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What'’s shown in an online financial report?

As you know, Florida law requires that candidates and political committees file monthly 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. The PDF can be printed if your county requires hard-copy filing. In 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 monthly report:

CAMPAIGN TREASURER'S REPORT SUMMARY

THE FRONT PAGE (1) Carolyn J. Casadonte : OFFICE USE ONLY
N -
IS THE (2) IGa:;eHa:r;ngtcn CT [1088118)
Submitted on:
SUMMARY PAGE :izststf:ut?ef]ir;dl:!we() €/4/2015 1€:25:24 (eastern)
City, State, Zip Code
[] Check here if address has changed (3) 1D Number: 312

(4) Check appropriate box(es):
[¥] Candidate Office Sought County Commission, District 3
[J Political Committee (PC)
[[] Electioneering Communications Org. (ECO) [[] Check here if PC or ECO has disbanded
[[] Party Executive Committee (PTY) [[] Check here if PTY has disbanded

[ independent Expenditure (IE) (also covers an [[] Check here if no other IE or EC reports will be filed
individual making electioneering communications)

(5) Report Identifiers
Cover Period: From g /11 /12015 To & /30 /2015 ReportType: &

[ Original [] Amendment [] Special Election Report
(6) Contributions This Report (Y] Expenditures This Report
Monetary
Cash & Checks $ , , 150 . 00 Expenditures § . 1,000 .00
Loans $ ' v 0. 00 Transfers to
Office Account  § : , 0 .00
Total Monetary $ ., .,150.00
Total Monetary $ . 1 000 .00
In-Kind $ - , 300 . 00
(8)  Other Distributions
s . . 0. 00
(9) TOTAL Monetary Contributions To Date (10) TOTAL Monetary Expenditures To Date
$ . ,_250 . _00 $ X 1, 000. 00
(11) Certification

It is a first degree misdemeanor for any person to falsify a public record (ss, 839.13, F.S.)

| certify that | have examined this report and it is true, comrect, and complete:

(Type name) (Type name)
O inavidusi (onty for € [ Treasurer [ Deputy Troasuner [0 Canddate [0 Chairperson (only for PC and PTY)
or alecioneering comm, )
X X
Signature Signature
DS-DE 12 (Rev. 11/13) SEE REVERSE FOR INSTRUCTIONS
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THIS IS AN
ITEMIZED LIST OF

CONTRIBUTIONS
—p

NEXT, A LIST OF
EXPENDITURES

Then, a list of distributions

And finally, a list of fund transfers
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CAMPAIGN TREASURER’S REPORT - ITEMIZED CONTRIBUTIONS

{2) 1.D. Number 112

(1) Name Caraiyn J Casadants
6/1/2015 B6/30/2015
(3) Cover Peried | N thraugh g (4) Page ' of 1
15) i = L] (o (] 1y
Diate Full Hame
5] (Last. Suffix, First, Middle)
Sequence Sireet Address & Contributor Contribartion In-kind
HNumber City, State, Zip Code Type | Ocoupation Type Description Amendment Armount
Barber, Anna I [N dd 550,00
6/4/2015 44 Nemdwzacn Ao
! ! Falmaren, FL 32913
K
6/4/2015 gl fniy r - 44 #7= 0
/ i Falmmets, FL 32313
.
§7472015 Rngler, Relid I kestaurant IE icampa].gn dd §300.00
45 wilsan mivd bwner \planning
14 ! Falzmtto, FL 32452 |dinner
3
i

CAMPAIGN TREASURER'S REPORT - ITEMIZED EXPENDITURES
{1) Name Carolyn J. Casadonte {2) LD, 312

&6/1/2015 6/30/2015
(3) Cover Period ! ! through { ! {4) Page 1 of 1
(5) ] ] =) 114 (11
Date Full Name Purpose
] (Last, Suffix, First, Middle) [add office sought If .
Seosisict Street Address & contributiontoa | Expenditure
Mumber City, State, Zip Code candidate) Type Amount
sfll‘zl:lf Davis Communicationa, advertising 4] (Add 5500.00
F.0. Box 3483
Tallahasses, FL 32432
1
. CAMPAIGN TREASURER'S REPORT - ITEMIZED DISTRIBUTIONS
(ﬁ Name Carolyn J. Casadonte (2) 1.D.Number 312
(3) CoverPeriod ©/1/2015 through  6/30/2015 (4) Page 1 of 1
(5} (7) (8) 9 (10) (1)
Date Full Name Purpose
(8) (Last, Suffix, First, Middle) | (add office soughtif
Sequence Street Address & contribution to a Related
Number City, State, Zip Code candidate] Expenditures | Amendment | Amount
€/4/2015 | Eric Wu Campaign Accountmailouts 2015-2015-6-2] $500.00
222 seuth Street
Tallshassee, F 32432
1
CAMPAIGN TREASURER'S REPORT - FUND TRANSFERS
(1) Name Carolyn J. Casadante (2) 1.0, Number 312
(3) Cover Period ___ 6/1/201% through _ £/30/201% (4) Page 1 of
15 (] L] ] 0 (i)
Date Nama of Financial
Institution
Sequence Streot Addreas & Tranater Mature of
Number City, Stato, Zip Codo Type Account Amaunt
&/672015 ™ money Rl £1,800.00
market
1
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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.
NOTE: This software works best with Chrome or 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:

= alink in the Campaign Financial Reporting System (see page 17)
or

=  www.adobe.com

— A printer, if your county requires you to file a hard copy of the report or
you want a hard copy of the report for your records.

A candidate ID and password.
This will be provided to you by the elections office.

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

Committees of continuous existence typically are allowed to keep the same ID,
but this varies from county to county. Some counties prefer to assign committees
of continuous existence a new ID for each election.

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

 PINs for the candidate and campaign treasurer password.

If your county permits electronic submission of financial reports, two 4-digit
PINs will be provided to you by the elections office. You can change the PINs
after logging in, if you wish. (See page 44 for instructions.)

Your county might have other requirements, so check with the elections office before
you begin.
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How do | start? - LOGGING IN

From the home page of our website... www sumterelections.org
Place your mouse over the CANDIDATE menu at the top of the screen

Home Voter Info Candidate /| Committee m

Vote By Mail Schedule

Vote By Mail Info Request

Candidate File Downioad

Committee Info »

Information Request Form

n “Bill’

'Y SUPERVISOR (

Go down to
FlNANCE Elected Officials »
REPORTING Finence Reporting »
REPORTING

5 2018 Candidates » Financial Reporting
Then click on Bookdet
LOG'N TO Maps » Termination Report
FINANCE Statistics Candidate Reports
REPORTING

Historic Statistics (2007 Search Candidate
thru 2011) Reports
SRR R,
And your login screen should come up
Home Voter Info Candidate / Committee Election Worker Miscella
( e o “ ot )
William “Bill” Keen
SUMTER COUNTY SUPERVISOR OF ELECTIONS
Candidate Log In
Numenc Candidate 1D (Ac lading teros Praznor? Log=
e
‘:”C::':‘lq';::;'ru Reportng Syste™ 3 prova LI CICH%eE A°C CIMmMETtees Yor ecterrg ¢ spendtaes. e :rT-—a—u.—. one re

Enter your candidate ID and password here./ Then click button.

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.
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QuICK REFERENCE GUIDE

ENTERING CONTRIBUTIONS (page 11)
o Login to Portal & Find Report - 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
o 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
o Once saved, another blank form will open to add another entry.
If you are done entering contributions, press “cancel” on bottom.
o You will be taken to the itemized contributions screen which
shows you for each transaction entered.
o |If everything looks correct and you are done entering
contributions, press “Return to Report List” (main screen).

ENTERING EXPENDITURES (page 14)

o

o
o
o

Login to Portal & Find Report - Press “Enter
Expenditures”

Press “Add Expenditure” link

Enter date

Vendor Name (if company, put company name in LAST NAME
field)

o Address: must be a complete mailing address

o City, State and Zip: must be completed

Purpose: Enter a Brief description

o Expenditure Type: choose from the drop-down list
Once completed, press SUBMIT

Once saved, another blank form will open to add
another entry. If you are done entering
contributions, press “cancel” on bottom.

You'll be taken to the itemized expenditures screen
which shows for each transaction entered.

If everything looks correct and you are done entering
contributions, press “Return to Report List” (main
screen).

SUBMITTING A REPORT (page 24)

Enter Candidate/Committee Electronic Signature PIN: 1111
Enter Treasurer Electronic Signature PIN: 2222
Press “Assign PIN” — submits report to elections office

O 0O O0OO0OOODO

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, if report is ready for filing

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
o THE AMENDED REPORT MUST BE SUBMITTED WITHIN SEVEN (7) DAYS FROM NOTICE.

PREVIEW THE REPORT (page 17)

Previewing a report does not submit the report to our office

o Press “Prepare Totals”

o Press “Prepare Totals” in next window

o Press “View / Print” (brings up a PDF of your report)

o Your report has DRAFT on it, but it also shows your entries

WAIVER REPORTS (page 35)

A Waiver Report is completed when there
has been no activity during a reporting
period.

AMENDING A SUBMITTED REPORT (page 32)

o In the reporting period that needs to be amended, press “Amend”

Screen will pop up regarding amending the report: Press “Next”

O 0O 0O

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

When the report list reappears, look for the reporting period with “(Amend)” listed
Enter the new data using the buttons (expenditure, contributions, etc.).

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

On next page, click Amend item from Original Report
Choose entry from list and press “Amend Item”
Correct item and press SUBMIT

O 0O O O O

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.

ALWAYS MAKE SURE YOU ENTER (1) A CORRECT DATE; (2) COMPLETE &
CORRECT ADDRESS FOR ALL CONTRIBUTIONS & EXPENDITURES
If Division of Elections audits your records, they MUST have correct information
in order to contact your contributors and/or vendors.

Page 5
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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.

Your name Your candidate ID

/

Candidate/Committee : Carolyn J. Casadonte (312)

Office or issue Office : County Commission, District 3

Log Out Edit Candidate/Committee Bio Information/Upload Photo ‘ Change Password/PINs

Export All Transactions CSV |

o |

ress Help for information on using the new "Import Entries’ feature.

Election

\ Candidate Reports

Election : County 2015 {2015-11-04)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Total | Total

Contrib | Exp Status

Rpt Date

Mo Data Entered
This report is
now overdue
- i1 day. Enter Expenditure] Enter Distributions

Import Entries

v

Enter Contribution| Enter Transfers

2015-5
(05/01/2015 - 05/31/2014) 6/3/2015

Prepare Totals |

Mooccii Rt Create Waiver Report |

Import Entries
Mo Data Entered Enter Contribution| Enter Transfers
- - Enter Expenditure] Enter Distributions

2015-6
(06/01/2015 - 06/30/2015) 7/10/2015

Prepare Totals

Create Waiver Report

View Contributiond View Transfers

Submitted - - - — -
2015-7 $50.00 | _ | #1073251 View Expenditured View Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Unlock this report Print Amend

Export CSV

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.

Page 6 VR Systems Confidential/Proprietary Trade Secret




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
Unlock this report ]

data, you can easily unlock the report by clicking [

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 page:

v

Warning!

Your 2015-5 report is now overdue 1 day.

Candidate/Committee : Carolyn J. Casadonte (312)

Office : County Commission, District 3

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

Export All Transactions CSV

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

Candidate Reports

Election : County 2015 (2015-11-04)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Rpt Date

Total
Contrib

Total
Exp

Status

{05/01/2015 - 05f3if2014) 6/3/2015

/|

/

No Data Entered

This report is
now overdue
1 day.

Unlock this report

Import Entries

Enter Contribution

Enter Transfers

Enter Expenditure;

Enter Distributions

Prepare Totals

Create Waiver Report

S 1

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.

Page 7
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Let’s look at the current reporting period.

Name of reporting Contributions Expenditures Command
period so far so far buttons for
entering data.

We'll look at
these more

closely on the
next page.

2015-5
2015 - 05/31/2015) 6/3/2015

Start and end dates Date when Status of the report.
of reporting period report is due

In this example, the candidate
has started entering some of their
contributions for the current
reporting period, but hasn't
entered their contributions or
submitted their report yet to the
elections office.
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About those command buttons...

If you use campaign finance reporting software
like Campaign ToolBox™, you can import
contributions and expenditures directly
from that application.
Page 21 explains how.

To manually enter
contributions and
expenditures,

click here.

We'll talk more
about manual
entry on the next

page.

Import Entries
Enter Contribution]/’ Enter Transfers
Enter Expendituref Enter Distributiol

(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items)
Prepare Totals
Create Final Report For Reviek
Export CSV
Click here to

manually enter
fund transfers
and
Submit your report distributions.
to the elections

office.

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

reporting period.

Page 9 VR Systems Confidential/Proprietary Trade Secret



How do I view and maintain contributions?

Click \

D Import Entries

nter Conlnbutlons

PreDare Totals
Export CSV . . . . .
to bring up a list of the contributions recorded so far:
Campaign Treasurer's Report - Itemized Contributions
Election : County 2015 {(2015-11-04)
Report Date : 2015-6
(2015-06-01 - 2015-06-30)
Add Contribution Return to Repeort List Amend Item from Orig Report
Seq Date Contributor Contributor Occupation Contributien In_K”?d . Amend | Amount
L Type Type Description
Marsha Kirk l X
Edit Delete 1| &/2/2015 | 8852 Hillcrest Drive | Individual Cash Delete | $50.00
Palmette, FL 32312
Anna Lee Barber
Edit Delete 2 | 6/2/2015 | 45 Wilson Blvd Individual Check Add $100.00 1¢
Palmette, FL 32312
\ Tetal In Kind £0.00 |
\ Total Monetary 350.00 |
\ Total $50.00 |«
\ Add Contribution Return to Report List

Edit lets you
modify details
on an existing

contribution.
Date
Contributor Name
Address 1
Address 2
City

Amount $

Contributor Type

Contributor Occupation

Contribution type

In-kind Description

\

Delete lets you

delete the

contribution

altogether.

A

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

form for entering contributions.

Date of item (mm/dd/yyyy)

Last

First

| Middle |

Enter last name or company name if a business

[ Jsr[ Jzw[ |

[

Select the type that best describes this contributor

The occupation of the contributor is only required if
the amount is over $100

| Individual V|
i

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

Type the description of any In-kind contribution.

P

Page 10
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the combined total.
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Adding a new contribution is easy.

Once You have Logged into the Finance Portal

Find the Report on the Main
Click “ENTER

CONTRIBUTIONS”
button
\Enter Contributions J| r Transfers
2015-6 $450.00 g:ttaﬁ;?ry < r Distributions
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) [ Prepare Totals ]
or Review I
[ Exportcsv |
Then Cth ADD Campaign Treasurer's Report - Itemized Contributions
CONTRIBUTION Election : County 2015 (2015-11-04)
LINK ( Report Date : 2015-6 g
2015-06-01 - 2015-06-30
‘» Add Contribution Return to Report List Amend Item from Orig Report
If the contributor is an organization rather than an Most of the entry fields are self-explanatory.
individual, enter the organization name in the Last field. The blue column has tips on what's
And leave the First and Middle fields blank. required.
pate |9 7| 15 ¥ {2016 ¥ Date of itam (mm/dd/yyyy)
Last
Contributor Name Enter last name or company name if 2 business
First Middle
Address 1
Addrass 2
City sT zip
Amount £
Contributer Type | Individual v Select the type that best describes this contributor
Centributor Occupation et eEE
Candidate to Themselves
Committee The cccupation of the contributor is only required if the amount is over $100
Political Party
Other
i rganization
Contribution type [REkg Per F.S. 106.08 effective D1/01/08 - A person may not make or accept a cash contribution in excess of $50.
ntrest —CONTRIBUTION TYPES
In-kind Description II;‘IO:r:bership Duce Type the description of any In-kind contribution. GlOSSary on next page (pg 12)
Refund

Money Order
Carry Over Funds
Multiple Uniform Coentribution

| Submit | Cancel and return to list |

When you've completed the form, click Submit. / \ Click Cancel and return to list when you've

If the system says you've omitted required information, saved the last contribution you want to add
you must provide it before the contribution can be saved. right now.

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

Page 11 VR Systems Confidential/Proprietary Trade Secret




Contribution type

should be one of these:

CARRY OVER Remaining “carry over funds” from an election that
has ended.
FUNDS This option is for use by candidates only.
CASH Cash or cashier’s check.
C Traditional paper check, wire transfer, PayPal, credit
HECK card, or another type of electronic funds transfer.
I An item of value other than money or volunteer
N-KIND services.
In-kind Description: Enter a specific description of
the in-kind contribution. Example: Food and beverage
Money earned on campaign or interest-bearing
INTEREST accounts.
Money loaned to the campaign rather than given
LOAN y peig &

outright.

MEMBERSHIP DUES

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

MONEY ORDER

Contribution made by money order.

MULTIPLE Multiple uniform contributions from the same person
UNIFORM This option is for use by committees only.
CONTRIBUTIONS

Bad checks or contributions returned (in whole or in
REFUND

part) to the contributor.

Refunds must be entered as a negative amount.

Page 12
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Adding expenditures is a similar process.

Once You Have Logged into the Finance Portal

Find the Report on the Main Page

Click “ENTER
EXPENDITURES”
button

2015-6

(06/01/2015 - 06/30/2015) 7/10/2015

[ Import Entries ]
|| Enter Contributions | | r Transfers
Enter Expenditures) pistibutions

repare [ otals
i Review

S

5450.00
(3 items)

Not Filed
Data Entry

|  Exporcsv |

this will bring up a list of the expenditures recorded so far:

Campaign Treasurer's Report - Itemized Expenditures

From this screen you can

Election : County 2015 (2015-11-04)

ADD NEW (201506-01 - 3015-56.30)
EXPENDITU RES, s Add Expenditure Return to Report List
and/or Ed|t/De|ete Current 5321 Date Vendor Purpose _lE_;g:nditu ™ | Amend | Amount
EXpendItureS Davis Communications
Edit Delete 1| &/4/2015 | P.O. Box 3488 Retainer for advertising. | Monetary $500.00
Click Edit to modify details Tallahassee, FL 52432
on an existing expenditure. Total $500.00

Add Expenditure Return to Report List

Click Delete to remove the
entry altogether.

Clicking RETURN to REPORT LIST
Takes you back to the Report List.

N

Clicking Add Expenditures will bring up the form for entering expenditures.

Date of item (mm/dd/yyyy)

Last . .
Vendor Last Name | Enter last name or company name if a business
First | Midde |
Address 1 | |
Address 2 | |
city | st Jzin|
mounes |
Purpose Type the purpose of the expenditure.
Monetary v| Please refer to the Campaign Treasurer Handbook
Expenditure type for the state of Florida to ensure you are using
the correct transaction type.

Page 13
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If the vendor is an organization rather And leave the First and Middle
than an individual, enter the fields blank.
organization name in the Last field.

ALWAYS! Enter complete addresses

Date (8 Y|/ |8 ¥/ 2014 Date of item (mm/dd/yyyy)
Last
Vendor Name Enter last name or company name if 2 business
First Middle
Address 1 Not sure which
Expenditure Type to
Address 2 choose?
Click this link to the Dept.
City ST Zip of State website for more
information.
Amount 5
Purpose Type the purpose of the expenditure.
A
Monetary v Flease refer to the Campaign Treasurer Handbook

Expenditure type for the state of Florida to ensure you are using

3 the correct transaction type.
Petty Cash Withdrawn
Petty Cash Spent
Tranifer to OﬁEI)CE Account E
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 When Y?u ve Con}pleted the
two types for petty cash: form, click Submit.

* Use Petty Cash Withdrawn when After the expenditure is

withdrawing funds from the campaign saved, you'll get another

account for petty cash. This will add an blank form where vou can
expenditure of the entered amount to Y .
add the next expenditure.

your report.

Use Petty Cash Spent to record an Click cancel when you've
expense out of petty cash. saved the last expenditure

Petty Cash Spent does not add an you want to add right now.
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.
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Expenditure type should be one of these:
DISPOSITION OF Pro-rata refunds to contributors, donations to charitable organizations,
FUNDS 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.
DISPOSITION OF Funds transferred to an account for a future campaign.
Disposition of Funds expenditures are for use by candidates only
FUNDS TO FUTURE and are only used on Termination Reports. They are not part of the
CAMPAIGN Monthly Total Monetary amounts.
DISPOSITION OF Funds transferred to pay for previously unpaid petition verification fees.
Disposition of Funds expenditures are for use by candidates only
FUNDS TO PETITION and are only used on Termination Reports. They are not part of the
VERIFICATION Monthly Total Monetary amounts.
DISPOSITION OF Funds given to the political party that the candidate is a member of.
FUNDS TO Disposition of Funds expenditures are for use by candidates only
and are only used on Termination Reports. They are not part of the
POLITICAL PARTY Monthly Total Monetary amounts.
MONETARY General expenditure type used when a specific type does not apply.
PETTY CASH SPENT | Petty cash spent during a reporting period.
Expenditures made from petty cash are not required to be reported
individually.
PETTY CASH Petty cash withdrawn during a reporting period.
Petty cash expenditures are realized when the funds are withdrawn for
WITHDRAWN petty cash. Therefore, the referenced item is not included in the total.
REFUND A refund of money from a vendor or other source.
Refunds must be entered as a negative amount.
REIMBURSEMENTS | Compensation made to a person or group by a check drawn on the
campaign account for expenses incurred in connection with campaign
activities.
TRANSFER TO Funds transferred to an office account when the candidate has been
I :
OFFICE ACCOUNT | &¢ct®d
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A few notes about adding contributions
and expenditures...

If you enter a contribution or expenditure outside of the range of the reporting period you are
working with, they system will automatically try to find a reporting period that contains that
date you are reporting.

If a report for that range is found, the system will let you know.

Transaction Date Not In Selected Report Range

The transaction date you entered (08-04-2015) is not within the date range of the currently selected report. The date range for the
report(s) listed below includes the date you entered. You can either...

» Select the correct reporting period from the list below and press the Select button.
* Press the Cancel button to return to the form if you wish to change the transaction date.

Color legend:
Amendment will be created

Click the report that you would normally have filled the
transaction under and then click Select.

If the contribution or expenditure date falls within the date range of a report that has already
been filed, you can add the contribution or expenditure to the report and file an amended report
in one easy step.

Transaction Date Not In Selected Report Range

The transaction date you entered (05-04-2015) is not within the date range of the currently selected report. The date range for the
report(s) listed below includes the date you entered. You can either...

* Select the correct reporting period from the list below and press the Select button.
* Press the Cancel button to return to the form if you wish to change the transaction date.

(02015-5 from: 05/01/2015 to: 05/31/2015 Color legend:
Amendment will be created

Click the report that you would normally have filled the
transaction under and then click Select. A confirmation
message will appear letting you know that the amended
report has been filed.

If no report exists that includes the date you are trying to report on, the system will let you
know that too.

Transaction Date Not In Selected Report Range

The transaction date you entered (03-04-2015) is not within the date range of the currently selected report. No report could be located
that includes the date you provided. Please change the transaction date or contact our Campaign Finance Administrator for assistance.

Click Close and then either change the transaction date or
contact your county Campaign Finance Administrator for
assistance.

Page 16 VR Systems Confidential/Proprietary Trade Secret



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

Import Entries
Enter Contributions
Enter Expenditures

[_Preoare Totals_]
(LSS

Delete Report

Export CSV

to bring up this page:

Prepare Totals

NOTE: This is NOT your OFFICIAL report — it is a PREVIEW ONLY.
After your review, you must use the
CREATE FINAL REPORT FOR REVIEW
Click [ Prepare Totals ] to button to generate your final report and then you must assign
your PINs to the report to officially file your report with our office.
Candidate : Carolyn J. Casadonte (212) Office : County Commission, District 3
Report Period 06/01/2015-06/30/ 2015 Due Date 7/10/2015
Contributions $50.00 Expenditures $0.00
Transfers $1,500.00 Distributions $0.00

total the contributions and
expenditures for this reporting
period. You'll be returned to the
Report List, which now has a
banner like this:

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

thiz is done, you can Preview the report from the report menu.

| Prepare Totals || Cancel |

Click | Preview  [in the banner to bring up a PDF of your report.

Report (6/1/2015 - 6/30/2015) Preview is ready

TE: This is NOT your OFFICIAL report —- it is a PREVIEW ONLY.
st still generate and submit your final report after you

complete your review.
12_6_dhc691sdc359.pdf) has been produced and is available to be previewed.

Preview

To View this report, you will need Adobe Acrobat

Your output PDF file {./pdf_cfetrainin

'\ mrm

You only need to install Adobe Acrcbat one time. If you have not previously installed Adobe Acrobat, click here to download it Adobe

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

Click the Acrobat Reader icon to go to the download site.

Page 17 VR Systems Confidential/Proprietary Trade Secret



CAMPAIGN TREASURER'S REPORT SUMMARY

1) Carolyn J. Ci dont: ‘OFFICE USE ONLY 1
0 ot s Check the draft report carefully to verify
(2) 1645 Harzington CT . .
e S everything is correct and complete.
City, State, Zip Code
] Check here if address has changed (3) 1D Number. 3 12
(4) Check appropriate box(es)
[ Candidate  Office Sought _County Commisaion, District 3 R .
) e Canit (°O) The preview version of the report has a
[0 Electioneering Communications Org. (ECO) [j Check here if PC or ECO has disbanded k h
[ Party Executive Committee (PTY) [J Check here if PTY has disbanded
Dy Pmtdonaierm __ Clowat @ R DRAFT watermark on each page.
individual mak ) eleCUi i2ering | mmUi( Ations)
(5) Re ifers The elections office cannot accept a
Cover Period:  [NEE" / @y 202s 6 302015 Type: 6 . .
D orgea ) Amendment 1 pocil Becion Roprt draft report. You must submit a final
C ibt This R
() Contributions This Report ::;m PR report.
Cash&Checks S___ . . 50.00 |Expo (1) Name (2) 1.0. Number
i s 0.00 |rrans We’ll explain how to do this on page
e R Office| (3) Cover Period ] ' through ' ] () Page ' of !
Total Monetary $ 50 . 00 ) @ ® ) 0 ) 2 23
N L ome | Full Name
In-Kind s 0.00 UL S e bl
T T ® Number |__Ciy, Stae, Zip Code Yy:pe;
ik s ..., CAMPAIGN TREASURER'S REPORT - ITENIZED EXPENDITURES
. v
(9) TOTAL Monetary Contributions To Date (10) 1 S ( 1/2015 e/Jo/ 01! L s
nibatioos 10 e T e T . WReL i @
6/2/2015 Ty ® i ] @ ) i
(1) Cortificatio AR | i Mame Purpose
It is a first degree misdemeanor for any person to fal = | ® (RS et T My o | PR
| corty that | have examined this report and it is true, coreet, and| gy Cay, State, Zp Code “candidate) Ve |menaoent| Amount
(Type name) (Tys
O v oy lor € O Treasurer Dl Doputy Treamewr | 01} — — Ll
D
X — X
Signature Sgnature b/
DS-DE 12 (Rev. 11/13) 'SEE REVERSE FOR INSTRUCTIONS | l
| =S B I
L ‘

Forgot to add a contribution or
expenditure?

That’s OK: You can continue to
add them after doing the
preview.

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

[ Import Entries ]
[EnterCDntnbuUDns][ Enter Transfers ]
; ¥ es[EnterDmtnbunnns]
[ Preview ]
Create Final Report
| ExpotCSV |

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.
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How do I record a distribution?

A transaction is a distribution only if it is a:

Prepaid Distribution—Reserved for up-front, lump sum payments to be disbursed to different entities at a later date.
(For example, payment to a media consultant who then makes disbursements to newspapers and television
stations.) Related entries under [ Enter Distributions | will be reported and linked to the expenditure as they occur.

Reimbursement—Reimbursement for authorized expenses made in connection with the campaign. (For example,
Candidate Smith paid for printing of campaign signs with his own money. A check to reimburse him for the cost would
be recorded as a Reimbursement.)

Distributions do not add to your report totals.
They are used only to report pro-rata amounts of an already recorded expenditure to provide detail for:

Refunds to contributors

Donations to charitable organizations
Contributions to political parties

Donations to the State general revenue fund
Return of matching funds to the State.

To record a distribution:

Click

Click

Click Add Distribution to bring up the
form for entering distributions. — Narn | Date

Wgpoort Entries

[Enter T ions]l Enter Transfers ||
Enter Expenditl Enter Distributions ]

| Prepare Totals |

Submit W ai . . L
St Waiver_J to bring up a page with describing the
requirements for a distribution
transaction.
Proceed with
to see this page: Campaign Treasurer's Report - Itemized Distributions
Distribution

Election : County 2015 (2015-11-04)
Report Date : 2015-6
(2015-06-01 - 2015-06-30)

Add Distribution Return to Report List

Related

Expenditures Amend

Vendor | Purpose

Amount

Total

£0.00

Add Distribution Return to Report List
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If the entity receiving the distribution is an organization rather than an
individual, enter the organization name in the Last field.

Enter the date the distribution
occurred. This date does not have to

be within the current reporting period.

e— Dot 10 v |{1 [v|f2009 v

Last
Vendor Name

First
Address 1
Address 2
City

Amount $

Purpose

Related

Expenditures 123"

Report

Middle

Date of ite

Enter the amount and the purpose of
the distribution. If the distribution is a
contribution to a candidate, be sure to
indicate the office they are running
for.

ype the pu

A/R-Feac_hdi_

Line Report, ent:

Number assg

If the distribution is related to a
previously reported expenditure, enter:

L. ® The year when the expenditure
was reported.

L= ® The Report Type from the first page
of the report (example, M4).

® The Sequence Number (from the first
column of the report’s expenditures

page.

List Vendors

When you've completed the form, click Submit to save the information. After the distribution is saved, you'll get

another blank distribution form.

Click Cancel when you've saved the last distribution you have right now. You'll see the distributions you added

highlighted in yellow, as in the example below.

Campaign Treasurer's Report - Itemized Distributions

Election : County 2015 (2015-11-04)

Report Date : 2015-6

(2015-06-01 - 2015-06-30)
Add Distribution Return to Report List

Seq Related
Num | Date Vendor Purpose Expenditures Amend | Amount
Eric Wu Campaign Account
Edit Delete 1| 6/4/2015 | 222 South Street Mailouts | 2015~2015-6~2 £500.00
Tallahassee, F 32432
Total $500.00

Add Distribution Return to Report List
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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

Import File Requirements

The system can import any file that meets the Division of Elections Campaign Finance Reporting
File Specifications:

Dos.myflorida.com/elections/candidates-committees/campaign-finance/filing-campaign-
reports/

For a list of State-approved software vendors for electronic filing, see:

Dos.myflorida.com/elections/candidates-committees/campaign-finance/filing-campaign-
reports/vendors/

review the report prior to submission to verify the data matches what you intended to import, and make any
adjustments manually.

To import data for the current reporting
period:

Important: When you import a file from your campaign finance reporting software, if there are
existing entries in the Campaign Financial Reporting system for the reporting period you are
importing entries in to, these entries will be replaced with the information from your file.

Before importing a file, verify that you have not manually entered contributions, expenditures,
distributions, or fund-transfer data in to the Campaign Financial Reporting system. If so, verify that
these entries also exist in your campaign finance reporting software.

On the main page, locate p—————
Election : County 2015 (2015-11-04)
the row for the current
reportlng perlod (Iook for Past Reporting Periods Current Reparting Periods Future Reporting Periods
the green row) and click Rpt Date il i
[ lm po rt E ntries ] e View Contributiond  View Transfers
2015-5 $50.00 #1088116 View Expenditure§ View Distributions
(05/01/2015 - 05/31/2015) 6/3/2015 | (1 item) - Unlock this report ‘ Print | T
Current Export CSV
reportin :
epriod ig ‘ Import Entries
p ) — Enter Contribution| Enter Transfers
shown in 20156 $450.00 | $1,000.00 | Data Entry Started Enter nditure! Enter Distributions
g reen. (06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items) | (1) distribution item(s) B e
— Create Nlal Report For Review
Export CS'
. View Contribution® View Transfers
Submitted
2015-7 $50.00 5 #1073251 View Expenditure: Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Rl hr T Erre "
e tod Import Entries
brings up the Upload

Report page.
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On the Upload Report page, click and find the file you want to import.
Then click | Upload Report |,

Upload Report (State Campaign Finance Standard Format)
Name of file to import. \ Upload this file:
C\Reports\May 2015.rpt Browse...
Click Upload Report tow button to locate the file to upload
import the file into the and then click on the 'Upload Report' button.

system.

| Return to Report List ‘

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

{= Candidate Financial system - Upload Report - Windows Internet Explorer

@.\- y - |g htkps: f v, voterfocus, comfws W Scand/candidate_pb.phprop=u V| g | 4| %

%W e | & Candidate Financial system - Upload Repart [ | @? - B

File Upload - County :

File:cpt_erica 96 _125.rpt

I Size:5474
Contributions

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 ~ ~230 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 Realty Associate, Inc~. ~ ~ ~100 CH
Expenditure: 000001~2004-07-02~Tvpe Monkeys, Inc. ~ ~~~871.9 MO
Expenditure: 000002~2004-07-02~Tafiro ~ ~Vinny ~ ~59.2 MO
Expenditure: 000003~2004-07-06~Aspire Atfire ~ ~ ~ ~144 MO

Expenditures

A o g sty Bamg . ot hog

e wrnnd

When you’ve finished importing entries for the reporting period, preview, and submit

the report as described on page 17.
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Finished entering all data? Then submit
the report.

IMPORTANT

Make sure you have entered ALL contributions and expenditures
correctly before you click Submit Report.

Clicking Submit Report closes the report.

Once you have done this, the report cannot be changed, although it
can be amended. We'll look at amendments on page 29.

The steps you take depend on whether your county requires a hard copy of the report signed by
the candidate and treasurer, or requires submission of reports “signed” by the electronic PINs
of the candidate and treasurer.

Instructions for filing by electronic PIN: Go to page 24
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My county requires electronic reports

To finalize the report:
Click

[ Import Entries ]
[ Enter Cnntrihutiund[ Enter Transfers ]
[ Enter E}{penditured[ Enter Distrihutinns]
Preview ]
Create Final Fepart Far Review ]

| ExpotCsv |

to bring up instructions:

Create Final Report For Review

Candidate : Carolyn J. Casadonte (312) Office : County Commission, District 3

Are yo ur e ntri es fo r th is Report Period 06/01/2015-06,/30/2015 Due Date 7/10/2015

Contributions $425.00 Expenditures $500.00

re po rti n g pe riod fi n is h ed ? Transfers $0.00 Distributions $0.00

By submitting this campaign finance report that the same is considered to be certified as to
correctness within the meaning of Section 106.07(5) Florida Statutes, by the candidate and the

If you are ready to flle, Cllck candidates treasurer, in the case of a candidate, or the political committee's chair and treasurer,

in the case of a political committee or county executive committee, and that such persons are
subject to the previsions of Section 106.07(5) Florida Statutes.

PLEASE NOTE: This report is NOT
filed until it is electronically signed
the Candidate/Committee and
urer using their respective

electronic PIN.

‘ Create Final Report For Review H Cancel |

[ Create Final Report For Review ]

If not, click Cancel.

Report created for your final review.

Preview Report Created: 2015-07-6 10:26:09 (Eastern)

Clicking [ Create Final Report For Review ] brings ot e

up the Electronic Signature PINs page with a This report has not yet been submitted to the Supervisor of Elections.
reminder that the report has not yet been To submit the report, assign both PINs as described below.
Submitted . Reporting Period: 6 (6/1/2015 - 6/30/2015)

Electronic Signature PINs

To siguify vour approval of this report, euter your PIN in the appropriate field and click: Assign
PIN. Onoe both PINs have been assigned, the report will be submitted to he 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 cm enter theirs later during fheir cwn session.

. ]
...followed by an online view S ————————
If the report needs modification, click Undo Final Report. This will unleck: the report so you can

Of t h e re po rt . make the necessary changes and recreste a new fnal report for PIN assizument and submission

 —— RsrequedmE S 1060705@) Las

mmﬁ’ landidateer policl conmttes cha, cery

b Kuat T have exauamed this report and it s e,
lorrect and complete

Crequred mE S 10607054 1 e

leampatgn tressurr for s

leanddste conmmtee, cetsy thet have

lesamnined s report and i trus, comect, md

j—

[Chel: Assign PIN to sssign the BTN vou

letered sbov to tae report. When bof PINs

Treasurer Electrome

Signaturz PIN

lhave been entered m the above fields, clickmg Assign PIN
[Assign PIN submits the report to the
Superviser of Elections.

[Chick Later i you want to come back lter to
fessign a PIN. The report is now locked and Later
|cannot be i

|Click Undo Final Report to remeve all PINs
end unlock the report. This wall allow youto Undo Final Repon
ke modifications to the repert,

CAMPAIGN TREASURER'S REPORT SUMMARY

(1) Cazolyn J. Casadonte OFFICE USE ONLY

Name

{2) 1645 harrington CT
‘Address. (number and street)
Palzetto, FL 32317
Cv. State. Zio Coda

11088118

Sbaitted en:
€/4/2015 16:25:24 (eastern)
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On the PINs page, you have 2 options:

1) Enter both PINs in the space provided and click Assign PIN to submit the
report to¥eg Supervisor of Elections.

Enter Candidate’s PIN

Enter Treasurer’s PIN

Then, click

B Assign PIN

OR -

2) Enter just one of the PINs and click Later. This will return you to the report
list.
Enter Candidate’s -
or
Treasurer’s PIN
Then, click - \

Assign PIMN

Signature (PINs) . ,
The message Require will appear in the report’s Status column and the report

will be locked, which means no changes can be made.

I e R T e D

When the report is ready to be signed
with the other PIN, click Assign PIN(s) Requirec

to bring up the PIN page again. Assign PIN(s)
Undo Final Report

Enter the missing PIN and click Assign PIN to
If you want to remove the PINs and unlock the report \

submit the report to the Supervisor of Elections.
so you can make changes, click
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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.

CAMPAIGN TREASURER'S REPORT SUMMARY
(1) Carolyn J. Casadonte OFFICE USE ONLY
Name
(2) 1645 Harrington CT (2ampiag
Address (number and street) Zubm;ted Z’_“: .
Salastte, ¥T. 82317 /4/2015 16:25:24 (eastern)
City, State, Zip Code
[ Check here if address has changed (3) 1D Number: 312
(4) Check appropriate box(es):
[ Candidate  Office Sought County Commission, District 3
[ Political Committee (PC)
[ Electioneering Communications Org. (ECO) [J Check here if PC or ECO has disbanded
[ Party Executive Committee (PTY) [J Check here if PTY has disbanded
[ independent Expenditure (IE) (also covers an [ Check here if no other IE or EC reports will be filed
individual making electioneering communications)
CAMPAIGN TREASURER'S REPORT - ITEMIZED CONTRIBUTIONS
(5) Report identif|
CoverPeriod: From ¢ /1 /2015 To 6 (1) Name aralyn 1 c (2) 1D.Number 45,
6/1/2015 6/30/2015
[ Original [J Amendment ] Special Ele| (3) Cover Period i i through ! i (4) Page 1 of
(6)"§ Contributions This Report (Y]
(5) @ ®) ® 1o an a2
Mone} Date Full Name
Cash § Checks $ S , 150 . 00 Exper] [C] (Last, Suffix, First, Middle]
=Rl e Sequence Street Address & Contributor Contribution In-kind
Number City, State. Zip Code | Type | Gocupation Type Description | Amendmemt | Amount
Loans $ s , 0.00 Trans] Barber, Anna Lee 1 cH 10001
Office| 6/4/2015 45 wilsen miva
Cl ! Palmares, FL 32312
Total Mo $ v , 150 . 00 .
Total
In-Kind $_ . . 300 00 e /22008 Kirk, marsha 1 ca ss0.0
®) ! i Fal 32312
2
(9) TOTAL Mon&ary Contributions To Date (10) [ B c TR 5 REPORT - TURES
$ ¥ ,_250 . _00 [1)Home_Carolyn 3. Casadonte [2)10, Number
I ar1/201% 673072018
[3) Covar Pariod I I through ) I [4) Page 1 of 1
(1) Certificatid .
It is a first digree misdemeanor for any person to faj 0] ] ] ] (] (]
Date
| Gertify that | have exam¥ed this report and it s true, comect, and complete: : EPOPRL ... J e omen sougmn |
hﬂuﬂlm Strnet Address A eoneibuziontan | Cxpenditure
(Type name) (Type name) Munber City, State. Dp Code Candigate) Tyre Amount
O individual (only for IE [ Tr [0 Deputy Tr [ Candidate -
b=ttt s S e PRV o e.-’a;Aor- Davia Communications, otaiogs for (7] 33000
Tallahasses, FL 32432
X X 1
Signature \ Signature 6/4/201% |Davis Communicabicns, retaines for [ 500,01
DS-DE 12 (Rev. 11/13) / .
: CAMPAIGN TREASURER'S REPORT - ITEMIZED DISTRIBUTIONS
(1) Name Carolyn J. Casadonte (2) LD. Number 312
(3) Cover Period 6/1/2015 through  6/30/2015 (4) Page 1 of 1
. o 5) (7) (8) 9 (10) (]
Notice that the Original box | Date | Full Name Purpose
. lected in the R t (6) (Last, Suffix, First, Middle) | (add office sought if
IS selecte n e epor Sequence Street Address & contribution to a Related
. R p Number City, State, Zip Code candidate) Expenditures | Amendment | Amount
Identifier section.
€/4/2015 | Bric Wu Campaign Accouptpailouts 2015-2015-6-2) 5500.00
222 South Street
. . .. Tallshasses, T 32432
It indicates that this is the L
original report for this

reporti ng period . CAMPAIGN TREASURER'S REPORT - FUND TRANSFERS

(1) Name Carolyn J. Casadonte {2} L.D. Number iz
. 3) G Period 142018 th h_ &/30/20 4) P of
Should you later file an i ki T —
. 1
amendment to this report, @, L = ® o i
the Amendment box will be [::,.;, Eheypsprieg Tranafer Hature of
Seq
. Number City, State, Zip Coda Type Account Amaunt
selected instead.
G/6/2015 T 22;_3_ Add #1,500.00

SEE ALSO APPENDIX | - TO SEE WHAT THE ACTUAL FORMS LOOK LIKE
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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.

Recei
2015-6 £450.00 | $1,080

[06/01/2015 - 06/30/2015) 7/10/2015 | (2 items) | (2 ite

Jiew Contributiond  View Transfers
Jiew Expenditured View Distributions
Print Amend

Export CSV

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)

g . lection
- Test Election 2012 (10/1/2012) selected
Candidate finc = here.
selected Curren
here : \ This web site lists candidates for county multi-county offices are reported on
Candidates
Candidate Name In-Kind Total Expenditures &
Contributions Distributions
Office: Clerk of Courts
John Logan Details $12.00
(Active-guralified)
Karen I'age Details REP
[Active- Qualified)
Digger Phelps Details $10.00
{Active- Quealithac)
REP
Your candidate page will list all reports that the elections office has released to the website:
Candidate: Carolyn J. Casadonte
Office: County Commission, District 3
Back <€ Print 2 Export all 2
List All Contributions and Expenditures
sShow only financial reports (Hides bio) Dlsplay ||St Of
Available reports... Contact Information: .
3 7/10/2015 1645 Harrington CT all campaign
The newly 2 firr ok transactions.
received report jremes@vrsystems.com /
is listed here.
&~

The following financial reports are available:

Report Monetary  In Kind Contributions Expenditures and Print Report
View Transactions Contributions Distributions
5 $150.00 $300.00 $1,000.00 | Print
(6/1/2015 - 6/30/2015)
5 $125.00 $300.00 $500.00 | Print
5 - 6/30/2015) Amended
$50.00 $0.00 $0.00 [Print |

(7/1/2015 - 7/31/2015)

Candidate qualifying forms and miscellaneous documents
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DID YOU KNOW?
You can also add photograph and biographical information on your page,
Refer to page 40.

Website visitors can click the report name in the Report Views Transactions column to to bring up a list of
all transactions reported so far grouped by type:

Candidate: Carolyn J. Casadonte

Total In-Kind $300.00
Contributions

Campaign Treasurar's Report - ltemized Expendituras
Purposa Lup. Tw L

Tatal Expenditures

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:

Click

View Contributions

to display a PDF of the report in Acrobat Reader.

Click m . 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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AMENDMENTS - changing a report that'’s
already been filed?

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.

CAMPAIGN TREASURER'S REPORT SUMMARY

The (1) Cazolyn J. Casadonte OFFICE USE ONLY
Name
Amendment (2) 1645 Harrington CT [1088951)
H Submitted on:
Address (number and street]
bOX IS Pa].mef_f_(o FL 32317 ) 7/6/2015 10:50:55 (eastern)
automatically City, State, Zip Code

checked when
you create an
amended
report.

N

[] Check here if address has changed
Check appropriate box(es):
[@ Candidate

)

Office Sought: County Commission, District 3

(3) 1D Number:

[ Political Committee (PC)

[ Party Executive Committee (PTY)

[ Electionsering Communications Org. (ECO)

[] Check here if PC or ECO has disbanded
[[] Check here if PTY has disbanded
[ Check here if no other IE or EC reports will be filed

[ Independent Expenditure (IE) (also covers an
Vjimdual making electionesring communications)

Cover @rum
[ Original [E] Amendment

e ———
(6) Contributions This Report

(5) Report Identifiers
/2015 To 6 /30 /2015 ReportType:
[] Special Election Report
Y]

6

Expenditures This Report

Monetary
Cash & Checks $ . 50. 00 Expenditures  § 0 .00
e bloans B D 0O sfers | T N

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.

You can create an amendment to a report for any reporting period. The steps to do this
are the same for all reporting periods with one exception; for past reporting periods,
you must first unlock the report following the instructions beginning on page 31.

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

View Contributions

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

to bring up this page:

Amend Report

Click Create to create an amended report for the 06/01/2015 - 08/30/2015 report.
The amended report will appear in the report list below the original report.

/ Lomae, |

Then CliCk Create |.
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When the Report List reappears,
notice that there’s
NOW a New row
for the current

reporting period. submated
(05/01/2015 - 02;1351-/52015) £/3/2015 (1‘5 :.;?3 %

Enter Transfers

Eer Sonnbulon_EmecTmnser Enter the new

i data using these
buttons, just like

you did on the

original report.

To create an amended report, you can:
e Manually enter new contributions (page 11) and expenditures (page 13).
e Import new contributions or expenditures (page 21).

e Change or delete items listed on the original report (page 32).

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

Create Final Report For Review

When you are finished entering items, preview the report (page 17) and submit it to the
elections office (page 23). You'll see a new confirmation number for the amendment.

iAmended

If your county requires a hard copy of amended reports, print the report (page Error!
Bookmark not defined.), sign it, and deliver it to the elections office.

If you need to change a report after submitting the amendment, talk to the elections
office. Some counties require a second amended report. Other counties have different
procedures.
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To create an amendment to a report in a past reporting
period:

In the past reporting o TR
. . Election : County 2015 {2015-11-04)
period (the beige N
. \ Past Reporting Periods Current Reporting Periods Future Reporting Periods
row), click Unlock
Total Total
. Rpt Date Contrib == Status
this report.
) View Contributiond  View Transfers
Submitted - 5 - T B
2015-5 £50.00 \ #1088116 View Expenditured View Distributions
(05/01/2015 - 05/31/2015) 6/3/2015 | (1 item) N | Unlock this report | Print | Amend
Export CSV
_ View Contributiond  View Transfers
Received - 5 - T B
2015-6 $450.00 | $1,000.00 | #1088118 View Expenditured View Distributions
(06/01/2015 - 06/20/2015) 7/10/2015 | (2 items) | (2 itemns) T | Amend
Export CSV
. View Contributiond  View Transfers
Received - 5 - T B
2015-7 £50.00 _ #1073251 View Expenditured View Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Unlock this report | Print | Amend
Export CSV
When the confirmation
message appears, click OK. Are you sure you wish to access a PAST reporting period?
oK Cancel
The Amend button ~ Candidate Reports
Election : County 2015 (2015-11-04)
for the past
: - d \past Reporting Periods [Current Reporting Periods Future Reporting Periods
reporting perio
P &P . Rpt Date \ﬁg TED:I:I Satus
becomes available. —
= | View Contributions| View Transfers |
2015-5 $50.00 . =|;o?3|115 | View Expenditures| View Distributions |
(05/01/2015 - 05/31/2015) 6/3/2015 | (1 item) | Unlock this report | gty | Amend |
Export CSV
| View Contributions| View Transfers |
Received = " " — =
- £450.00 | $1,000.00 | 1088118 | View Expenditures| View Distributions |
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items) Print Amend
AL L LR
Export CSV

Create an amended report following the instructions beginning on page 29.

Oops! I didn’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 do I change or delete an item on the
original report?

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

iew Contribution{ View Transfers

View Distributions

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

To change a contribution or expenditure:

In the current reporting period (the green row), click % Amend |
to bring up this page:
Amend Report
Click Create to create an amended report for the 06/01/2015 - 06/30/2015 report.
The amended report will appear in the report list below the original report.
/
Then click | create .

When the Report List reappears,
notice that there’s
NOw a new row
for the current

reporting period. submited
({05/01/2015 - 02;1351-/52015) £/3/2015 (1‘5 m %

Enter Contribution| Enter Transfers

Enkor Expenditure] Enter Distrinutiond] Enter the new

Prepare Totals

Amended data using these

buttons, just like
you did on the
original report.
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On the next page, click Amend Item from Orig Report.

Campaign Treasurer's Report - Itemized Cnntri\utinns

Elaction : County 2015 (2015-11-04)
Report Date : 2015-6
(2015-06-01 - 201 =
Add Contribution Returm to Report Lisf Amend Ttermn from Orig Report

Seq

2 Date | Contributor Contributar B Contribution | In-Kind

e e Description Amend | Amount

Total £0.00

Add Contribution Return to Report List

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

The following list is the list
of the items on the original report

that you are amending.
To change an item,

. ; . Select the item to amend and you
hlgh“ght It. will be given a screen to enter
the new values for the item.

\1 Barber, Anna (2015-06-04) $100.00

2 Kirk, Marsha (2015-06-02) $50.00
3 Smith, Reid (2015-06-02) $300.00
4 Barber, Anna (2015-06-04) $50.00
5 Kirk. Marsha (2015-06-04) $75.00
6 Roger. Reid (2015-06-04) $300.00

Then click Amend Item.

[ Anenditen |

Highlight the item you want to change and click |_Amendliem | o 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
[ Submit ]

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

Amend Report - Enter changes to this item
Outa B w2 w2015 v Owts of Ram [mevdd/yryr)
Contributor Nawa :: ):ll:(-smium — aker 14t b ¢ company nama I & busndis
To change an item, just make Adees 1 [§898 Filcrest Drme
your changes in the appropriate a2
erldS Cy |Palmetto st FL De|32312
: S0.00
Indrrdusl hd hact th Lo

Tha cocupstion of the contributas (s only requined If the snvount ks ovar $100

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

Contribution type | Cosh ~ Par F.5. 106.00 sfactive 08/01/08 - A person may not maks or sccept s cash contribution bn excess of $30,

In-king Dusrriphion Type the dascviptian of any In-kind comtréution.

When finished, click Submit.

» .
> | Submat | Concel |

st Contributary

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

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

e The second entry adds the item with the changed values. (Its Amend column

says Add.)
‘Campaign Treasurer's Report - Itemized Contributions
Election : County 2015 (2015-11-04)
Raport Date : 2015-6
(2015-06-01 - 2015-06-30) HH
Add Contribution Return to Report List Amend Itern from Orig Report Deletes_ the Orlglnal
S Contributo Contributi In-Kind Item
=9 | Date Contributor neriutar Orccupation ntmbution | tn-RIng Amend | Amount,
Num Type Type Description /
Marsha Kirk
Edit Delets 1| 6/2/2015 | 8859 Hillcrest Drive | Individual Cash Delata £50.00
Palmetta, FL 32312
Marsha Kirk
Edit Delets 2 | 6f2/2015 | 2893 Hillcrast Drive | Individuzl Check Add 100.00
Palmetto, FL 32312
Total £50.00
b Adds the changed
Add Contribution Return to Report List item in its p|ace_

In the example here, we changed the contribution amount from $50.00 in cash to $100.00
by check.

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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WAIVER REPORTS - what if I don’t have
any contributions or expenditures for the

period?

You must submit a Waiver
of Report.

A waiver is a one-page
report that you fill out and
submit to the elections
office.

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 (page 32).

WAIVER OF REPORT

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

(PLEASE TYPE)

Carolyn J. Casadonte

OFFICE USE ONLY

[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 Commizsion Diatrict 4

Address (Number and Street)

Office Sought (Include District, Circuit or
Group Number)

City State Zip Code
m Candidate Committee of Continuous [ ] Check bax if address has changed since last
Existence — report
D Political Committee E] Party Executive Committea [ ] Check here if PC or CCE has DISBANDED
= and will no longer file reports.
TYPE OF REPORT
(Check Appropriate Box)
QUARTERLY REPORTS PRIMARY ELECTION GENERAL ELECTION
0O Jsanuary O 32nd day prior O 46th day prior
O April O 18th day prior O 32nd day prior
[] TERMINATION REPORT
O Juy O ath day prior O 18th day prior
0 SPECIAL ELECTION
O october O ath day prior

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

7/1/2009

through

9/30/2009 ( Q3 )

Signature

SIGNATURES REQUIRED FOR: Candidates

Date

Candidate, Campaign T

Political Committees

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

Chairman, Campaign Treasurer or Deputy Treasurer (5. 1056.07(5). F.S.)

Com of C

Treasurer (s. 108.04(4)(c), F.S)
Party Executive Committees
Treasurar af Chairman (8 106 28(2), F S)

In any reparting panad when thare has heen oo activity in the account (no funds expencded or received) the fliog of
the raquired report is waved. However, the filing officer must be notified in witing on the prescribed reporting date
that no report is being filed.

To submit a waiver if your county requires electronic reports:

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

Import Entries ]

[Enter Cnntrihutiunsﬂ Enter Transfers ]
[ Enter Expenditure&“ Enter Distrihutinns]
) [ Prepare Totals ]

. Creagte Waiver Report ]l

Click

On the next page, click | Create Final Report For 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.
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Why are some reports locked?

Have you noticed that reports for past and future reporting periods have an
[ Unlock this report ] button?\

\\ Candidate Reports
\ \ Election : County 2015 (2015-11-04)
Re!

Past \mngNs Current Reporting Periods Future Reporting Periods
e X

Rpt Date 8 r:h Status
\b ot View Cc | View Transfers |
mi
2015-5 $50.0 ~ #1088116 View Expenditu View Distributions
(05/01/2015 - 05/31/2015) 6/3/2015 | (1 item) Unlock this report e ]
Export CSV

Received
2015-6 $450.00 | $1,0000g0 [ #1088118
(06/01/2015 - 06/20/2015) 7/10/2015 | (3 items) | (2 ite:

View Contributiony View Transfers

k[ 4 View Contributiony View Transfers
ive:

2015-7 £50.00 _ #1073251 View Expenditul View Distributions|
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Unlock this report e e

Export CSV

These buttons prevent you from accidentally entering data for the current reporting
period into a past or future period.

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.

View Confributions  View Transfe /
Submitted - - - - -
2015-5 fso0n| FiveBTiE, View Expenditures Vi utions:
(05/01/2015 - 05/31/2015) £/3/2015 | (1 item) Tl ie Bt | Amend

Export CSV

And for future reporting periods, you'll see the usual buttons for entering data.

View Contributions msfers
Received

20157 550,00 ) 21073251 View Expenditures View Distnbufions
(07/01/2015 - 07/21/2015) 8/10/2015 (1 item) Unlock this rep Pl’inl | Amend

Export CSV
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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:

Submit. |
[ 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:
e Date the item was recorded
e Whether it’s a contribution (C) or an expenditure (E)
e Contributor or vendor name and address
e Contribution type
e Contributor’s occupation
e Item type
e Description
e Amount

e Whether the item was recorded in the original report (blank) or an amendment
(A)
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TERMINATION REPORTS:

What reporting is required at campaign
end?

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 2015-Final, like the example here.

R M, T T R R A L SR P N I, WA

HHMW&WW
| Create Waiver3

L
| Import EntriE@:
Mo Data Entered | Enter Contributil

2015-Final e i o3
@5 - 10/31/2015) 11/10/2015 > - - | Unlock this report | | Enter EXPE”E’”%
R | Prepare Total2

| Create Waiver

Tt e e ey e e e e e e R e e e e o e e Y el Y A

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 : Carolyn J. Casadonte (312) Office : County
Commission, District 3
. To report on the disposition of
Report In Focus: 2015 - Final
Start Date: 2015-10-01 End Date: 2015-10-31 surplus funds, select one of the
Disposition of Funds options in
the Expenditure type field. For a
description of each type, see page
15.

Date 10. vl 31 v[2015 ~ Date of item [mm/dd/yyyy)

Last (Casadonte
Vendor Name b ~ Enter |ast name or company name if a busi
First Antonio Middle

Adéress 1| 340 Gulf View Drive

city | |Miami stlFL | zip[32322
mount £ | (500 . .
e Campaigns sometimes confuse
il Disposition of Funds
Purpose z:x‘:g:tl Type the gffpose of the expenditure. and
) 4 Enter Distributions.
o Disposition of Funds X

Monetary

Petty Cash Withdrawn
Petty Cash Spent
Transfer to Office Account
Refund

Disposition of Funds

e Remember that Disposition of Funds
is a type of expenditure, whereas a

distribution is a type of transaction

Ditpostion of Fuinds to Futiire GCampaign referring back to a previously recorded
Disposition of Funds to Political Party
Disposition of Funds to Petition Verification expense.

Reimbursements
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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.

e P W PR T Y WP

e,

I i e e, —r

| die VWdlver |
Import Entries
o | Enter Contributions| Enter Transfers |
Mot Fi
3015-Final i £0.00 | Wata IE,..tr.,, Started | Enter Expenditures| Enter Distributions |
(10/01/2015 - 10/21/2015) 11/10/2015 (1 item) nlock this report | | Prepare Totals |

| Create Final Report For Review |
Export CSV

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 ase POl T 1 a8 2R U s e

¥

L |{7) EXPENDITURES THIS REPORT

2 | Monetary
¢ | Expenditures $ 0.00

:? Transfers to Office

; Account $ 0.00
M| Total
% | Monetary [ 0.00

o t.?_} “%Q‘Di‘?‘tmtimﬁ kil -kiein, koo

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

T N B A Y P T P P

S

A
“ | (10) TOTAL Monetary Expenditures To Date *
¢ 5 1,809.78 ;

€RTIFICATION j
P e s i ol e . . s i

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

CAMPAIGN TREASURER'S REPORT — ITEMIZED EXPENDITURES
(1) Mame _Carolyn J. Casadente {2) 1.D. Number 312
10/1/2015 10/31/2015
{3) Cover Period i / gl I ! (4) Page 1 of 1
(5) U] (] @) o) 1)
Date Full Name Purpose
16 (Last, Suffix, First, Middle) (add office sought if .
Sequance Street Address & contributiontoa | Expenditure
Number City, State, Zip Code candidate) Type Amendment Amount
—
10/31/2015 | Casadonte, Antonio return of DI $500. 04
j / 340 Gulf View Drive unused
Miami, FL 32322 l:ampaign
. contributions
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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.

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

1645 Harrington CT

Photo of Suite C Biographical
H Palmetto, FL - 32314 H H
candidate e oAl com information
850-556-6814
850-422-0585

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

She understands the concerns of individual residents in our community and will
ensure those concerns are properly prioritized by the County.

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 worlced tirelessly--and effectively--to prevent destruction of
in-town neighborhoods' canopy oaks.

Nota: The candidate's photograph and statement are supplied by the candidate and are not endorsed by
the County Supervisor af Elections.

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 [<)[FS
p ) P
@.g )~ |&] hetpsiftvemmvoterfocus ¥ | B || #2] X | [cone |

W |@<Candudate Repnrts-candlda‘..|7| - B ® - e - ._U"TDD,

Candidate : Adam Greensburg
Office : Clerk of Court

6979 Standing Pines Lane
Tallahassee, FL - 32312

agreensburg(@hotmail com
No PhOto 850-556-6814
Available

No biographical information available at this time.

\ww*‘-ﬁ»"'\oﬂt e

B AR b s Bl s - ol P h

The item in the photo area need not be a photograph. Committees might prefer to show their logo instead.
But the file placed in this area must be a JPEG file. That is, the file’s
3-character file extension must be .JPG.

The 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 visitors 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.
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To enter a photo:

On the main page, click the yellow button.

}""

- D N U L
T&,-M’Candidate Reports -Zanou! eLog‘Inb’ v r i

0
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.__..l_HOTE: The candidate/committee inform

&

. ',r—" e e g™

public site.

Office : County Commission District 4
ion (biography, photo, and released reports), has been viewed a total of 1 times from the

Edit Candidate/Committee Bio Information/Upload Photo | Ch:
e ——_

[ Export All Transactions CSW
Ty -

R TR e Rt Y CPeT r S —y D

to bring up the Candidate/ Committee Bio page:

[ (& Candidate/Committes Bio I

Candidate Photo
X

Upload this file:
| H Browse.. |

Photo image must be a jpeg file (* jpg).
Use the Browse button to locate the file to upload
and then click on the 'Upload Photo' button.
To ensure your pictures load in a timely fashion for internet
users that have slower connections,
we recommend that you use an image file that does not exceed
100kb. Image pictures are limited to a maximum of 500kb.

Candidate/Committee Biographical

Information

[ Cancel [ Return to Menu

Characters| | (Max5,000)

Click Browse and navigate to the JPEG file you want to use. Then click Upload Photo.

The file path will be
displayed here.

Candidate Photo
[

Candidg
*

Upload Photo

Phato image must be a jpeg file

Upload this file:
|C.\Phutus\CarcIyn JPG ‘ Browse..

Use the Browse button to locate the fil Ie'to upieg

v a3Rcihgn dickon e Uoipad Bhoto byfion, .,

FYVOWrs W

Click Browse and find
the photo file.

Then click Upload Photo.
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When the file has copied to the system, you’ll see this message along with the photo file:

File Upload - County 3

File:cand_96.jpg
Size:373508

File uploaded successfully

AT A A S N

e e e A A N--"

0 Return to Main Menu

;i\v--M—M« & \’I

Click Return to Main Menu to return to the main page of the system.

To enter candidate or committee text:

On the main page, click the yellow button.

P P TR L PP
- T‘&,-—%Canmdate Heports - Canmaoghe Log1ns

- ,.|_.‘,,- T T B At P TS DU

L

! Candidate/Committee : Carolyn J. Casadonte (96)

Office : County Commission District 4
NOTE The candidate/committee informa\on (biography, photo, and released reports), has been viewed a total of 1 times from the

public site.
i

EdltCandldatefCommlﬁ.ee Bio Information/Upload Phomm

% [ Export All Transactions CSV
R W ety T, ST S Ty LTy w#- AT e,

L SRYPGLIVPRN

to bring up the Candidate/ Committee Bio page:

[ {& Candidate/Committee Bio I

Candidate Photo Candidate/Committee Biographical
Information

B

Upload this file:

| H Browse... |

Upload Photo

Photo image must be a jpeg file (* jpg).
Use the Browse button to locate the file to upload
and then click on the 'Upload Photo’ button.
To ensure your pictures load in a timely fashion for infemet
users that have slower connections,
we recommend that you use an image file that does not exceed
100kb. Image pictures are limited to a maximum of 500kb.

Characters| | (Max5,000)

[ Cancel / Return to Menu ]

In the Candidate/Committee Biographical Information pane, type the information you
want to display to voters. You can enter up to 5,000 characters. The system will show

Page 42 VR Systems Confidential/Proprietary Trade Secret



you—in the Characters box —how many characters you have typed so far. When you
are finished, click Update.

e e T e e e

Type the biographical Candidate/Committee Biographical
data here. ; Information

T e

The system will show
you how many
characters you've
already typed, so you'll
know when you're
reaching the limit.

Carolyn Casadonte's work -
with neighborhood

associations for the past 20
yvears unigquely gqualifies her
for the service as a County
Commissioner.

She understands the concerns
of individual residents in
our community and will
ensure those concerns are
properly prioritized by the
County.

T P O

Or particular interest to
Carolyn is preservation of
our outstanding--and
irreplaceable--natural
environment. While serving
as president of the Woodgate
Heighborhood Association a
chair of the Council of
Neighborhood Associatio
she worked tirelessly-
effectively——to preve

Characters |jMax 5,000)
P

ﬂ“\alv-““‘“-kﬂ—nﬂ‘*WIP""*—Adnm‘hj'-

Be sure you conform
to the Supervisor’s

S S i

policy on appropriate
content here.

When finished, F
click Update. 4

s T T T T VRGL VRIS W W

If you ever want to change the photo or bio, just return to the Candidate/ Committee
Bio page and upload a different photo or edit the bio text.
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What if I forgot my password?

If you've forgotten your password, you can simply reset it by clicking the Forgot Password link
on the Log In page.

Mumeric Candidate ID (no leading zeros) I:l W | | Login |

Forgot Password?

On the Candidate Forgot Password page, enter your Candidate ID number and click the Reset
Password button.

Candidate Forgot|Passwor

\ 4

Mumeric Candidate ID (no leading zeros) || | | Reset Password |

An email similar to the one below will be sent to the email address associated with your
account.

Candidate Reports Reset Password Inbox =

CliCk the link provided websupport@vrsystems.com 12:31 PM (0 minutes ago) -
tome [
in the email. \ Garoyn 1 Gasadorte

Please reset your password using the following link:

https:ffwww com/wsiw ddev/candidate_resetpw php?county=cfetraining&r=5571cef5450027 75501507

This link will expire in 1 hour.

If for some reason there is not an email address associated with your
Candidate ID, you'll need to contact the Supervisor of
Elections office.

On the Candidate Reset Password page:

Candidate Reset Password

Enter a new password in

the New Password — Moy Password
field.

You'll need to enter the = Re-enter Password

same password in the g =
Re-enter Password | Reset Password |
field to confirm the new
password.

The password can be up to 12 characters —letters and/or numbers —and is case-
sensitive.

Then click the Reset Password button and proceed back to the Log In page.
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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.

If your county required electronic filing of reports, your campaign has been issued PINs for the candidate
and treasurer. You can also change these PINSs, if you wish.

To change your password:

On the Report List, click Change Password/PINs.

Candidate/Committee : Frank Castle (238)

Office : County Judge
i Log Out Edit Candidate/Committee Bio Information/Upload Photo ' Change Password/PINs '

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.
The password can be up to 12 characters—letters and/or numbers—and is case-sensitive. 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 here.

Change Password/PINs

alter the password/pins

Enter Old Finance System Access Password (REQUIRE

Type your new

/ password here.
(The one you used to log in to this session) /
Enter New Finance System Access Password |sseees //
47/

Type your new
/ candidate PIN
here...

...and your new
Enter New Treasurer electranic PIN |=ess ’7 treasurer PIN

4/ here.

ReEnter New Finance System Access Password |ssssss

Enter New Candidate/Committee electronic PIN |a=ss

ReEnter New Candidate/Committee elactranic PIN |ssss

ReEnter New Treasurer elactranic PIN |ssss

To finish changing

the password and _ :
PINs, click here. $ | Change Password/PINs | | Cancel
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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 rX |

The pazzword you entered does not match the password
! stared inWindows for this user name.

Do pou want to change the password stored in Windows to
Your new entry?

Simply click Yes to proceed into the Campaign Financial Reporting system.

Should you forget your new password, follow the instructions on page 44. If you forget
your PINs, contact the elections office. They will be able to retrieve them for you.

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 .

Click here to
|Og out of the /= <Candidate Reports - Candidate Log In=> - Windows Internet Explorer
SyStem' @::/ - |@, https: f hans, voterfacus, camfws Wicand)candidate_pb.php?eounty=erica V| Qj 2| % | | £~
ke [@ﬂ:andidate Reports - Candidate Log In> l_l @ * B Eéé h IjPage - Q} Tools ~ »

[

Candidate/Committee : Carolyn J. Casadonte (96)

Office : County Commission District 4
NOTE: The can te/committee 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 |

Page 46 VR Systems Confidential/Proprietary Trade Secret



Campaign Contribution Limits

O

$250 per Election per entity $1,000 per Election per entity

Clerk of Courts

e Superintendent of Schools

e Sheriff
e School Board
e Property Appraiser

e Tax Collector y CountyJudge

e Supervisor of Elections e Special Districts
e County Commissioners e Community Development
Districts

e City Commissioners

Campaign Finance




Contribution Types and Limits

O

Types of Contributions: Special Limitations:
¢ In-Kind — Anything of value e In-Kind — Amount applies
made for the purpose on towards the contribution limit
influencing an election e Monetary — No joint
° Monetary — includes checks, contributions ex: a couple cannot
money orders, traveler’s checks, both contribute on one check
credit cards, and debit cards e Cash - $50 contribution limit
e Cash —includes cash and per entity per election
cashier’s checks e Candidate to Themselves
e Candidate to themselves — No contribution limit
[ ] —
e Anonymous Anonymous — May not spend

Campaign Finance



e All contributions must be
deposited within 5 business
days of RECEIPT.

¢ Collecting contributions in a
government building is
prohibited.

e May not collect contributions
from foreign nationals who do
not have a green card.

Campaign Finance

Contribution Regulations

e May not solicit contributions
from religious, charitable, or
civic organizations.

e May not accept contributions
within 5 days of an election
containing their contest.

e May not collect contributions
upon becoming unopposed,
withdrawing, being elected, or
defeated.




Reporting Contributions

O

Reporting requirements are the same regardless of the amount!

« Full Name

» Address Exception: The principle type of
S _ S business or the occupations are
* Specilic occupation or principle not required if the contribution is

$100 or less, or from a relative
provided the relationship is
- Amount reported.

Business Type

« Date the contribution was received

Campaign Finance



Entering Financial Data - Contributions

Click Enter
Contributions

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

$450.00
(3 items)

9,

$500.00
(1 item)

NotFiled
Data Entry Started

(1Enter Contributions JCEnter
|_ Prepare Totals |

| ExpoCSV |




Entering Financial Data - Contributions

Campaign Treasurer's Report - Itemized Contributions

Election : 2017 Test Election (2017-11-07)
Report Date : 2015-M9
__{2015-09-01 - 2015-09-30)
(#dd Contributioh\Return to Report List

If no ContribUtionS have been S::_I Date | Contributor _(I?:Fr:;ributnr Occupation _(l;:;;ributinn g\e-:ci:;;tinn Amend | Amount
entered this screen will appear Temlinkind | $0.00
Total Monetary £0.00

Total £0.00

(A&d ContributioR)Return to Report List

Campaign Treasurer's Report - Itemized Contributions

Election : 2017 Test Election (2017-11-07)
Report Dat= : 2015-M9
__--£2015-09-01 - 2015-09-30)
¢*”"Add Contribution Rgturn to Report List

S

Sed | ot Contributor EEENNAT | Gy || SR | DA | e
Mum Type Type Description I f d t h b t d
Edit Karen A Williams Candidate Government: a a a‘S een en ere an
Delata 1] 9/11/2015 | 215 S Calhoun St Ste 110 to Elections ' | Check £250.00
Tallahassee, FL 32301 Themselves

itemized listing will appear

Total In Kind 50.00

Total Monetary 250,00

Total £250.00

«_Add Contribution Rebum to Report List

From either screen select the ‘Add Contribution’ link




Date
Contributor Name

Address 1

Be sure to change the sderese 2

contributor type from
the default, individual, Amount &
If necessary. ontbuer e

Contributor Occupation

Centribution type

In-kind Description

Entering Financial Data - Contributions

9 vyM 25 v

Last Williams
First Karen Middle |A

315 S Calhoun St Ste 110

Tallahassee sT|FL zip 32301

250.00

Individual v

Business
Committee

Polical Party

Other

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

Date of item (mm/dd/yyyy)

Enter last name or company name
if a business

Selact the type that bast
describes this contributor

The occupation of the contributor
iz only required if the amount is
over $100

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

Type the description of any In-
kind contribution.




Entering Financial Data - Contributions

Date

Contributor Name

Contributor occupations
are to be specific; for e
example, businessman is —
not permissible. o

Contributer Type

Be sure to change the
contribution type from
the default, cash, if
necessary.

Contribution type

In-kind Description

9 TN v v

Last Williams

First |Karen Middle |A

315 S Calhoun St Ste 110

Tallahassee sT FL zip | 32301

250.00

Candidate to Themselves

Government: Election

Cash v

Cash

Check

In-Kind

Interest

Loan

Membership Dues

Refund

Money Order

Carry Over Funds

Multiple Uniform Contribution

ST

Cancel

Date of item (mm/dd/yyyy)

Enter last name or company name
if a business

Select the type that best
describes this contributor

The occupation of the contributor
is only required if the amount is
over $100

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

Type the description of any In-
kind contribution.




Entering Financial Data - Contributions

Once all the data has
been entered in
correctly, click submit

Note: If at anytime you
would like to exit this
screen click cancel

Date

Contributor Name

Address 1

Address 2

City

Amount %

Contributor Type

Contributor Occupation

Contribution type

In-kind Description

9 vy 11 vy 2015 ¥

Last Williams

First Karen Middle |A
315 S Calhoun St Ste 110
Tallahassee sT|FL
250.00

Candidate to Themselves

Government: Elections

Check v

Zip |32301

P

Date of item (mm/dd/yyyy)

Enter last name or company name
if a business

Select the type that best
describes this contributor

The occupation of the contributor
iz only required if the amount is
over $100

Per F.5. 106.09 effactive
01/01/08 - A person may not
make or accept a cash
contribution in excess of $50.

Type the description of any In-
kind contribution.




Entering Financial Data - Contributions

After submission, the
screen will clear out the
data and be ready for the
next entry.

Submission can be
confirmed via the ‘Last
Added’ verbiage

If you are finished
entering contributions
click cancel

O

Date | (9 v 11 v 20156 ¥

Last
Contributor Name
First

Address 1
Address 2

City
Amount $

Contributor Type | Individual

Centributor Occupation

Cash
Contribution type

In-kind Description

Middle

ST Zip

A

Submit | Cancel

List Contributors

Date of item [mm/dd/yyyy)

Enter last name or company name
if a business

Select the type that best
describes this contributor

The occupaticn of the contributor
iz only required if the amount is
over $100

Per F.5. 106.09 effective
01/01/08 - A person may not
mak t

c
contribution in excess of $50.

Type the description of any In-
kind contribution.




Entering Financial Data - Contributions

O

Campaign Treasurer's Report - Itemized Contributions
Election : 2017 Test Election (2017-11-07)
Report Date : 2015-M9
(2015-09-01 - 2015-09-30) ___
Add Contributi mS'Re_t_urn to Report 1__isE":»
Seq Date Contributor STET L Occupation SariT g In-K”?d : Amend | Amount
Mum Type Type Description
Edit Karen A Williams Candidate Government:
ﬁ t 1| 9/11/2015 | 215 5 Calhoun S5t Ste 110 to Electi ' | Check £250.00
£ete Tallahassee, FL 32301 Themselves Sctions
Tetal In Kind <0.00
Total Monetary £250.00
Total £250.00
Add Contributiof/ Return to Report List

s+ Once cancel has been selected, you will be redirected to an itemized list of
contributions.

% To return to the report list, or the homepage, click the Return to Report List
link




Campaign Expenditures

I S

e All expenditures are to be paid
by a check, or debit card, drawn
on the campaign account. The
use of credit cards is
prohibited.

e Only the campaign treasurer or
deputy treasurer may sign
campaign checks.

e A candidate or other individual
may be reimbursed for
expenses incurred in
connection with the campaign
by a check drawn on the
campaign account.

e In-Kind contributions may not
be reimbursed.

Campaign Finance




Reporting Expenditures

« Full name
- Address

« Amount

- Date

« Clear purpose of expenditure

Campaign Finance



Entering Financial Data — Expenditures

Click Enter
Expenditures

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

$450.00
(3 items)

9,

$500.00
(1 item)

NotFiled
Data Entry Started

Import Entries ]

1
| Enter {

i ﬁ“ 3 a0
NEnter Expenditures

Prepale Totals

[

ExportCSV |




Entering Financial Data — Expenditures

O

Campaign Treasurer's Report - Itemized Expenditures
Election : 2017 Test Election (2017-11-07) H
Report Date : 2015-M9 If no expenditures have
.. {2015-09-01 - 2015-09-30) .
("J_ﬂu:ld Expenditurg_\azeturn to Report List been entered thls screen
=3 Date | Vendor | Purpose e Amend | Amount wi “ appear
Mum Type
Total £0.00
(::ﬁfﬂ_d__é-:(;;r;-d_i:‘:TJ_r-é-Beturn to Report List
Campaign Treasurer's Report - Itemized Expenditures
Election : 2017 Test Election (2017-11-07)
If d t h b t d Report Date : 2015-M9
(2015-09-01 - 2015-09-30)
ata nas been entere (’N:Td ExDendituF@‘Beturn to Report List
an itemized listing will o [one v e [ P
appear Edit Office Depot Office Supplies: il
D—'l " 1| 9/11/2015 | 1416 Apalachee Phkuy d'C:. hj'.pi,l“' PAPEr. pens PENCES: | Monetary £100.00
Sae Tallahassee, FL 32301 | °"° METHIGNEEE
Total $100.00
C:ﬂ\:d_d Exgenditl}rz;\ﬁeturn to Report List

From either screen select the ‘Add Expenditure’ link




Be sure to change
the expenditure
type from the
default, monetary,
If necessary

Date

Vendor Name

Address 1

Address 2

City

Amount %

Purpose

Expenditure
type

Entering Financial Data — Expenditures

9 T vy2015 v

Last |Office Depot
First Middle

1416 Apalachee Pkwy

Tallahassee sT FL zip (32301

100.00
office Supplies:

paper, pens, pencils,
and highlighters

Monetary v

Petty Cash Withdrawn
Petty Cash Spent
Transfer to Office Account |
Refund J
Disposition of Funds

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

Date of item (mm/dd/yvyyy)

Enter last name or company name if a
business

Type the purpose of the expenditure.

Flease refer to the Campaign Treasurer
Handbaok

for the state of Florida to ensure you are
using

the correct transaction type.




Entering Financial Data — Expenditures

Once all the data has
been entered in
correctly, click submit

Note: If at anytime you
would like to exit this
screen click cancel

O

Date |9 v/ 11 v 2015 *

Last |Office Depot

Vendor Name
First Middle

Address 1| 1416 Apalachee Pkwy
Address 2
city |Tallahassee sT|FL zip (32301
Amount £ [100.00
office Supplies:
paper, pens, pencils,

and highlighters

Purpose

| Monetary M
Expenditure
type

Date of item (mm/dd/yyyy)

Enter last name or company name if a
business

Type the purpose of the expenditure.

Flease refer to the Campaign Treasurer
Handbook

for the state of Florida to ensure you are
using

the correct transaction type.




Entering Financial Data — Expenditures

('Last Added : Office Depot $100.00),

N

After Sme|SS|On the Date (9 v 11 v 2015 : """""""""""""""""""""""" Date of item (mm/dd/yyyy)
screen Wi” Clear OUt the Vendor Name == Entil}r last name or company name if a
data and be ready for the et e
next entry. Address 1
Address 2
City 5T Zip
Submission can be ot
confirmed via the ‘Last
Added’ verbiage
Purpose Type the purpese of the expenditura.
A
If you are finished Monetary . s e o the Samsaan Tsssue
ente rl ng eXpend itU res Expend:::;: ;?:flh::tate of Flerida to ensure you are
CI iCk can Cel thEnEDI'I'E'Et tranzaction type.

Submit | Cancel




Entering Financial Data — Expenditures

O

Campaign Treasurer's Report - Itemized Expenditures

Electicn : 2017 Test Election (2017-11-07)
Report Date : 2015-M9
(2015-09-01 - 2015-09-30)

Add Expenditure Return to Report List

Expenditure
Type

Seg

Amend | Amount
Num

Date Vendor Purpose

iif s B Office Supplies: paper, pens, pencils
f11) i v v - )
5/11/2015 | 1416 Apalachee Pkwy and highlighters Monetary £100.00

Tallahasses, FL 32301

oy

Taotal £100.00

Add Expenditure Return to Report List

s+ Once cancel has been selected, you will be redirected to an itemized list of
contributions.

s To return to the report list, or the homepage, click the Return to Report List
link




Editing or Deleting Financial Data

Campaign Treasurer's Report - Itemized Expenditures

Election : 2017 Test Election (2017-11-07)
Report Date : 2015-M9
{2015-09-01 - 2015-09-30)

Add Expenditure Return to Report List

= Date Vendor Purpose Eazriie Amend | Amount
Num Type
Tz b Office Supplies: paper, pens, pencils,
1|8/11/2015 | 1416 Apalaches Phuy | -1 h“p';ters' PRPEr: PENS: PENCS: | ponetary $100.00
Tallahassee, FL 22301 2
Total £100.00
Add Expenditure Return to Report List
Campaign Treasurer's Report - Itemized Contributions
Election : 2017 Test Election (2017-11-07)
Report Date : 2015-M9
(2015-09-01 - 2015-00-30)
Add Contribution Return to Report List
Seq oo Contributor Contributor Occupation Contribution | In-Kind |\ g | A ount
Hum Type Type Description
Edit Karen & Williams Candidate Government:
Delete 1 | 8/11/2015 | 215 S Calhoun St Ste 110 to Slectione | Chedk £250.00
Tallahassee, FL 32301 Themselves
' Total In Kind 50.00
Total Monetary | $250.00
Total $250.00

Add Contribution Return to Report List

From the itemized
listing of either
contributions or
expenditures you may
edit or delete an entry




Wavier Reports

I S

e The campaign must e A wavier report must
submit a report for be filed if there is no
every cover period, financial activity.

even if there has been
no financial activity.

Reporting Requirements



Waiver Reports

O

When there have been no contributions received or

expenditures made in a reporting period

1. Click Create Waiver '

Enter Contributiong

Re O rt ot Filed Enter Transfers
1
I ' 2015-M3 Mot Enter Expenditures
{05/01/2015 - 05/30/2015) - o | = £

10/13/2015 Enter Distributions
Prepars-Totals-..[___

™

| Create Waiver Report [

2. Click Create Final
Report For Review .

Follow these ste

PLEASE NOTE: This report is NOT
o filed until it is electronically signed
3. ASSlg N P I NS by the Candidate/Committee and
Treasurer using their respective
electronic PIN.




Termination Reports

O

Are due 90 days after becoming unopposed, withdrawing, being elected or defeated.

e \When complete, the
should reflect the total contribution figure
should equal the total
expenditure figure.

e The termination report

dissolution of campaign
funds.

Reporting Requirements



Termination Reports

O

Campaign May Prior to disposing of funds:

purchase “thank you” advertising

pay for items previously obligated

pay campaign account close-out costs

Reporting Requirements



Termination Reports

O

Disposition Options Under 106.141 F.S.:

Candidate may be reimbursed for previpusly reported campaign contributions and
loans

Pay Elections office for petition verification if undue burden form was submitted
Pay election assessment fee, if candidate qualified by petition

Return contributions to all contributors on a pro-rata basis

Give the funds to a Sec 501(C)(3) charitable organization

Give the funds to the party of which the;candidate was a member (not to exceed
$10,000)

Give the funds to the political subdivision from which the candidate sought office

Reporting Requirements




| View Contribution
View Expenditures

Creating an Amended Report

| View Distributigns

1. Find the report you wish to rint £

amend on the list of E1

reports (home screen after
login). Amend Report

Click Create to create an amended report for the 09/01/2015 - 09/30/2015 report.

2 . CI iCk iAmendl The amended report will appear in the report list below the original report.

3. Click Create

View Contributiong View Transfers
View Expenditures View Distributions

4. There will now be an __Print_| Amend |

_Expc-rlCS\f

Amended Report on the e |
list of reports | Enter Contribution{ Enter Transfers |

| Enter Expenditure : Enter Distributions

Prepare Totals

hmended Create Final Report For Review |

Export C3V




Amended Reports

@,

) ) I Entrigs
C“Ck elthe-r Enter 015 (ﬂ EnterContribution{\_EmerTransfers |

Contributlons or Enter Eﬂga’ﬂ1353}153;200'3{’53052015} g';fta"";dm S  Enter Expenditured Enter Distributions|
. - - SPrepare-fomT |
Expenditures based on the Amended _ Crealo Final ReportFor Review_|
Delete Report
entry you need to amend or Export CSV

make additions to

Candidate : Karen Williams (405)
Office : SOE Demo

Campaign Treasurar's Report - Ttemized Contributions
Election : 2017 Test Election (2017-11-07)

I za“féig}%?iii‘éﬁ‘.?? —===mee To amend an entry from the
ontribution Return to Report Lisk &men lE:_’D-n:_rm ENo Ol’lglna| report CIICk the ‘Amend
st?n Date Contributor Es:terlhumr Occupatian _IE_Z::tErlhutl:Jn Ejngsm:gtmn Amend  Amount ) -
Total In Kind 50.00 Item from Orlg Report Ilnk
Total Monetary 50,00
Tatal 50.00

Add Contribution Return to Repart List

Follow the same process from the original report submission to manually enter new
contributions or new expenditures




Amending an Item from the Original Report

The following list is the list
«of the items on the ariginal repart
that you are amending.

Select the item to amend and you
vill be given = screen to enter 1
the new values for the tem.

Select which entry you need to amend and
click ‘Amend Item’

1 Williams, Karen (2015-09-11) $250.00 .

Reporl In Focus: 2015 - M9
Starl Date: 2015-00-01 End Date:
2015-09-30

Amend Report - Enter changes to this item

Dww [0 w11 v 2015 v Ducw of e (mm/dedvers]
Amend [tem

o e ilkame
Frst Karen Mddwph 000000 e

Address 1 315 S Calhoun StSte 110

Cey Tallahasses STFL Te 32301
ameunt § 250,00

Contribator Type | Candiciae 1o Themselves v Selert the

2. Make the necessary corrections and A wercs
click ‘Submit’ b

¥DE That Best describes.
e

Check v Par 15, 10609 sffective 010100
4 - A persen may mot make or accept

Contribution Lype =
Conteibution by a cash contribution In excess of
50,

v Type tha descrgton of any f kind
Inekind Daserotin [k e

Submit | Cancel




Amending an Item from the Original Report

O

H ‘ )
O nce yOU CI ICk SU bm It Campaign Treasurer's Report - Itemized Contributions
Election : 2017 Test Electi 2017-11-07
there should be two R :
- - - (2015-09-01 - 2015-09-30)
entrles on the Itemlzed Add Contribution Return to Report List Amend Item from Orig Report
page: 3521 Date Contributor _IC_sgtErihutnr Occupation _IE_Z::tErihuti:Jn Elne-s'(.:i:igti::n Amend Amount
. Karen A Williams Candidate - .
%m 1 9/11/2015 315 S Calhoun St Ste 110 to Ef;';fir:nr:m' Check Delete  $250.00
I Tallzhassee, FL 32301 Themselves
1. De ete : Karen A Wiliams Candidate - .
%m 2 9/11/2015 315 & Calhoun St Ste 110 to Ef;';fir:nr:m' Check Add  5200.00
2 Add Tallzhassee, FL 32301 Themselves
Tatal In Kind 50.00

Total Monetary 5-50.00
Tatal 5-50.00
Add Contribution Return to Repart List

Once you have finished making all the necessary
amendments, follow the same Original Report submission
process.




Petty Cash

O

May Only Use For: May Not Use For:

e Office supplies e Time,

e Transportation e Space,
expenses

e Or services from any
e Other necessities communication media

Campaign Finance



Petty Cash

Petty Cash Withdraw

e The campaign treasurer
may withdraw $100 per
week after qualifying.

e Must report petty cash
withdraws. This reflects
the entry as an
expenditure and deducts
the amount on your
report.

Petty Cash Spent

e Petty cash must be spent
In amounts less than
$100.

e Must report how petty
cash was spent. (Will not
deduct the amount, it is
only to account for how
you spent the cash)

Campaign Finance




Reporting Requirements

O

Frequency of Treasurer Reports will increase as the Election get closer.

e Treasurer Reports are e Beginning the 60" day
due the 10t day prior to the election,
following the end of each Treasurer reports will be
calendar month. due bi-weekly, on

Fridays.

e If the 10t day falls on a
weekend or legal holiday
the report will be due the
following business day.

Reporting Requirements

o Additional reports are
due the 25™ and 11t day
prior to the election.




e All contributions and
expenditures for the
cover period must be
reported.

e Both the Treasurer and
Candidate must
approve, by assigning
their PIN, the reports.

Reporting Requirements

I S

e All reports must be
submitted by 11:59
p.m. on the due date.

e |f, after submission,
there is a correction to
the original report, an
amended report should
be filed.

Reporting Requirements




Failure to file a report will

e $50 per day, for the first
three days (including
weekends and holidays).

e $500 per day for each
day thereafter.

All fines must be paid with perso

Reporting Requirements

Failure to File Treasurer’s Report

O

result in an automatic fine.

e $500 per day for the
report immediately
preceding an election.

e The fine will not exceed
25% of the contributions
or expenditures,
whichever is greater.

nal funds, not campaign funds.




To generate a PDF
preview of your
Treasurer Report before
submission click
Prepare Totals

Previewing the Treasurer’s Report

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

Candidate Reports

Election : 2017 Test Election {2017-11-07)

Past Reporting Periods Current Reparting Periods Future Reporting Periods

Total

Total

Rpt Date Contrib = Status
! | View Contributions| View Transfers
Recei ‘
2015-M5 ;i;?:;ig | View Expendituresl View Distributions |
(05/01/2015 - 05/21/2015) -
6/10/2015 | Unlock this report |{| Print | Amend |
|  ExpotCSV |
. Import Entries :
Nl | Enter Contributions| Enter Transfers |
Fi :
i $250.00 | $100.00 : itures| Enter Distributions
(09/01/2015 - 09/30/2015) g[S | R B i RELER L
10/13/2015 item) | item) ‘: PreBare Totalg
| Create Final Report For Review |
| ExportCSV |
| Import Entries i
Pt | EnterContnbuLlonE! Enter Transfers !
(10/01/2015 - 10/31/2015) = & | Enter Expenditures| Enter Distributions |
11/10/2015

| Prepare Totals |
| Create Waiver Report |




O

Previewing the Treasurer’s Report

When redirected click
preview to view the pdf

Report (9/1/2015 - 9/30/2015) Preview is ready %

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

complete your review.
Your output POF file {,/pdf_leon/e10c405_M9_dhcd370sdc352.pdf) has been produced and is available to be
previewed.

o T,

(4 Preview Yy

< I yp——— -

To View this report, you will need Adobe Acrobat

You only need to install Adobe Acrobat one time. IF you have not previously installed Adebe Acrobat, dlick hers to dovinlead it

g
Candidate/Committee : Karen Williams (405)

Office : SOE Demo

Change Password PINs

| Export All Transactions CSV ‘

)

CAMPAIGN TREASURER'S REPORT SUMMARY

Faren Williams

QFFICE USE ONLY

@

Name
103 5 Franklin Blvd apt 2

Address (number and street)
Tallahaszee, FL 32301

“

City, State, Zip Code
[] Check here if address has changed

(3) 1D Number: 405

Check appropriate box(es):

Candidate  Office Sought;
[ Palifical Commities (PC)

[] Electionsaring Communications Org. (ECO)
[ Party Executive Committee (PTY)

S0E Demo

[[] Chack hare if PC or ECO has disbanded
[] Gheck here if PTY has disbanded

[ Independ Guire (TRIears an s Check | D 5 will be filed
individual maki - 2igcu. wing mmu fions)
i5) Re ifiers
CoverPerioc: 08 /1 /2015 98002015 Type: MO
[H Original [ Amendment O Special Election Report
(6) Contributions This Report (7)  Expenditures This Report
Monetary
Cash & Chacks £ , , 250, 00 Expenditures  § ,100 .00
. 00 T




Submitting the Treasurer’s Report

Candidate/Committee : Karen Williams (405&

Office : SOE Demo

Change Password/PINs

| Export All Transactions CSV |

When the report is | _Hop |
com plete and you are Press Help for information on using the new 'Import Entries' feature.
ready to Smelt It’ CIICk Election : z‘z:d‘:::;:c:i::r:on-n-o?)
C reate FI nal Repo rt fO r Past Reporting Periods [Current Reparting Periods Future Reporting Periods
ReVieW’ Rpt Date T | TED || g

Contrib Exp

; | View Contributions| View Transfers |
—_—
2015-M5 ;ifﬁ,’i’;g | View Expenditures| View Distributions |
(05/01/2015 - 05/31/2015) = = : -
/10/2015 Unlock this report ||| Print | Amend
Export CSV
Import Entries
e | Enter Contributions| Enter Transfers |
No Data Ents,
2015-M3 $250.00 | £100.00 : | Enter Expenditures| Enter Distributions |
(09/01/2015 - 05/30/2015) (1 1 -
10/13/2015 item) item) " L e -—— i,

A

n Create Final Report For Review T,
T K S e e e e =




Submitting the Treasurer’s Report

O

Create Final Report For Review

Candidate : Karen Williams {405) Office : SOE Demo

When redirected, click i s
[1 C reate F i n al Repo rt fo r o e s Transfers $0.00 Distributions $0.00
Review’ PLEASE NOTE: This report is NOT

filed until it is electronically signed
by the Candidate/Committee and
Treasurer using their respective
electronic PIN.

o o ——
<~| Create Final Report For Review Sé\cel |
———————




Submitting the Treasurer’s Report

O

Report created for yvour final review. % TO ASSiqn YOU r P i n:
T R G S e e 1. Enter your 4 digit pin
in your assigned field

This report has not yvet been submaitted to the
Supervisor of Elections. To submit the report. assign
both PINs as described below.

2. Click *Assign PIN’

Both the Candidate and
Treasurer must assign
their PINs to submit the
report.

Both PINs do not have
to be assigned at the
same time.

Undo Final Report




Home Screen When Only One PIN Has Been Assigned

Whoever has not assigned
their PIN has two options:

1. Assign their PIN to
submit the report

2. Undo Final Report and

make changes- both PINs
will have to be reassigned if the
final report is undone

O

Candidate/Committee : Karen Williams (405¥

Office : SOE Demo

Log Out Change Password/PINs

| Expaort All Transactions CSV |

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

Candidate Reports
Election : 2017 Test Election [2017-11-07)
Past Reporting Periods Clrrent Reporting Periods Future Reporting Periods
Total Total

Rpt Date Contrib £5 Status
View Contributiong
= | View Transfers |
2015M5 bR | View Expenditures
(05/01/2015 - 05/31/2015) - - e
5/10/2043 [ Unlock this report | | View Distributions |
Nty dmend. |
| ExportC8Y |
- N
2015-M9 . : 0U mbsT View Expenditures
(09/01/2015 - 08/30/2025) 229000 510000 e
. {2item) {1tem) (U RIICS
10/13/2015 \REPORT TO View Distributions|

Print | Amend

SUBMISSION. | Export CSV




Submitting the Treasurer’s Report

Enter PIN and click ‘Assign PIN’

Electronic Signature PINs

To signify your approval of this report. enter your PIN in the appropriate field and click Assign

PIN. Once 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 yvour PIN now and

the other party can enter theirs later during their own session.

If vou do not want to assign a PIN at this time. click Later.

If the report needs modification. click Undo Final Report. This will unlock the report so vou
can make the necessary changes and recreate a new final report for PIN assignment and

submission.

Candidate/Committee |As required in F.S. 106.0705(4). 1. as
candidate or political conumittes chair, certify

[Electronic Signature ST . .

P fthat I have examined this report and it is true.

B correct. and complete.

PIN assigned

[As required in F.S. 106.0705(4). I. as
campaign treasurer for this
candidate/committee, certify that 1 have
exxamined this report and it is true, correct.
and complete.

Treasurer Electronic
Signature PIN

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

cannot be modified.

have been entered in the above fields. clicking Assign PIM |
Assign PIN submits the report to the

Supervisor of Elections_

Click Later if vou want to come back later to

assign a PIN. The report is now locked and Later |

Click Unde Final Report to remove all PINs
and unlock the report. This will allow vou to
imake modifications to the report.

Undo Final Report

Candidate/Committee : Karen Williams (405)

Office : SOE Demo
Change Password/PINs

| ExportAll Transaciions CSV_ |

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

Candidate Reports
Election : 2017 Test Election (2017-11-07)

Past Reporting Periods Current Reporting Periods Future Reparting Periods

Total Total
Rpt Date Contrib o Status
View Contribution:
5 i View Transfers
Erenel " "
2015-M5 1091319 | View Expenditures

(05/01/2015 - 05/31/2015) = = = e |
6102015 : | Unlock this report | | View Distributions |

Print | Amend

| Exportcsv |

| View Contributions
| View Transfers |
View Expenditureg'
View Distributions
| Print | Amend
ExportCSV |

-
. Submitted
201543 :
012015 - 5250.00 5“}?5‘ S1031467
O e 1 (tem) (3 tem) e &




View Contributinng
S View Transfers
[ugfu1f2|]21usl?_tg?'3ufzu15} £250.00 5100.00 =1091267 | View Expenditures
10/13/2015 (1 7tem) (1 ftem} View Distributions
Frint | Amend
Export CSV

Submitted Report Notes:

= Once the Treasurer’s Report has been submitted, no changes can be
made to the original report. After submission, any alterations must be
made with an Amended Report

= By assigning your PIN, you are affirming the accuracy and completeness
of the information contained in the report

= Once the report is received by our office, the information will be
available online

= If you received an anonymous contribution, you must provide a letter
explaining that the contribution is anonymous and impossible to return
within 10 days of submitting the report




