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Distribution Notice

Counties, Please Note Before Distributing this Document

You are welcome to use all or part of this document in preparing documentation for dis-
tribution to political candidates or committees. However, if you choose to omit our copyright
statement and/or footers stating that the information is proprietary and confidential, please
insert the following text as a preface to any documentation containing material from this
document. Note that you will need to insert your county’s name in the text.

This document was prepared in part using material provided to <your county name>
County by VR Systems Inc. Such material is confidential and a proprietary trade secret. The
software is also a proprietary trade secret. Software and software documentation are there-
fore not subject to open disclosure under Florida Public Records laws.

If you have questions about this matter, please contact us.
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Online Financial Report Overview

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 Cam-
paign 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 appears 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. First, there’s a summary page.

CAMPAIGN TREASURER'S REPORT SUMMARY
(1) carolyn J. Casadonte OFFICE USE ONLY
ONLINE SUBMISSION
Name - S
(2) 1645 Barringten cT (1oes11g) 'S REPORT — TIONS
‘Address (number and street) B
Palmetto, FL 32317 €/4/2013 16:23:24 (eastazz) (1) Name 1_casas {2) 1D Number 5.5
/172015 673072015
City, State, Zip Code (3) Cover Period [ ' thvough 1 [ (4)Page 1 of !
[] Gheck here if address has changed 3) 1D Number: 312
- ) [ ® ® 0 [ 12
(4)  Check appropriate box(es) Date Full Name
(] Candidats  Office Sought _County Commission, District 3 s.::l. st EACIMEAR ) A a
[ Poltical Committee (PC) Number Tye | Occupavon | Type Descrigtion | Amenamet | Arnount
[ Electioneering Communications Org. (ECO) [J Check here if PC or ECO has disbanded s/a77013 T cA dd 50
[ Party Exscutive Commitiee (PTY) (] Gheck here if PTY has disbanded A LT
[ independent Expenditure (IE) (also covers an [ Gheck here if no other IE or EC reports will be filed
individual making elecfioneering communications) T
Rizk, Marsha T o aa
(5) Report Identifiers it S ey 4
CoverPeriod: From g /1 /2015 To g /30 /2015 ReportType: 6 I
i il Amenam Electit
p— e P D o R ===
(6) Contributions This Report () Expenditures This Report L 7 R e aianarne
Monetary 3
Cash&Checks  § . , 150 . 00 Expenditures  § . 1,000 .00
Loans $ m , 0.00 Transfers to i
— Office Account ~ § . 0 -00
Total Monetary $ ' , 150 . 00
Total Monetary  § . 1,000 .00 b5
In-Kind $ ' , 300, 00
(8)  Other Distributions
1 0. _00
bl Iy
(9) TOTAL Monetary Contributions To Date (10)  TOTAL Monetary Expenditures To Date
$ ,_250 . _00 $ ,__1,_000._ 00
(11) Certification .
1t Is a first deg! for any @ public record (ss. 839.13, F.5.)
I certfy that | have examined this report and it s true, comect, and compiete:
(Type name) (Type name) L
O indwidusl (only for € [) Treasurer [ Deputy Treasurer 0 Canddate 0 Chairperson (only for PC and PTY)
o slocscnoaning cormm )
DS.DE 13 (Rev. 1113 ) SEEREVERSE FOR INSTRUCTIONS AND GODE VALUES
X X
Signature Signature
S ————
DS-DE 12 (Rev. 11/13) SEE REVERSE FOR INSTRUCTIONS
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CAMPAIGN TREASURER'S REPORT - ITEMIZED EXPENDITURES
(1) Name_Cazalyn J. Casadonte {2) 1. Number
/172015 G73072015
() CoverPeriod ___[____ | though__J___{ (4)Page__1 el
© w C] ] (] ]
Full Hame Purpose
= (Last, Surix, First, Wigate) (2 orfce sougnt
Nnoinon Stroct Addross & contribution wa | Expenditure
S City, Stae, Zip Codo candidate) T |amondmert|  Amount
/42035 |Davis Communications, aavertising wo [ s300.0
A, & e
1
£
A 4
T SEE REVERSE FOR INSTRUCTIONS AND CODE VAL UES

CAMPAIGN TREASURER'S REPORT - ITEMIZED DISTRIBUTIONS

(1) Name Carolyn J. Casadente (2) 1.D. Number 312
(3) CoverPeriod &/1/2015 through  6/30/2015 (4) Page 1 of 1
5) (7) (8) @) (10) (11)
Date Full Name Purpose
6) (Last, Suffix, First, Middle) | (add office sought if
Sequence Street Address & contribution to a Related
Number City, State, Zip Code Amount
€/4/2015 Eriec Wu Campaign Accougtgailouts 2015-2015-6-2 $500.00
222 South Street
Tallahassee, F 32032
1
The last listed are fund transfers.
CAMPAIGN TREASURER’S REPORT — FUND TRANSFERS
(1) Name Carolyn J. Casadont (2) 1.D. Number 312
(3) Cover Period 6/1/2015 through _ €/30/201% (4) Page 1 of 1
(5) €] @) © o) “n
Date Name of Financial
G Institution
Sequence Street Address & Transfer Nature of
Number City, State, Zip Code Type Account Amount
6/6/2015 SunBank, 0 money Add $1,500.00
487 Thamasville s market
Tallsn s
1
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Create Reports Online

To create reports online, you must have access to:

e A computer equipped with:
¢ An Internet connection.

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

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

e A connected or networked 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.

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

« Committees of continuous existence typically can keep the same ID, but this var-
ies from county to county. Some counties prefer to assign committees of con-
tinuous existence a new ID for each election.

e The password can be changed after you log in. See Change a Password or PINs

for instructions.
e PINs for the candidate and campaign treasurer password.

o 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 log-
ging in. See Change a Password or PINs for instructions.

Your county might have other requirements, so check with the elections office before you
begin.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret 9
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Getting Started

Important: Log in to only one instance of the Campaign Financial Reporting
system in your browser. Having the system open in multiple browser windows
at the same time can cause undesirable results.

Log in to the Campaign Financial Reporting system.

1. Type the following web address into your browser:

https://www.voterfocus.com/ws/WScand/candidate_pb.php?county=<county>

Replace the text <county> with your county name. You can enter lowercase or upper-
case letters.

For example, if your county is Holmes, you would enter:

https://www.voterfocus.com/ws/WScand/candidate_pb.php?county=holmes

2. Press the Enter key on your keyboard. You'll then see the Candidate Log In page:

Candidate Log In

<Important Notice™** Campaign finance reports must be complated and submitted (fled) through the slectronic fiing system not later than midnight of the day required by law therfors, and that late-fled campaign finance reports are

3. Enter your candidate ID and password.

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.

Note: You can change your password once you log in. See Change A Password or
PINs for more information.

4. Click Login.

Password Reset

Your county may require that you change your password the first time you log in. If that is
the case, after you click Login, you will see the Candidate Reset Password page:

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret 10
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Candidate Reset Password

The administrater has required that you reset your password upen first login.

Mew Password I:I
Re-enter Password I:I
Reset Password

1. Enter a password in the New Password field, and then enter the same password in
the Re-enter Password field to confirm your entries match.

Passwords must meet the following requirements:
e Must be more than 8 characters in length.
e Cannot be the current password.
e Cannot be password.
e Cannotinclude any county name.
e Cannot be commonly used phrases or passwords.
2. Click Reset Password.

3. On the Candidate Log In page, re-enter your candidate ID and your new password
and click Login.

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret
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Campaign Financial Reporting Sys-
tem Main Page

The main page of the Campaign Financial Reporting System that displays when you log in is
called the Report List. It shows the reporting periods for the campaign and the following
information:

El

ection

e Your candidate ID

o Office or issue

¢ Your name

Candidate/Committee : Carolyn J. Casadonte (312)

Office : County Commission, District 3

Edit Candidate/Committee Bio Information/Upload F‘hotol 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

Time Periods When Financial Reports are Required

Colors indicate reporting periods:

Past Reporting Periods

(beige)

Current Reporting Periods

Future Reporting Periods

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret

(green)

(blue)

Rpt Date C:ﬁ.'h 2’::' Status
No Data Entered Import Entries
[Ehislzenortys Enter Contribution] Enter Transfers ‘
2015-5 now overdue - —
(05/01/2015 - 05/31/2014) 6/3/2015 1 day. Enter Expenditurej Enter DISithullEll’]A
- Prepare Totals
ABBESTE [T Create Waiver Report
Import Entries
No Data Entered Enter Contribution| Enter Transfers ‘
2015-6 " P
(06/01/2015 - 06/30/2015) 7/10/2015 Enter Expenditure{ Enter Dlslnhutluné
Prepare Totals
Create Waiver Report
View Contribution!* View Transfers ‘
Submitted N - - .
2015-7 $50.00 #1073251 View Expendllure4 View DIS'!IbLLtIOnS‘
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Unlock this report ‘ Print ‘ Jre
Export CSV

12
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The reporting periods are color-coded to help you choose the correct period for reporting
data.

The past and future reporting periods are locked to prevent you from inadvertently entering
current data into a past or future report. If you need to enter past or future data, you can
easily unlock the report by clicking Unlock this report.

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 ten days away (that is, nine
or fewer days from today), you'll see a message like this at the top of the page:

Warning!
Your 2015-5 report is now overdue 1 day.

Candidate/Committee : Carolyn J. Casadonte (312)

Office : County Commission, District 3
Edit Candidate/Committes Bio Information/Upload Photo | [T e

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

Total Total

Rpt Date Contrib | Exp | SttUS
Mo Data Entered Import Entries
[FLE D Enter Contribution| Enter Transfers ‘
2015-5 . Brow overdue - —
(05/01/2015 - 05/31/2014) 6/3/2015 1 day. Enter Expenditure{ Enter D|s1nbullun§
Prepare Totals

Unlock this report e s

Note: After 180 days, overdue reports are no longer highlighted as late. And the due/over-
due report(s) are highlighted as well.

If a report is overdue, you must take immediate action to file the report.

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret 13
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Current Reporting Period Diagram

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.
Candidate /
Etection ; County 2015 fo15-11-04) J
e of /
ot oate i |15 [see / /
. View Conuibution] _ View Transfgfs |
2015-5 ss0.00| | =pPesr1e View Distribyions|
(05/0§/2015 - 05/31/2015) 6/3/2015 (1 item) inlock this report Print. I A -[
L4
Import Entries
A / Enter C i Enter Transfers
Not Filed
2015-6 $450.00 | _ | Data Entry Started Enter Expenditure] Enter Distribution:
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) \ PlERRERE e
Create Final Raport For Review
t CSV.
View LA View | ransters
20157 sso00| | | =107m3251 View View
e B Unlock this report Print
I csv \

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.

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret

14



How to File Financial Reports Online

The Command Buttons

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

20156 $450.00
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items)

Submit your report
to the elections
office.

If your county
requires
submission of
paper reports, the
button will look like
this instead:

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret

To manually enter
contributions and
expenditures,

click here.
We'll talk more
about manual
entry on the next
page.
Import Entries
Enter Contributionlf Enter Transfers
botried 4| Enter E: di Enter Distributiol
Prepare Totals,
Create Final rt For Revi
t CSV
Click here to

Create a spreadsheet

of the contributions
and expenditures
entered in this
reporting period.

manually enter
fund transfers
and
distributions.

Create and view a draft
copy of your report for this
period prior to submitting to

the elections office.

VRx*
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View and Maintain Contributions

to bring up a list of the contributions recorded so far:__

Campaign Tressurer's Report - emized Contributions

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

Add Contributicn Retum to Repert List Amand ltem from Orig Report

2% | pare Contributar ?::"M” Occupation $:"”M'°“ ”'::c'""f:mn Amand | Amount
Marsha Kirk
Edit Delgty 1| 6/2/2015 | 8899 Hillerest Drive | Individual cash Dalate | $50.00
Palmette, FL 32212
Anna Les Barbar
Edit Delgte 2| s/2/2015 | 45 wilson Blvd Individusl Chetk Add $100.00
. Palmatto, FL 32312
'\ Total In Kind 50.00 g
\ Total Menstary $350.00
\ Total $50.00
\ Agd Contribution Bstum & Becort List
rnE_gclltif:??ez';Ts De‘ljit‘:tzaﬁgou Return to Report List The Totals rows show =
on an existing contribution Takes you back to the you a breakdown of In-
contribution Sltogsther. list of reporting periods. Kind and Monetary
- g : contributions along with
the combined total.
Click Add Contribution to bring up the
form for entering contributions.
Date [5 w22 w2005 & Date of Rem (mmydd/vyy)
Contributor Name | L% Entar last name or company name i a business
First Meddle
Address 1
Address 2
Cy ST, o
amourt §
Contributor Typa | indredual * | Selectthe type that bast describaes this contributor
Contributor (4cupation
The cccupation of the contributor is only required If
the amount is over $100
B — ST G
In-kind Description Tyoe the descriotion of any In-kind contribution.
[Subma | [Eancal

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret
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Add a New Contribution

If the contributor is an organization Most of the entry fields are self-

rather than an individual, enter the explanatory. The blue column has
. . § . tips on what's required.

organization name in the Last field. P q

And leave the First and
Middle fields blank.

Date (9 v 15w 2016~ Bate o R ()

o

_— Entac last mama o company sama & busmass
it e

Costributar Tyoe | Indivicusal v Seluct the trpe thit bact describes this cootribtar

Business.
Candidats 10 Themselves
ittae

The of i onby reguired
Poiitical Party
Othes
We"“ -
Soneen type | SRR tate) Pur £, 106, oo - wta cash 30,
InKind
Interest
[ o e
Rofund
Meney Crder
Carry Over Funds
Multipla Uiniform Coniibution Submit | Cancel and retum o list
e \
When you've completed the form, Click cancel and return to list
click Submit. when you've saved the last
. contribution you want to add right
If the system says you've omitted ¥ gh
now.

required information, you must
provide it before the contribution

can be saved.

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

The Contribution Type should be one of these:

Carry Over Funds Remaining “carry over funds” from an election that has ended.

This option is for use by candidates only.

Cash Cash or cashier's check.

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

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

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

Interest Money earned on campaign or interest-bearing accounts.

Loan Money loaned to the campaign rather than given outright.

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret 17
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Membership Dues Membership dues regardless of the form (cash, check, etc.).
Money Order Contribution made by money order.

Multiple Uniform Multiple uniform contributions from the same person

Contributions This option is for use by committees only.

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

Refunds must be entered as a negative amount.

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret
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Add a New Expenditure

to bring up a list of the expenditures recorded so far:—

C ‘s Report - p
Election : County 2015 (2015-11-04)
Report Date ; 2015-6
(2015-06-01 - 2015-06-30)
Beturn to Report List
m Date Vendor Purpose E:_:nditura Amend | Amount
Davis Communications:
Edit Daleta 1| 6/4/2015 | P.O. Box 3488 Retainer for advertising. ry F500.00
Tallahassee, FL 32432 D —
\mzl $500.00
Add Return to Report List \
Click Edit to modify Takes you back to
details on an existing the Report List.

expenditure.

Click Delete to remove
the entry altogether.

Click Add Expenditures to bring up the
form for entering expenditures.

Date |5 /22 % /2008 ¥ Date of ftem (mmydd/yyyy)
Vendor Last hame Enter last name or company name if a business
First Middle
Addrass 1
Address 2
ity ST Zip
Amount §
Purpose Type the purpose of the expenditure.
Monetary - Please refer to the

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

transaction type.

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret
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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.

Date |8 v |/ T204 Date of item (mm/dd/yyry)

T Enter lagt name or company name if & business
First Misddle

Addrass 1 | Not sure which
: Expenditure Type to
addrass 2 | choose?
: : — - Click this link to the Dept.
city | | st 2ip | of State website for more
information.
Amount §

Purpose Type the purpose of the expenditure.

Plaass rafar to the ign Tre H;

Expanditure typa

:eny g:sh ghhdrawn
atty Cash Spent
Transfer to Office Account '”ﬂ
Refund

Disposition of Funds

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

About Petty Cash

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

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

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

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

It’s important to keep accurate petty-cash records so your final report will balance.
When you’ve completed the form, click Submit.

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

Click Cancel when you’ve saved the last expenditure you want to add.

The Expenditure Type should be one of these:

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret 20
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Disposition of
Funds

Disposition of
Funds to Future
Campaign

Disposition of
Funds to Petition
Verification

Disposition of
Funds to Political
Party

Monetary

Petty Cash Spent

Petty Cash With-
drawn

Refund

VRx*

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

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

Funds transferred to an account for a future campaign.

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

Funds transferred to pay for previously unpaid petition verification
fees.

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

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

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

General expenditure type used when a specific type does not
apply.
Petty cash spent during a reporting period.

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

Petty cash withdrawn during a reporting period.

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

A refund of money from a vendor or other source.

Refunds must be entered as a negative amount.

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret 21
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Reimbursements Compensation made to a person or group by a check drawn on the

campaign account for expenses incurred in connection with cam-
paign activities.

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

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret 22
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Add Contributions and Expenditures Overview

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.

' 2015-8 from: 08/01/2015 to: 08/31/2015 (Color legend:
mendment will be created

o

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.

(2015-5 from: 05/01/2015 to: 05/31/2015 IColor legend:
mendment will be created

o

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, 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 either change the transaction date or contact your county Campaign Fin-
ance Administrator for assistance.

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret 23



How to File Financial Reports Online VR*

Preview a Report

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.

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

To preview your report at this point, click Prepare Totals (shown below) to open the Pre-

pare Totals page.

Import Entries
Enter Contributions

| [Enter Expenditures] |
[ Prepare Totals I

Celete Report

Export CSV

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
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 (312) Office : County Commission, District 3
Report Pericd 06/01/2015-06/30/2015 Due Date 7/10/2015
Contributions $50.00 Expenditures $0.00
Transfers $1,500.00 Diztributionz $0.00

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

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

| Prepare Totals || Cancel |

Click Prepare Totals on the page to total the contributions and expenditures for this report-
ing period. You are returned to the Report List, which now has a banner like this:

Report (6/1/2015 - 6/30/2015) 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 PDF file (./pdf_cfetraining/e60c312_6_dhc691sdc359.pdf) has been produced and is available to be previewed.

Preview

To View this repert, you will need Adobe Acrobat

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

Click Preview in the banner to open your report in PDF format.

S Sntiny Sommsnsian Sissaien

7 b 51 ey

Check the draft report carefully to verify
everything is correct and complete.

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

The elections office cannot accept a
draft report. You must submit 2 final

report.

Tip: Forgot to add a contribution or expenditure? That's OK! You can continue to add them

after your preview.

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

[ Import Entries ]

[EnterCnntributicns][ Enter Transfers ]

Enter Expenditures [EnterDistribuTans]

| Preview )

Create Final Report

|  ExportCsv |

Click Preview at any time to display the report. If transactions are added, the button label
returns to Prepare Totals, which means you need to total the new transactions in the
report before you can preview it again.
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Record a Distribution

A transaction is a distribution only if it is a:

» Credit Card Payment—Linked to the expenditure that represents payment of the

credit card bill on which the purchase appears. Only statewide candidates may use
this type of distribution.

Each purchase made with the credit card will be itemized under | Enter Distributions] and

linked to the expenditure that represents payment of the credit card bill on which the
purchase appears. The credit card may be used only for travel-related expenses.

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 | il e 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:

1.

Click Enter Distributions (shown below) to open a page with descriptive require-
ments for a distribution transaction.
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[ Import Entries ]

Enter Contributions || Enter Transfers ||
{EnterEmendiE Enter Distributions ]

| Prepare Totals |
[ Submit Waiver ]

2. Then click Proceed with Distribution to see the following page:

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
Num

Related

Expenditures Amend | Amount

Date | Vendor | Purpose

Total $0.00

Add Distribution Return to Report List

3. Click Add Distribution to open the form used to enter distributions.

4. 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 Enter the amount and the purpose of

—-_—____.. rr T S e oS the distribution. If the distribution is a
A A contribution to a candidate, be sure to

Last indicate the office thev are running
Vendor Name - Ent; ! o
First Middle for

Address 1

Address 2

City L If the distribution is related to a

Amount § previously reported expenditure, enter:

L. ® The year when the expenditure
was reported.

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

‘/'r::ch:i-
et ]

Related I
Year Report Line

Expenditures [—® The Sequence Number (from the first

Report, ent,

Number asq column of the report's expenditures
a -
=
ist Vendars

5. When you complete the form, click Submit to save the information. After the dis-
tribution is saved, a blank form opens to enter another distribution.

6. Click Cancel after you save your last distribution. You’ll see the distributions you
added highlighted in yellow, as in this example.
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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
Tt 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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Transfer Funds

VRx*

Fund transfers are typically used only by candidates for state and federal offices. They are
used to report the transfer of funds between the primary depository and separate interest-

bearing accounts.

1. Click Enter Transfers (shown below) to open the Itemized Fund Transfers page.

Enter Contibuti  Enter Transfers ]

[Enter Expenditures|| Enter Distributions

[ Prepare Totals ]
[ Submit Waiver ]

Campaign Treasurer's Report - Itemized Fund Transfers

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

Add Fund Transfer Return to Report List

Seq | oove | nstitution | Tr@nsfer | Nature of

Num Type Account Amend | Amount

Total £0.00

Add Fund Transfer Return to Report List

2. Click Add Fund Transfer to open the form used to enter transfers.

3. Enter the financial institution where the account is held.

Institution Name | | Enter institution name

Date of item {mm/dd/yyyy)

Address 1 | |

Address 2 | |
av [ etz ]
Amounts [ |
Transfer Type

Select the type that describes this transfer

Nature of Account Certificate of Deposit, Money Market, etc. /f

List Vendors
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4. Select one of the following:
* To, if the transfer is from the campaign account to the institution account.
» From, if the transfer is from the institution account to the campaign account.

5. When you complete the form, click Submit to save the information. After the transfer
is saved, a blank form opens to enter another transfer.

6. Click Cancel after you save your last transfer. Transfers are not shown on the
Reports List because the funds are simply moved within the campaign or committee,
rather than expended or distributed elsewhere.
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Import Data from Campaign Applic-
ation

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/

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

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

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.

Note: 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 soft-
ware.

Current Reporting Period

To import data for the current reporting period:

1. On the main page, locate the row for the current reporting period (look for the green
row) and click Import Entries.
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Candidate Reports
heckicn | County 015 (2015°33-04)

Tokal Takal

Current e conti | &
repc_)rlil]g i
period is B e I
. (OOL013 - OSALIONG) WHT | (L Ibem) ,—|
shown in Ainkosk is pon
green. \ L
\ ot Pt
20156 $490,00 | £1,800.00 | Ciata by Stantad
{O8/0/2015 - D6/INSFNS) 10N | (1 iteme) | (3 ibems) | (1) Stribution kem{s)

0137 #3000 Siommt A
(670872048 - G1IL3048) AGr30KS | (1 e Ui this ropoet \
Import
Entries
brings up
the Upload
Report
page.

VRx*

2. Onthe Upload Report page, click Browse, locate the file to import, and click Upload

Report.

Click Upload Report to butten to locate the file to upload
import the file into the and then click on the "Upload Report’ button.
system.

Return to Repaort List

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

/= Candidate Financial system - Upload Repart - Windows Internet Explorer

G- & st sstoroms | B | 47| % [

8 et it

a8

File Upload - County :

File:cpt_erica_96_125.rpt
Size:5474

Contributions
Report uploaded successfully
Return to Reports List

Y

Contribution: 000001-2004-07-02~CLW Realty Asset Group ~ ~ ~ <500 CH
Contribution: 000002~2004-07-02-Rogers ~ ~Joanna ~ ~250 CH
Contribution: 000003~2004-07-02~Winchester ~ ~Pam ~ ~50 CH

Expendit
xpenditures Contribution: 000004~2004-07-08Loos ~ ~Karen ~M. ~50 CH
Contribution: 000005~2004-07-08-Nationl Realty Associate, Inc~. ~ ~ ~100 CH
wpenditure: 000001~2004-07-02~Type Monkeys, Inc. ~ ~ - ~§71.9 MO

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

Expenditure: 000003~2004-07-06~Aspire Attwre ~ ~ ~ ~144 MO

3. When you finish importing entries for the reporting period, preview and submit the

report.
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Past and Future Reporting Periods

» Past reporting period—If you already submitted the report for the past reporting
period, you'll need to unlock it and create an amendment. Then you’ll need to unlock
the amendment and follow the Import Entries instructions in the previous procedure.

e Future reporting period—Unlock the reporting period and follow the Import Entries
instructions in the previous procedure.
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Submit a 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 do this, the report cannot be changed, although it can be amended. See Change
a Filed Report for more information.

The steps you take to submit a report 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 a Paper Report

"Submit Paper Reports" on the next page

Instructions for Filing by Electronic PIN

"Submit Electronic Reports" on page 37
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Submit Paper Reports

(If your county requires electronic reports, skip to "Submit Electronic Reports" on page 37.)
Submitting a report does the following:

e Removes the DRAFT watermark from the report pages.

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

» Files the report online with the elections office. Some counties require you to also
provide with elections office with a signed hard copy of the report before your filing is
considered complete.

To finalize the report:

1. Click Submit to open instructions.

Import Entries
Enter Contributions
Enter Expenditures

Submit Report

Candidate : Carolyn J. Casadonte {312} Office : County Commission, District 3
Report Period 07/01/2015-07/31/2015 Due Date 8/10/2015
Centributions $0.00 Expenditures $0.00
Tranzfers $0.00 Distributions $0.00

Click on the submit button below teo file the report.

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
candidates treasurer, in the case of a candidate, or the political committee's chair and treasurer,
in the caze of a political committes or county executive committee, and that such persens are
subject to the previsions of Secticn 106.07(5) Florida Statutes.

| Submit Report || Cancel |

2. When you finish your entries for this reporting period, click Submit Report. You
return to the Report List with green banners at the top indicating submission.

Report Submission Confirmed: Confirmation Number:

Filed: 2015-07-6 13:38:32 (Eastern)

Report submitted for 7(7/1/2015 - 7/31/2015)

Your output PDF file (./pdf_cfetraining/e60c312_7_dhc708sdc303.pdf) has been produced and is available to be
viewed/printed.

To View this report, you will need Adobe Acrobat
You only need to install Adobe Acrobat one time. If you have not praviously Installed Adobe Acrobat, click hers to download it

FYe
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Notice that the report’s status is now Submitted. You'll also see a confirmation num-
ber and the command labels are changed.

The new status Data can be

of the report is viewed but
Submitted. cannot be

changed.

Confirmation number

To display or print the report:

1. Click Print or View/Print on the banner to open the PDF.

Print jmend |

2. Sign the report and deliver it to the elections office prior to the deadline for this report-
ing period.

Note: The report requires two signatures; one from the candidate and another from
the campaign treasurer.

If the county has your email address in the administrative section of the Campaign Financial
Reporting System, you are automatically sent an email when the Supervisor of Elections
accepts or rejects your report.
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Submit Electronic Reports

Note: If your county requires paper reports, refer to "Submit Paper Reports" on page 35.

1. Tofinalize the report, click Create Final Report For Review to display instructions.

[ Import Entries ]
[ Enter Cnntrihutiunﬁl[ Enter Transfers ]
[ Enter E}{pendituree“ Enter Distrihutinns]
[ Preview ]
[ Create Final Feport For Review ]

[ Export CSv |

Create Final Report For Review

Candidate : Carolyn J. Casadonte (312) Office : County Commission, District 3
Report Pericd 06/01/2015-06/30/2015 Due Date 7/10/2015
Contributions $425.00 Expenditures $500.00
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
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
by the Candidate/Committee and
Treasurer using their respective
electronic PIN.

| Create Final Report For Review || Cancel |

2. When you finish your entries for this reporting period and you are ready to file, click
Create Final Report For Review. The Electronic Signature PINs page opens with a
reminder that the report is not yet submitted followed by an online view of the report.
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Report created for your final review.

Preview Report Created: 2015-07-6 10:26:00 (Eastern)

Scroll down to see the report

This report has not yet been submitted to the Supervisor of Elections.
To submit the report, assign both PINs as described below.

CAMPAIGN TREASURER'S REPORT SUMMARY

{1) Carolyn J. Casadonte OFFICE USE ONLY
Name ONLINE SUBMISSION
(2) 1645 Harzingten CT [1088128]
Addrass (number Submitted on:
i €/4/2015 16:25:24 (eastern)

Palzetto, FL 32317
Citv. State. Zio Code

3. You can do the following:

e Enter both PINs in the space provided and click Assign PIN to submit the
report to the Supervisor of Elections.
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Enter Candidate’s PIN

Enter Treasurer's PIM

Then, click

Enter Candidate's
ar

Treasurer’s PIN

Then, click

The message Signature (PINs) Required appears in the report’s Status column and
the report is then locked, which means no changes can be made.

4. When the report is ready to be signed with the other PIN, click Assign PIN(s) to
reopen the PIN page.

Assign PIN(s)
Undo Final Report

5. Enter the missing PIN and click Assign PIN to submit the report to the Supervisor of
Elections.
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Note: If you want to remove the PINs and unlock the report so you can make changes, click
Undo Final Report.
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Review 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
Gemcs sk onLy.

11aeaLI)

iy Stae, T o
[ — 1910 e
14 Crech agrogriat Bastes

[Consauts  CficoBenghe County Commisaisn, Districtd
) Faical Comminee 1
o

ma O

3 Pary B Comvevien (9TY) [ —
[0 ingerciant Fs ) ke cowern o [] Chal

bl gy e e

1 gt et
ComiPood Fm £ 11 12015 T g au
[ o ) Arsgmint ) s ) -

@
wineed
g

Trans

W} M Carsipe 2 @) 1D Numasr n
18] Cover Parioa /271028 hrough, _ wrsasinis ) Page o 1
I ] L] i W oW |

Notice that the Original box
is selected in the Report
Identifier section.

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

Should you later file an
amendment to this report,
the Amendment box will be
selected instead.
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Confirm the Report is Available on the Website

Most counties reserve the right to review reports before releasing them to the public. Typ-
ically, 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.

Recaived Jiew Contributiond _View T |
2015-6 $450.00 $1, Jiew Expenditured View Distribulinnsl
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 ites Brnt | 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.)

Election

Reporting Group (Election/Committees) selected
Test Election 2012 (10/1/2012) here.
Candidate T /
s?lected Corvemt reporti :
ere.
~

Office: Chok of Courts.

Scotty Sumsiers

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

Candidate: Carolyn ], Casadonte
Office: County Commission, District 3

Back € Fron @ Exgoe ail &

Display list of
all campaign
transactions.

The newly
received report
is listed here. —

Tip: Did you know a photograph and biographical information can also appear on your
page, if you choose to provide them? See Update Candidate Photo and Bio to learn how.

Website visitors can click the report name in the Report Views Transactions column to dis-
play a list of all transactions reported so far, grouped by type.
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Candidate: Carolyn J. Casadonte

Office: County Commission, District 3

Report Date: 6
(6/1/2015 - 6/30/2015) Amended

Back € Print & Export 3

Campaign Treasurer's Report - Itemized Contributions

Contributor Entity Occupation Cont. Type
Amend
1 Anna Barber Individual Cash
6/4/2015 344 Henderson Road add $50.00
Palmetto, FL 32312
2 Marsha Kirk Individual Check
6/4/2015 344 Henderson Road Add $75.00

Palmetto, FL 32312
Total Contributions $125.00

Campaign Treasurer's Report - In-Kind Contributions

Contributar Entity Occupation In-Kind Description
Amend Amount
2 Reid Roger Individual  RestaurantOwner Campaign planning dinner
6/4/2015 45 Wilson Blvd Add $300.00

Palmetto, FL 32432
Total In-Kind $300.00
Contributions

Campaign Treasurer's Report - Itemized Expenditures
Seq# Vendor Purpose Exp. Type

Date Amend Amount
1 Davis Communications Advertising Monetary
6/4/2015 P.O. Box 3488 Add $500.00

Tallahassee, FL 32432

Total Expenditures $500.00

Contributions from persons with protected-address status are not shown in reports.

VRx*

Instead, the notation ***Protected*** is shown in place of the address. The Campaign Fin-
ancial Reporting system scans the county’s voter registration database for voters with pro-
tected 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.
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Save A Copy Of The Report

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 for your records, save the PDF to a folder on
your computer or network.

To save a copy of the report:

1. Click Print to open the report in Acrobat Reader.

View Contributions

La%
2. Click . . Save the PDF to a location on your computer or network. You might con-
sider giving the copy a different file name; names assigned by the system are cryptic.
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Change a Filed Report

After a report is 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 amend-
ment’s first page, you'll see a check mark in the Amendment box. This box is automatically
selected when you create an amended report.

CAMPAIGN TREASURER'S REPORT SUMMARY

(1) Carolyn J. Casadonte OFFICE USE ONLY
Name

{2) 1645 Harringten CT
Address (number and street)
Palmetto, FL 32317
City, State, Zip Code
[] Check here if address has changed (3) 1D Number: 312

(4) Check appropriate box{es):
[F] Candidate  Office Sought County Commission, District 3
[ 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)

[1088951)
Submitted on:
7/6/2015 10:50:55 (eastern)

(5) Report Identifiers

Cover Period:  From [ / il 12015 To g /30 /2015 ReportType: g
[J Original E] Amendment [J Special Election Report

(6) Contributions This Report (7) Expenditures This Report
Monetary
Cash & Checks $ i , 50 . 00 Expenditures  § . , 0 .00
o loans 8 . . 000 LASIBIS 0 oo v i e

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.

Amendment in Current Reporting Period

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

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

to bring up this page:

Amend Report

Click Crwate to create an smended report for the 0670172005 « 0&/ 30/201% report.
Tha amarded repert will sppanr in th repart list bebow the original regsrt.
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Then click Create.

When the Report
List reappears,
notice that there's
now a new row for
the current
reporting period.

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

To create an amended report, you can:

e Manually enter new contributions and expenditures.

e Import new contributions or expenditures.

e Change or delete items listed on the original report.

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

VRx*

When you are finished entering items, preview the report and submit it to the elections

office. You'll see a new confirmation number for the amendment.

IAmended Create Final Report For Review

If your county requires a hard copy of amended reports, print the report, 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.

Amendment in Past Reporting Period

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

period (the beige row), Candidate Reports
click Unlock this report. Elction + Counky 2013 (2015-11-04)
Penods Current Periods
Rpt Date o | el | status

View Contributio

Submitted
sso00| | sicesils View View

20155
(05/01/2015 - 05/21/2015) 6/2/2015 | (1 item) Unlock this report Priot. | Amend

C8V.
View Contribution] View Tronsfers ]
2015-6 $450.00 | $1,000.00 | #1088118 View diture§ View Distributions|
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 tems) | (2 iems) Print|uAmend
Expart CSV

Racaivad
$50.00 #1073251

20157
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) - Unlock this report

. Are you sure you wish to access a PAST reporting period?
When the confirmation
message appears, click OK. s —

Candidate Reports
Elaction : County 2015 (2015-11-04)

Bast Regarting Panods Cument Reporting Periods Future Reperting Periods

The Amend button ——
for the past — Srt Dty contnb | B

Status

reporting period - m:mﬁmml VthTmsm
. P View Vi istributions
becomes available. (osvouraoas .- sz wwaess | coeemd| - | Uncet N T

Export CSV

View Contributions| View Transfers

20156 3450.00 | $1,000.00 m: View Expenditures| View Distributions
(08/01/2013 - 08/20/2013) 7/10/2013 | (3 items) | (2 items) Print | A
Export CSV

Create an amended report following the instructions for the current reporting period.
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Remove an Amended Report

Oops! I didn't mean to create an amended report!

That happens sometimes.

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 trans-
actions you 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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Change or Delete an Item on an Original Report

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

/iew Contributiony View Transfers

2015-6 $450.00 | $1,0 /iew Expenditureg View Distributi
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 it Print I R
Export CSV

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

To change a contribution or expenditure:

1. Inthe current reporting period (the green row), click Amend to display the Amend

Report page.

View Contributions

Amend Report

Click Create to create an amended report for the 08/01/2015 - 0&/320/2015 report.
The amended report will appear in the report list below the eriginal report.

2. Next, click Create.

T > 1
Submitted r

When the Report List reappears, -y ey = m““’““‘ = .

notice that there's now a new row

for the current reporting period.

N\

nt Enteor Transfers | Mo
(06/01/2015 - 06/20/2015) 7/10/20: com| [ e it =
e e ’ Enter Enter
. S| W Prepare Totals Enter the new data
Create Final Report For Review using thess buffons,
just like you did on
Export CSV. the original report.

3. On the Report List, use any of the buttons as you did on the original report to enter
the new data.

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret 49



How to File Financial Reports Online VR*

4. On the next page, click Amend Item from Orig Report to display a list of items (for
example, contributions) reported in the current month.

Campaign Treasurer's Report - Itemized Contributions

Election : County 2015 (2015-11-04)
Report Date : 2015-6
(2015-06-01 - 201 =
Add Contribution Return to Report Lis end Ttemn from Orig Report

Seq Date | Contributor Contributor T Contribution II'I'KII'!d.
Mum Type Type Description

Amend | Amount

Total £0.00

Add Contribution Return to Report List

5. Highlight the item you want to change and click Amend Item. Detail for that item dis-
plays.

The following list is the list

of the items on the original report

. that you are amending.

To change an item,
highlight it. Select the item to amend and you

will ba 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
& Roger, Reid (2015-06-04) $300.00

Then click Amend Item.

H""ﬁ.

[ Amend tem

6. Make your changes in the appropriate fields and 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

owe | [6 VY2 VY05 V] [

. : ] I_l e
To change an item, just o st Juase J
make your changes in Aatenn s [8350 Hilcresn Dive ]

- ——]
the appropriate fields. o Pt Jere T

Coeti T (indmvol T mp—
To delete an item, type a A""""'
zero (0) in the Amount field.

Controtiontpa [Cash ~]

When finished, click Submit. o

750 the cecrgtn of s ki cotrtn.

— [ suma [ concl |

p—

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

» The first entry deletes the item as it was filed in the original report. (Notice the word
Delete in the Amend column.)
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e The second entry adds the item with the changed values. (The Amend column shows
Add.)

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

Campaign Treasurer's Report - Itemized Contributions

Election : County 2015 (2015-11-04)
Report Date : 2015-6 | h inal
(2015-06-01 - 2015-06-30)
Add Contribution Return to Report List Amend Item from Orig Report Deletes the origina

item.

Seq ‘Contributor ‘Contribution | In-Kind
Nur | Date Contributor Tepe Occupation | 70 Description

Marsha Kirk
Edit Delate 1| 6/2/2015 | 8899 Hillcrast Drive | Individual Cash Delate 50.00
Palmetto, FL 32312

Marsha Kirk
Edit Delete 2 | 6/2/2015 | 8899 Hillcrest Drive | Individual Check Add $100.00
Palmetto, FL 32312

Total 0.00
Add Contri Return to Report List Adds the changed
item in its place.

If needed, you can now change another item, add a new item, or return to the Report List.
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Submit a Waiver

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

there is no activity for a reporting period. In any reporting period when there has been no
fund activity (expended or received), filing the report is required.

WAIVER OF REPORT OFFICE USE ONLY
(Section 106.07(7), F.5.)
(PLEASE TYPE) ONLINE SUBMISSION
[1014381]
Carclyn J. Casadonte 96

Candidate’s Name (Last, Suffix, First, Middle)
OR Political Committee, CCE or Party Name
1645 Harrington CT, Suite C

Palmetto, FL 32314

Address (Number and Street)

Identification Number (Assigned by Division
of Elections)

County Commission District 4

Office Sought (Include District, Circuit or

Group Number)
City State Zip Code
E Candidate D Committee of Continuous E] Check bax if address has changed since last
Exislence

report.

D Palitical Committee D Party Executive Committes D Check here if PC or CCE has DISBANDED
and will nes longer file repots

TYPE OF REPORT
{Check Appropriate Box)
TERLY R ERIMARY ELECTION GENERAL ELECTION

O January O 32nd day prior O aeth day prioe

O apri O 18 day prior O 32nd day prior
[ TERMINATION REPORT

O sy O 4eh day prior O 18t day prior
O 1A

O ocser O 4th cay price SPECIAL ELECTION

NOTIFICATION OF NO ACTIVITY IN GAMPAIGN ACCOUNT FOR THE REPORTING PERIOD OF
7/1/2009 through__ 9/30/2008 { 93 )

Signature Date

SIGNATURES REQUIRED FOR: Candidates

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

Chairman, Campaign Treasurer or Deputy Treasurer (s 108.07(5), F.5)
o of Conti P

Treasurer (5. 106.04(4)(c), F.S)
Party Executive Commitiees

Traasurer of Chaiman (s 106.2%32), F 5)

In any tepeating pesried wien M a2, D oo aclivity in e acconunt (oo funds spended o rcsivid) the filing of

thie requinsd rapart in waned. However, the filing officer must be notified in witing on the prescribed reporting date
that no report is being filed

Submit a waiver if your county requires paper reports:

1. On the Report List, find the reporting period you want to submit a waiver for. Click
Submit Waiver.
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Import Entries
Enter Contributions
Enter Expenditures

[ 'SubmitWaiver ]

2. On the next page, click Submit Report.

Submit Report

Candidate : Carolyn J. Casadonte (312) Office : County Commission, District 3
Report Period 07/01/2015-07 /312015 Due Date 8/10/2015
Centributions $0.00 Expenditures $0.00
Transfers $0.00 Distributions $0.00

Click on the submit button below to file the report.

By submitting this campaign finance repeort that the same is considered to be certified as to
correctness within the meaning of Section 106.07(3) Flerida Statutes, by the candidate and the
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 persens are
subject to the previsions of Section 106.07(3) Florida Statutes.

| Submit Report || Cancel |

You return to the Report List, where you see the confirmation number at the top of
the page and the status of Submitted for the report.

(Report Submission Confirmed: #1014381) i

e Gandidate/Committee A Carg[ym_;ggsadontigﬁ)_‘ J

View Contributiond  View T |
(| Submitted - ——
2015-6 $450.00 | $1,000.00N, #1088118 View Expenditure View Dlstnbutlnnsl
{06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items) [T —
Export CSV

3. Click Print to display and print the Waiver of Report.

Note: The Submit Waiver button does not display for committees that are set up as
Type - Electioneering Communication.

Some of the fields on the waiver are completed for you. Review it carefully and complete
any fields that are not filled out. Then deliver the report to the elections office prior to the
reporting deadline.

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

Submit a waiver if your county requires electronic reports:
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1. On the Report List, find the reporting period that you want to submit a waiver for.

2. Click Create Waiver Report.

[ Import Entries ]
[Enter Cuntrihutinns][ Enter Transfers ]
[ Enter Expenditures}[ Enter Distrihutinns]
[ Frepare Totals ]

| Cregte Waver F{EEDH I

3. On the next page, click Create Final Report for Review to open the Electronic Sig-
nature PINs page with a reminder that the report has not yet been submitted.

Note: For committees set up as Type - Electioneering Communication, a waiver is no
longer generated when clicking Create Final Report for Review with no contributions
or expenditures applied.

4. Enter both PINs in the spaces provided and click Assign PIN to submit the waiver to
the elections office.
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Unlock a Report

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

Candidate Reports
Elaction : County 2015 (2015-11-04)

Past Reporting Periods Current Reporting Periods Future Reporting Pariods

Rpt Date Total Total

Contrib Exp | Status
— View Contributiond _ View T |
ubeni
2015-5 $50.00 ; View nditu View Distributions
(05/01/2015 - D5/31/2015) €/3/2015 | (1 item) Unlock this report

Received
2015-6 £450.00 | $1,000.00 | #1088118
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items)

Received
2015-7 $50.00 : View nditureg View Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) I Unlock this report I Prntlll Amend
it CSV

These buttons prevent you from accidentally entering data for the current reporting period
in 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 see options for amending the report.

View Contributiond View Transfers |
2015-5 $50.00 R #1088116 View nditureg View Distnbutions
(05/01/2015 - 05/31/2015) 6/3/2015 (1 tam) Unlock this lepnrt | Print Amend
rt CSV

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

View Contributiond View Transfers |
Received

2015-7 £50.00 B #1073251 View nditu View Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Unlock this repart I Print | Amend
it CSV
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Export Data to a Spreadsheet

The system has two ways to export your financial data to a Microsoft Excel comma-sep-
arated values (.CSV) file. The Export CSV option collects all data for the selected report.

Submit

[ ExportCSV )

The Export All Transactions CSV collects all data from all reports in the election.

: Export All Transactions CSV

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.

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

o Item type

e Description

¢ Amount

» Whether the item was recorded in the original report (blank) or an amendment (A)
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Campaign End Reporting

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 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 cam-
paign, 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 2023-Final.

=Tt TO
Create Waiver i
Import Entries}
o Data Entered Enter Contributi

2015-Final ) ) i %ﬁ

10/01/2015 - 10/31/2015) 11/10/2015 ) Unlack this report Enter Expenditi)
Prepare Totals;
Create Waiver }

When it's time to file the termination report, its row is green.

To file this report, you must 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.

To report on the disposition
Candidate : Carolyn J. Casadonte (312) Office : County of surplus funds, select one
Commission, District 3 of the Disposition of Funds

Report In Fi : 2015 - Final i i i
Start Datef’;:li;llﬂ:;‘;.gindDale:;“;‘l5-lﬂ-3l 0pt|0n5 n the EXpendItul‘e

type field.
Date |10 v /31 v /2015 v Date of item (mm/dd/yyyy)
Last Casadonte
Sandormma | T Ertar last name or compary name if gilsiness
Address 1340 Gulf View Drive
pres
city |Miami st FL Zip 32322

Amourt 5 |500
fecurn of Campaigns sometimes confuse

e | 310 M oveivecrn. Disposition of Funds and
Enter Distributions.
[Dipeion i Foe 7] e ) .
Patty Cash Wihdeawn S Remember that Disposition of
Petty Cash Spent .
Trantfoto Office Account Funds is a type of

fund -
s 1 expenditure, whereas a

Disposition of Funds to Future Campaign . . . .
Dispositon o Funds o Paltical Paty distribution is a type of
Disposition of Funds to Petition Verification . .
|Raimbursements | transaction referring back to a

previously recorded expense.
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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 R g T
Import Entries
o= Enter Contributions| Enter Transfers ‘
liot Fil
2015-Final - $0.00 | Bata IEr.try Started Enter Expenditures| Enter Dislributions\
(LTI RS = AR AR A (2 item) | [AJnlock 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.
}r.-d\le'-?ﬂ-"w]_[ mvffénmn Ly A LA - TR T

(7} EXPENDITURES THIS REPORT

4 | Monetary
£ | Expenditures 5 0.00

k]

e

{ | Transfers to Office

Account $ 0.00
M| Total
“ | Monetary 3 0.00

Nty Sty Ay -

~1(B) | o OWELDIStIbYLIONS, catetot ol imnis, ionss

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

- - ~ R PR e PRI
N B Py - B o e o - -

T -

A

(10) TOTAL Monetary Expenditures To Date

et

5 1.,809.78

iy
€RTIFICATION “‘}

R
NP

It will also appear on the Itemized Expenditure page with an expenditure type of DI.
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CAMPAIGN TREASURER’S REPORT - ITEMIZED EXPENDITURES
(1) Name _Carclyn J. Casadonte (2) 1.D. Number 312
10/1/2015 10/31/2015
(3) Cover Period ’ I through I I {4) Page 1 of 1
(5) (6] (8) [E]] 10) an
Date Full Name Purpose
O] (Last, Suffix, First, Middle) (add office sought if
Sequance Street Address & contribution toa | Expenditure
Number City, State, Zip Code candidate) Type | Amendment Amount
-
10/31/2015| Casadonte, Antonio return of DI $500. 00
/ 340 Gulf View Drive unused
Miami, FL 32322 campaign
. contributions
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Update Candidate Photo and Bio

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 Hamingeon €T
Sue €

Photo of
candidate

Biographical

/ information

~

Cimclyn Casadonte's work with acaghborbond mscciitions fin the past 20
vears miquely quaiies ber fior the service 25 a County Commissioer.

i owr community and wil
emtat e tharur comemmn s properhy praceded b the Coamty

QaiA) e O pusticuler inteaent bo Carchm b preservation of our cutsimiding-and
ireplacesbie sl e weesmms. Wide serving a4 presidect of e Woodgate

kbokond A o Crecd o Nelhbuchood
w

Assocunas,
in-toun neighborioody’ camopy osks

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 Reporis - Candidate Log In> - Windows Internet Explorer

%r A |§| https: fhaaa, vokerfocus V| % || X |Google ||

19(" ol [@{Candidate Reports - Candida... ]_‘ @ - B @ v @Page i @TO

Candidate : Adam Greensburg

Office : Clerk of Court
6979 Standing Pines Lane }
Tallahassee, FL - 32312

eensburg@hotmail com
No I?hOtO $50.556.6814
Available

No biographical information available at this time.

L i VRN SN S e L

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 (a file with the 3-char-
acter extension JPG).

The system won't accept a JPEG file that’s larger than 500 KB. It’s best to use an even smal-
ler file, if you can. Smaller files display more quickly to website visitors, 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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Upload a Photo

1. On the main (Report List) page, click the yellow button to open the Can-

didate/Committee Bio page.

- ’T{},«iaﬁd”wd.‘{é Hoports - Eanmadtd lnghs, 7 /-7-"*’” R T A R P S
"3 - -
{ Candidate/Committee : Carolyn J. Casadonte (96) g
-

Office : County Commission District 4 .
NOTE The candidate/committee information (biography, photo, and released reports), has been viewed 3 total of 1 times from the

s public site. )
<

i Log Out Gd\lCand\date Committee Bio Information/Upload Phomw

{ , )

1
: Export All Transactions CSV j
IR i e LD e T A bimte, g ra B

[ Q (CandidateCaommittes Bio I

Candidate Photo Candidate/Committee Biographical
— Information
B

Upload this file:

[ |(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 S00kb.

Characters|  |(Max 5,000)

| Cancel/Retum to Menu |

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

Photo.
- 3 Click Browse and find
Candidate Phot Candidt the photo file.
=
The file path will be E
displayed here. \
Upload this file:
C:\PhokcsiCanolyn JPG.
Phota imaga must bea peg fila T
e tha Browse button to locata the file ta up?

o T e U e g

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:

P Fe—, e R

- T e

File Upload - County :

File:cand 96 jpg
Size373508

File uploaded successfually

- o e _\.-'"-__._\_ __.-"\."' " s m, f-\"x. _.""\"'-___ .

LT

A b b o e bl S0p N b

<, Eeturn to Main Menu
Y ¥ WG Y W 1 \rl

3. Click Return to Main Menu to return to the Report List.

Enter Candidate or Committee Text

1. On the main (Report List) page, click the yellow button to open the Can-
didate/Committee Bio page.

public site.

T RS oS o DTS T [ T S T
L ; ; 4
{ Candidate/Committee : Carolyn J. Casadonte (96) 1
I

: ¢
5 Office : County Commission District 4 -
:!‘JOTE: The candidate/committee information (biography, photo, and released reports), has been viewed a total of 1 times from the)
;

Log Out Gd\tCand\date Committee Bio Information/Upload Phumw
{ eaicandae JpesdPhoto]

1

N Export All Transactions CSV
ol AP g g At gt s A AP sl
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[ g (CandidateCaommittes Bio I

Candidate Photo Candidate/Committee Biographical
Information

&

Upload this file:

| |[ 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 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.

Characters| | (Max 5,000)

| Cancel/Retumto 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 number of characters you
have entered displays in the Characters box. When you are finished, click Update.

s = e P e
Type the biographical \; Candidate/Committee Biographical The system will show
data here. i Information you how many
s - characters you've
Carolyn Cassdente's work a8l already typed, so you'll

WiER neignborhocd know when you're
associations for the past 20 . T
years uniguely qualifies her reaching the limit.
for the service as a County
Commissioner.

She understends the concerns
of individusl residents in
jour community and will
ensure those concerns are
properly prioritized by the
County.

Or particular interest to
Carolyn is preservation of
our outstanding--snd

irreplaceable--natural ;
;

Be sure you conform
to the Supervisor's
policy on appropriate
content here.

environment. While serving
a3 president of the Woodgate

Neighborhood Associstion &
i |chair of the Council of
When finished, } [Neignborhoos Asseciaticn

click Update % she worked tirelessly-—fnd

ot NS N N PPy P 5

Note: When a candidate updates their bio for the first time, they will need to remove any
html elements that might have been entered before the change. If no html elements were
added then updates will happen as normal.
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After Your Updates

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.

To see how your photo and bio appear to voters, enter the address in your web browser,
replacing <county> with your county name:

https://www.voterfocus.com/ws/WScand/candidate_pr.php?c=<county>

You might not see your photo and bio immediately. Your county might reserve the right to
review your information before it is released to the public on their website. Check with the
elections office for your county’s policy on this.
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Reset Password

If you forget your password, you can simply reset it by clicking the Forgot Password link

on the Log In page.

MNumeric Candidate ID (no leading zeros) l:l Password | | | Login |

Forgot Password?

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

Candidate Forgot Password

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

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

Click the link provided in the email.

Candidate Reports Reset Password Inbox %

o}

websupport@vrsystems.com 12:31 PM (0 minutes age) S 1,
to me |~

Carolyn J. Casadonte,
Please reset your password using the following link:

https:/fwww voterfocus comiwsiwscanddev/candidate _resetpw php7eounty=cfetraining&r=5571cef5450b27 75501507

This link will expire in 1 hour.

Note: If there is no email address associated with your Candidate ID, you’ll need to contact

your elections office.

On the Candidate Reset Password page, enter and reenter the new password, and then click
Reset Password. The password can be up to 12 characters—letters and/or numbers—and

is case-sensitive.

Candidate Reset Password

Enter a new password in

the New Password el [\ 2w Password I:I
field.

vou'll need to enter the = Re-enter Password l:l
same password in the

Re-enter Password Reset Password
field to confirm the new
password.

CHAPTER 1| VR Systems Confidential/Proprietary Trade Secret

65



How to File Financial Reports Online

Change a Password or PINs

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

VRx*

If your county required electronic filing of reports, your campaign has been issued PINs for

the candidate and treasurer. You can also change these PINs, if you wish.

Change your password:

1. Onthe Report List, click Change Password/PINs.

Type your current
password here.

Office : County Judge
Edit Candidate/Committee Bio Information/Upload Photo Change Password/PINs )

ﬁgﬁm&mittee : Frank Castle (238)

I

In the Enter Old Finance System Access Password field, enter your current password.
This step is required, even if you are only changing one or both PINs.

. 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.

Change Password/PINs

Iter the password /ping

Type your new
/ password here.
/ Type your new
S / candidate PIN
% here...
4—/

Entar Naw Candidate/ Committes alactranic DIN sass

RaEntar Naw Candidate/Committes alactiamic DIN [assa
_and your new

— treasurer PIN

here.

Entar Naw Transurar alactranic DIN sess

RaEntar Naw Traasurar alactsanic BIN sass

To finish changing
the password and
PINs, click here.

» | Change Cancal

From now on, you will log on with your new password.

If you set up the Candidate Log In page to automatically fill in your password, you must
retype the password there the next time you log in. When you do, you might see this mes-

sage:
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AutoComplete

The pazzword you entered doez not match the paszword
! gtored in Windows for thiz user name.

Do pou want bo change the pazsword stored in Windows to
naLr new enky?

[ ez ] [ Mo

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

Should you forget your new password, see the instructions for resetting a password. If you

forget your PINs, contact the elections office. They will be able to retrieve them for you.
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Log Out of the System

VRx*

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.

Log out of the system:
On the Report List, click Log Out.

Click here to
log out of the | ~Candidate Reports - Candidate Log In> - Windews Internet [xplorer
system. g:_ T — b, ~ B %= o
T YT — B -0 & Orok- "
Candidate/Committee : Carolyn J. Casadonte (96)
Office : County Commission District 4
NOTE: The G e/committes information (biography, photo, and released reports), has been viewed 2 total of 1 times from the
MM € Consoom Cimmase -
[ @M Transackons CSY.
=
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