Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual
Tab 6

Getting Started with
FECFile

User Manual

Hands-on Help with FECFile and
Electronic Filing for PACs and
Party Committees

The Getting Started with FECFile User Manual was developed as a quick
reference tool for PAC and Party Committees to be used as a training aid in FEC
sponsored Reporting Workshops. Political committees must consult the FECFile
User Manual for PACs and Party Committees for more detailed reporting
assistance.

Reports Analysis Division (800) 424-9530 Ext. 1130
Electronic Filing Office (800) 424-9530 Ext. 1642
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Getting Started

First Steps of Electronic Filing

When electronic filing is required:

A committee receives contributions or makes expenditures in excess of
$50,000 in the current calendar year or has reason to expect to do so.

Voluntary filing is available for any non-presidential committee. 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.

Requesting a password:

Must be requested by the official committee treasurer or assistant
treasurer. It is recommended that the assistant treasurer obtain a
separate password.

Requests must be faxed to 202-219-0674 or mailed to:

1.

Electronic Filing Office
Federal Election Commission
999 E Street N.W.
Washington, DC 20463

Should utilize committee letterhead and include:

O

Oooogoaod

The committee name
9 digit FEC ID number
Treasurer’s name
Phone number
Treasurer’s signature

If the assistant treasurer would like a separate password, then that
person’s information must also be provided and both the treasurer
and the assistant treasurer must sign the Password Request Letter.

The following statement must be included in the request for a
password: “I represent that I am the duly appointed treasurer and
have that authority to sign FEC reports for the above named
committee.”

Upon verification by the Electronic Filing Office (typically within a few
hours) the password will be provided via telephone.

Note: if a password is lost, the committee must request a new password by
following the same steps outlined above.
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Downloading Software:
1. From www.FEC.gov, select the e-Filing link at the bottom of the screen

|/Linl-¢5 InEpect-:-r General |/

20463 [800) 424-9530 In Washingten (202) 62
and suggestions about this site to the web manags

Select “FECfile Filing Software”
On the next page, confirm Minimum System Requirements are met.
Select “Download FECFile Now”

On the next page, select “Download Now” at the top of the screen for the
most recent version of FECfile

FECFile Update List

Download Now

A SR S

Build X. X.X.X.

6. Please note the recommended steps to take under “Attention
downloaders!” should a download error occur

Select “Download Now”
8. Follow the instructions to download and install the software
Note: It is best to let the software install to its default location

B

Automatic Update

FECfile will automatically search for new updates at the beginning of every
session. If prompted, please follow the instructions to update your software to
the latest version before proceeding.

4 .Startl @ (@ v (@ FederslEecton Commiss... | [E] FEChie M
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Using FECfile

Creating a New Committee File:

Start FECfile using either the desktop
icon or the Start Menu

1.

Next, select “Create a new committee file”
when working with a new committee (see
example at right)

COpen an existing committee file

Create a new committee file

A window will appear to confirm that you Get some Help! |

want to create a new committee file. To
continue creating a new committee file,

Esit |

click OK
Select your Committee Type when the next window appears (see below)

e If you are not a campaign committee of a candidate, please choose
from the following list:

Political Action Committee

Political Party Organization

Other (Political) Committee
Committee/Organization supporting convention

Independent Expenditure Filer — Individual (Non-political/Non-
profit)

Independent Expenditure Filer — Organization (Non-political/Non-
profit)

Communication costs Filer

Electioneering Communications Filer — (Non-political/Non-profit)
Individual

Electioneering Communications Filer — (Non-political/Non-profit)
Organization

Select your Committee Type x|

Campaign Committee [Mon-Presidential)
Carmpaign Committee [Presidential

Political Action Committee

Fuolitical Party Organization

Otker [Political] Committee

Committee/Organization supparting convention

Independent Expenditure Filer - Individual [Mon-palitical /M an-prafit)
Independent Expenditure Filer - Organization [Mon-political/Mon-profit)
Cormmunication costs Filer

Electioneenng Communications Filer - [Non-political/M on-profit] Individual
Electioneering Communications Filer - [Mon-palitical/M on-profit] Qrganization

0k I Cancel
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5. Click OK when prompted to enter your
committee information and the filer
information box will appear (see
example at right)

6. Enter the required information based on
the Type of committee previously
indicated. When this is finished, click
OK

7. To immediately begin creating a report
(Form 3X), select “Yes” at the next
prompt (see Dbelow), choose the
appropriate type of report and follow
the directions on page 8. To create a
different report (Form 1, 1M, 3L, 24, or
99), select “No” and continue to page 9

Fecfile

]

! E Would you like to create a Report and enter your Report Information now?
L

Yes Mo |

Saving Your Committee file:

FECFile Training Manual: Getting Started
Tab 6

Palitical Action Committee - FILER

Type

x|
[T Hational [T Multi-Candidate

2

I Political &ction Committes

Cammittee 1D [eg. C12345678)

I Lookup... |

— It Committee/Drganization ‘

MName

My Carnmittes

= IF Individual ‘

Last Mame tiddle: M ame

1
Prefix

| |

Firgt name Suiffix |

=

Address

| |
City State

I I Mone
Candidate

Zip

|

Candidate Information
Diztrict Other ID

| |

Cancel |

Office State

leone
Ok I

Once your committee file has been created, you should save your file by clicking
on the diskette icon in the top menu bar. Please save your committee file in an
easy-to-remember location on your computer. All reports will be created and
saved in this committee file.

/2 FECile - DCFL

File Edit View Window Help
1-, 88550 00
J o3 o= \

LIGOPEE
Subsequent Sessions of FECfile:

After you have created and saved your
committee file, you should always select
the “Open an existing committee file”
option at the beginning of all subsequent
sessions of FECfile.

il

Create a new committee file |

Get some Helpl |

Exit |
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Before You Begin: FECfile Basics

Working with the Different Views:

FECfile is organized into seven different views. Each “views” a different aspect of
a report and is used to create and modify your report. There are two different
ways to access a view:

1. Under the “View” menu, select the desired view

5 FeEChle - DCFL

File Edit | view Window Help

m Individuals/Organizations
| Election Cvcles

| | Transactions
Lines |

Summary Page

Receipts

Disbursements

Loans and other Obligations

2. Or click on the icon representing the view

WHI&E2 3] (O 885020

il

About Each FECfile View

u Reports View — lists all reports created in your committee file and is used
to access these different reports; when a report is highlighted, that is the
report that you are accessing.

Summary Page View — shows the Summary and Detailed Summary
. Pages and the current line totals; double click on a line to enter a
transaction for that line.

Iy Individuals/Organizations View - lists all entities entered in the
‘il committee file, including your committee information, contributors,

other committees you have received/given contributions, businesses,
etc.; to modify an entity, double click on it (hint: use this view to modify
addresses and occupation/employer information).

- Receipts View - lists all receipts entered in the report currently selected
in Reports View; double click on a transaction to modify it and right click
on a transaction to delete, add memo text, etc. (hint: this view will come

DC Trade/Member/Labor Seminar 2013
Prepared by the Federal Election Commission
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in handy when having to respond to letters as it is used to modify purposes,
dates, and amounts of the receipts).
Disbursements View - lists all disbursements entered in the report
currently selected in Reports View; double click on a transaction to
modify it and right click on a transaction to delete, add memo text, etc. (hint: this
view will come in handy when having to respond to letters as it is used to modify
purposes, dates, and amounts of the disbursements).

_Z Loans/Debts View — lists all debts, loans, or other obligations that are
.4 owed to or by the committee in the report currently selected in Reports
View; double click on a transaction to modify it and right click on a
transaction to delete, add memo text, etc. (hint: this view will come in handy
when having to respond to letters as it is used to modify Schedules C, C-1, and D).

All Transactions View — lists all transactions entered in the committee

m file; transactions are sorted (may be sorted by different categories) by line

number and then name; double click or right click on a transaction to
perform the functions listed above.

Working with Entities

FECfile makes a separate record for each entity (individual, committee, business,
etc.) that is available to every report in the committee file. This is helpful when
you have repeated transactions with a particular entity.

There are two ways to enter an entity:
1. When you enter the first transaction associated with it
e Make sure the cursor is in the “Name” field and press “Tab” or “Enter”
e The Individual/Organization Information box will appear
2. Separately using the Individuals/Organizations view
e Right click anywhere on the workspace
e The Individual/Organization Information box will appear

Filling Out the Individual/Organization Information Box

1. Select the correct type  50) 0 (W [ndividual/Organization Information |
the drop down menu Type ™ Hational 17| MultiCandidate
2. FECﬁle WlH automatically Ilndividual other than a Candidate j

disable any fields that you Individual ather than a Candidate

. Buginess, Financial Inst., Parthership, Indian Tribe, Other Non-federal Entit
dO not need to fill out Campaign Committee

Paolitical Action Committes

3. When you are done entering Political Party Drgarization
the information, click OK to  |Curjua) bommitee
return back to the trans-
action or back to the “Individuals/Organizations” view. Please see the next
section for information regarding the look-up feature

DC Trade/Member/Labor Seminar 2013
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Using the FEC Lookup Feature:

When entering a transaction with a federal candidate or committee, you can save
time by using the “Lookup” feature to access an FEC database of official
committee information. This feature allows you to easily fill out the name,
address, committee ID, and office sought/state/district information.

1.

3.

In the “Individual/Organization
Information” box, or entity record, click
the “Lookup” button next to the

Individual/Organization Information

Tupe ™| Hational

Committee ID fleld Campaign Committes
. Committee |D [eg. C1 2345678
The “FEC ID Lookup” window appears. 7 Looki._|)

Scroll through the list and click once on - 1F Commites/Drgarizaton
the entry when you find it

To copy all applicable information, select the “Copy All” button
x

Cammittee/Candidate Mame C Co... | Committee. .. | Other 1D |;|
FRIENDS OF GUY PARISI H MY MY CO0288498  H4Mv13032

FRIEMNDS OF HAME SAMDERS H AL AL CO0257EE3  H2AL07025
H
H
H

FRIEMD'S OF HEIDI FOR COMGRESS W Wi CO03358145  HEwA08043
FRIENDS OF HEMRY F WiOJTASZEK MY Wy CO0380083  H2WY28102
FRIEMD'S OF HERMAN CLARK FOR CONGRESS GA Ga  CO0257162  H2GADEO3Z
FRIEMD'S OF HIGHER EDUCATION INC o] CUDB244E?

FRIEMDS OF HILLARY

--.-y:n:|::|::|::|::|:l—J

SOMY00133

FRIENDS OF HOLLENBECK FOR COMGRESS H il Ml CD E1 3?8 HOrI04074
FRIEMD'S OF HOUSEMAN FOR COMGRESS H IN IM 00303445 HEIMO4034
FRIEMDS OF HOWwWARD MILLS 5 MY Ny CO0337331  S4NYO00156
FRIEND'S OF HOWELL HEFLIN COMMITTEE 5 AL AL CO0085351  S8ALO00S0
FRIEND'S OF HUMTER SMITH FOR COWGRESS H [ CO  CO0335786  HacOOi042
FRIEMD'S OF ISAKSON 5 GA Ga  CO0332340  SEGADDT13

WY CO0265470
Ca  COO41747
Ga  CO0261958  H2GANTE7

FRIEMD'S OF ISRAEL

FRIEND'S OF ISRAEL POLITICAL ACTION COMMITT...
FRIENDS OF JACK KINGSTOM H GA

FRIEMD'S OF JACK MACHEE H Pa, F'.f-\ CO0352260  HOPAD4204
FRIENDS OF JACK DRCHULL 5 cT CO0334882  S4CTO0 46 j

Frev Mext F Copy All . 1 Copy ID I Cancel |

INTIToOoT WwITomod T T

4. A window will appear allowing you to unselect any information you do not

5.

want copied into the entity record. Click OK

All  of the  committee’s ]
information should now be Mame: 7 [FRIENDS OF HILLARY

filled in the entity record. Click

. Address1: W [1717 K STREET Mw/ SUITE 3094
OK to return to the transaction !

Address 2 v I
City : [ |WASHINGTDN

State : [ IDE Zip: ¥ |2DDSE

Candidate infarmation
( Office : b |5 State: W [HY Diigtrict : v IDD

Ok I Cancel |

DC Trade/Member/Labor Seminar 2013
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Creating the First Report (Form 3X) in a New Committee File:

1.

If you selected “Yes” to immediately
begin creating a report, the Report
Information screen will appear

Select the Type of Report from the
drop down menu and, if necessary,
modify the dates

To “sign” the report, move your
cursor to the “Signed by” box and
press either “Tab” or “Enter” if not
already in List Box below

An “Individual/Organization” box
will appear. Ensure that the type
selected is “Individual other than a
Candidate” and then enter the rest
of the Treasurer’s information
(name, address, etc.)

When you are finished entering the
Treasurer’s information, click OK to
return to the report information box

Tab 6
x
I, -
[ate From Date Thru Election date
Election cycle minning in State
I o leone j
Signed by

[ Thiz report discloses a new committee address

Signed by For Schedule E

] I Cancel |

Double check the information entered in the report information box and

then click OK

A FECfile prompt window will appear, asking what you would like to do

next in the report:

Fecfile

X

You may proceed to add transactions to the current report CR you may choose to add Individuals/Organizations to your file. Would you like to add

oKk I Cancel |

® 3 transactions to the current report now?

e If you choose not to add transactions to the current report, the
Individuals/Organizations screen will appear

e If you choose to add transactions to the current report, the report

Summary Page will appear

DC Trade/Member/Labor Seminar 2013
Prepared by the Federal Election Commission
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Creating a New Report in an Existing Committee File:

1.

5.

To create a new report, first go to
the “Reports” view

Under the “Edit” menu, select
“New” or right click anywhere in
the workspace and select “New”

The box at right will appear

Select the report type (3X, 24, 3L,
1, 1M, or 99) you wish to create
and click “OK”

At the next window, enter in the
report information. For more
information on how to do this,

x

Report of Beceipts and Dizburzements [Form F3]
24 hour natice (Form 24)

Farm 3L - Repart of Bundled Contributions

Faorm 1 [Statement of Organization)

Faorm 18 [Motification of Multicandidate Statug)
Mizcellaneous Electronic Submizsion [Form 93]

please see the appropriate sections in this manual

Creating a Statement of Organization (Form 1):

1.

After creating your committee file, you
can create a Statement of Organization
(Form 1). Follow the directions above
for creating a new report

When a box appears prompting you to
select the report type, click on “Form 1
(Statement of Organization)” and then
click “OK”

The Statement of Organization dialog
box appears. Select the type of
Committee, and enter the URL (if
applicable), date, and e-mail address

If the Treasurer field does not contain
the name of the Treasurer of your
committee, click “Edit”

Select the Treasurer’s name from the
scroll box (note: if the treasurer’s
name does not appear in this box, you
will need to press “Tab” or “Enter” to
input that individual’s information)

Enter the Treasurer’s phone number
and Title/Relationship to your
committee, then click “OK”

To enter Connected Organizations,

(] I Cancel
x
— Type of Co
Party code
® Principal Candidate Committes l—

O Authorized Committee [Not Principal)
O Supports/Oppozes only one Candidate [unauthorized)

O Separate Segregated Fund

™ Corporation € [Labir Arganization ) Trade fssociation

) Comp, wio Stock € Membership Organization. €/ Cooperative
[ Lobbvist/Registrant BAC
O Nat 55F or Party, supports/opposes more than one candidate
[ Lebbyist/Registrant PAT O Leadership PAC
O Party Committee
& Hational ! Gtate ! Subordinate
O Jaint Fundraising Fepresentative [Autharzed: g)

Committees Participating in

O Jairt Fundraising Representative [Unautharized: k) Juoint Fundraizer...

Custodian of Records

|- Edit |

Treasurer
I--” { Edit | Agerts... | Y

Wiebsite Address [URL)
| [ URL haz changed

Date e-mail
I I O E-mail has changed
Sigred by
Committee name
O has changed
Address has
O changed
ak. I Cancel |

Affiliated Committees, Leadership PAC Sponsors, Joint Fundraising
Representatives; Designated Agents; and Banks/Other Depositories, click

on “Agents...”

DC Trade/Member/Labor Seminar 2013

Prepared by the Federal Election Commission
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8. The “Affiliations, Agents & Banks Related to the Committee” dialog box
will appear.

Affiliations, Agents & Banks Related to the Committee

MHame | Tupe | Title/Pozition
Dezsighated....
Bank....
Cahicel
1| [»]

9. To add a Connected Organization, Affiliated Committee, Leadership PAC
Sponsor, or Joint Fundraising Representative, click on “Affiliation”

Affiliations, Agents & Banks Related to |
MName Affiliated Committee/Connected Orga i Add rew———

Neme

L

Myl_:_oﬁfﬂae_-_..

Dezignated....

1)

Bank....

£~ Relationzhip Type—3 Edit.... |
% Connected Organization Delete |

= Affiliated Committes ak |
(" Leadership PAC 5ponsor Cancel |

™ Joint Fundraising Flepresentative

] I Carncel
4| 2]

e Select the name of the connected organization, affiliated committee,
leadership PAC sponsor, or joint fundraising representative from the
drop down box (note: if the name of the entity does not appear, press
“Tab” or “Enter” to input its information).

DC Trade/Member/Labor Seminar 2013
Prepared by the Federal Election Commission
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¢ Under Relationship Type, select the corresponding type of relationship
then click OK.

10. To add a Designated Agent, click on “Designated....”

e Select the name of the Designated Agent from the drop down box
(note: if the individual does not appear, press “Tab” or “Enter” to input
that individual’s information)

e Enter the Designated Agent’s Phone number and Title/Position with
the committee then click OK

11. To enter a Bank/Other Depository, click on “Bank....”

Affiliations, Agents & Banks Rela il
Name I Type [ Titie/Position Add new
Banks/Other Depositories x| Affiliation....
Desighated....
MHame
I

Ed.... |

Phane Title/Pasition Delete |
| | aK |
(] I Cancel Cancel |

1| [

e Select the name of the Bank/Other Depository from the drop down box
(note: if the committee does not appear, press “Tab” or “Enter” to input
its information), then click OK

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

13. To Delete an entry on the Affiliation, Agents and Banks Related to the
Committee, click on the particular entry to highlight it. Then click Delete.

14. Once you have entered all of the necessary information, click “OK.”
15. When you return to the “Statement of Organization” box, click “OK” again.

16. You have now created your Form 1. To view your Form 1 to make sure that
it is complete, click the printer icon in the top menu bar.

fE FECfile - DCFL

File Edit View Window Help
) : /b %™ = 1 = & 3 d
B H(=)E 2| 5 - %8500
DC Trade/Member/Labor Seminar 2013
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Creating a Notice of Multicandidate Status (Form 1M):

1.

Follow the directions above for creating a new report.

2. When a box appears prompting you to select the report type, click on
“Form 1M (Notification of Multicandidate Status)” and then click “OK.”

x|

24 hour notice [Faorm 24]
Form

Form 14 [Matification of Mulicandidate Status]
igeellaneous Electronic Submizssion [Form 93]

Fiepart of Feceiptz and Dizburzements [Form F3<)

] I Cancel |

The Notification of Multicandidate
Status box appears. Select the type of
Committee.

Select the Treasurer’s name from the
scroll down box (note: if the Treasurer
does not appear, press “Tab” or “Enter”
to input the treasurer’s information).

Also choose one of the following,

whichever is appropriate for your

committee:

e Status by Affiliation

e Status by Qualification

Once you have chosen a Status, you

will need to enter the requisite

information.

For Status by Affiliation, follow these

steps (if you qualify for Multi-

candidate Status by Qualification,

please skip to # 8):

e Click “Edit”

e Select the Affiliated Committee from
the drop down list (note: if the
committee does not appear, press

“Tab” or “Enter” to input its
information).

e Enter the Date.

NOTIFICATION OF MULTICANDIDATE ST il

(

Type of Committes
" Gtate Party g Elthef

" STATLS BY AFFILIATION
Affiliated commitfee

Edit |

e —

£+ STATUS BY QUALIFICATION )
List of T e committee haz contibuted

Edit

Edit

Edit

Edit

Edit

51st Contribution FORMI regiztration  Qualified on

Treagurer

Prep

(]9 I Cancel |

& STATUS BY AFFILIATION

Affiliated committes

; Affiliated Committee x|~

[pal
=
7

| Mame

[0

My Committee - ...

[

[

[ Drate
[ ]

! ok I

Cancel |

Exrmy‘meuemrsrm
Page 12



Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Getting Started
Tab 6

e Then click “OK”
. . & STATUS BY QUALIFICATIOR
8' For Sta tus bu Ouallﬁcatlon’ fOl].OW List of & federal candidates the committes has contributed

these steps (if you qualified for [ < Eat)
Multicandidate Status by Affiliation, [ x|
please skip to # 10): [ e
e Select the Candidate from the scroll ||: [

down menu (note: this should

already be entered because you have [ :

contributed to this candidate) Tr late— i
e Also enter the date |: o | Cancel |

e Then click “OK”

¢ You will need to repeat this action five times, once for each of the five
candidates to whom you have contributed.

X 9. Next, enter the date the

committee received its 5ist
contribution, the date the
committee originally filed a
Form 1 with the FEC, and the
& SIS B R date the committee qualified for
Afiited commiftee Multicandidate Status.

- Edi . .

I —'l 10.For committees qualified by

& STATUS Bv QUALIFCATION Affiliation, select “Status by
Affiliation” and enter your

Type of Committee
’ilﬁ State Party ' Other

Lizt of 5 federal candidates the committee haz contributed

r [Ea | affiliated committee.

[ o 11. For all committees, select the
r Edi Treasurer’s name from the drop
r i down box and click “OK.”

r " 12. You have now created your

Form 1M. To view your Form
512t Contribution FORMT reqgistration ) 40ualified on iM to make sure that it is

complete, click the blue FEC
Treasurer icon in the top menu bar.

Ok Cancel

DC Trade/Member/Labor Seminar 2013
Prepared by the Federal Election Commission
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Receipts

Receipt Basics

1. Refer to Form 3X instructions for help in classifying your activity.
2. Double click on appropriate Line of the “Summary Page View” to enter a

transaction.
Summary Page - Form 3X ]
Linez | Description | ThisI | ThsPU | cTDUI cTo.U
&la) Cash on hand (Jan. 1)
11(a) Individual Contributions
11(b) Contributions from paolitical party committees
11(c) Contributions from other political committees
12 Transfers from affiliated/other party committees
13 All loans received
14 Loan repayments received
15 Ciffsets to operating expenditures {refunds, rebates, etc.)
16 Refunds of contributions made to other federal candidates an
17 CQther Federal Receipts (Dividends, Interest, etc.)
18(a) Transfers from Mon-federal Account (H3)
18(b) Transfers from Levin Funds (HS)
3. Select name from scroll
box immediately ——— x|
. ndi¥iaual Concripucion
beneath the name field

if the entity already Mame
exists in the FECfile [
database. If the entity
is not in the database,
you will need to press
“Tab” or “Enter” to add

aldzon, Kim - 1234 Mazsachuzettes dve. .
Jim, Danaldsan - 1234 Maszzachusetts dve.
n, Larry - 3450 Minnesota dyve....

X . Date Aot
the information. Refer .
| 000 [ InKind
to page 6 for more
information. Description
4. Enter date and amount |
and any applicable Election Yearof Election [~ pame
description of the | |
transaction. V Aggregate
| I T | e TL A I 1
5. Click OK.

DC Trade/Member/Labor Seminar 2013
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Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Receipts

Tab 6
Special Categories of Receipts
1. Payroll deductions: Same basic X
steps as “receipt basics” but add = Name
additional text in the description field —[rereTe
indicating the amount deducted and [SrteZSises o S
the frequency Of the deduction. Tudarite, Eileen - 1234 Massachusstts dve, Nw... T
. . D ate Armaunt
¢ Note: ‘ all receipts during the [z 7100 I InKind
reporting period can be entered as
one large receipt from the individual
rather than many small receipts ear of Election
(payroll deductions ONLY?!).
e FECfile will require a date for this field. It is recommended that the
last day of the reporting period be used.
2. In-Kind Receipts: Same basic steps x|
as “receipt basics” but click the “in-  name
kind” box shown at right. |Cash. Latta
e Note: Checking the “in-kind box” e, o - 1234 Lok Dr.. ﬂ
Wlll automatically create the DSP;errer, Trew - 1214 Mastsachusetts Ave MW
necessary balancing entry on 127067 | TS
SChedUIe B’ Description
rrkind - wine for committes fundraizer
Election “rear of Election
3. Reattribution of a Contribution: Go to the “Receipts” view.

¢ Find the contribution that you would like to reattribute, right click on it
and select the “Redesignate/Reattribute” option and then “reattribute.”

f FECfile - DCFL

File Edit View Window Help
_ - =
. ) | = ~ P =
A EAE J &8 &al .0
WH =% &2 3 -3 Yoy s
Receipts X]
Line= |Name | Date | Amount | Aggregate |I| P.]
11{a)u | Sherrer, Trey 12/28/2005 41,00 41,0099
11{a) Cash, Lotta 12/08/2005 450,99 450,99 102
Ins
Modify Ctrl+m
Delete Del
Clone

Transaction Split..
Loan/Debt payments, ..
Mema Text...

Redesignate/Reatiribute...
Eorgive/settle,

Redesignate

Reattribute

Close Repart,, .
amend:, .

Sort... Ctrl+r
Itemization 4

DC Trade/Member/Labor Seminar 2013
Prepared by the Federal Election Commission
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Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Receipts
Tab 6

e Enter the information fOI‘ Individual contribution ﬂ

the person that the

contribution is  being

. ISchmD, Jane
reattributed to. _
Cash, Latta - 245 Fifth Ave.... i’

e Note: remember to cross Schmo, Jane - 1234 Lakeview Dr.._. _I

reference by including the Schra, Jos - 1234 Lakeview Dr....

name of the original Dat Amount

contributor. [12/20/05 | 300000 I (nkind
e Then return to  the  Desciption

“Receipts” view.” eattribute: Joe Schmo 121505

Election ear of Election

e Highlight the newly created
negative entry that FECfile generated for the original contributor, then
right click and select “modify” (see below).

< Receipts x

Line# | Mame Date Amount Aggregate | I..| F'.I

11{a)u | Sherrer, Trey 12/258/2005 41.00 41,0099

11(a) Cash, Lotta 12/08/2005 436.99 456,99 102

11(a) Schmo, Joe 12/15/2005 2000,00 3000,00 104

: . 202002 Mew Ins

11{a) Schmo, Jane 12/20/2005 3000.00 r——
Maodify... Ctrl+m
Delete Del
Clone. ..

Transackion Split. .
Loan/Debt payments., ..

+ Update description field x

to include the name of
the person to whom the
contribution is being  [Schmo.Joe

M ame

reattributed. Schmo, Jane - 1234 Lakeview Dr.... ﬂ
Schmo, Joe - 1234 Lakewview Dr.... —
e Select OK and then Sherrer, Trey - 1234 Mazzachuzetts Aove M ﬂ
select “yes” when asked . Amount
if you are sure that you [12/20/2008 | 3.000.00 [ Irkind

want to make the

modification. Description—

R eattribute: Jane Schmo 12/20/05
Election £ar of Election

DC Trade/Member/Labor Seminar 2013
Prepared by the Federal Election Commission
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Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Receipts
Tab 6

Tips Specifically for Receipts

1. FECfile automatically itemizes contributions according to the itemization
thresholds outlined in the law. It is advisable to enter an individual record
for each individual who contributes to your committee because FECFile
can track aggregate year-to-date totals more effectively that way, and can
save you a headache if that contributor crosses over from being unitemized
to itemized.

2. For offsets to operating expenditures: It is advisable to include additional
text in the “description” field indicating “refund,” “rebate,” etc. and to
include the original date of the corresponding disbursement.

3. Remember: refunds are reported on Schedule A (unless previously
allocated), and voided checks are always reported as negative entries on
the line where they were originally reported. Refunds are written on the
recipient’s account, whereas voided checks are those checks which have a
“stop payment” on them, or have been returned uncashed.

4. The check number and account identifier are NOT required fields;
however, providing this information will allow for better financial records
to be kept.

5. The “Aggregate” box should be check for transactions that should be
aggregated with receipts from the same entity during the calendar year.

DC Trade/Member/Labor Seminar 2013
Prepared by the Federal Election Commission
Page 17



Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Disbursements
Tab 6

Disbursements

Disbursement Basics
Refer to Form 3X instructions for help in classifying your activity.
1. Go to the Summary Page view and double-click on the appropriate line

Summary Page - Form 3X x ]

Line= | Description | thser | ThsPw | o | cmou |
21(&) Allocable expenditures {(H4)

...... i. Federal share

...... i. Mon-federal share
21(b) Other federal operating expenditures

22 Transfers to affiliated/other party committees

23 Contributions to other federal candidates and political commitd
24 Independent expenditures

25 Coordinated expenditures

26 Loan repayments made

7 Loans made

28(a) Refunds of individual contributions
28(b) Refunds of contributions from political party committees

28(c) Refunds of contributions from other political committees
29 Other disbursements
2. The appropriate disbursement box will -pEsTEEmr——-—"r x|
appear (shown right) -
3. Select name from the scroll box below
. . . . .| Florida Fimricareigator Satchers Pary— 34T Hurr...
the “name” field. If the entity is not in : | gont. * j

the database, you will need to press

“Tab” or “Enter” to add the information. ; Irind
Refer to page 6 for further instructions. |

| Descriplion———

4. Complete the date, amount, and any W
other applicable fields (see chart below |E = = I
for more information).

5. Click OK.

Applicable Fields for Disbursement Lines

21(b) | 22 23 24 25 28(a) | 28(b) | 28(c) | 29 30(b)

Name, Date, Amount \/ \/ \/ \/ \/ \/ \/ \/ \/ \/
Description v | ¥ v IV |V v v |V |V
Election, Election
Year * ‘/ ‘/ ‘/
Candidate/Campaign
Committee * AR 2R R *
Category Code,
Check #, Account ID

v" Required

* May be required in certain situations.

Note: Category Code, Check No., and Account Identifier are not required fields; however,
providing this information will allow for better financial records to be kept.

DC Trade/Member/Labor Seminar 2013

Prepared by the Federal Election Commission
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Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Disbursements
Tab 6

Special Categories of Disbursements

Entering a Memo Entry:

1. Double-click on the appropriate line of

the Summary Page view

2. Enter the transaction information
3. Check the “memo” box next to the

Year of Election

Description

Election Year of Election
| ad|

Candidate/Campaign Committee

Credit Card, Reimbursement, and Payroll Payments:

Payments to credit cards, payroll
companies, and reimbursements all
need to disclose supporting memo
entries to disclose the ultimate
recipient of the funds.

1. Enter the payment on the
appropriate line of the

Lire# | MNarme: | Date | Aot
23 CBAMA FOR ILLINGIS INC 12/01/2005 500,00
b Biank of America
M, ., Ins
Modify. .. Chrl+m
Delete Del

Clane. ..

Transaction Split. .

Loan/Debt payments. ..

Summary Page to the credit card/payroll company or individual receiving
the reimbursement. In the description field, make sure to mention it is a
payment or reimbursement and to see the memo entries.

A S S

Go to the “Disbursements” view and find the transaction you just entered.
Right click on the transaction and select “Transaction Split” (see above).
The “Transaction Split” window will open; select “Add New” (see below).

A new transaction window will open; fill out the original vendor’s

information and click OK when you’re finished (note: the “Memo” box is
grayed out because it will automatically make this a memo entry for you)

Transaction splits

X

Mame

Amount | Date

(;_dd NEw..... |>

Edi.... |
Federal Operating Expenditure {ok -/’5|/

Delete |

CHame G|
- [ec)
IFEdEH-KInkDS
FedEx-Finkos - 419 11th Street M. ;I
HERSETH. STEPHANIE - PO Box 2009... —
HERSETH FOR COMGRESS - PO Box 2009... LI
£ Amant )

4 [nsms |
£ Dezcription

[ (2]

so0 I InKind

IPthDcnpies{

6. Repeat this process until you have added all of the supporting memo

entries for the payment

7. When you have finished, select “Close” to return to the workspace.

DC Trade/Member/Labor Seminar 2013
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Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Disbursements
Tab 6

Contributions to Federal Candidates:
Double-click on Line 23 of the Summary Page view.
Make sure the cursor is in the “Name” field and then press “Tab” or

1.
2.

5.

“Enter”

e When the

comes up,
“Campaign Committee”
than “Candidate”

e Use the “Lookup” feature (see I
page 7) to find the candidate’s
principle campaign committee or
enter the information manually |
(note: the campaign committee
will usually have a name similar to |
“Smith for Congress” or “Friends

of Smith”)

“Individual/
Organization Information”
make sure to select

Contribution to Federal Candidakte

tame

x|

box

Campaign Committee goes here

My FEC Conmittee - 999 E Street Nw...
Do, Johe - 939 E Street Nws...

E

rather FedEx-Kinkos - 413 11th Street Nw/__ [ |
Date Amount
000 = Inkind
Description
IEIec:ti-:n “rear of Election
jl [~ Memo

& Candidate/Campaign Eommittea

Candidate Hame goes here

HERSETH, STEPHAMIE - PO Bow 2009...
HERSETH FOR CONGRESS - PO Box 2009...
OBAMA, BARACE. - 5450 5 EAST VYIEW PARK...

e C(lick OK to return to the transaction
Enter the date, amount, election, and year of election
Put your cursor in the “Candidate/Campaign Committee” field and press

“Tab” or “Enter”

e

[

e When the “Individual/Organization Information” window comes up,

this time select “Candidate”

e Use the “Lookup” feature (see page 7) to find the candidate or enter the
information manually (note: the candidate’s name will be listed
alphabetically by last name and then first, such as “Smith, Joe”).

e Click OK to return to the transaction
Double check to make sure your information is correct and select “OK”

In-Kind Contributions to Federal Candidates/Committees:

1.

Disclose a non-memo entry x|
disbursement on line 23 to the -
vendqr, . also ipcluding a @
deSCI.‘lptlon, elect1p n, year of FedE x-Kinkos - 419 11th Street Ny |
election, and candidate’s name HERSETH, STEPHANIE - PO Box 2009... =
in the “Candidate/Campaign HERSETH FOR CONGRESS - PO Box 2009.. [
Committee” field (see right) Date Amaunt
[12119/05 | 5000 I I find
Dezcription
|In-Kind: Printing
Election “Year of Election
|General [ Memo
andidate/Campaign Committes
ERSETH, STEPHAMIE

Prepared by the Federal Election Commission
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Electro

nic Filing: Hands-on Training with FECFile
FECFile Training Manual: Disbursements
Tab 6

Redesignations of a Contribution Made:
To report a redesignation, go to the “Disbursements” view and find the

1.

transaction you would like to redesignate.

Right click on the transaction, select “Select Redesignate/Reattribute,” and

then drag across to select “Redesignate”

| Line# | Marie |

Dake |

Arnounk | Aggrec

23 CONGRESS
Mew, ..
Madify.. .
Delete
Clone. ..

12101 /2005

Ins
Crl+m
Del

Transaction Split. .
Lman/Debt payments, .

Memo Text. ..

RedesignatefReattribute. . Redesignate

Forgivefsettle, . Reatkribute
Enter the candidate committee’s x|
name, date of redesignation, amount
being redesignated, and corrected  |HERSETHFOR CONGRESS ~

: . : . HERSETH FOR COMGRESS - PO Bos 2004... -

election designation for the portion |7 " o= o -
being redesignated. OBAMA, BARACK - 54505 EAST WIEw PARK . 7|

Select OK to return the

“Disbursements” view.

to

I1 2415405 I 5000 I [nkind

Description
FECfile will automatically complete  [Redssignate: Gone
the reporting I'equired for a Electian Qear of Electior)
redesignation (see below, red signifies = [Gener = ||2008 ™ e
a memo entry)' Candidate/Campaign Committee
|HERSETH, STEPREHIE
Line# | Marme | [Dake | Arnounk Aggregate
23 HERSETH FOR, CONGRESS 1201 /2005 10000,00 10000,00
23 HERSETH FOR COMNGRESS 12/15/2005 -=000,00 S000.00
23 HERSETH FOR COMNGRESS 12/15/2005 S000,00 10000,00

DC Trade/Member/Labor Seminar 2013
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Electronic Filing: Hands-on Training with FECFile

Basic Reporting for Independent
Expenditures — Line 24:

1. Double click on line 24; note that the
Independent Expenditure window
looks slightly different than other
transactions.

Select the vendor name from the
scroll down box (note: if the vendor’s
name does not appear in this box,
you will need to press “Tab” or
“Enter” to record the vendor’s
information).

Enter the date, amount, description,
whether the independent
expenditure is  supporting or
opposing the candidate, election,
and year of election.

Select the candidate name (not

FECFile Training Manual: Disbursements

Tab 6
x|

Mame

IGarin Hart v'ang Conzulting, [ne.

FRIEMDS OF HILLARY - 1717 K STREET Mw/ SUITE ... A
GARD FOR COMGRESS - PO BO® 277... —
Garin Hart Yang Consulting, Inc. - 4217 K Street Ny LI

Date Amnaunt
1211308 |

[~ Memo
¥ Agoregate

12000

Description

|Televisi0n Advertizemant
Candidate
BIMGAMAN, JEFF

@ Suppart © Oppoze

e
=

BINGAMAN, JEFF - PO BOX 16210...
DEWINE, RICHARD MICHAEL - 2587 CONLEY FD..

Categomy code

| ™|

Election

“ear of Election
= ||2005
State
j I Mew Mesico

|F'rimar_l,l
Office

ISenate

District
=l
ok I

Mest entm.... | Cancel |

campaign committee) from the scroll down box (note: if the candidate’s
name does not appear in this box, you will need to press “Tab” or “Enter”
to record the candidate’s information; you can use the “Lookup” feature

for this).

Treasurer must provide a signature

Every time a committee reports disbursements on Schedule E, the

on the schedule to certify that the

expenditures are made independently. This is required in addition to
signing the actual report. To do this, return to the “Reports” view.

Find the report which needs to be
signed, right click, and select
“Modify.”

The “Report Information” box
will open (see left).

In the “Signed by For Schedule E”
field, insert the treasurer’s name
by selecting it from the scroll
down box.

Click OK.

Note: If the independent
expenditure is  disseminated
before payment is made, see page

24.

10.

Report information

x|
Type of Repart
IJanuar_l,l 3 YearEnd

D ate Thy Election date
EETE

[
Drate Fram
7172005

Election cycle running in State
I S jINone
Signed by

Doe, John

Doe. John - 999 E Strest M.

HERSETH. STEPHAMIE - PO Box 2009...
Johnzon, Jane - 111 Maple Steet...

™ This report discloses a new committes address

Signed by For Schedule

Doe, John - 333 E Strest MW,
HERSETH. STEPHAMIE - PO Box 2009...
Johnzon, Jane - 111 Maple Steet...

o]

Cancel |

DC Trade/Member/Labor Seminar 2013
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Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Disbursements
Tab 6

24 and 48 Hour Notices:

1.

o

24 Hour and 48 Hour notices are separate reports from Form 3X. To
create a 24 hour or 48 Hour notice go to “Reports” view, right click, and
select “New.” In the report type

window, select “24 hour notice i X!
(Form 24)” and click OK. @@ @

The “24-hour notice (Form 24)” [11/5/06 [Motth Dakata x|

box will appear; fill in the Signed by

election date, the state, and Dioe, John

enter the treasurer’s
information in the “Signed by”
box. All fields are required.

Check the “48 hour” box only if
this is a 48-Hour notice; if it is a
24-Hour notice, do not check it.
Select OK; please note that at this point the notice is not complete.

Go to the “Reports” view and select the 24 Hour Notice by clicking on it.

Now go to the “All Transactions” view and locate the disbursement(s) that
require a 24/48 hour notice. Your disbursements will be sorted by line
number so if you first find Line 24 it will be easier to find the
disbursement which requires a notice.

Once you find the transaction you are looking for, right click and select
“Add to Form 24” (see below for an example).

Doe, John - 999 E Sheet Mw'..
HERSETH. STEPHAMIE - PO Bowx 2009...
Johnzon, Jane - 1171 Maple Street. .

o]

Cancel |

Zifa) Wiz Radio Advertisement 09/15/2004
23 & LOT OF PEOPLE W Conkribution 0a/19j2004
Grassrooks Solution: Television Acdkes Lio

306a) Gatin Hart Yang Cor Yoter Identifi  [EW.. Iris
300a) Grassroots Solution: Get-out-the- Modify. .. Crl+m
30ia) Speedy Printing Printing of H. pelete Ciel
300a) SquierknappOunn M Production or g —

20ih) Flash, Racky Salary Add ko Formz4,..

306b) Grassroots Solution: Voter Registr oo v spiit.,

306b) Irwin, Steve Salary T o L p——

306b) Squierknappbunn M Television Ad pay

a0ih) Squierknapphunn M video Produc Meme Text..,

300b) Stewart, Jon Salary RedesignatefReattribute. .. 3
4(b) Florida Hurricane-all Transfer Forgive/Settle .,

) Florida Hurricane-All Transfer

4{d) Flarida Hurricane-all Transfer Close Repark, ..,

4id) Florida Hurricane-all Transfer to F o aend,

5 Florida Hurricane-all Shared Fede

Bia) - Sart. ., Chrl+r
H1 . Ikemization 4
H1i -

Your 24 or 48 Hour notice is complete. You must close it and upload it the same
way you would for a regular report of receipts and disbursements.

DC Trade/Member/Labor Seminar 2013
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Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Disbursements
Tab 6

Special Reporting for Independent Expenditures — Line 24:

Independent expenditures must be reported to the Commission using the date
they were publicly disseminated. However, it is common for an independent
expenditure to be disseminated before a committee has paid the vendor for the
associated costs. If this occurs, the committee must report the independent

expenditure the following way:

1. Report the independent
expenditure as a memo entry,
using the date it is publicly
disseminated and during the
reporting period the public
dissemination date falls in.
To do this, simply check the
Memo box when entering the
independent expenditure
information (see right). For
this type of transaction, the
“Aggregate” box should also
be checked to reflect accurate
election cycle to date for office

Independent Expenditure

x|

Mame

ISquier F.napp Dunn Consultants

FPOMERDY, EARL RALFH - Post Office Box 9336... ;I
Squier Fnapp Dunn Conzultants - 5263 Wisconsin Ave... j
TESTER, JOM - Y09 SOM LAME. .. il

Date Arnaunt ¥ Mema
5/29/06 15000

I I [~ Aogregate
Dezcription

ITeIeviSiun Advertizement

Candidate = Support " Oppose

IF'EIMEHEIY, EARL RALPH
DORGAM, BYROM L - 1001 EAST CEMTHAL AVENUE... ;l

FOMERCY, EARL RALPH - Past Dffice Box 9336, j
TESTER, JON - 703 SOM LAME... =
sought aggregate totals.

Category code

2. On the same report, you must | -
also show a debt being

incurred to the vendor fOI' Election 'ear of Election
this amount. [Prirnary = |fenos
3. When final payment is made  2ffice State District
IHDUSE leDrth Dakota jl

to the vendor, reflect this

payment on Schedule D and
on Schedule E as a regular,
non-memo entry. For this
transaction, the “Aggregate” box should NOT be checked since aggregation
already occurred for this activity when the memo entry was disclosed
(when dissemination was disclosed).

4. If a committee makes a payment to the vendor before it disseminates an
independent expenditure, the committee should itemize the transaction on
Schedule E at the time the payment is made. For this transaction, the
“Aggregate” box should be checked. In addition, the requirements for
filing 24-hour and 48-hour notices would still apply.

o]

Cancel |

MHest entry... |
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Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Allocation Schedules

Allocation Schedules

SCHEDULE H1:
Method of Allocation for:
e Allocated Administrative and Generic Voter Drive Costs
e Allocated Exempt Party Activity Costs (Party Committees Only)

e Allocated Public Communications that Refer to any Political Party (but not

a candidate) (Separate Segregated Funds and Nonconnected Committees
Only)

SCHEDULE Hz2:
Ratios for Allocable Fundraising Events and Direct Candidate Support

SCHEDULE H3:
Transfers from Nonfederal Accounts for Allocated Federal/Nonfederal Activity

SCHEDULE Hg:
Disbursements for Allocated Federal/Nonfederal Activity

DC Trade/Member/Labor Seminar 2013
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Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Allocation Schedules
Tab 6
Creating Schedule H1:

1. Scroll to the bottom of the “Summary Page” view that will include the
Schedule H1 and double click on the H1 line number.

e Party Committees must submit an H1 on the first report of each
calendar year that discloses an allocable expense on Schedule H4 (or
H6 for party committees only).

e Separate Segregated Funds and Nonconnected Committees must
submit an H1 on each report that discloses an allocable Administrative,
Voter Drive, or Public Communication disbursement on Schedule H4.

9 Loans owed TO the commitkes
9 Other debts owed TO the committes
10 Loans owed BY the committes
10 Other debts owed BY the committes

Method of allocation For shared expenses
Hz Allocation ratio For joint ackiviky
aL Levin Funds

2. Select your allocation ratio:

e Party Committees should check the “State/Local Party Committee” box
and select the appropriate fixed ratio.

» State / Local Party Committes

Prezidential-Only Election vear [28% Federal]
Presidential and Senate Election vear [36% Federal

Senate-Only Election r'ear [21% Federal)
Maon-Prezidential and Non-Senate Election Year [15% Federal)

e Separate Segregated Funds and Nonconnected Committees should
check the “Non-connected/SSF” box and type the federal percentage of
the allocated expenses; they should also check all boxes that the ratio
applies to.

+ Mon-connected Committes / S5F

Federal % [For Flat Minimum - Enter 50)
{50

— Thig ratio applies to [check all that apply]:
I dmnisirative
¥ Generic Yater Drive

[~ Public Communications Referencing Party Only

e If an additional H1 is needed, (Party: for a special election during a
non-election year, SSF/NCC: for additional types of allocated activity
where a different federal percentage will be applied) click “Next Entry”
and enter the appropriate federal percentage/activity type (repeat as
necessary).

3. When information is completed for Schedule(s) Hi, click OK

DC Trade/Member/Labor Seminar 2013
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Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Allocation Schedules
Tab 6

Creating Schedule H2:

1. Scroll to the bottom of the “Summary Page” view that will include the
Schedule H2 and double click on the H2 line number.

e Note: All committees must submit an H2 on each report that discloses
an allocable fundraiser or direct candidate support on Schedule H4.

9 Loans owed TO the committes
9 Cther debts owed TO the committes
10 Loans owed BY the committes
10 Cther debts owed BY the committes

Method of allocation for shared expenses

Allocation ratio For joink ackiviky
Lewin Funds

2. Type in the name of the event and press “Tab” (see below, left).

Allocation ratio for joink ackivity x| X
Event
Ewent £ - o
= Event,/Joint Activity Informsa x|
IEvent 1 -
Gala Event
<| Mame of the Event/Joint Activity
IEvent 1
Federal share e aff il
_ + b
Federal share [in %] R atio s I— & Fundaising
I 0.0o
& New " Direct Candidate Support
" Revized
" Same as previols Diate
|1.f1 A05
Mext entry...
Mest entry... | ok I Cancel | ok I Cancel | 1

3. An additional dialog box will appear.

Select the appropriate type of

activity (Fundraising or Direct Candidate Support) and enter the date of

the event (see above, right).
4. Click OK to return to the

“Allocation  ratio for joint x
activity” bOX. Event
. Event 1
5. Enter in the federal percentage |E“’E” -
wvent1 - ..

share of the allocated activity
and select the appropriate type
of ratio (New, Revised, Same as
Previous).

6. If additional H2 entries are
needed, click “Next Entry” and
repeat the steps above. When
information is completed for
the Schedule(s) H2, click OK.

Mest entry. .. |

Federal thare [in %]

=

atio iz
' MNew
" Revized

" Same as previ

o]

Cancel
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Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Allocation Schedules
Tab 6

Creating Schedule H3:

Note:

1.

An H1 or H2 ratio must be entered prior to creating a Schedule H3

From the “Summary Page” view, double click on line 18(a): Transfers from
non-federal accounts (H3).

16 Refunds of contributions made to other Federal candidates an
17 Cther Federal Receipts (Dividends, Interest, etc.)
: Transfers from Mon-federal Account (H3)

13(b) Transfers fram Levin Funds (HS)

Select the name of the non-federal x|
account from scroll down box below

the name field; if the nonfederal

Mame

INonFederaI Accoount

account has not been entered, type — -
the name in the name fleld, then MNonFederal Accoount - 123 Main Strest... j
press “Tab” or “Enter” to open the ou o
« .« . . . ’ Date Amnourn
Individual/Organization” box. s 5000 [ eno

Enter the date and the total amount  pecipsion
of the transfer in the “Amount” field |
and then click “Breakdown.”

If the transfer, or part of the
transfer, was for Administrative Nt enty... |
expenses, double click on the
Administrative line in the breakdown box.

Enter the amount of the transfer for administrative expenses and click OK.

Transfer Breakdown details

Breakdown. .. |

ak Cahicel |

Arnourt Add new....
0.0o

¢
Edit...

H3 Event Breakdown X Delete

] 4

Bl

Cancel

L[>

OF. I Cancel
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. If the transfer or part of the transfer was for activity other than allocated
administrative expenses, select “Add New.”

Select the appropriate activity from the scroll down box (note: if an
event/activity appears to be missing from the database box, make sure
that a Schedule H2 has been created for that activity).

. Enter the amount of the transfer for that activity
. Click OK to return to the “Transfer Breakdown Details” box.

Transfer Breakdown details - 5[
Ewent I Amaint Add new....
Administrative B000.00 —a
Edit...
ﬂ Delete |
ETE ok |
Gala Event
I Fa e Cancel |
Woter Drive - .. -
Amount
T [2000.00 [ [
(] I Cancel |

. The total amount shown in the transfer breakdown box should equal the
total amount transferred.

. If an activity/amount was incorrectly entered, it can be changed by
highlighting the erroneous event and clicking Edit, or completely deleted
by highlighting the line and clicking Delete.

.Double check that the entries are ez X
correct and then click OK.
. Select “Yes,” when asked to save 3 Save changes?

changes.

.When all transfers have been
entered, click OK.

Mo | Cancel |
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Creating Schedule H4 — Basics:

Note: Schedule H1 and/or Schedule H2 must be created before entering Hg4
disbursements.

1. From the Summary Page, click on line 21(a): Allocable Expenditures.

Allocable expenditures

...... i. Federal share 550.00
...... i, Mon-Federal share 550.00
21k Other federal operating expenditures
22 Transfers to affiliatediother party committees
23 Contributions to okher Federal candidates and political committ
24 Independent expenditures

2. The “Allocable expenditure” box will open.

3. Select the vendor name from the scroll down box (note: press “Tab” or
“Enter” to enter the vendor information for the first time).

4. Select the appropriate activity from x|
the list below the event field. = hame
FECfile defaults to Administrative. The Store

5. Enter the date, total amount, and
description of the disbursement.

Date Total amaunt Federal zhare Cale |
6. Next, click on the “Calc” button. | 0.0 0.00
FECfile will automatically calculate  Deseiefion I bemo

the federal share based on the ratio |E t
specified for the event that was [

IAdministlative

selected (see below). This will also  [veerdie- =l
disclose the non-federal share on  |gfmmetve.. <
SChedU1e H4‘ — Thiz expenditure iz Election
€ Schdule BI[23) [ . =l
Before. € [rependent (SehE] “rear of Election
Tatal amatnt Federal share @ £ Eoordinated (SehF]
Candidate & Designated Agent...l

I 500 0.00 LCategom code

| o
After: Mest entry... | ok I Cancel |
Total amount Federal share  [Laic]
| il 300,00
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Direct Candidate Support for both Federal/Non-federal Candidates

If the disbursement is for a direct candidate support event the federal share must
be reported as an in-kind contribution, independent expenditure, or a
coordinated party expenditure (party committees only) on behalf of the federal
candidate.

Note: This reporting method will show the federal portion only of the
disbursement on Schedule H4 as a memo entry and will disclose a
corresponding entry for the federal share on Schedules B, E, or F
(supporting lines 23, 24, or 25)

1. If you have not already created a x|
Schedule H2 for this specific ..

direct candidate support event,  [Thestoe

do so now (See page 27) MaorFederal Accoount - 123 Main Street... -]

. The Stare - 123 Commerce Sve... —

2. After entering the vendor name, ZYCH, THOMAS F - 2669 EDGEHILL ROAD.. -
date, description, total amount, Date Tatal amount Federal share Cale |
and calculating the federal share  [21/5 500 150.00

as per the above instructions,  Deseiption I™ Memo

fI‘Ol’n the “This eXpenditure is” |dinner-feda’nnnfedcandidates

box select Schedule B (23) to  Event

report the federal share as an in- |DCS_ _

kind contribution, Independent |giareere:

(Sch E) to report it as an Gala Event - .
independent expenditure, or - Thigespendiueis Election

Coordinated (Sch F) to report it + Schdule B (23] | =

Year of Election

as a coordinated  party L lndenendent[i;l/

expenditure. " Coordinated [Sch,

3. Select the appropriate election = gy cote
(primary, general, etc) from the : :
Election drop down box and enter the =

year of the election in the year of  IzdeslConddsle & Suppot ¢ Oppose

election ﬁeld IZYCH FOR FRESIDENT
) ZVCH, THOMAS F - 2663 EDGEHILL ROAD. . ;I

4. Click on the candidate & designated ZVLH FUR PRESIDEMT - 2669 EDGEHILL RUAD...
agent box in the lower right-hand . . .
corner. A new dialog box will appear. |
If the disbursement is for an  [wyCommites-..
independent expenditure, CheCk the MonFederal Accoount - 123 Main Street...
appropriate box to indicate if the  subordinate Camminee
communication supported or opposed |

Lol v

Candidate & Degignated .-’-‘«gent...l

. Fy Carnittee - ...
the Candldate' HonFederal dccoount - 123 Main Steet...
0K I Cancel
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5. If the candidate name has already been entered into the system, select the
name from the database list below the federal candidate field; if the
candidate is not in the system, with the cursor in the candidate name field,

hit the “Tab” key on the keyboard.
Information dialog box will appear.

6. If the federal portion of the
disbursement is a Coordinated
Party Expenditure, select the
designating and subordinate
committees, if necessary. For In-
Kind Contributions and
Independent Expenditures, leave
the designating and subordinate
committee fields blank. Click OK
in the Candidate and Designated
Agent dialog box.

7. When all the information is
correctly entered into the
allocated expenditure box, click
OK, or Next Entry to continue
with additional allocated
disbursements.

The Individual/Organization

Candidate and Designated Agenk ﬂ
Federal Candidate e Suppart " Oppose
|ZYI:H FOR PRESIDENT

SYCH, THOMAS F - 2669 EDGEHILL ROAD ﬂ

ezignating Committes

SCH FOR PRESIDENT - 2669 EDGEHILL ROAD. .

ubordinate Cormmittes

ky Cormmittes - ...
MonFederal Accoount - 123 Main Street..

ky Cormmittes - ...
MonFederal Accoount - 123 Main Street...

o ]

Cancel
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Debts and Loans

Schedule D:

Debts owed by the committee:
1. To add a new debt owed by the committee, double click on Line 10 of the
Summary Page, other debts owed by the committee.

Summary Page - Form 3X x]

Line= | Description | Thisel | ThisPu | cTDUI CTD.U
ala) Cash on hand (Jan. 1)

11(a) Individual Contributions

11(b) Contributions from paolitical party committees
11(c) Contributions from other political committees
12 Transfers from affiiated,/other party committees
13 All loans received
14 Loan repayments received
15 Offsets to operating expenditures (refunds, rebates, etc.) x|
16 Refunds of contributions made to other federal candidates an
i7 Other Federal Receipts (Dividends, Interest, etc.) Marne
18(a) Transfers from Mon-federal Account (H3) ||
18(h) Transfers from Levin Funds (H5)
iy Committee - ... 3
21(@) Allocable expenditures (H4) Caszh, Lotta - ...
...... i. Federal share Schrno, Jane - ... LI
...... ii, Mon-federal share
21(b) Qther federal operating expenditures Dats amount ™ eeted Dats
22 Transfers to affiiated/other party committees I 0.00 I
23 Contributions to other federal candidates and political commiti Diescrintion
24 Independent expenditures SEp
25 Coordinated expenditures I
22 Loan repayments made Election ear of Election
27 Loans made
28(a) Refunds of individual contributions I jl
28(b) Refunds of contributions from political party committees Candidate
28(c) Refunds of contributions from other political committees p
29 Qther disbursements I
30(z) Shared Federal Election Activity (from Schedule HE) My Commitiee -...
...... i, Federal share
...... ii. Levin share
30(0) Federal Election Activity Paid Entirely With Federal Funds. Mest entry.. | Caricel |
g Loans owed TO the committee

2 Other debts owed TO the committee

2. Then select the name field and enter in the vendor name. If the vendor
has not been added to the system, press “Enter” or “Tab”.

3. Then enter in the date, amount, and the purpose of the debt in each
appropriate field.
4. Click OK.
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Debt Repayments

1.

To add debt repayments, go to
the “Loans/Debts” view.

Right click on the debt to
which you would like to make a
payment and select
“Loan/Debt payments.”

In the “Loans/Debt payments”
box, click on “Add new” and
then select the type of
disbursement, you would like
to make.

Then the appropriate box
will appear depending on
what type of transaction
this payment should be. At
this point select the name
of the vendor, date,
amount and the purpose of
disbursement. The vendor
should already be in
system after adding this

Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Debts and Loans

Tab 6
02 2afa00s 137500.00
Mew.... Ins
ModFy. . ek
Delate Del
Clone...,

|

Memd Text...
Redesignate/Reattribute. ., k
Fargive[Settls. ..
Iese Regor
Amend
Sart... Chrket
Ikemization L
ﬂ
Mame [ pmeunt | Date Add new
<__| Capitol Party Decorations 15000.00 01411/2008 -
Edit....
Delete
Cloze
Anoals...
y ]

debt so just select the
vendor in the selection below.

Click OK. Then the debt payment will be shown in the Loan/Debt
payment dialog box. At this point click on Close.
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Schedule C & Schedule C-1

Loans Owed by the Committee:

1.
Summary Page.

Electronic Filing: Hands-on Training with FECFile
FECFile Training Manual: Debts and Loans

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

Then type in the date the loan
was incurred in the date field,
the amount of the loan, and the
interest rate. Also indicate if
the loan was secured by
checking the Secured box.

Then click on the Schedule C-1
button, and enter all
information that is applicable
to your loan. Note: you are also
required to file a hard 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
simply click OK.

5.

11(a) Individual Contributions
11¢b} Contributions from political parky comr |
116c) Contributions from other political comr
5 affiliatedfather party ¢ Mame
0d yiments received
15 Offsets bo operating expenditures (re | Prairie Dogs Inc. Palitical Action Committes - 1515 5. ﬂ
16 Refunds of contributions made to othe | 4 LOT OF PEOPLE SUPPORTING T - PO BOX 16...
17 Other Federal Receipts (Dividends, In- | A LOT OF PEOPLE SUPPORTIMG TOM DASCHLE.. LI
18(a) Transfers From Mon-federal Account {| <
1350 Transfers From Lewvin Funds (HS) bl (ATEREE Iittzrest (Rt
| 0.00
21{a) Allocable expenditures .
...... i, Federal share DS
...... i, Mon-federal share I
Z1(b) Other Federal opgratlng expenditures Election ‘Vear of Elaction Dus date
2z Transfers to affilisted/other party con
23 Contributions to other federal candidz I jl I
24 Independent expenditures
25 Coordinated expenditures B Smesl (] [Farefvan Date  Scheduls C1...
26 Loan repayments made
27 Loans made I~ Mems I Guarantars...
2ala) Refunds of individual cantributions —
Za(b) Refunds of contributions from political
zalc) Refunds af contributions from ather p
29 Other disbursements et entry... | Ok I Cancel |
300a) Shared Federal Election &ctivity (From Schedule HE) 1

Schedule C1

Lending Institution

Tab 6

Go to the “Summary Page” view and double click on Line 13 of the Detailed

x|

Date Incurred

I\-\-"ells Fargo

Squier Knapp Dunn Consulkants - 5263 Wizconsi...
‘wells Fargo - BE23 5. 3rd St

Interest? APR
B

Loan amatnt
|50000.00

I Loan haz been restructured

Credit amount thiz draw

Original date I

Outstanding balance if line of credit

[1/11./08

Date due

IF’.-"SEI;"D?

o J0.o0

™ Other parties are secondarily liable

— Traditional collateral pledged
Walue [~ Perfected interest

0.00

Description

— Future income pledged
Pledge account

Yalue ‘

Squier Knapp Dunn Consulkants - 5263 Wizconsi...
“whellz Fargo - BE23 5. 3rd St

[

Establizhed an

D escription I

Alternate basis for loan and repayment

Authorized By

Title:

Clintan, Hillary - 3265 5. Bth Ave....
CLINTOM, HILLARY RODHAM - 420 LEXINGT...
COMPAD, GAYLORD KEMT - PO BOX B12...

]

A
-]

Cancel |

Drate signed

e
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6. You are now returned to the Loans Received box. Click on “Guarantors”
button to launch that box.

7. Select the “Add x|
new” button to [ Guase [ Amount [ acdren.. ]
enter guarantor ; |
information, or |
select “Edit” if the
guarantor has Lo |
already been [ Cered |
added.

8. Once the |, ]
information has
been added with
the amount, click OK. Then click OK again to save any changes.

9. The Loans received box will now reappear. At this point click OK and you
will return to the Summary Page. Schedule A supporting Line 13 and
Schedule C supporting Line 10 will be automatically created now and the
loan amount will be reflected on the Summary Page.

Loan Repayments Made x|

1. Go to the “Loans/Debts” view. .

2. Select the loan for which repayment is  |EETISSIETER
being made, and right click on that [faesefiafeionape
entry, then select “Loan /Debt Bank Center First - Prairie Dogs PAC NonFederal -1.. )
payments.” Date Aot .

. | 0oo [ inkind

3. The Loan/Debt payments dialog box ...
then appears. Click on “Add New.” [

4. The loan repayment dialog box then  Elestin ilolission
appears. If the creditor has already ! =l L btz
been entered then select that name. Ica”dida'e”campaign Commites
Then type in the name, date’ and A& LOT OF PEOPLE SUPPORTING T -POBOX16... =
amount. Select OK. A L0OT OF PEOPLE SUPFORTING TOM DASCHLE .

COMRAD, KEMT - 343 EAST CENTRAL AVEMUE... T

o When you return to the Loan/Debt Category code [T Fefund/Disposal of Excess Contributior
payments box, select Close. Schedule B | |
supporting Line 26 and Schedule C .= s
supporting Line 10 will both be created | |
and the amounts reflected on the
Summary Page. Hewt et | 0K | Cancel
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Closing/Uploading/Amending

Closing a Report

1. Go to the “Reports” view.

2. Right click the report you want to close.

3. Select “Close Report” from the drop down menu.

IR [IE=F R =R =2

4. In the “Close Report” dialog box, enter today’s date in the “Date closed”
field and click OK. Note: a Filing ID is only required when filing
amendments and should be left blank for new reports.

x
{ Date clozed ) Filing ID [Original]
[12/31./08 |
ak I Cancel
Uploading a Report

1. Follow the directions above for closing a report.

2. When a report is closed, the letters should change to pink/purple.

3. Choose “Upload” from the “File” menu or the Upload icon. Note: you can
also run a Limits Check from the “File” menu before choosing to upload.
This check will make sure all contributions (receipts and disbursements)
fall within the limitations.

4. The upload process will automatically run the validation program at this
point to detect any errors.

5. The validation program will notify the user if serious errors are found that
will prevent the report from being accepted by the Commission’s
validation program. Note: for more information on Validation Errors,
please see page 42.

Fecile x|

@ This Filing has errors that will cause it ko be rejected by the eleckronic-filing server, Please correct these errors before Filing.,

6.

If no errors are found or the user indicates that they wish to file the report
with warnings, the upload settings screen will appear.
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Tab 6
7. Enter your EEFEEENT x|
password (See page Uplnad | Configurel
1)’ 9'd1git ~ Filer information
committee ID 11 [C00255543 (e.0 C12345578)
number, and fax Fa | (.0 2022190674)

OR email address.
You must confirm
your password and
email address by
entering it a second
time, otherwise the
report will not be
uploaded. If you
have an internet
connection choose
TCP/IP  as the

Passwordl Corfirm I [case-sensitive]
e-mail 1 I Corfirm I [e.g johndoedEicmbe. com)
e-mail 2| Corfirm I [e.g janedoedEicmbe. com)

— Filing Method

@ TCPAP S50 & Dialup A R " Other

[ File it to the test server [ will nat be received by the agency |

This filing amends I

o]

Cancel | Help

Filing Method and then click OK. Note: the “This filing amends” field
should not be filled in for new reports.

8. Make a Backup of your “Date File” (*.dcf).

Amending a Report

Creating an Amendment:
1. Go to the “Reports” view.
2. Right click the report to be amended and then click on Amend (you may

change the name of the treasurer at this point since the Report
Information box will appear).

3. Click the OK Button on the Report Information box.

Note: reports filed on paper can not be amended electronically

The report will now have an A1, A2, etc. in front of it. A1 is for the first
amendment; A2 is for the second amendment.  Any subsequent
amendments will have “A” and the appropriate corresponding number
of the amendment. 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 Monthly
report is amended in November, FECfile will also generate
amendments for the May Monthly through November Monthly reports.

Note: these reports will automatically be generated, but not uploaded.
Also, these additional amendments need not be uploaded unless there
is a change in any of the dollar figures (most commonly, year-to-date
or cash-on-hand totals).
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Modifying Transactions for the Amendment:

1 Using — your a

different  views,

locate the \:%() Are wou sure wou wank ko modify the selected Report?
transaction you
wish to modify. vor Mo |

2. Double click on
the transaction.

3. Make the desired changes to the transaction and select OK.
4. FECfile will ask if you are sure you want to modify, select yes.

Adding New Transactions for the Amendment:

1. This is handled the same as for 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. Dene A ecile
different views, =
locate the

transaction you
wish to delete.

2. Right click on the ves | o |

transaction and
select “Delete.”

3. FECfile will ask if you are sure you want to delete the selected transaction,
select yes.

:‘?/-. Are you sure you wank to delete the selected transaction?

Filing an Amended Report:
1. An amended report is filed like a new report (close the report, and then

choose “Upload” from the File menu).
x

2. When filing an amendment, the original
filing ID and the filing ID of the most Date clozed Filing I [Qrigiral] |
previous version of the report filed of  [1415/08 FEC-123456
the report is required; FECfile will
automatically fill out these fields oK, I Cancel |
(circled in red at right and below) for

you and it is suggested that you not alter
them.
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Upload I Configure I

— Filer information

¢ TCRAP 550 Dialup

ID IEDEI258848 [=.g C12345675)
Fax | (2.0 2022130674
Password I“"“““"’“‘ Confirm I ******** [case-zenzitive)
e-mail 1 Iemail@email.cnm Confirmn Iemail@email.cnm [e.g johndoe@cmte. com]
e-mail 2| Confirm I [e.g janedoe@cmte. com)
— Filing Method

[ B ™ Other

[ File it ta the test server [ will nat be received by the agency |

This filing amendsi]FEC-123456

x|

0k I Cancel | Help

3. If for some reason the filing ID is altered or deleted, you can find this
information on the FECs Electronic Reports Retrieval website

(http://www.fec.gov/finance/disclosure/efile search.shtml).

Type in

your committee ID number and click “Search” to find your committee’s

electronic filings.
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Secrets to FECfile

Don’t Make These Common E - Filing Mistakes!

Passwords

¢ Not getting a password.

e Waiting until the last minute to get a password.

e Forgetting your password.

e If you forget to get a password or put it off until the last minute, it may not be
possible to get one on a filing deadline day.

e If you forget your password, we can't look it up for you. It is encrypted and
you must have the Treasurer request a new one.

Attempting a first filing on the filing deadline day

e Any problem, be it technical or a matter of non-familiarity with the software,
can be difficult to deal with during the rush of a deadline day.

e Always file as early as possible, especially the first time you file electronically.

No receipt, no Filing

e After you upload your report electronically, a receipt will be sent to you via
email or fax. If you do not get the receipt, you must assume that you have not
successfully filed. Call the Electronic Filing Office (202-694-1642 Option #3)
if more than a few minutes pass with no receipt.

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

Validate early and often

e Don't wait until the last minute to validate your filing. Validation will find
problems that you might not have noticed.

e If you validate on a regular basis, you will run much less risk of finding a long
list of problems to resolve before uploading is possible.

Diskette Filing

e Ifyou file your report on diskette:
o Usea 3.5" floppy or CD. No other methods are accepted.
o Don't forget to include a printed out and signed Summary Page.
o Only one report per diskette.

Back up your Data File!

e The file that contains all of your reports, the "Data File" (*.dcf), should be
backed up to tape or floppy disk regularly.

e It is very difficult and time consuming to recreate your file should you lose
your data.
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Common Validation Errors and How to Fix Them

Warning vs. Fail Messages

There are two different types of validation errors: warning messages and fail
messages. Warning messages point out possible incorrect/missing
information in the report so the user can correct the errors (if necessary) before
uploading the report. They do not prevent you from uploading a report. Fail
messages point out more serious problems with the report and prevent you
from uploading it until the errors are corrected.

Reading and Understanding a Validation Error

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

Form{Item}: SA11A1 {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
error. The last line identifies what type of message this is (Warning) and why
the specific transaction/field caused the error (empty).

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

DC Trade/Member/Labor Seminar 2013
Prepared by the Federal Election Commission
Page 42


http://www.fec.gov/support/faq_valid.shtml

Electronic Filing: Hands-on Training with FECFile
FECfile Training Manual: Secrets to FECFile
Tab 6

Common Warning Messages
Below are a list of common warning messages that committees encounter and the
steps that need to be taken in order to correct the errors.

Conditionally Required field is Empty
e This indicates the user has failed to enter data in a particular field.

e Correct this error by locating the transaction(s) and filling out the empty
field(s).

__ {date} _1is outside range of 1960-2099

e This indicates that the date range entered falls outside the maximum range
(either before 1960 or after 2099 and is most like the result of a typographical
€rror.

e Correct this by locating the transaction(s) and ensuring that the date(s)
supplied are accurate.

Election Code invalid: {description}

e This indicates that the user has failed to provide a complete election
designation (Primary, General, Special, or Runoff and Year are required)
towards which a contribution was made.

e Correct this error by locating the transaction and selecting an election
designation. Please note that if you do not select a complete election
designation, the contribution will automatically count against the candidate’s
next election.

Election Code missing: {description}

e This indicates that the user has failed to provide an election designation
entirely (primary, general, special, or runoff and Year are required) towards
which a contribution was made. This differs from the previous warning
message in that both fields are empty.

e Correct this error by locating the transaction and selecting a complete election
designation by filling out both the election and year fields.

Street Address is Missing
e This indicates that the street address for a particular entry is missing.
e Correct this error by locating the transaction and filling in a complete address.

Single-line Address NOT in 1st delimited field

e This indicates that the user has entered a one-line address in the SECOND
address field.
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e Correct this error by locating the transaction and moving the address from the
optional second line box to the require first line box.

____not avalid 2-character USPS State Code
e This indicates that the user has failed to enter in a correct two digit state code.

e Since FECfile has a drop down menu for state codes, this shouldn’t be an
issue.

Zip Code is Invalid or Missing / Zip =

e This indicates the user has failed to provide the state zip code or has entered
in too many or too few numbers.

e Correct this error by locating the transaction and editing the state and/or zip
code fields as necessary.

Imvalid Area Code/Phone Number:

e This indicates the user has entered a phone number with too many or two few
numbers.

e This error will only occur on form types that require a phone number (i.e.,
Statements of Organization).

Entity Type [ 1 is not an acceptable value

e This indicates that the user has entered a name that is too long to completely
appear on public record.

e Correct this error by locating the field and shortening the name.

Delimited Name should not exceed 38 letters & spaces

e This indicates that the name field has exceeded the maximum number of
characters allowed (NOTE: 38 characters is the maximum, including caret
delimiters (Smith”John”~Mr."Jr.) ).

e To correct this error, locate the transaction (usually on 11(a)(i) ) and shorten
the name to 38 characters. (NOTE: the FEC requires disclosure of a first and
last name).

Name has Too Many Parts (Over 3 Delimiters Found)

e This indicates that more than the allowable number of name delimiters (3)
have been used. (NOTE: Correct example (Smith”John”Mr.”Jr.), incorrect
(Smith~John "N~Mr."Jr.) ).

e Correct this error by locating the transaction and shortening the name so that
it only uses three carets. (NOTE: the FEC requires disclosure of a first and
last name).
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Some H3 Transfer $ Aggregates not equal Dollar Total

e This indicates that there are math discrepancies within Schedule H3 — the
total amount transferred from the Non-Federal account does not equal the
amounts listed in the breakdown of the transfer.

¢ When you entered this transaction for the first time, FECfile will have warned
you:

Feile |

L] 'j ‘Warning: The breakdown amount does not sum up ko the tobal amount, Save?
*

QK | Cancel I

e To correct this error, take a look at Schedule H3 in the print view to make sure
the totals are correct. When you find the discrepancy, locate the transaction
and correct the totals.

Hj5 Transfer Total not equal sum of Dollar Breakdowns

e This indicates that there are math discrepancies within Schedule H5 — the
total amount transferred from the Levin account does not equal the amounts
listed in the breakdown for each type of allocable federal election activity.

e When you entered this transaction for the first time, FECfile will have warned
you (see above).

e To correct this error, take a look at Schedule H5 in the print view to make sure
the totals are correct. When you find the discrepancy, locate the transaction
and correct the totals.

Common Fail Messages

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

Filing must be in the current FEC format
e This indicates that you are using an outdated version of FECfile.

e FECfile users will need to download the latest version of the software from the
FEC's website (http://www.fec.gov/elecfil/updatelist.html).

Amended filing must have an ID of the "Original”

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

If 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 (see below)
(http://www.fec.gov/finance/disclosure/efile search.shtml).

Wiew DownleadC FEC-191664 Form F3XIT - peried 10/01/2005-10/31/2005, filed 11/15/2005 - MOV MOTHLY

View Downlead FEii— i 672 Form F32{A - period 0B/01/2005-05/31/2005, filed 11/15/2005 - SEP MOINTHLY

View Downlead FEC-TI0899 Form F32{A - pertod 0%/01/2005-05/30/2005, filed 10/25/2005 - OCT MOINTHLY

x
Once you have located the original filing ID (F3XN), - >

; Date closed Filing 10 [Qriginal]
you will need to open, and then re-close your report so 1 710/06 @
you can enter the filing ID (see right).

NOTE: If this original report ID number is entered ok | Cancel |
incorrectly, system errors will occur on upload.

Amended filing must have an "Amendment Number"

This means that either the - 7o x

amendment indicator is

missing or incorrect. I E fou have not uploaded the report that is being amended. wWaould vou like ko continue?
Each amendment is

numbered beginning with ok |[cancel ]

({2

1”. If the same report is
amended again the amended number will be “2” and so

on. TEw. . Ins
Madify, .. CtrHm

This error most likely occurred because you did not = belete Dl

properly create an amendment or amended a report o S

before it was filed. Form 82-1.,

Don’t amend a report that you have not uploaded. FEC ,L\,,c':r:iD:eb;t'.:fvments”'

file will warn you with this message — don’t click OK Redesignate/Reattribute. .. »

(see I'lght) Forgive/settle; ..

In the “Reports” view, right click on the report you are oy

trying to file. If the report is closed, unclose it. Right

click again and select “unamend” (see right). ISter;'i'Z:atiDn b X

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

Validation Terminated! — Over 32,000 Problems Found!

This indicates that 32,000+ errors have been found, which limit (32,000) is
the threshold for acceptance by the system; the first 32,000 errors will be
listed in accordance with their severity.

Hopefully you will never receive this error. If you do, it’s time to call your
analyst and start over — or hire a professional to take over your reporting.
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ID# NOT Correct FEC ID# Format
e This indicates that the committee ID  name |
number used is not in the correct " i
Public Cornmunications
format.

To correct this error, you will need

oter Drive

. . Adrminiskr ative Type
to edit your committee’s g o0
information. To do this, go to the FedExinkos |Faliical Action Carmities

HER.3ETH, STEPHANIE
HER3ETH FiOR. CONGRESS

Johnson, Jane
SADARMA DAD AT

“Individuals/ Organizations” view
and locate your committee. Double-

g. C12345678)
CO0296345 Lookup...
click on your committee entry (it

should be in red). Make sure that committee ID number is correct. It might
help to use the FEC Lookup feature.

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

{field} exceeds maximum length of

e This indicates the user has exceeds the maximum number of characters
allowed in a particular field.

e This shouldn’t be a problem in FECfile because it will automatically limit the
number of characters you can input.

{field) is Required, but field is Empty
e This indicates that information is required to be entered in a particular field,
but has not been.

e Locate the transaction and fill in the field.

Extraneous data follows last field

e This usually indicates a technical problem, generally involving invalid
characters.

e You should call the Electronic Filing Office if you receive this error (202-694-
1307).

e 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.

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

e This indicates that there are a set quotes around a text field where there
shouldn't be.

e Locate the transaction/field and take out the quotes.
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e 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
(falling within the maximum length of that last field.)

e 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)

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

e To correct this, either shorten your Form 99 filing or file more than one.

Leading Blanks {e.g. " TEXT"} not allowed
¢ 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/YYYY.

is not a Real Date
o This indicates that the user has entered an invalid date.
e Locate the transaction and enter a valid date.

Imvalid Amount format: — OR — Non-numeric data
in Numeric Field

e This indicates that the user has entered values other Fecfle
than numbers and decimals.

X

e Locate the transaction and enter only numbers and one !‘_m Please enter a number.

decimal point. FECfile will warn you if you before you
make this error with this message:

e NOTE: Dollar signs and commas are not permitted.

DC Trade/Member/Labor Seminar 2013
Prepared by the Federal Election Commission
Page 48




Electronic Filing: Hands-on Training with FECFile
FECfile Training Manual: Secrets to FECFile
Tab 6

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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