D.

REPORTS

Select the report type @

RBepor of Beceipts and Dishursements (Form F30
24 hour notice (Form 24)

Farm 1 (Statement of Organization)

Forrm 1k (Motification of Multicandidate Status)
tdiscellaneous Electronic Submission

k. Cancel

Reports

The FECFile generates several different kinds of reports. These reports can
include:

A

D> > D

Report of Receipts and Disbursements (Form 3P) This is for Presidential
Candidate Committees

Report of Receipts and Disbursements (Form 3) This is for Non-
Presidential Candidate Committees

Report of Receipts and Disbursements (Form 3X) This is for PACS,
Parties, State and Local Parties

48 Hour Notice (Form 6)

Statement of Organization (Form 1)

Notification of Multicandidate Status (Form 1 M)

Miscellaneous Electronic Submission
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Creating A Report Of Receipts And Disbursements
(Form 3X) (This Is For PACS and Party Committees)

V Upon launching FECFile, select your existing committee file, (*.dcf).

V Select View, from the menu bar and select Reports.

COX

e T 0%

Open a window on al Reports in this fie Q2:01/01/2003 - 06/30/2003

V Select Edit from the menu bar and then select New.

Shortcut! (Right-click and select New, or use the Ins key
on your keyboard with the Report window highlighted!)

NOTE: The first time you create a report, and your cash on

hand is not zero ($ 0.00)0 The first transaction you enter in

t he report should be the fAiCash on Hando
the initial balance. Subsequent transactions will modify the

balance. See the transactions section for instructions.
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V Select Report of Receipts and Disbursements (Form 3X) and click on OK.

Select the report type

X

Feport of Beceipts and Diskbursements (Farm F3x)
24 hour notice (Form 24)

Form 1 (Staterment of Organization)

Form T (Motification of Multicandidate Status)
Miscellaneous Electranic Submission

(0]:4 | Cancel |

Report information R‘
Twpe of Report
I -
Date Fram Date Thru Election date
Election ycle running in State

E [-] [

Signed by

Abrams, James D. - 45 Lakewood Flace. . ~
Aeder, Jeffrey | - 2647 M. Bosworth Awvenue... =
ALOT OF PEOFLE SUPPORTIMNG TOMDASCH-FPOB.. ¥

[ This report discloses a new committee address

(0] Cancel

V The Receipts and Disbursements Report has several options. Select the

report

V Poi

nt

reqguired fr om-downeanenuTy p e

of

and click inside the ADat e

Reporto

Fr omo

Note: Due to the nature of the report selected, some date fields will
be automatically populated by the FECFile application.
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Point and click i nsi dandenkeeinthéddatee Thr uo f i
required. Again, this is necessary if the date field was not
automatically generated.

Note: You may accept the default dates, or change them if
necessary. Caution is required when changing the default dates. Pre-
Primary reports, Pre-General reports and Post-General reports can
alter the coverage dates of adjacent reports. If there is uncertainty
about report coverage dates, users must check with an FEC
representative prior to changing the default dates.

Date formats should be entered as follows:
A m/d (1/1)

mm/dd (01/01)

mm/dd/yy (01/01/00)

mm/dd/yyyy (01/01/2000).

> > > >

PLEASE NOTE THAT IF THE YEAR IS NOT PROVIDED, THE
SOFTWARE DEFAULTS TO THE CURRENT YEAR.

V The treasurerdé6s name may be selected from

Note: | f the treasurerd6s name i s not l i st ed,
same manner as a standard individual.

VIif the committeebs address has been change
|l ist, check the box reading, AThissse@port
V Click on OK.

V The Reports table will appear.
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Creating a 24 of 48 Hour Notice Form (Form 24)

Only PAC6s and Party Committees report a 24
the Form 3X electronically, the option to select 24 Hour Notice appears in the
Report View.

V Upon launching FECFile, select your existing committee file, (*.dcf)

ORls&dw O
T —

Al Transactions

Summary Page
Receipts

Dsbursements
Loans and ather Oblgatons

- [O)X

|
01/01/2004 - 03/31/2004 Torres, Anita
05/01/2004 - 03/30/2004 Alamo, ANEonio - 254747.97
) - 11/06/2004 10/04/2004 Arrizurieta, Caros -
e | 24-hour natice (Form 24) - 10/15/2004 Davks, Tmothy

V Select View, from the menu bar and select Reports

e I RGeLde Do

CEX
Signed by
05/24/2004 Machado, Gus
Tarres, Anita

254747.97
11/06/2004 10/04/2004
10/15/2004
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V Select Edit from the menu bar and then select New.

Shortcut = Right Click and select New, or use the Ins key on

your keyboard

f FECfile - Unauthorized

_ 0x]

Select the report type

e - Ox|
1 Individual :

pe Coverage
A2 January 31 Year End 07/01/2003 - 12/]

n)
01/01/2004- 03/ | omle Staws Anta 257017.57
09/01/2004 - 09/} Antonio 254747.97
fta, Carlos
frmothy

April 15 Quarterly
October 20 Monthly
24-hour notice (Form 24)
24-hour notice (Form 24)

V Select the 24 Hour Notice Form, (Form 24), and click on OK.

VvV | f this is a 48 Hour Noti ce,

24-hour notice (Form 24)

Election date State
Ii INune LI
Signed by [~ 48 hour
- ~ |
) i~
k. I Cancel |

V Type in the Election date, state (where the committee is registered), and select
the drop down area to populate the signed by field and select OK.

Cl

c k

FECFile i PACs & Party Committees Manual 6.0

D-6

t

he

b o x



2z PRGEEBS Do

[E Reports

Type Coverage Closed on Signed by .. | Opening Ca

A2:January 31 Year End 07/01/2003 - 12/31/2003 05/24/2004 Machado, Gus - 3100.00

April 15 Quarterly 01/01/2004 - 03/31/2004 Torres, Anita - 257017.97
=] Individuals/Ors (SRR ILCLY 09/01/2004 - 09/30/2004 Aamo, Antonio - 254747.97

24-hour notice (Form 24) - 11/06/2004 10/04/2004 Arrizurieta, Carios -

24-hour notice (Form 24) | - 10/15/2004] | Davis, Timothy

V The FECFile application returns to the Report Screen.

18 FECfile - Unauthorized
2 window Help
i PRicLsEw o

Reports

Summary Page
Receipts

Disbursements

Loans and other Oblgations

Recyde bin
Coverage Closed on Signed by i
RZ3anuary 31 Vear End 07/01/2003 - 12/31/2003 05/24/2004 Machado, Gus - 3100.00
April 15 Quarterly 01/01/2004 - 03/31/2004 Torres, Anita - 257012.97
[ 10 e o] October 20 Monthly 09/01/2004 - 09/30/2004 Aamo, Antonio - 25474797
24-hour notice (Form 24) - 11/06/2004 10/04/2004 Arrizurieta, Carios -
24-hour notice (Form 24) | - 10/15/2004] | Davis, Timothy

V Select the report identified as the 24 Hour Notice in the type column, and
select View, All Transactions from the menu bar.

Shortcut = A shortcut to select All Transactions may be used
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by selecting the Globe on the icon bar.

V Select the independent expenditure that should appear on the 24 hour notice.

EIEX

Name Date
Pateinc 02/24/2004
'86 CAMPAIGN/| 02/24/2004
Calvet, Cesar  In-kind - Caterir 11/19/2003
Claver-Carone, In-kind - Consu 12/31/2003
de la Fe, Ermest: In-kind - Caterir 12/04/2003
Heredia, Ivonne In-kind - Caterir 12/16/2003
Leon's Wine an Catering Costs 12/23/2003
Machado, Gus In-kind - Admini 12/31/2003
Machado, Gus  In-kind - Printiny 12/31/2003
Machado, Gus In-kind - Rent 12/31/2003
Ortiz, Ramiro  In-kind - Caterir 11/19/2003
Zubizarreta, Ter 02/02/2004
Bil McColum for 09/25/2003
Barbosa, Flena 03/03/2004
recar e " 03/15/2004 270.00

Exempt
Voter Drive
Administrative

10/05/2004
02/20/2004
07/02/2003
02/02/2004
01/01/2003
02/02/2004

03/03/2004
02/25/2004

Pl
] Itemizaton 02/24/2004

V Right click on the entry to be changed, and select add to Form 24. This
permits the changing of the information on the transaction; however the
information should be the same. Note that the Memo box has a check mark,
as the transaction is recorded as a memo. The reason for this being that the
total expenditures will not appear inflated. These steps are repeated for each
transaction to be reported on this 24 Hour Notice.

V Additional 24 Hour Notices for future periods must be created and uploaded
separately. Use the above steps to create additional 24 Hour Notices.
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Creating a Statement of Organization, (Form 1)

V Upon launching FECFile, select the appropriate candidate or committee
information option.

ication asks AWould you

V As the appl
Il nformati on Nowo, sel ect oK.

Report

V Select View, from the menu bar and select Reports.

{8 FECfile - AUTH.DCf |:"E”X‘
Fie Edit RUE'E Window Help

i | o Ele&d@e S

Al Transactions

Summary Page

Receipts

Disbursements

Loans and other Obligations

Recycle bin
Sort...

... FEX

Open a window on all Reports in this file

YE:10/28/2003 - 12/31/2003 /|
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V Select Form 1, Statement of Organization, and select OK.

V The Statement of Organization dialog box appears. Enter in: the type of
Candidate Committee; the URL, and the e-mail address; and, the date.
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