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Reports

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

Report of Receipts and Disbursements (Form F3x)
24 Hour Notice (Form 24)

Statement of Organization (Form 1)

Notification of Multicandidate Status (Form 1M)
Miscellaneous Electronic Submission
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1. To select the Reports window in FECFile, select view from the drop down menu
bar and select Reports.

The “Reports” window displays a history of all reports contained in the committee file.
By selecting “View” on the menu bar and selecting “Reports”, the automatic sort feature
is visible. The sort is based on the report coverage dates (i.e., Date from and Date to)
and the Filed on date. The user does not have the opportunity to change the order of
reports in this view. The user can, however, modify the size of the columns by dragging,
wide or narrow, permitting more information to be easily viewed.

There are several things the user can do to a report:
e Create

Modify

Delete

Close

Amend

Unclose

Validate

Upload

The following text will review the different reports available using FECFile.
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Creating a Report of Receipts and Disbursements (Form 3X)
(This is for PACS and Party Committees)

1. Upon launching FECFile, select your existing committee file, (*.dcf).
2. Select View, from the menu bar and select Reports.
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3. Select Edit from the menu bar and then select New.

&~ shortcut (Right-click and select New, or use the Ins key on your
keyboard!)
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Select the report type m

24 hour notice (Form 24)

Form 1 (Statement of Organization)

Form 1h (Notification of Multicandidate Status)
Miscellaneous Electronic Submission

oK I Cancel

4. Select Report of Receipts and Disbursements (Form 3X) and click on OK.
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oK | Cancel
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5. The Receipts and Disbursements Report has several options.
Select the report required from the “Type of Report” drop-down menu.

6. Point and click inside the “Date From” field and enter in the date required.
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Note: Due to the nature of the report selected, some date fields will be
automatically populated by the FECFile application.

Point and click inside the “Date Thru” field, and enter in the date 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:

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.

7. The treasurer’'s name may be selected from the Individuals/Organizations list.
Note: If the treasurer’'s name is not listed, it must be entered in the same manner
as a standard individual.

8. If the committee’s address has been changed on the Individuals/Organizations
list, check the box reading, “This report discloses a new committee address”.

9. Click on OK.

10. The Reports table will appear.
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Creating a 24 Hour Notice Form, (Form 24)

Only PAC’s and Party Committees report a 24 hour notice to the FEC. If filing the Form
3X electronically, the option to select 24 Hour Notice appears in the Report View.
However if filing using Form 3, this report type will not appear, as it is not applicable.

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

2. Select View, from the menu bar and select Reports.
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3. Select Edit from the menu bar and then select New.

&~ shortcut (Right-click and select New, or use the Ins key on your
keyboard!)
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4. Select the 24 Hour Notice Form, (Form 24), and click on OK.

5.

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.
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The FECFile application returns to the Report screen. Select the report
identified as the 24 Hour Notice in the type column, and select View, All
Transactions from the menu bar. A shortcut to select All Transactions
may be used by selecting the Globe on the icon bar.

B FECfile4 - [All Transactions] ST E ES A

[@ File Edit Miew MWindow Help _ =] x|
e = = iy

B e: 0 PBRGCEBS 39

Line# | Kame ‘ Description | Date | Arnount ‘ Il | =

10 Manual Process Corpd funding 07/05/2001 900.004214

11(a)  ABanks Redesignate: 04/05/2002 B0.00 4276

11(a)  Allied Partnership Partnership 03/03/2002 450.00 4280

11(a)  Braker, Peter contribution 02/05/2002 25004108

11(a)  Broker, Peter contribution 02/05/2002 250004110

11(g)  Broker. Peter contribution wo | 02/06/2002 10004113

11(=)  Broker. Peter Reattribute; coni 07/25/2002 -900.00 4263

11(a)  Broker. Peter Reattribute: cont 07/06/2002 -15.00 4269

11(a) | Broker, Peter Redesignate: cc 04/05/2002 -50.004275

(@) Getts, Carl 06/06/2002 B00.00 4255

11(@)  Paul Kimble Reattibute: 07/06/2002 15004270

11(g)  Terry Jones Reattribute: 07/25/2002 300.00 4264

11(=)  “Myker James Payroll Deductic 02/05/2002 25004115

11(k)  COMPUTER & COMM 0z2/2042002 20004120

() PARENT, ROGER 02/21/2002 51.004124

13 ABanks 02/02/2002 10004137

15 Kathleen Combs 02/28/2002 50004142

16 JACKSON 2000 RICK . 02/25/2002 21.004144

17 Elizabeth Jones 03/02/2002 41.00 4147

16 Springs, Lulu 05/14/2002 0.00 4160

21(a)  Anthony Banks 05/01/2002 52.00 4168

21(a)  Zelda Dawvid 05/02/2002 26004164

21(a)  Zelda David 05/01/2001 0.004167

21(h)  MasterCard 04/03/2002 560.00 9278

21(b)  MNowvice Users 0541172002 50.00 4183

23 ALICE MANUFACTUR 0542172002 52004189

23 W 2002 0470472002 45.00 4284

24 Computers & Training 06/30/2007 25.004201

24 DANIEL POWER FOR) 06/01/2002 40.004206

9 Amy Laurence fund raising 09/05/2001 BE50.004210 o

H1 S 0.004150

H1 S 0.004152

H1 S 0.004153

Hz Fund Raise 26009154

H2 Fund Raise 25004158 LI

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

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.

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)

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

2. Select View, from the menu bar and select Reports.
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File Edit Yiew “indow Help
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Type ‘ Coverage ‘ Election Date ‘ Filed on | Signed b | Election cycle ‘ Opening Cash ‘ Closing Cash ‘ il
24-hour notice (Form 24) - 05/28/2002 | 06/30/200° Braker, Pete - o0.oo o0oo
F1 - - - 0.oo o.oo
F1 S S S 0.00 0.00
Fihd e 'FRIENDS O - 0.00 0.00

Miscellaneous Electronic Subr

0B/05/200 S 0.00 0.00
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t24-hour no Farm 24) - Select the report type n
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24 hour natice (Form 24)
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Form 1M (Notification of Multicandicate Status)
Miscellaneous Electronic Submission

QK | Cancel

[« i
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3. Select Form 1, Statement of Organization, and select OK.

B T
365 .| | o O
STATEMENT OF ORGANIZATION
@ g Type of Cormmittee @ “" @
Party code L&
" Principal Candidate Committes
O Authorized Committee [Mot Principal] Election cycle | Opening ... | Closing ¢ {1
ril 15 Quarterky " Supports/Opposes only one Candidate [unauthorized) 1/01j2000 - 1z 66617961 B02044.¢
day Pre-Primary & 1/01/2000 - 12 802044,92 853740,
5 Cuarterly @ Srepali egrgHiz) 11012000 - 17 B53740.17 1025971
er 15 Quarterl " Mot SSF or Party, supports/oppozses more than one candidate | (|L0LE000 - 15 TO2SSF] 25 845782
Pre-General £ Patty O it 1/01/2000 - 12 84378259 649199,
Post-General aity Lommittee e 1012000 - 17 649199,29  210482.0
ry 31 Vear End ("' 1/01)2000 - 12 21048202 2315771
f"'
Custodian of Records
[ Edit
Treasurer
[ Edit =
[ Committee name has changed | Address has changed
URL
email
Date
Agents...
QK | Cancel | ["]
| [2]
Ready Q3070142000 - 09/30/2000
— A—a—— " — = ] T L =

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

FECFile
Unauthorized Manual
10-D



[E FECfiled - documentation.DCF 5 | | | | 2 e | | 28— [ 5] |

File Edit Yiew Window Help

= - T
@|‘ 7 ‘ E ‘ |STATEMENT OF x|
Type | Coverage | [ Type of Commit — . | ksh | Closing Cash o
244 E3
F1
VE}M Name Type Relationship/ Title [ Add new
Miscellaneous Electronic £ Affiliation...
July 31 Mid “rear
22-hour notice (Farm 24 Desgignated.. | .
Bank. |
Edit
Delete
QK
Cancel
4 |+
EE)
Agents.
OK | Cancel | i
-
K0l | 3
Readv [F2d

5. Click on the Agents button, and the Affiliations, Agents and Banks Related
to the Committee dialog box appears. Enter in the pertinent data and click
on OK.

6. When FECFile asks to save changes, click on YES.

7. The application returns to the Statement of Organization dialog box. Click
on OK.

8. To modify the Individual/Organization information, select view from the
drop down menu, and select Individuals/Organizations.

9. Locate the Individual/Organization in the list, and click on the right mouse
button. The Individuals/Organization dialog box appears.

10. Enter in the updated information in the appropriate location in the dialog
box, and select OK. As the application asks if you wish to modify the
selected record, click on Yes.
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Notice of Multicandidate Status (Form 1M)

1. Upon launching FECFile, select your existing committee file, (*.dcf).
2. Select View, from the menu bar and select Reports.
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3. Select Edit from the menu bar and then select New.
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File Edit View Window Help - 1=l x|
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B 50 PRAIEED DS
Type | Coverage | Election Date Filsdon | Signed by  Election cycle | Opening Cash | Closing Cash
24-hour notice (Form 24) - 05/29/2002|06/30/200 Broker. Pete - 0.00 0.00
F1 - - - 0.00 0.00
Fi = = = 0.00 0.00
F1M - 'FRIENDS O - 0.00 0.00
Miscellaneous Electronic Subr S 0B/05/200 - 0.00 0.00
July 31 Wid Year - 06/30/2002 = o -730.00 173.00
24 - Select the report type
Fi = m 0.00
Report of Receipts and Disbursements (Form F3x)
24 hour notice (Form 24)
Form 1 (Statement of Organization
Forrn 1h (Notification of Multicandics
Miscellaneous Electronic Submissio
OK I Cancel
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Select the Form 1M, Notice of Multicandidate Status, and select OK.

B ] 5 ] 0 o O 3 [ )

File Edit View Window Help _Iﬂlﬂ

(7= E S L T = o = O O sl e | e o |

‘j q | NOTIFICATION OF MULTIC. I

iy | Filer | 2ip | Emp. | 0o, | -
Type of Comminee

'BACARDIU 5 A INC POLTICAL ACTIO COD1E[ | £ Stalte Party = Ditheg ma

'FRIEND'S OF DAVID BISHOF* conx| . 11729

'MUTLIAL OF OMAHA CO ' (FORMERL: CO01( 63175

A Banks  STATUS BY AFFILIATION

ALICE ACTION COMMITTEE

ALICE MANUFACTURING COMPARYY Il COO1¢| £lished commiltie 23641
Allied Fartnership I 2l
Ay Laurence 43339
Anthiry Hanks - ~
Banks ol lhe LU S = STATUS BY QUALIFICATION
Droker, Fatar Ligt of 5 fadiaral 18 FL FEC  Trustee
COMPUTER: & COMMUNICATIONS IME COD0¢ cit 20001
COMPUTER & COMMLUNCATIONS INT conge. | 20001
Compalies & Trerng F Edit 7GR
DANIEL FOWER FOR CONGRESS COI CI03- 794938
Dan Srith 5 Edit 39374
Eli{nbelh Jones [ Edif 22099 o
1 = <0205
Gt Caarl I Edit 34240 Compul essedhyt
H & B BLOCK POLITICAL ACTION COM CIODTE . E4111
JACKSON 2000 RICK, JACKSON FOR 1 C0p3. S1SHEE on  FORML on 40604
JOAN FINMEY FOR US SEMATE COM CO03 | [ [ | BEE03
Kathleen Comig E - ozm
LOMNG ISLAND CITIZENS FOR A DEMO C380(0 Trinaguanes 11763
Lucalle Jones
Manual Frocess Coporation = GO5GT
MastarCord R - . :I —
My Comines FUNGCOMMTTEE T ENDS OF DAV BISHOP~ 053 OEERFAKAVENUE,
NAVCOM BETTER GOVERNMENT AS CIZ. = = a1rn
Menaca Lises [—I 49049 Compu instrack
DSBORNE FOR CONGRESS 003 B ] | 24202
PARENT. ROGER (e 26615
Poul Kimble Indridual ashert ki
R ALAN SMITH FOR CONGRESS CON3E4703  Candidate 555 HIGH KNOLL BOA SAN DIEGD A 21m :I
Fendy |F24:-

The Notification of Multicandidate Status dialog box appears. Select the Type of

Committee, status by affiliation or status by qualification, entering in the
corresponding data. Enter in the Treasurers name, and select OK.
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Miscellaneous Electronic Submission

1. Upon launching FECFile, select your existing committee file, (*.dcf).
2. Select View, from the menu bar and select Reports.

[8 FECfiled - DC3 _ o] x|

File Edit | Yiew MWindow Help

e el 1 X YT 1Y
Type

vp Beparts igned b | Election c... | Openin... | Closing ... | ;I
All Transactions

Summary Page
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Disbursements

Loans and other Obligations
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3. Select Edit from the menu bar and then select New.
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Wiew Window Help

File  Edit

|
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Name

[Zip

‘Emp ‘OEE |

'FRIEMDS OF DAYID BISHOP'
"MUTUAL OF OMAHA CO ' (FORMEF
ABanks

ALICE ACTION COMMITTEE

ALICE MANUFACTURING COMPAN'
Allied Partnership

Ay Laurence

Anthomy Banks

Banks of the LS

Braoker, Peter

COMPUTER & COMMUMNICATIONS |
COMPUTER & COMMUMNICATIONS |
Computers & Training

DANIEL POWER FOR CONGRESS (
Dan Smith

Elizabeth Jones

Fund Raise

Getts, Carl

H & RBLOCK POLITICAL ACTION CC
JACKSOM 2000 RICK JACKSOMN FOF
JOAN FINNEY FOR US SENATE CO
Kathleen Combs

LONG ISLAND CITIZENS FOR A DEb
Lucille Jones

Manual Process Corparation
MasterCard

tdy Cornmittee- FILING COMMITTEE

| Filer Id |T ne |Addvesa ‘ City ‘ State

e = ErY e s e W s| Miscellaneous Electronic Submission 7

|

Signed by

- -
'FRIENDS OF DAYID BISHOP' - 2033 DEER PARK AVE. :I
Allied Partnership - .. LI

o |

Cancel |

=l B

o= = =

T B o

MNAYCOM BETTER GOVERMNMENT
Novice Users

O0SBORMNE FOR CONGRESS
PARENT. ROGER

Paul Kimble

RALAN SMITH FOR CONGRESS

Candidate 99 Agent'Way Sunset Rl
C00357517  Candidate 17342 SINGINGWOOD L BRISTOL WA
H2IN02113  Campaign Cormi 917 WHITEHALLDR  SOUTHBEND | IN
Individual other1 77
C00364703  Candidate 6555 HIGH KNOLL ROAL SANDIEGO | CA

REC  Trustee

200205°
Compul ksdhjt

Compul instructc

H

The Miscellaneous Electronic Submission dialog box appears. Type in the
appropriate information, populate the signed by field by selecting the name of the
individual signing the report, and select OK.
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