H. File Submission, Uploading the Report and
Error Messages

File Submission

When all transactions have been entered for a report, and the deadline for
reporting is imminent, the final details must be collected in order to file
electronically. There are several different ways a user may file, and with
detailed information following.

Filing Requirements

V The user must have an FEC electronic filing password. This is
REQUIRED. They must contact the FEC electronic filing office if they do not
have a password, or if it has been forgotten.

The user must have a modem and phone line connection for dial up,
or a network connection to the Internet. (When no other option is

available, filing on diskette or CD is an option). The report must pass
validation.

Signing and Dating the Report

If the report is not properly signed and dated, the validator will note that the
information is missing and generate Level 12 (serious level) errors, and
uploading will not be possible. If the report is not ready to actually upload,
but want to validate it, the user may want to leave the report date blank.
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V Enter the actual date the report will be filed in the Date closed field. The
Time field will be automatically populated.

V The Filing ID is only used for amendments, and should be blank for new
reports. For amended reports, the filing number of the report being
amended should already be displayed.
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Validation
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The validation process identifies errors and omissions in the report. It does not
evaluate the filing for correct reporting practices, but sends an alert for missing

information, such as employers and occupations, or failure to designate a
signatory for the report.
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V To validate the report, select validate from the File menu or click on the
Validator button on the toolbar. Once the errors reported by the Validator

have been resolved, the application is prepared to close and upload the
report.
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Uploading the Report Via TCP/IP/Internet

To begin the upload process:

V Choose Upload from the File menu, or click on the Upload button on the
tool bar.

0 The upload process automatically runs the validator.

o If errors are found that are level 8 or higher, the user will not be
allowed to upload the report.

o If errors are found that are below level 8, a warning message appears
on the screen that notifies the user of the errors and asks if the user
wishes to continue. It is advisable to correct as many of the errors
as possible before filing.

(0]

If no errors are found, or the user indicates that they wish to file the report with
errors, the Upload Settings screen appears.
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