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PROCESS OF REPORTING

¢ ID and Password is given once proper paperwork has been filed with SOE office
e Treasurer will log into finance program (link can be found on Supervisor’s website)

e Treasurer will enter contributions and expenditures in the “green” current reporting
period — always making sure date is correct for each entry

e To Preview report
O Prepare totals, prepare totals (again)
O Press PREVIEW (top of screen)
O Draft report will be shown

e Treasurer continues entering transactions until the end of reporting period

e To Submit a Report
O Create Final Report for Review, Create Final Report For Review (again)

O Treasurer and Candidate or Committee person reviews report for completeness
and correctness (scroll down to see report)

0 If complete and correct, PINS are entered and “Assign PIN” button is pressed to
file the report

0 Once | receive the email notice that the report was submitted, | review for
completeness (address and name). If report looks okay, | will accept report
and the treasurer will receive an email stating it was accepted.

0 If the report needs to be amended (address left off etc.), treasurer or candidate
will receive an email stating the report needs to be amended. By law, the
Treasurer has 7 days to submit a correct (amended) report.

CANDIDATES: The last report that is filed is called the
Termination Report (TR). Each candidate will be sent a letter as to
the name of that termination report and when it will be due.
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Brief Instructions

Web Address: Go to www.sumterelections.org
O  Left side links: choose LOGIN TO FINANCE REPORTING under Finance Reporting heading
O  Enter ID and Password, press “login”
O  Current reporting period is shaded

ENTERING CONTRIBUTIONS (page 10)

o Press “Enter Contributions”

o) Press “Add Contribution” link

o Enter date

O  Contributor Name (if company, put company name in LAST NAME field)
O Address: this has to be a complete mailing address
0 City, State and Zip: must be completed

O  Contributor Type:
O Candidate deposited their own money: Chose “Candidate to Themselves” and Contribution

Type: LOAN
O If money was a contribution from other sources, choose from drop-down list
O Contribution Type: chose from drop-down list
O  Once you have completed the form, press SUBMIT

Once it is saved, you will get another blank form where you can add another entry. If you are done
entering contributions, press “cancel” on bottom.

The program will take you to the itemized contributions screen which allows you to view what you have
entered for each transaction. If everything looks correct and you are done entering contributions, press
“Return to Report List” (main screen).

ENTERING EXPENDITURES (page 13)
o Press “Enter Expenditures”
o Press “Add Expenditure” link
o) Enter date
O  Vendor Name (if company, put company name in LAST NAME field)
O Address: this has to be a complete mailing address
0 City, State and Zip: must be completed
o Purpose:
O Brief description
O Expenditure Type: choose from the drop-down list
O  Once you have completed the form, press SUBMIT

Once it is saved, you will get another blank form where you can add another entry. If you are done
entering expenditures, press “cancel” on bottom.

The program will take you to the itemized expenditures screen which allows you to view what you have
entered for each transaction. If everything looks correct and you are done entering expenditures, press
“Return to Report List” (main screen).
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WAIVER REPORT (page 23)

(0]

When there has been no activity during a reporting period a Waiver Report will be generated and
submitted.

PREVIEW THE REPORT (page 16)

(0}
(0}
(0}
(0}

Previewing a report does not submit the report to our office
Press “Prepare Totals”
Press “Prepare Totals” in next window
Press “View / Print” (brings up a PDF of your report)
Your report has DRAFT on it, but it also shows your entries

SUBMITTING A REPORT (page 20)

(0)

O OO0 O O0Oo

Once you have prepared the totals and have reviewed your report and it is complete and correct.
On main report list screen: press “Create Final Report For Review”
Press “Create Final Report for Review” again
Enter Candidate/Committee Electronic Signature PIN: 1111
Enter Treasurer Electronic Signature PIN: 2222
Press “Assign PIN” — submits report to elections office
Once the elections office gets email that the report was submitted, it will be reviewed and
accepted.
O However, if the report needs to be amended, treasurer / candidate will be notified via
email and the amended report must be submitted within seven days from notice.

AMENDING A SUBMITTED REPORT (page 25)

(0)

(0}
(0}

In the Reporting Main Screen, choose the reporting period that needs to be amended by pressing
“Amend”

Screen will pop up [Amend Report]: Press “Create”

When the report list reappears, look for the reporting period with “Amended” listed under the
reporting date / covered period (left column) — page 26

Enter the new data using the buttons (expenditure, contributions, etc).

If you need to amend an item that was on a submitted report — page 27

0 Choose “Enter Contributions or Enter Expenditure” depending on what needs to be

corrected

On next page, click Amend item from Orig Report

Choose entry from list and press “Amend Item”

Correct item and press SUBMIT

Next page will show the deleted item and the added item

This completes the change to the original item. From here you can change another item,

add a new item, or return to Report List.

O O 0O O O
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What do I need to create reports online?

e A computer equipped with:
— An Internet connection.

— A web browser configured to accept cookies and with pop-up blockers disabled. In this
document, the examples shown use Internet Explorer.

— Adobe® Acrobat® Reader, which you will need to view and print your reports. If you
don’t have the Reader software on your computer, you can download it free of charge
from: www.adobe.com

e |ID and password

— This will be provided to you by the elections office after necessary forms have been
filed and clocked in.

— Candidates need a new ID each time they run for office, even when they are running
for reelection to the same office.

The password can be changed after you log in, if you wish.

e PINSs for submitted report
Sumter County requires electronic submission of financial reports.
— Two 4-digit PINs will be provided to you by the elections office.
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What'’s shown in an online financial report?

As you know, Florida law requires that candidates and political committees file quarterly reports with the Supervisor
of Elections. These reports detail all contributions received and expenditures made by or on behalf of the candidate /
committee. The Voter Focus Campaign Financial Reporting system gives campaign treasurers an easy way to complete

and, optionally, file these required reports, online.

Each report generated by the Campaign Financial Reporting system is a PDF file that can be viewed in Adobe®
Acrobat® Reader. Counties that accept electronic filing, the PDF can be submitted online, signed by the candidate’s and

treasurer’s electronic personal identification numbers (PINs).

Once a report is accepted by the Supervisor of Elections, it will appear on the elections website and can be viewed by
the public. Along with the financial reports, you have the option of providing a short description (or “bio”) of the

candidate/committee and a photograph.

Here’s an example of a quarterly report:

FLORIDA DEPARTMENT OF STATE DIVISION OF ELECTIONS
CAMPAIGN TREASURER'S REPORT SUMMARY

First, there’s a
summary page

(1} carciyn 3. cacadente
Name

(2) 1545 Barringron CT, Suits C
Address (number and street)
Palmetto, FL 32314
City, State, Zip Code
[] GHECK IF ADDRESS HAS GHANGED

(4) Check appropriate box{es):
[¥] Candidate (office sought):

County Commission District 4

OFFIGE USE ONLY

[1014375)

(3) DN

CAMPAIGN TREASURER'S REPORT - ITEMIZED CONTRIBUTIONS

(1) Mame _ eyeonym . casadcnze (2} 1.0, Numbrer .
[ Political Committee (] cHECK IF PC HA Y™ Py,
[] Committee of Continuous Existence ] CHECK IF CCE H {3} Cover Period ! hrough T [, ) Page ' ot !
[ Party Executive Committoe .
- : 5 m " m om o "
[ Electioneering Communication ] eHECK IF NO OT]
COMMUNICATION Dt
(5) REPORT IDENTIFIERS Seqsonce Cormmnir | Contmunon | e
4/1/2009 7/1/200% ot T Coupaon v gl Jr— -
CoverPeriod:  From ¥ i To /Y] Hene Wi, Bt | Desctgt bt
472172008
(X Original [ Amendment [C] Special Election Report (miy ' !
(6) CONTRIBUTIONS THIS REPORT 7 Expenom] !
Monstary P~ i = ot
Cash & Checks 3 150. 00 Expendituros. f13/ 2308
Loans $ 0.00 Transfers to Offic ]
Aooounk Saith, Tid € T EeatauEant 1% T PR
Total Monetary 150.00 Total e e e canpaign o
Monetary -
3
In-Kind 3 LD
) Other Dis!
U ! CAMPAIGN TREASURER’S REPORT - ITEMIZED EXPENDITURES
< lyn J. < ds . 96
{8) TOTAL Monetary Contributions To Date (10) TOTAL M e YT @10 Number %
(3) CoverPeriod____/ thiough___ () Page 1 of__1
—  aescon
r @ ] @ ® [ ® i (Gl
(11) CERTIFICATION Date Full Name urpose
Itis a first degree misdemeanor for any person to falsify a publi w (Last St Fis, Wodi) dgomee sougti |
| certify that | have examined this report and it is true, | | certify that | have} 5;::":_‘,‘ City, State, Zip Code ‘candidate) TP |amendment| Amount
corract, and complete. correct, and comp} . | | {
" . 5/19/2089 | Davie Commnicaticns, Tetainer for "o 0.0
(Type name) (Type name) Z [ |FEE Sivertising
| T oy r— e el [ g Py Teliamsress, £ 33032
e ctcneening comman. ) o
X X .
Signature Signature [ /
Then, an itemized list
of contributions N [/
OE-DE 13 Rev.
- }
Next, a list of expenditures
R OIS (aon SEE REVERSE FOR INSTRUCTIONS AND CODE VALUES
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How do I start?

Log into the Campaign Financial Reporting system like this:
Type this web address into your browser: www.sumterelections.org

Press the Enter key on your keyboard or click the “go” icon in your web browser. You'll then see the
Candidate Log In page:

= <Candidate eports - Candidate Log In> - Windows Internet Explorer M=
{= <Candidate Ri ts - Candidate Log | Wind Int t Expl _E_
@.\-— J - |g https: v, voterfocus .comfwsMScandfcandidate _pb, phproounty=holmes Vl %J || % | | -
— : - a *»

e [@<Candidate Reports - Candidate Log Ins ] l & - B e~ |2k Page v (0F Tools -
e

Candidate Log In
Numeric Candidate ID I:I Password | | ’ Login ]

The Candidate Financial Reporting System is
expenditures required for financial reports
out the report in the form required for filj
office :

vided to you and allfandidates to provide for entering contributions and
er the entry of datgfor a report is completed, the system provides for printing
. Simply sign the f and hand deliver or mail it to the Supervisor of Elections

1 Enter your candidate Iﬁd passwo%ere.

The password is case-sensitive. That means you have to enter the password
in exactly the form given to you by the elections office: if a letter is
uppercase, you must enter it in uppercase; the same goes for lowercase
letters. Your password might also have numbers.

By the way...you can change your password once you get on the
system. We'll explain how to do this on page 36.

2 Click [ Login |.
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What you see when you log in.

This is the main page of the Campaign Financial Reporting System. It shows the
reporting periods for the campaign. We call this page the Report List.

Election Office or issue Your name Your candidate 1D

\Q <Candidate Reports - Candidate Log In>\ / /

Candidate/Comymittee : Carol#ﬁ J. Casadonte‘{gs)

ice : County Commission District 4
mmittee information (biography, photo, and released reports), has been viewed a total of 1 times from the public site

Edit Candidate/Committee Bio Information/Upload Photo | Change Password

[ Export All Transactions CSV ]

information on using the new 'Import Entries' feature.

\ Candidate Reports

Election : County 2009 (2009-11-03)

NOTE: The candidate

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Total Total

Rpt Date Trrih Exp Status
Received [V|ewContr|but|ons][ View Transfers ]
2009-Q1 $2,700.00 | $775.00 | #1014375 [View Expenditures]( View Distributions
—> (01/01/2009 - 03/31/2009) 4/15/2009 | (3 items)| (2 items) [ Unlock this report ] [ Print_J

Export CSV

Import Entries Enter Transfers
Enter Contributions || Enter Distributions

2009-Q2 $450.00 | $500.00 |Not Filed Enter Expenditures
— (04/01/2009 - 07/01/2009) 7/15/2009 | (3items)| (1item) |Data Entry Started

[ Create Final Report For Review ]

Export CSV
> 2009-Q3 No Data Entered
(07/01/2009 - 09/30/2009) 10/15/2008 : : Unlock this report
> 2009-Q4 No Data Entered
(10/01/2009 - 12/31/2009) 1/15/2010 : - Unlock this report

Time periods when financial reports are required.
Colors indicate reporting periods:

Past Reporting Periods (beige)
Current Reporting Periods (green)

Future Reporting Periods (blue)

The reporting periods are color-coded to help you choose the correct period for reporting data.
The past and future reporting periods are locked to prevent you from inadvertently entering
current data into a past or future report. If you need to enter past or future data, you can easily

unlock the report by clicking | Unlock this report
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The colors of the reporting periods switch automatically at midnight on the due date of the
current report.

If any of your reports are overdue or the due date is less than 10 days away (that is, 9 or fewer days
from today), you'll see a message like this at the top of the pag7

/

Warning!

Your 2011-Q1 report is now overdue 166 days.

Candidate/Committee : Toni Kukoc (120)

Office : Sheriff
Log Out Edit Candidate/Cammittee Bio Information/Upload Photao Change P:

[ Export All Transactions CEW ]

Lttt A it et ol B e b

Candidate Reports

Election : Courty 2011

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Total | Total
s et Contrib | Exp s i
Mo Data Entered l
his report is b
2011-Q1 i ) nowy du\.-erdue
(0140172011 - 03/31/2011) 4/10/2011 166 days. 1
/ Unlock this report
T ——— P v A T =

And the due/overdue report(s)
will be highlighted as well.

After 180 days,
overdue reports are
no longer highlighted

as late.

If a report is overdue, you need to take immediate action to file the report.
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Let’s look at the current reporting period.

Name of
reporting period

2009-Q2

[

Start and end
dates of reporting
period

Contributions so far

$450.00

{04/01/2009 - 07/01/2009) 7/15/2009 | (3 items)

Date when
report is due

VR Systems Confidential/Proprietary Trade Secret

Expenditures so far

$500.00
(1 item)

Not Filed
Data Entry Started

Command
buttons for
entering data.

We’ll look at
these more closely

on the next page.

Import Entries |
(Enter Contributiond[_Ente
(Enter Expenditured| Enter

Prepare Totals |

Create Final Report F
Export CSV__ |

Status of the report.

In this example, the
candidate has started entering
some of their contributions and

expenditures for the current
reporting period, but hasn’t
submitted them yet to the
elections office.



About those command buttons...

To manually enter
contributions and
expenditures, click here.

| Enter Transfers ]
Enter Exendlturel Enter Distrihutions]
| Prepare ToAals |

Create Fynal Report For Review ]

Export CSY |

2009-Q2
(04/01/2009 - 07/01/2009) 7/15/2009

$450.00 | $500.00 | Not Filed
(3 items) | (1 item) | Data Entry Started

——
Submit your
report to the
elections office.
Create a spreadsheet of the View a draft copy of
contributions and expenditures your report for this period
entered in this reporting period. prior to submitting to the

elections office.
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Contributions

Click

N

Import Entries 11

\Enter Contributions_h

]
Prepare Totals
Export CSV g - q . .
2 to bring up a list of the contributions recorded so far: —
Campaign Treasurer's Report - Itemized Contributions
Election : County 2009 (2009-11-03)
Report Date : 2009-Q2
(04/01/2009 - 07/01/2009) 7/15/2009
Add Contribution Return to Report List
Seq : Contributor : Contribution | In-Kind
Num Date Contributor S Qccupation &e SErrnioT Amend | Amount
Anna Lee Barber
Edit Delet: 1|4/21/2009 | 45 Wilson BLVD Individual Check $100.00
Palmetto, FL 32312
Marsha Kirk
Edit Delat: 2| 4/21/2009 | 8899 Hillcrest DR Individual Check $50.00
Palmetto, FL 3
Reid C. Smith . EERIETE _ . .
Edit Delet: 3| 4/21/2009 | 344 Henderson RD | Individual e — In Kind Lunch for caMgaign meeting $300.00
A Palmetto, f 32312
Tnﬁ\ $450.00

Add Contribution Return to Report List

N\

Edit lets you
modify details on an
existing contribution.

Delete lets you

A

Click Add Contribution to

bring up the form for entering

N

Return to Report List
Takes you back to the
list of reporting periods.

delete the contributions.
contribution
altogether.
Date |5 % |]22 v ) 2009 v Date of item (mm/dd/yyyy)
X Last . .
Contributor Name Enter last name ar company name if a business
First Middle
Address 1
Address 2
City ST Zip
Amount §
Contributor Type | | Individual ~|  Select the type that best describes this contributor
Contributor Occupation
The occupation of the contributor is only required if
the amount is over $100
A
Per F.S. 106.09 effective 01/01/08 - A person may not
Contribution type | Cash b make or accept a cash contribution in excess of $50.
In-kind Description Type the description of any In-kind contribution.
P

VR Systems Confidential/Proprietary Trade Secret
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Adding a new contribution is easy.

If the contributor is an organization rather than an

individual, enter the organization name in the Last Most of the entry fields are

field (leave the First and Middle fields blank. self-explanatory. The blue column
has tips on what’s required.

Date |8 v (/|18 v 42014 ~ Date of item (mm/dd/yyyy)
Last
Contributer Name Enter last name or company name if a8 business
First Middle
Address 1
Address 2
City ST Zip

Amount £

Contributor Type | | Individual v Selact the type that best describes this contributor
Contributor Occupation Business
Committee
gtog'gfl Party The occupation of the contributor is only required if the amount i= sver £100

Electioneering Communicaiton Organization
Paolitical Committee (Federal or State)
Candidate to Themselves

I . Per F.5. 106.09 effective 01/01/08 - A person may not make or accept a cash
- v /01
Contribution type Cash contribution in excess of $50.

Check

In-Kind

Interest

Loan

Membership Dues

Refund P
Maoney Order

Carry Over Funds

| Multiple Uniform Contribution | Submit || Cancel

In-kind Description Type the description of any In-kind contribution.

List Contrib

When you’ve completed the form, click

Submit. =
Click Cancel when you’ve saved the

last contribution you want to add right
now.

If the system says you’ve omitted
required information, you must provide it
before the contribution can be saved.

After the contribution is saved, you’ll get
another blank form where you can add
the next contribution.

VR Systems Confidential/Proprietary Trade Secret 11




Contribution type

Cash

Carry Over Funds

Check

In-kind

Interest

Loan

Membership Dues

Multiple Uniform
Contributions

Refund

Money Order

should be one of these:

Cash or cashiers check.

Remaining “carry over funds” from an election that has
ended.
This option is for use by candidates only.

Traditional paper check, wire transfer, PayPal, credit
card, or another type of electronic funds transfer.

An item of value other than money or volunteer services.

In-kind Description: Enter a specific description of the
in-kind contribution. Example: Food and beverage

Money earned on campaign or interest-bearing accounts.

Money loaned to the campaign rather than given
outright.

Membership dues regardless of the form (cash, check,
etc.).

Multiple uniform contributions from the same person

This option is for use by committees only.

Bad checks or contributions returned (in whole or in
part) to the contributor.

Refunds must be entered as a negative amount.

Contribution made by money order.

VR Systems Confidential/Proprietary Trade Secret
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Expenditures

Click
[Enter Contributions
Enter Expenditures
Prepare Totals
Export CSV to bring up a list of the expenditures recorded so far: =
Campaign Treasurer's Report - ITtemized Expenditures
Election : County 2009 (2009-11-03)
Report Date : 2009-Q2
(04/01/2009 - 07/01/2009) 7/15/2009
Add Expenditure Return to ReDortE
Seq Expenditure
Num Date Vendor Purpose \ s Amend [ Amount
Davis Communications \
Edit Delete 1|5/10/2009 | P.O. Box 3488 Retainer for advertising \Monetary %$500.00 —l
Tallahassee, fl 32432 \
f \ Total $500.00
Add Expenditure Return to Report List \
Click Edit to modify Takes you back
details on an existing to the Report List.
expenditure.
Click Delete to Click Add Expenditures to bring up the form for
remove the entry entering expenditures.
altogether.
Date | |5 %|]22 v |12009 & Date of item (mm/dd/yyyy)
Last . .
Vendor Last Name Enter last name or company name if a business
First Middle
Address 1
Address 2
City ST Zip
Amount $
Purpose Type the purpose of the expenditure.
Monetary v Please refer to the Campaign Treasurer Handbook
Expenditure type i

for the state of Florida to ensure you are using
the correct transaction type.

VR Systems Confidential/Proprietary Trade Secret 13




If the vendor is an organization rather
than an individual, enter the organization
name in the Last field.

Cate g w8 v /2014 ¥

Last
vendor Name

First Middle

Address 1
Address 2
City 5T Zip

Amount 5

Purpose

Expenditure type Manetary

Petty Cash Withdrawn

Petty Cash Spent

Transfer to Office Account

Refund

Disposition of Funds

Disposition of Funds to Future Campaign
Disposition of Funds to Political Party
Disposition of Funds to Petition Verification
| Reimbursements

About Petty Cash

In Expenditure Type, notice that there
are two types for petty cash:

e Use Petty Cash Withdrawn when
withdrawing funds from the campaign
account for petty cash. This will add an
expenditure of the entered amount to
your report.

Use Petty Cash Spent to record an
expense out of petty cash.

Petty Cash Spent does not add an
expenditure to the report because the
expenditure was already recorded as

Petty Cash Withdrawn.
It's important to keep accurate petty-
cash records so your final report will
balance.

incel

Date of itam {mm/dd/yyyy)

Enter last name or company name if a business

Not sure which
Expenditure Type to
choose?

Click this link to the
Dept. of State website for
more information.

Type the purpose of the expenditur

Please refer to the Campaign Treasurer Handbook
for the state of Florida to ensure you are using
the correct transaction type.

When you’ve completed the form, click
Submit.

After the expenditure is saved, you'll get
another blank form where you can add
the next expenditure.

Click Cancel when you’ve saved the last
expenditure you want to add right now.
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Expenditure type  should be one of these:

Monetary

Petty Cash Withdrawn

Petty Cash Spent

Refund

Transfer to Office Account

Disposition of Funds

Disposition of Funds to
Political Party

Disposition of Funds to Petition
Verification

General expenditure type used when a specific type does
not apply.

Petty cash withdrawn during a reporting period.

Petty cash expenditures are realized when the funds are
withdrawn for petty cash. Therefore, the referenced item
is not included in the total.

Petty cash spent during a reporting period.

Expenditures made from petty cash are not required to be
reported individually.

A refund of money from a vendor or other source.

Refunds must be entered as a negative amount.

Funds transferred to an office account when the
candidate has been elected.

Pro-rata refunds to contributors, donations to charitable
organizations, donations to the State general revenue
fund, or the return of matching funds to the State.

Disposition of Funds expenditures are for use by
candidates only and are only used on Termination
Reports. They are not part of the Monthly Total
Monetary amounts.

Funds given to the political party that the candidate is a
member of.

Disposition of Funds expenditures are for use by
candidates only and are only used on Termination
Reports. They are not part of the Monthly Total
Monetary amounts.

Funds transferred to pay for previously unpaid petition
verification fees.

Disposition of Funds expenditures are for use by
candidates only and are only used on Termination
Reports. They are not part of the Monthly Total
Monetary amounts.

VR Systems Confidential/Proprietary Trade Secret
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Want to see how the report is adding up? Just do a preview.

Previewing of reports isn’t required. But it’s a good idea to preview the report before you submit
it, to catch any data entry errors, missing transactions, or other anomalies.

You can preview a report as many times as you like, make changes, and preview it again until you
are confident it is correct and complete. Then you can submit the finished report to the Supervisor.
Once a report has been submitted, it cannot be changed, so you want to be sure you preview each
report carefully.

Previewing a report DOES NOT submit the report to the Supervisor.

To preview your report so far:
Click

[Enter Expenditures]
| Prepare Totals I
Submit

Celete Report

to bring up this page:

Prepare Totals

NOTE: This is NOT your OFFICIAL report -- it is a PREVIEW ONLY.
You must still generate and submit yvour final report after you
complete yvour review.

Candidate : Carolyn J. Casadonte (96) Office : County Commission District 4
Report Period 04/01/2009-07/01/2009 Due Date 7/15/2009
Contributions $450.00 Expenditures $500.00

Click on the 'Prepare Totals' button below to prepare the report totals.

Once this is done, you can Preview the report from the report menu.

Prepare Totals ][ Cancel ]

L4
Click [ Prepare Totals ] to total the contributions and expenditures for this reporting period.
You’ll be returned to the Report List, which now has a banner like this:

Report (10/1/2009 - 12/31/2009) Preview is ready

Your output PDF file (./pdf_ericafel12c96_Q4_dhc200sdc62.pdf) has been produced and is available to be viewed/printed.

To View thyfreport, you will need Adobe Acrobat
You only need to install Adobe Acrobat one timgf If vou hav‘e not previously installed Adobe Acrobat, dlick here to download it

Acrobat’
h’d}h‘e Gat Reader”

V\ If you haven’t installed Acrobat Reader
on your machine, you must do it now.

Click the Acrobat Reader icon

to go to the download site.

Click | View/Print __|in the banner to bring up a PDF of your report.
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FLORIDA DEPARTMENT OF STATE  DIVISION OF ELECTIONS
CAMPAIGN TREASURER'S REPORT SUMMARY

() carclyn J. Casadente OFFIGE USE ONLY
Name
(2) 1645 Harrington CT, Suite
Address (number and street)
Palmetto, FL 32314
City, State, Zip Code

[[] CHECK IF ADDRESS HAS CHANGED (3) 1D Number: o

(4) Check appropriate box(es):
[X] Candidate (office sought): County Commission District 4
[ Political Committea [] CHECK IF PC HAS DISBANDED
[) Committee of Continuous Existence ] CHECK IF CCE HAS DISBANDED
[ Party Executive Committee
[ Electiond mun 7] cHECH e RING
COMMUI CATIOI E DRT WIL BEFILED

Check the draft report carefully to

verify everything is correct and

complete.

-JREPQ T IL NTIFIE
4/1/2008 Smf /2008 "
CoverPeriod:  F m i T o / Ret dType &
[@ Original ] Amendment [_] Special Election Report ] Independent Expenditure Report
(6) CONTRIBUTIONS THIS REPORT (7)  EXPENDITURES THIS REPORT
Monetary
Cash & Checks s 150.00 Expenditures  § 500.00
Loans s 0.00 Transfers to Office
Account T
Total Monetary $ ol Total
Monetary $ 500.00
i s 300,00
(8)  Other Distributions
$ 0.00
(9) TOTAL Monetary Contributions To Date (10)  TOTAL Monetary Expenditures To Date
3 2,850 00 L3 1,215 00

(11) CERTIFICATION
Itis a first degree misdemeanor for any person to falsify a public record (ss. 839.13, F.S.)

correct, and complete correct, and complete.

| contify that | have examined this report and it is true, | | centify that | have examined this report and it is trus,

(Type name)
yor  [JTroasurer [Joeputy Treasurer | [Jcandidate ] cnairpersan santyter pc. Py &
e Tiachonesring commn. xganzason
X X
Signature Signature

The preview version of the report
has a DRAFT watermark on each

page.
The elections office cannot accept

a draft report. You must submit a
final report.

CAMPAIGN TREASURER'S REPORT - ITEMIZED CONTRIBUTIONS

(1) Name (2) 1.D. Number =

Carolyn J. Casadonte
4/1/2008

7/1/2009

(3) Cover Period through (4 Page 1 of 1

@
Date
]

@ ® o) an 12)

ir-kind
Description | Arsnament | Amount

4/21/2000

Forgot to add a
contribution or
expenditure?

You can continue to
add them after doing
the preview.

4/21/2008

(1) Name_Caxo

CAMPAIGN TREASURER'S REPORT - ITEMIZED EXPENDITURES
lyn J. Casadente

77172008

471/2009
(3)GoverPeriod ___/___/___thiough
] @
Date Full Name
0] (Last Surtx, First Wedle)
Stroat Address &
e Gy, ot 21 Goce

{2)1.0. Number
)Page 1 of__1
® [ "
Expenditure
Tvpe  |amendment| Amount
w 5

D5-DE 13 (Rev. 08/03) SEE REVERSE

Lrrs |

L L

£y

£/ ]

DS-DE 14 (Rev. 08/03)

SEE REVERSE FOR INSTRUCTIONS AND CODE VALUES

On the Report List, notice that the Prepare Totals button is now labeled Preview.

[ Import Entries ]

[EnterCantributiuns][ Enter Transfers ]

Enter Expenditures [Enter Distributions ]

Preview b

Create Final Beport
|  ExportCsSV |

You can click Preview at any time you want to look at the report. If transactions are added, the button
label will switch back to Prepare Totals, which means you need to total the new transactions into the

report before you can preview it again.

VR Systems Confidential/Proprietary Trade Secret




How do I import data from my campaign application?

Candidates or committees using campaign finance reporting software such as Campaign ToolBox™ can
import contribution, expenditure, distribution, and fund-transfer data from a file created by the
application directly into the Campaign Financial Reporting system.

When you import data from a file, the transactions are added to the report you are working in. Be sure
to review the report prior to submission to verify the data matches what you intended to import, and
make any adjustments manually.

Don’t worry if you happen to import the same file more than once. The system will import only the
transactions it doesn’t already have. It won’t duplicate existing transactions.

Import File Requirements

The system can import any file that meets the Division of Elections Campaign

Finance Reporting File Specification:
http://doe.dos.state.fl.us/candidate/filing-campaign-reports.shtml#fileSpec
For a list of State-approved software vendors for electronic filing, see:
https://doe.dos.state.fl.us/candidate/filing-campaign-
reports.shtml#software

To import data for the current reporting period:
On the main page, locate the row for the current reporting period (look for the green row) and

click |__Import Entries |-

Candidate Reports
Election : County 2009 (2009-11-03)
Past Reporting Periods Current Reporting Periods Future Reporting Periods
Total Total
Rpt Date Contrib Exp Status
-
Current 2009-Q1 $2,700.00 | $775.00 | 1014375
reporting (01/01/2009 - 03/31/2009) 4/15/2009 | (3 items) | (2 items)
period is Export CSV
shown in Import Entries
green. ™
2009-Q2 $450.00 | $500.00 | Not Filed
\ (04/01/2009 - 07/01/2009) 7/15/2009 | (3 items)| (1 item)|Data Entry Started
Export CSV
Import
2009-Q3 No Data Entered Entries
(07/01/2009 - 09/30/2009) 10/15/2009 : E Unlack this report .
brings up
the Upload
Report
age.
2009-Q4 No Data Entered pag
(10/01/2009 - 12/31/2009) 1/15/2010 E : Unlock this report
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On the Upload Report page, click and find the file you want to import. Then click
Upload Report ]

Upload Report (Campaign Toolbox Format)

Name of file t
importi\ Upload this file:
|C:\Rep0r’[s\02. F1 |[ Browse.. |

/ [ Upload Report ]
— Report must be a rptfile (*.7).
Use the Browse button to locate the file to upload
and then click on the 'Upload Report' button.

Click Upload
Report to import the
file into the system.

[ Cancel / Return to Menu ]

You’ll see a display of the transactions imported from the file, as in this example:

{= Candidate Financial system - Lpload Report - Windows Internet Explorer.

@.\-:_/ - |_g htbps: v, waterfocus, comfwsWScand/candidate_pb.phprop=u Vl %J +y | X -

W H'ﬁ [ @ Candidate Financial system - Upload Report ] ‘ & i

Contributiqqs

Report uploaded successfully

Return to Reports List

Contribution: 000001-2004-07-02~-CLW Realty Asset Group ~ ~ ~ ~500 CH

Contribution: 000002~2004-07-02~Rogers ~ ~Joanna ~ ~250 CH

Contribution: 000003~-2004-07-02~Winchester ~ ~Pam ~ ~50 CH

Contribution: 000004--2004-07-08~Loos ~ ~Karen ~M. ~50 CH

Contribution: 000005~-2004-07-08~National Realtv Associate, Inc~. ~ ~ ~100 CH

Expenditure: 000001~2004-07-02~Type Monkeys, Inc. ~ ~ ~ ~871.9 MO

Expenditure: 000002~2004-07-02~Tafuro ~ ~Vinny ~ ~59.2 MO

Expenditure: 000003~2004-07-06~Aspire Attire ~ ~ ~ ~144 MO - _'__/

==
File Upload - County :
Filexcpt_erica 96 125 mpt
Size:5474

Expenditu

When you’ve finished importing entries for the reporting period, preview and submit the report as
described in pages 15 through 22.

To import data for a past reporting period:

If you’ve already submitted the report for the past reporting period, you’ll need to unlock it and
create an amendment. Then you’ll need to unlock the amendment and do an Import Entries command,
following the instructions beginning on page 18.

To import data for a future reporting period:
Unlock the reporting period and do an Import Entries command, following the instructions
beginning on page 18.
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Submit Your Report

IMPORTANT

Make sure you have entered ALL contributions and expenditures correctly before you

Submit Your Report. Once you have submitted your report, it closes the report.
Once you have done this, the report cannot be changed, although it can be amended.

What happens when you submit a report:
® Removes the DRAFT watermark from the report pages.

e Seals the report: you cannot add, change, or delete contributions or expenditures once you
have submitted the report.

® Files the report online with the elections office.

If the county has your email address in the administrative section of the Campaign Financial

Reporting System, you will automatically be sent an email when the Supervisor of Elections accepts
or rejects your report.

To finalize the report:

Click

[ Import Entries ]
[ Enter Cnntrihutiuneﬂ[ Enter Transfers ]
[ Enter E}{penditured[ Enter Distrihutinns]
Preview ]
Create Final Feport Faor Feview |

| Export CZv |

to bring up instructions:

Create Final Report For Review

Candidate : Carolyn J. Casadonte (96) Office . County Commission District 4
Report Period 04/01/2009-07/01/2009 Due Date 7/15/2009
Contributions $450.00 Expenditures $500.00
Transfers $0.00 Distributions $0.00

= can
urer, in the case of a political cammi thae
rsons are subject to the provisions 06,07(5), Fl

PLEASE NOTE: This report is NOT
filed until it is electronically signed
by the Candidate/Committee and
Treasurer using their respective
electronic PIN.

[ Create Final Report For Review] [ Cancel ]

Are your entries for this reporting period finished?
If not, click Cancel.

VR Systems Confidential/Proprietary Trade Secret 20




If you pressed | Create Final Repart For Review |, brings up the Electronic Signature PINs page
with a reminder that the report has not yet been submitted...

Report created for vour final review.
Preview Report Created: 2011-03-21 11:45:21 (Eastern)
Screll down to see the report
This report has not yet been submutted to the Supervisor of Elections.
To submit the report, assign both PINs as described below.

Reporting Period: Q2 (1/1/2011 - 3/31/2011)

Flectronic Signature PINs

To signify your approval of this report, enter your PIN in the appropriate field and click Assign PTIV.
COnee both PINs have been assigned, the report will be submitted to the Supervisor of Elections.

If both parties are present, both PINs can be assigned now. Or you can assign your PIN now and the
other party can enter theirs later during their own session.

If you do not want to assign a PTN at this time, click Later.

If the repert needs moddfication, click Undo Final Report. This will unlock the report so you can
make the necessary changes and recreate a new final report for PIN assignment and submizsion.

As required i F 8 106.0705(4), T, as candidate

gl?éil:r?:f;;nﬂ;nniee or poliical commuttee char, certify that I have
oI exarnined this report and it is true, correct, and 1111
complete
Az required m F.3. 106.0705(9), I, as campaign
Treasurer Electronic |[treasurer for this candidatefcommittee, certify 2222
Signature PTN that T have examined this report and it is true,

correct, and complete.

Click Assign PIN to assign the PIN you entered!
above to the report. When both PINs have been

entered in the abowve fields, clicking Assign PIN asinial

subtnits the report to the Supervisor of Elections.

Click Later if you want to come back later to

assign a PIN. The repert is now locked and

cannot be modified.
Click Undo Fmal Report to remove all PIIz

and unlock the report. This will allow you to Undo Final Report

tnake modifications to the report.

...followed by a view of the report.
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On the PINs page:

Supervisor of Elections.

Enter Candidate’s PIN

1111

cess| 2222

Then, click g

Enter both PINs in the space provided and click Assign PIN to submit the report to the

h

Enter Treasurer’s PIN

Assign PIN

Let’s look at a submitted report.

The DRAFT watermarks are gone... and your confirmation number is displayed in the Office
Use Only box along with the date and time you submitted the report.

FLORIDA DEPARTMENT OF STATE
CAMPAIGN TREASURER'S R

DIVISION OF ELECTIONS
EPORT SUMMARY

OFFICE USE ONLY

(1) carolyn J. Casadente

Name
{2) 1845 Harrington CT, Suite C [1014378] b
Address (number and street) Submitced on: l a
Palmetto, FL 32314 7/21/2009 22:15:14 (eastern)
City, State, Zip Code
[[] CHECK IF ADDRESS HAS CHANGED (3) 1D Number:
(&) Check sppropriata box(es): CAMPAIGN TREASURER'S REPORT - ITEMIZED CONTRIBUTIONS
[¥] Candidate (office sought): County Commission District 4
[ Political Committee [[] CHECK IF PC HAS DISBA (1) Mame e A7 s {2) 1.D. Number 96
[[] committee of Continuous Existence [[] CHECK IF CCE HAS DISB. 4/1/2008 7/1/2008
[ Party Executive Committes (3) Cover Period ! thraugh i H (4) Page 1 of
[] Electioneering Communication ] CHECK IF NO OTHER ELE|
COMMUNICATION REPOR)| 5) @ @ @ 10) “n (12)
Date Full Name
o/17200g8 B © (Last, S, P, M)
Cover Period:  From i To T Rd Sequence Street Address & Contributor Contribution in-kind
Number City, State, Zip Code | Type | Occupat Type Description | Amenament | Amount
Original [] Amendment [] Special Election Report [J Independe| Barber, Anna Lee I CH 3100.00
4/2L/2008 |is waneon s
{6) JPONTRIBUTIONS THIS REPORT 7 EXPENDITURES T| y JiEAEEE, FL 3JEILE
Monetary 1
Cash &\hecks § 150.00 Expenditures $
P tae CAMPAIGN TREASURER'S REPORT - ITEMIZED EXPENDITURES
Loans ] -00 Transfers to Office A (1)Name _Carelyn J. Casadoncs (21D Number 56
4/1/ F/1/2000
Account 3 N (3) Cover Pericd ] J through [ (4)Page 1 of 1
Total Moneta $ 5ol Total
Monetary 5 N — (5) m (8} [&] 10y a1
s 300.00 4/21/2002 Date Full Name Purpose
In-Kind ! ! [G] (Last, Suffix, First. Middie) {add office sought if e )
ditu
(8)  Other Distribution| 2 s:quence i) contribution to a penditure o
SR P
{9) TOTAL Monetally Contributions To Date (10) TOTAL Monetary Expenditures To Dal
$ . s . CAMPAIGN TREASURER'S REPORT - ITEMIZED DISTRIBUTIONS
- 127500
(1) Name Carolyn J. Casadonts (2) LD. Number £
{11) CERTIFICATION
It is a first degre§} misdemeanor for any person to falsify a public record {ss. 839.13, F.S.) (3) Cover Period 4/01/2008 through  7/1/2008 (4) Page 1 of 1
| certify that | have examinedfis report and it is true, | | certify that | have examined this report and it is true, (8) 4] (8) (9) (10) 11y
correct, and complete. correct, and complete, Date Full Name Purpose
i (6) (Last, Suffix, First, Middle) | (add office sought if
H HP— H — Sequence Street Address & contribution to a Related
E Noticq that the Original box is mre e hitinbesr City, State, Zip Code i Amount
. . organizatien)
selected ir\the Report Identifier 10/1/2008 | Eric Wu Campaign Accounmailouts 2009-01-2 5500.00
5 i 22 £ g
S— seCtIon' %‘51:;:;'2;1 FL 32301
1
ks PP SR T yn S

It indicates that this is the original
report for this reporting period.

Should you later file an amendment
to this report, the Amendment box will
be selected instead.
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Waiver Report - No activity within covered period

You must submit a Waiver of Report.

A waiver is a one-page report that is generated
(when you don’t have any activity during a
reporting period).

To submit a waiver report:

WAIVER OF REPORT

(Section 106.07(7), F.5.)

(PLEASE TYPE)

carolyn J. Casadonte

OFFICE USE QNLY

[1014381]

96

Candidate's Name (Last, Suffix, First, Middle)
OR Political Committee. CCE or Party Name
1645 Harrington CT, Suite C
Palmetto, FL 32314

Identification Number (Assigned by Division
of Elections)

County Commission District 2

Address (Number and Street)

City State Zip Code

m Candidate

D Committee of Cantinuous
Existence

D Palitical Comemitiee. D Party Exacutive Committes

Office Sought (Include District, Circuit or
Group Number)

[ ‘ Check bax  address has changed since |ast

[ ‘ Check here if PC or CCE has DISBANDED
and il no langer file reports.

TYPE OF REPORT
(Check Appropriate Box)

QUARTERLY REPORTS PRIMARY ELECTION
O January O 32nd day pricr

O aApril O 18th day prior

O July O 4t day prior

O october

GENERAL ELECTION
O 46th day prior

O 32nd day prior
[1 TERMINATION REFORT
O 1ath iy prior

o ]
e —— SPECIAL ELEGTION

NOTIFICATION OF NO ACTIVITY IN CAMPAIGN ACCOUNT FOR THE REPORTING PERIOD OF

7/1/2008

through _ 9/30/2009 ( 03 )

X

Signature

SIGNATURES REQUIRED FOR:  Candidates

Date

Candidate, Campaign Treasurer or Deputy Treasurer (s. 106.07(5), F.S)}

Political Committees

Chairrman, Campaign Treasurer o Deputy Treasurer (6. 106.07(5). F.5.)
Committees of Continuous Existence

Treasurer (. 106.04(4)(c), F.S)
Party Executive Gommittees.

Traasurar or Chaimnan (a. 108.28(2), F 5

in any reporting perie when thage has hesn o actkiy n the account (o finds, axpended o received) the filey of
the required report is waied. However, the filng officer must be notfied n wriing on the prescribed reparting date

that na report is being filed

On the Report List, find the reporting period you want to submit a waiver for.

Click

[ Import Entries ]

[EnterCnntrihutinne][ Enter Transfers ]

[ Enter Expendituree][ Enter Distrihutiuns]

[ Prepare Tatals ]
Create Waiver Report |

On the next page,

click Ssubmit Report.

ma

Submit Report

Candidate : Carolyn J. Casadonte (96) Office . County Commission District 4
Report Period 07/01/2009-09/30/2009 Due Date 10/15/2009

Contributions $0.00 Expenditures $0.00

Click on the submit button below ta file the report.

e a report is filed it cannot be changed. Any changes must be
mendments to the original report.

[ Submit Repart ][ Cancel ]
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On the next page, click | Create Final Repart Far Review | to bring up the Electronic Signature PINs page
with a reminder that the report has not yet been submitted.

Enter both PINs in the spaces provided and click Assign PIN to submit the waiver to the Supervisor of
Elections.

Waivers can be amended, just like any other report. So if you later discover you had contributions or
expenditures for a reporting period, simply amend the waiver as you would amend any report.
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Amending a Submitted Report

After a report has been submitted to the elections office, you cannot change it, but you can make

an amendment. An amendment is a separate report for the reporting period. On the amendment’s first
page, you’ll see a checkmark in the Amendment box.

FLORIDA DEPARTMENT OF STATE  DIVISION OF ELECTIONS
CAMPAIGN TREASURER'S REPORT SUMMARY

(1)

Carolyn J. Casadonte OFFICE USE ONLY
The Name
Amendment box (2) 1645 Harrington CT, Suite C [1614379]
is automaticall Address (number and street)
u y Palmetto, FIL, 32314
checked when you City, State, Zip Code
create an amended [] CHECK IF ADDRESS HAS CHANGED (3) ID Number: 96

report.

Check appropriate box{es}):

[%] Candidate (office sought):
[ Political Committee

[[] Committee of Continuous Existence

County Commissicon District 4
[[] CHECK IF PC HAS DISBANDED
[[] CHECK IF CCE HAS DISBANDED

[l Party Executive Committee

[] Electioneering Communication [_] CHECK IF NO OTHER ELECTIONEERING

COMMUNICATION REPORTS WILL BE FILED
(5) REPORT IDENTIFIERS

\ @)
4/1/2009 7/1/2008

Cc\:er}nmd To ] ! Report Type Q2
[] ©riginal [ Amendment [C] Special Election Report [] Independent Expenditure Report
(6) CONTRWPORT

b, i gt A e gttt el e,

(7) EXPENDITURES THIS REPORT
| Mopetary . .

P N P S,

You can amend a report any time after you submit it. When the original report’s status is
Submitted, you can add new contributions and expenditures, but you cannot change data on the
original report. To change original data, the original report’s status must be Received.

To create an amendment to a report in the current
reporting period:

In the current reporting period (the green row), click

to bring up this page:

{7 aCandidale Faporiing - Nain Mess> - Windews latesnel Explres

B ke Fgnetieg - P

Amend Report

reate

Then click CREATE
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Candida

te Reports

Election : County 2009 (2009-11-03)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Tatal

Rpt Date Contrib

Total
Exp

Status

When the Report List reappears
... hotice that there’s now a
new row for the current
reporting period.

(01/01/2009 - 03/21/2009) 4/15/2009

2009-Q1 $2,700.00

(3 items)

$775.00

Submitted
#1014375

View Contributions
IVIEW Expenditures

(2 items) {

Unlock this report

I

l Print ]

Export CSV

(04/01/2009 - 07/01/2009) 7/15/2009

$450.00
(3 items)

$500.00
(1 item)

Received
#1014376

View Contributions

View Expenditures

Print || Amend
Export CSV

7

(04/01/2009 - 07/01/2009) 7/15/2009
(Amended)

2009-Q2

Naot Filed
Data Entry NOT Started

~|
Import Entries

Enter Contributions

Enter Expenditures

Prepare Totals
Submit

Delete Report

Export CSV
A

2002-Q3

To create an amended report, you can:

The totals of items on
the amended report are
displayed just as they were
for the original report.

;
3
¢
S

No Data Entered
g W ey

Manually enter new contributions (page 10) and expenditures (page 12).
Import new contributions or expenditures (page 18).
Change or delete items listed on the original report (page 27).

. Enter the new data
using these buttons,
just like you did on
the original report.

200
(04/01/2009 - 07/01/2009) 7/15/2009

$450.00
(3 items)

£500.00
(1 item)

Submitted
#1014376

View Contributions
View Expenditures
Print_|| Amend
Export CSV

™ —

i,

H

e
y
1§

I

200
(04/01/2009 - 07/01/2009) 7/15/2009
(Amended)

$50.00
(1 item)

"\

$34.78
(1 item)

Mot Filed

Data Entry Started

Import Entries
Enter Contributions
Enter Expenditures

Prepare Totals

Submit

Export CSV

o

When you are finished entering items, preview the report (page 15) and submit it to the elections
office (page 20). You’ll see a new confirmation number for the amendment.

i e e T L o W e P
g
K 2009-Q2 $450.00 | $500.00 | Received
5| (04/01/2009 - 07/01/2009) 7/15/2009 | (3 items)| (1item)|#1014376
5 2009- Y T ———
$50.00 | %34.78) Submitted View Expenditures| | ,
| (04/01/2009 - 07/01/2009) 7/15/2009 - : ; ’
(Amended) (1item)| (1item){ #1014379 Print Amend
i Export CSV !
i -
. it o A e o o SRR T PR e

Oops! Ididn’t mean to create an amended report!

That sometimes happens. If you begin creating an amended report, notice that the list of commands
on the Report List includes the command Delete Report. To back out of the report, first delete all the
transactions you have entered for the amended report. Then, once there are no transactions for the
amended report, you can click Delete Report to delete it from the system.
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How to I change or delete an ITEM on the original report?

First, verify that the status of the original report is Received:

Contributions)
009-Q2 $450.00 [ $5 Received Expenditures

(04/01/2009 - 07/01/2009) 7/15/2009 | (3items)| (4 £91014376 t [ Amend

port CSV

To change data that was entered on the original report, the original report’s status must be Received.

To change a contribution or expenditure:

On the Report List, locate the row for the amended report and click |Enter Cantributions | or

|Enter Expenditures|, depending on the type of item you want to change. In the example here, we are
changing a contribution.

On the next page, click Amend Item from Orig Report.

\

Campaign Treasurer’'s Report - Itemized Co)(ributions

Election : County 2009 (2009—11—03*
Report Date.
Add Contribution Return to Report Lis€ Amend Item from Orig Report )

Contribution | In-Kind
Type Description

seq Date | Contributor Contributor

Amend | Amount
Num Type

Occupation

Tatal %0.00

Add Contribution Return to Report List

to bring up a list of items (for example, contributions) reported in the current quarter:

The following list is the list
of the items on the original report
- that you are amending.
To change an item,
highlight it. Select the item to amend and you
will be given a screen to enter

\ the new values for the item.

1 Barber, Anna (2009-04-21) $100.00 o
2 Kirk, Marsha (2009-04-21) $50.00
3 Smith, Reid (2009-04-21) $300.00

Then click Amend
Item. \
N

X [Camenaten |

Highlight the item you want to change and click I Amend ltem I to bring up the detail page for
the item.
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Type the changes where they are needed. If you want to delete the contribution or expenditure, simply
zero-out the Amount field. When you’ve finished, click

Update Amended Contribution

This page shows the details
for the item as they were entered
into the original report.

To change an item, just make
your changes in the appropriate
fields.

To delete an item, type a zero
(0) in the Amount field.

When finished, click

Submit.

~—

] or [ Update Amended Expenditure ]
Candidate : Carolyn J. Casadonte (96) Office : County Commission District 4
Amend Report - Enter changes to this item
Date |4 v |21 v 12008 Date of item {(mmy/dd/vyyy)
Last |Barber
Contributor Name Enter last name or company name if a business
First |Anna Middle |Lee
Address 1 |45 Wilson BLVD
Address 2
City |Palmetto sT|FL Zip [32312
Amount 100.00
Individual Select the type that best describes this
contributor
ntributor Occupation
The occupation of the contributor is only
required if the amount is over $100
Check v Per F.S. 106.09 effective 01/01/08 - A person
Contribution type may not make or accept a cash contribution in
excess of $50.
Type the description of any In-kind
s contribution.

On the next page, you now have two entries (in yellow) representing the changed item:

The first entry deletes the item as it was filed in the original report. (Notice the word Delete

o
in the Amend column.)
® The second entry adds the item with the changed values. (Its Amend column says Add.)
Campaign Treasurer’'s Report - Itemized Contributions
Election : County 2009 (2009-11-03)
Report Date : 2009-Q2
(04/01/2009 - 07/01/2009) 7/15/2009 P
(Amended) » Deletes the original
Add Contribution Return to Report List Amend Item from Orig Report / item.
Sﬁ; Date Contributor Efggrlbutor Occupation (Ti:liggrlbutlon Enésé?igtion Amend Aunt
Edit Anna Lee Barber -
e 1(4/21/2009 | 45 Wilson BLVD Individual Check Delete | $100.00
Palmetto, FL 32312
- Anna Lee Barber
%‘fete 2 | 4/21/2009 | 45 wilson BLVD Individual | dentist Check add  |s20000] Adds the changed
Palmetto, FL 32312 b item in its place.
Total ?;mﬂ'h
Add Contribution Return to Report List

In the example here, we changed the contribution amount from $100.00 to $200.00 and added the
contributor’s occupation, as required by law for contributions over $100.

This completes the change to the original item. From here you can change another item, add a new
item, or return to the Report List.
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When will my report appear on the elections website?

That depends on your county’s procedures. Most counties reserve the right to review reports before
releasing them to the public. Typically, when the report status changes to Received, the report is

available on the website, but this can vary, so check with your county to find out what you can expect.

Contiputions ]

2009-Q2 $450.00 5 Received Expenditures
(04/01/2009 - 07/01/2009) 7/15/2009 | (3 items) 1 £1014376 t | Amend
potCsV

To get to your candidate page, website visitors select your name from the list of candidates

running in a selected election. (The elections office will explain how to navigate to this list—it varies
by county.)

Reporting group (Election/Committees) : County 2009 (11/3/2009) Election
- selected
Select another reporting group (Election/Committees) : | County 2009 (11/3/2009 here

Candidate This web site lists candidates for county and local offices and committees/PACs. Candidates for state and multi-county offices are
reported on the Division of Elections of the Department of State Website.
selected

here . \ Download file available - Complete candidate/committee list with contact details - CSV/Excel formatted

Total
Monetary In Kind L
Expenditures
Candidate 5 Contributions | Contributions & Distributions
County Commission Distri Caraolyn J. Casadont: we Qualified) DEM $£2,850.00 £300.00 $1,275.00

County Commission District 4 Eric Smith ( Active-Qualified) $7,750.00 $2,721.25 $13,884.17

School Board Dist & Doreszell Lee NP $200.00 $200.00
School Board Dist 6 Fred Oliveras ( Active-) NP

Your candidate page will list all reports that the elections office has released to the website:

Candidate : Carolyn J. Casadonte
Office : County Commission District 4

Return to Candidate List

The following financial reports are available:
Monetary ’ Expenditures S
. Newly Report Contributions In Kind & Distributions View PDF
received report a1

- - 3 < I .
is listed here. 1112009 - 3/31/2009 §2,700.00 $0.00 §775.00|View Report (PDF)
Q2 $150.00( $300.00 $500.00|View R, (PDE
4/1/2009 - 7/1/2009 e : 300.00| View Report (PDF)

List All Contributions and Expenditures

Did you know?...A photograph and biographical information can also
appear on your page, if you choose to provide them. We’ll
explain how to do this on page 35.
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Display list (..‘-f-f-“"‘“" G O N A AR Lk E LR T e 22 SIS Display the
of all campaign < $150.00| $300.00 $500.00(View Report (PD#] report in PDF
transactions. w format.
List All Contributions and Expenditures

Website visitors can click View Report (PDF) to see the report in PDF format or List All
Contributions and Expenditures to bring up a list of all transactions reported so far:

Candidate : Carolyn J. Casadonte
Office : County Commission District 4
Report Date : ALL
Campaign Treasurer's Report - Itemized Contributions
59 | nyoge Coatributor Coatrbutor | 0, conation e aaion | e Amend | Amsount
Num Type Type Description
Harold F Qrualls
6979 Standing
1 1102009 | Pines LN Individoal | systemdesigner | Loan $500.00
Tallahassee, FL
32312
BE Alferd
1645 Hedgefield
2 21572009 |CT Busmess |prvateattorney | Loan $2,000.00
Pabmetto, FL
EREl]
Cina Smythe
4550 Waterfront
3127009 | DR Incivichal | marse Check 5200.00
Eastpoit, FL
32847
Anna Lee Barber
4% Wilson BLVD -
4 42172 - 4
4 42172009 Pakuerto, FL Inelivachual Check $100.00
32312
Marcha Kirk
—a & L
Laps | pppael®- W3 fReceg | o ™ b LT e -

Contributions from persons with protected-address status are not shown in reports. Instead, the
notation ***Protected*** will be seen in place of the address. The Campaign Financial Reporting
system scans the county’s voter registration database for voters with protected addresses and
automatically redacts those addresses from campaign reports, so they cannot be seen by the public or
the Supervisor’s staff. If you are aware of a contributor with a protected address who is not in your
local county’s voter database, please advise your Supervisor of Elections.

How do I save a copy of the report on my computer?

A copy of all the reports you file will continue to be available on the Campaign Financial Reporting
system. If you want to keep a copy on your local computer, just save the PDF to a folder on your
computer or network.

To save copy of the report to your computer:

Cli

View Contributions

to display a PDF of the report in Acrobat Reader.

Ll
Click u . Save the PDF to a location on your computer or network. You might consider giving
the copy a different file name: names assigned by the system are cryptic.
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Why are some reports locked?

Have you noticed that reports for past and future reporting periods have an [

button?

These buttons prevent you from accidentally entering data for the current reporting period into a

Unlock this report

/]

Candidate Reports

Election : County 2009 (2009-11-03)

/ |
/ ]

Past Reporting Periods Current Reporting Periods Future Repoﬁg Perjbds

past or future period.

Total Total
Rpt Date Contrib Exp Status
submited
ubmitte
2009-Q1 $2,700.00 | $775.00 | 1014375
(01/01/2009 - 03/31/2009) 4/15/2008 | (3 items) | (2 itams) Unlock this report i
(J/Exportcsv
(ffew Contributions |
009-Q2 $450.00 | $500.00 | Submitted (Picw Expenditures)
(04/01/2009 - 07/01/2009) 7/15/2009 | (3items)| (1item)|#1014376 Print_J[ Amend |
Export CSV
vicor
$50.00 $34.78 | Submitted View Expenditures
04/01/2009 - 07/01/20089) 7/15/2009
T e I ] B
Export CSV
2009- No Data Entered
(07/01/2009 - 09/20/2009) 10/15/2009 - Unlock this report
P I Sy SV P

- — b ]

If you find that you need to amend a past report or enter data for a future report, click

Unlock this report

For past reporting periods, you’ll then get command buttons for amending the report.

fm T T T = T
pt udta Contily 0 Y
Submitted
2009-Q1 $2,700.00 | $775.00 [ 21014375
(01/01/2000 - 03/31/2000) 4/15/2002 | (3 items) | (2 items)

S W ST .
View Contributigffis |

Ry 9

4
¢

T R e

20 3
(07/01/2009 - 09/30/2009) 10/15/2009

P S

No Data Entered

Prepare Totals

T it s e AR ., et e b W an ]t e B et g
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How do I export data to a spreadsheet?

The system has two ways to export your financial data to a Microsoft Excel comma-separated values
(.CSV) file:

Import Entries

[ ExportCSV |

collects all data for the selected report.

: Export All Transactions CSV collects all data from all reports in this

election.

Both options create a file named CFinExport.csv in your C:\Temp folder.
When you click either button, you’ll see a message asking if you want to open or save the file. You
can view the file immediately or save it to a different name and location, if you like.

The spreadsheet file contains this information:

Date the item was recorded

Whether it’s a contribution (C) or an expenditure (E)

Contributor or vendor name and address

Contribution type

Contributor’s occupation

Item type

Description

Amount

Whether the item was recorded in the original report (blank) or an amendment (A)

How do I record a distribution?

Distributions are not typically used by local candidates.

What about fund transfers?

Fund transfers are typically used only by candidates for
state and federal offices.
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Final Report - what s it?

On the Report List, you will see a section for the termination report, which is the absolute last
report that will be submitted by your campaign. This report states the financial status of your
campaign after all contributions and expenditures have been reconciled. It also should also show how
any surplus funds were disposed of.

The termination report might not appear in the Report List at the beginning of the campaign, but
the elections office will add it to your reporting dates at the appropriate time. Note that it might not
be named Termination Report. The elections office can give it any name, such as 2012-Final, like the
example here.

- o e

e e . - S P o SR e St man i

2010-Final Mo Data Entered
(01/01/2010 - 03/21/2010) 3/21/2010 Unlock this report
Mo,

I — Y
1
'

. " . PRt — e I R,
PP e S e : o o et T e T T

WY T v ae

When it’s time to file the termination report, its row will turn green.

To file this report, you will need to add any outstanding contributions and expenditures that
haven’t been reported in an earlier report.

If surplus funds remain in the campaign account, the termination report should include an
expenditure that disposes of those excess funds. When you enter this expenditure, be sure to select
Disposition of Funds for the Expenditure type.

(= <Candidate Reporting - Main Menu> - Windows Internet Explorer,

g_ | v | https: ffww. voterfocus.camjws WScandicandidste_pb.php?eount ¥ | | 42| X R~

»
W o ;@(Candidate Reporting - Main Menu > ’-'|\ g e v |ich Page v CF Tools v

To report on the
disposition of surplus funds,
select Disposition of Funds
sness 1N the Expenditure type field.

Candidate : Carolyn J. Casadonte (96) Office : County Commission District 4

Date |3 %15 2010 » Date of item {(mm/dd/yyyvy)

Last |Casadonte
Vendoeréi‘fet - Enter last name or company name if g4
First Antonio Middle |R
Address 1 |340 Golf View Dr
Address 2

City  |Miami g7 |FL Zip [32122

Campaigns sometimes confuse
Disposition of Funds
vpe the purpose of the expenditur: and
Enter Distributions.
Remember that Disposition of

Amount $  |500

repay
loan

Purpose

Moneta Please refer to the Campaian Treas. . N
Expendture type y:ne?anzh o Handbogk | wers Funds is a type of expenditure,
Pety Cach Spont LECHEECIE TR whereas a distribution is a type of
v Sl i BT AT transaction referring back to a
BRI Lt vendore previously recorded expense.
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When you return to the list of expenditures for the termination report, you will see the item listed,
but the amount will not be reflected in the total expenditures for the period. Nor will the amount be
included on the Report List—in the Total Exp column—although it will be counted as an “item.” This
design is in accordance with Division of Elections requirements.

PR e ST T o L N SN SIPI  TCRT Y
L Import Entries ;
S . Enter Contributions
o . Mot Filed -
2 2010-Final ) $0.00 |Yata Entry Started Enter Expenditures
L (01/01/2010 - 03/31/2010) 3/31/2010 (1 item) Prepare Totals
£ Export CSV
L,

- *.'N’- lfi— g R R TR TR -\‘,‘)M - "."--.-,\."-l:_.'_"-“'

Preview the report and submit it as you have previous reports for the campaign.
When you look at the report, notice that the Disposition of Funds amount is not reflected in box 7

of the Report Summary page.

e i3 PUTT T T i I8 Mot 2R Tl kB
2

"

8, o OtherDistribytions, i . o s, i

(7} EXPENDITURES THIS REFORT
Monetary
Expenditures $ 0.00

Transfers to Office

Account $ 0.00
Total
Monetary $ 0.00

But the amount will be included in box 10 of the Summary Report.

T . -~ e e

R - : T N P

e

AL

AN

(10) TOTAL Monetary Expenditures To Date

$ 1,808 78

ERTIFICATION

il e s A s s T e g R B

S

NP

And it will appear on the Itemized Expenditure page with an expenditure type of DI.

CAMPAIGN TREASURER’S REPORT - ITEMIZED EXPENDITURES
(1) Name Carelyn J. Casadonte (2) 1.D. Numb 96
1/1/2010 3/31/2010
(3) Cover Period b / through / f (4) Page 1 of 1
(5) n ®) ©) (10) (GEH
Date Full Name Purpose
6) (Last, Suffix, First, Middle) (add office sought if
Saquence Street Address & contribution toa | Expenditure
Number City, State, Zip Code candidate) TyPe  |Amendment| Amount
P -
(3/15/2010 Casadonte, Antonio R repay loan DI §500.0
240 Golf view Dr
Miami, FL 32122
1
e R S A ROy Sy LSS PSR N PP S
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How do I enter a photo and biographical info?

You can place a JPEG file, such as a photo, and descriptive text on the page that voters see when they
visit the Campaign Financial Reporting system.

Photo of
candidate

~

Suite C

850-556-6814
850-422-0585

Jump to submitted reports

Candidate : Carolyn J. Casadonte
Office : County Commission District 4

1645 Harrington CT

Palmetto, FL - 32314
cicasadontedcc3@email com

Carolyn Casadonte's work with neighborhood associations for the past 20
vears uniquely qualifies her for the service as a County Commissioner.

Available reports. She understands the concerns of individual residents in our community and will
Q1 4/15/2009  ensure those concerns are properly prioritized by the County.

Q2 7/15/2009 . . . . .

Q2(A) 7152000  Or particular interest to Carolyn is preservation of our outstanding-—-and

irreplaceable--natural environment. While serving as president of the Woodgate
Neighborhood Association and chair of the Council of Neighborhood
Associations, she worked tirelessly--and effectively--to prevent destruction of
in-town neighborhoods' canopy oaks.

Note: The candidate's photograph and statement ave supplied
the County Supervisor of Ele

Biographical
information

candidate and are not endorsed by

A photo and text about the candidate or committee are nice to have, but they are not required. If you
don’t provide them, here is what voters will see:

(= <Candidate Reports - Candidate Log In> - Windows Internet Explorer

@\.J - ‘E https: v, vokerfocus V‘ g ‘ 1| X ‘ |3

w & I@<Cand\date Reports-candwda...[ 1 - B v [ page - OF TED?

No Photo
Available

Candidate : Adam Greensburg
Office : Clerk of Court

6979 Standing Pines Lane
Tallahassee, FL - 32312

agreensburg(@hotmail com

1

¢
850-556-6814 ‘
No biographical information available at this time. 5

R TR S PRI A P

To enter a photo or text:

he system won’t accept a JPEG file that’s larger than
500 KB. It’s best to use an even smaller file if you can,
because smaller files display more quickly to website

isitors than large ones, especially if a visitor has a slow
Internet connection.

Note Images with large dimensions (that is,
large pixel sizes) might not display properly
in certain older browsers.

On the main page, click the yellow button.

ra

o mra T e m e ST e im e e
: ]’_%,A—«(’Cand\date Heparts - Tanaadté Log1hs” e r i

L DU S

? Candidate/Committee yCarolyn J. Casadonte (96)

I’

5
i

R s T W A ey S Ty rxey =

i Office : Counjy Commission District 4
.__-_NOTE: The candidate/committee information (biography, plito, and released reports), has been viewed a total of 1 times from the
< public site.

@itCandidatefCommiﬁ.ee Bio Information/Upload Photo | JESIENTsEN=EETTI)
N —

AR b ool

[ Export All Transactions CSW ] 'I
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How do I change my password or PINs?

You can change the password assigned to you by the elections office, if you like. A password can be any
combination of letters and numbers.

Your campaign has been issued PINs for the candidate and treasurer. You can also change these PINs, if
you wish.

To change your password: On the Repoxt List, click Change Password/PINs.

Candidate/Committee : Fran

Office : County Judge
EPE o codidate/Committes Bio Information/l Ipload Phote
BETTe NS  Edit Candidate/Committ Information/U Phote

Py

In the Enter Old Finance System Access Password field, enter your current password. You need to do this
even if you don’t want to change the password, but only want to change one or both PINs.

If you want to create a new password, enter and reenter it in the two fields provided for the new password. If
you don’t want to change your password, don’t make any changes to the password fields.

If you want to change a PIN, enter and reenter the new PIN in the two fields provided for the new PIN. Then
enter your new password in the other two fields.

Click Change Password/PINs when you are finished.

Type your
current password Change Password/PINs
here. .
alter the password/pins Type your
you change at this time. new password
here.
Enter Old Finance System Access Password (REQU
(The one you used to log in to this session)
Enter Mew Finance System Access Password ssssss
Type your
R.eEnter Mew Finance System Access Password |[sesss=s / new Candidate
/ PIN here...
Enter New Candidate/Committes electronic PIN |wess
ReEnter Mew Candidate/Committee electronic PIN |sees d
...anda your
Enter Mew Treasurer elactronic PIN [ssss 7: new treasurer
T f R h F.eEnter Mew Treasurer electranic PIN [s== PIN here'
O TInis
changing the
password and PINs > Change Password/PINs Cancel
click here.

From now on, you will log on with your new password. Keep in mind: if you set up the Candidate Log In page
to automatically fill in your password, you will need to retype the password there the next time you log in. When
you do, you might see this message:

AutoComplete E|
The password you entered does not match the passward . . . . - -
AN e o e Simply click Yes to proceed into the Campaign Financial
Eﬁa:x:ai:?mange the password stored in \Windows to Reportl ﬂg system A
es
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Don’t forget to log out!

When you are finished with a session on the Campaign Financial Reporting system, be sure to log
out so that unauthorized persons cannot modify your report data.

To log out of the system:

On the Report List, click

(= =Candidate Reports - Candidate Log In> - Windows Internet Explorer |Z||E|[z|
. @T - |g, hittps: v, voterfacus, comfwsWScand/candidate_pb. php?county=erica V| %J 5| X | | P

Click here — : N _ o

to Iog out of T:? ke I@<Candidate Reports - Candidate Log Inz l l ﬁ B . - E}Page v i Took =
the systen'\ A

Candidate/Committee : Carolyn J. Casadonte (96)
Office : County Commission District 4
NOTE: Th didate/committee information (biography, photo, and released reports), has been viewed a total of 1 times from the
public site.

Edit Candidate/Committze Bio Information/Upload Photo | Change Password

[ Export All Transactions CSV 1

Press Help for information on using the new 'Import Entries' feature.

Candidate Reports

Election : County 2009 (2009-11-03)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Total Total
Rpt Date Contrib Exp Status
View Contributions
Submitted -
2009-Q1 $2,700.00 | $775.00 | £1014375 View Expenditures
(01/01/2009 - 03/31/2009) 4/15/2009 | (3 items) (2ltem5)[ Unlock this report |[ Print_|
[ Evrnet MOV | b

c:\users\jc\desktop\vr_august2014-jan52015_1.docx
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