transaction to delete, add memo text, etc. (hint: this view will come in handy
when having to respond to letters as it is used to modify Schedules C, C-1, and D).

All Transactions View — lists all transactions entered in the committee

m file; transactions are sorted (may be sorted by different categories) by line

number and then name; double click or right click on a transaction to
perform the functions listed above.

Working with Entities

FECfile makes a separate record for each entity (individual, committee, business,
etc.) that is available to every report in the committee file. This is helpful when
you have repeated transactions with a particular entity.

There are two ways to enter an entity:
1. When you enter the first transaction associated with it
e Make sure the cursor is in the “Name” field and press “Tab” or “Enter”
e The Individual/Organization Information box will appear
2. Separately using the Individuals/Organizations view
¢ Right click anywhere on the workspace
e The Individual/Organization Information box will appear

Filling Out the Individual/Organization Information Box

1. Select the correct type from Individual/Organization Information |
the drop down menu. Tupe I~ Hational 7 Multi-Candidate
2. FECfile will automatica“y Ilndividual other than a Candidate j
i i |ndividual other than a Candidate
d |Sab|e any fle!ds that yOU uies, Finaciallnst., atnership, Indian Tribe, Other Mon-federal Entit
do not need to fill out. Campaign Committes

Political Action Committes

3. When you are done entering Folical Party Qiganizaton
the information, click OK to  |candidate .

return back to the trans- :

action or back to the “Individuals/Organizations” view. Please see the next
section for information regarding the look-up feature.
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Using the FEC Lookup Feature:

When entering a transaction with a federal candidate or committee, you can save
time by using the “Lookup” feature to access an FEC database of official

committee information.

1. In the

“Individual/Organization

Information” box, or entity record, click

the “Lookup” button next

Committee ID field.

to

Type

the

Carnpaign Committee

Committee |D [eg. C1

ARETS

2. The “FEC ID Lookup” window appears.

Scroll through the list and click once on

the entry when you find it.

Individual/Organization Information

This feature allows you to easily fill out the name,
address, committee 1D, and office sought/state/district information.

= Mational

B If Committee/Organization

3. To copy all applicable information, select the “Copy All” button.

Committee/Candidate Mame Ca.. | Ca. ] Co.. | Co.. | Committee. .. | (ther (D l AJ
LLOYD, wiLLI&K B JR 5 Pa 8 P4 SEPADDTT4  COO33Z2346
LLOYD-DUFFIE, ELVEMA E F an g IL PEOOO3SSS  COO431015
LHC-HOMFEDERAL z CEO000533

LME GROUP LLC PAC M OH  Coo0443234

LOAR, TERESA AMME H MO 0 MO  HOMOOBOS? CO0349595
LOARIE, THOMAS b | CA  CO0005596

LOBATO, FRAMCESCA H Mk 0 M HBWMO3113 CO0332931
LOBATO, FRAMCESCA 5 1 M S4HMO0084 CO0374157
LOBIOWDO FOR COMGRESS H 4. H Ll CO0269340  H2MWJO2037
LOBIOWNDO, FRAME, A, H M g M H2MJ02037  CO0269340 4
LOBMAMN, SARA J 5 N g M. SENJO042E

LOBMAN, SARA ). H M 4 M. H4MJ10077

LOBO PALC M M CO0497073

LOBSIMGER, DOMALD J H ] g k| HaMI10040 CO0234546
LOCAL #41 INTERMATIONAL BROTHERHOOD OF I... o My CO0155374

LOCAL 1193 FEDERAL POLITICAL ACTION FUMD o MY CO00Z2400

LOCAL 1331384 & 138B INTERNATIONAL UMIOMO... o MY CO0247197
LDE.&L‘IEEIINTEFHN:’-‘«TIDNI-‘«L UNIDN aoF EIF'EHJ&TII‘\... E IL C70002134 _vJ

Prew |

MHext |

=

Copy ID | Cancel Il

4. A window will appear allowing you to unselect any information you do not
want copied into the entity record. Click OK.

C00269340 / H2MID2037 e

5. All of the committee’s information
should now be filled in the entity
record. Click OK to return to the
transaction.

X

Addiess1: I [P 0 B0 5G]

Addresz 2 W |

City: b |\-"INEL.&-.ND

State : v |N-J

Zip: v |08382

" Candidate information

Office : ||-| State : ¥ IN.J District : ¥ |02

=]

Cancel |
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Creating the First Report (Form 3X) in a New Committee File:
If you selected “Yes” to immediately begin creating a report, the Report

1.

2.

Fecfile

N

Information screen will appear

Select the Type of Report from the
drop down menu and, if necessary,
modify the dates. You can type in
the dates manually or click the
down arrow to access the pop-up
calendar where you can select the
date.

To “sign” the report, move your
cursor to the “Signed by” box and
press either “Tab” or “Enter” if not
already in List Box below.

An “Individual/Organization” box
will appear. Ensure that the type
selected is “Individual other than a
Candidate” and then enter the rest
of the Treasurer's information
(name, address, etc.)

When you are finished entering the
Treasurer’s information, click OK to

return to the report information box.

Report information

IJanuar_l,l 1 Year End [Quarterly)]

Drate Fram Date Thru Election date

7/ 1201 =[1zemzon |

n December, 2011 n

State

X
[
|
Bl

IN:::ne

Sun Mon Tue ed Thu Fri Sat
Ao o1 2003

4 5 6 F7 8§ 3 10
1 12 13 14 15 16 17

18 19 20 21 22 23 M
28 26 ¥ 2B 1M 30 e
12 3 4 5 6B 7

TDdE_' : 117272011 rmittee address

Signed by For Schedule E

o]

Cancel |

Double check the information entered in the report information box and

then click OK.

A FECfile prompt window will appear, asking what you would like to do

next in the report:

transactions to the current report now?

[ o 1

x|

‘You may proceed to add transactions to the current report R you may choose to add Individuals/Organizations to your file. Would you like to add

Cancel |

e If you choose not to add transactions to the current report, the
Individuals/Organizations screen will appear.

e If you choose to add transactions to the current report, the report

Summary Page will appear.
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Creating a New Report in an Existing Committee File:

1.

2.

5.

To create a new report, first go to
the “Reports” view.

Under the “Edit” menu, select
“New” or right click anywhere in
the workspace and select “New.”

The box at right will appear.

Select the report type (3X, 24, 3L,
1, 1M, or 99) you wish to create
and click “OK.”

At the next window, enter in the
report information. For more
information on how to do this,

x

Report of Receipts and Disbursements [Form F3)
24 howr natice [Form 24]

Farrn 3L - Repart af Bundled Cantributions

Faorm 1 [Statement of Organization)

Faorm 18 [Motification of Mulicandidate Status)
Mizcelaneous Electionic Submizsion [Form 339)

Cancel

]

please see the appropriate sections in this manual.

Creating a Statement of Organization (Form 1):

1.

After creating your committee file, you
can create a Statement of Organization
(Form 1). Follow the directions above
for creating a new report.

When a box appears prompting you to
select the report type, click on “Form 1
(Statement of Organization)” and then
click “OK.”

The Statement of Organization dialog
box appears. Select the type of
Committee, and enter the URL (if
applicable), date, and e-mail address.

If the Treasurer field does not contain
the name of the Treasurer of your
committee, click “Edit.”

Select the Treasurer's name from the
scroll box (note: if the treasurer’s
name does not appear in this box, you
will need to press “Tab” or “Enter” to
input that individual’s information).

Enter the Treasurer’s phone number
and Title/Relationship to your
committee, then click “OK.”

To enter Connected Organizations,

STATEMENT OF ORGANIZATION x|

— Type of Committes
Party code

e

& Principal Candidate Cammittes
O Authorized Committee (Mot Principal]
O Supports/Opposes only one Candidate [unautharized)

O Separate Segregated Fund

" Corporation 1 [Lation Mrganization ) Trade Association

) Comp, win Stock ) Membershin Organization. € Conperative
[ Lebbvist/Fegistrant FAT
O Mok 55F o Party, supports/opposes more than one candidate
[ Lobbvist/Fegistiant FAT O Leadership FAC
(@] Party Committee
& Nafional ¢ Siate = Subordinate
O Joirt Fundraising Representative [Authorized: g

Committees Participating in

O Joint Fundraising Representative [Unautharized: k) Joint Fundraizer...

Custodian of Records

|- Edit |

Treasurer
| { Editi Agerts... |)

Wwiebeite Address (URL)
I O URL haz changed

Date e-mail
I I O E-mail has changed
Signed by
Camrittee name
I O has changed
Address has
O changed
oK I Cancel |

Affiliated Committees, Leadership PAC Sponsors, Joint Fundraising
Representatives; Designated Agents; and Banks/Other Depositories, click

on “Agents...”

FECfile Training Manual: Getting Started
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8. The “Affiliations, Agents & Banks Related to the Committee” dialog box
will appear.

Affiliations, Agents & Banks Related to the Committee x|
Marie | Type | Title/Position 1
/ Affilation...
Degignated....
Bank....
Edit.... |
Delete
Cancel
1] |+

9. To add a Connected Organization, Affiliated Committee, Leadership PAC
Sponsor, or Joint Fundraising Representative, click on “Affiliation.”

ganizats [ addnen
— “J Affiiation.... [)
T __,_;' Designated....
y Comnmittes e —

£ Relationzhip Type——3 Edit.... |
' Connhected Organization Delete |

= Affilated Committes 0K, |
(" Leadership PAC Spansor Cancel |

" Jaint Fundraising Flepresentative

Ok I Cance|
1| ]

e Select the name of the connected organization, affiliated committee,
leadership PAC sponsor, or joint fundraising representative from the
drop down box (note: if the name of the entity does not appear, press
“Tab” or “Enter” to input its information).

e Under Relationship Type, select the corresponding type of relationship
then click OK.

FECfile Training Manual: Getting Started
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10. To add a Designated Agent, click on “Designated....”

e Select the name of the Designated Agent from the drop down box
(note: if the individual does not appear, press “Tab” or “Enter” to input
that individual’s information).

e Enter the Designated Agent’'s Phone number and Title/Position with
the committee then click OK.

11. To enter a Bank/Other Depository, click on “Bank....”

Affiliations, Agents & Banks Re ﬂ
Mame | Type | Tithe/Position Add rew
— affiliation. ...
Banks/Other Depositories ﬂ —_—
Designated....
MHame
I

Edi.... |

Phane Title/Pasition Delete |
| | aK |
(] I Cancel Cancel |

e Select the name of the Bank/Other Depository from the drop down box
(note: if the committee does not appear, press “Tab” or “Enter” to input
its information), then click OK.

12. To Edit an entry in “Affiliations, Agents & Banks Related to the
Committee,” click on the particular entry to highlight it, then click Edit.

13. To Delete an entry on the Affiliation, Agents and Banks Related to the
Committee, click on the particular entry to highlight it. Then click Delete.

14. Once you have entered all of the necessary information, click “OK.”
15. When you return to the “Statement of Organization” box, click “OK” again.

16. You have now created your Form 1. To view your Form 1 to make sure that
it is complete, click the printer icon in the top menu bar.

&3 FECfile - DCFL.DCF

File Edit Wew Tools Window Help

W () 2| 3| s

Qi &8 &=0 20
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Creating a Notice of Multicandidate Status (Form 1M):

1. Follow the directions above for creating

a new report.

2. When a box appears prompting you to select the report type, click on
“Form 1M (Notification of Multicandidate Status)” and then click “OK.”

x|

24 hour notice [Form 24]
Farm

cellaneous Electronic Submission

o]

Furrn 1M [Matification of Mulicandidate Status)

Report of Receiptz and Disbursements [Form F3<)

[Form 93]

Cancel |

The Notification of Multicandidate
Status box appears. Select the type of
Committee.

Select the Treasurer’s name from the
scroll down box (note: if the Treasurer
does not appear, press “Tab” or “Enter”
to input the treasurer’s information).

Also choose one of the following,
whichever is appropriate for your
committee:

Status by Affiliation

Status by Qualification

Once you have chosen a Status, you
will need to enter the requisite
information.

For Status by Affiliation, follow these
steps (if you qualify for Multi-
candidate Status by Qualification,
please skip to # 8):

Click “Edit”

Select the Affiliated Committee from
the drop down list (note: if the
committee does not appear, press

“Tab” or “Enter” to input its
information).

Enter the Date.
Then click “OK”

NOTIFICATION OF MULTICANDIDATE ST,

"Type of Carnnittee

™ State Party
i STATUS B AFFILIATION
Affiliated committee

—r——

{ % STATLS BY _QUALIFIEATIDF)
List of L e committee has contibuted

[ Edit
Edit
Edit
[ Edit
[ Edit

@ Other

Edit |

51t Contribution FORMI registration  Qualified an

Treasurer

[ o ]

@ STATUS BY AFFILIATION

Affiliated committes

)| Affiliated Committee

Cancel |

m
=

b |

Marme

My Cammittee - ...

Drate

E—
==

FECfile Training Manual: Getting Started
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- g- . & STATUS BY QUALIFICATION
8' For Status bV Ouallflcatlon! fOIIOW List of & federal candidates the committes has contributed

these steps (if you qualified for [ P
Multicandidate Status by Affiliation, [ x|
please skip to # 10): [ e
e Select the Candidate from the scroll ||: !

down menu (note: this should

already be entered because you have [ .

contributed to this candidate). o late— I
e Also enter the date. |: o | Cancel |

e Then click “OK.”

e You will need to repeat this action five times, once for each of the five
candidates to whom you have contributed.

X 9. Next, enter the date the

committee received its 5lst
contribution, the date the
committee originally filed a
Form 1 with the FEC, and the
:f‘f.lls:,zms ETFF'L'M'DN date the committee qualified for
Nated cammitiies H H

P - o E/Iultlcandld_ate Status. 3

—I .For committees qualified by
Affiliation, select “Status by
Affiliation” and enter your
affiliated committee.

Type of Committee
’71* State Party & Other

% STATUS BY QUALIFICATION
Lizt of 5 federal candidates the committee haz contributed

I_ Edi 11. For all committees, select the
F it Treasurer’s name from the drop
| Edi down box and click “OK.”

r = 12. You have now created your

Form 1M. To view your Form
IM to make sure that it is

complete, click the blue FEC
Treasurer icon in the top menu bar.

(] Cancel

FECfile Training Manual: Getting Started
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Receipts

Receipt Basics

1. Refer to Form 3X instructions for help in classifying your activity.

2. Double click on appropriate Line of the “Summary Page View” to enter a
transaction.

Summary Page - Form 3X ]
Line= | Description | Thispl | Thsru | cIDlI CTo.U
&la) Cash on hand (Jan. 1)

11(a) Individual Contributions

11(b) Contributions from paolitical party committees

11(c) Coniributions from other political committees

12 Transfers from affiliated/other party committees

13 All loans received

14 Loan repayments received

15 Cffsets to operating expenditures {refunds, rebates, etc.)
16 Refunds of contributions made to other federal candidates an
17 Qiher Federal Receipts (Dividends, Interest, etc,)

18(a) Transfers from Mon-federal Account (H3)

18(b) Transfers from Levin Funds (HS)

3. Select name from scroll Individual contribution x|

box immediately beneath
the name field if the entity
already exists in the
FECfile database. If the

Hame

kark., Smith - 456 Grant Awve. .
Public, Jane - 123 Garfield 5t...

entity is not in the Public, John - 123 Giarfield 5t... hd
database, you will need to
press “Tab” or “Enter” to S r
add the information. Refer I =l .00/ Eing
to page 7 for more |+« EETIELUERPIIREE ¢ |
information. Sun Mon Tue*ed Thu Fri Sat
4. Select the date and enter 0 1 1 4B 3 4 & o i Becion [ Mo
the amount and any & 7 & 3 101 ¢ = =
. o 12 14 15 16 17 18 19
applicable description of .7 5 2 53 54 5 W sagregate

the transaction. 57 28 79 3 ] npaign Committee

5. Click OK. 4 & B ¢ B
T 3 Today: 117242011

3
10

2
3
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Special Categories of Receipts

1. Payroll deductions: Same basic steps as
“receipt basics” but add additional text in the
description field indicating the amount
deducted and the frequency of the deduction.

e Note: all receipts during the reporting

Individual contribution

Mame

%

IS heirer, Trey

Schma, Joe - 55 Mormal Lane...

-

Sherrer, Trey - 1234 Mazzachusetts Ave, MW
Tudarite, Eileet - 1234 Maszsachuzetts Ave. MW, LI

Date Amount
period can be entered as one large receipt [ 1zi2mt =]| 4100 [ Inkind
from the individual rather than many small  pesciption
receipts (payroll deductions ONLY?!). Lﬁzﬂé?““biweek'f —

e FECfile will require a date for this field. It =i [ e
is recommended that the last day of the reporting period be used.

2. In-Kind Receipts: Same basic steps as =

“receipt basics” but click the “in-kind” box ==

shown at right. Tudarite. Eileen - 1234 Massachusetts Ave. NW... |« |

Cazh, "Wanda - 15 Money Lane. ..

e Note: Checking the “in-kind box” will s =
automatically create the necessary [ s szorr =] 500.00 7 InKind
balancing entry on Schedule B. Deseription

Jir-kind - Food far committee: fundraiser
Election Year of Election [~ Memo

=l

3. Reattribution of a Contribution: Go to the “Receipts” view.

e Find the contribution that you would like to reattribute, right click on it
and select the “Redesignate/Reattribute” option and then “reattribute.”

@¢ FECfile - FEC File User Manual DCf

¥ asggregate

Eile Edit ¥iew Tools Window Help

:/:m

‘

LY =1E -8 8 &

U

1O

Individuals/Organizations and Events - r Repor‘tyy Receipts xr All Transactions r Summary Page - Form 3% r Disbursements r Loans, [

Line# |Name | Cate | Amount |Aggreg... |I| P.|

11{a) Cash, Lotta 05/05/2011 500.00 500.00 .00

11{a) Sherrer, Trey 0s/07 /2011 250.00 250.00 01

11¢a) Tudaritz, Eileen 05/12/2011 200,00 200,00 .03

E Schmo, Joe | 04/01/2011] 2000.00|06|
Mews. .. Ins
Modifyy... Ctrl+m
Delete Del
Clone...
Transaction Split..

Loam/Debt payrments. ..
Merno Text...

Redesign:
Eorgive/Settls...

ate/Reatribute... Redesignats
Reattribute

Armend...

Cloze Report..

Sort...

Itemization »

Cirl+r

FECfile Training Manual: Receipts
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e Enter the information for the )igls[ils[MFEReslgiagls{als's X
person that the contribution is
being reattributed to. [Gchmo, Jane
e Note: remember to cross reference Cash, 'Wanda - 15 Maney Lane. -]
i i Schmo, Jane - 55 Mormal Lane. ..
by .InCIUdlng. the name of the Schma, Joe - 55 Maormal Lane... LI
original contributor.
. Date Armaunt
e Then return to the “Receipts” [y sz =] 00000 T I
view.” o
. . Description
e Highlight the newly created  [Reawiuws Jos Schme ar1/11
negative entry that FI_EQflIe Election YearofElcon = oo
generated for the  original B
contributor, then right click and select “modify” (see below).
< Receipts =
Line= | Mame Date Amount Aggregate | I..| F‘.J
11(a)u | Sherrer, Trey 12/28/2005 4100 41,00 792
11(a) | Cash, Lotta 12/08/2005 436,99 486,99 102
11(z)  Schmo, Joe 12/15/2005  &000,00 8000,00 104
:11(a) 2{20/2005 - -
i1{a)  Schma, Jane 12/20/2005  3000.00 gttt -
Delete Del
Clane. ..
Transackion Sglit, .
Loan/Debt payments. ..
e Update description field to MalelidlelWE=1iele/gieylolfidley X
include the name of the person to Mame
whom the contribution is being  [Schmeo. Joe
reattributed. Schmo, Jane - 55 Marmal Lane... :I
« ’ Schma, Joe - 55 Maormal Lane...
e Select OK and then select yes Shermer, Trey - 12324 Massachusetts Ave. M LI
when asked if you are sure that = pate Arnount
you want to make the | 4/ 502011 =] 400000 I nkind
modification.

Zoription
attribute: Jane Schmo 4/5/11

Flartimen “aar af Flachnem

FECfile Training Manual: Receipts
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Tips Specifically for Receipts

1. FECfile automatically itemizes contributions according to the itemization
thresholds outlined in the law. It is advisable to enter an individual record
for each individual who contributes to your committee because FECFile
can track aggregate year-to-date totals more effectively that way, and can
save you a headache if that contributor crosses over from being unitemized
to itemized.

2. For offsets to operating expenditures: It is advisable to include additional
text in the “description” field indicating “refund,” “rebate,” etc. and to
include the original date of the corresponding disbursement.

3. Remember: refunds are reported on Schedule A (unless previously
allocated), and voided checks are always reported as negative entries on
the line where they were originally reported. Refunds are written on the
recipient’s account, whereas voided checks are those checks which have a
“stop payment” on them, or have been returned uncashed.

4. The check number and account identifier are NOT required fields;
however, providing this information will allow for better financial records
to be kept.

5. The “Aggregate” box should be checked for transactions that should be
aggregated with receipts from the same entity during the calendar year.

FECfile Training Manual: Receipts
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Disbursements

Disbursement Basics
Refer to Form 3X instructions for help in classifying your activity.
1. Go to the Summary Page view and double-click on the appropriate line

Summary Page - Form 3X x]

Line= | Description | thspr | ThePw | cma | cmou |
21(a) Allocable expenditures (H4)
...... i. Federal share
...... ii. Mon-federal share
21(b) Other federal operating expenditures
22 Transfers to affliated/other party committees
23 Contributions to other federal candidates and political commiti
24 Independent expenditures
25 Coordinated expenditures
26 Loan repayments made
27 Loans made
28(a) Refunds of individual contributions
28(b) Refunds of contributions from political party committees
28(c) Refunds of contributions from other political committees
9 Other disbursements
2. The approprlate disbursement box will Federal Operating Exper X

appear (shown right). N
3. Select name from the scroll box below the m

“name” field. If the entity is not in the Genesal Grocey STore T WaSTeeL -]
H I ” ehneral ce Supply Stare - ain Shreet...
database! you WI” need to preSS Tab or Giant Groceny Store - 5323 Westbard Avenue. . LI

“Enter” to add the information. Refer to
page 7 for further instructions.

4. Complete the date, amount, and any other
applicable fields (see chart below for more
information).

5. Click OK.

Applicable Fields for Disbursement Lines

21(b) [22 |23 |24 |25 |28(a)|28(b)|28(c) |29 | 30(b)

Name, Date, Amount | v | v/ | v

*

Description v

Election, Election
Year

Candidate/Campaign
Committee * v IV

Category Code,
Check #, Account ID

v" Required
* May be required in certain situations.

Note: Category Code, Check No., and Account lIdentifier are not required fields; however,
providing this information will allow for better financial records to be kept.

)(.

<\
ANERNEANAN
ANERNEANAN

FECfile Training Manual: Disbursements
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Special Categories of Disbursements

Entering a Memo Entry:

1. Double-click on the appropriate line of

the Summary Page view.
2. Enter the transaction information

3. Check the “memo” box next to the

Year of Election.

Description

Election Year of Election

Candidate/Campaign Committee

Credit Card, Reimbursement, and Payroll Payments:

Lirne# | MNarme | Date |

Arnaunk

Payments to credit cards, payroll
companies, and reimbursements all
need to disclose supporting memo
entries to disclose the ultimate
recipient of the funds.

1. Enter the payment on the

|23

line of the

OBAMA FOR ILLINGIS INC
Bark of America

12/012005 S00,00

M, ., Ins
Modify. .. Chrl+m
Delete Del

Clone, ..

Transaction Split..
Loan/Bebt payments. ..

appropriate
Summary Page to the credit card/payroll company or individual receiving
the reimbursement. In the description field, make sure to mention it is a
payment or reimbursement and to see the memo entries.

2. Go to the “Disbursements” view and find the transaction you just entered.

3. Right click on the transaction and select “Transaction Split” (see above).

4. The “Transaction Split” window will open; select “Add New” (see below).

5. A new transaction window will open; fill out the original vendor’s
information and click OK when you’re finished (note: the “Memo” box is
grayed out because it will automatically make this a memo entry for you).

Transaction s %/
M ame I Amaunt Date Add rew... |
Edt... |
Federal Operating Expé x| ﬂl
Cloze
——I
General Office Supply Store
General Grocery Store - 11 Main Street. ;I
General Office Supply Store - 1 Main Street...
Giant Grocery Store - 5323 Westbard Avenue... LI
LI_(Q’;D Amaunt _I_’I
| 5 5201 = B00.00 I~ Irdind
IDesks for Committee Office

6. Repeat this process until you have added all of the supporting memo
entries for the payment.

7. When you have finished, select “Close” to return to the workspace.

FECfile Training Manual: Disbursements
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Contributions to Federal Candidates:
1. Double-click on Line 23 of the Summary Page view.

2. Make sure the cursor is in the [ef«gligleBialeakael m=ls == x|
“Name” field and then press “Tab”
M
or “Enter.” @
e \When the “Individual/ FEEFileUsermanualCommittee-SSBEStreel,NW...;I

Organization Information” box
comes up, make sure to select

Cash, Lotta - 246 Fifth Ave...
Cazh, ‘Wanda - 15 Money Lane... LI

Date Amount

“Campaign Committee” rather - — e
than “Candidate.” ! = 00| I Inin
—
e Use the “Lookup” feature (see Ieg':”p“m
page 8) to find the candidate’s Eecion oritiion -

principle campaign committee or |
enter the information manually
(note: the campaign committee
will usually have a name similar
to “Smith for Congress” or
“Friends of Smith”).

e Click OK to return to the transaction.
3. Enter the date, amount, election, and year of election.

4. Put your cursor in the “Candidate/Campaign Committee” field and press
“Tab” or “Enter.”

e When the “Individual/Organization Information” window comes up,
this time select “Candidate.”

e Use the “Lookup” feature (see page 8) to find the candidate or enter the
information manually (note: the candidate’s name will be listed
alphabetically by last name and then first, such as “Smith, Joe”).

e Click OK to return to the transaction.
5. Double check to make sure your information is correct and select “OK.”

-

Candidate/Campaian Committe

FELC File Uzer manual Committee - 999 E Street, Mw. ;I
Doe, John - 1 Waszhington St
Smith, John - 1 Marmal Street... LI

In-Kind Contributions to Federal Contribution to Federal x|
Candidates/Committees: Name

1. Disclose a non-memo entry FedExKinkoy”

disbursement on line 23 to the Tudarite, Eileen - 1234 Massachusetts Ave, MW
B TRRT FedE x-Finkos - 419 17th Street MNw/...

vendor, also including a =
description, election, year of  pae Amount
election, and candidate’s name in [ 1/ 52m = 5000 I Inkind
the “Candidate/Campaign Description
Committee” field (see right). [IrneKind: Printing
Election Year of Election [~ Memo
|General B2 | EiK

Tandidate/Campaign Committes

Smith, John -

FECfile Training Manual: Disbursements
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Redesignations of a Contribution Made:

1. To report a redesignation, go to the “Disbursements” view and find the

transaction you would like to redesignate.

2. Right click on the transaction, select “Select Redesignate/Reattribute,” and

then drag across to select “Redesignate.”

| Line# | Marie | Dake Arnounk | fggrec
235 HERSETH FiC b 1210112005

Mews, .. Ins

Madify... ZkrlHm

Delete Del

Clane...

Transaction Spilit. .
[lman) el payments. ..
Memo Text. ..

RedesignateiReattribute, .
Forgivefsettle, .

3. Enter the candidate committee’s name, date
of redesignation, amount being redesignated,
and corrected election designation for the
portion being redesignated.

4. Select OK to return to the “Disbursements”
view.

5. FECfile will automatically complete the
reporting required for a redesignation (see
below, red signifies a memo entry).

Redesignate
Reattribute

ontribution to Federal X

& wihole Lot of Peaple for Smith

FELC File Uzer manual Committes - 999 E Straet, Mw/ ;I
A whaole Lat of People far Smith - 123 Mazsachusett. .
Caszh, Laotta - 245 Fifth sve. LI

| 7novzon =)

g000 I Inkind

Dezcription
IHedesignate: G202

@;@ Year of Election

| General = ||2mz

[T Hemao

»SLCandidate/Campaign Cormmith

| Amount | Aggn |Smith. John

Line# | Mame | Date

23 & wivhole Lot of People for Smith 07/05/2011 1000000 10000.00
[FM123 A Whole Lot of People for Smith 07/05/2011  -5000.00 10000.00
[M]23 A Whole Lot of People for Smith 07/10/2011  5000.00 10000.00
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Basic Reporting for Independent
Expenditures — Line 24:

1.

10.

Double click on line 24; note that the
Independent Expenditure window looks
slightly different than other transactions.

Select the vendor name from the scroll
down box (note: if the vendor’s name does
not appear in this box, you will need to
press “Tab” or “Enter” to record the
vendor’s information).

Enter the date, amount, description,
whether the independent expenditure is
supporting or opposing the candidate,
election, and year of election.

Select the candidate name (not campaign
committee) from the scroll down box
(note: if the candidate’s name does not
appear in this box, you will need to press
“Tab” or “Enter” to record the candidate’s

Independent Expenditu

Mame

P Consulting

PC Consulting - 4217 K Streset MW, .
Schmo, Jane - 55 Hormal Lane. ..
Schmo, Joe - 55 Momnal Lane...

Date Amount ™ Mema
[1ovzrzm1 x| 120000 2 regate
Degcription

ITeIevision Advertizment

Candidate & Suppart " Oppose
Smith, John

Dioe, John - 1 YWashington St....
Smith, John - 1 Marmal Street...

Categaory code

Election Year of Election
[Primary [ ||2mz
Qffige State District
ISenate - l Pennsylvania I

Mest entry.... | 0K I

Cancel |

information; you can use the “Lookup” feature for this).
Every time a committee reports disbursements on Schedule E, the

Treasurer must provide a signature on t

he schedule to certify that the

expenditures are made independently. This is required in addition to
signing the actual report. To do this, return to the “Reports” view.

Find the report which needs to be
signed, right click, and select “Modify.”

The “Report Information” box will open
(see left).

In the “Signed by For Schedule E” field,
insert the treasurer’s name by selecting it
from the scroll down box.

Click OK.

Note: If the independent expenditure is
disseminated before payment is made,
see page 25.

%

Type of Report
I.Janual_l,l 31 Year End [Quarterly] ;I
Date From Date Thiu Election date
| 77 2o =l[1zeazom x| =l
Election cycle running in State
I - ;”Nnne LI
Signed by
Johnzon, Jane
Doe, John - 1 Washington 5t.... ;I
Johnzan, Jane - 117 Mapple Street. .
Schmo, Jane - 55 Normal Lane. . LI

™ This report discloses a new committee address

(ﬁighed-bg-l:e!&;hedule E

Doe, John - 1 Washington St
Johnzan, Jane - 111 Mapple Street...
Schmo, Jane - 55 Mormal Lane. .

o]

Cancel |

FECfile Training Manual: Disbursements
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24 and 48 Hour Notices:

1.

o

24 Hour and 48 Hour notices are separate reports from Form 3X. To
create a 24 hour or 48 Hour notice go to “Reports” view, right click, and

select “New.” In the report type FZEESFRTTTYTIF x|
window, select “24 hour notice

(Form 24)” and click OK. CElection date>

The “24-hour notice (Form 24)” [ivzreniz  <|[wyoming  ~|

box will appear; fill in the election (Sianedby v 48 houe
date, the state, and enter the |/ohnson.Jane

treasurer’s information in the Ef'nhe.Jnhr:IJWﬁ?ir;dgtc-nlﬂgt. t -
“we s 1] - onnEon, Jane - | 2 alrest...

Slgr_]ed by box. All fields are Su:hmu:u,dane-EENDrmaI:IlT_ane... LI
required.

Check the “48 hour” box only if ok | Cancel |

this is a 48-Hour notice; if it is a 24-Hour notice, do not check it.
Select OK; please note that at this point the notice is not complete.
Go to the “Reports” view and select the 24 Hour Notice by clicking onit.

Now go to the “All Transactions” view and locate the disbursement(s) that
require a 24/48 hour notice. Your disbursements will be sorted by line
number so if you first find Line 24 it will be easier to find the
disbursement which requires a notice.

Once you find the transaction you are looking for, right click and select
“Add to Form 24” (see below for an example).

21(h)  Credit Card Com Credit Card 05/03/2011  2000.00 3128
23 & \Wwhole Lot of P 10/27/2011 500.00 4146
23 & \Wwhole Lot of P 10/27/2011 900,00 4150

|23 & \ihole Lot of P Contribution 07/03/2011 10000.00 3142
] |F'I: Consulting |TE|E'-.-'iE; ior .-'l'-.lj'-.-'Er"| )

B, Ifs
Modify... Ctri+m
Dizlete Dzl

[S]21{b] General Office S Desks for Comm | 0S5/05/2011

Add to Farmz4. ..

Transaction Salit.,

LoanDebt payments. ..

MMemo Text,..
Redesignate/Reattribute. .. 4
Eorgive Settle..

Close Report,,
= e

Sort... Cir
Itemization L4

Your 24 or 48 Hour notice is complete. You must close it and upload it the same
way you would for a regular report of receipts and disbursements.
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Special Reporting for Independent Expenditures — Line 24:

Independent expenditures must be reported to the Commission using the date
they were publicly disseminated. However, it is common for an independent
expenditure to be disseminated before a committee has paid the vendor for the
associated costs. If this occurs, the committee must report the independent

expenditure the following way: = — m .
1. Report the independent I"IC ependent Expenditll

expenditure as a memo entry, Name
using the date it is publicly IFCConsiing

H H H Johnzon, Jane - 111 Mapple Street.. -
—d |Ssem inated and duri ng the PC Consulting - 4217 K. Streat N _I
reporting period the public |Schmo,.Jane - 55 Momal Lane... =l
dissemination date falls in. Todo  pae Amount % Mems
this, simply check the Memo box  |io/zszoz =|| 150000 = cate

when entering the independent  Description

eXpenditure information (See ITeIevisionAdvertisement

rlght) For this type of Candidate ¥ Sypport " Oppose
transaction, the “Aggregate” box  |Dee.John

should also be checked to reflect = |Doe.John-1washingion St...

accurate election cycle to date for | =mtiehn 1 NomalSteet.

office sought aggregate totals. ——

2. On the same report, you must also [ —
show a debt being incurred to the Elotion “oar of Eloction
vendor for this amount. Iﬁ'eneml ;"‘2012

3. When final payment is made t0 g Shate District
the vendor, reflect this payment [Senate =]
on Schedule D and on Schedule E
as a regular, non-memo entry, = _Meten. |
For this transaction, the
“Aggregate” box should NOT be checked since aggregation already
occurred for this activity when the memo entry was disclosed (when
dissemination was disclosed).

4. If a committee makes a payment to the vendor before it disseminates an
independent expenditure, the committee should itemize the transaction on
Schedule E at the time the payment is made. For this transaction, the
“Aggregate” box should be checked. In addition, the requirements for
filing 24-hour and 48-hour notices would still apply.

Cancel |
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Amending a 24 or 48 Hour Notice:
1. Go to the “Reports” view.
2. Right click the notice to be amended and then click on Amend.
3. Click the OK Button on the Notice Information box.
e Note: notices filed on paper cannot be amended electronically.

e The notice will now have an Al, A2, etc. in front of it. Al is for the
first amendment; A2 is for the second amendment. Any subsequent
amendments will have “A” and the appropriate corresponding
number of the amendment.

e Note: these notices will automatically be generated, but not
uploaded.

§i FECFile - FECFile Committee.DCF

File Edit Wiew Tools ‘Window Help

LR=1EP TR A e ey Y Ne2 o) 1 -

Reports x ]

I Type | Coverage | Election Diate | Closed on | Signed b | Election cycle | Qpening ... | Closing C...
A1:50:24-hour notice (Form 24) - 0410372012 Smith, Johin -

A1:50:4pnl 15 Quarterly 01/01/2011 - 03/31/2011 0.00 3000.00
Modifying Information on the Notice: x|
. . . Election date State

1. Locate the information on the notice that 55 <] [Wayind =
you wish to modify. Sl ¥ 48 hour

2. Make the desired changes to the notice  |Smith.John

BARTLETT, ROSCOE G.JR. - P. 0. BO= 245,
and select OK. Smith, John - 1523 M Sheet N,

3. FECfile will ask if you are sure you want

to modify, select yes. ok | Careel
Fecile x|
\:.t/ Are wou sure yaou want to madify the selected Report?
Yes Mo |
x
Filing an Amended Notice: Date closed Filing I [Original]

1. An amended notice is filed like a new notice |11+ 22011 =] |FEC12345d
(close the notice, and then choose “Upload”
from the File menu).

2. When filing an amendment, the original filing l—l
ID and the filing ID of the most previous =

Cancel |
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version of the notice filed of the notice is required; FECfile will
automatically fill out these fields (circled in red at right and below) for you
and it is suggested that you not alter them.

settings x|

Upload I Configure I

— Filer infarmation
D IEDD258848 [=.g C12345675]
Fax | (2.0 2022130674)
Password I’“"“‘"m Confirm I ““““““““ [casze-senzitive)
e-mail 1 Iemail@email.cnm Confirrn Iemail@email.cnm [e.0 johndoe@icmte. com]
e-rnail 2| Confirm I [e.g janedoeEicmte. com)
— Filing b ethod
& TCRAP 7 550 " Dialup (s B " Other

[ File it ta the test server [ will not be received by the agency |

This filing amendsi]FEC-123456

0k I Cancel | Help |

3. If for some reason the filing ID is altered or deleted, you can find this
information on the FEC's Electronic Reports Retrieval website
(http://www.fec.gov/finance/disclosure/efile_search.shtml). Type in
your committee ID number and click “Search” to find your committee’s
electronic filings.
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Allocation Schedules

SCHEDULE H1:
Method of Allocation for:

e Allocated Administrative and Generic Voter Drive Costs
e Allocated Exempt Party Activity Costs (Party Committees Only)

e Allocated Public Communications that Refer to any Political Party (but not
a candidate) (Separate Segregated Funds and Nonconnected Committees
Only)

SCHEDULE H2:
Ratios for Allocable Fundraising Events and Direct Candidate Support

SCHEDULE H3:
Transfers from Nonfederal Accounts for Allocated Federal/Nonfederal Activity

SCHEDULE H4:
Disbursements for Allocated Federal/Nonfederal Activity

FECfile Training Manual: Allocation Schedules
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Creating Schedule H1:

1. Scroll to the bottom of the “Summary Page” view that will include the
Schedule H1 and double click on the H1 line number.

e Party Committees must submit an H1 on the first report of each
calendar year that discloses an allocable expense on Schedule H4 (or
H6 for party committees only).

e Separate Segregated Funds and Nonconnected Committees must

submit an H1 on each report that discloses an allocable Administrative,
Voter Drive, or Public Communication disbursement on Schedule H4.

9 Loans owed TO the committes
9 Other debts owed TO the committes
10 Loans owed BY the committes
10 Other debts owed BY the committee

of allocation For shared expenses
Hz Allocation ratio For joink ackivity
aL Levin Funds

2. Select your allocation ratio:

e Party Committees should check the “State/Local Party Committee” box
and select the appropriate fixed ratio.

+ State / Local Party Committee

Presidential-Only Election vear [28% Federal]
Presidential and Senate Election vear [36% Federal

Senate-Only Election Y'ear [21% Federal]
Mon-Prezidential and Mon-Senate Election Year [15% Federal]

e Separate Segregated Funds and Nonconnected Committees should
check the “Non-connected/SSF” box and type the federal percentage of
the allocated expenses; they should also check all boxes that the ratio
applies to.

* Mon-connected Committee ¢ 55F

Federal % [For Flat Minimum - Enter 50)
f50

— Thiz ratio applies ta [check all that apply]:

v Genenc Yoter Dive

[™ Public Communications Referencing Party Orly

e If an additional H1 is needed, (Party: for a special election during a
non-election year, SSF/NCC: for additional types of allocated activity
where a different federal percentage will be applied) click “Next Entry”
and enter the appropriate federal percentage/activity type (repeat as
necessary).

3. When information is completed for Schedule(s) H1, click OK.
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Creating Schedule H2:

1. Scroll to the bottom of the “Summary Page” view that will include the
Schedule H2 and double click on the H2 line number.

e Note: All committees must submit an H2 on each report that discloses
an allocable fundraiser or direct candidate support on Schedule H4.

9 Loans owed TO the committes
9 Other debts owed TO the committee
10 Loans owed BY the committes
10 Other debts owed BY the committes

tethod of allocation For shared expenses

iHe Allocation ratio For joint activity
5L Levin Funds

2. Type in the name of the event and press “Tab” (see below, left).

Allocation ratio for joint activity x| Allocation _&
Ewent Ewent il
Gﬁala Ewent > | Mame of the EventAdoint Activity
|Event 1
Type of Achivity
Eederal share  [in %) Eetim i Federal she % Fundraizing
I n.oo I
& Hew " Direct Candidate Support
" Bevised
 Same a3 previous Date
|1D.f' 142011 - I
Mext entry... | ak I Cancel | Mext entn (1] 4 I Cancel | J

3. An additional dialog box will appear.

Select the appropriate type of

activity (Fundraising or Direct Candidate Support) and enter the date of

the event (see above, right).

4. Click OK to return to the
“Allocation ratio for joint
activity” box.

5. Enter in the federal percentage
share of the allocated activity
and select the appropriate type
of ratio (New, Revised, Same as
Previous).

6. If additional H2 entries are
needed, click “Next Entry” and
repeat the steps above. When
information is completed for
the Schedule(s) H2, click OK.

Allocation ratio for joink activity

Event
IEvent 1

Ewentd - ..

ederal share [in %] atia iz
% Mew
" Bevised

" Same as previ

o]

Cancel

Mext entry... |
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Creating Schedule H3:

Note:
1.

An H1 or H2 ratio must be entered prior to creating a Schedule H3

From the “Summary Page” view, double click on line 18(a): Transfers from
non-federal accounts (H3).

16 Refunds of contributions made to other Federal candidates an
17 Cther Federal Receipts (Dividends, Interest, etc.)
] Transters From Non-Federal Account (H3)
1k} TransFers from Levin Funds (HS)

Select the name of the non-federal RIREESIi=aRineailae oLzt 1 x|

account from scroll down box below

the name field; if the nonfederal [ Feseaacom

account has not been entered, type the [ o o 111 Hapols Stiest.. =
name in the name field, then press gE"CFBdE{?m?iET?'QZﬁM‘T’E&'EB"' H
“Tab” or “Enter” to open the s X t'ee
“Individual/Organization” box. = el I Memo

[10/28/2001 = 500
Enter the date and the total amount of

Hame

- ] D escription
the transfer in the “Amount” field and |
then click “Breakdown.”
osgmn. D
If the transfer, or part of the transfer, —
was for Administrative expenses, Nest eniry._ | k| Cancel |

double click on the Administrative line
in the breakdown box.

Enter the amount of the transfer for administrative expenses and click OK.

Transfer Breakdown details

| Ewant I Amount Ad new....
£ Administrative 0.00

Edit....

H3 Event Breakdown X| Delete

] 4

Cancel

Uy

(] I Cancel
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10.

11.

12

14.

. Double check that the entries are recie. xi
correct and then click OK.
13.

If the transfer or part of the transfer was for activity other than allocated
administrative expenses, select “Add New.”

Select the appropriate activity from the scroll down box (note: if an
event/activity appears to be missing from the database box, make sure
that a Schedule H2 has been created for that activity).

Enter the amount of the transfer for that activity.
Click OK to return to the “Transfer Breakdown Details” box.

Transfer Breakdown details

Ewvent | Aot
Administrative A000.00

H3 Event Breakdown ﬂ Delete

M ame ok

Gala Event
I Cancel

Yater Drive - .. -

Arnount

RN oy 1]
0k, I Cancel |

The total amount shown in the transfer breakdown box should equal the
total amount transferred.

If an activity/amount was incorrectly entered, it can be changed by
highlighting the erroneous event and clicking Edit, or completely deleted
by highlighting the line and clicking Delete.

Select “Yes,” when asked to save 1E ey D
changes. -

When all transfers have been

Mo | Cancel |
entered, click OK.
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Creating Schedule H4 — Basics:

Note: Schedule H1 and/or Schedule H2 must be created before entering H4
disbursements.

1. From the Summary Page, click on line 21(a): Allocable Expenditures.

Allocable expenditures

...... i, Federal share 550,00
...... ii. Mon-federal share 550,00
Z1(b) Other Federal operating expenditures
zZz Transfers to affiliatedather party committees
23 Contributions to other Federal candidates and political cormmitt
24 Independent expenditures
2. The “Allocable expenditure” box =
H Mame
WI” Open IThe Store
3. Select the vendor name from the PublcJon 123 Garfld .. 2l
scroll down box (note: press “Tab” =
Or “Enter” tO enter the VendOI' Date Total amount Federal share Cale |

. . . . | se21z2011 =] 500 | 250,00
information for the first time). il

4. Select the appropriate activity from Sun bion Tuewed Thy Fi Sat alienfederal candidates

29 30 31 1 2 3 4

the list below the event field. s & 7 8 3 0w n

12 13 14 15 16 17 18

FECfile defaults to Administrative. 19 20 0 2 2324 25 fronied canddes . =
5. Enter the date, total amount, and = ¢ 5 & 7 & 3 _ 5
. . N T Today: 11421 J"Zl]]d{: e s Election
description of the disbursement. L -
6. Next, click on the “Calc” button. € Independent(SchE) || £ EECten
FECfile will automatically calculate e ——— |
- andidate esgnale: gent...
the federal share based on the ratio Catenory cods
specified for the event that was | |
selected (see below). This will also Nestenty.. | oK Concel |
disclose the non-federal share on
Schedule H4.
Before:
Total amourt Federal share @
500 0.00
After:
Total armount Federal share  [Zalc ]
00 300.00
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Direct Candidate Support for both Federal/Non-federal Candidates

If the disbursement is for a direct candidate support event the federal share must
be reported as an in-kind contribution, independent expenditure, or a
coordinated party expenditure (party committees only) on behalf of the federal
candidate.

2.

Note: This reporting method will
show the federal portion only of the
disbursement on Schedule H4 as a
memo entry and will disclose a
corresponding entry for the federal
share on Schedules B, E, or F
(supporting lines 23, 24, or 25).

| 4 | June, 2011 [ » | [~ Memo
Sun Mon Tus Wed Thu Fri Sat fralfnonfederal candidates

X
Mame
IThe Stare
Public, Johr - 123 Garfield St... _:J
The Stare - 123 Main Strest... j
Date T otal amount Federal share Cale |
IEENEE | 500 | 260,00

239 30 3

If you have not already created a 5 s -

12 13 14 15 16 17 13

12 3 4
g 9 10 n

Schedule H2 for this specific direct 1 n @z = 2 25 fnorvted candidates - . |

candidate support event, do so now = ¥ % % ¥ U/JJ =
Today: 11421720 el Election

(See page 30) ——— "'(:GSP:L:;':IL;';'[S23] Iﬁ

After entering the vendor name, date, ¢ Independent (Sch) | L2230 Election

description, total amount, and € Coordinated (SchF. I

calculating the federal share as per e g e

the above instructions, from the “This | =

expenditure is” box select Schedule B Nestent.. | ok | cawe |

(23) to report the federal share as an

in-kind contribution, Independent (Sch E) to x|

report it as an independent expenditure, Or  fjuicanddste & supot  © Oppose

Coordinated (Sch F) to report it as a  [zrCHFOR PRESIDENT

coordinated party expenditure. ZYCH, THOMAS F - 2669 EDGEHILL ROAD.. &)

Select the appropriate election (primary,
general, etc) from the Election drop down box
and enter the year of the election in the year of
election field.

Click on the candidate & designated agent box
in the lower right-hand corner. A new dialog
box will appear. If the disbursement is for an
independent  expenditure, check  the
appropriate box to indicate if the
communication supported or opposed the
candidate.

ZLCH FOR PRESIDEMNT - 2669 EDGEHILL ROAD..

Designating Committes

by Committee - ...
MonFederal Accoount - 123 Main Street...

Subordinate Committee

by Committee - ...
MonFederal Accoount - 123 Main Street...

)4 I Cancel
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5.

7.

If the candidate name has already been
entered into the system, select the name from
the database list below the federal candidate
field; if the candidate is not in the system,
with the cursor in the candidate name field,
hit the “Tab” key on the keyboard. The
Individual/Organization Information dialog
box will appear.

If the federal portion of the disbursement is a
Coordinated Party Expenditure, select the
designating and subordinate committees, if
necessary. For In-Kind Contributions and
Independent  Expenditures, leave the
designating and subordinate committee fields

Candidate and Designated Agenkt il
Federal Candidate [y Suppart (o Oppoze
ZvCH FOR PRESIDEMT

ZCH, THOMAS F - 2669 EDGEHILL ROAD... ;I

Z7LCH FOR FRESIDEMT - 2663 EDGEHILL ROUAD...

[Designating Committes

ty Committee - ...
MonFederal Accoount - 123 Main Street...

Subordinate Committes

ty Committee - ...
MonFederal Accoount - 123 Main Street...

]

Cancel |

blank. Click OK in the Candidate and Designated Agent dialog box.

When all the information

is correctly entered

into the allocated

expenditure box, click OK, or Next Entry to continue with additional

allocated disbursements.
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Debts and Loans

Schedule D:

Debts owed by the committee:
1. To add a new debt owed by the committee, double click on Line 10 of the
Summary Page, other debts owed by the committee.

Individuals/Crganizations and Events - r Repor‘ts/ Summary Page - Form 3X xr Receipts r Disbursements r Loans, Debts and Ohbligations ]

Line# | Description | thsear [ ghspw [ coax | crow |
6la) Cash on hand {Jan, 1)

11(a) Individual Contributions
11(b) Cantributions from palitical party committees
11(c) Contributions From ather political committees

12 Transfers from affiliatedother party committees
13 Al loans received
14 Loan repayments received
15 Offsets to operating expenditures (refunds, rebates, etc.)
16 Refunds of contributions made to other federal candidates an
17 Other Federal Receipts (Dividends, Interest, etc.)
18(a) Transfers from Mon-Federal Account (H3) x|
18(b) Transfers from Levin Funds (HS)
Marme
21(a) Allacable expenditures (H)
soonnd, Federal share |
ool Mon-Federal share My Committee - 933 E Street Nw/... f’
21(b) Other federal operating expenditures BARTLETT, ROSCOE G JR. - P 0. BOX 245
2z Transfers ko affilistedfother party committees Monfederal Account - 1273 Main Street... ;'
23 Contributions ko other Federal candidates and political connmmitt
24 Independent expenditures 12000.00 12000.00 Date Amount Date I Seliled
25 Coordinated expenditures ;I | 0.00 | LI
26 Loan repayments made
27 Loans made Forgiven &mount
28(a) Refunds of individual contributions lgi
2&(b) Refunds of contributions From palitical party committees
280y Refunds of contributions from other political committees D escription
29 Other disbursements I
30(a) Shared Federal Election Activity (From Schedule Ha) ‘Year of Election  Election
soonnd, Federal share r
< Levin share I I d
30(b) Federal Election Activity Paid Entirely With Federal Funds,
. LCandidate
9 Loans owed TO the committes
9 Other debts owed T the committee I
10 Loans owed BY the committee -
i Other debbs d BY the commithee My Committee - 999 E Street Nw/...
BARTLETT. ROSCOE G.JR. - P. 0. BOX 245...
HL Method of allocation For shared expenses
Hz Allocation ratio Far joint ackivity Mest entry.. | i I Cancel |
oL Levin Funds —

2. Then select the name field and enter in the vendor name. If the vendor
has not been added to the system, press “Enter” or “Tab”.

3. Then enter in the date, amount, and the purpose of the debt in each
appropriate field.

4. Click OK.
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Debt Repayments

1.

2.

To add debt repayments, go to
the “Loans/Debts” view.

Right click on the debt to
which you would like to make a
payment and select
“Loan/Debt payments.”

In the “Loans/Debt payments”
box, click on “Add new” and
then select the type of
disbursement, you would like
to make.

Then the appropriate box
will appear depending on
what type of transaction
this payment should be. At
this point select the name
of the vendor, date,
amount and the purpose of
disbursement. The vendor
should already be in
system after adding this
debt so just select the
vendor in the selection below.

<]

Mewa...
Modify...
Dtlaster
Clone..,

02 2012004
=1 7/ 705

|

137800,00

Mema TExE...
Redesgnate/Restiribute, . k
Fargive/Settle. ..
Iose Regor
Amend
Sark... Chrket
Ikemization L
x|
Mame ! | [ate Add new
Capitol Party Decorations 1500000 01411/2008
E dit |
Delete |
Close |
Aconials... |
1 | ]

Click OK. Then the debt payment will be shown in the Loan/Debt
payment dialog box. At this point click on Close.
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Schedule C & Schedule C-1

Loans Owed by the Committee:

1. Go to the “Summary Page” view and double click on Line 13 of the Detailed

Summary Page.

11{a)
11(k)
11}

Individual Contributions

Cantributions from political party committess

Contributions from ather political committees
ffilisted/other parky committees

Qa Fepayments receiusd

15 Offsets to operating expenditures (refunds, rebates, stc.]
16 Refunds of contributions made to other federal candidates an
17 Other Federal Receipts (Dividends, Inkerest, ete.)

18(a) Transfers from Non-federal Account (H3)

Transfers from Levin Funds (HS)

Allocable expendtures (H4)
...... i. Federal shars
...... ii. Mon-Federal share

21{b} Other Federal operating expenditures

22 Transfers to affiiated]other party committees

23 Conkributions to other Federal candidates and political committ
24 Independent expenditures 12000,00 12000,00
25 Coordinated expenditures

26 Loan repayments made

27 Loans made

28(a) Refunds of individual contributions

28(h)  Refunds of contributions From political party committess

28(c) Refunds of contributions From other palitical cammittees

23 Other disbursements

30{a) Shared Federal Election Activity (from Schedule He)

...... i. Federal share
...... ji. Levin share

30(h) Federal Election Activity Paid Entirely \With Federal Funds.
9 Loans owed TO the committes

9 Other debts owed TO the committes

10 Loans owed BY the committee

U Other debts owed BY the committes

H1 Method of allocation for shared expenses

Hz Allacation ratio for joint ackivity

SL Levin Funds

Type the name of the creditor in the name
field. If that creditor has not been entered
into the system, type the name and then press
“Tab” or “Enter”.

Then type in the date the loan was incurred in
the date field, the amount of the loan, and the
interest rate. Also indicate if the loan was
secured by checking the Secured box.

Then click on the Schedule C-1 button, and
enter all information that is applicable to your
loan. Note: you are also required to file a
hard copy of Schedule C-1 with the signature
of the representative from the lending
institution and the treasurer’s signature, as
well as a copy of the loan agreement.

After completing this section simply click OK.
You are now returned to the Loans Received

box. Click on “Guarantors” button to launch
that box.

Select the “Add new” button to enter
guarantor information, or select “Edit” if the
guarantor has already been added.

51
MHame
|
My Committee - 539 E Street N, ﬂ
BARTLETT, ROSCOE G.JA. -P. 0. BOX 245...
Nonfederal Accourt - 123 Main Street... =
Date Amaunt Interest Rate(%]
[ = oo |
I Forgiver Diate Forgiven Amount
[ =]
Deezcription
Election Year of Election Due date
[ Secured Schedulz C1...
™ Memo Guarantors.
MNest entry... | oK I Cancel |

Schedule C1

Lending Institution

x|
Date Incured
| 2ne2011 >
il Date due

j |2.-"I 6/2012

Wwell: Fargo

W TTHR Radio - 4562 Radio 'Way...
Wwiell: Fargo - BESE Bank Way...

Loan amaunt
| 50000.00

InterestZ APR
30

Original date: I - I

Dutstanding balance if line of credit
0.00

[™ Loan has been restructured

Credit armount this draw
j0.00

[~ Other parties are secondarily liable

— Traditional collateral pledged

Walue Dezcription I Perfected interest
0.00

— Future income pledged
Fledge account Walue ‘

J0.00

Monfederal &ccount - 123 Main Street. .
The Stare - 123 Commence Ave....
“WTTR Fadio - 4562 Radio 'fay...

Description I
Alternate basiz for loan and repayment

-
ﬂ E ztablished on

Lll vl

Avtharized By Title
BARTLETT, ROSCOE G. JR. - F. 0. BOX 245... -
. Dat d
Srith, John - 1523 M Street M. |&e_l
k. I Cancel |
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8. Once the information has

been added with the

Guarantors - Schedule C2

Guarantor

| Amount

amount, click OK. Then
click OK again to save any
changes.

The Loans received box
will now reappear. At this
point click OK and you will
return to the Summary

1

Page. Schedule A
supporting Line 13 and

Schedule C supporting Line 10 will be automatically created now and the
loan amount will be reflected on the Summary Page.

Loan Repayment made

Mame

Loan Repayments Made

1.
2.

Go to the “Loans/Debts” view.

Select the loan for which repayment is being
made, and right click on that entry, then select
“Loan/Debt payments.”

The Loan/Debt payments dialog box then
appears. Click on “Add New.”

The loan repayment dialog box then appears. If
the creditor has already been entered then select
that name. Then type in the name, date, and
amount. Select OK.

When you return to the Loan/Debt payments -
box, select Close. Schedule B supporting Line 26

and Schedule C supporting Line 10 will both be
created and the amounts reflected on the
Summary Page.

[Erith,_Joh]

Date

Morfederal Account - 123 Main Street...
Smith, Joht - 1523 M Street Mw/...
The Store - 123 Commerce Ave....

Arnount

=l

- Degcription

LeLiv]

000 I InKind

Election

“r'ear of Election

=l

Landidate/Campaign Committes

I~ Memo

by Committees - 999 E Street Mw .
BARTLETT.ROSCOE G. JR. - P. 0. BOX 245...

Laobbyizt/Beqgistrant Bundler

™| F3L bundle

ty Committes - 399 E Street MW
BARTLETT. ROSCOE G. JR. - P. 0. BOX 245...
Smith, Joht - 1523 M Street Mw/...

LCategory code

Lellr]

Check Mo.

Account [dentifier

Kl

[diexnt entry... I

o]

Cancel
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Closing/Uploading/Amending

Closing a Report
1. Go to the “Reports” view.
2. Right click the report you want to close.
3. Select “Close Report” from the drop down menu.

LURIRT [IR= R =R L=

N

4. In the “Close Report” dialog box, enter today’s date in the “Date closed”
field and click OK. Note: a Filing ID is only required when filing
amendments and should be left blank for new reports.

Close repork x|

(Qﬁm Filing 1D [Original]
| &1 x| |

0K I Cancel

Uploading a Report
1. Follow the directions above for closing a report.
2. When a report is closed, the letters should change to pink/purple.

3. Choose “Upload” from the “File” menu or the Upload icon. Note: you can
also run a Limits Check from the “File” menu before choosing to upload.
This check will make sure all contributions (receipts and disbursements)
fall within the limitations.

4. The upload process will automatically run the validation program at this
point to detect any errors.

5. The validation program will notify the user if serious errors are found that
will prevent the report from being accepted by the Commission’s
validation program. Note: for more information on Validation Errors,
please see page 45.

Fecile x|
@ This Filing has errors that will cause ik ko be rejected by the electronic-filing server, Please correct these errors before filing.,
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6. If no errors are found or the user indicates that they wish to file the report
with warnings, the upload settings screen will appear.

7. Enter your CEEEEEEE x|
password (see page  Upbad | canfigue|
l) ) O-di g it ~ Filer information
committee ID (e.g C12345573)

Fan I [e.0 2022190674]
Pazsword I Corfirm I [case-sensitive]

You must conf|rm e-mail 1 I Eonfirm I [e.g iohndoe@cmte.com]
e-mail 2| Corfirm I [e.g janedoeEicmbe. com)
your password and

email address by - Filng Methad
entering it a second & TCRAP CS5L O Disbp & OB Other
time, otherwise the
report will not be
uploaded. If you
have an internet
connection choose 0K | Conoel | Heb |
TCP/IP  as the
Filing Method and then click OK. Note: the “This filing amends” field
should not be filled in for new reports.

8. Make a Backup of your “Data File” (*.dcf).

number, and fax
OR email address.

[ File it to the test server [ will not be received by the agency |

This filing amends I

Amending a Report

Creating an Amendment:
4. Go to the “Reports” view.
5. Right click the report to be amended and then click on Amend (you may
change the name of the treasurer at this point since the Report
Information box will appear).

6. Click the OK Button on the Report Information box.
e Note: reports filed on paper can not be amended electronically.

e The report will now have an Al, A2, etc. in front of it. Al is for the first
amendment; A2 is for the second amendment.  Any subsequent
amendments will have “A” and the appropriate corresponding number
of the amendment. If the user has filed any reports with coverage dates
following the amendment, FECfile will automatically generate
amendments for those reports. For instance, if the April Monthly
report is amended in November, FECfile will also generate
amendments for the May Monthly through November Monthly reports.

§9 FECFile - FECFile Committee.DCF
File Edit View Tools wWindow Help

» o~ —_— —
<& 25160 8855010
) 5 | OF = | =F | | =8 » gl - S o2
Reports x]
Type | Coverage | Election Date | Closed on | Signed b | Election cydle | Qpening ... | Closing C...
A1:30:24-hour notice (Form 243 - 0032012 Smith, John

:A1:50:Apri| 15 Quarkerly 01/01/2011 - 03/31/2011
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e Note: these reports will automatically be generated, but not uploaded.
Also, these additional amendments need not be uploaded unless there
is a change in any of the dollar figures (most commonly, year-to-date

or cash-on-hand totals).

Modifying Transactions for the Amendment:

4. Using  your =
different  views,
locate the :%() Are you sure wou want to modify the selected Report?

transaction  you
wish to modify.

. YVes Mo I
5. Double click on

the transaction.
6. Make the desired changes to the transaction and select OK.
7. FECfile will ask if you are sure you want to modify, select yes.

Adding New Transactions for the Amendment:

1. This is handled the same as for a new report; go to the “Summary Page”

view and double click on the appropriate line for that transaction.

Deleting Transactions From an Amended Report:
L. Dsing Al -ciie
different Vviews,
locate the P

transaction you
wish to delete.

2. Right click on the v | o |

transaction and

\H_,.(j Are you sure you wank ko delete the selected kransackion?

]

select “Delete.”

3. FECfile will ask if you are sure you want to delete the selected transaction,

select yes.

Filing an Amended Report:
4. An amended report is filed like a new report (close

the report, and then choose “Upload” from the File

menU). Date clozed

5. When filing an amendment, the original filing ID | 4132011 =]
and the filing ID of the most previous version of
the report filed of the report is required; FECfile
will automatically fill out these fields (circled in o ]

g 10 [Origin
[FEC-123456

Cancel |

red at right and below) for you and it is suggested
that you not alter them.
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6.

Upload I Configure I

— Filer information

1D IEDD258848 [2.g C12345678)
Fax | (2.0 2022130674)
Password I’“"“‘"m Confirm I ““““““““ [casze-senzitive)
e-mail 1 Iemail@email.cnm Confirrn Iemail@email.cnm [e.0 johndoe@icmte. com]
e-mail 2| Confirm I [e.g janedoed@icmte. com]
— Filing b ethod
& TCRAP ¢ 550 7 Dialup A B " Other

[ File it ta the test server [ will not be received by the agency |

This filing amendsi]FEC-123456

0k I Cancel | Help

If for some reason the filing ID is altered or deleted, you can find this
information on the FEC’s Electronic Reports Retrieval

(http://www.fec.gov/finance/disclosure/efile search.shtml).

website

Type in

your committee ID number and click “Search” to find your committee’s
electronic filings.
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Secrets to FECfile

Don’'t Make These Common E - Filing Mistakes!

Passwords

e Not getting a password.

e Waiting until the last minute to get a password.

e Forgetting your password.

e If you forget to get a password or put it off until the last minute, it may not be
possible to get one on a filing deadline day.

e If you forget your password, we can't look it up for you. It is encrypted and
you must have the Treasurer request a new one.

Attempting a first filing on the filing deadline day

e Any problem, be it technical or a matter of non-familiarity with the software,
can be difficult to deal with during the rush of a deadline day.

e Always file as early as possible, especially the first time you file electronically.

No receipt, no Filing

e After you upload your report electronically, a receipt will be sent to you via
email or fax. If you do not get the receipt, you must assume that you have not
successfully filed. Call the Electronic Filing Office (202-694-1642 Option #3)
if more than a few minutes pass with no receipt.

e The receipt is proof of filing. Print it out and keep it.

Validate early and often

e Don't wait until the last minute to validate your filing. Validation will find
problems that you might not have noticed.

e If you validate on a regular basis, you will run much less risk of finding a long
list of problems to resolve before uploading is possible.

Diskette Filing

e Ifyou file your report on diskette:
o Usea3.5" floppy or CD. No other methods are accepted.
o Don'tforget to include a printed out and signed Summary Page.
o Only one report per diskette.

Back up your Data File!

e The file that contains all of your reports, the "Data File" (*.dcf), should be
backed up to tape or floppy disk regularly.

e It is very difficult and time consuming to recreate your file should you lose
your data.
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Common Validation Errors and How to Fix Them

Warning vs. Fail Messages

There are two different types of validation errors: warning messages and fail
messages. Warning messages point out possible incorrect/missing
information in the report so the user can correct the errors (if necessary) before
uploading the report. They do not prevent you from uploading a report. Fail
messages point out more serious problems with the report and prevent you
from uploading it until the errors are corrected.

Reading and Understanding a Validation Error

Each warning or fail message contains basic information that allows the user to
pinpoint which transaction is causing the error. It also gives a brief description of
the error. For example:

Form{ltem}: SA11Al1 {Johnson, Jane}
Field Name: #012 Employer
Warning Conditionally Required field is Empty

The Form {Item} field identifies where the transaction causing the error is on
the report. In the example above, the transaction is on Schedule A, Line 11(a)(i)
and is specifically identified as “Johnson, Jane.” Field Name identifies the
aspect of the transaction — in this case the employer field — that is causing the
error. The last line identifies what type of message this is (Warning) and why
the specific transaction/field caused the error (empty).

In order to correct this error, the user should find the specific transaction and
edit it to disclose Jane Johnson’s employer.
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Common Warning Messages

Below are a list of common warning messages that committees encounter and the
steps that need to be taken in order to correct the errors.

Conditionally Required field is Empty

This indicates the user has failed to enter data in a particular field.

Correct this error by locating the transaction(s) and filling out the empty
field(s).

{date}  is outside range of 1960-2099

This indicates that the date range entered falls outside the maximum range
(either before 1960 or after 2099 and is most like the result of a typographical
error.

Correct this by locating the transaction(s) and ensuring that the date(s)
supplied are accurate.

Election Code invalid: {description}

This indicates that the user has failed to provide a complete election
designation (Primary, General, Special, or Runoff and Year are required)
towards which a contribution was made.

Correct this error by locating the transaction and selecting an election
designation. Please note that if you do not select a complete election
designation, the contribution will automatically count against the candidate’s
next election.

Election Code missing: {description}

This indicates that the user has failed to provide an election designation
entirely (primary, general, special, or runoff and Year are required) towards
which a contribution was made. This differs from the previous warning
message in that both fields are empty.

Correct this error by locating the transaction and selecting a complete election
designation by filling out both the election and year fields.

Street Address is Missing

This indicates that the street address for a particular entry is missing.
Correct this error by locating the transaction and filling in a complete address.

Single-line Address NOT in 1st delimited field

This indicates that the user has entered a one-line address in the SECOND
address field.
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e Correct this error by locating the transaction and moving the address from the
optional second line box to the require first line box.

___notavalid 2-character USPS State Code
e This indicates that the user has failed to enter in a correct two digit state code.

e Since FECfile has a drop down menu for state codes, this shouldn’t be an
issue.

Zip Code is Invalid or Missing / Zip =

e This indicates the user has failed to provide the state zip code or has entered
in too many or too few numbers.

e Correct this error by locating the transaction and editing the state and/or zip
code fields as necessary.

Invalid Area Code/Phone Number:

e This indicates the user has entered a phone number with too many or two few
numbers.

e This error will only occur on form types that require a phone number (ie,
Statements of Organization).

Entity Type | | is not an acceptable value

e This indicates that the user has entered a name that is too long to completely
appear on public record.

e Correct this error by locating the field and shortening the name.

Name has Too Many Parts (Over 3 Delimiters Found)

e This indicates that more than the allowable number of name delimiters (3)
have been used. (NOTE: Correct example (Smith”~John”™Mr.”Jr.), incorrect
(Smith~John ANAMr.ANJr.) ).

e Correct this error by locating the transaction and shortening the name so that
it only uses three carets. (NOTE: the FEC requires disclosure of a first and
last name).

Some H3 Transfer $ Aggregates not equal Dollar Total

e This indicates that there are math discrepancies within Schedule H3 — the
total amount transferred from the Non-Federal account does not equal the
amounts listed in the breakdown of the transfer.

e When you entered this transaction for the first time, FECfile will have warned
you:
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Feaiie |

L] 'E Warning: The breakdown amount does not sum up to the total amount, Save?
*

QK | Cancel I

e To correct this error, take a look at Schedule H3 in the print view to make sure
the totals are correct. When you find the discrepancy, locate the transaction
and correct the totals.

H5 Transfer Total not equal sum of Dollar Breakdowns

e This indicates that there are math discrepancies within Schedule H5 — the
total amount transferred from the Levin account does not equal the amounts
listed in the breakdown for each type of allocable federal election activity.

e When you entered this transaction for the first time, FECfile will have warned
you (see above).

e To correct this error, take a look at Schedule H5 in the print view to make sure
the totals are correct. When you find the discrepancy, locate the transaction
and correct the totals.

Common Fail Messages

Below are a list of common fail messages that committees encounter and the
steps that need to be taken in order to correct the errors. Please remember that
all fail messages must be corrected before you can upload your report.

Filing must be in the current FEC format
e This indicates that you are using an outdated version of FECfile.

e FECfile users will need to download the latest version of the software from the
FEC's website (http://www.fec.gov/elecfil/updatelist.html).

Amended filing must have an ID of the "Original™

e This indicates that the user is trying to submit and amendment absent the
original report ID number. The original report ID number must be used. If
you are properly amending existing reports in the committee file, the original
filing 1D should appear automatically.

e If the user cannot locate his receipt for the original report, the ID number can
be located on the FEC's Electronic Filing Report Retreival website (see below)
(http://www.fec.gov/finance/disclosure/efile_search.shtml).
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Amended filing must have an "Amendment Number"

Close repork

Once you have located the original filing ID (F3XN),

Date cloged

Filing 1D [Qniginal]

you will need to open, and then re-close your report
so you can enter the filing ID (see right).

NOTE: If this original report ID number is entered
incorrectly, system errors will occur on upload.

| anzemt x| @L

]

Cancel |

x|

Download FEC-191672 Form F3XA - pertod 08/01/2005-08/31/2005, filed 11/15/2005 - SEP MONTHLY
DownloadC FEC-191664 Form F32IT - pertod 10/01/2005-10/31/20035, filed 11/15/2005 - OV MONTHLY
Download FRC-TI0E9S Form F3XA - period 08/01/2005-0%/30/2005, filed 10/28/2005 - QCT MOITTHLY

This means that either the e £
amendment indicator is
missi ng or incorrect_ ! ‘_\. ‘ou have not uploaded the report that is being amended, waould vou like bo continue?
Each amendment s
numbered beginning with ok |[ conel ]
“1”. If the same report is
amended again the amended number will be “2” and so
on MNew, .. Ins
’ Modify. .. Crl4m
This error most likely occurred because you did not Delete Del
properly create an amendment or amended a report Form 2.,
before it was filed. Form 32-1..
L Debt £
Don’t amend a report that you have not uploaded. FEC = o P
file will warn you with this message — don’t click OK Redesignate/Reattribute. .. 3
Foraive/settle,. .,

(see right).

In the “Reports” view, right click on the report you are
trying to file. If the report is closed, unclose it. Right
click again and select “unamend” (see right).

Repeat this process until your report is at the correct
numbered amendment.

Ciii ;einrt...

SOtk
Ikemnization

Chrlr

2

Validation Terminated! — Over 32,000 Problems Found!

This indicates that 32,000+ errors have been found, which limit (32,000) is
the threshold for acceptance by the system; the first 32,000 errors will be

ID#

listed in accordance with their severity.
Hopefully you will never receive this error.

If you do, it’s time to call your

analyst and start over — or hire a professional to take over your reporting.

NOT Correct FEC ID# Format

This indicates that the committee ID  name

number used is not in the correct
format.

Public Corrmunications

Exempk
To correct this error, you will need ¥oter Drive
. . , Adrninistrative
to edit your committee’s e, 10
FedEx-Kinkos

HERSETH, STEPHANIE
HERSETH FiOR CONGRESS

Johnson, Jane
CiDARMA DAN ALY

Type

Political Action Committee - FILER

IF'DIiticaI Action Cormmittee

g. C12345678)
CON336345 Lookup...|



information. To do this, go to the “Individuals/ Organizations” view and
locate your committee. Double-click on your committee entry (it should be in
red). Make sure that committee ID number is correct. It might help to use
the FEC Lookup feature.

e NOTE: (correct example: C00123456) - The “C” must be capitalized.

{field} exceeds maximum length of

e This indicates the user has exceeds the maximum number of characters
allowed in a particular field.

e This shouldn’t be a problem in FECfile because it will automatically limit the
number of characters you can input.

{field) is Required, but field is Empty

e This indicates that information is required to be entered in a particular field,
but has not been.

e Locate the transaction and fill in the field.

Extraneous data follows last field

e This usually indicates a technical problem, generally involving invalid
characters.

e You should call the Electronic Filing Office if you receive this error (202-694-
1307).

e NOTE: Only characters between ASCII 22 and ASCII 126 are acceptable. The
ASCII 32 - 126 used to be the only characters allowed, however, the foreign
language alphabet and punctuation characters are also allowed. Specifically
ASCII characters: 32 - 168 are allowed (excluding 127 and the series 157
through 159). Also, 173 is allowed.

Invalid double-quote surround text field — OR - Embedded double-
quotes (") not allowed

e This indicates that there are a set quotes around a text field where there
shouldn't be.

e Locate the transaction/field and take out the quotes.

e NOTE: Quotes are used as part of the data delimiter. Since the introduction
of a level-8 message that says "Embedded double-quotes (*) not allowed", this
message only applies to the very last field of a CSV string and only in the
instance where a begin-quoted text is not terminated with an end-quote
(falling within the maximum length of that last field.)

e ADDITIONAL NOTE: Any field can have begin/end quotes (they are
necessary for text that has embedded commas). However, any field that has
surrounding quotes may not also contain double quotes anywhere within the
text. Validator is only trapping "embedded quotes” within "text fields" which
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have surrounding begin-quotes and end-quotes. For example [,
of an embedded double-quote, but [,",] is not.

,] 1S a case

Body of text exceeds maximum of 20,000 characters (F99 filings)

e F99 (Miscellaneous text document) filings are limited to 20,000 characters in
length.

e To correct this, either shorten your Form 99 filing or file more than one.

Leading Blanks {e.g. " TEXT"} not allowed
e This indicates that there are blanks prior to data; this is not allowed.

e Locate the transaction/field and delete the spaces that precede the first word
in the file.

Bad Date - not YYYYMMDD format
e This indicates the user has entered a date in the incorrect format.

e Locate the transaction and re-enter the date trying this format:
MM/DD/YYYY.

is not a Real Date
e This indicates that the user has entered an invalid date.
e Locate the transaction and enter a valid date.

Invalid Amount format: — OR — Non-numeric data
in Numeric Field
e This indicates that the user has entered values other m x|

than numbers and decimals.

e Locate the transaction and enter only numbers and one !‘_m Please enter a number.
decimal point. FECfile will warn you if you before you
make this error with this message:

e NOTE: Dollar signs and commas are not permitted.

is an Invalid Year (CCYY) Format
e This indicates the user has entered the year in the incorrect format.

e Locate the transaction and make sure the year referenced in the date field is in
a four-digit format.

District™__ " is not 2-digit Numeric format
e This indicates the user failed to enter the congressional district as two digits.
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e Locate the transaction, and make sure the congressional district field has two
digits (ex: 04, 11). Using the FEC Lookup feature might make things easier.
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