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Chapter

Introducing FECFile

The Federal Election Commission is pleased to provide you with the
latest version of FECFile, the record keeping and electronic filing
software designed specifically for creating and submitting electronic
financia disclosure reports. The Commission’s ongoing effort to sim-
plify, streamline and improve federal campaign finance reporting has
resulted in electronic filing software that is fast, intuitive and lesstime
consuming than the old paper reporting system, and it offers many other
advantages as well. The Commission has created FECFile for users who
wish to file electronically but do not have other software packages that
will allow electronic filing. Strictly designed as atool for reporting FEC
financia disclosure information, FECFile performs only those tasks
directly related to filing and does not support unrelated functions such as bank reconciliation or
contact management. Since its release in 1997, the program has been successfully employed by
many committees of all sizes and typesto file their FEC reports. For those requiring broader
functionality or integrated software systems, the Commission has worked with commercial
software vendors to incorporate electronic filing capability into their government relations and
campaign management software packages. Because thisis a user manual for FECFile specifi-
cally, we will discuss the highlights of electronic filing and the functionality of FECFile only.

Rules and Regulations

It is the purpose of this manual to instruct the user in the data entry and uploading procedures
required to create and file and electronic report with the FEC. While some short definitions of
transactions areincluded for clarity, official and more detailed information regarding the rules and
regulations of FEC financial disclosureisavailablein the Campaign Guides published by the FEC.
These may be obtained in print form from the FEC or in PDF form from the FEC website http://
www.fec.gov. If you are unsure as to the reporting requirements for a particular transaction, please
check the appropriate campaign guide. If further information is necessary, call the FEC Informa-
tion Division at 800-424-9530 (press 1) or 202-694-1100.

Who can use FECFile?

Any non presidential committee required to file federal campaign finance reportsis welcome to
use FECFile. Because Senate committees are required to file with the Secretary of the Senate
rather than the FEC, and the Senate does not accept electronically filed reports, Senate cam-
paigns must submit their official filings on paper and cannot use FECFile to file official elec-
tronic reports. The FEC has created an unofficial web site where Senate committees may display
their information on the Internet if they so desire. If you are interested, please contact the FEC's
Electronic Filing Office to receive more information about submitting an unofficial electronic
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filing with the FEC.

FECFileisdistributed solely by the Federal Election Commission and isavailablefree of charge. It
may be downloaded from the FEC website, www.fec.gov, or call 1-800-424-9530 to receive acopy
by mail.

Forms and Schedules

The forms and schedules included in this program:

= Form 3 (House and Senate candidate committees)
= Form 3X (PACs and Parties)

= Schedules A through H4

= Form 6 (48 hour notices)

The software supports all types of special transactions such as In-Kind, Earmarked and Partner-
ship receipts and credit card payments.

Benefits of Using FECFile

automatic aggregation of line items as well as entity year-to-date totals

automatic itemization tracking

contains a database of all basic candidate and committee information

24x7 tech support

displaysinformation in an FEC form that you can preview or print

alerts the user and/or eliminates some common reporting mistakes (i.e. missing information)
generates 48-hour reports

stores name and address of contributors

generates amended reports with ease

g 3+ 4 4 3 4 4 4 4 3

centralized electronic storage of FEC reports

Benefits of Filing Electronically

= instant confirmation emailed and/or faxed from the FEC
= improved data handling (your datain the permanent record comes directly from you)
= structural validation (Checks the necessary fields for data)
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= prior approval of formsis not necessary - there are no “forms” in an electronic filing

= encryption technology guarantees file integrity

Passwords

Passwords replace the official signature on electronically filed FEC reports. “Electroni-
caly filed” in this case means filed through direct dial (modem to modem) or over the
Internet. FECFile, aswell as other FEC-compatible, electronic filing software pack-
ages, utilize your unigue password and the FEC committee ID number to encrypt and
sign your electronic filing, thus ensuring that the filing originated from the actual
treasurer or assistant treasurer of the filing committee. Y ou must have a password in
order to file electronically.

Only the official treasurer and assistant treasurer are permitted to obtain an electronic filing
password. The processis simple. Just mail or fax a password request to the FEC electronic filing
office. The request must be on official committee letterhead and include the committee name,
committee ID number (e.g. C00123456) treasurer and/or assistant treasurer’ s name, phone
number and signature. See appendix | for Contact information and a sample password request
letter.

About this Manual

Thismanual uses symbols designed to inform the reader as to the importance of the content. These
symbols appear in the left margin and indicate the following:

The reader should not proceed without reading and understanding text marked with a
stop sign. It indicates steps that must be completed prior to continuing.

Text marked with this sign should be read carefully. It indicates a course that should be
followed with caution.

Thisindicates a process which is not easily reversed. Think before proceeding.

This indicates important information.
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Conceptsand Terms

Within this manual you will notice certain terms and concepts that must be understood in order
to make the most of the information provided. For those who are frequent computer users, these
may be entirely familiar, but, for others, a brief definition might prove helpful.

General Computer Terms

Cascade - To arrange open windows one behind the other.
Click - Position the mouse pointer in the desired position and click once with the left mouse button.

Double Click - Position the mouse pointer in the desired position and click twice in rapid succes-
sion with the left mouse button.

Grayed Out - Thisistheterm for an item on ascreen that islighter in color than other itemsand can
be seen but not accessed. Thisisusually becauseit isnot required in aparticular situation though in
other circumstances it may be available.

Right Click - Position the mouse pointer in the desired position and click once with the right mouse
button.

Tile - To arrange open windows side by side or one above the other.

FECFile-Specific Terms

Clone - To create a new transaction by making a copy of an existing one. This can be used to
streamline data entry for repeat contributors.

Endorsement tab - Transactions that require related memo entries use the endorsements tab to
relate the original transaction to the memo transactions.

Special tab - Some entries into the software require special information and it is entered on the
special tab. Examples would be campaign committees that require office, state and district or Joint
activities that require and event date.

Upload - The process of filing areport electronically

Validate - Validating afiling checks it for errors that would make it unacceptable to the FEC
electronic filing system.

View - A View isascreen that displays a certain type of data. For instance the Receipt View
displays al receipts, the Summary page View displays the totals for the summary page.
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Contact |nformation

Toll Free FEC Number

Electronic Filing Office
Technical Support -

Email -
Web Site -

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

800-424-9530
202 -694-1293
818-889-2000
electronic@fec.gov

www.fec.gov

Review - Chapter 1

1 Refer to the Campaign Guides for official information regarding the rules and regulations.

2 Presidentia committees cannot use FECFile 3.

3 Senate committees can use the software but cannot file electronically.

4 You cannot file electronically without a password!
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2 FECFile Installation and Setup

Before you can start creating reports and filing electronically with
FECFile, you must install the software on your computer. Installation
and setup of your committee using the FECFile setup program aresimple
and quick, but prior to installation, be sure to check your system to see
if it meets the minimum requirements listed below.

Chapter

System requirements

= 8 megabytes of RAM
Microsoft Windows 95, 98 or NT 4

=
= 3.5 High Density Floppy Diskette Drive
=  Modem or Network Internet Connection (To file electronically)

E Installation procedures

From diskette
1 Close any open applications on your computer.
2. Insert the disk labeled Disk 1 of 3 into drive A or drive B.

3. From the Start menu, select Run and then type A:\setup or B:\setup (depending on the
drive you are using) in the command-line box, and click OK.

From download
1 Download fecfile from http://imgsrv.sdrdc.com/cgi-bin/fecfile

2. Savefileto hard drive.
3. Double click on the setup.exefile.

Both methods

4, Follow the instructions provided during the setup process. Do not install on a network
drive.

5. When the installation is complete the screen will display “FECFile3 Setup is complete
and your softwareis now installed”.
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Sarting the program for thefirst time

If you accepted the defaults during the installation process, you will find a separate Start menu,
Program item called FECFile3. Thisfolder will contain shortcuts to:

CSv2DCf Starts a FECFile data import utility program.
CSV2DCf Help Starts an importing Help file.

FECFile Starts FECFile.

FECFileHelp Startsthe Help file for FECFile.

Remove FECFile3 Startsthe Uninstall program.

| Opening FECFile

1 Go to the Start menu, then select the Program item FECFile3.

2 After selecting the FECFile3 folder, select the application FECFile.
3. FECFile should now be open.
4

If you did not accept the installation defaults, open the application, FECFile.exe, from
the folder where it wasinstalled.

Setting up your committee/creating your file

When FECFileis open, select New from the File menu. You will be asked a series of questions
in order to determine the Form set (3 or 3X) you need. When prompted, answer the following
guestions:

. 1. Type of new filer - It is important to answer this question correctly; your answer will
determine the FEC form that will be used. The options for committee type: Campaign
Committee, Political Action Committee, Political Party Organization, Other (Political) Com-
mittee, or Candidate. Highlight the committee type by selecting it with your mouse; then
click OK.

If you are uncertain about your committee type, check your most recent Statement of Organi-
zation (FEC Form 1). If you cannot determine your committee type, please contact the
Information Division of the FEC at (202) 694-1100. (If you are completing areport for a
candidate campaign committee, you should select “ Campaign Committee” rather than “ Can-
didate” because the committee actually files the report.)
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2. | ndividuaI/Organizati (Y4B |ndividual /Organization information
information - This next step will
add your committee's basic in-

Type  Details | Speu:iall

formation into your file. Click Last / Business name FECID

on the Detailstab (fig. 1.) Enter this-filer> | Lu:u:ukgp...l
the committee’s name, FEC ID First name Prefis Suffis
number and address. (Shortcut - | | | =]

Y ou may use the Lookup feature
to automaticaly fill intheneeded Address

information. Pleaserefertothe = | |

section Using the Lookup feature ity State i

in chapter 3.) I I <Mane/L nknnwnijl

If you are setting up a candidate ,
. . . Employer Orccupation

campaign committee, click on

the Special tab. Enter the office, | |

state, district and name of autho-

rized candidate in the appropri- 0k ]| Cancel | Hep |

ate fields. If you used the fig 1

L ookup feature, the information 9

fillsthe fields automatically from the FEC' s databases.

3. If yoursisan authorized
committee, you have one extra
step. Choosethe Special tab (fig. Type | Details  Special |
2) and right-click in the Autho-

Individual/Orgamization information

Candidate information

rizing Candidatefield. Thispro- Office State District  Other |0
cess will enable you to create a |<N|:|ne.-"L|j |<N|:|ne.-"L|nknu:uwn:j| I
record for the candidate as a
separate entity. Select Candi-

: Date of |
date from the Type tab. Click ste ot et
on the Details tab and enter the Autharizing Candidate

candidate’ s information. Click <NOMNE/UNKNDWN>
OK. Thiswill return youtothe | <this-fler>

Individual/Organization infor-
mation screen for the committee,
and the authorizing candidate
will now be associated. Select
OK. A messagewill appear ask-
ing if you want to replace this 0K | Concsl | Heb |

object; select Yes.
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[ 4. Type of new report -
Onthisscreen (fig. 3) you Type of new report |
k will select an FEC report . Tupe |
Thereportsare named for
the due date (for example, ol T8 Cuartery D
April 15 Quarterly is due on July 15 Quarterly
April 15M). It is important October 15 Huarterly

January 31 Year-End
July 31 Mid-v'ear
12-day Pre-Primary

here to choose the correct re-
port type because this infor-

mation can not be edited. If 12-day Pre-General o
you are starting FECFile at 12-day Pre-Runoff

the beginning of the year: 12-day Pre-Special

Quarterly filersshould create ;ﬁ;ggﬁ Fe Lonveniion

an Aprll 15 Quarterly or a 20-day Post-Runoff

July 31 Mid-Y ear, depending 30-day Post-Special j
onwhether theyear isan elec- e

tion year or a non election

year. Monthly filers create a oK, Cancel | Help
February 20 Monthly report.

If itisnot the beginning of the fig. 3

year but you have not yet filed
any reports with the FEC, please choose the report type that represents your next filing.

Monthly reportsarenamed for the month they cover! A JuneMonthly report covers
May 1 through May 31! Choosing theincorrect report and cover age dates could re-
sult in the need to file an amendment.

If you are starting to use FECFile after the first filing period of the year, STOP and read
the section in this chapter on adjusting aggregate totals. If you have electronic datafor the
information that was already filed with the FEC in the current reporting year, STOP and
read about importing in chapter 8. If you have outstanding loan or debt balances from
prior years, STOP and read the section in this chapter on Obligations from prior years. If
any of these situations apply to your committee, please be sure to read the appropriate
section before you choose your report type.

5. After you select your report type, the Detailstab will open. Enter the report’ s coverage
dates in the From and To boxes. FECFile does not know if the dates you entered are correct.
However, it does check to see whether the dates are actual dates (for example, it will reject 2/
31), and it checksto be sure you are not missing dates (for example, if your last report covered
1/1 through 3/31, it will not let you start your next report on 4/3.) 'Y ou can enter dates by using
any of the following formulas: m/d (1/1), mm/dd (01/01), mm/dd/yy (01/01/00) and mm/dd/
yyyy (01/01/2000).

6. If applicable, enter the election state and date on the Details tab of the Report Informa-
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tion box_. These fields are  [yNSrEEra—w—" |
only available when the re-
port requires election infor- Type  Details | Special |
mation (for example, 12-day

PrePrimary). FErarm ID?.-"D'l.-"'IEIEIEI Ta I12a"3'|.-"'|555
Election
7. On the Details tab, |7 State I{Nnne,-"Llnknnwnjj Date I

setthe Treasurer’s(or Assis-

tant Treasurer’s) nameinthe _ )
Signed by field. Right-click Filed on | fingl [

in the field. This will take Sigred by
you again to the Individual/ <NOME AUMENDWM
Organization Information CHUMLEY, A0

View. Fromthe Typetab, se- Churmley, kary Jane
lect the appropriate entity
type for your committee’s

Treasurer (for most commit- Ok Caricel Help
tees, thiswill be“Individual
other than acandidate” or it fig. 4

will be* Candidate”.) Click

on the Details tab (fig. 4) and fill in the necessary information. Click OK. Thiswill returnyou
to the Report Information Detailstab. The Treasurer’s name will appear on the FEC report’s
Summary Page, in the box labeled “Type or Print Name of Treasurer”. The address informa-
tion entered will only appear if the Treasurer also has qualifying transactions that must be
reported to the FEC (for example, the Treasurer donates $200.01 to the committee).

8. The Special tab has check boxes for reporting a new committee address, multi-candi-
date status (Form 3X users only) and election activity (Form 3 users only). Click on the box
next to the text if any of these check boxes are applicable. (If they are not applicable, you can
skip thistab.) Click OK. Click Yesto replace this object.

Naming Your File

Go to the File Menu and select Save As. Y ou can name your file anything you want in the File
Namefield (type the namein that field). It isbest to use something you will remember such asthe
organization’s name. All of your reports will be kept in thisonefile (i.e. Mid Year and Year End
reportswill be created in thisfile). Thefiletype will default to Electronic Filings (*.dcf). Thisis
the file extension that can be read by FECFile. Please accept the default. Click on Save. Your file
will be saved in the FECFile directory on the drive where you installed the program. If you accept
the defaults, the file will save in C:\FECFile3.

Adjusting Year-to-Date Aggregates

If you are starting to use FECFilewith your first FEC report of the calendar year (coverage
date beginning Jan 1) and you have no prior debts, this section does not apply to you.
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NOTE: This section does not include detailed data entry instructions. Refer to the detailed infor-
mation in chapters 3 and 4 before actually entering data.

If you are beginning to use FECFile, and have previously reported transactions to the FEC this
year, you will need to adjust your aggregate totals to bring the opening cash balance and entity
year-to-date figures up to date. In other words, financia activity for the current year must be
entered into FECFile so the software can properly track your totals.

Exampl €. You work for acommittee that files monthly. One of your contributor’s, Anita

Job, gave your committee $150.00 on 1/18/99. This contribution was accounted for in your
February 20 report to the FEC. Anita gave an additional $75 on 2/12/99. This must be ac-
counted for in your March 20 report to the FEC. Y ou began using FECFileto report your April
20 report. Your column B information on the detailed summary must include Anita's $225
contribution and, if she gave again in March, her aggregate year-to-date amount must include
the previous transactions as well.

There arethree different methods that can be used to adjust your committee’ stotals: importing, full
entry and lump sum entry. All threerequire that you create areport with coverage dates beginning
Jan. 1 and ending the last day of your previous reporting period. If, for example, your next reportis
due on January 31 and covers Oct 1 through Dec 31, you would create a report covering Jan 1
through Sept. 30. The purpose of thisreport isto contain transactions from all previous reportsin
the current year so that your calendar-to-date totals and individual aggregates will be correct. It is
not to be submitted to the FEC. See Chapter 4, Building a Report, for step-by-step instructions.

NOTE: Once you have created more than one report, it becomes important to make certain you
have selected the correct report during data entry. The program will not allow transactions to be
entered into areport if they are outside the coverage dates for the report. If you attempt to enter a
transaction and find that the date of the transaction is not allowed, go to Reports on the View menu
and click on the correct report for the transaction.

= Importing - if you previously maintained your recordsin an el ectronic form, you might
be able to import the datainto FECFile. Please refer to Chapter 8 - Importing.

= Full entry -The recommended method wher e practical. Every transaction from ev-
ery report filed this year with the FEC is entered into the program. Using the example above,
you would create areport covering January (report type February 20™) and enter the contribu-
tion from Anitafor $150.00 on 1/18/99. Create a March 20th report for the $75 contribution.
Thisisthe recommended method if it isfeasible for the committee. Y ou will be learning how
to use FECFile whilerecreating your old reports. The softwarewill have an accurate history of
your committee’ sactivity for the calendar year. If you havethetime now, thismethod will save
you time on your next report.

= Lump Sum entry - If you have numerous transactions, which are not stored in an
electronic form, and the thought of entering them all is overwhelming, you can enter lump
sums. However, please remember using this method means you cannot create amendments
from FECFile for the reports where you entered lump sums.
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For all following lump-sum examples. You just began to use FECFile, you are a

Quarterly filer and it isOct 12 of an election year (this meansyou file 4 quarterly reports covering
the calendar year). Your next report isthe Y ear-end report due January 31.

Example:

= Janet Rankin just donated $200 to your committee.
= In the first quarter Janet donated $100.

= She gave nothing in the second quarter.

= She gave $300 in the third quarter.

This means Janet needs to have an aggregate year-to-date total of $600 in the fourth quarter report.
FECFile does not know that Janet previously donated $400 since those transactions were not en-
tered into the program.

Procedure.

= Create a report covering 1/1 through 9/30 (the coverage dates of the 1% Quarter, 2™
Quarter and 3" Quarter). Thisreport will contain all of the financial activity for the
previously reported information.

= Enter an individual contribution from Janet Rankin for $400.00 on 9/30. Thedateis
arbitrary but it must be prior to the current period and within the current year.

The report covering 1/1 though 9/30 is for adjusting your aggregates only. It should never be
submitted to the FEC. Now when you enter the $200 contribution in the fourth-quarter report that
you are preparing to submit to the FEC, Janet will have a year-to-date total of $600.

With regard to operating expenditures, while, in most cases, you are not required to report calendar-
to-date amounts, you still must track the total amount per vendor for itemization threshold pur-
poses. They can be treated the same way as the receiptsin the previous example. Next to complete
dataentry, thisis the best approach.

Example:

= Y ou previoudly reported spending $780 at the Office Supply Store, $900 at
the US Postal Service, $22 at the mug shop and $1000 at the Print Shop during the
calendar year. These are totals and may involve multiple purchases per vendor.

= Y ou make a $100 purchase at the Office Supply Store in October.
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Procedure 1 (lump-sum for each vendor):

= Create a single lump-sum entry on 9/30 for each vendor for the previously reported
amounts ($780 at the Office Supply Store, $900 at the US Postal Service etc.).

= Create a $100 disbursement for the Office Supply Store on the correct date in October.
(Letsuse 10/1).

The new transaction will correctly report as an itemized expenditure because FECFile 3 knows that
the year-to-date total for the Office Supply Store is over $200.

It is possible, though not recommended, to create a single lump-sum entry for al
previous operating expenditures regardless of vendor. Thisis possible because operat-
ing expenditures do not report a year-to-date amount per vendor. This method re-
guiresyou to track disbursement totals per entity until the end of the calendar year. If
avendor eventually receives enough to exceed the itemization threshold, the software
will not have enough information to automatically itemize them and you must make
adjustments to compensate. If the payment itself is over $200 it requires no special
handling. If itis$200 or below, and the year-to-date aggregate for that vendor isabove
$200, you must force the transaction to itemize by single clicking on the transaction in the Dis-
bursements View and choosing Itemized from the Edit menu. Use this method only in extreme
cases where data entry time is very short and reporting deadlines are very near.

Procedure 2 (single lump sum for all vendors as described above)

= Create asingle lump sum disbursement for the entire amount of prior operating
expenditures this year. (Create afictitious vendor for the transaction.)

= Create a $100 disbursement for the Office Supply Store on the correct date in October.

= Force the $100 disbursement to itemize by selecting it from the Disbursements View
and choosing Itemized from the Edit menu.

Y ou may combine any of the three methods (full entry, Lump sum per vendor, single lump sum)
for adjusting aggregates depending on which method best fitsyour needs. However, it isimportant
that you remember, or take note of, which method was used and when.

Obligations from prior years

Outstanding obligations from prior years must carry forward until they reach zero balance. This
means that all active obligations, no matter how old, must be entered into FECFile so they will be
reported properly. Because the software will not allow you to create transactions that are outside
the date range of the current report, you must create past reports covering the date range during
which the obligations were incurred.

Example: Your first electronic filing will be ayear-end 2000 report and you have aloan that dates
back to June 3, 1998 and another from January 1, 1999.
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Procedure:

= Create a Y ear-End report that covers January 1, 1998 to December 31, 1998.
= In that report, create an entry for the full amount of the loan on June 3rd.

= Create aloan repayment for the entire amount of previous repayments to the loan. This
should be done on or after the date the loan was created.

= Create areport covering January 1, 1999 to December 31, 1999.

= Create an entry for the full amount of the original loan received on January 1.

It isnecessary to create two previous reports because reports cannot cross years - one report cannot
go from Jan 1, 1998 to Dec 31, 1999. It is recommended that each report be created as a year-end
report and cover an entire year. In this case, you would create a year-end report covering 1/1/1998
to 12/31/1998, and another covering 1/1/1999 to 12/31/1999.

Outstanding debts, like loans, must be entered into FECFile. Unlike loans, prior debts need not be
created on the actual origination date as that date does not appear on Schedule D. All previous
payments on a debt can be created as a single, lump sum payment, made on any date after the
obligation was arbitrarily created (but before the current reporting period). Once all the obligations
are entered:

= Select the report that contains the latest obligation entry that is prior to the current re-
porting period. In the example above, that would be the year-end 1999 report.

= Create alump-sum repayment for each debt. The amount of each repayment should be
the total amount previously paid against each debt.

Follow the detailed instructionsin chapter 4 for |oan and debt repayments. Remember that the dates
of the repayments are arbitrary, and need only be later than the creation date of the obligation and
prior to the current reporting year. In the example above, all payments could be dated 12/31/1999
and all subsequent reports would report the obligations correctly. Payments made on these obliga-
tionsin the current year should be made in the correct reporting period on the correct date.

Quitting the Application

When you arefinished with asession of FECFile, be sureto saveyour work. Gotothe
File menu and select Save. If thisisanew file, you will be prompted to supply afile
name. Go to the File menu and select Close. Thiswill closeyour file, not the program.
To close FECFile, go to the File menu and select Exit. If you did not save the file
before closing, the program will prompt you to save changes. However, it is best to
get in the practice of actively saving you work instead of depending on prompts.
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Backing up your file

Y ou must back up your data. Though you may never have a problem that requires
restoring from backup, it only takes one electrical spike or hard drive failureto erase
many hours of work. The best way to back up any information on a computer is to
rely on software that is specifically designed to perform this function. If you are
aready using such a system, make certain you add the folders containing FECFile 3
and your .dcf filesto your backup routine. If you are not using a backup system and
don’t wish to add one to your system, you can copy your .dcf filesto a safe location.

To afloppy, CD or other removable media:

Close FECFile. Put a diskette, CD or cartridge in the appropriate drive. Right click on the Start
button and choose “ Explore”. Find and open the FECFile 3 directory. Find your .dcf fileand single
click on it with the left mouse button. Select Copy from the Edit menu. Click on the drive that
contains your floppy, CD or removable storage device. Choose Paste from the Edit menu. This
will copy your file to the backup location.

To anetwork drive:

Close FECFile. Right click on the Start button and choose “Explore’. Find and open the FECFile
3 directory. Find your .dcf file and single click on it with the left mouse button. Select Copy from
the Edit menu. Click on the network drive where you intend to store your file. If you are using a
particular folder, find and openit. Choose Paste from the Edit menu. Thiswill copy your fileto the
network drive.

Make it a habit to have at least aweek’ s worth of sets of backups. For example, use five
separate diskettes. On Monday, backup to diskette #1, on Tuesday, back up to diskette #2
etc.. Thisway, evenif ahard drive crash occurs during abackup, you always have arecent
backup diskette to fall back on.

Page 20 Chapter 2



5

6

Review - Chapter 2

FECFile requires Windows 95 or higher or NT 4.0 or higher operating system.
Create afileto contain all of your reports.

Fill in your committee information.

Select the report due-date for your next report.

Savethefile.

If you are starting after the first reporting period of the current year, and you have previous

activity inthat year, you must create areport for the beginning of the year to hold previous transac-
tions (for aggregating and Y TD numbers).

Z

If you have outstanding obligationsfrom previousyears, you must create reportsfor those years

to create the obligations and payment information so that balances will be correct.
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Chapter

3 Under standing the Basics

Of “ Reports’ and “ File”

Someusersareinitialy confused by the concept of Filevs. Report. It
Is important to define these concepts correctly to avoid extra work
and headaches | ater.

The first time you use the software, you must create afile in which
you will storeall of your reportsfor one committee (see chapter 2). If
you are working with multiple committees, you should create afile
for each committee. When using the software, you will always begin
by opening your file. Filesthat can beread by the program end in the
extension .dcf (for example, the file name might be pac.dcf).

When your fileis open, choose Reports from the View menu. In the Reports View, you will seedll
of thereportsin your file. By creating all of your reports within onefile, the software will have the
ability to track aggregates, calculate itemization thresholds, etc. If you start a new file for every
report, the software will not be able to associate reports. (For example, Janet Rankin gave $200 in
the Mid-year report, which was saved in afile called midyear.dcf. Janet gave another $200 in the
Y ear-end report, which was saved in afile called yearend.dcf. Janet’s address information would
have to be entered into both files and her aggregate year-to date total would beincorrect in the year
endreport.) If thedataisentered into separatefiles, asthe example above depicts, merging the data
can be adifficult task (especially in the case of loans).

Please be sure to create one file per committee.

fig. 1
NOTE - You do not send the FEC your file (*.dcf). You will be J
submitting afiling (*.fec). Thismeansunitemized individuals, etc.
are stored within your file, but the individual names, etc. will not

IndividualzOroanizations

be sent to the FEC. Thiswill be discussed further in the “Submit- | 2P
ting your report” section. . ~g
Opening Cash
VI ews Receiptz
Dizburzements
Ohbligation:

FECFile presentsall informationinwindows, which arealso called
Views. EachView displaysobjects of aspecifictype (e.g. theIndi- W alidator
viduals/Organizations View displays alist of individualsand or- 1.k
ganizations, the Reports View displaysalist of al reports, theRe- | Eta@ Bar

ceipts View displays alist of all receipts, etc.). Understanding the Window ’
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Views will make navigation of the software smple.

When you go to the View menu and highlight a View from the list, that window will be activated
and open (fig. 1).

There are 8 windows that are Views in FECFile:

1

0 N o O

Individuals/Or ganizations- al individual sand organi zations (and Schedule H events)
that have financial interaction with your committee.

Reports- ahistory of all reports contained in your file.

Summary page - areplica of the Summary Page and Detailed Summary page of the
selected form type.

Opening Cash - the amount of cash on hand at the beginning of the year.

Note: You only enter opening cash the first time you use FECFile. The program will
automatically carry over closing cash for a previous report as opening cash for the next
report, even over multiple reporting years.

Receipts - all money and goods received by a committee (inbound).
Disbur sements - all money and goods disbursed by a committee (outbound).
Obligations - al loans, debts and other obligations a committee owes and is owed.

Validator - verifiesthat al transactions are reported in the correct filing format.

Working with Views

Views serve two basic functions in FECFile. Data entry and data manipulation (sorting, editing,
etc). Some Views, such as Reports and I ndividual §/Organi zations, allow the creation of new entries
and editing existing ones from the same View. The Summary page View allows creation of new
transactions and display of total amounts, but editing existing information is not available. Other
Views allow sorting and editing of information but, in most cases, do not alow addition of new

items.

Views can be customized to suit the user in the following ways.

=

All View columns can be made wider or narrower. Place your mouse on the lineto the
right of the column name. Y ou will see a double arrow cursor. Hold the left mouse
button down. While holding the left mouse button, move your mouse to the right to
make the column wider, and to the left to make the column narrower. FECFile Views
remember their window-size and column-width when the program is closed.

Information in most Views can be sorted by clicking on the desired column header. For
example, the Receipts View can be sorted by contribution date by clicking on the word

Chapter 3
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Date at the top of the column. Clicking on the Amount column header puts the View
in amount order from smallest to largest. Click on it again and the order is reversed.

= Y ou can automatically arrange numerous open Views. Go to the View menu, choose

Windows and select any of the four options.

Pleaserefer to Conceptsand Termsin chapter 1 if you are unfamiliar with cascade, etc.. 1f you
want to close a View, select the FECFile picture on the left of aView and select Close. Again
you can arrange the Views by going to View, Window and selecting the View you want (for
example, Tile Horizontal). The Viewswill be arranged without the View you closed.

The Views, in detail

Individual/Or ganizations

To activate the Individual/Organization screen, go to View on the menu bar and select Individuals/
Organizations. If you already followed the steps to set up a new committee, you will see your
committee nameintheView. Thelndividual/Organization View alowsboth creation of new records
and editing of existing ones.

NOTE - There will be brackets around the information in the type column (for example, it might

say [PAC]). The bracketsindicate the master committee that is associated with thisfile.

There are three columns. Name, Type and
Filer ID. All of these columns can be sorted
by clicking on the column name (fig. 2). One
click sorts the information from A-Z; a sec-

ond click sorts from Z-A. In the Type col-
umn, ORG indicates an organization such as

fig. 2
M arme | Type | Filer [D |
<MOMNEAIMEMOWM > ORG
Chumley, £achary IMD
FELSEY FOR COMGRESS CCH Co0310797

ki aryland Federalizt Party
ORWELL FOR COMNGRESS
FPowers' Flowers

CCh
ORG

CO0313205

avendor or lending institution. IND stands for individual. CCM is Campaign Committee and PTY

indicates a political party.

There are three basic things you can do to an entity: create, modify and delete.

Create (New) - Thisfeature allows you to enter new entities into your file.

= Go to Edit on the menu bar and se-

lect New.

Thefirst screen requiresyou to identify thetype
of entity (for example, business, individual or
campaign committee) (fig. 3). Itisimportant to
select the correct type asthisinformation isused
to properly display the name of the entity.

= Select the Detailstab (fig. 4) and en-

fig. 3

Type |Details| Speciall

Business, corporation, financial-instiution, union, non-fede
iIndividual other than a candidate
Campaign Committes

Palitical Action Committes
Puolitical Party Organization

Other [Political]l Cormmittees
Candidate

Event [joint federal/non-federal]

ter the information requested. The name and address information can be entered manu-

aly.
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If the entity is a registered Fed- Individual/Organization information
eral committee, use the Lookup
button to save time and ensure
that the|nf0rmat| on iSCOH’eCt. See Laszt / Buginess name FEC D

the section “Using the Lookup <this-filers | Lmkgp__|
Feature’ later in this chapter.

Type  Detailz I Speciall

FEirst name

refis Suffix

| =

—

= There are three drop
down lists available Address
on the Details tab: | |
prefix, suffix and City Shate 2l

state. I I <Mone nknuwnijl

To access the drop down lists,
you can either start typing or click Emplayer DS gEie
on the downward arrow. If your | |
selection cannot be found in the
drop down lists of the prefix and oK. I Cancel Help
suffix fields, you have the ability
to type in the text as you would fig. 4

likeit to appear. The Sate field will only allow you to select from the drop down list. If you are
entering a country, instead of an American state, you should chose “foreign country” from the list
provided. To select a state you can either click on the downward arrow to the right of the field, or
you can type the first letter of the state. In the case of multiple states beginning with the same
letter, you should continually type the first letter until the state you want is highlighted. For ex-
ample, if the individual you are entering is from Indiana, you should type “1” three times in the
Satefield to get the correct state. If you type“1” onetime you will get Idaho. If you type“l” two
times you will get Illinois.

= The Special tab of the Individual/Organization screen is only necessary if you are re-
quired to enter federal candidate information (office, state and district) or an event date
for ajoint federal and non-federal activity.

The candidate information should only be entered if the entity is afedera candidate. That is why
you will only see House, Senate and Presidential as options in the office drop down list.

When you arefinished with the entity, click onthe OK button. Theentity will then be added to your
Individuals/Organization View.

Modify - This feature alows you to make changes to an entity that has already been entered into
FECFile.

= Select the entity from the Individual S/Organizations View. With the entity highlighted,
go to Edit on the menu bar and select Modify, or right click on the item and choose
Modify (Double clicking on an entity is the same as choosing Modify).

= Click onthetab (Type, Details or Special) that contains the information you would
liketo edit. After you makethe changes, click OK. A prompt will ask you if youwould
like to replace the object; click Yes.
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The changes will appear in al reports where the entity had a transaction. In other words, the
software will not remember that Jennifer Robinson lived in Aspen, Colorado, when she donated in
the Mid-Y ear report but in the Y ear-End report she livesin Boulder, Colorado. FECFilewill only
maintain the latest recorded information.

Entities should only appear once in the Individuals/Organizations screen. If an
entity has been entered more than once, the aggregate could be incorrect. Itisim-
portant to modify an entity when acorrection is needed, instead of creating an addi-
tional entity. If you enter two individuals named Edward Burke (even with the
exact same address information), the software will assume these are two different
people.

Delete - Thisfeature allows you to completely remove an entity from your file.

= Select the entity from the Individual S/Organizations View.
= With the entity highlighted, go to Edit on the menu bar and select Delete.
= Youwill get aprompt asking if you are sure you want to del ete the sel ected object; click

Yes. The entity will be removed from your file.

You can only remove an entity if there are no transactions associated with it. If you attempt to
delete an entity and there are transactions associated, you will be told “ This object isrequired by at
least one other object and cannot be deleted.” If the transactions are incorrectly associated with an
entity, first delete the transactions. Thiswill make it possible to delete the entity.

Using the Lookup file

Under the Details tab of the Individual/Organization information dialogue, there is a button that
says Lookup (it will beto theright of the FEC ID field). Thisfeature enablesyou to enter afederal
committee or candidate name and the software will fill in the rest of the basic committee informa-
tion (fig. 5). For example, your committee gave money to Friends of Democracy. All you need to
enter isthe committee’ snamein the Namefield; then click Lookup. Thisfeature savesalot of data
entry time as well as providing you with the necessary information you might not have readily
available (i.e. office, state and district). There are times when the Lookup feature is grayed out. |1f

FEC ID lookup

Committee/Candidate Mame C..) C.. | Committe... | Other (D

JOIMT COUMCIL OF ALLERGY, ASTHbRA & M LIMC... GIL CO0249961

JOLLY, CHARLES M H TH & TH HA4TWNOIOEE CO0315366

JOM AMORES FOR COMGRESS H wh H WY CO0346338  HOwAO2120

JOM CHRISTEMSEM FOR COMGRESS COMMITTEE H WE H HMNE CO02532434 H4WED2047

JOM CORZIME FOR US SEMATE EXFLORATORY C1... 5 MWJ 5 MNJ  CO0246320 S8MJO0327 L
JOM EXLFOR U S SEMATE S A7 5 A CO0Z79521 542700030

JOM PARUWNGAD FOR COMGRESS H CA H CA CO0340521 HSCARIOG

JOM WILLIAKS FOR COMNGRESS H WC H HC C00332692 HEWCO3027

JOMES FOR US SEMNATE g ) S ] SEDE QOO
JOMES INTERMATIOMAL LTD POLITICAL ACTION L... 0 CO Co0197244 j
Erew Ment Copyp all .. I Copy D I Cancel |
fig.5
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the entity type you have chosen is*“Business, corporation, financial-institution, union, non-federal
bank account, etc.”; “Individual other than acandidate” or “Event (joint federal/non-federal)” you
will not be able to use the lookup.

= Y ou can sort the entities in this FEC ID Lookup dialog by clicking on the relevant
column header.

Thisisuseful if youwant to find aparticular candidate or committee using some criterion other
than the name. Click the Committee/Candidate Name onetimefor an A-Z sort or two timesfor
aZ-A sort. All other columns only sort from A to Z or from smallest to largest number (click
once on the column header).

= All columns can be made wider or narrower by placing your mouse on the line to the
right of the column name. Y ou will see adouble arrow cursor. Hold the left mouse
button down. While holding the left mouse button, move your mouse to the right to
make the column wider, or to the left to make the column Narrower.

= The Prev (i.e. previous) and Next buttons on the FEC ID Lookup screen can help you
locate the proper committee.

When you click Prev or Next, with a committee/candidate name highlighted, you will cycle
through alist of candidates and committees that are related by FEC ID number. For example,
you gave money to Melanie Haskell for Congress committee. Y ou entered Melanie Haskell in
the Last Namefield of the Individual/Organization Information screen and then clicked Lookup.
When thefile opensyou are brought to Melanie Haskell for Congress. I you then click on Next
or Prev, you will see all committees associated with Melanie Haskell. When the committee
that received the disbursement appears, click Copy All (if you already have the name and ad-
dressinformation, you can choose Copy ID to add the committee ID).

After you have clicked Copy All from the FEC ID Lookup, ascreen will appear displaying al of
the information that will be copied into your file. The check boxes are automatically checked
because al the information is needed for a committee or candidate. However, if you do not
want a piece of that information copied you can remove the check by clicking in the check box.

NOTE - if you remove a check from a field when creating an entity, the next time you use the
L ookup feature, that checkbox will remain unchecked. To return the check mark in afield, click
the box between the field name and the information.

To bring the information into your file, click OK. You will be returned to the Details tab of the
Individual/Organization Information screen. If you selected a candidate campaign committee, the
necessary fields on the Special tab will also befilled automatically. Click the OK button to add the
entity to your Individuals/Organizations View.
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Updating (Downloading) the Lookup File

The Lookup file will send a notice to you when it is more than 30 days old. The FEC updatesits
master list of committees and candidates on a daily basis. The FEC's master list is part of the
FECFile installation (afile called export2.cm contains the information). The software is set up to
notify you once every 30 days. However, you have the ability to download arecent copy of thefile
whenever you choose. It isagood ideato do thiswhen you install the program, asthe file could be
months out of date by the time the program is installed. fig.6

FECfile2.02 |

Y'ou do hot have a local copy of the FEC's committee/candidate 1D lookup databaze, or your lozal copy of this
databasze iz more than 30 days old,

Thiz databaze iz refrezhed by the FEC daily. *Would vou like to download a copy of today's database

The notification - When you open your file, if your Lookup tableisolder than 30 days, you will get
anotice on your screen asking if you would like to download a copy of today’ s database (fig. 6). If
you answer by clicking No, the file will not be updated but you will be able to enter transactions
into FECFile. If you answer by clicking Yes, the FECL oad Settingswindow will appear asking you
to choose your filing method (ie., the communication method you will utilize to download the latest
file). Your options are TCP/IP (an Internet connection) or Dialup (a modem connection) from the
Download tab. All the other fieldson thistab will beinactive (shaded gray). The configure tab will
vary according to the filing method you chose. If you selected TCP/IP on the Download tab, the
Configure tab will have herndon4.sdr dc.com as the hostname (this is the name of the server that
hasthe export2.cm file available for download) and the Agency 1D will be FECDL. If you selected
Dialup from the Download tab, the Configure tab will have your COM port set as 2; the Baud rate
set as 19200; the Dialup string asATDT 17038346968 and Agency ID asFECDL. The COM port
isthe communication port that runs your modem. If you cannot connect with this setting, or if you
know you are using adifferent COM port, please change the COM port number in thisfield (possi-
bilities COM port 1, COM port 2, COM port 3 or COM port 4). In addition, if you are using a
different Baud rate, please change the setting. The program defaultsto these two setting since they
are the most commonly utilized. Do not change the Dialup string or Agency ID unless you are
instructed by the software’ s technical support staff.

NOTE - IF you choose TCP/IP, you must be connected to the Internet prior to downloading.

When you click OK from the settings screen, you will be asked where you want to save the L ookup
file (export2.cm). The software should default to the location where the programisinstalled. Itis
important to save thisfilein the same location asthe program. Thefile will default to export2.cm.
Do not change the name of this file. Click OK. If you are asked “do you want to replace the
existing file?’, click Yes. The download processwill begin. It may take several minutes depending
on the speed of your modem and/or quality of your Internet connection.

During the download, you should be looking at a screen that says FECload in the upper left corner.
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Inside FECload you will see a window displaying the download results. A few messages will
appear on your screen letting you know the program is about to download. The program might
pause after it says “Requesting export2.cm”; do not

worry, the process should continue. Thenext message [Ty IFETrs |
should say “Server response ...” and in the bottom

right corner, a number that is growing as the file is @ This file can be deciypted by these keys:
downloading (the number represents the bytes being SDRDMLD1

transferred). Currently the file is about 4 megabytes
compressed. The speed of the download process is
dependent upon your connectivity. When the down-
load is near completion, you may see awindow telling fig.7
you it is“Working”. Afterwards, you will get another window saying “The file can be decrypted
by these keys: SDRDNLD1.” (fig. 7) Click OK. Again, you may get awindow letting you know
FECload is “Working”, followed by the word “ Succeeded” asthe last line on your screen.

Reports

The Reports View displays a history of all reports contained in your file (fig. 8). To activate the
Reports window, go to View on the menu bar and select Reports. If you have already followed the
stepsto set up anew committee, you will see onereport inthewindow. All of theinformation from
this View is used to generate the Summary Page of an FEC report.

There are eight columns: Type, Filed on, Date from, Date to, Opening Cash, Election, Signed by
and Description. ThisView has an automatic sort. 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 ability to change the
order of reportsinthisView. However, you do have the ability to size the columns. In other words,
al columns can be made wider or narrower. For further explanation refer to the Individuals/Orga-
nizations View.

fig.8
i5 Reports _ O] x|
' Datefrom | Dateto ing ... | Election Signed by

07/01/1933 12/311933 10112730 Chumnley, £achary

There are six things you can do to areport: create, modify, delete, file, amend and purge.

Create (New) - Thisfeature allows you to enter new reportsinto your file. With the Reports View
active:

= Go to Edit on the menu bar and select New.

Thefirst screen requires you to identify the Type of new report. If you are unsure of the
report type you should select, please contact the FEC to find out if you are a monthly or
quarterly filer. Report typesare based onthereports duedate. For example, the July 20
Monthly report isdueon July 20 and coversJune 1 through June 30. If you know the
report type you want to create, select it from the list; then click OK.
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= Next the Detailstab

; . Report information
will appear. (fig. 9)

Tupe  Detals | Special
Enter the report cover- =2 | P I

g6 dates n the From From [02701/2000 1o [027zar20m0

ample above was a |—Elec:ti|:|n

March 20 Monthly re- -
port, sointhe Fromfield state {Hnne.-’Llnknnwn.J Date

enter 2/1/2000 and in
the To field enter 2/28/

_ Filed an Filing [D
2000. For more infor- _
mation about date for- Signed by
mats, please refer to the <HNONE/UNKNDWN
section on setting up CHUMLEY . D80
your committee in Churnley, Mary Jane -
Chapter 2.
= The Election fields
(State and Date) will be Qk. Cancel Help
inaccessible unless you
are creating an election fig.0

report (for example, a
30-day Post-General).
If you are creating an election report, select the state of the committee and the date of the election.

= Select the Treasurer in the Sgned by field. If you have previously entered the Treasurer (or
Assistant Treasurer’s name) in the Individuals/Organizations View, you will be selecting their
name from the list provided. Hit tab until the field is activated (you will know the field is active
because a name will be highlighted and no other field will have highlighting). Begin typing the
individual’s name. If you entered the person as an Individual and filled in the fields correctly, the
person should appear as last name, first name. The person’s name should be highlighted. If the
name appears, click OK. If the name does not appear, you can use the scroll bar to the right of the
Sgned by field to look for the individual’ s name.

NOTE - When you are typing aname in the Individual §Organizations fields, FECFile expects all
of the letters to be entered consecutively. For example, to get Rankin, Janet - type “RAN”. Con-
tinuetyping lettersuntil the correct name appears. If youtypeR ...... A...... N (the dots represent
time passing) FECFile will assume each letter is the first letter. The level of data entry speed
required isminimal. However, if you notice the scroll constantly takes the | etter you are entering to
bethefirst letter, you might want to use the arrows to search for aname instead of typing the name.

If you have not entered the Treasurer’ snamein the Individual S/Organi zations View, you can create
the individual from the Sgned by field. With the Sgned by field active, click your right mouse
button (or pressInsert on your keyboard) and you will be brought to the Individual S/Organizations
View. When setting up the Treasurer, select individual. (Some committee’s Treasurer and candi-
date are the same person. If you are in this situation, please select candidate.) Enter al of the
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information requested on the Details tab and, if required, the Special tab). When all the informa-
tion is entered, click OK. The program will return you to the Report Information tab and your
Treasurer’s (or Assistant Treasurer’s), namewill be highlighted. (Theentity will also appear inthe
Individual /Organizations View.) For more detailed information on entering individualsand Orga-
nizations, see the section on Individuals and Organizations earlier in this chapter. The Filed on and
Filing ID fieldswill begrayed out. Thesefieldswill bediscussed in Chapter 6, Filing Y our Report.

NOTE - You can select the person who will sign the report when creating the report, Ry can
wait until you are ready to file the report.
If you select one person, but a different
person signs the report, you have the abil- Type | Detalls Special |
ity to edit the information in thisfield.

Report information

[ Thiz repart is an amendment.

The Speci al tab alows you to check the [ This report discloses a new committes address.
multi-candidate box status as well as the [T This committee iz a multi-candidate committee.
new committee address box (fig. 10). If This report discloses activity for
you are a candidate committee (Form 3), ’V I= | Briman T | Gererall I | Buraft I SpeciE
you will find the election activity designa-
tion check boxes on the Special tab.

Modify - Thisfeature allows you to make changes to areport’ s basic information: coverage dates,
election state, election date, person who signed the report, identify a change of address, identify
multi-candidate status, and designation of election activity.

Tomodify areport, activate the ReportsView and select the report you would liketo modify. Once
the report is highlighted, select Modify from the Edit menu. All of the fields on the Details and
Special tab that apply to your report will be available for you to make the necessary changes.
Please note - FECFile does not allow you to edit the report type.

NOTE - The modify option is disabled on reports with “Filed on” dates. To make changesto a
report that was submitted to the FEC, you must file an amended report. Please see the section on
Amending Reportsin chapter 7 for more information.

Delete - This feature alows you to delete a report from the Reports View. Reports can only be
deleted if there are no transactions associated.

To delete areport, activate the Reports View and select the report you would like to remove. Once
the report is highlighted, select Delete from the Edit menu. A prompt will appear asking if you
want to delete the selected object. If you click Yes, the report will be deleted.

NOTE - If you have transactions associated with the report you are attempting to delete, you must
first remove the transactions from the appropriate View (for example, transactions reported as
receipts must be deleted from the Recelipts View).
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File Report - This should be done once al transactions have been entered for areport. When you
enter the requested information on this screen, FECFile assumes your report has been filed and you
will not be allowed to make any changes to the data. To file the report, activate the Reports View
and select the report. When the report is highlighted select File report from the Edit menu. You
will have three fields available: Filed on, Filing ID and Signed by. (fig. 11)

NOTE - You have the ability to file the report from al Views (i.e., You do not have to be in the
Reports View). Go to the Edit menu and select File Report.

= IntheFiledonfield fig.11

will befiling the report.

The information en- Type  Detals | Spec:iall

tered in this field will

appear onthe Summary From J02/01 /2000 To |02/23/2000
Page of an FEC report,

inthe Date box. Follow |7

Election

State | <MonesU nknnwnij D ate

the conventions dis-
cussed previously for
entering the dateformat _ "
(for example, 01/01/ Filed ar Filing 1D
00). The date entered Signed by
must be later than the
reports coverage dates.

<MOME AUMNEMOWM =
CHUMLEY, ADakM
Churnley, Mary Jane

= |If you enter an in-
valid date, FECFilewill
highlight the date field
when you click OK. 0K I Cancel Help
The software will not
allow you to pass this
screen until you have entered an acceptable date, or until you have cleared all information from the
Filed on field.

Once you have adate in the Filed on field, the report will be locked. To make corrections or add
transactions, you can removethelock by deleting the datein thisfield. However, we do not recom-
mend you remove the date on areport that has been submitted to the FEC.

Y ou will not know your filing ID number until you submit the report to the FEC. Pleaseignorethis
field until you receive confirmation from the FEC of your electronic filing. A filing ID isuniqueto
every report submitted electronically. The ID will always begin with “FEC-* and it will be fol-
lowed by anumber. For example, thefirst electronic filing ever received by the FEC hasthefiling
ID of FEC-16. Y ou will need to know thefiling ID if you submit an amended filing. Theinforma-
tion entered into the Filing ID field will carry to the Description column of the Reports View.

The Sgned by field was discussed in the section on creating a new report. The name of the indi-
vidual who “signs” the report should be highlighted. Click OK to save the information entered.
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Click Yesto replace the object.

Purge
Back up your filebefore purging! The purge function provides away to easily remove unwanted

transactions from a .dcf file. This should not be necessary in the normal course of using the soft-
ware. It can be handy in cases such asimporting incorrect information into anew report. The entire
report can be purged rather than each transaction being deleted separately. Actual reportsthat have
been uploaded to the FEC should not be purged as this will make it impossible to amend these
reports should it be necessary. Only reports that have been marked with a*“Filed on” date may be
purged. Purging does not remove loans or Debts, as they may effect future reports. To purge a
report, single click on the report in the Reports View and choose Purge from the Edit menu. You
will be asked to select afilename. The purged report will be saved asanew file, thus preserving the
original file with all transactions intact. The default filename will be the same as the original file.
Y ou must changethefile name.

Summary Page

The Summary page View displays the equivalent of the Detailed Summary Page of an FEC report.
Thelines on this screen will be different depending on theform set you areusing. Thisisthe View
you will be working on most often, since most transaction data entry is done from this screen. To
activate the Summary Page View, go to View on the menu bar and select Summary page.

NOTE - If the Summary Pageisblank, you do not have areport activated. L ook inthe bottom right
corner of your screen. Y ou should see the active report’ s coverage dates and report type code. |1f
you do not see the information you need, activate the Reports View, select the correct report, and
then return to the Summary page View. Don't forget: If you have aFiled on date on the report, you
will not be able to enter transactions.

There are seven columns in the Summary page View: Schedule, Line#, Description, THISP.I,

| Line#t | Description | THISPI|  THISP.U] CTD. | CTD.U |
B[a) Cazh on hand [Jan. 1] 101127.30 101127.30
|ndividual Contributions 7R0.00 1R te] 750.00
A 11[h] Contributions from palitical party commit!...
A 11c] Contributions from ather paolitical commit ..
812 Tranzfers from affiliated/other party corr...

fig.12
THISP.U, CTD.l and CTD.U. Thefirst three columns remain static. (fig. 12)

The columns can not be sorted in the Summary page View. However, all columns can be made
wider or narrower by placing your mouse on the lineto theright of the column name. Y ou will see
a double arrow cursor. Hold the left mouse button down. While holding the left mouse button,
move your mouse to the right to make the column wider, and to the left to make the column nar-
rower.

The Line# column shows the user the FEC schedul e that will be generated if itemization thresholds
are met. The schedules are discussed thoroughly in the Campaign Guide. Y ou should know and
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understand the reporting requirements for the types of transactions you report. The FECFile soft-
war e and itsdocumentation are not intended asa guideto FEC reporting, and should not be
used as a substitute for the Campaign Guides.

Hereisaquick index of schedules created by FECFile:
Form 3 and 3X

Schedule A: Provides detailed information for each receipt that is required to be itemized.
Schedule B: Provides detailed information for each disbursement that is required to be itemized.
Schedule C: Showsall loans, endorsements, and |oan guarantees the committee receives or makes.

Schedule C-1: Shows all loans and lines of credit made by lending institutions to the committee.
This schedule reguires a bank signature. When filing e ectronically, you are required to submit a
paper copy of Schedule C with the bank signature by mail after you have filed.

Schedule C-2: Lists al guarantors of loans and lines of credit. (C-2 only exists in electronic fil-
ings).

Schedule D: Shows debts and obligations owed to or by the committee that are required to be
disclosed.

Form 3X (only)

Schedule E: Shows all independent expenditures made during the reporting period. Schedule E
may also be used to separately disclose last-minute independent expenditures of $1,000 or more
made between the 20th day and 24 hours before the date of an election. Schedule E also requires
submission of a paper copy (notarized and sworn to). This document must be sent to the FEC via
traditional means (U.S. Mail, courier, etc.).

Schedule F: Shows all coordinated party expenditures. (Used by party committees only.)

Schedule H1: Shows method of allocation for shared federal and nonfederal administrative ex-
penses and generic voter drive costs.

Schedule H2: Shows alocation ratios for shared federal and nonfederal activity, including indi-
vidual fund-raising events, exempt activities, and direct candidate support appearing on the report.

Schedule H3: Shows transfers from nonfederal accounts to federal accounts for the purpose of
paying allocable expenses.

Schedule H4: Shows disbursements for shared federal and nonfederal activity.

Theline number tellsthe user the line of the Detailed Summary page to which the information will
be assigned. Each line number of the Summary Page generates a separate schedule to support the
line. Some lines of the Detailed Summary page are not in the Summary page View. If you do not
see aline, that means the program is generating that information automatically.

NOTE - For more detailed descriptions of the report line numbers, refer to the Campaign Guidefor
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your committee type.

=

The column THISP.I (this period’ s itemized totals) is the aggregation of the current
reportsitemized transactions. On the FEC form, these totals appear in Column A (TO-
TAL THIS PERIOD) of the Detailed Summary Page. Before you enter any transac-
tions, this column will be blank

NOTE - Toseeapreviousreport’ sitemized totalsfor aparticular line: Go to View on the menu bar
and select Report. Highlight areport. Go to View on the menu bar and select Summary page. You
will see the report’ stotals for the Detailed Summary page.

=

The column THISP.U (this periods unitemized totals) is the aggregation of the carrent
report’ s unitemized transactions. The transactions that aggregate into this column’ sto-
talswill not generate a Schedule page. On the FEC form, these totals appear in Column
A of the Detailed Summary Page. Before you enter any transactions, this column will
be blank

The column CTD.I (calendar-to-date itemized totals) is the aggregation of the year-to-
date itemized transactions. On the FEC form, these totals appear in Column B (CAL-
ENDAR Y EAR) of the Detailed Summary Page. This column will be the total

of itemized transactions from past reports.

The column CTD.U (calendar-to-date unitemized totals) is the aggregation of the year-
to-date unitemized transactions. On the FEC form, these totals appear in column B of
the Detailled Summary Page. This column will be the total of unitemized trans-
actions from past reports.

All columns can be made wider or narrower by placing your mouse on the line to the
right of the column name. Y ou will see a double arrow cursor. Hold the left mouse
button down. While holding the left mouse button, move your mouse to the right to
make the column wider, and to the left to make the column narrower.

To create a transaction (e.g. receipt, disbursement, loan, debt, etc.), double-click the line on the
Summary Pagethat representsthe transaction (e.g., 11(a), Individual Contributions). The details of
data entry for specific transaction types can be found in Chapter 4, Building a Report. Astransac-
tions are added, the numbers on the Summary page View change to reflect those transactions.

To edit the transactions that have been entered into a report, activate the related View. For ex-
ample, to edit a receipt, you activate the Receipts View. This will be explained further in the
sectionsthat explain the other Views (Opening Cash, Receipts, Disbursements, Obligations). Cloning
of transactions (very helpful for payroll deductions) also occurs on thefour Views mentioned above.
Thiswill be discussed further in the following sections.

Chapter 3
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Opening Cash

The Opening Cash View displaysthe beginning cash-on-hand entered for thefirst report in FECFile.

{8 Dpening Cash .

=L beniy _ __ fig.13
Line# Date Individual/Organization Amount CTD

| EB[a)u 0740141999 101127 30 0.00

This View is only needed if you have to make adjustments to original cash-on-hand. To activate
the window, go to View on the menu bar, and select Opening Cash. (fig. 13)

Therearefive columnsin the Opening Cash View: Line#, Date, Individual/Organization, Amount,
and CTD. All theinformation in these columnsis directly from the entered data on the Summary
page View. Line# will tell you the line of the FEC form that discloses the opening cash. Notice a
small letter “u” next to theline number. The“u” meansthistransactionisunitemized. All transac-
tions on the Opening Cash View will be unitemized. The Date column will tell you the first time
cash-on-hand was entered into FECFile. The Individual/Organization column should be blank
(thisfield will be grayed-out on the Item Information tab). The Amount column will contain the
original cash-on-hand amount that was entered on the Summary page View. The CTD columnwill
be zero during thefirst report (the original report that started in FECFile). The CTD column, inthe
Opening Cash View, will be blank on all future reports.

The columns can be sorted. However, it ishighly probable that you will never have more than one
entry inthisView. Asusual, all columns can be made wider or narrower by placing your mouse on
the line to the right of the column name. Y ou will see adouble arrow cursor. Hold the left mouse
button down. While holding the left mouse button, move your mouse to the right to make wider,
and to the left to make the column narrower.

The Opening Cash is entered from the Summary page View. See Chapter 4, Building a Report, for
details.

To modify opening cash - activate the Opening Cash View. Select the line you wish to edit, go to
Edit on the menu bar and choose Modify. Make the needed corrections on the item information tab
that appears. Click OK, and Yes, to replace the object.

FECFile version 3 automatically carries the beginning and ending cash balance forward from year
to year. In other words, if the Y ear-End report for 1999 had a*“cash on hand at close of reporting
period” of $10,000, the first quarter report of 2000 will have $10,000 for the “cash on hand at
beginning or reporting period”. Do not enter cash on hand at the start of every year or your totals
will beinflated! FECFile will compute the calculations for you automatically.

Recelpts

The Receipts View displays adetailed history of all money and goods received by your committee.
To activate the Receipts window, go to View on the menu bar and select Receipts.
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Linef Date Indirvidual/Organization Amount | Election YT
11(a) 0940141993 MILLER, ROBERT 1000.00 1000.00
11[a] 104311999 REAGAM, HAROLD §99.00 933.00
11(a) 1140141993 CHURLEY, AD Ak a00.00 G a00.00
11(a) 1140141999  ELLIS, "WwiLLIAR 1000.00 &G 1000.00
13[a) 0840141993 LEAPHORM, JOE 10000.00 P 10000.00

fig.14

There are six columns: Line#, Date, Individual/Organization, Amount, Election and YTD. This
View can be sorted by any of the columns (fig. 14). If you click acolumn name once, theinforma-
tionissorted oneway. If you click the same column again, the sort will bein the opposite order (i.e.
Oneclick on Individual/Organization will sort the names A-Z and two clickswill sort the names Z-
A). All columns will sort in the order determined by the column chosen (e.g. the transaction will
remain intact). You can not sort in more than one order at atime. For example, FECFile will not
sort all of the transactions for $200 on 4/5/99. Y ou can only choose one criteria for the sort. In
addition, you can only sort information that appearsin the View. So, you could not conduct a sort
on the Purpose / Description that was entered for a transaction, since the information is not dis-
played in the Receipts View.

NOTE - You havetheability to sizethe columns. All columns can be made wider or narrower. For
further explanation, refer to the Individuals/Organizations View.

There are four basic things you can do in the Receipts View: itemize, clone, modify and delete.

[temize- If the year-to-datetotal of anindividual or an organization islessthan the FEC’ sreporting
threshold, the transaction will automatically be counted as unitemized. By default, FECFile auto-
matically categorizes receipts as itemized or unitemized based on the year-to-date figures for the
contributor. There may be occasions when you will want to itemize a transaction that would nor-
mally be below the threshold, or to unitmize one that is over the threshold. To do this:

= Enter thereceipt into the system. If it isbelow the threshold you will notice alower case
“u” next toit in the Receipts View.

= Single click on the receipt in the Receipts View.

= Choose Itemize from the Edit menu.

If the transaction was originally unitemized, it will now beitemized. If it was Itemized, it will now
be unitemized.

NOTE - A dialogue box may appear when you select atransaction and change its default itemiza-
tion. The screen says. “If you itemize or de-itemize thisitem interactively then the filer program
cannot subsequently re-itemize thisitem automatically. Areyou sureyou want to [de-]itemizethis
item?’. The message meansthat if you force the itemization of atransaction, the software will not
be able to change the itemization automatically.
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Clone - This feature allows you to make copies of a receipt that has already been entered into
FECFile. Thisisuseful if you have the same contributors continuously giving money. For ex-
ample, you might work for a PAC that has payroll deductions. In this situation, the individual
might donate the same amount on aregular basis.

= Select thelast receipt of thisindividual from the Receipts View. (Itemsare cloned from
the Recelpts View, not the Summary page View.)

= With the transaction highlighted, go to Edit on the menu bar and select Clone. A copy
of the transaction will appear.

= Enter the current contribution’ sdate. If al the other information isthe same, click OK.
If not, make any of the necessary changes in the appropriate fields.

NOTE - The FEC requiresacommitteeto explain“payroll deduction” in the Purpose/ Description
field. If the deductionstake place on atime schedule, for example, every two weeks, be sureto type
“biweekly payroll deduction” and include the amount deducted.

Modify - This feature allows you to make changes to a receipt that has already been entered into
FECFile.

Find and highlight the transaction in need of modification, in the Receipts View.

= Choose Edit from the menu bar, and select Modify.

= Click on thetab (Details, Endorsement or Schedule C-1) that contains the information
you would like to edit.

= After you make the changes, click OK. A prompt will ask you if you would liketo
replace the object. Click Yes. The changes will be made to the transaction after you
click Yesto replace the object.

NOTE - Remember, if you must change the addressinformation of an entity, you make the changes
in the Individual/Organizations View. A change made to the addressinformation of an entity will
be carried to all transactions associated to that entity.

Delete - This feature allows you to remove receipts that have been entered into FECFile. If you
want to delete, instead of modify, the transaction:

= Activate the Receipts View.

= L ocate the receipt you want to delete, and highlight it.

= Choose Edit from the menu bar and select Delete. The delete optionwill only be avail-
able if the transaction was entered in the current reporting period. In other words, you
cannot delete contributions from areport that has been filed. To remove transactions
from previous reports, refer to the section on Amendments in chapter 7.

When areceipt is deleted from the Receipts View (except in the case of amendments), the transac-
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(8 Disbursements
| Linett I Date I Individualfﬂrganizatinn | f-‘«mu:nuntl Electil:unl ‘T’TDI

21[a 081141933 Golforama 300,00 300,00
26 0811641933 The Bank 240,00 P 240,00
27 08/09415933  Anne, Farl 2000.00 2000.00

fig.15

tion will be completely removed from your file. The only way to bring areceipt back into the file
after it has been deleted is to reenter the transaction.

Disbursements

The Disbursements View displays a detailed history of all money and goods disbursed by a com-
mittee (outbound). The Disbursements View and the Receipts View arefunctionally the same. To
activate the disbursements window, go to View on the menu bar and select Disbursements.

There are six columns: Line#, Date, Individual/Organization, Amount, Election and YTD. This
View can be sorted by any of the columns. If you click a column name once, the information is
sorted one way. If you click the same column again, the sort will be in the opposite order (i.e. One
click on Individual/Organization will sort the names A-Z and two clicks will sort the names Z-A).
All columns will sort in the order determined by the column chosen (e.g. the transaction will re-
mainintact) (fig. 15). Y ou cannot sort in more than one order at atime. For example, FECFile will
not sort all of the transactions for $200 on 4/5/99. 'Y ou can only choose one column for the sort. In
addition, you can only sort information that appears in the View columns. So, you could not
conduct asort on the Purpose/ Description that was entered for a transaction, because theinforma-
tion is not displayed in the Disbursements View.

Y ou have the ability to size the columns. All columns can be made wider or narrower. For further
explanation, refer to the Individual Organizations View.

There are four basic things you can do in the Disbursements View: itemize, clone, modify and
delete.

[temize- If the year-to-datetotal of anindividual or an organization islessthan the FEC' sreporting
threshold, the transaction will automatically be counted as unitemized for transactions subject to
the itemization threshold. By default, FECFile automatically categorizes disbursements as item-
ized or unitemized based on the year-to-date figures for the payee. There may be occasions when
you will want to itemize a transaction that would normally be below the threshold, or to unitmize
onethat is over the threshold. To do this:

= Enter the disbursement into the system. If it is below the threshold, you will notice a
lower case “u” next to it in the Disbursements View.
= Single click on the disbursement in the Disbursements View.

= Choose Itemize from the Edit menu.
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If the transaction was originally unitemized, it will now be itemized. If it wasitemized, it will now
be unitemized.

Clone - Thisfeature allowsyou to make copies of adisbursement that hasalready been entered into
FECFile. Thisis useful in cases such as paying monthly bills, or any other regularly occurring
disbursement.

= Select a previous disbursement to this vendor from the Disbursements View. (Items
are cloned from the Disbursements View, not the Summary page View.)

= With the transaction highlighted, go to Edit on the menu bar and select Clone. A copy
of the transaction will appear.

= Enter the current disbursement date. I all the other information is the same, click OK.
If not, make any of the necessary changesin the appropriate fields.

Modify - Thisfeature alows you to make changes to a disbursement that has already been entered
into FECFile.

Select Disbursements from the View menu.

Highlight the disbursement you wish to edit.

Select Modify from the Edit menu.

Click on the tab (Details, Endorsement, Event, Schedule F or Schedule H-2) that holds
the information you would like to edit.

4 4 4 0

4

After you make the changes, click OK. A prompt will ask you if you would like to
replace the object. Click Yes. The changes will be made to the transaction after you
click Yesto replace the object.

NOTE - Remember if you need to change the address information of an entity, you make the
changes in the Individual/Organizations View. A change made to the address information of an
entity will be carried to all transactions associated with that entity.

Delete - Thisfeature allows you to remove disbursements that have been entered into FECFile.

= Activate the Disbursements View.

= Select the disbursement you want to delete from the Edit menu. Choose Delete. The
delete option will only be available if the transaction was entered in the current report-
ing period. In other words, you cannot delete expenditures from areport that has been
filed. To remove previously reported transactions, refer to the section on Amendments
in Chapter 7.

When adisbursement is deleted from the Disbursements View (except in the case of amendments),
the transaction will be completely removed from your file. The only way to bring a disbursement
back into the file after it has been deleted is to reenter the transaction.
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H Loanz and Other Obligations

Lin.. | Date Individual/Organization | Amount | Description Accruals | Settlements
13 02/08/1933 The Bank 2000.00 Eank Loan 240,00
26 023/16/1935 The Bank 240.00 ]
27 08/09/1935  Anne, Karil 2000.00 Loan far Televizgion ad campaign .
fig.16
Obligations

The Loans and Other Obligations View displays a history of all loans, debts and other obligations
a committee owes and is owed. To activate the Obligations window, go to View on the menu bar
and select Obligations.

There are eight columns:. Line#, Date, Individual/Organization, Amount, Description, Settlement/
Accrual, Accruals and Settlements (fig. 16). This View can be sorted by any of the first five
columns. If you click a column name once, the information is sorted one way. If you click the
same column again, thesort will beinthe opposite order (i.e. Oneclick on Individual/Organization
will sort the names A-Z and two clickswill sort the names Z-A). All columnswill sort in the order
determined by the column chosen (e.g. the transaction will remainintact). Y ou cannot sortin more
than one order at atime. For example, FECFile will not sort all of the transactions for $200 on 4/5/
99. You can only choose one criteriafor the sort. In addition, you can only sort information that
appears in the View columns. So, you could not conduct a sort on the Rate of interest that was
entered for atransaction, because the information is not displayed in the Obligations View.

Y ou have the ability to size the columns. All columns can be made wider or narrower. For further
explanation refer to the Individual S/Organizations View.

There are six basic things you can do in the Obligations View: itemize, clone, repayment, (non-
cash) accrual, modify and delete.

Clone - Thisfeature allows you to make copies of aloan or obligation that has already been entered
into FECFile. Thisisuseful if you have multiple loans and obligations with the same basic infor-
mation. For example, if you have four loans from “The Tree Made of Money”, it might be time
efficient to enter one of the loans from the Summary page then clone the loan from the Obligations
View.

= Select the loan or obligation from the Obligations View.

= With the transaction highlighted, go to Edit on the menu bar and select Clone. A copy
of the transaction will appear.

= Enter the new loan or obligation amount. If all the other information in the Item infor-
mation tab is the same, click OK. If not, make any necessary changesin the
appropriatefields.
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Repayment - To report arepayment of aloan:

Activate the Obligations View.
Select the loan or other obligation you wish to repay.
Select Repayment from the Edit menu.

4 4 4 0

Enter the Details (i.e. Amount, Date) of the repayment.

To report the addition of non-cash accrual to an existing loan or obligation, select the Obligations
View. As with the repayment, the loan or obligation information must have been entered into
FECFile prior to entering a non-cash accrual.

To add non-cash to aloan or other obligation :

Activate the Obligations View.
Select the loan or other obligation you wish to accrue (non-cash).
Select (Non-cash) Accrual from the Edit menu.

b 4 4 0

Enter the Details (i.e. Amount, Date).

NOTE - Do not use (Non-cash) Accrual to accrueto aloan if the loan accrues cash. A majority of
accruals are based on cash. With these transactions you must increase your cash at the close of a
reporting period. Data entry for theseis as for new loans.

Modify - This feature allows you to make changes to a loan or obligation that has already been
entered into FECFile.

Activate the Obligations View.

L ocate the transaction you wish to modify.

Select Modify from the Edit menu.

b 4 4 0

Click on thetab (Details, Endorsement or Schedule C-1) that has the information you
would like to edit.

4

After you make the changes, click OK. A prompt will ask you if you would like to
replace the object. Click Yes. The changes will be made to the transaction after you
click Yesto replace the object.

NOTE - Remember if you must change the address information of an entity, you make the changes
in the Individual/Organizations View. A change made to the addressinformation of an entity will
be carried to all transactions associated to that entity.
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Delete- Thisfeature allowsyou to removeloans and obligationsthat have been entered into FECFile.

= Activate the Obligations View.
= L ocate the obligation you wish to delete.
= Select Delete from the Edit menu.

The delete option will only be available if the transaction was entered in the current reporting
period. In other words, you cannot delete loans and obligations from a report that has been filed.
To remove previously reported transactions, refer to the section on Amendments in Chapter 7.
When an obligation is deleted from the Obligations View (except in the case of amendments), the
transaction will be completely removed from your file. The only way to bring the obligation back
into the file after it has been deleted isto reenter the transaction.

NOTE - To edit, clone or delete atransaction reported on an H or H2 Schedule, you must go to the
Obligations View. The H2 schedule shows allocation ratios for shared federal and nonfederal
activity, including individual fund-raising events, exempt activities, and direct candidate support.
The H1 Schedule shows the method of allocation for shared federal and nonfederal administrative
expenses, and generic voter drive costs.

Validator

The Validator View verifiesthat all transactions meet the standards of the electronic filing format.
To activate the Validator window, go to View on the menu bar and select Validator. When you
activate this View, FECFile callson atool called FECheck. Y ou might hear someonerefer toit as
FECheck, whichisthe same asthe Validator View in FECFile. Performing the validation isneces-
sary to ensure that your report is complete and that it will not be rejected by the FEC' s electronic-
filing server when you upload your filing. The FEC will run the same validation on your file before
it can be accepted. The vaildator does not check your report for compliance with the FEC. The
compliance responsibility remains with you. The Validator is primarily looking for structural er-
rorsand common missing information (for example, the Treasurer’ ssignature date or acandidate’ s
office, state and district information).

fig.17

NAME LVL # DESCRIFPTION
F3xN 12 107 i=s Bequired, but field is Ewmpty
'—--> Treasurer's Signature Date
Sallal 4 007 Conditionally Becguaired field is Ewmpty

'—-> Contributor City
'--% Line item Nawme: Chumley"Zachary
SAllal 4 002 not a walid Z-character USPE State Code
'--» Contributor State Code
'--% Line item Nawe: Chumley"Zachary
snllal 4 007 Zip Code is Inwalid or Missing / Zip = {Missing}
'—==& Contributor EIF Code
'—=> Line item MName: Chumley™Zachary
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The Validator View isdifferent from the 7 other Views. The program FECheck evaluates the data
which is contained within the open report. Theresultsof FECheck’ sevaluation aredisplayed inthe
Validator View (fig. 17). You do not have the ability to sort, re-size columns or make changes
withinthisView. However, the Validator View isthe only View that can be printed. If you want
to print the Validator View, Go to File on the menu bar and select Print.

Reading Validation Results

Validation Summary - At the top of the validation screen you should see aline that reads “Valida-
tion Summary : O error(s), error level = 0”. If azero is associated with the number of errors, this
means your report has no structural errors, and your report can be uploaded electronically. How-
ever, if the report has errors there may be some corrections required before you can file the report.

MD5 checksum - The second line of the validation screen is the MD5 checksum. The checksum
number is your proof that nothing was changed in your file during the upload to the FEC. This
number is automatically generated by FECFile, and will look something like this:

MD5 checksum = 2b86c8d82ec39d670fl678f284b06b26. If you change anything on this report,
the checksum will change (even if you add aspace). If you are uploading afiled report, you should
note this number (perhaps by printing the Validator View). When you receive your confirmation
from the FEC (by FAX and/or e-mail), match it against the checksum sent to you by the FEC. Itis
important to remember that if you change anything on the report in FECFile, the checksum will be
different. Thisdoesnot mean, however, that after you file that report and begin the next report the
numbers will change. After you have filed your report (with a Filed on date), that information is
locked into your report history.

Software name and Version number - The third line has the name of the validator (FEC File
Validator) and the version number.

Error Descriptions - If you have errorsin your filing, there will be a section that has four columns
(FORM NAME, ERRLVL, COL #and DESCRIPTION). Thissectionwill belocated between the
double dotted lines.

FORM NAME - Will always begin with an F, short for form, or S, short for Schedule. After theF,
you will see the type of form you areusing 3, 3X or 6. If you are not sure of the form type, contact
the Federal Election Commission. If you believe the wrong form type is displayed, contact the
software’ s technical support.

ERR LVL - There are five possible error levels you may see: 4, 6, 8, 12 or 16. Y ou must correct
errorswith ERR LVL =8 or higher. Reportswith ERR LVL greater than or equal to 8 will not be,
accepted by the electronic filing system. Although reports with ERR LVL less than 8 will be
accepted by the FEC server, you are encouraged to correct all errors before uploading areport.

COL # - Thisisthe offending field number in the .FEC format. A FECFile user would most likely
not be concerned with the information in this column though it may prove useful to technical
support staff.

DESCRIPTION - This column helps you to locate the specific transaction with a problem. If a

Page 44 Chapter 3



transaction has more than one problem, multiple error messages will be generated (each problem
will have an error). For detailed information on validation errors, see Appendix I11.

Y
0 A%
9 e

g ™M Review - Chapter 3

»

1 Afilecan, and in most cases should, contain multiple reports. Do not create anew filefor each
new report. Your Y TD numbers and individual aggregates will not be correct.

2 The View menu gives you access to data.
3 Most data entry is done through the Summary page View.

4 Existing information can be edited from the corresponding View by choosing Modify form the
Edit menu.

5 Most Views can be sorted by clicking on the appropriate column header.

6 TheValidator View isdifferent from the other Views in that it displays information, but there
isno data entry or modification ability associated with it.

7 Usethe Lookup feature whenever you are creating anew entry for a Federal Committee. This
ensures accuracy and provides information you might not otherwise have.

8 Download the Committee Lookup file when prompted to keep it current.
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Chapter

Building a Report

Creating or selecting a report

If you have walked through the steps outlined in Chapter 2 for getting
started, you have created a report and should skip to the “Entering
Transactions’ section below. To select an existing report, choose View
from the menu and select Reports. Select the report you are currently
working on from thereportslist. Evenif you are just beginning to use
FECFile, it is possible that you will have more than one report on the
reportslist. If the coverage dates of your first electronic report do not
include January 1st of the current year, and you have reported trans-
actionsin aprior period thisyear, you must create a“dummy” report
that beginswith Jan. 1 and ends with the day before your report begins. In thisreport you will enter
data from all previous reports since the first of the year. See Chapter 2 for details about adjusting
aggregates. If you have not yet created a report, choose New from the Edit menu and follow the
stepsin Chapter 2, beginning with step 4, “ Type of new report”. The software remembers the last
report you were working on and automatically selectsit. If you are not allowed to enter data, you
have probably selected areport that hasbeenfiled (or at least hasafiling date entered into the report
details screen). In this case, select the correct report or remove the filing date by choosing File
Report from the Edit menu and deleting the date. It is not advisable to remove the Filed on date
from a report that has actually been filed with the FEC as this makes it possible to accidentally
change information and render your historical record, and possibly future amendments, incorrect.

Entering Transactions

With a few exceptions, such as importing and cloning, which will be addressed later, nearly all
transaction entry begins with the Summary page View (choose Summary page from the View
menu). The summary isacombined representation of information from the Report of Receiptsand
Disbursements and the Detailed Summary page. Form 3 and Form 3x are similar; they differ in the
line numbers used to display information. In this text, references to line numbers will be givenin
the following format:

“Line” ( Form 3x/Form 3) - Description
For example: Line 15/14 - Offsetsto Operating Expenditures.
Thisindicates line 15 for form 3x and line 14 for form 3.

The software selects Form 3 or 3x based on the committee type you specified when creating your
file and displaysit in the Summary page View.
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Correctly entering a transaction involves following a simple two-step process.

= Determine the line number for the transaction. If you don’t know the line number,
consult your Campaign Guide or other FEC references.

= Once you have determined the line number, double click on that line in the Summary
View and enter the information for the transaction. The processisthe samefor all
transaction types though the detailed information may be different and more complex
transactions (such as loans and debts) may have extra data entry screens.

M ost transactions share acommon dataentry screen we will refer to asthe Item Infor mation Screen.
It hasanumber of fields; Date, Amount and Individual/Organization are alwaysrequired; Election
and Description/Purpose are sometimes required; and Memo, which should not be checked unless
directed to do so in the “ Specia Transaction Types’ chapter . There may be extratabs at the top of
the screen that require further information for certain transaction types. These tabs will be de-
scribed in detail below.

Cash on Hand (Jan. 1)

Line 6a/23 fig. 1
=  Activate the Summary page EILLEIGY ]|
View and double click on the appro- Distails |
priate line (Form 3, line 23, or Form
3X, line 68.). Date Armnount Election
When you double click on the line [ fo | [~
number, the Item I nformation tab will

— Individual/Organization

|TE><.-’-‘-.S SHRIMP ASSOCIATION MATIOMAL POLITI

appear (fig. 1).

= Enter the first day of the cov-

erage peri od (fOI‘ examIO| e if your com- Description ¢ Purpoze

mittee began filing with the FEC are- | I Memo
port that covered January 1, 1999, you -
should enter 1/1/99). In the amount ITI Cancel | Help

field, enter theamount of cash on hand
at the beginning of the reporting pe-
riod.

ThelIndividual/Organization field will be grayed-out sinceitisnot applicable. Inaddition, you can

ignorethe Description/ Purpose field and the Memo check box. If you choseto enter aDescription

/ Purpose, the information will not be sent to the FEC since the transaction does not generate a

schedule. Only the amount will appear on the FEC form 3, line 23, of the Detailed Summary page
and on the Summary Page Line 6(a), for Form 3X.

= Do not check the memo box! If you check the memo box, the amount entered will not

be accounted for in your Summary and Detailed Summary pages of your FEC report.
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There are only rare occasions when this box is checked. If the box is checked you will see
MEMO in the Line# column of the Opening Cash View.

Transactions

Thedataentry for thefollowing four linesisthe same. Theline numbers are the same for both Form
3 and Form 3x, with the exception of line 11(d), which isavailable in Form 3 only.

LINE 11(a) - Individual Contributions (other than loans)

LINE 11(b) - Contributions from Political Party Committees (other than loans)
LINE 11(c) - Contributionsfrom other Political Committees (other than loans)
LINE 11(d) - Contributions from the Candidate (other than loans) (Form 3 only)

Doubleclick onthelinethat iscorrect for the transaction you wish to enter. In the item information
screen, enter the Date and Amount. Choose or enter the Election (Primary, General etc.) if it is
required. To assign the contribution to a person, either select an existing individual from the scroll-
ing Individual/Organization list or add a new one by right clicking on the list. From this point, the
steps are the same as those outlined in the “ Adding New Individuals and Organizations’ sectionin
this chapter.

In most cases an ordinary receipt requires no description, but if one is required, enter it in the
Description/Purpose field. The Memo box and the Endor sements tab are used for specific types of
contributions and are described in the “ Special Transaction Types’ section in this chapter.

LINE 12/12 - Transfers

This line is the same on both Form 3x and Form 3. Follow the procedures outlined for Line 11
above. In the Individual/Organization box, choose or enter the Committee that is transferring the
funds.

LINE 13/(13a or 13b) - Loans
Though the procedure for loans is the same as for contributions, more information is required, so
there are several more steps in the data entry process.

= Double click on the correct line for the loan (Form 3x reportsal loans on line 13. Form
3 differentiates between L oans made/Guaranteed by the Candidate, reported on line
13a, and All Other Loans, reported on line 13b.) Theinitial screen isthe Item Informa-
tion screen.

= Enter the Date, Amount and Election as described for line 11 above.

= Assign the lending institution or individual making the loan in the Individual/Organi-
zation scroll box as described above.

= Enter adescription if required, but do not check the Memo box.

From this point, the data entry is unique to loans.
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= Choose the Endorsementstab (fig.

. Details Endorsement | Schedule C-1
2). Because a single loan may have mul-

tiple guarantors, ascrolling list is provided - Loan Guarantors
from which you may chooseall guarantors SHONE A NI =
associated with a particular loan. Jones Partrers

. Jones, b
=  Select guarantors(if any) by double m_;l
clicking on each one on the scrolling list. 000,00, &nne, Faril =]
If they do not exist on the list, right click JODCLO0 Jones Mar,
onthelist and create them. Oncethey have =L
been created, double click on them. Date due Fiate of interest
When all the guarantors are listed in the [12/31/2003 | f12%

bottom box, it is necessary to assign the
amount guaranteed by each guarantor.

Adrmin. zub-total ; I

= Double click on each guarantor in fig. 2
the lower box and enter the amount of the guarantee.

= Enter the Due date of the loan and check the Secured box, if required.

The schedule C1 tab contains information that would be printed on a schedule C1 report (fig. 3).

= Select the lending insiitution . o ]
fromthelist (or right click and add it if
itisnot there). Detailsl Endorzement  Schedule C-1 |
Lo Lending inshitution
= Enter the value and description YT
of traditional collateral pledged, if any. TEX4S SHRIMP ASSOCIATION NATIONAL PO
= If thelender hasaperfected se-
curity interest in the collateral, check Walue and description of traditional' collateral pledged
the Perfected Interest box. |n |
= If futureincomeispledged, in- [T Perfected interest

dicate the value and description and
select or add the bank where the ac-

Walue and dezcription of future income pledged

count is held and the date it was cre- [0
ated. Fledge accournt

. _ SNONE AINENDWN
= If thereisan al _terr!at_e basisfor snne, Karl 1| Establshed on
loan repayment, describeit in the area Jones Partners I—
provided.

Alternate basis for loan and repayment

LINE 14/none - Loan Repayments Re- ak. I Caricel Help
ceived (Form 3x only)
Line 14 on the Form 3x Summary page fig. 3
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View isfor display only. Double clicking on it does nothing. To enter aL oan Repayment received,
there must first be aloan made.

= Create Loan ( See“Line 27 - Loans Made” for details. )

Once a Line 27 entry has been made, Payments Received may be entered from the Obligations
view.

= Choose Obligations from the View Menu.
= Right click on the Loan for which payment has been received and choose Repayment.
= Enter the information in the item information screen.

By entering the data through the Obligations view, the payment is associated with the [oan and
the amount of the repayment is reported on schedule C and the outstanding balance is reduced

appropriately.

LINE 15/14 - Offsetsto Operating Expenditures (including refunds, rebates, and retur ns of
deposits)

Offsets are entered exactly like Line 11 contributions. Double click on the Line 15/14 and follow
the data entry steps described in the Line 11 section.

LINE 16 - Refunds of Contributions made to other Federal Candidates and Committees -
(Form 3x only)

Line 16 refunds are entered in the same manner as Line 11 receipts. Double click on Line 16 and
follow the data entry outlined in the Line 11 section.

LINE 17/15 - Other Federal Receipts/Other Receipts (including dividends and inter est)
Double click on theline (17 for Form 3x and 15 for Form 3) and enter the dataasfor Line 11,

described above. fig. 4
LINE 18 - Transfers from Non-federal RiulalEl ]
Account for Joint Activity Details  Endarsement |
Line 18 displays information that is de- =
tailled on schedule H3. To begin with, the ‘{NDNE;UNKNDWNZ‘ 5
dataentry isthe same asfor aLine 11 re- e, Karil =
cei pt. Anwal Golf Fundraizer - 227 Golf Lane. ..
Federal Union Savings Bank - 444 Money Lane. .
Jones Parthers -
i Enter the date and amount and 1000.00, Anual Golf Fundraizer TI
account information (in the Individual/ 1000.00. Sadie Hawkins Dance
Organizationsbox); then select the En- i 1000.00, Canditate's Bithday Party
dor ts tab. Date due RBate of interest
In this case, the endorsements section al- | | | Gecured
lows you to assign subtotals of the trans- _
fer to different events or activities (fig. 4). Adrmin. subrtotal | I~ [ ippsse
= Select an event from the list or [ ok | cencel | Hep
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add it if it does not yet exist (right click on the list).

= Oncethe event or events have been added, doubl e click on each one and add the amount
allocated for that event and select whether it isaDirect Fund-raising Activity or Exempt Activ-
ity/Direct Candidate Support.

LINE 21(a) - Allocable Expenditures (Form 3x only)

Allocable expenditures (Schedule H4) are : fig. 5
entered by double dicking online 21a IR =
| Tope |
The Type of allocable expenditure screen
presentssix options (fig. 5) . Thefirst three administrative /£ enenc Voter Diive
. : / L Fundrai
Administrative / Generic Voter Drive, E?QHJSES;;,W activity
Fundraiser and Exempt Party Activity lD'éEDt E?jﬂd'tdgtﬂ SUI;FED”
. . . naependent EXpendilure:

place the transaction entirely on line 21a. cmrﬂmated pa,i expendiire
Choosing Direct Candidate Support places
the Federal share of the disbursement on
schedule B, for line 23. Selecting Indepen-
dent Expenditure places the Federal share
on Schedule E for line 24 and Choosing
Coordinated Party Expenditure placesthe
Federal share on schedule F for line 25.

0K I Cancel Hel
For the first four types, the item informa- i | = |
tion screen is the same. (fig. 6)

fig. 6

= Enter the Date, Amount and Non . .
Federal Share. Item information

Dretailz | E vert |

= In the Individual/Organizations
box, select or add (right click) arecord Date p—— Nonfederal share
for the place where the money was | = -
spent. | |
= Describe the transaction in the | | IndividualQrganization
Description/Purpose field. <NONEUNKHOWN
e, Fari
= If there is an event associated Anual Golf Fundraiser - 227 Golf Lane. . i

with this disbursement, choose the
“Events’ tab and select from the event

Dezcrption & Purpoze

list or add to it thejoint activity towhich | I Memo
the expenditureisrelated (fig. 7).
= When adding an event, select | 0k, | Cancel Help

Event (Joint Federal/Non Federal) from
the record type list.

= Be sure to include the event date on the Special tab.

Choosing Independent Expenditure opens a different Item Infor mation screen that includes an En-
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dorsements tab (fig. 8). Item information

Detailz  Event |

= On the Endorsements tab, select

the Candidate Beneficiary (or right click ~ Ewent

to createanew one) from the Candidate <NONE AUMENDWN> =

Beneficiary box. When creating a new e, Fari R

Candidate Beneficiary record. Choose dnual Golf Fundraizer - 227 Golf Lane. .

an I y 1 Canditate's Birthday Party

Candidate from the Type screen. Federal Union Savings Bank - 444 Money Lane...
alfarama - 222 Gourd Strest.
Jones Partners

= Check the Oppose box if the ex- Janes, Mary hd

penditure opposes the selected Candi-

date. Leave the box unchecked to indi- Type of allozable expenditure Election

cate support. [Fundraiser | =

2k, I Cancel | Help |
fig. 7

Choosing Coordinated Party Expenditure opens yet another different Item Information screen
containing an Endorsements tab and a Schedule F tab.

fig. 8

= On the Endorsements tab (fig. [LEUEIGILEITT
8), select the Candidate Beneficiary (or
right click to create anew one) from
the Candidate Beneficiary box. When
creating a new Candidate Beneficiary
record, Choose Candidate from the
Type screen. The Oppose check box
will be unavailableandisnot applicable

Detail:  Endorsement |

— Candidate beneficiary

NONE/UNRNDWN, s
Powers' Flowers - 1171 High Street. ..

Seven's Big and Tall - 2323 Mockingbird Lane...
WEXLER GROUP POLITICAL ACTION COMMITTE

to schedule F.

=  Choosethe ScheduleF tab (fig. Deliz gl Bate of interest

9) and select or create the Designating | | F e
and Subordinate committees in the Admin, subdotal | -

boxes provided. Enter the year of the

general election.
k. I Cancel | Help

LINE 21(b)/17 - Other Federal Operating Expenditures/Operating Expenditures
Entering an Operating Expenditure is much like entering a receipt. The screen is simple and, in
most cases, requires no supporting information.

= Enter the Amount , Date and the Election if required.

= Select the recipient from the Individual/Organizations list or right click on the list to
add anew entry.
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Unlike most receipts, Operating Expenditures do require a purpose of expenditure.

fig. 9
. i i =
= Enter the purpose in the De- el I~
SCI‘IptI On/PurpO%ﬂeld Deta”sl Ewvent I Endorzement Schedule F |
The Memo box should remain unchecked st el seimil ez
UMESs the transactio > Of the =p NATIONAL WHIG LEGISLATORS ASSOCIATIOS
transaction types that require it. The en- NON-FEDERAL FEDERALIST LEGISLATORS 417
dorsement tab isalso only necessary in spe-
cial situations. See the “Special Transac- ~ Subardinate committee
tion Types’ section in thischapter for more NATIONAL FEDERALIST LEGISLATORS ASS0)
: - - MNATIONAL wWHIG LEGISLATORS ASSOCIATIOS
information on these transactions. NON-TEDERAL FEDERALIGT LE GISUAT DS &

e 2o Trantes o Al TR—
Other Authorized Committees
Transfers are entered for line 22/18 in the
same manner as Operating Expenditures.
Double click on the appropriate line and ok | cancel | Hep |
enter the Date, Amount, Election (if appli-

cable), Committee Information and Purpose. L eave the Memo box unchecked.

LINE 23 - Contributions to Other Federal Candidates and Political Committees (Form 3x
only)

Contributions to other federal candidates and political committees are entered following the same
procedures as for Operating Expenditures. Double click on line 23 to begin.

LINE 24 - Independent Expenditures (Form 3x only)

The primary dataentry screen for Line 24 Independent Expendituresisthe same asthat for Operat-
ing Expenditures, and the information is entered in the same manner. The Endorsements tab,
however, is different (fig. 8). If the independent expenditure is related to a Schedule H4 expendi-
ture, it will be created as part of the data entry process for schedule H4 and should not be created
manually.

= Select the committee that is affected by the expenditure.

= Check the Oppose box if the expenditure is made in opposition to the committee.

If you do not check the box, the expenditure is assumed to be in support of the committee.

Transactions reported on line 24 generate a corresponding Schedule E. Though the infor-
mation is transmitted to the FEC with the electronic filing, the requirement that Schedule
E be notarized and sworn to under penalty of perjury, requiresthefiler to submit the actual
form on paper to the FEC.
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LINE 25 - Coordinated expenditures (Form 3x only)

Like independent expenditures, coordinated expenditures are entered in the same screen as Operat-
ing Expenditures. If the coordinated expenditureisrelated to a Schedule H4 expenditure, it will be
created as part of the data entry process for schedule H4 and should not be created manually.

= Enter the Date, Amount and Election.

= Select or add the vendor or recipient of the payment in the Individual/Organizations
fig. 10

box.

= Enter the transaction purposein
the Description/Purpose field.

The information on the Endorsements tab
varies dightly from that in the line 24 en-
dorsements tab in that the check box that
indicates support or opposition is grayed
out (fig. 10)..

= Select the Candidate Benefi-
ciary fromthelist or add a new one by
right clicking in the box.

Choose the Schedule F tab (fig. 11).

= Single click on the designating
committee in the scrolling list. In the
Designating Committee scrolling list,
indicate the candidate supported by this
expenditure. This must be the Candi-
date not the Candidate’s campaign
committee. If the candidate has not yet
been added to thelist, right click onthe
list and follow the steps to add it. It is
best to use the Lookup feature as this
automatically includes the state and
office sought, required for schedule F.

= Select or add the Subordinate
committeein the Subordinate Commit-
tee scrolling list and enter the year of
the general election.

LINE 26/19(a,b,c) - Loan Repayments
(made)

Loan repayments are displayed in the

Item information

Details Endorsement | ScheduleF |

— Candidate beneficiary

ORWELL FOR CONGRESS - 4821 FRATELLONE
<HOME AJMEM DWW

Powers' Flowers - 111 High Street...

Seven's Big and Tall - 2323 Mockingbird Lane. .
WEXLER GROUP POLITICAL ACTION COMMITTE
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Date due Hate of interest
I I ™| Secured
&dmin. sub-tatal : I I | Wppose
k. I Cancel | Help |
fig. 11
Item information Ed
Detailsl Endorsement  Schedule F |
— Designating committes
NONE/DNRROWIG
ORWELL FOR COMGRESS - 4321 FRATELLOM
Poveers' Flowers - 111 High Street...
— Subordinate committes
<MOME AUNER DWW »
ORWELL FOR COMGRESS - 4321 FRATELLOM
Poveers' Flowers - 111 High Street... bl
Y'ear of general election I1 933
| k. I Cancel | Help |
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Summary page View but the data entry is not done from this screen. Because the repayments must
be associated with the original |oans on schedule C for balance cal cul ations, the data entry requires
that you:

= Select Obligations from the View menu.
= Right click on the loan for which a payment isbeing made and choose Repayment.

Note that the |oan was designated as aloan from the candidate or other loan (Form 3 only) when it
was made and that information carries forward to the payment.

= Enter the Date, Amount, Election information and Purpose as required.

= The individual or organization that made the loan should aready be selected on the
scrolling list.

= Do not check the Memo box.

LINE 27 - Loans Made (Form 3x only)

To enter aloan made by your committee, double click on line 27 (Form 3x only) and enter the
information in the Item Information screen. There are no other related tabs or screens for these
transactions. See Line 14 for repayments of 1oans made.

LINE 28a,b,c/20a,b,c - Refunds of ContributionsTo
Double click on the correct line number for the type of contribution being refunded and enter the
details in the Item Information screen.

LINE 29/21 - Other Disbursements
Double click on the Other Disbursements line and enter the detailed information in the [tem I nfor -
mation screen.

C9 - Loans Owed TO the Committee
Thislineisfor display purposes only. The actual loans are entered on line 27 (See above).

D9 - Other Debts Owed TO the Committee

To enter adebt owed to the committee, double click on thisline on the Summary Page View. Enter
the specific information in the Item Information screen and Choose OK. To enter a payment on a
debt owed to the committee, choose Obligations from the View menu. Find the debt for which
payment has been received and single click on it. Choose Repayment from the Edit menu. Select
the type of repayment from the Type of Deferred Receipt screen and choose OK. Enter the specific
information for the repayment.

C10 - Loans Owed BY the Committee

Thislineisfor display purposes only. The actual loans are entered on line 13 (See above).

D10 - Other Debts Owed BY the Committee

To enter adebt owed by the committee, double click on thisline on the Summary Page View. Enter
the specific information in the Item Information screen and Choose OK. To enter a payment on a
debt owed by the committee, choose Obligations from the View menu. Find the debt for which
payment has been made and single click on it. Choose Repayment from the Edit menu. Select the
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type of repayment from the Type of Deferred Disbursement screen and choose OK. Enter the spe-
cific information for the repayment.

Method of Allocation for Shared Expenses (H1)
To create aschedule H1, double click on Method of Allocation for Shared Expenses (form 3x only)
to open the Item Information screen. (fig. 12) Click on the radio button that corresponds to your
committee. Y our choices are:

1. National Party Committee

2. House / Senate Campaign Committee

3. Non-Connected Committee / SSF

4. State / Local Party Committee

Fill in the information required for your committee. If you choose State / Local Party Committee,
click on the Ballot tab and check the boxes that apply to you. fig. 12

Allocation Ratio for Joint Activity (H2) IR
To create an entry for schedule H2: Allcation | Balat |

= Double click on the Allocation &+ Mational Party Committeel [ Presidential year [653)

Ratio for Joint Activity line at the bot- ™ House ¢ Senate Campaign Committes
tom of the Form 3x Summary Page I Funds espended

View. The Item Information screen Estimated nonfederal % |u
appears. (fig. 13) Actual federal § [0

= Enter the Non Federal percent- Actual nonfedesal § |1
age for the event.

" Mon-connected Committee # S5F
= Select the correct election (Gen-

era, Primary, etc).

E ztimated non-federal % |0
Actual federal [0

= Select the event from the Name Actual non-federal § |

of Event list. If the event has not been

entered into the system, createit by right " State / Local Party Committee

clicking on thelist. Choose Event from

the Typelist and enter the detailson the oK I Cancel Help

Detailstab. Y ou must enter the date of
the event on the special tab.

Select the Schedule H2 tab. Indicate the type of the activity (Fundraising, Exempt or Direct
Candidate Support) and whether the ratio is New, Revised or Same as previously reported.

If you make amistake creating an entry for Schedule H2, you may edit or delete H2 entries
by choosing Obligations from the View menu. Double click on theitem you wish to edit or
single click and press the delete key to delete.
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General Data Entry

you will find that the data entry procedure for aimost al transactions is similar in nature and be-
comes quite instinctive. Occasionally you may be required to report a transaction with which you
arenot familiar. Thefirst step should always be to consult the Campaign Guide for instructions on
how to report the transaction. Once you determine the line number and any other special reporting
requirements, go to the Summary page View and double click on the appropriateline. If you cannot
determine the data entry procedure for a given transaction, call the technical support line listed in
Chapter 1.

Printing and Previewing a Report

Though FECFile 3 is primarily designed as an electronic filing tool, there are times when it is
advantageous or even required to create aprinted report. The preview function ishandy for quickly
checking dataentry in aformat that isfamiliar to most filers, and printing areport can be acomfort-
ableway to check the accuracy of areport before filing. Many committees are required to submit a
copy of their FEC report to State agencies. Though this requirement is in the process of being
phased out, it is still important to be able to create the printed reports when necessary.

To preview areport, select Preview from the File menu or click on the Preview button E]. The
entire report will be presented on screen. Use the scroll bar on theright to scroll through the report.

To print thereport, choose Print from the File menu. The default setting isto print the entire report.

— Printer
Marne: HF Lazerlet 4k Plus Properties |
Status: Heady
Type: HF Lazeret 40 Flus
Where:  MMHTSEYTvmig2E
Cornrment; ™ Print ta file
— Print range —Copiez
% All5 pages Murmber of copies: 1 -
™ Pages Frorm: |1 b |2 | | |
1j zﬂ 3ﬂ st
£ GElEchnn
ak. I Cancel
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To do this, choose OK. To print a single page or a group of pages, click on the Pages button and
enter the starting and ending page numbers you wish to print.

Reviewing a Report Electronically.

Because a filed report can easily be read and manipulated in a spreadsheet, it makes sense to use
your spreadsheet to review or evaluate areport before filing. Perhaps other people in your organi-
zation would like the opportunity to check the report before filing. While this can be done by
printing the report, as outlined above, it is more efficient to use a spreadsheet. Thefirst stepisto
file the report to a diskette. This process is described in Chapter 6 and can be done without offi-
cially filing the report with the FEC.

Once you have the report on diskette, it can be treated like any other datafile. Remember, that it is
acommadelimited file. When you open it in most spreadsheet programs, you must indicate that the
fileis delimited and that it is delimited by commas (as opposed to Tabs, another common delim-
iter). After opening thefile, it will appear and behave like any other spreadsheet file and may be
sorted or filtered as you wish.
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1 After filing areport, create the next report from the Reports View by choosing New from the
Edit menu. Do not choose New from the File menu as thiswill create a new file, and the new
report will not have access to totals from the previous report!

2 Most transactions are entered from the Summary Page view by double clicking on the correct
summary line for the transaction.

3 Some transactions require extrainformation, and special screens and procedures are provided.
L oans, debts, independent expenditures, coordinated expenditures and joint activity transac-
tions are examples of transactions requiring extra information.

4. Transactionsmay be edited by selecting the appropriate View from the View menu and double
clicking on the item to be edited.

5 Specific rules and regulations can be found in the Campaign Guide for your committee type.
These guides are available from the FEC or can be downloaded from the FEC website.

6 Reports may be previewed or printed in the familiar FEC format by choosing File and Print or
clicking on the Print icon.
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There are certain transactions that require extrainformation or special report-
ing procedures. Most of these are reported on standard forms, such as Sched-
ule A, but must be explained more thoroughly or documented to a greater
degree. In electronic filing, these transactions are reported in ways that are,
for the most part, analogous to paper filing. For official descriptions and re-
porting requirements for these special transactions, refer to the FEC Cam-
paign Guide for your type of committee.

Memo Transactions

Memo Transactions are transactions that are included for clarity and to provide detailed informa-
tion. One example of amemo transaction would be a partnership where the partners’ contributions
are listed as memo contributions and the partnership contribution is not a memo. If all were non-
memaos, the total for line 11ai would include double the actual partnership contribution amount.
Another example isa Schedule H4 disbursement for direct candidate support. The single disburse-
ment must be listed on Schedule B, line 23 as an actual disbursement for the Federal share. Memo
entriesfor the candidate beneficiaries are listed on Schedule B, line 23 aswell. In some cases, such
as the partnership example, the memo items are created as a part of the data entry process and you
are not required to create them manually. In others, such as the Schedule H4 example, you must
create the memos on Schedule B, line 23 manually. Creating a memo transaction is the same as
creating an actual transaction, with the added step of checking the memo check box on the Item
Information screen.

In-Kind Contributions

In-Kind Contributions (received)

An in-kind contribution received by your committee is reported by entering two transactions into
FECFile. Itisimportant to enter an in-kind contribution received on both Schedule A, and Sched-
ule B so asnot to inflate the cash-on-hand. Enter the receipt on the appropriate line of the Summary
page View. Enter a disbursement on line 21b (other federal operating expenditures) of the F3x
Summary page View or line 17 (operating expenditures) of the F3 Summary page View.

For each in-kind contribution (received and made), you must enter:
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4 4 4 4 3

The Date of the recel pt/disbursement.

The Amount.

The Election (if required).

The Name and Address of the contributor/payee.

The Description / Purpose of the in-kind transaction.

Example: In-kind contribution received:

John Brown gave an in-kind contribution to the Blue PAC. He donated avideo cameraworth $900
on 3/2/2000. (Assume you have already created and activated the report that covers 3/2/2000 in
your file.)) How would the Blue PAC report this contribution?

a ~ 0w bd PR

7.

Activate the Summary page View.

Double click on line 11a (individual contributions).
Enter 3/2/2000 in the Date field. Press tab.

Enter $900 in the Amount field. Presstab.

Enter the Election by typing the first letter (i.e., G for General, P for Primary, etc.).
*Remember, SSFs |leave this field blank.

Select Brown, John from the Individual/Organization list. If heisnot on thelist, right
click on thelist and create arecord for him.

Type “in-kind, video camera” in the Description / Purpose field. Choose OK.

To create the disbursement that balances the IN-Kind contribution:

8.

0.

10.
11.

12.

13.
14.

Double click on line 21b (other federal operating expenditures) or line 17 (operating
expenditures) from the Summary page View.

Enter 3/2/2000 in the Date field. Press tab.
Enter $900 in the Amount field. Press tab.

Enter the Election by typing the first letter (i.e. G for General, P for Primary, etc.).
*Remember SSFsleave thisfield

Select Brown, John from the Individual/Organization field. 1f heisnot onthelist, right
click on thelist and create arecord for him.

Type “in-kind, video camera’ in the Description / Purpose field.
Click OK.

In-Kind contributions (made)

An in-kind contribution made by your committee is entered into FECFile as a single transaction.

Example: In-kind contribution made:
The Howard Committee made an in-kind contribution of a photographer for a dinner on 5/2/2000,
organized by The George Committee. The service was worth $400. (Assume you have aready
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created and activated the report that covers 5/2/00 in your file.) How would the Howard Commit-
tee report this disbursement?

1.
2.

Activate the Summary page View.

Double click on Operating Expenditures. Thiswill beline 21b of Form 3X or line
17 of Form 3.

Enter 5/2/2000 in the Date field. Press tab.
Enter $400 in the Amount field. Press tab.

Enter the Election, if required, by typing thefirst letter (i.e. G for General, Pfor Primary
etc.).

Select The George Committee from the Individual/Organizationfield. 1f thecommittee
isnot on theligt, right click on thelist and create arecord for it.

Type “in-kind made, photographer” in the Description / Purpose field.
Click OK.

Earmarked Contributions

An earmarked contribution must be reported by both the conduit and the recipient authorized com-

mittees.

Report by Conduit

A political committee that serves as the conduit of an earmarked contribution must disclose the
earmarked contribution regardless of amount. The conduit must comply with special reporting
rules, which vary depending on whether the contribution was deposited in the conduit’s bank ac-
count, or was passed on directly to the campaign in the form of the original contributor’s check.

Schedule A (receipt)

a ~ 0w bdRF

Date the contribution was received by the conduit.

Amount of the earmarked contribution.

Election for which the contribution was designated.

Individual/Organization information (i.e. name, address, employer, occupation).

Candidate designated by the contributor as the recipient “Earmarked to Jay Smith for
Congress, AL 03”. (Thisinformation should be entered in the Purpose / Description
field.)

If the contribution was NOt deposited in the conduit’ s bank account, check the Memo
checkbox.
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Schedule B (disbursement)
Once the committee forwards the contribution to the candidate, the committee must report the
disbursement of the funds on a Schedule B, for the correct line number for the transaction type.

©@ N o o M~ 0w Dd P

Date the contribution was forwarded to the candidate.

Amount of the earmarked contribution.

Election for which the contribution was designated.

Candidate that received the contribution (in the Individual/Organization field).
Name of the contributor in the Purpose / Description field.

Candidate designated by the contributor in the Purpose / Description field.
The words “earmarked contribution” in the Purpose / Description field.

If the contribution was NOt deposited in the conduit’s bank account, check the Memo
checkbox.

Report by the Recipient Committee

The recipient of an earmarked contribution also has areporting obligation. The recipient entersthe
transaction into FECFile as follows:

1. Doubleclick on line 11ain the Summary page View.

2. Enter Date of receipt of the earmarked contribution from that conduit.

3. Enter the total Amount of earmarked contribution from that conduit.

4, Include the Election for which the contributions were designated.

5. Select the Name of the Conduit committee from the I ndividual/Or gani zation drop-down
list.

6. Type “earmarked contribution” in the Purpose / Description field.

7. Click on the Endor sement tab.

8. Double click on the names of the Individuals whose contributions are included in the
conduit contribution (if they are not on the list, add them).

9. The names of the individuals that were selected appear in the second box.

10.  Double click on the namesin the second box.

11. Enter the individual’ s share of the earmarked contribution.

12.  Click OK.

13. Repeat steps 10 and 11 for each contributor represented in the conduit contribution.

14.  Click OK.
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Note - All of the names selected in the Endorsements tab will be Memo items, and will not inflate
the totals for the report.

Reattributions

The entire amount of the original contribution should be entered into the program (if it
has already been created, don’t enter it again) by double clicking on the appropriate line
of the Summary page View (most likely line 11a).

Fill in the Date, Amount, Election, etc.

Create another contribution on the sameline, for the same person, using the reattributed
amount as a negative number (cloning the original transaction will save time and ef-
fort) .

To indicate that the transaction is a reattribution, type “Reattribution” in the Descrip-
tion field.

The third transaction is on the same line as the other two, and is a positive contribution
for the reattributed amount.

In the Individual/Organization box, select the person to whom the amount is being
reattributed.

In the Description field, indicate that the transaction is a Reattribution.

Redesignations

To redesignate a contribution (Schedule A) to a different election:

1.

Enter the original contribution into the system. If it already exists, don't create another
one.

From the Receipts View, right click on the contribution to be redesignated, and choose
Clone.

Change the date of the cloned contribution to the date of the redesignation, and the
amount to the negative of the amount you wish to redesignate.

In the Description/Purpose field, indicate that this is a redesignation and note the date
of the original transaction.

Close and save this transaction.
Right click on the newly cloned transaction and choose Clone again.

This time change the reporting period to represent the election that the transaction is
being redesignated to. Change the Amount from negative to positive. Close and save
the transaction.

To redesignate a contribution to another committee (Schedule B) to a different election:
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1 Enter the original disbursement into the system (Form 3x, Line 23). If it already exists,
don’t create another one.

2. From the Disbursements View, right click on the disbursement to be redesignated, and
choose Clone.

3. Change the date of the cloned disbursement to the date of the redesignation, and the
amount to the negative of the amount you wish to redesignate.

4, In the Description/Purpose field, indicate that this is a redesignation and note the date
of the original transaction.

5. Close and save this transaction.

Credit Card Payments

Reporting disbursements that were made via credit card requires an entry for the payment to the
credit card company and individual memo entries for each purchase made with the credit card.

Operating Expenditures

1.

Report the payment to the credit card company on the appropriate line (17 for Form 3,
21b for Form 3x).

Enter the Amount, Date, Election, and Purpose for the payment to the card company.

Click on the Endorsements tab. Find each vendor on the list of organizations and add
it to the list below by double clicking. If avendor is not on the list, right click on the
box and create an entry for it. Once the vendor record is created, double click oniit to
add it to the lower list.

Doubleclick on each vendor in thelower list box an enter the Date, Amount, and Descrip
tion of the actual purchase.

On the report, the payment to the credit card company will be reported as a disbursement followed
directly by memo entries for each separate credit card purchase.

Credit Card Paymentsfor Schedule H4
If the payment isrelated to an allocable shared activity, and as such isreported on schedule H4, the
procedure is different.

=

=

The payment to the credit card company is made in the full amount of the payment
as described for line 21a

Theindividual purchasesare entered on line 21aal so, but the Memo box must be checked
and the word Memo should be included, along with the description of the purchase, in
the Description / Purpose field.
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Payroll Deductions

Payroll deductions (contributions to the committee made via payroll deduction) are reported on
schedule A, line 11a. Unlike other contributions, they require extrainformation in the Description
/ Purpose field.
= The words “Payroll Deduction” should appear with an indication of the frequency and
amount of the deduction such as “bi-weekly $25”.

While payroll deductions may be reported as separate transactions, they may also be combined. For
example, Marie Jones may contribute $25 by payroll deduction six times during areporting period,
and the deductions may be reported as $150 on the day of the last payroll deduction with a Descrip-
tion line entry “Payroll Deduction $25 bi-weekly.”

Payroll deductions may be entered into FECFile three different ways:

= Importing - If theinformationisreceived on aregular basisfrom an accounting officein
an electronic format, it may be possible to import the information each timeitisre-
ceived.

= Cloning - If the number of payroll deduction contributions is not too great, cloning
can be used to speed up the manual data entry process.

To cloneatransaction, go to the View that displays that transaction, in this case the Receipts View,
and right click on the transaction and choose Clone. This will create an instant transaction that is
identical to the one selected on the screen. Y ou must then change any information that is not the
same asthe previous one, such asthe date and perhaps the amount. This method workswell if there
are not too many transactions.

= Individual Transactions - Payroll deductions may also be entered one at atimelike any
other contribution but with the availability of cloning, however thisoptionisclearly not
the most efficient method.

Exempt Legal and Accounting Fees

Exempt legal and accounting fees should be entered on Line 11a. From the Summary page View,
double click on Line 11a and enter the correct Date, Amount, and Election information. In the
Description field, enter “Exempt Legal Fees’ or “Exempt Accounting Fees’ and check the Memo
checkbox. It isimportant to check this box to prevent the amount from appearing in the summary
inthe Line 11atotals.

Partnership Contributions

Partnership contributions must be entered so that the entire amount of the contributionislisted asa
receipt and the contribution of each partner is listed separately asaMemo entry.

= Double click on line 11a on the Summary page View, and enter the date received, the
total amount of the contribution, the election, and select or add the partnership in the Indi-
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vidual /Organizations box (see Chapter 4 for details).
= Click on the Endorsementstab (fig. 1).
Each of the partners that participated in this contribution must be added to the endorsements list.

= If the partners are . : no 1
aready onthelist, double ikl 2]
click on each one to add Detailz:  Endarsement |
them to the box below the
list. If apartner hasnot yet — Splits
been added to the list, M CIME AL IFE M :m
right click on the list and Barkley, Gene - 444 Washington Steet. .. j
create an entry. Double Jones, Robin - Rt 2 box 444,
click on newly entered Martin, Reed
partnersto add themto the arnith, Jones and Barkley, LLP - 123 Business Strj
box below the list. 1000.00, Barkley, Gene =]
Once all the partners have 1000.00, Jones, Robin
1000.00, Srrith, Mary hd
been added to the box, you
mustind catethe_amount they Date due Bate of interest
are each responsiblefor.
™ | Secured
= Double click on
each partner in the lower Admir. sub-total : I= | ippnse
box, and enter the correct
amountinthe amount
field of the Subitem Infor- OF. Lancel | Help
mation screen.

The partnership contribution will be reported as a receipt and the partners’ contributions will be
reported as memo entries.
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2

L% Review - Chapter 5

In-kind Receipts require entry of the receipt and a corresponding disbursement.

Earmarked receipt dataentry for conduit committees varies depending on whether the

check was deposited by the conduit before being transmitted to the candidate.

3

Reattributions and Redesignations require multiple transactions to be created. Using the Clon-
ing feature reduces time and effort involved.

Credit card payments of operating expenditures use the Endorsement tab to list the vendors.

Payroll deduction contributions can be imported, if they are available as a comma delimited
text file. Otherwise, the cloning feature can save time and effort.

Exempt legal and accounting fees are entered as Memo entrieson Line 11a.

Partnerships are entered using the Endorsements tab to list the partnersand their individual
shares of the total contribution.
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Chapter

Filing Your Report

When all transactions have been entered for a given report, and the deadline for reporting is draw-
ing near, it is a good time to take inventory of the pieces of the reporting puzzle that must be
assembled in order to file electronically.

= You must have your FEC electronic filing password. Without this, you cannot file.
Call the FEC electronic filing office if you do not have or cannot remember your pass
word.

N

= Y ou must have amodem or a network connection to the Internet. (Unless you intend to
file via diskette).

= Your report must pass validation.

Sgning and Dating the Report

If thereport isnot prop- fig-1
RN ELe L s A1l R eport information
will generate Level 12
errors in the validator, Type  Detals | Speciall
and uploading will not
be possible. If you are From {O7/01/1333 To |12431/1333
not ready to actually _
upload the report, but Election
want to validate it, you |7 State {NDHE;"UHkHDWﬂZj Date
may want to leave the
report date blank. If you
enter thereport date, the Filed on Filing [D
report will be locked Sianed b
and no further data en- 21 Y
try will be allowed un- <MOMNE ADMEMN DW=
til the date is removed. CHUMLEY, ADAM
Churnley, Mary Jane hl

= To “sign”

and date the report,

select File Report

from the edit mgnu. e Laliieel el

This can be done with
any View active (fig. 1). The date range of the report will be grayed out and cannot be changed.
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Thisinformation was entered when the report was created. The election information is only avail-
able for pre- and post-€election reports.

= Enter the actual date the report will befiled in the Filed on field.

= TheFiling ID isonly used for amendments, and should be blank for new reports. For amended
reports, enter the filing number of the report being amended.

= IntheSgned by list, fig. 2
assistant treasurer who

will “sign” the report.
This may have been
done ear”er When the ....................................................................
report was created. If
not, select the correct in- [T Thiz report discloses a new committee address.
dividual fromthelist or

add them by right click-
ing in thelist box. |' Thiz report dizclozes activity for

Type | Details SDEciall

I | e conmmittes iee mulreandidate cammites:

[~ Primary [~ Gereral [ Bunoff [T Special

= On the Special tab,
check all boxesthat ap-
ply (fig. 2). If the com-
mittee filesform 3x, all
of the boxes will be
available. If not, the
multi candidate box will
be grayed out.

aF. Cancel Help

I=] Validation

Thevalidation process|ooksfor errorsand omissionsin your report. It does not evaluate your filing
for correct reporting practices, but it will alert you to missing information, such as employers and
occupations, or failure to designate a signatory for the report.

= Tovalidate your report, select Validator from the View menu or click on the Validator button

on the toolbar. See Chapter 3 for detailed information on the validator report. Once the errors
reported by the validator have been rectified, you are ready to upload the report.

2] Uploading the Report

To begin the upload process:

= Choose Upload from the File menu, or click on the Upload button on the tool bar.
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= |If your report has not been validated, the upload process automatically runs the validator.
= If errors are found that are level 8 or higher, you will not be allowed to upload the report.

= If errors are found that fig. 3
are below level 8, you will RIS Eq |
receive a warning on the

screen that notifies you of ~ Upload | Configure |
the errors and asks if you
wishtocontinue. Itisadvis-
able to correct as many of
theerrorsaspossible before |D [CO0Z22455
filing.

— Filer infarmatian
Paszsword

Fax

= If noerrorsarefound, or e-mail
you indicate that you wish
tofilethereport with errors, — Filing Method

the Upload Settings screen o TERIE  Diskp A -
appears (fig. 3. LT

Password Thiz filing ametnds I

1=

The Password is required 4 Cancel Help
and must be obtained from
the FEC electronic filing
office. (See Appendix I)

ID

The ID is your committee ID which should aready be in the system. If not, enter your 9 digit
committee ID (the one that starts with “C00”).

Fax and E-mail

A Fax number and/or Email address is required. Thisishow you will receive the confirmation that
the report has been received by the FEC. If you enter both, you will receive both.

Filing Method
TCP/IP

This option sends your report to the Commission viathe Internet. Thisisthe simplest way to send
the report if you are connected to the Internet and have no security measures in place that would
prevent you from uploading viathe Internet. The configure tab has information the software uses
to communicate with the FEC electronic filing system. The TCP/IP host name should be
fecef1.sdrdc.com (all lower case), and the Agency I D should be FEC (all upper case). The software
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defaults to these settings. If they are changed, they must be reset to the defaults in order to upload
the report.

Dialup fig. 3

The Dialup option utilizes | B |

adirect modem-to -modem

. Configure
communication between Upload d |

your computer and the FEC — PGP information

electronic filing system. It Uszer ID ISDROMLDT
is slightly less convenient -

than TCP/IP because it re- Public keyring file

quires some specia infor-
mation on the configuration
tab (fig. 4) that may not be
readily available. This op- COM part |-
tion can be used for filers
who have no Internet con-
nection or those who have TCPAP hiosthame (i
special firewall or proxy
server restrictions against
uploading files via the
I nternet. 0K

Private kepring file

Baud rate

Agency D

Cancel | Help

COM port

The Com port setting de-
faults to port 2. This is the fig. 4
most common port used by

modems. If your modem [ELaALE |
does not use com port 2, :
change to the correct com |~ HPload Configure |

port. — PGP infarmation
User ID |SDRDMNLD

Baud rate
The default Baud rate is Public keyring file
19200. Thisisanindication _ -
of the speed with which the Private keyring file
modem transfersdata. Y ou
can set this to match your COM pu:urtIE
g;”{:ﬁgﬁgfpeed but do ot Baud rate [19200

Dialup sting [ATDT12027372293
Dialup string
TheDialup stringisaseries Agency |0 |FEC
of letters followed by a
phone number. Thisinfor-
mation is passed to your Ok Cancel Help
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modem to enable it to connect with the FEC modem pool.

Agency ID
Thisinformation is used to direct the filing to the proper part of the electronic filing system.

Diskette (A: or B:)

If, for whatever reason, the Internet or aphonelineisnot available, the reports may be submitted on
diskette. Insert ablank diskettein the diskette drive and select A: or B:, whichever oneiscorrect for
your computer. Choose OK. The Diskette should be mailed along with a signed summary page to
the FEC. Diskette filings require an actual signed summary page because there is no way to trans-
mit the password via diskette.

NOTE: Diskette filings are subject to the same deadlines as paper filings!
During the Filing Process

When you choose OK, thefileis uploaded to the FEC electronic filing server. On your screen you
will see a series of messages telling you what is happening. If at any point during the process,
something is found to be incorrect, the process will be terminated and the word FAILED will
appear at the bottom of the screen. The most common failures are incorrect passwords (The pass-
word IS case sensitive) and uploading without first connecting to the Internet (TCP/IP only) . If the
upload process generates a FAILED message at any point, call Tech Support.

!_.' zdvvlpev |.FEC

Tploading D:hs3vwlpew. 3. FEC
Using TCE/IP
Microsoft WMindows Sockets Versionm 1.1.
Connecting to fecefl.sdrdec. com: 667
Tdentifying DISCLOSRE =zerwvice
Tdentifving agency FEC
Peceiving serwver public kevy
Preparing to upload
Tploading
Serwer response © ERROR: Password I=s Not Walid
Failed

If the password is correct, and there are no other reasons to reject the file (the Validator usually
eliminates most other problems), the last line of the message is Succeeded. At this point you know
that your file has been received by the FEC. This does not mean that the file has been accepted! If
thefileisaccepted, you will receive afax or email within afew minutes notifying you that thefiling
was accepted. If you don't receive this notification, you should call the electronic filing office
immediately.
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When you receive your notification you will recognize it as the same printout that the validator
provided. It should in fact be nearly identical. The MD5 Checksum number should match exactly.

Example: [ MDE checksum = dbf32F0EldelbbeldesZ fdd9c027286b ]

The only difference between this notification and the one you print out from the validator is the
addition of ablock of information about filing date and time and a Filing ID number. This number
is assigned when the report is received and it is important. If you find that you must amend this
report, you must provide the Filing ID of the report. Once you know the Filing 1D, you should
choose File Report from the Edit menu. Enter the Filing ID inthe Filing ID field. By following this
procedure, the Filing ID will bein placeif it is ever needed.

NOTE: TheFaxed or emailed receipt isyour official receipt and should be kept just
asyou would keep a certified mail receipt. Thisis proof that you filed your report.

Review - Chapter 6

1 Password! You must have a password to file electronicaly.
2 Youmust “sign” the report by indicating the treasurer or assistant treasurer.

3 Entering aFiled on dateisrequired prior to filing, but doing so does not upload your report to
the FEC!

4 Reports may be uploaded viathe Internet or by direct modem connection.

5 Whenareport is uploaded and accepted by the FEC, you will receive afax or email confirma-
tion. If you do not receive the confirmation, call the FEC electronic filing office!
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Chapter

Amendments and 48-hour notices

There are two types of reports produced by FECFile that are related to the Form 3 and Form 3x
reports. An amended report is based on a previoudly filed report and a 48-hour notice is a special
report that containsinformation that will be reported on the next Form 3/3x report filed. In FECFile,
both require that a current or previous report be available on the Reports View. Little additional
dataentry isrequired for these reports, as the bulk of the information is often already entered.

Amendments

ONLY ELECTRONICALLY FILED REPORTS CAN BE AMENDED ELECTRONI-
CALLY!

If the report you are amending was originally filed on paper, you cannot file your amendment
electronically.

When you filed your original report electronically, you received afaxed or emailed confirmation
from the FEC that included a Filing ID number. The Filing ID is in the format “FEC-XXXX”
where the Xs represent numbers. Y ou will need this number when filing an amendment.

Creating an amendment

= Go to View, and Reports.

= Right click on the report you wish to amend and choose Amend. The report screen
that opens should already have most of the correct information.

= If the treasurer’ s name is being changed as part of the amendment, change it here.
= If the Filing ID field is empty, enter the Filing ID of the report being amended.
= Choose OK to create the amended report.

Now you should have anew report on your ReportsView. The new report should be the same asthe
original except the name of the report has been changed form“N” to“AC” to indicate and amended
report.

M odifying transactions for the amendment

Transactions that were incorrectly reported in the original report can now be corrected.

= Go to the view that contains the incorrect transaction (e.g. Receipts, Disbursements),
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and find the transaction you wish to edit.
= Right click on it and choose Correction.

= In the Item Information screen, make the necessary changes to the transaction. Choose
OK. Notice that the original transaction is marked out but can be seen for reference
purposes.

Adding new transactions for the amendment

Adding new transactionsto an amended report isthe same as adding new transactionsto an original
report. Go to the Summary Page View and double click on the line that represents the new transac-
tion. Enter the data as per the instructions in chapter 4.

Deleting transactions from an amended report

To delete atransaction from an amended report, go to the view that displays the transaction, single
click on the transaction, and choose Delete from the Edit menu.

Filing an amended report

An amended report isfiled like a new report - with one exception. The Filing ID must be entered
into the Filing ID field on the Upload screen (choose Upload from the File menu). This is the
number that was emailed or faxed to you on your filing confirmation from the original filing.
Without this number, you will not be alowed to upload your file.

Previewing amended reports

By choosing Preview from the File menu, or choosing the Preview button on the control bar, you
can preview your amended report just as you would preview an origina report -- with one impor-
tant difference. While the default setting is to preview the entire report, you may also choose to
view only the amended items by selecting Amended only from the View menu. Thisis only avail-
ablewhile previewing an amended report. Youwill seealarge“C” for changed transactionsand an
“A” for added ones. When thefileis uploaded, it includes all transactions, not just altered or new
Oones.

48-Hour Notices (Form 6)

Only candidate committeesreport a Form 6 to the FEC. If you arefiling Form3 electronically, you
will have the option to select 48-Hour Notice (Form 6) from the Reports View. If you arefiling
using Form3X you will not have this report type available to you since it is not applicable.

To create a48-Hour Notice (Form 6)

The transactions that are reported on a Form 6 are also reported on the next scheduled report. For
example, Vicky Haskell contributed $1,000 to your committee on October 25, 2000. Y ou enter this
contributionin the January 31Y ear-End report (Y E) which, inyour situation, covers 10/1/00 through
12/31/00 (these dates are just an example). The contribution from Vicky will be reported in your
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total individual contributions on thisreport. In addition, the FEC requires you to submit a 48-hour
notice for this contribution since it is $1,000 or more and it was received within 20 days of the
election.

In FECFile, transactionsare not created on Form 6. All transactionsthat are reported on Form 6 are
created on Form 3. Enter all such contributions in FECFile by selecting the correct Form 3 report
from the Reports View. Select the Summery page View, and add the transactions by double
clicking on the correct line as described in Chapter 4.

Create the 48-Hour Notice:

1 Open the Reports View.
2. Choose Edit and New.

3. Select 48-Hour Notice (Form 6) from the report type list. This will be the last report
typeonthelist. Enter the information on the Detailstab (i.e., State - thisis the state where the
committeeisregistered; Date - date of the el ection; Sgned by - select the name of theindividual
from the drop down list who will be signing this report).

4, Highlight the report (defined as F6 in the type column) from the Reports View.

5. Go to the Receipts View and select the contribution that should appear on the 48-hour
notice (in the example above, Vicky Haskell on 10/25/00 for $1,000). Click the transaction
once so it is highlighted.

6. Go to Edit on the menu bar and select Clone. Y ou have the ability to change any of the
information about the transaction. However, all theinformation should bethe same. Noticethe
Memo box hasacheck mark. Itisimportant to record these transactions as Memo items so that
your committee' stotal contributions are not inflated. Remember, the receipt will also be sub-
mitted in the next report (January 31 Y ear-End report in the example given above.)

7. Repeat steps 4 and 5 for each transaction to be reported.

Delete - If you selected a transaction to be sent to the 48-hour notice erroneously, the transaction
can be deleted. Find the transaction in the Receipts View. These transactions will have Memo in
the Line# column and N/A inthe YTD column. Highlight the transaction. Go to Edit on the menu
bar and select Delete. Click Yes when you are asked if you are sure you want to del ete the transac-
tion. (Thiswill not delete the contribution from the Form 3 report. It will only be removed from the
48-hour notice).

Modify - Y ou can modify atransaction that was sent to the 48-hour notice. Find the transactionin
the Receipts View. These transactions will have Memo in the Line# column and N/A inthe YTD
column.

= Highlight the transaction.

= Go to Edit on the menu bar and select Modify.
= Make the necessary changes.
=

Click Yeswhen you are asked if you are sure you want to replace the transaction. (This
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will not modify the contribution from the Form 3 report. It will only be modified in the 48-hour
notice.) To modify the original transaction, select the correct Form 3 report from the Reports
View. Select the correct view for the transaction (Receipts, Disbursements, etc.), find the trans-
action and edit it. The original transaction will not be marked as a Memo.

Review - Chapter 7

1 Only electronically filed reports may be amended electronically.
2 Amended reports require the filing number of the original report.
3 Forty-Eight Hour Notices can only be created from an existing Form 3 report.

4 Amendments and 48-hour notices are uploaded just like any other report.
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|mporting Data

Many people use computers to maintain information regarding receipts
and disbursements related to running a campaign, PAC or party, even
though reports filed with the FEC are completed by hand. If thisis the
case for your committee, you may be able to import your transactions
from al previousreportsin the current year so that your individual aggre-
gates and calendar-to-date figureswill be correct (see Chapter 2). Even if
you begin electronic filing with your first report of the year, the ability to
import names and addresses from previous reports can save agreat deal of
time and effort. An import routine has been included with the FECFile
program that in many cases will allow the user to bring information from other programs into
FECFile. If the number of previoustransactionsissmall, it may be better to enter it into the system
manually. This gives the user the opportunity to learn the software while actually preparing are-
port. If the data entry would be too extensive, it may be best to import it.

NOTE: Only schedule A and schedule B may be imported into FECFile. Thisincludesall linesfor
these schedules. Schedules C, D, E, F and H must be entered manually.

Preparing an Import File

Contributions and disbursements must be imported separately, and cannot be included in the same
import file. Before being imported into FECFile, data must be placed in aflat file, comma delim-
ited format. This may be done easily from many software packages, including spread sheet, data
base, and committee management programs. In many such programs the data may be saved as a
comma delimited file by choosing “Save as’ from the file menu, and indicating “Comma Delim-
ited” or “ASCII text”. Check the help systems or tech support for the software you usefor detailed
instructions. For the data to import properly, it must conform to the format described below.

It is not necessary that every column named below be included in every comma-delimited import
file. Default valuesare used for columnsthat are not included. A date column, an amount column,
and (at least) alastname column must always be included. Contributor type or payee type should
also beincluded. It is used to determine the proper method of displaying the name of the contribu-
tor or payee. If it is not included, the imported records will be assigned IND (individual).

Schedule A

Name Description

CTRB_TYPE Contribution type

CTRB_DATE Date, in CCYYMMDD format (e.g. 19981231)
CTRB_AMT Amount
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CTRBTR_TYPE
CTRBTR_LNAME
CTRBTR_FNAME
CTRBTR_NMPFX
CTRBTR_NMSFX
CTRBTR_ADDR1
CTRBTR_ADDR?2
CTRBTR_CITY
CTRBTR_ST
CTRBTR ZIP
Name

CTRBTR_EMP
CTRBTR_OCC
CTRB_ELEC
CTRB_ELECD
CTRB_MEMOTEXT

Schedule B

PMNT_TYPE
PMNT _DATE
PMNT _AMT
PMNT_PURP
PAYEE_TYPE
PAYEE_LNAME
PAYEE_FNAME
PAYEE_NMPFX
PAYEE_NMSFX
PAYEE_ADDR1
PAYEE_ADDR?2
PAYEE_CITY
PAYEE_ST
PAYEE_ZIP
PAYEE_OFF
PAYEE_OST
PAYEE_ODIST
PMNT_ELEC
PMNT_ELECD
PMNT_MEMOTEXT

Contributor type

Contributor last name

Contributor first name

Contributor name prefix (e.g. Mr. Ms)
Contributor name suffix (eg. Jr., Sr.)
Contributor address, line 1
Contributor address, line 2
Contributor address, city

Contributor address, State
Contributor address, ZIP code

Description

Contributor employer

Contrbutor occupation

Election-type code

Election date

Text description related to this contribution

Payment type
Date, in CCYYMMDD format (e.g. 19981231)

Amount

Purpose of this payment

Payee type (1)

Payee last name (or organization name)
Payee first name

Payee name prefix (e.g. Mr. Ms)

Payee name suffix (eg. Jr., Sr.)

Payee address, line 1

Payee address, line 2

Payee address, city

Payee address, State

Payee, ZIP code

Federal office sought by payee, if candidate
State in which office is sought

District in which office is sought
Election-type code

Election date

Text description related to this contribution

Contribution types available are:

SA_CTRBI Contribution from an individual (default)
SA_CTRBP Contribution from a Political Party Committee
SA_CTRBA Contribution from other political committee (PAC)
SA_CTRBC Contribution from the Candidate (Form 3 only)
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SA XFER Transfer from other affiliated committee
SA_OFST Offset to operating expenditure
SA_RFNDRefund of federal contribution made
SA_OTHR Other (dividend, interest, etc.)

Contributor and payeetypesavailable are:
???Unknown

CAN Candidate

CCM Candidate Committee

COM Committee

IND Individual (aperson). (default)

ORG Organization (not a committee and not a person)
PAC Political Action Committee

PTY Political Party Organization

Disbursement typesavailable are:
SB_XPND Operating Expenditure (default)
SB_XFER Transfer to affiliated committee
SB_CTRB Contribution to a candidate
SB_OTHER Other expenditure

Federal Office sought by payee

?

T WwzI

All Dates must be in the format, CCYYMMDD (e.g. 1999/12/31 for Dec. 31, 1999).

Unknown

House

Senate

President/Vice President

Examples of import-ready filesmay befoundinthe FECFILE3/CSV2DCF3 directory. SCHA.CSV
contains schedule A transactions and SCHB.CSV contains schedule B transactions. Y ou may use
these files as guides when creating your own import files.

| mporting

m\
7

Always Back Up Y our File Before Importing!

In order to import the transactions into FECFile, you must have or create areport in FECFile that
covers the date range of the imported data. The report may aready exist or you may create a new
one. Thisis done within FECFile 3 (see Chapter 3 for details). Once you have afile to import and
areport into which to import the file, you are ready to import. If FECFileis open, closeit before
importing.

Chapter 8
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= To start theimport program, go to Start, Programs, FECFile3 and choose CSV2DCF.

4

Thiswill start the import program which is separate from the FECFile program.

= From the File menu, choose Open and select the .dcf file that contains the report into
which you wish to import data.

= Choose the A button or B button from the toolbar to correspond with the type of

transactionsin your file.

= Select the file to import and choose Open.

= Thefile type defaultsto CSV. If your file has a different extension, choose All Files
from thefile type list. The transactionsin file will be imported.

Duplicate Records

During the import process, each
transaction is evaluated in an ef-
fort to ensure that the correct per-
son, or entity, iscredited with the
transaction. The name and ad-
dress information is compared
with the names and addresses in
the.dcf file. When an exact match
is found, the transaction is cred-
ited to the existing record. When
asimilar recordisfound, the Fin-
ish Partial Match screen appears

(fig. 1).

The first column displays infor-
mation about arecord that aready
existsinthe.dcf file. It may have
been present prior to the import,
or it may have been created asthe
result of an earlier transaction in
the current import file. The sec-
ond column displays the details
of the new transaction. If you de-
cide the New Item and the Exist-
ing Item represent separate enti-
ties and should not be combined,
choose Continue. If the New Item
represents the same record asthe
Existing Item, with perhapsanew
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address or amisspelling, choose Merge and the new transaction will be added to the existing record.
If the New Item has information, such as an updated address, that should supercede that in the
existing item, click on the “<<* button for each piece of information to be updated or click on the
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“<<<* button at the bottom of the screen to replace the Existing Item information with that from the
New Item.

If you have begun making changes on the screen, and wish to undo the changes, click on the Reset
All button.

When the import is finished, go to File and choose Exit. Save the file. When you open FECFile
again, and open the file into which you imported the new data, you will find the information there
when you view the summary page, receipts or disbursements.

Payroll Import

If your committee receives contributions via payroll deduction, and the information is provided to
youin electronic format, it may be possibleto import theinformation on aregular basisinto FECFile.
The best option isto have the information formatted correctly by your payroll or accounting office.
If thisisnot possible, you may be able to make modificationsto the file using whatever spreadsheet
or database management software you prefer. See the format descriptions earlier in this chapter for
details. Imported payroll deduction transactions will be entered as separate transactions, as op-
posed to lump sum transactions, but only those that exceed the Calendar-to-date itemization thresh-
old will be reported on line 11a.

| mporting Names and Addresses

All importing must be done in relation to schedule A or B. There is no direct name and address
import feature, but by assigning an arbitrary date and amount to the names and addresses, and
importing them as transactions, the desired result can be achieved. After the import, the transac-
tions can be purged from the system, and only the names and addresses will remain.

Always back up your .DCF file before importing!

= In FECFile 3, create areport to contain the imported transactions. This must be created
in the file that you will be using for your FEC reports. The dates are arbitrary for this
report and it will be deleted after the import, but it is best to create an older report, such
as a 1990 year-end report.  (1/1/1990 to 12/31/1990)

= Close FECFile 3 and save thefile.

= Create acommadelimited filewith all the information you want to import. (Refer to the
beginning of this chapter.) This can be a schedule A or aschedule B import file. This
example uses column names for schedule A. Create columnsfor:

Last name city occupation

First name state date
Addressline 1 zip amount
Addressline 2 employer contributor type
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= If you do not have information for one of these columns, you may leaveit out. If you do
not include contributor type, however, the names may not display properly. Refer to the
Contributor Typelist earlier in this chapter. Fill the dates with 19900101 (Jan 1st 1990)
or any other date in the report date range and fill the amount column with zeros.

= Using the CSV2DCF import program, open your .DCF file (the one you are importing
into), and open the import file (the one you created).

= When the import isfinished, close CSV2DCF and save the .DCFfile.

= Open FECFile 3 and open the .DCF file into which you imported the names and ad-
dresses. Y ou will see the names and addresses listed in the Individuals and Organiza-
tions View.

Next, remove the transactions and the 1990 report from FECFile 3:
= From the Reports View, right click on the 1990 report and choose File Report (A report

must have afiled on date beforeit can be purged). Enter 1/1/1991 inthefiling datefield,
and close the report screen.

= Right click on the 1990 report, and choose Purge. Thiswill remove all of the “zero”
contributions and delete the 1990 report, leaving behind only the names and addresses
that were imported with them.

Review - Chapter 8

1 Transactionsfor Schedule A and Schedule B can be imported.

2 Theimport file must be in acomma delimited format.

3 Most spreadsheet and database software can produce comma delimited files.
4 The column headers must be correct in the import file.

5 Potentia duplicate records are automatically displayed. Y ou make the determination whether
they are actual duplicates, or just similar records, and the transactions are imported accord-

ingly.

6 Names and addresses can be imported by treating them like transactions.

Page 84 Chapter 8




Password Request L etter

Appendix

Thisis asample password request letter. It should be written on official committee |etterhead and be
signed by those for whom a password is requested. Fax the request to 202-219-0674. For assis-
tance, call 202-694-1293.

* * * * * * * * * * * *
[DATE]

Federal Election Commission
Attention: Electronic Filing Office, Room 428

This document serves as an official password request for the purpose of filing electronic reports
for [ ENTER YOUR COMMITTEE NAME]. The FEC-assigned, 9-digit Committee ID for this
Committee is[ENTER YOUR COMMITTEE ID (e.g., C98123456)].

Y ou may contact me at [ENTER YOUR VOICE PHONE HERE].

| represent that | have the authority to sign FEC reports for the above named committee.

Sincerely,

[PRINT TREASURER’'S NAME] [TREASURER'S SIGNATURE]
[PRINT ASSISTANT TREASURER'SNAME [ASSISTANT TREASURER'S
(IF APPLICABLE)] SIGNATURE (IF APPLICABLE)]
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I I FrequentlyAskedQuestlons

Appendix

Thefollowing isalist of answersto the most frequently questions received by the technical sup-
port staff. the questions are divided into categories to make it easier to find the situation you are
looking for.
Filing reports:
Q: What is the deadline for filing an electronic report?
A: Electronically filed reports are due BEFORE midnight of the filing deadline day. The files
are considered to be received when they have been entirely uploaded to the FEC. This means

that if you begin the upload process one minute before midnight, and it is completed one minute
after midnight, it has NOT been filed on time and is considered |ate.

Q: Should I file on paper aswell as electronically?

A: No. Pleasefileonly electronically.

Q: Can | email my filing to the FEC?

A: No. The file must be uploaded following the procedures outlined in this manual .

Q: How do | know the FEC has my filing?

A: Youwill receiveaconfirming fax, email or both within afew minutes of filing your report.

Q: If I amrequired to send adocument such asasigned loan instrument from abank, how do | send
it?

A: In cases such as these where actual documents are required, you must send them to the FEC
by conventional means. While they must be delivered promptly, they are not subject to the

same deadline as the electronic filing and would not be considered late if they are received
promptly. They will be scanned and displayed with the filing on the FEC website.

Q: What do | doif | forget my password?

A: Your password is private, and thus the FEC cannot look it up for you. If you forget your
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password, you must request a new one following the same procedures as for the original pass-
word. See Appendix 1 for a sample password request |etter.

Q: If 1 upload areport and do not receive afaxed or emailed confirmation, what should | do?

A: All successfully filed reports should generate afax or email or both to confirm that the file
has been received and accepted by the FEC electronic filing system. If you do not receive this
confirmation, it means one of three things:

1 The upload process was not completed. If thisis the case, there will be an on-screen
message stating that the upload process failled and indicating the reason, such as a bad
password or lost Internet connection. Even though theinformationis presented on the screen,
it is sometimes not read carefully by the filer who assumes the filing went through. Pay
attention to the messages! These problems are usually easy to deal with.

2 The upload process was completed but, the filing was rejected by the electronic filing
system. If this happens, there will be a clear message on the screen indicating why thefile
was rejected. Again, pay attention to the messages on the screen during the upload process.
Make the necessary changes to the file and upload it again.

3 Theupload process was completed and the file was accepted, but no email or fax was
received. Inthiscase, the culprit isusually an email or faxline problem at the receiving end.

In any of these cases, if you did not receive confirmation, you should assume that your filing was
not completed properly. You can check the FEC website, www.fec.gov, to see if your filing is
there. It should be there within afew minutes of filing in most cases. Evenif itisthere, CALL THE
FEC ELECTRONIC FILING OFFICE! The confirmation isyour actual receipt for filing, and you
must receiveit. If the filing was not properly uploaded, we can help you figure out why so you can
upload thefile. If it was properly uploaded, we can issue you afax or email receipt manually.

Data Entry
Q: How do | force atransaction to itemizeif it is below the itemization threshold?
A: Single click on the transaction in the appropriate view and choose Itemize from the Edit

menu. This will force an unitemized transaction to be treated as an itemized one. This menu
choice toggles, so if you select it again, it returns the transaction to unitemized status.

Q: How do | enter outstanding debts from previous years?

A: You must create separate reports to cover those years. Enter the original debts or loans on
the correct dates. Payments prior to the current year may be made asasingle lump sum payment
in the same report as the debt is entered. See Chapter 2 for details.
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Q: How do | enter Loan or Debt repayments?
A: Loan and Debt repayments are among the few transactions that are not created through the
Summary page View. To enter arepayment, you must already have created the Loan or Debt by
clicking on the correct line of the Summary page View line. Choose the ObligationsView and
right click on the debt or loan that is being repayed. Choose Repayment from the menu. (This
can also be done by choosing Repayment from the Edit menu.) Thiswill create a payment that

islinked to the original obligation, so that schedule C or D will report the correct outstanding
balance.

Q: Can | import my schedules regarding loans, debts or shared allocable activities (Schedule H?)

A: No. The CSV2DCF Import program only appliesto Schedules A and B. No other schedule
can be imported.

Q: | chose the wrong report type when | set up my report. How can | changeit?

A: Unfortunately you can’t change areport type. Try calling Tech Support; they may be ableto
changeit for you.

Previewing and Printing
Q: Can | print alist of contributors from the software?

A: No lists can be printed directly from the software. Only the FEC report can be printed.

Q: Why, in the preview, do | not see all the contributions | have entered?

A: The preview will only list Itemized activities.

Q: When previewing an amended report, can | preview amended items only ?

A: Yes. When previewing, choose Amended Only from the View menu.

General
Q: Can|l seealist of al the contributions | have entered?

A: A list of contributions as well as disbursements and obligations can be viewed in the soft-
ware by selecting the appropriate View from the View menu.

Q: How can | search for existing people or transactionsin FECFile 3?

A: Thereisno search function in FECFile 3. Y ou can, however, sort the columns of the Views
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by clicking on the column header of the column you wish to sort. Clicking the same header
again reversesthe sort order.

Q: Can | get my own password?

A: If you are on record at the FEC as the official Treasurer or Assistant Treasurer for your
committee, you can get a password.

Q: Can FECFile 3 be set up on a network for multiple users?

A: No. FECFile 3 must beinstalled on alocal hard drive.

Q: Canl use FECFile3onaMAC?

A: No. FECFile 3 requires a Windows 95 or higher or NT 4.0 or higher operating system.
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I I I Troubleshooting

Appendix

When the program does not appear to be functioning correctly, and you believe you are following
the proper procedures, look at the list below. This list of problems or apparent problems was
compiled from the technical support logs and represents the most commonly encountered prob-

lems.
Problem

The Summary View is blank.

The YTD aggregate isincor-

rect for a contributor.

The validator complains of a

line that istoo long.

New report does not contain

old data.

Cannot edit old data.

Cause

No report is selected.

There may be multiple
records for the contributor
instead of a single record
with multiple contributions.

Each piece of informationis
limited to a specific length.
For example, the purpose of
disbursement is limited to
100 characters. Thisusually
occurs when data is im-
ported.

The new report was created
inanew file.

Reports are locked when a
filing date is stamped on
them.

Solution

Select your report from the
Reports View.

Delete the transactions from
one of the records and delete
therecord. Add thetransactions
to the remaining record.

Select the View that displays
the entry cited in the validator
error message, open the entry
that contains the line and ab-
breviateit.

Do not go to File and New to
create a new report. Go to the
Reports View and choose Edit
and New Report.

If the report has been uploaded
to the FEC, don't make
changes. If it hasnot, right click
on the report that includes the
transactions that are locked,
and choose File Report. Delete
the Filed on date.
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Problem

Won't accept Filed on date.

Won't accept transaction date.

48-hour report not on reports
list.

Lookup table missing com-
mittees.

Cause

The Filed on date must be
after the last day of the re-
porting period.

The transaction date is out-
side of thereport date range.

Wrong report type.

Tableis out of date.

Solution

Change Filed on date and file
after the close of the period

Make sureyou are entering the
transactionin the correct report.
Memo items may have dates
outside of the report range.

Only Form 3 can generate a48-
hour report.

Choose File, Download. (Con-
nect to the Internet first unless
using a modem connection.)
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IV Validator Errors

Thereisalong list of possible error codes that can be displayed in the validator. Most of these do
not apply to FECFile, but are necessary to provide information to other programmers who sup-
port electronic filing. To correct an error, go to the transaction indicated by the error message,
and make the necessary changes.

Appendix

Level 16 errorswill prevent areport from uploading. None of these errors can be caused by user
error and, if you receive any of them (unlikely), you should contact the FEC electronic filing
office.

Lvl Message

16 FormNane Fld# 001 Unrecognized Form Type / Record | gnored
16 FormNanme Fld# _ Mssing Cover Form (eg. F3A, F3XN, ...)
16 FormName Fl d# 002 |D# NOT Correct FEC For nat

16 FormNane Fld# 002 |D# NOT SAME AS Cover Page | D#

16 FormNane Fld# 001 Schedul e does not belong with Form
16 Filing not Verifiable! Header m ssing/inconplete.

16 Filing not Accepted! Schedule Counts inconsistent.

Level 12 errors are serious enough to prevent afile from uploading. Most of them do not apply to
FECFile. Those that do are in bold text.

Lvl Message

12 FormNane Fld# _ Report Type is Mssing or Invalid

12 FormNane Fld# __ exceeds naxi mum | ength of
(This is nost often the result of inporting data)

12 FormNane Fld# _ is Required, but field is Enpty
(Usual ly the Treasurer’s nanme or Filing Date)

12 FormNane Fld# _ Milti-FormFilings are NOT All owed

12 FormNane Fld# __ Schedul e H3(s) not Version 2.02 fornmat

12 FormNane Fld# _  Extraneous data follows last field

12 FormName Fld# _  Extraneous data coded in a Dumy field

Level 8 errorswill prevent areport from uploading. Correct them if possible. Level 8 errorsare
not likely to be encountered by FECFile users.

Lvl Message

08 FormNane Fld# _ Enbedded doubl e-quotes (“) not all owed
08 FormNane Fld# _ Leading Blanks {e.g.“ TEXT"} not all owed
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08

08
08
08
08
08
08
08
08

08
08
08
08
08
08

For mNane

For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
(Del et ed)
For mNane

For mNane
For mNane
For mNane
For mNane
For mNane
For mNane

FI d#

FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#

FI d#
FI d#
FI d#
FI d#
FI d#
FI d#

Bad Date - not YYYYMVDD f or mat

Not a Real Date or Qutside 1960-2099
Invalid Amount format:

Non- nuneric data in Nurmeric Field

____is an Invalid Year (CCYY) Fornmat
Invalid Rate fornat:

Wong Report Type for this Form

Non- nuneri ¢ Sequence/ Ref erence Nunber
District “ " is not 2-digit Nuneric format

Amended Code nust be A, C, DN - not “_”

Only Amended Code “A" allowed on New filings

Tran IDis NOT UNTQUE - This one is sane as other(s)
Cannot Anmend Transaction(s) within this filing
Back- Ref erence TRAN- 1D does not match Sched TRAN-1D
Event MJST be identified as [D]irect or [E]xenpt

Level 4 errorswill not cause afiling to be rejected. They should, however, be corrected to the
extent possible. Those most likely to be encountered by FECFile users are listed in bold text.

Lvl
04
04
04
04
04
04
04
04
04
04
04
04
04
04
04
04
04
04
04
04
04
04
04
04
04
04

04

Message

Lost or Altered Data! Control Nunbers don’t nmtch.

For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane
For mNane

For mNane

FI d#
FI d#
FI d#
Fl d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#
FI d#

Fl d#

Conditionally Required field is Enpty

Subtotal { } not supported by other |ines
Subtotal { } not supported by Schedule
Pri m Gen/ &t her code invalid:

Street Address is M ssing

Single-line Address NOT in 1st delimted field
__not a valid 2-character USPS State Code

Zip Code is Invalid or Mssing / Zip =

I nval id Area Code/ Phone Number:

Ofice Code “ " Invalid
Comm Code “__ " Invalid.
Comm Target “ " lInvalid.
Ratio Code “ " Invalid
Sup/ Opp Code “ " Invalid

w o

Conmittee Type is Invalid for this form

___not a valid 3-character Party Code

not a valid Party Type (NAT, STA, SUB)

___Invalid Creditor (ICV,UCV, CAN, EMP, OTH)
not a Valid Item zed Transacti on

Val ue “ " is lInvalid for this Yes/No field
Value “ " is Invalid for “Check-box=X" field
Poi nt Val ue Subtotal is | NCORRECT (Sch H1)

Schedul e cont ai ns Redundant Sections (Sch Hl)
Nane has Too Many Parts (Over 3 Delimters Found)
Entity Type | ] is not an acceptabl e val ue

Delimted Name should not exceed 38 letters & spaces
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| ndex

A

Accrua 42

Address 24, 38
Admin/Generic Voter Drive, 51
Agency ID 28, 71, 73
Aggregate 14, 22, 26
Allocable Expenditures 51
Allocation Ratio 34, 56
Amendments 70, 75
Authorized 13

B

Balance 18
Baud rate 28, 72

C

Calendar year 35
Campaign Guide 33
Candidate Beneficiary 52
Cash-on-hand 36, 47
CCM 24
Checksum 44, 74
Clone 39, 43, 66
Column 23
column header 24
COM port 28, 72
Comma delimited 58, 79
Committee ID 71
Committee information 26
Committee type 12
Conduit 62
Contribution 48
Earmarked 62
In-kind 60
Other political committees 48
Political party committees 48
The Candidate 48
Coordinated expenditures 54
Copy All 27
Copy ID 27
Coverage dates 31
Credit Card 65

D
dcf 15, 22, 82

Debt 55, 56

Description/Purpose 48, 52, 53, 66

Detailed Summary Page 33, 34
Detailstab 13, 30
Diaup 28, 72
Dialup string 72
Direct Candidate Support 56
Disbursements 18, 39
Delete 40
Modify 40
Diskette 58, 73
Download 28
Drop down lists 25
Duplicate records 82

E

E-mail 44, 71
Election 48
Election date 31
Election report 30
Election state 31
Ending cash balance 36
Entity type 27
Error levels 44
Error messages 45
Errors 71

Level 12 69

Level 8 71
Excel 79
Exempt 56, 67
Exempt Party Activity 51
Export2.cm 29

F

FAX 44

Fax 71

.FEC 22
FECID 13,27
FECheck 43
FECLoad 28
FECload 28
File 22

Filed on 29, 32
Filer ID 24
Filing 76
Filing date 46

Filing ID 32, 70, 74, 75
Form 3 34

Form 3X 34

Form6 76

48 hour notices 7, 75, 76
Fundraiser 51
Fundraising 56

H

H1 56

H2 56

H3 51

H4 65

Hostname 28, 71

House 25

House / Senate Campaign Committee 56

ID 71
Importing 79, 81
IND 24
Independent expenditures 53
Individual/Organizations 24
Create (New) 24
Delete 26
Modify 25
Internet 69, 71
Itemize 39
Itemized 35

L

LINE 11(a) 48

Line#t 33, 37

Loan Repayments 50, 55

Loans 41, 49
Collateral 50
Due date 49
Endorsements 49
Guarantors 49
Perfected Interest 50
Schedule C1 49

Loans made 55

Lock 32

Lookup 13, 26

Lumpsum 16




M

Master list 28

MD5 74

Merge 82

Method of Allocation 34, 56
Modem 69

Multi-candidate 31

N

National Party Committee 56
Navigation 23

Negative 64, 65

Non-Connected Committee / SSF 56
Nonfederal 34

Notification 28

Notify 28

O

Obligations 18, 41, 42
Clone 41
Delete 43
Modify 42
Repayment 41
Offsets 50
Opening Cash 29, 36
Opening Cash view 48
Operating Expenditures 53, 65
Oppose 54
ORG 24
Other Disbursements 55
Other Receipts 51
Outstanding obligations 18

P

Partners 67

Partnership contributions 67
Password 8, 69, 71
Payroll Deductions 65, 83

Presidential 25
Presidential committee 6
Previewing 57, 76

Printing 57
PTY 24

Q

Quarterly 14
R

Resttributions 64
Receipts 36, 74
Clone 38, 40
Delete 38
Itemize 37, 39
Modify 38
Redesignations 64
Refunds 50
Refunds of Contributions 55
Regulations 6
Report 22
Report type 14, 31
Reports 29, 46
Create (New) 29
Delete 31
File Report 32
Modify 31
Purge 33
Reportsview 75

S

Schedule F 54

Schedules 34

Senate 25

Senate committees 6
Signature date 43

Signed by 14, 29, 30, 32
Signing 69

Sort 23, 27, 39

Special tab 13, 25, 31
Spreadsheet 58, 79
State/ Local Party Committee 56
Summary Page 29, 33
Summary page 73
Summary view 46
Support 54

T

TCP/IP 28, 71
Threshold 37, 39
Tile 24

Transactions 46, 48
Transfers 48, 51, 53
Treasurer 15, 30, 70

U

Unitemized 35, 37, 39
Unitemized totals 35
Updating 27
Uploading 70

\Y,

Validation 70
Validation results 44
Validator 43, 70
COL # 44
DESCRIPTION 44
Err LVL 44
Error Descriptions 44
MDS5 checksum 44
Vadidation Summary 44
Views 22, 23
Disbursements 23
Individuals/Organizations 23
Opening Cash 23
Receipts 23
Reports 23
Validator 23

Y
Y ear-to-date 37, 39
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