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Getting Started

Beginning Electronic Filing

Electronic filing is:

1.

Required when a political committee or other person receives contributions or makes expenditures
in excess of $50,000 in the current calendar year or has reason to expect to do so.

Voluntary for any political committee or other person that receives contributions or makes
expenditures less than $50,000 in the current calendar year. However, once a committee decides
to e-file on a voluntary basis, it must continue to do so for the remainder of the calendar year,
unless the Commission determines that extraordinary and unforeseeable circumstances have made
it impractical for the committee to continue filing electronically. For more information visit the
Electronic Filing Overview page (https://www.fec.gov/help-candidates-and-committees/filing-
reports/electronic-filing/).

Electronic Filing Passwords:

Registered committees can enroll in the Electronic Filing Password Assignment System
(https://webforms.fec.gov/psa/getstarted.htm). For further password assistance, please visit the
Password Help page (https://webforms.fec.gov/psa/help.htm) or contact the FEC’s Electronic
Filing Office at 202-694-1307, toll free at 800-424-9530 (menu option #4) or
eFiletechsupport@fec.gov.

Itis important to obtain or update your password as soon as possible. Due to the extra security
requirements, it may take up to two business days for the FEC to complete electronic filing
password requests.

Downloading Software:

Note

Go to https://www.fec.gov/help-candidates-and-committees/filing-reports/fecfile-software/ and
confirm Minimum System Requirements are met.

Click Download FECFile.

Enter the committee ID and choose Submit.

Enter the required committee and contact information then click Submit.
Click the FECFile X.X.X.X Download button.
Follow your computer’s download instructions.

Double-click the FECFile install icon and follow the installation prompts.

: FECFile will automatically check for the latest program updates every time you start the software.

If you are having trouble downloading FECFile, please contact the FEC’s Electronic Filing Office
at 202-694-1307, toll free at 800-424-9530 (menu option #4) or eFiletechsupport@fec.gov
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Using FECFile
FECFile Video Tutorial: "FECFile Introduction"

FECFile Video Tutorial: "Setting Up a FECFile Database for a Candidate"
Creating a New Committee File

Note: If you have an existing committee file, skip to page 6 to create a report in an existing file.

1. Start FECFile using either the desktop icon or the computer’s Start Menu.

2. Click Create a new commiittee file. Use the same file every time a report is created.

3. A window will appear to confirm the creation of a new committee file. Click OK.

Ope=n a Committes File E ﬁl

& Creake a new Committee File|

€ Qpen an existing Committer Fle

4. Choose the committee type from the following list and click OK.

Select your Committee Type El

- Campaign Committee [Mon-F
F3 - Jaint Fundraizing Committee [Authorized]

F3 - Jont Fundraizing Committee [Unauthonzed)

F3< - Political Action Cornmittes

F3 - Political Party Organization

F3x - Other [Palitical] Cormmittes

F4 - Committee/Organization supporting corvention

F5 - Independent Expenditure Filer - Individual [Mon-political/Mon-profit]

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

F? - Communication costs Filer

F3 - Electioneering Communications Filer - [Mon-poliical/Mon-profit] Indisadual
F3 - Electioneering Communications Filer - [Mon-palitical/Mon-prafit] Organization
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5. Enter the committee’s ID number, name, and address. In the
“Authorizing Candidate” field at the bottom of the page, type the
candidate’s name (last name, first name) and press the Tab key.

a. A new window will open. Enter the candidate’s
information and click OK. The “Campaign Committee —
FILER” window will reappear.

b. Enter the candidate’s information at the bottom of the
window. When finished, click OK.

6. Click Yes at the prompt.

7. Click OK at the prompt.

Campaign Committee - FILER x|

Type I Bublic-Funding I~ Mefional T Mulfi-Candidate

ICﬁmpalgn Committes j
Cornmittee |0 (eg. C12345678)
CO0TZTT59 ookup...
~f Committee/ O
Come> |
David for Congress
It Individual
LastName Middle Name ‘
Eirstname Prefix Suffix .
IWZ3 Bloom Street I
Coie D  Stale D CZ_ip)

Silverion |Mzine ~|[o1az4

Authorizing Candiclate

Dawid, Samuel

WDavicl, Samuel-123Weeping Willow Drive...

— __ CenddatsInformaton
(Giice Came) Chrvi>  Coter D)
House ¥ ||Maine b 1L HaMEDT234

i If Presidential (Vice President Information) ‘

Last Mame Widdle Name
|
First name Prefix Suffix
| | =l El
OK I Cancel |

Enter the current election cycle. An election cycle begins the day after the previous general

election for that office and ends on the date of the next general election. The election cycle
spans two years for House candidates, four years for presidential candidates, and six years for
Senate candidates. Election cycle dates can also be entered by clicking the View menu and selecting
Election Cycles. Then click the Edit menu and select New. Enter the date of the day after the
previous general election in the “Date From” field and enter the date of the next scheduled general

election in the “Date Thru” field. Then click OK.

To confirm that you have entered the correct election cycle dates, please contact the Reports

Analysis Division (800-424-9530, Menu Option #5).

2024 House Election Cycle: 11/9/2022 — 11/5/2024
2024 Senate Election Cycle: 11/7/2018 — 11/5/2024
2026 Senate Election Cycle: 11/4/2020 — 11/3/2026
2028 Senate Election Cycle: 11/9/2022 — 11/7/2028
2024 Presidential Election Cycle: 11/4/2020 — 11/5/2024

Election cycle information

Date From

11/9/20282 -
11/5/2024 -

—

Date Thru Cancel

x
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Creating the First Report (Form 3) in a New Committee File

1. Select the Type of Report from the Report’s drop-down menu
and, if necessary, modify the “Date From” and “Date Thru”

fields for the report coverage dates. x
2. Select the election cycle — make sure it is the current election |ty TE Tterty [

cycle (An election cycle begins the day after the previous E;‘jzﬁﬂ'fsm dll:ﬁjf:tifigquﬁ jlﬂmn fete =

general election for that office and ends on the date of the prrm————— -

next general election; please consult page 4 for more 170872 =TT 0672015 [ B

information). TSignedby

|Da\/|s, am

(5] Oak Street

3. To sign the report, click in the Signed by box. Enter the : B
treasurer’s name (last name, first name). If the treasurer has T =l
not already been entered into FECFile, press Tab or Enter.

™ This report discloses a new committee address

L . . . Signed by FarScheduls E
a. An “Individual/Organization” box will appear. CUSEAEE LS

Ensure that the type selected is “Individual other than Condu, Bob-12 Cond St.. B
. Diavis, Sam - 746 White Oak 5

a Candidate” and enter the rest of the treasurer’s e i -

information (name, address, etc.). ok | Cancel |

b. After entering the treasurer’s information, click OK
to return to the Report Information box.

4. After all the information is entered, click OK.

5. A window will appear, with options for what to do next in the report. To view the Summary Page
and begin to add transactions click OK. To view the Individuals/Organizations screen, click
Cancel.

Fecfile x|

"j You may proceed to add transactions to the current report OR you may choose to add Individuals fOrganizations to your file. Would you like to add
L

transactions to the current report now?
oK I Cancel |
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Creating a New Report in an Existing Committee

File

1.
2. In the “Edit” menu, click New, or right click anywhere

Creating a Statement of Organization (Form 1)

In the “View” menu, click Reports.

in the Reports window and click New.

Select the report type you would like to create (Forms 3,
6, 3L, 1, 99, or 2) and click OK. House and Senate
committees report their financial activity on the Report

of Receipts and Disbursements (Form F3).

1.

Create a Statement of Organization by following
the steps to create a new report as outlined in the
previous section and choose Form I (Statement of
Organization). Click OK.

The “Statement of Organization” dialog box
appears. Select the type of committee, and enter
the party code, website address (if applicable), e-
mail address (required), and date.

If the “Custodian of Records” and “Treasurer”
fields (both required) do not already contain the
names of the committee’s custodian of records
and treasurer, click Edit.

a. Select the custodian of records or the
treasurer’s name from the scroll box.
(Note: if the name does not appear in this
box, press Tab or Enter to input that
individual’s information.)

b. Enter the custodian of record and
treasurer’s phone number and
title/relationship to the committee, then
click OK.

To enter connected organizations, affiliated
committees, leadership PAC sponsors, joint
fundraising representatives; designated agents;
and banks/other depositories, click on Agents...

Select the report bype ﬂ

Report of Beceipts ahd Dizbursements [Fomm F3]
48 hour notice [Form B)

Form 3L - Report of Bundled Contributions

Form 1 [Statement of Organization)

Formn 1M [Motification of Multicandidate Statuz)
tizcellaneous Electronic Submizzion [Form 93]
Faormn 2 [Statement of Candidacy)

]

Cancel

STATERENT OF ORGANIZETION X

Tupe of Committes

() Principal Candidate Committee

O Authorized Committee (Mot Principal]

() Supports/Opposes only one Candidate [unauthorized)

Party code

—

O Separate Segregated Fund

i i i
i i i
O
) Mot 55F or Party, supports/opposes more than one candidate
O O
) Party Committes
i i i
) Super PAC [Independent Expenditure-Only)
O
() Hybrid PAC [with Mon-Contribution Account]
O

) Joint Fundraizsing Fepresentative [Authorized: ] Committees Parlicipating in

Joint Fundraizer. .

) Jaint Fundraising Fepresentative [Unauthorized: )

Cusztadian of Recaords

[+ Edit

Treazurer

|.,.-' Edit | Agents...,
WWebsite Address [URL]

| [] UBL has changed

Primary e-mail Secondary e-mail
E-mail has
| O changed

Signed by

| O Cormnmittge name
haz changed

o O Addrezs haz

changed
0K |

Submiszion Date

l =

Cancel |
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a. The “Affiliations, Agents & Banks Related to the Committee” dialog box will appear.

Affiliations, Agents & Banks Related to the Committee x|

I arme:

| Type [ Tite/Pastion

Designated....

Bank....

Cahzel

b. To add a connected organization, affiliated committee, leadership PAC sponsor, or joint

fundraising representative, click on Affiliation...

Name

My Commiffeg

Affiliations, Agents & Banks Related to the Committee x|

¢ Relationship Type —

" Connected Organization
" Affiiated Committee
" Leadership PAC Sponsor

®, Joint Fundraising Representative

| 0K I Cancel

c. Select the name of the connected organization, affiliated committee, leadership PAC
sponsor, or joint fundraising representative from the list. (Note: if the name of the entity
does not appear, and press Tab or Enter to input its information.)

d. Under “Relationship Type”, select the corresponding type of relationship then click OK.

FECFile Training Manual
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5. To add a designated agent (for example, an assistant treasurer), click on Designated...

a. Select the name of the designated agent from the list. (Note: if the individual does not
appear, type the name (last, first), and press Tab or Enter to input that individual’s
information.)

b. Enter the designated agent’s phone number and title/position with the committee, then click
OK.

6. To enter a bank/other depository, click Bank...

Affiliations, Agents & Banks Rela il
Name | Type | Title/Position Add new
Banks/Other Depositories x| Affiliation....
Designated....
Hame
i

Phiohe Title/Position —l
| | ok, |
oK I Cancel Cahcel |

1| [ ]

e Select the name of the bank/other depository from the drop down box. (Note: if the
bank or depository does not appear, type the name, and press Tab or Enter to input its
information.) Click OK.

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

8. To delete an entry in the “Affiliation, Agents and Banks Related to the Committee™ screen, click
on the particular entry to highlight it, then click Delete.

9. After entering the information, click OK.
10. Click OK after returning to the “Statement of Organization” box.

11. The Form 1 is now created. To review the Form 1 to ensure that it is complete, click the printer
icon in the top menu bar in order to review the committee’s information.

Note: You can also electronically file a new or amended Statement of Organization (FEC Form 1) using
the online webform on the FEC’s website: https://webforms.fec.gov/

FECFile Training Manual
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FECFile Basics

Saving in FECFile:

FECFile creates a committee database (with file extension .DCf), which holds the entirety of the
committee’s reporting history. This includes all reports, amendments, and contributors or vendors with
whom the committee works.

1. Save the file as often as possible. This will decrease the chance of massive data loss. Be sure to
save the file in a location easily accessible and easily remembered. Additionally, it is strongly
recommended that you back up the file to an external source, such as a flash drive, external
hard drive, or CD.

2. For each new report, open the same committee file. Do not create a new committee file each
time the committee files a report. This will lead to problems with election cycle-to-date
amounts, cash on-hand amounts, and aggregate amounts.

Using the Different Views:

FECFile is organized into seven different views or windows: Reports; Summary Page;
Individuals/Organizations and Events; Receipts; Disbursements; Loans, Debts, & Other Obligations; and
All Transactions. Each of these views displays a different aspect of reporting and is used to create and
modify both reports and transactions. There are three different ways to access a view:

1. When FECFile first opens, tabs will be displayed underneath the icon bar. Click on the tab to
access the desired view. Tabs can be rearranged by dragging them to another location on the tab
bar.

[8 FECfile - Manual Committee.DCF

Fle Edt WVew Window Help

N

»" Reports x| Receipts | Disbursements | Loans and other Obligations
Il

Type

] ——— e ngC...
April 15 Quarter 19 - 03/31/2009 012712010 Davis, Sam 11/05/2008 - 110,00 0.00
July 15 Quarter 19 - 06/30/2009 Davis, Sam 11/05/2008 - 11 0.00 0.00
F3L - July Montt)9 - 06430/2009 - 11052008 - 11
October 15 Quz 9 - 09/30/2009 12072009 Davis, Sam 11/05/2008 - 11 0.00 29441.71
48-hour notice { " 10/01/2009 Davis, Sam 11/05/2008 - 11
A1:50:4pril 15 <10 - 03431/2010 04/16/2010 Davis, Sam 11/05/2008 - 11 29441.71 154441.71
July 15 Quarter L0 - 06/30/2010 Jones, James  11/05/2008 - 11 154441.71  161441.71
F2 - - 11/05/2008 - 11
48-hour notice { - 042002010 Davis, Sam 11/05/2008 - 11

FECFile Training Manual
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a. In order to view two tabs side-by-side, right-click on a tab and select Open in a Horizontal
Tab or Open in New Vertical Group.

f5 FECFile - Manual Committee.DCF

File Edit Wiew Window Help
o] 8BS
E}.n-" u.‘.,

e 4_} =

N =82 3

Individuals/Organizations and Events - r Reports r Receipts r Disbursements WW
Line# | Mame | Date | Balance | Tokal | 5 | P]

Open in Mew Horizontal Group

Cipen in Mew Wertical Group

Cancel

2 FECfile - Manual Committee.DCF

Ble Edt Wew indow Help
LT - 7 = E Q
WE&F2 5] :
Individuals/Organizations and Events - | Reports x| ther Obligations | | Receipts x|

Line# | Name | bae | Amount | Aggregete | L P [ Line# | Mame | bae | Amount | Aggregete | L/ P

170 John's Hardware 07/25/2009 7463 .63 128 11z} smith, Joe 9f2zfe00s| 480000 480000118

7 Janes, James 0910j2008 45645 4565 LT [MItita) Smith, Joe 8f2z/z00s 240000 480000120 L18

20(s)  Johnson, Joseph 7fazje009 1500,00 1500.00 131 13(s)a Swith, Joe 0Bf24/2009  25000.00  29600.00 136

17y USPostmaster 0914/2009 0624 10624132 11z} Davis, Sam 09152009 200000 2000.00 103

17 Credit Card Company Dl 247TAz 24Tzl [MIt1(a) Smith, Jane 09f2z{2009  2400.00 00012t 118
11z} Jones, James 09/10fe00s 4s6ds 4SedsLis
11(s} | Johnson, Joseph o71z)e009 1800,00 1600.00 130

b. Tabs can be closed by clicking on the “X.” New tabs can be opened or re-opened by using
the “View” menu, clicking on the appropriate icon (please consult the next page for

FECFile Views) or by clicking the “Window” menu and selecting “Open All” to open up
all the tabs.

2. Under the “View” menu, select the desired tab:

File Edit |!iew Window Help

1 Individuals{Organizations
m I Election Cycles
= Reporks
ﬂ all Transactions
| Type
april 15 QL Summary Page
July 15 0u Receipks
F3L-Julv | Disbursements
October 17 Loans and other Obligations
45-hour ne
ALS0ADE Recyele bin
’J:;Iy 15 Qu Sort...
6 oo neoearh.

3. Click on the icon, located across the top of the screen, representing the view:

FECFile Training Manual
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About Each FECFile View:

~+a Reports View — This view lists all reports created in the committee file. Transactions on these
' ] reports can be modified if the report is “open.” Reports also can be amended using this view by
—— right-clicking on the report and selecting Amend.

- Summary Page View — This view shows both itemized and unitemized totals for each line number
, | 1inboth the period covered and the election cycle. Transactions may be entered on to line numbers
by double clicking a line.

2¢ Individuals/Organizations and Events View — This view lists all entities entered into the
,.-J‘TJ committee database, including the committee’s information, contributors, other political
committees, businesses, etc. Modify an entity by double clicking on it.

Receipts View — This view lists all receipts entered in the report currently selected in Reports
ﬁ View. Modify a transaction by double clicking it, or right click an entry for a list of options such
as creating a new transaction, deleting a transaction, adding memo text, etc.

Disbursements View — This view lists all disbursements entered in the report currently selected
é g in Reports View. Modify a transaction by double clicking it, or right click an entry for a list of
options such as creating a new transaction, deleting a transaction, adding memo text, etc.

Loans, Debts, & Other Obligations View — This view lists all debts, loans, or other obligations

£/ 4 that are owed to or by the committee in the report currently selected in Reports View. Modify a
transaction by double clicking it, or right click an entry for a list of options such as creating a new
transaction, deleting a transaction, adding memo text, etc.

'—L| All Transactions View — This view lists all transactions entered in the committee file.
k Transactions are sorted by line number and name.

Memo Text:

Memo text is used to provide additional information regarding reports and transactions. Memo text can
be added by highlighting the report or transaction, right-clicking, and choosing Memo Text... from the
available options.

Miscellaneous Electronic Submission (Form 99):

A Form 99 is another way to provide additional information as a separate filing. Go to the Reports tab
and right-click and select New. Then choose Miscellaneous Electronic Submission (Form 99) and click
OK. Enter the additional information, choose the treasurer’s name in the “Signed by” field and select
“Miscellaneous Report to FEC” as the “Document Type.” Follow the instructions on page 25 to upload
the Form 99. You can also electronically file a Form 99 using the online webform on the FEC’s website:
https://webforms.fec.gov/

Creating Contributor and Vendor entries:

FECFile Training Manual
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FECFile creates a database for all entities (individuals, businesses, PACs, Political Party Organizations,
etc.) within the committee file. This saves the committee from repeatedly entering the contributor or
vendor information if a committee conducts multiple transactions with a particular entity.

There are two ways to create an entity:

1. When entering the first transaction associated with an entity, make sure the cursor is in the
“Name” field and press Tab or Enter. The “Individual/Organization Information” window will
appear.

2. Using the Individuals/Organizations view, right click anywhere in the workspace and click
New from the available options. The “Invididual/Organization Information” window will
appear.

Filling Out the Individual/Organization Information Box
1. Select the correct entity type from the drop-down menu at the top of the window.

e Note: FECFile disables any field that is not required for a type

Of entity. Individual /Organization Information
2. After entering the information, click OK. Type I Wational
Camnpaign Committee
Committee 1D [eg. C1 2345675
Using the FEC “Lookup” Feature: m.

o
r IF Committee/Jrganization

Click Lookup... to access the FEC’s database of federally registered
candidates and political committees.

This is an optional feature to copy

[l

lnformatlon for a federal Candldate or Committee/Candidate Name C.. I C I [ IC I Carnmitt... I Other 1D |
litical it stead ¢ FRIENDS OF MARY BETH BUCHANAN — H H  PA  CO0475996 HOPAD4Z..
FRIENDS OF MARY ELISABETH GODWIN S S FL  CO0596999 SEFLO0400
politica committec mstea 0 FRIENDS OF MARY LANDRIEU. INC g S DG CO0325126 SELADNZL.
; i3 FRIENDS OF MARY PEREY H H Ny CO0585844 HBNVD1Z..
entering 1t 1n manuaHY- FRIENDS OF MATT ALEXANDER H H My  CO0803995 HZMY140..
FRIENDS OF MATT DETCH H H Wy CODB03ESS HEWAO3L.,
1 In the FRIENDS OF MATT DOHENY INC H H MY COOSEO7A7 HONY230
. FRIENDS OF MATT GAETZ H H FL  CO0R12432 HEFLOTT- —
« I s FRIENDS OF MATT GOETTEN H H L CO0506600 H2IL13096
Ind1v1dual/0rgamzat10n FRIENDS OF MATT MATSUNAGA - CONC... H H H  C00383562 HOHI01058
. . FRIENDS OF MATT ROWE H H %A COORI2B63 HEVADTT..
Information box, click FRIENDS OF MATT SALMON H H o A7 CON287771 HAAZOTO
FRIENDS OF MATT TEMPERLEY H H CO0518035 H2MATDT..
Lookup... FRIENDS OF MATT X RYAN H H 538 )
EMDS OF ks T THEW DODE = F 5 [1:
« , FRIENDS OF MAURICE HINCHEY H Ny H MY  CO0272633 HZNY260
FRIENDS OF Max BAUCUS S MT 8 MT CO0328211 SEMTO00
2. The FEC ID LOOkup FRIENDS OF Max BAUCUS S MT S MT C00209668 SEMTO00...
: FRIENDS OF hMAx BURNS H  GA H  GA C00412549 H2GAT20..
window  appears. Scroll FRIENDS OF MAX CLELAMD FORTHE US. 8 GA 5 GA (00307512 SBGADOT ..
. . FRIENDS OF MAYOR CALIGUIRI N PA CO0288423
through the list and click once FRIENDS OF MAYQR RIDDICK / ZINA C .. | DC Ca0007s14 =
EIERIT o (A5 b A 1T LI em TR

on the entry to hlghllght lt Prew I_&ext mnm(mr Copy All .. ﬁ Copy 1D I Cancel

3. Copy all applicable
information by clicking Copy

All....
4.  Unchecking boxes in the window that
x appears will exclude that information from copying
bl | BB S ST E N BB to the entity record. Click OK and all of the
Address1: W [[325 MARKET 5T committee’s checked information will be copied
Address2: | into the entity record.

City: ¥ IPARKERSBURG

State: ¥ |Wv Zip: @ [28101

rmame informatian 5. Click OK to return to the transaction screen.

Office : IS State: ¥ [w District: b¢ |00

o« ] coeat | FECFile Training Manual
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Receipts

FECFile Video Tutorial: "Entering Contributions from Individuals and PACs"

Receipt Basics

1.

Click the “Summary View” icon at the top of FECFile. In the “Summary Page” window, double

click on appropriate Line to enter a transaction.

[§ Summary Page - Form 3

Line# Description ThisP.I ThisP.U | CTD.I CTD.U
Individual Conkribukions 5500,00 S&00,00
Conkributions From palitical

11§c) Contributions from okther political committees 10000.00 10000.00

11(d) Contributions from the candidate

12 Transfers from other authorized committees

13(a) Loans received from the candidate

13b) Other loans received

14 Offsets ko operating expenditures (refunds, rebates, etc 1400.00 33.45 1400.00 33.45

15 Other Receipts (Dividends, Interesk, ekc.) Z045.00 187.65 Z045,00 187.65

Click on the name in the list scroll box immediately x|

beneath the name field if the entity already exists in
the committee’s FECFile database. If the entity is
not in the database, press the Tab key or Enter key
to add the information. Refer to page 11 (“Creating
Contributor and Vendor entries”) for more
information.

Enter date and amount and any applicable
description of the transaction (“partnership”, for
example).

Enter the election and year of election for the
contribution.

The “Memo” box should remain unchecked unless
the entry is providing supplemental information that
does not affect the report’s cash on hand.

The “Aggregate” box should remain checked so
that transactions aggregate on an election cycle-to-
date basis.

Click OK.

Note: The check number and account identifier are
NOT required fields and do not show up on a report.
However, providing this information will allow the
committee to keep better internal financial records.

Receipt Reporting Examples:

( Mame )

IFrost Dan

Frost Dan - 300 Union Street...
Frost, Emma - 16723 Wincdy Creek Way...
Grant, John Lee -

L L]

PO Box 531...

( Date ) ( Amaount’)
|4,f1,f1a =l 2700.00 I~ InKind
Description
|

( Election ) “ear of Election ™ Memo
[Primary N |EiE

Candidate/Campaign Committee

¥ Aggregate

Lobhbyist/Begistrant Bundler [ FiLbundle

Sarah Smith for Congress - PO BOX 432, i’
DT PAZ-114 2nd Street SE.
FECFILE POLITICAL ACTION COMMITTEE - PO BOX 123, ~|

4

Category code

Sarah Smith for Congress - PO BOX 432... i’
=i

Bean, Chris - 123 Main St..

Check Mo,

Account ldentifier

| Not Required | Not Required

MNext entry... |

oK I Cancel

Individual Contributions, Political Party Contributions, PACs & Other Political Committee

Contributions, Candidate Contributions and Partnership Contributions

FECFile Training Manual
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https://www.youtube.com/watch?v=KVLBTho2CG4&feature=youtu.be&list=UUpyA3jv66mB8he1lS2z4ZQw
https://www.fec.gov/help-candidates-and-committees/filing-reports/#reporting-examples
https://www.fec.gov/help-candidates-and-committees/filing-reports/individual-contributions/
https://www.fec.gov/help-candidates-and-committees/filing-reports/political-party-contributions/
https://www.fec.gov/help-candidates-and-committees/filing-reports/pacs-other-political-committee-contributions/
https://www.fec.gov/help-candidates-and-committees/filing-reports/pacs-other-political-committee-contributions/
https://www.fec.gov/help-candidates-and-committees/filing-reports/candidate-contributions/
https://www.fec.gov/help-candidates-and-committees/filing-reports/partnership-contributions/

Special Categories of Receipts

Individual Contribution

HName

| >

In-Kind Contributions

When entering an in-kind contribution, click the “In-Kind” = |Haskins. il

box shown at right and add a description. Note: Checking = [Haskins, Bill-200 Main Street. . =
7] LS D) . . Joh L Ann - 505 3rd St —

the Iq-Kmd box will automatically create the necessary [ °h=on T:‘;y_SDS i =

balancing entry on Schedule B (the Disbursements tab). Dete Amout

Use the “]?escription” field to add a descriptioq of the in- |E“ i ﬂ|_ 5uu.nn

kind received. Consult the adequate and inadequate —

purpose of disbursement lists when describing the in-kind. CDBQC”‘“'D)”

IIn—kind - Catering

Election “ear of Election I~ Mema

Pri ~|[2018

I nmary JI Iv Aggregate
Candidate In-Kind Contributions *

For candidate in-kind contributions, committees must also ~ Name

report information about the ultimate payee (i.c., the  |U3FestalService

vendor) as a memo entry. Fouow.the instructions above Bgcé?oiz;fge&?cﬂgﬁ%‘g;;"r”ai‘;dme

for entering an in-kind contribution. Then, go to the  |walker Jane- 1209 Main St.

Summary Page tab, right click on “Line 17 Operating g Amount

expenditures,” and select “New.” Enter the information 172018 =l 0000 T Inkind
of the ultimate vendor who was paid by the candidate and o)

check the “Memo” box. Use the “Description” field to =

reference the candidate in-kind entry.

Ll Lo

ICandidate In-Kind Memo Entry - Postage

Elzction “ear of Election ¥ Memo
[Primary |leoa

Reattribution/Redesignation of a Contribution

(13 b 2 b oe
Go to the “Receipts” view. AR

1. Find the contribution to be reattributed or Delete
redesignated and right click on it. Mouse over the Skl
“Redesignate/ Reattribute.” Then click Reattribute or

Transaction Spht..
Redesignate in the box that appears. MemoText..

Redesignate

2000,00 109
11{a)  Jones, Jame Modfy... Ctrim 456,45 456.45 116
Del

Sort... Ctrbr
3 tenson '
Name
{Smith, Joe
Sl Jone - 53 Eim Sheet | 2. After choosing Reattribute or Redesignate,
Smith, Joe - 536 Elm Sbieet... Ei enter the correcting information for the transaction
o s and click OK. Note: Remember to cross reference by
[672272009 r 240000 T inkind including the name of the original contributor in the
description field. Click OK to return to the “Receipts”
view.
= lecion ¥ Memo FECFile Training Manual
[Primary =]l2010 [ Agoepaie. Page 14



https://www.fec.gov/help-candidates-and-committees/filing-reports/in-kind-contributions/
https://www.fec.gov/help-candidates-and-committees/purposes-disbursement/
https://www.fec.gov/help-candidates-and-committees/purposes-disbursement/
https://www.fec.gov/help-candidates-and-committees/filing-reports/-kind-contributions-candidate/
https://www.fec.gov/help-candidates-and-committees/filing-reports/redesignating-and-reattributing-contributions/

a. For reattribution, highlight the newly created negative entry that FECFile generated for the
original contributor, then right click and click Modify...

[B Receipts -IEIlLl C
Line# | Name | Date | Amount | Aggregate | L. P.) |
11(a)  Smith, Joe 08/22/2009 4800.00 4800,00 118

[M]11(a) Smith, Joe 08/22/2009 -2400.00 4800.00 120 118

11(a)  Davis, Sam 09/15/2009 2000.00 2000.00 109

11{a)  Jones, James 09/10/2009 456,45 New... Ins

Modify... Ctrl+m

b. Update the description field to include the name of the person to whom the contribution is
being reattributed.

Click “OK” and then click “Yes” at the prompt.

48-Hour Notices (Form 6)

1.

A 48-hour notice is a separate filing from a Form 3. 48-hour notices are required for all
contribution of $1,000 or more received less than 20 days but more than 48 hours before the day
of an election.
To prepare to create 48-hour notices, first create the Form 3 that includes the 48-hour notice
period (please consult page 6 for instructions on how to create a new Form 3 report).
Enter the contribution on the Form 3 report (please
e | x|
consult page 13 for instructions on entering a
contribution). @
To create a 48-hour notice, go to the “Reports” view, _ —-_> | None =
right click, and click New. Click “48-hour notice f"*‘bﬁ'
(Form 6)” and click OK. Davis, Sam - HEWM;D& Street : i‘
The “48-hour notice (Form 6)” box will appear; fill in jﬂ::"";‘;r:i"’*;aﬁ 7\ oepng Wikow Oive =
the election date, the state, and enter the treasurer’s
information in the “Signed by” box. [ ox ] Cancel |
Click OK. Note that at this point the notice is not
complete.
Select the “Reports” view and select the 48-hour notice by left clicking on it. 48-Hour Notice

instructions continue on the next page.

FECFile Training Manual
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https://www.fec.gov/help-candidates-and-committees/filing-reports/reporting-48-hour-notices/
https://www.fec.gov/help-candidates-and-committees/filing-reports/reporting-48-hour-notices/

8. Select the “All Transactions” view and locate the receipt(s) that needs to appear on the 48-hour

notice. Receipts will be sorted by line number and then alphabetical order.
=ioix]

Ceaets, Sai

11{a) Jones, lames

11{a) Senith, Joe 4800.00
17 Jones, lames 456 .45
!h.']: 1{a) Senith, Jane Add ko Formé. .. 2400.00
Er"]l]{-s:l Senith, Joe $00.00

Transaction Spit. .

Memo Text...
Redesignate Featiribute... k

9. After finding a transaction, select the entry, right click, and click Add to Form 6. Repeat this step
until all the required contributions have been added to the 48-hour notice.

The 48-hour notice is complete. Close and upload it in the same manner as a regular report of receipts

and disbursements (please consult page 25). Repeat this process if you need to file additional 48-hour
notices.

To see when your committee needs to file 48-hour notices, please visit the Dates and Deadline and 48-
Hour Notices pages or contact the Reports Analysis Division (800-424-9530, Menu Option #5).

Offsets to Operating Expenditures x|
To report the refund of a good or service previously )
purchased by the committee, go to the Summary Page tab, [Metro Office Supplies -
: : 33 b : : teMickerson, Raoul- 100 Main Street... -
right click on “Line 14”Offsets to ()’Peratn’l’g expenditures o e e -
(refunds, rebates, etc.) and select ”New.” Include the Metropolitan Office Supplies - 990 bMain Street... x|
vendor's name, address, date the refund was received, and, C Amount )
in the “Description” field, include a clear description R | 30000 I In-Kind
connecting the transaction to the original payment. (Description )
IRefund of overpayment on 3/1/18
Election “ear of Election [ Mermo
[Primary M |EIE

¥ Aggregate

FECFile Training Manual
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https://www.fec.gov/help-candidates-and-committees/dates-and-deadlines/
https://www.fec.gov/help-candidates-and-committees/filing-reports/48-hour-notices/
https://www.fec.gov/help-candidates-and-committees/filing-reports/48-hour-notices/
https://www.fec.gov/help-candidates-and-committees/question-rad/
https://www.fec.gov/help-candidates-and-committees/filing-reports/offsets-operating-expenditures/

Contributions Received Through Individual ECTEE x|

Conduits (Earmarked D)
Contributions) [Frost Emma
Frost, Dian - 300 Unian Street... -l
Frost Emma - 16723 Windy Creek Way... -
1. Follow the instructions on page 13 to Grant. John Lee - PO Box 531... il

report the original contribution. The date Arnaurt
of receipt is the day that the contributor 5/15/2018 = |

gave the contribution to the conduit. In the (Dessripion)

1.000.00 [ In-Kind

“Description” field include a note Staﬁng IContribution earmarked through ABC PAC
“Contribution earmarked through [name D) = -
c 1 s = me rEmo
of conduit]. [Primery R |EE
¥ Aggregate
2. Right click on the original #line | Hame | Date | Amount
buti d sel 11(a) | walker, Jane 04/012018 5400.00
contributions and select 11(z)  Haskins, Bil 04012018 500,00
“Transaction Splll‘” After the 11{a) Frost, Dan 04/01/2018 2700,00
@ . cisy - 11{a) Johnson, Ann 04/01j2018 5400,00
Transaction Split” window opens, 11(z)  Haskins, G 05/01/2018 500.00
CliCk “Add new” : Frost, Emma ” 0515170 ' _____
e, .. ns
Modify. . Chrl+m
Delete Dl
Clone. ..

Transaction Split. .

Loanfebt payments. ..

Mermao Text. ..
Redesignate/F.eattribute, , 3
3. Enter the conduit information. The x|
date of receipt for this entry will be
the day that the conduit gave the [ABCPAC
contribution to the committee. In the ABC PAC - 1200 First St 3
“Description” field include a note Bean & Bean LLP- 890 E 5t NW/..
stating “Total earmarked through Bean, Chris - 123 ain 5t.. [
conduit. Limit not affected” if the CAmount D
conduit did not have direction or |5_£1 B/20148 B 1.000.00 = In-fnd
control over which committee
receives the contribution. Click the = . —
K ITDtal earmarked through this conduit. Limit not affected
OK button when finished.
( Election ) (Cear of Election) I Memo
Primarny -||2018
I JI ¥ Aggregate
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Bundled Contributions

Select the “Reports” view and create a Form 3L
(Report of Bundled Contributions). Select the
correct report under “Type of Report,” and input the
treasurer’s name in the “Signed by” box.

x

Type of Report

I October 15 Quarterly ;]

Date From Date Thiu Election date

|7/1/2009 [9/30/2009 |

State District Semi-annual Period

INone L” € Jen - Jun30

[~ This report discloses a new € uiyi-Dec3i
committee address & None

Signed by

IDavis, Sam

Davis, Sam - 746 White Dak Stieet..
Johnson, Joseph - 3837 Weeping Willow Drive...
Jones, James - 3217 Dak Tree Court... ;’

| 0K I Cancel

Once the Form 3L is created, contributions can be added to it by checking the “F3L Bundle” box

while entering contributions to the Form 3.

To  specify the  bundler, select the
Lobbyist/Registrant from the scroll box underneath.
If the Lobbyist/Registrant does not appear, type the
name in the “Lobbyist/Registrant Bundler” box and
hit Enter or Tab, and then input the necessary
information.

The Lobbyist/Registrant will only appear on the
Form 3L if the total activity attributed to them
exceeds the itemization threshold during the
coverage dates of the Form 3L.

Close and upload the Form 3L in the same manner
as a regular report of receipts and disbursements
(please consult page 25).

W X
Hame

Hd’rm.!u:qﬂ't
| John's Hardwae - 343 Dogwood Lane. . H
Johrson, Joseph - 3837 Weaping Willow Dinve...
Jorwes, Janes - 3217 Oak Tres Court il
[
|ar28/m9 | 240000 I Inviind
e
|
E beclicen YexofElecion [~ Mema
»|[2010
[Primssy JI M Agoegate
Candidate/Campaign Committes
|
Joe Senth lof Congeass - 1855 Maple Averie.,. EI

Computers PAC - 643 Magnola Trad...
Smath. Jos - 535 Elm Steeat ..

hd |
IW

Joe Serath hor Congeess - 1855 Maple Averue., -
Lomputers FAL - 549 Magnoka Trad —
Davis, Sam - 745 White Oak Streat . d |
LCategory code
I [=]
Check Mo. Acgount Identifer

! !
Neteny. | K] _ come
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Disbursements

FECFile Video Tutorial: "Entering Operating Expenditures and Staff Reimbursements'

Disbursement Basics

1.

Go to the “Summary Page” view and double-click on the appropriate line.

17 Operating expenditures 10510.34 10510.54
13 Transfers ko other authorized committees
19(a) Loan repayments made to the candidate
19¢h) Other loan repayments made
Z0(a) Refunds of individual conkributions 1000.00 1000.00
Z0ibY Refunds of contributions From political party committees 5000.00 5000.00
200c) Refunds of contributions From other political committees 15.00 15.00
21 Other disbursements 15000,00 o412 15000.00 o4.12
z1 Loans made
A disbursement box for that line number will appear.
Select the payee’s name from the scroll box below the “Name”

field. If the entity is not in the database, press Tab or Enter to
add the information. Refer to page 11 (“Creating Contributor
and Vendor entries”) for more information.

Enter the date, amount, and description fields. Consult the
adequate and inadequate purpose of disbursement lists when
filling out the “Description” field.

We recommend filling in the election to more easily calculate
net debts.

Candidate/Campaign Committee is not required for line 17
Operating Expenditures.

Category code, Check No., and Account Identifier are not
required and are only for internal use.

Click OK.

Disbursement Reporting Examples:

Operating Expenditures

Refunds of Contributions

Voided Checks
Contribution Made to Other Candidate Committees

Charitable Donations

Candidate Salary Payments

IJDhn‘s Hardware

Johnson,
Laptop, Bob - 234 Candy St.

@ € Amount )

|?,f3;2ms L” 1600 I Inkind

_Description_»

IEquipment Rental

Election “ear of Election ™ Memo

[Primary =|fents

Candidate/Campaign Committee

Committee for Laptops - 234 King St
Jefferson, Thomas - 123 Cherry Tree Lane...
Laptop, Bok - 234 Candy St

Lobhbyist/Begistrant Bundler = FaL bundle

L« LI

Re-Elect Thomas Jeffersan - 123 Cherry Tree Lane...
ACTBLUE -F.0. BOX 441146...
Committes for Laptops - 234 King St

LCategory code

Check Mo Account ldentifier

|
INext entry... | O, I Cancel
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https://www.youtube.com/watch?v=n2eHPATHv8Q&feature=youtu.be&list=UUpyA3jv66mB8he1lS2z4ZQw
https://www.fec.gov/help-candidates-and-committees/purposes-disbursement/
https://www.fec.gov/help-candidates-and-committees/filing-reports/#reporting-examples
https://www.fec.gov/help-candidates-and-committees/filing-reports/operating-expenditures/
https://www.fec.gov/help-candidates-and-committees/filing-reports/refunds/
https://www.fec.gov/help-candidates-and-committees/filing-reports/voided-checks/
https://www.fec.gov/help-candidates-and-committees/filing-reports/making-contributions-other-candidates/
https://www.fec.gov/help-candidates-and-committees/filing-reports/charitable-donations/
https://www.fec.gov/help-candidates-and-committees/filing-reports/candidate-salary-payments/

Special Categories of Disbursements

Staff Reimbursements, Travel Reimbursements, Credit Card & Payroll Payments:

Payments to credit card companies, payroll companies, and reimbursements all need to list supporting
memo entries to disclose the ultimate recipient of the funds. Click on the links above for reporting
examples of each special category of disbursements.

1.

Double-click the desired line of the Summary Page and enter the entity receiving the
reimbursement or payment. In the description field, provide an acceptable description, such as
“Reimbursement,” “Payroll payment,” or “Credit card payment.”

Go to the “Disbursements” view and find the transaction that needs supporting memo entries.

Right click on the transaction and click Transaction Split.

- ———r

[B pisbursements

20{z)  Johnson, Joseph 07 fzz 2000 1500.00 1500.00 131
17u John's Hardware 07 /262009 74.63 74.63 |28
17 Credit Card Company i e 7742013
17y LS Postmaster 108.24 |32
17 Jores, James 456.45 117
Click Add new....

A new transaction window will open. Fill out the original vendor’s information and click OK
when finished. (Note: the “Memo” box is grayed out as the transaction will automatically appear
as a memo entry.)

x
Mame | Arnount | Date Add new.
Delete
Mame ;I
IJohn's Hardware Close

Jefferson, Thomas - 123 Cherry Tree Lane
John's Hardware - 943 Dogwood Lane...
Johnson, Joseph - 3837 Willow Drive...

Le L Lo

Date Arnount

[r1172018 | 48.81 I In-Kind

N [+

Description

INew office locks

Repeat this process until all of the supporting memo entries for the payment or reimbursement
have been entered.

After entering all of the supporting memo entries, click Close to return to the “Disbursements”
view.
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https://www.fec.gov/help-candidates-and-committees/filing-reports/travel-reimbursements/
https://www.fec.gov/help-candidates-and-committees/filing-reports/credit-card-disbursements/
https://www.fec.gov/help-candidates-and-committees/filing-reports/using-payroll-company/

Debts and Loans

Schedule D: Debts

Debts Owed by the Committee:

1.
2.

Select the “Summary Page” view.

To add a new debt owed by the committee, double click on Line 10 (Other Debts Owed BY the

Commiittee).
Summary Page - Form 3 x] =
#line | Descriptian [ thiser [ thisp [ crou cTD.U
11{a) Individusl Contributions 11434.00 1149400
11h) Contributions from political parky committees 145326.00 145326.00
1164c) ontributions From other political committees 11603.00 11603.00
110d) Contributions From the candidate 12485.00 12485.00
12 Transfers from other authorized committees 5421.00 5421.00
13(a) Loans received from the candidate o tonon S0 oo
13(b) Other loans received Debt owed by the Committee 5‘
14 Offsets ko operating expenditures {refi
15 Other Receipts (Dividends, Interest, et [ame
17 Operating expenditures IJUhn'S Hardware

168 Transfers bo other authorized committe:
19{a) Loan repayments made to the candidat:
19(h) ©ther loan repayments made

20¢a) Refunds of individual contributions
20ib) Refunds of contributions from political p
Z0c) Refunds of contributions from other pol

21 Other dishursements

21 Loans made

23 Cash on hand

9 Loans owed TO the committes

] Other debts owed TO the committee
|10 Loans owed BY the committes

d BY the commitkes

Jefferson, Thomas - 123 Cherry Tree Lane... ;I

John's Hardware - 943 Dogwood Lane.. —

Johnson, Joseph - 3837 Willow Drive... -
Date Armaount Date = Setiled
[Fr7ie0ta =1 2500 | =l

Forgiven Amount

T

Description

IMeetmg Supplies

“ear of Election Election
[ema Frimary =

Candidate

Fe-Elect Thomas Jefferson- 123 Chermy Tree Lane...
ACTELUE -P.0. BOX 441146...
Committee for Laptops - 234 King St

B

]

Cancel

Select the name field and enter in the debtor. If the vendor has not been added to the system, press
Tab or Enter. Please consult page 11 (“Creating Contributor and Vendor entries”) for more

information.

Enter the date, amount, and the purpose of the debt in the appropriate fields.

Click OK.
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Debt Repayvments:

1. To add debt repayments, go to the “Loans/Debts and Obligations” tab.
2. Right click on the debt to which you would like to make a payment and click Loan/Debt payments.

i3 Bank, Cerfer Frst

Capkol Party Decorations

New.... Ins
Modify... Crbtm
Dredate Del
Clone..,

Redesgnate/Reattribute, k
Fargive/Sattle. ..

Close Regor

AT I'I

Sart... ik
Itemization k

In the “Loans/Debt payments” box, click on Add new....

4. In the “Select the type of Deferred Disbursement” window, click on the line number the payment
will go on, such as Operating Expenditure [17].

5. Enter the name of the vendor, date, amount, and the purpose of disbursement.

Operating Expenditure EI

Mame

ICapitDI Pary Decorations

Capitol Party Decorations - 48 Bloom Street...
Cornmittee for Laptops - 234 King St..
Conduit. Bob - 12 Cond St..

-
-l

Date Amount

|?;5;2m 8 ;|| 16500 T In-kind

Description

IDebt Repayment: Graphic Design

6. Click OK. The debt payment should now appear in the “Loan/Debt payment” dialog box.
7. Click Close.
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Schedule C & Schedule C-1: Loans

Loans Received:

1.

10.

11.

Go to the “Summary Page” view and double click on Line
13(a): Loans received from the candidate or 13(b): Other
Loans Received.

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

Enter the date the loan was incurred, amount of loan,
interest rate, election type, year of election, and the loan’s
due date. If there is no interest rate or due date, enter
“none” in both fields. Do not leave the interest rate or
due date fields blank.

If the loan was secured, check the “Secured” box. The
committee may also add a description of the loan in the
“Description” field.

If the loan is from the candidate’s personal funds,
check the “Personal Funds” box.

If the loan is from the candidate and derived from a bank

Loan Made or Guaranteed by the Candidate LI

MName

|J0hnson, Jogeph

John's Hardhware - .. =]

Laptop, Bob-234

Date Amount

Interest Rate(?)

jpnsreois | 2500.00 | A,
= Fargiven Dafe Forgiven Amount
| =Py
Description
Election “Yearof Election Due date
|Primary j |2D1 g none
™ Secured Schedule C1.
I~ hemo Guarantars...

¥ Personal funds

o]

[Mext enthy.. | Cancel

or some other source that is NOT the candidate’s personal funds, click Schedule C-1... and enter

all information that is applicable to the loan.

If the loan is received directly from a bank or lending
institution, click on “Schedule C-1...” and enter the
required information. Note: If the committee receives
the loan directly from a bank or lending institution, the
committee is required to file a paper copy of Schedule
C-1 with the signature of the representative from the
lending institution and the treasurer’s signature, as well
as a copy of the loan agreement.

After completing this section, click OK.
If there are any guarantors, click Guarantors...

Click Add new... to enter guarantor information. Click
Edit... if the guarantor has been added previously. Click
OK to return to the “Loans Made” screen.

After the loan information is entered, click OK to return
to the “Summary Page” view. Schedule A supporting
Line 13 and Schedule C supporting Line 10 will now
have amounts reflected on the Summary Page and the
corresponding schedules will be created on the report.

Loan Reporting Examples: Candidate Personal Funds Loans,

Bank Loans Obtained by the Candidate & Bank Loan Obtained

scheduiec1 |
Lending Institution Date Incurred
|Local Bank |3/23/03
US Postmaster - .. ﬂ
Local Bank - 1859 Cheny Tree Cicle... D
- | |8415/2012
Loan amount Interest’ APR
|50000.00 {000
I Loan has beenrestructured  Original date I
Credit amount this draw ~ Dutstanding balance if fine of credit
0.00 {0.00
™ Other parties are secondarily liable
Traditional collateral pledged
Value Description [~ Peifected interest

J0.00 [

r~ Future income pledged
Pledge account Value
| {0.00
Credit Card Company - 34896 Chemywood Stiest.

John's Hardware - 943 Dogwood Lane... :I Established on
Local Restaurant - 1812 Plum Tree Drive LI

Description ]

Alternate basis for loan and repayment

[

Authorized By Title
Davis, Sam - 746 White Oak Street... =l e s
Johnson, Joseph - 3837 Weeping Willow Drive... A i
Jones, James - 3217 Oak Tree Court.. LI

o]

Cancel |

by the Candidate Committee
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Loan Repayments Made:

1. Go to the “Loans, Debts and Obligations™ tab. x|
2. Click the loan for which repayment is being made, right Name
click, and click Loan/Debt payments ... S, Jos
Smith, Jane - 535 Elm Street... A
. Smith, Joe - 536 Elm Street...
Cth Add New... Turner, Joe - 9384 Poplar Lane... j
4. Enter the creditor’s name; if the creditor has already Date Aok o
Ir-Kind
been entered, select that name. Type the date, amount, e I 20000 Bl
and enter “Loan repayment” into the “Description” field. Description
|Lnan repayment
5. Click OK to return to the “Loan/Debt Payments” screen, Election Yearof Election [~ 1o
then click OK to close that window. Schedule B [Primary Jad |
supporting Line 19(a) or 19(b) and Schedule C Candidate/Campaign Committee
supporting Line 10 will now have amounts reflected on IJ — ——
. . it - =
the Summary Page and the corresponding schedules will Computers PAC . 649 Magnola Trai .+ B
be created on the report Smith, Joe - 536 Elm Street... [
Lobbyist/R egistrant Bundler I™ | F3L bundle
|
Joe Smith for Congress - 1865 Maple Avenue. . f]
Computers PAC - 649 Magnolia Trail...
Davis, Sam - 746 White Dak Street.. =
Category code
| =l
Check No. Account Identifier

| |
Nest entry., 0K I Cancel |
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Closing/Uploading/Amending

Closing a Report

1.
2.
3.

Validating and Uploading a Report

UL R =t = B [ =

Go to the “Reports” tab.

Close Report.,. .

Right click on the report and click Close Report.
Enter today’s date in the “Date closed” field and click OK.

(Note: a Filing ID is only required when filing amendments and x
should be left blank for new reports.) Date closed

I j‘

Cancel

1.

First, follow the directions above for closing a report. Closed
reports should appear in pink/purple in the “Reports” tab. Note:
You will receive the following valdiation error message if you
don’t close the report: “Treasurer Signature Date is Required, but field is empty.”

Type B Coveroge | Election Date | Closedon | Signed by

April 15 Cuarterty 0101 2005 - D331 2005 Dugvis, Sam
Al1:50:udy 15 Quarkerhy 04/01 /2009 - D6{30/2009 Diavis, Sam
F3L = Juity Monthby [ Semi-Annual 1 065011 f00FS = D6 S0[2009 ] I= :

Cictober 15 Quarterhy 07 (01 f200%9 - O 20/2009 Duavic, Sam
4a-hour notice (Feeem &) 1001 {2003 Davis, Sam

IMPORTANT: Save the file before validating and uploading!

Click the “File” menu and select Validate a Report or click the Validate icon.

88U .0

The validation program will notify you if there are serious errors that will prevent you from filing
the report. For more help with Validation Errors, please consult page 30.

Fecfile X

! electronic-filing server. Please correct these errors before

Igl This filing has errors that will cause it to be rejected by the
5 filing.
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5. Note: A report that has errors will not be allowed to upload. A report with warnings will
upload, but be advised that warnings indicate some missing information that may be required. If
no errors are found or you wish to file the report with warnings, then click the “File” menu and
select Upload a Report, or click the Upload icon, which is located directly to the right of the

Validate icon.
Q5 B8 8ULe

6. Enter the password (please consult page 2), 9-digit committee ID number, and email address. You
must confirm the password and email address by entering them a second time or the report will
not upload.

| | =

7. Unless otherwise directed by the FEC’s Electronic Filing Office, leave “Web service” as the Filing
Method and then click Submit Filing to FEC. (Note: “This filing amends” field should not be
filled in for new reports.)

8. Save the committee file after the report uploads.

9. You will receive a confirmation email if the report is successfully uploaded. If you don’t received
a confirmation email or are unsure if the report was successfully uploaded, please contact the
Reports Analysis Division (800-424-9530, Menu Option #5). Successfully filed report can be
viewed here: https://www.fec.gov/data/filings/?data_type=efiling

= FECLoad X
Upload  Configure Results

Filer Information

ID |C00123456 (e.q C12345678)
Password eesessse Confirm [eeeseees {case-sensitive)
e-mail 1 |gwashington@email. com Confirm |gwashington@email. com
e-mail 2 Confirm
Filing Method
(®) Web service (O TCRfIP ()ssL () Disk

Filing Information
File to upload
This Filing Amends

[]File it to the test server [ will not be received by the FEC ]

About.. Submit Filing to FEC Cancel
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Amending a Report

Creating an Amendment:

1.
2.
3.

Go to the “Reports” tab.
Right click the report to be amended and then click Amend.
Click OK on the “Report Information” box.

a. The report will now have an A1, A2, etc. in front of it. Al is for the first amendment, A2 is
for the second amendment, and so on. If the user has filed any reports with coverage dates
following the amendment, FECFile will automatically generate amendments for those reports.
For instance, if the April Quarterly report is amended in November, FECFile will also generate
amendments for the July Quarterly and October Quarterly reports.

b. Note: these reports will automatically be generated, but not automatically uploaded. Also,
these additional amendments need not be uploaded unless there is a change in any of the dollar
figures (most commonly: election cycle-to-date, cash-on-hand totals, or aggregate totals). If
there are any changes in the dollar figures for subsequent reports, please upload those reports
as well (please consult page 25).

Modifying Transactions for the Amendment:

1.
2.
3.

Fectile X

Locate the transaction to modify.
“_?/ Are you sure wou wank to modify the selecked Report?

Double click on the transaction.

Yes ko |

Make the desired changes to the transaction and click
OK.

When prompted, click Yes to modify the selected report.

Adding New Transactions for the Amendment:

As with a new report, go to the “Summary Page” view and double click on the appropriate line for
that transaction.

Deleting Transactions from an Amended Report:

1.
2.
3.

Locate the transaction to delete. Fecile %
Right click on the transaction and click Delete. Z / Are you sure you want to delete the selected transaction?

When prompted, click Yes to delete the selected

transaction. ves [ mo ]
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Filing an Amended Report:

1. An amended report is filed like a new report: Close the report, and then choose Upload a Report

from the “File” menu (please consult page 25 for closing and
uploading instructions).

Close repork

2. Ifthe original report was created using FECFile, the software
will automatically fill out the “Filing ID” field. Date closed

Filing 1D [Original]

x|

141505

. . FEC-123455
a. Do not alter this number unless instructed by an FEC

analyst or the FEC’s Electronic Filing Office. ITI

Cancel

b. Ifinstructed to alter the number, or if the number does

not appear in the box, the filing ID is located on the
FEC’s website (https://www.fec.gov/data/filings/).

Search the committee’s name or ID number. The Filing ID appears under the “Version”

column.

Filing a Termination Report

To close down committee operations, a committee must file a Termination Report. Committees can file

a Termination Report when the committee no longer receives (or intends to receive) contributions and
no longer makes (or intends to make) expenditures. If a committee is involved in an FEC enforcement

action, audit or litigation, it cannot terminate. The committee must continue to file reports until that
matter is resolved. Once the FEC notifies a committee by sending a termination approval letter, the
committee can stop filing campaign finance reports with the FEC.

1. Inthe “View” menu, click Reports. Report information

2. In the “Edit” menu, click New, or right click | Typeof Repart

anywhere in the Reports window and click New. |

3. Select “Report of Receipts and Disbursements 13“;:;.%?;-;:;:55’“

(Form F3)” and click OK. This is the same form | |12 day Fre-General

: ; 12 day Pre-Runoff
used to file previous campaign finance reports. 12 day Pro Special

p ST 12 day Pre-Convention
4. From the Type of Report menu, select “Termination 30 day Post-General

Report.” 30 day Post-Runoff

30 day Post-Special
5. Enter the “Date From” and “Date Thru.” The “Date T ermination Report
From” will be the day after the ending coverage

date of the committee’s last filed report. The “Date Thru” can be the date of last activity by the

committee or the ending coverage date of the next scheduled report (whichever date is later).

6. Select the election cycle. Please consult page 4 for more information.

7. To sign the report, click in the Signed by box. Enter the treasurer’s name (last name, first name).

If the treasurer’s name has not already been entered into FECFile, press the Tab key or Enter key.

After all the information is entered, click OK.

Enter transactions on to this report. When finished, you will follow the steps to Close, Validate
and Upload the report (please consult pages 25-26 for these instructions).
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Secrets to FECFile

Common E-Filing Mistakes

Passwords

Remember to obtain a password as soon as possible. Due to the extra security requirements, it may
take up to two business days for the FEC to complete electronic filing password requests.

Don’t wait until the last minute to apply for a password or to apply for a new one if necessary.

Remember the committee’s password and keep it secure: the FEC cannot look up misplaced or
forgotten passwords; the Treasurer must request a new one.

Please visit the Electronic Filing Password page to request, change or retrieve a password:
https://webforms.fec.gov/psa/getstarted.htm

Filing at the last minute

Any problem, whether it’s technical or non-familiarity with the software, can be difficult to deal with
during the rush of a deadline week. It is advisable to always file as early as possible, especially the
first time the committee files electronically.

Be aware of upcoming reports and consult the Dates and Deadlines page.

House and Senate candidate committees file quarterly reports, pre-election reports, 48-Hour Notices
and post-general election reports.

A committee’s obligation to file regular financial disclosure reports continues (even if the candidate
loses the election or is no longer seeking office) until the committee requests to terminate and that
request is approved by the FEC.

Email receipts confirm filing has been received.

After uploading the report electronically, a receipt will be sent to the email address entered when
uploading the report. Assume that the report was not successfully filed if no receipt is received. Call
the Electronic Filing Office (202-694-1642, Option #3) if more than a few minutes pass without
receiving a receipt.

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

You can look up your committee’s filings at any time using the FEC website:
https://www.fec.gov/data/filings/?data_type=efiling

Save and validate data set early and often

Doing this through the process of report creation will ensure proper and consistent data entry as well
as preventing the loss of work due to unforeseen computer problems, i.e. freezes, crashes etc.

Back up the data file!

The file that contains all of the committee’s reports, the “Data File” (.dcf), should be backed up to an
external source.

The FEC does NOT have a copy of your data file!

It is very difficult and time consuming to recreate the committee file if it is lost.

FECFile Training Manual
Page 29


https://webforms.fec.gov/psa/getstarted.htm
https://www.fec.gov/help-candidates-and-committees/dates-and-deadlines/
https://www.fec.gov/help-candidates-and-committees/filing-reports/quarterly-reports/
https://www.fec.gov/help-candidates-and-committees/filing-reports/pre-election-reports/
https://www.fec.gov/help-candidates-and-committees/filing-reports/48-hour-notices/
https://www.fec.gov/help-candidates-and-committees/filing-reports/post-general-election-reports/
https://www.fec.gov/help-candidates-and-committees/terminating-a-committee/

Common Validation Errors and How to Fix Them

Warning vs. Error Messages
There are two different types of validation errors: warning messages and error messages.
Warning messages:

These messages are a result of possible incorrect/missing information in the report so the user can correct
the issues (if necessary) before uploading the report. However, they do not prevent the committee from
uploading a report.

Error messages:

These messages result from more serious problems with the report and prevent the user from uploading
the report until the errors are corrected.

Reading and Understanding a Validation Message

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

Form{Item}: SA11AI {Johnson, Jane}
Field Name: #012 Employer
Warning  Conditionally Required Field is Empty

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

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

The FEC’s website includes a more extensive list of commonly found warning and error messages along
with brief descriptions and solutions:

https://www.fec.gov/help-candidates-and-committees/filing-reports/validation-errors-explained/
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Common Error Messages

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

Treasurer Signature Date is Required, but field is empty

e This error indicates that you have not closed the report. From the Reports tab, highlight and
right-click on your report, and chose “Close Report...”. The Close Report window will appear
where you must enter a date, generally the day you close and submit the report (please see page
25)

Treasurer: Last Name is Required, but field is empty
Treasurer: First Name is Required, but field is empty

e This error indicates the treasurer’s name was not selected. From the Reports tab, highlight and
right-click on your report and click “Modify.” Enter or select the treasurer’s name in the
“Signed by” field.

{Contributor First Name} is Required, but field is Empty

e Contributions from individuals (Schedule A transactions) must contain a first and last name.
If this error has occurred, the first name of the contributor has been omitted or incorrectly
submitted in conjunction with the wrong Entity Type (individual, organization, business, etc.).
Locate the transaction and correct the name.

e From the “Individual/Organizations and Events” tab, scroll down (listings are alphabetical)
until you find your contributor. Double-click to open up the profile. Enter in the first name of
the contributor if missing or check the first field to verify that you have chosen from the drop-
down menu the entity type of “Individual other than candidate™.

{Recipient First Name} is Required, but field is Empty

e Disbursements to individuals (Schedule B transactions) must contain a first and last name. If
this error has occurred, the first name of the individual has been omitted or incorrectly
submitted in conjunction with the wrong Entity Type (individual, organization, business, etc.).
Locate the transaction and correct the name.

e From the “Individual/Organizations and Events” tab, scroll down (listings are alphabetical)
until you find your individual. Double-click to open up the profile. Enter in the first name of
the individual if missing or check the first line to verify that you have chosen from the drop-
down menu the entity type of “Individual other than candidate”.

Filing must be in the current FEC format

e This indicates that you are using an outdated version of FECFile.
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e FECFile users will need to download the latest version of the software from the FEC's website
(https://www.fec.gov/help-candidates-and-committees/filing-reports/fecfile-software/).

Amended filing must have an ID of the "Original"”

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

e [f the user cannot locate his receipt for the original report, the ID number can be located on the
FEC's Electronic Filing Report Retrieval website under the “Version” column
((https://www.fec.gov/data/filings/).

e Once you have located the original filing ID, you will need to
open, and then re-close your report so you can enter the filing ID.

|

Date closed
e NOTE: If this original report ID number is entered incorrectly, [1/10/06
system errors will occur on upload. o ]
oK

Filing ID [Oniginal]
FEC-191664

Amended filing must have an ""Amendment Number'"'

e This means that either the GGG =
amendment indicator is missing or
il’lCOI’I‘GCt The ﬁI'St amendment ! E vou have not uploaded the repart that is being amended. Would wou like to conkinue?
will be Al, and each subsequent
. . CK | Cancel I
amendment will be numbered in
sequence.
. . e, .. Ins
e This error most likely occurred Hody... .
because you did not properly create an amendment or amended Delete Del
a report before it was filed. e
Farm32-1,,
e Don’t amend a report that you have not uploaded. FECFile Laan/Debt payments,..
: : : : Merna Text...
will warn you with this message — click Cancel. e ,
Fargive/Settle.
C epart. .,
e In the “Reports” view, right click on the report you are trying hl
to file. If the report is closed, unclose it. Right click again and ot Chrlr
click Unamend fhemization ’

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

Validation terminated! — Over 32,000 problems found!

e This indicates that 32,000+ errors have been found. The threshold for total errors for the system
is 32,000; therefore, the first 32,000 errors will be listed in accordance with their severity.

e Ifyou receive this message please contact your FEC analyst or the FEC Electronic Filing Office.
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ID# NOT correct FEC ID# format

This indicates that the committee ID number

used is not in the correct format. e |
To correct this error, you will need to edit E:EIrlncprmmumcamns Political Action Committee - FILER
your committee’s information. To do this, go Woter Drive

to the “Individuals/ Organizations” view and Sgg"g;:;twe Tope

locate your committee. Double-click on your FedEx-Kinkss |Poliical Action Commities
committee entry (it should be in red). Make :EEEEIE‘FSJ:?S&EESS g. C12345678)

sure the committee ID number is correct. It Johrisen, Jane Lookup...|

R ARA DA AL

might help to use the FEC Lookup feature.

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

Extraneous data follows last field

This usually indicates a technical problem, generally involving invalid characters.
You should call the Electronic Filing Office if you receive this error (202-694-1307).

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

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

This indicates that there are a set quotes around a text field where there should not be.
Locate the transaction/field and take out the quotes.

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

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

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

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

To correct this, either shorten your Form 99 filing or file more than one.
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Leading blanks {e.g. ' TEXT"} not allowed
e This indicates that there are blanks prior to data; this is not allowed.

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

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

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

is not a real date
e This indicates that the user has entered an invalid date.

e Locate the transaction and enter a valid date.

Invalid amount format: — OR — Non-numeric data in numeric field

e This indicates that the user has entered values other than numbers m x|
and decimals.

e Locate the transaction and enter only numbers and one decimal ! \  Please enter a number.
point. FECFile will issue a warning before this error is made.

e NOTE: Dollar signs and commas are not permitted.

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

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

District "' _" is not 2-digit numeric format
e This indicates the user failed to enter the congressional district as two digits.

e Locate the transaction, and make sure the congressional district field has two digits (ex: 04, 11).
Using the FEC Lookup feature might make things easier.
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Electronic Filing and Reporting Resources

Electronic Filing Resources

FECFile for Candidate Committees Video Tutorials:
https://www.youtube.com/watch?v=yI8AYiaOErA&list=PLJr nRe8SzD3ZnN8o0-af5idxz2F90Ohk53

Electronic Filing Password: https://webforms.fec.gov/psa/getstarted.htm

Online Webforms: https://webforms.fec.gov/

Electronic Filing Overview: https://www.fec.gov/help-candidates-and-committees/filing-
reports/electronic-filing/

Importing Data into FECFile: https://www.fec.gov/help-candidates-and-committees/filing-
reports/importing-data-fecfile/

Rebuilding a Data File: https://www.fec.gov/help-candidates-and-committees/filing-reports/rebuilding-
data-file/

Validation Errors Explained: https://www.fec.gov/help-candidates-and-committees/filing-
reports/validation-errors-explained/

Upload Errors Explained: https://www.fec.gov/help-candidates-and-committees/filing-reports/upload-
errors/

Recently Filed Reports Search: https://www.fec.gov/data/filings/?data_type=efiling

Reporting Resources

Reporting Dates & Deadlines: https://www.fec.gov/help-candidates-and-committees/dates-and-
deadlines/

Help for Candidates and Committees: https://www.tfec.gov/help-candidates-and-committees/

Campaign Guide for Candidates and Committees: https://www.fec.gov/resources/cms-
content/documents/candgui.pdf

Candidate Reporting Examples: https://www.fec.gov/help-candidates-and-committees/filing-
reports/#reporting-examples

Inadequate & Adequate Purpose of Disbursement Lists: https:// www.fec.gov/help-candidates-and-
committees/purposes-disbursement/

FEC Training, Webinars and Conferences: https://www.fec.gov/help-candidates-and-
committees/trainings/
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https://www.fec.gov/help-candidates-and-committees/filing-reports/#reporting-examples
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https://www.fec.gov/help-candidates-and-committees/purposes-disbursement/
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