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How to File Financial Reports Online

Online Financial Report Overview

As you know, Florida law requires that candidates and political committees file monthly
reports with the Supervisor of Elections. These reports detail all contributions received and

expenditures made by or on behalf of the candidate/committee. The Voter Focus

Campaign Financial Reporting system gives campaign treasurers an easy way to

complete and, optionally, file these required reports online.

Each report generated by the Campaign Financial Reporting system is a PDF file that can be

viewed in Adobe® Acrobat® Reader. The PDF can be printed if your county requires hard-

copy filing. In counties that accept electronic filing, the PDF can be submitted online, signed

by the candidate’s and treasurer’s electronic personal identification numbers (PINs).

Once a report is accepted by the Supervisor of Elections, it appears on the elections website

and can be viewed by the public.

Here’s an example of a monthly report. First, there’s a summary page.

(1) Carolyn J. Casadonte

CAMPAIGN TREASURER'S REPORT SUMMARY

OFFICE USE ONLY
ILINE SUBMISSION

Name
(2) 1645 Harrington CT

LINE

[1088118]

Address (number and street)
Palmetto, FL 32317

Submitted on:
6€/4/2015 16:25:24 (eastern)

City, State, Zip Code

[[] Check here if address has changed
(4) Check appropriate box(es):

[#] Candidate

(3) 1D Number: 312

Office Sought County Commission, District 3

[ Political Committee (PC)

[J Electioneering Communications Org. (ECO)
[0 Party Executive Committee (PTY)

[ Independent Expenditure (IE) (also covers an

[ Check here if PC or ECO has disbanded
[ Check here if PTY has disbanded
[ Check here if no other IE or EC reports will be filed

making
(5) Report Identifiers

Cover Period: From ¢ 7% 12015 To 6 130 /2015 ReportType: 6
[#] Original [ Amendment [] Special Election Report
(6) Contributions This Report m Expenditures This Report

Monetary
Cash & Checks $ , 150 . 00 Expenditures  §  , 1,000 .00
Loans $ . _0.00 Transfers to

Office Account ~ § . + 0 .00
Total Monetary $ . 150 . 00 - T T

Total Monetary ~ 1,000 .00
In-Kind $ 5 , 300, 00

(8) Other Distributions

$ 0. _00

CAMPAIGN TREASURER’S REPORT ~ ITEMIZED CONTRIBUTIONS

(1) Name Ccaral a (2) 1.D. Number 312
€/1/2015 6/30/2015

(3) Cover Period ] through i 3 (4) Page 1 of 1
) @ ® ® (10) o1 12
Date Full Name
6) (Last. Suffix, First, Middie)

Sequence Street Address & Contributor Contribution In-kind
Number City, State, Zip Code Type | Ocoupation Type Descrption Amendment Amount

Barber, Anna
6/4/2015/
i

1

ca

dd

$30.09

6/4/2015 by
‘ I |salescea; a2z

2

cH

5§75.00

Roger, Reid
45 ilaan 5

6/4/2015 i
] aleatts, I 32432

buner

Lannin,
|Binnec™

dd

5300.09

(9) TOTAL Monetary Contributions To Date
$ v ._250._00

(10) TOTAL Monetary Expenditures To Date
S ,__1,_000._00

(11) Certification
It is a first degree misdemeanor for any person to falsify a public record (ss. 839.13, F.S.)

| certify that | have examined this report and it is true, commect, and complete:

(Type name) (Type name)

O indvidust (onty for € [) Treasurer [ Deputy Troaswrer [0 Canadate [0 Chairperson (only for PC and PTY)
or eloctoneering comm )

X X

Signature Signature

DS-DE 12 (Rev, 11113)

DS-DE 13 (Rev. 11113 )

SEE REVERSE FOR INSTRUCTIONS AND CODE VALUES

VR Systems/Pinellas County Supervisor of Elections




How to File Financial Reports Online

CAMPAIGN TREASURER'S REPORT - ITEMIZED EXPENDITURES
(1)Name_Cazolyn 3. Casadonte 1D, Nu 312
€/172015 /3072015
(3)CoverPeriod /[ through____/___ | (4)Page 1 of__1
® @ © ] oy [
Date Full Name Purpose
® Last, Suffx, First, Midle) (add office sought f
i Street Address & contribution toa | Expenditure
P Gy, State, 2 Code candidate) TYPe  [amendmon| Amount
e aavertising ) [paa 5300,
Tallanasses, £ 32632
1
1
il &
74 8
PRRRIme1 ) SEE REVERSE FOR INSTRUCTIONS AND CODE VALUES

After the summary pages, are itemized lists of contributions, expenditures, and then distributions.

CAMPAIGN TREASURER'S REPORT - ITEMIZED DISTRIBUTIONS

(1) Name carolyn J. Casadonte (2) 1.D. Number 312
(3) CoverPeriod ¢/1/201% through  £/30/2015 (4) Page 1 of 1
(5) 7) 8) [C] (10) (1)
Date Full Name Purpose
(6) {Last, Suffix, First, Middle) | (add office sought if
Sequence Street Address & contribution to a Related
Number City, State, Zip Code Amount
€/4/2015 Eric Wu Campaign Accouptgailouts 2015-2015-6-2 $500.00
222 south Street
Tallshassee, F 32432
1

The last listed are fund transfers.

CAMPAIGN TREASURER’S REPORT - FUND TRANSFERS
(1) Name Carolyn J. Casadont (2) 1.D. Number 312
(3) Cover Period 6/1/2015 through _ 6/30/2015 (4) Page 1 of 1
(5) 6] (8) ®) (10) an
Date Name of Financial
@ Institution
Sequence Street Address & Transfer Nature of
Number City, State, Zip Code Type Account Amount
6/6/2015 SunBank, T0 money add $1,500.00
487 Thomasville Rd market
Tailan e
1

VR Systems/Pinellas County Supervisor of Elections
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Create Reports Online

To create reports online, you must have access to:

- A computer equipped with:
- An Internet connection.
- A web browser configured to accept cookies and with pop-up blockers disabled.

- Adobe® Acrobat® Reader, which you will need to view and print your reports. If
you don’t have the Reader software on your computer, you can download it free
of charge from www.adobe.com.

- A candidate ID and password. This will be provided to you by the elections office.
- Candidates need a new ID each time they run for office, even when they are
running for re-election to the same office.
- Committees may also need a new ID for each election. Although, Committees of
continuous existence typically can keep the same ID.

- The password can be changed after you log in. See Change a Password or PINs
for instructions.

- PINs for the candidate and campaign treasurer password.

- Two 4-digit PINs will be provided to you by the elections office. You can change
the PINs after logging in. See Change a Password or PINs for instructions.

VR Systems/Pinellas County Supervisor of Elections
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How to Login to the C-Finance Portal

Important: Log in to only one instance of the Campaign Financial
Reporting system in your browser. Having the system open in multiple
browser windows at the same time can cause undesirable results.

1 Type this web address into your browser: VotePinellas.gov/CFinance

A. Click the “Login” link.
\

-
Selact Language - Important ADA
iy Fowsred by Ge-gle Translate Jnform ation

PINELLAS COUNTY SUPERVISYQR OF ELECTIONS Search O | ReQUEST A
B P

HOME GENERAL MAIL ELECTION CANDIDATES & BECOME AN ELECTION ELECTION

INFORMATION BALLOTS INFORMATIO! COMMITTEES WORKER RESULTS LINKS

Active Registered Voters: 8/7/23 Democrat: 225,796 Republican: 244,085 Other: 207,196 Total: 677,077

CANDIDATE CAMPAIGN FINANCE LOGIN

Use this page to ok to file Campaign Finance reports

LOGIN

Candidates, Political Committees and Political Party Executive Committees are required to submit regular financial reports, following the deadlines specified by the Florida
Division of Elections.

OR

2 Go to VotePinellas.gov and select "Candidates & Committees” from the
navigation bar at the top of the homepage.

.
- M Select Language ~] Important ADA
"é' J u lle arcus Powered by Gogle Translate

PINELLAS COUNTY SUPERVISOR OF ELECTIOINS REQUEST A
Search p "NTIB%:#T@

v
GENERAL MAIL ELECTION CANDIDATES & BECOME AN ELECTION ELECTION LINKS
INFORMATION BALLOTS INFORMATION COMMITTEES WORKER RESULTS

Active Registered Voters: 2/3/21 Democrat: 251,325 Republican: 247,174 Other: 204,298 Total: 702,797

Check

Register . . Request a Find Become an
Registration

to Vote Mail Ballot Precinct Election Worker
Status

VR Systems/Pinellas County Supervisor of Elections




How to File Financial Reports Online

A. Then, select the “"Candidates” link.

Julie Marcus :
arca by Go-ge Transiato Information
PINELLAS COUNTY SUPERVISOR OF ELECTIONS REQUEST A

GENERAL MAIL ELECTION CANDIDATES & BECOME AN ELECTION ELECTION
INFORMATION BALLOTS INFORMATION COMMITTEES WORKER RESULTS

LINKS.

tered Voters: 2/3/21 Democrat: 251,325 Republican: 247,174 Other: 204,298 Total: 702,797

CANDIDATES & COMMITTEES
——t—)p-  Candidates

Parties/Committees/ECOs
Petitions

B. Next, select the “Login” link.

J u li e Ma rcus e v Important ADA.

Information

PINELLAS COUNTY SUPERVISOR OF ELEQTIONS search 0

HOME GENERAL MAIL ELECTION CANDIDATES & BECOME AN ELECTION ELECTION LINKS
INFORMATION BALLOTS INFORMATION COMMITTEES. WORKER RESULTS

Active Registered Voters: 5/7/23 Democrat: 225,796 Republican: 244,085 Other: 207,196 Total: 677,077

CANDIDATE CAMPAIGN FINANCE LOGIN

ss this poge ta log in o\ Campaign Finance reports

LOGIN

Canaliates, Polifical Committees and Polieal Farty EXecutue CommIees are required ta sulbmit regular nancial reaorts, fallowing the deadlines specified by the Flonda
Divisin of Elections,

1. You'll then see the Candidate Log In page:

Candidate Log In

=+ Lmportant Notica® ** Campaign fnance reports must be complated and submitted (flad) through the slactrone filng syatam not later than midright of the day required by law tharfore, and that late-Fled campaign finance reperts are
subect fo the panaities prescrbed under Section 106.07(8). Flords Statutes.

Numeric Candidate D (no leading zeros) | Password| Login

Eorgot Password?

2. Enter your candidate ID and password.

The password is case-sensitive. That means you have to enter the password in
exactly the form given to you by the elections office: if a letter is uppercase, you must

enter it in uppercase; the same goes for lowercase letters. Your password might also
have numbers.

Note: You can change your password once you log in. See Change a Password or
PINs for more information.

3. Select Login.

VR Systems/Pinellas County Supervisor of Elections



How to File Financial Reports Online

C-Finance Reporting System
Main Page

The main page of the Campaign Finance Reporting System that displays when you log in is
called the Report List. It shows the reporting periods for the campaign and the following
information:

- Election
- Your candidate ID
- Office or issue

- Your name

Candidate/Committee : Carolyn J. Casadonte (312)

Office : County Commission, District 3

Edit Candidate/Committee Bio Information/Upload F‘hotol Change Password/PINs

Export All Transactions CSV ‘

Press Help for information on using the new "Import Entries’ feature.

candidate Reports

Election : County 2015 (2015-11-04)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Total Total
Rpt Date Contrib | Exp Status

No Data Entered Import Entries.

This report is Enter Contribution] _Enter Transfers |
now overdue

2015-5 N T
(05/01/2015 - 05/31/2014) 6/3/2015 - il day. Enter Expenditure{ Enter Dmnbuuans‘
Prepare Totals

Hlpincihislmport Create Waiver Report

Import Entries
No Data Entered Enter Contribution| Enter Transfers |
2015-6 2 —
(06/01/2015 - 06/30/2015) 7/10/2015 Enter Expenditurej Enter D|51nbuhnn4
Prepare Totals
Create Waiver Report
View Contribuliont{ View Transfers |
Submitted N 5 " .
2015-7 $50.00 | _ | #1073251 View Expenditures View Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Unlock this report Print | Amend

ort CSV

Time Periods When Financial Reports are Required
Colors indicate reporting periods:

Past Reporting Periods (beige)

Current Reporting Periods (green)

Future Reporting Periods (blue)

VR Systems/Pinellas County Supervisor of Elections



How to File Financial Reports Online

The reporting periods are color-coded to help you choose the correct period for reporting

data.

The past and future reporting periods are locked to prevent you from inadvertently entering
current data into a past or future report. If you need to enter past or future data, you can

easily unlock the report by clicking Unlock this report.

The colors of the reporting periods switch automatically at midnight on the due date of the

current report.

If any of your reports are overdue or the due date is less than ten days away (that is, nine
or fewer days from today), you'll see a message like this at the top of the page:

Warning!
Your 2015-5 report is now overdue 1 day.

Candidate/Committee : Carolyn J. Casadonte (312)

Office : County Commission, District 3
Edit Candidate/Committee Bio Information/Upload PhotoI

Change Password/PINs

Export All Transactions CSV ‘

Press Help for information on using the new 'Import Entries’ feature.

Candidate Reports

Election : County 2015 (2015-11-04)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Total
Exp

Total

(B2EEE Contrib

Status

No Data Entered

(05/01/2015 - Ds/s{/zmq) 6/3/2015

[This report is
now overdue
1 day.

Unlock this report

Import Entries

Enter Contribution|

Enter Transfers ‘

Enter Expenditurej

Enter Distributions

Prepare Totals

Create Waiver Report

Note: After 180 days, overdue reports are no longer highlighted as late. And the

due/overdue report(s) are highlighted as well.

If a report is overdue, you must take immediate action to file the report.

VR Systems/Pinellas County Supervisor of Elections
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Current Reporting Period Diagram

Name of reporting
period

|

Contributions Expenditures Command
so far so far buttons for

entering data.
We'll look at
these more
closely on the
next page.
Candidate

Election : County 2015 (015-11-04)

Rpt Date

Total | Total
mwsun-/

2015-5
(M&mu - 05/31/2015) 6/3/2015

/
mwmw I]

}

2015-6 )
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items)

Start and end dates
of reporting period

Import Entries

Enter Contribution| Enter Transfers |

Enter Expenditure{ Enter Distributions
Prepare Totals

Create Final Report For Review |

$450.00

Date when Status of the report.

Eeportis/due In this example, the candidate
has started entering some of their
contributions for the current
reporting period, but hasn't
entered their contributions or
submitted their report yet to the
elections office.

VR Systems/Pinellas County Supervisor of Elections



How to File Financial Reports Online

The Command Buttons

If you use campaign finance reporting software
like Campaign ToolBox™, you can import
contributions and expenditures directly
from that application.

To manually enter
contributions and
expenditures,

click here.

We'll talk more
about manual
entry on the next
page.
Import Entries
Enter Contributionlf’ Enter Transfers
2015-6 $450.00 4 | Enter Expendituré] Enter Distributi
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items)
Prepare Totals,
Create Final Report For Review\
csv  \

Click here to

manually enter
fund transfers
and
Submit your report distributions.
to the elections

office.

If your county

requires Create a spreadsheet Create and view a draft
submission of of the contributions copy of your report for this
paper reports, the and expenditures period prior to submitting to
button will look like entered in this the elections office.

this instead: reporting period.
[ Submit |

VR Systems/Pinellas County Supervisor of Elections



How to File Financial Reports Online

View and Maintain Contributions

Click ~

Enter Co tnbuhons

to bring up a list of the contributions recorded so far:

Campaign Treasurer's Report - Itemized Contributions

Election | County 2015 (2015-11-04)
Report Date : 2015-6
(2015-06-01 - 2015-06-30)

Contribution Return to Report List Amend ltam from Orig Report
:::‘ Date Contributor $:::"M°f Occupation $::"b°"°n :;;:::ﬁon Amaend | Amount
Marsha Kirk
Edit Dalate 1 | 6/2/2015 | 8895 Hillcrest Drive | Individual Cash Delete | $50.00 1* |
Palmetto, FL 32312
Anna Lee Barber
Edit Dalete 2| 6/2/2015 | 45 Wilson Blvd Individual Check Add $100.00
Palmetto, FL 32312
Total In Kind 50.00 |
\ Total Monstary | $30.00 |
\ Total $50.00 |
:Tg_—:jtifi?t:e\t’;lljs De:;:tlgtleeﬁ]gou Return to Report List The Totals rows show ==
on an existing contribution Takes you back to the you a breakdown of In-
cortribution ahcoathar list of reporting periods. Kind and Monetary
: g : contributions along with
the combined total.

Click Add Contribution to bring up the
form for entering contributions.

|

Date 5 w22 v/ 2005 w

Contributor Name

First |
Address 1
Address 2
Cry
Amount §
Contributor Type | Indredual
Contributor OXcupaton

Cortribution type  Cash

In-kind Descrption

Mddie
st Zo
v
\ 1
Subma | ( Cancel

Date of ram (mo/dd/yyyy)

Entar I35t name or company name if a business

Saloct the type that best descnbes this contributor

The of the
the amount is over $100

Per F.S, 106.09 eMectrve 01/01/08 - A person may not
maka or accept a cash contribution in excess of $50.

Type the d of any in-kind i

VR Systems/Pinellas County Supervisor of Elections
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How to File Financial Reports Online

Add a New Contribution

If the contributor is an organization

rather than an individual, enter the

organization name in the Last field.

And leave the First and
Middle fields blank.

Osts (9 v/ 15v /2016 "

L
Fimt Veasle

Address I
Cry T e

Amaurt §

Cantribotor Type | Indhvicuaal v |
Indvvidaad |
Cortrdasr Cocupaton Business
Candidate 10 Themsaives
Committee
Pafitical Party
Othes

G —
Coreritatan type tato)
™ [Check o

| InKind
Interest
Loan
| Membership Dues
| Refund
| Money Order
Catry Ovee Funds
Mudtiple Uniform Contribution

-bind Descnpton

4

When you've completed the form,
click Submit.

If the system says you've omitted
required information, you must
provide it before the contribution
can be saved.

After the contribution is saved,
you'll get another blank form
where you can add the next
contribution.

Most of the entry fields are self-
explanatory. The blue column has
tips on what’s required.

Oate of ttemy (mm/dd/yyyy)

Erter last rame or company mame if 3 buscess

Selact the type that Sest Jescrides this comtribetor

The scoupation of the contributer iz only reguiced if the amsount s aver $100

Por F.5, 106,00 afMective 01/01/08 - A parsan anay wot make or 2conpt a cash cantributon in excass of $50,

Type e Sesorption of sy In-Lind centibution.

Submit | Cancel and retumn 1o list

N\

Click cancel and return to list
when you've saved the last
contribution you want to add right
now.

VR Systems/Pinellas County Supervisor of Elections
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The Contribution Type should be one of these:

Carry Over Funds

Cash

Check

In-kind

Interest

Loan

Membership Dues
Money Order

Multiple Uniform
Contributions

Refund

Remaining “carry over funds” from an election that has ended.

This option is for use by candidates only.
Cash or cashier's check.

Traditional paper check, wire transfer, PayPal, credit card, or
another type of electronic funds transfer.

An item of value other than money or volunteer services.

In-kind Description: Enter a specific description of the in-kind
contribution. Example: Food and beverage

Money earned on campaign or interest-bearing accounts.
Money loaned to the campaign rather than given outright.
Membership dues regardless of the form (cash, check, etc.).
Contribution made by money order.

Multiple uniform contributions from the same person
This option is for use by committees only.
Bad checks or contributions returned (in whole or in part) to the

contributor.

Refunds must be entered as a negative amount.

VR Systems/Pinellas County Supervisor of Elections
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Add a New Expenditure

to bring up a list of the expenditures recorded so far:=—

Campaign Treasurer’s Report - Itemized Expenditures
Election : County 2015 (2015-11-04)
Report Date : 2015-6
(2015-06-01 - 2015-06-30)
neq | pate Vendor purpose .E"vg:"’i‘“" Amend | Amount
Davis Communications
Edit Delete 1| 6/4/2015 :;)Im i Retainer for advertising. ry $500.00
\potal $500.00
Add Expenditure Return to List \

L

Click Edit to modify
details on an existing
expenditure.

Click Delete to remove
the entry altogether.

Takes you back to
the Report List.

Click Add Expenditures to bring up the
form for entering expenditures.

Date |5 wy22 v/zo'ogv

Vendor Last Name e

Date of tem (mm/dd/yyyy)

Enter last name or company name if 3 business

First Middie
Address 1
Address 2
City ST/ 2ip
Amount $
Purpose Type the purpose of the expenditure.
Monetary v Please refer to the ¢ )
Expenditure type for the state of Flonida to ensure you are using
the correct transaction type.

VR Systems/Pinellas County Supervisor of Elections
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If the vendor is an organization rather And leave the First and Middle
than an individual, enter the fields blank.

organization name in the Last field.

Date 8 f v /2014 v Date of item (mm/dd/yyyy)

Last

Vandor Name Enter last name or company nama if 8 business

First IMiddle
P Not sure which
L Expenditure Type to
Address 2 choose?
Click this link to the Dept.
city sT 2ip of State website for more
| information.
Amount &
Purpose Type the purpose of the expenditure,
Ple far to th i
Moneta ¥ for ::: :'u.b: of Fl:ﬂdl to muf; you are using

Expanditure typa
the correct transaction type.

Petty Cash Withdrawn

Patty Cash Spent t
Transfer to Office Account ﬂ_l
Refund

Disposition of Funds

Disposition of Funds to Future Campaign
Disposition of Funds to Poltical Party
Disposition of Funds to Petition Venfication
Reimbursements

About Petty Cash

In Expenditure Type, notice that there are two types for petty cash:

- Use Petty Cash Withdrawn when withdrawing funds from the campaign account for
petty cash. This will add an expenditure of the entered amount to your report.

- Use Petty Cash Spent to record an expense out of petty cash.

- Petty Cash Spent does not add an expenditure to the report because the expenditure
was already recorded as Petty Cash Withdrawn.

It's important to keep accurate petty cash records so your final report will balance.
When you've completed the form, click Submit.

After the expenditure is saved, you'll get another blank form where you can add the next
expenditure.

Click Cancel when you've saved the last expenditure you want to add.

VR Systems/Pinellas County Supervisor of Elections
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The Expenditure Type should be one of these:

Disposition of
Funds

Disposition of
Funds to Future
Campaign

Disposition of
Funds to Petition
Verification

Disposition of
Funds to Political
Party

Monetary

Petty Cash Spent

Petty Cash
Withdrawn

Refund

Reimbursements

Transfer to Office
Account

Pro-rata refunds to contributors, donations to charitable
organizations, donations to the State general revenue fund, or the
return of matching funds to the State.

Disposition of Funds expenditures are for use by candidates only
and are only used on Termination Reports. They are not part of the
Monthly Total Monetary amounts.

Funds transferred to an account for a future campaign.

Disposition of Funds expenditures are for use by candidates only
and are only used on Termination Reports. They are not part of the
Monthly Total Monetary amounts.

Funds transferred to pay for previously unpaid petition verification
fees.

Disposition of Funds expenditures are for use by candidates only
and are only used on Termination Reports. They are not part of the
Monthly Total Monetary amounts.

Funds given to the political party that the candidate is a member
of.

Disposition of Funds expenditures are for use by candidates only
and are only used on Termination Reports. They are not part of the
Monthly Total Monetary amounts.

General expenditure type used when a specific type does not
apply.
Petty cash spent during a reporting period.

Expenditures made from petty cash are not required to be reported
individually.

Petty cash withdrawn during a reporting period.

Petty cash expenditures are realized when the funds are withdrawn
for petty cash. Therefore, the referenced item is not included in the
total.

A refund of money from a vendor or other source.

Refunds must be entered as a negative amount.

Compensation made to a person or group by a check drawn on the
campaign account for expenses incurred in connection with
campaign activities.

Funds transferred to an office account when the candidate has been
elected.

VR Systems/Pinellas County Supervisor of Elections
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Add Contributions and Expenditures Overview

If you enter a contribution or expenditure outside of the range of the reporting period you
are working with, the system will automatically try to find a reporting period that contains
that date you are reporting.

If a report for that range is found, the system will let you know.

Transaction Date Not In Selected Report Range

The transaction date you entered (08-04-2015) is not within the date range of the currently selected report. The date range for the
report(s) listed below includes the date you entered. You can either...

+ Select the correct reporting period from the list below and press the Select button,
= Press the Cancel button to return to the form if you wish to change the transaction date.

© 2015-8 from: 08/01/2015 to: 08/31/2015 olor legend:
Amendment will be created

Select || Cancel

Click the report that you would normally have filed the transaction under, and then click
Select.

If the contribution or expenditure date falls within the date range of a report that has
already been filed, you can add the contribution or expenditure to the report and file an
amended report in one easy step.

Transaction Date Not In Selected Report Range

The transaction date you entered (05-04-2015) is not within the date range of the currently selected report. The date range for the
report(s) listed below includes the date you entered. You can either...

» Select the correct reporting period from the list below and press the Select button.
» Press the Cancel button to return to the form if you wish to change the transaction date.

© 2015-5 from: 05/01/2015 to: 05/31/2015 olor legend:
Amendment will be created
Select || Cancsl

Click the report that you would normally have filed the transaction under and then click
Select. A confirmation message will appear letting you know that the amended report has
been filed.

If no report exists that includes the date you are trying to report, the system will let you
know that too.

Transaction Date Not In Selected Report Range

The transaction date you entered (03-04-2015) is not within the date range of the currently selected report. No report could be located
that includes the date you provided. Please change the transaction date or contact our Campaign Finance Administrator for assistance.

Click Close and either change the transaction date or contact your county Campaign
Finance Administrator for assistance.

VR Systems/Pinellas County Supervisor of Elections
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Preview a Report

Previewing of reports isn’t required. But it's a good idea to preview the report
before you submit it, to catch any data entry errors, missing transactions, or
other anomalies.

You can preview a report as many times as you like, make changes, and preview it again
until you are confident it is correct and complete. Then you can submit the finished report to
the Supervisor. Once a report has been submitted, it cannot be changed, so you want to be
sure you preview each report carefully.

Important: Previewing a report DOES NOT submit the report to the Supervisor.

To preview your report at this point, click Prepare Totals (shown below) to open the
Prepare Totals page.

Import Entries
Enter Contributions

Prepare Totals

Delete Report

Export CSV

Prepare Totals

NOTE: This is NOT your OFFICIAL report — it is a PREVIEW ONLY.
After your review, you must use the
CREATE FINAL REPORT FOR REVIEW
button to generate your final report and then you must assign
your PINs to the report to officially file your report with our office.
Candidate : Carolyn J. Casadonte (312) Office : County Commission, District 3
Report Pericd 06/01/2015-06/30/2015 Due Date 7/10/ 2015
Centributions $50.00 Expenditures $0.00
Transfers $1,500.00 Distributions $0.00

Click on the 'Prepare Totals' button below to prepare the report totals.

Once this is done, you can Preview the report from the report menu.

| Prepare Totals || Cancel |

Click Prepare Totals on the page to total the contributions and expenditures for this reporting
period. You are returned to the Report List, which now has a banner like this:

Report (6/1/2015 - 6/30/2015) Preview is ready

NOTE: This is NOT your OFFICIAL report -- it is a PREVIEW ONLY.
You must still generate and submit your final report after you

complete your review.
Your cutput PDF file (./pdf_cfetraining/e60c312_6_dhc591sdc359.pdf) has been preduced and is available to be previewed.

Preview

To View this report, you will need Adobe Acrobat

"\‘s-rﬁ_g%l
You only need to install Adobe Acrobat one time. If you have not previcusly installed Adobe Acrobat. click here to download it Adobe

VR Systems/Pinellas County Supervisor of Elections
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Note: If you haven’t installed Acrobat Reader on your computer, you must do it now. Click
the Acrobat Reader icon to go to the download site.

Click Preview in the banner to open your report in PDF format.

pgmesem= | e Check the draft report carefully to verify
i — everything is correct and complete.

o sacpc -

The preview version of the report has a

= e o DRAFT watermark on each page.
i i o 2/ AW P L

i p ~ The elections office cannot accept a
ptezgy L..._m s> e draft report. You must submit a final

W Gt Yo St

report.

Comdom

T——

e

Tip: Forgot to add a contribution or expenditure? That's OK! You can continue to add them
after your preview.

On the Report List, notice that the Prepare Totals button is now labeled Preview.

[ Import Entries ]
[EnterCnntribuTjuns][ Enter Transfers ]
Enter Expendit es[EnterDistribuTjnns]
[ Preview
Create Final Beport
| Exportcsv |

Click Preview at any time to display the report. If transactions are added, the button label

returns to Prepare Totals, which means you need to total the new transactions in the
report before you can preview it again.

VR Systems/Pinellas County Supervisor of Elections
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Record a Distribution

A transaction is a distribution only if it is a:

Credit Card Payment—Linked to the expenditure that represents payment of the
credit card bill on which the purchase appears. Only statewide candidates may use
this type of distribution.

Each purchase made with the credit card will be itemized under [Enter Distributions] and
linked to the expenditure that represents payment of the credit card bill on which the
purchase appears. The credit card may be used only for travel-related expenses.

Prepaid Distribution—Reserved for up-front, lump sum payments to be disbursed
to different entities at a later date. (For example, payment to a media consultant who
then makes disbursements to newspapers and television stations.) Related entries

under | Enter Distributions] wil| be reported and linked to the expenditure as they occur.

Reimbursement—Reimbursement for authorized expenses made in connection with
the campaign. (For example, Candidate Smith paid for printing of campaign signs
with his own money. A check to reimburse him for the cost would be recorded as a
Reimbursement.)

Distributions do not add to your report totals. They are used only to report pro-
rata amounts of an already recorded expenditure to provide detail for:

Refunds to contributors.

Donations to charitable organizations.
Contributions to political parties.

Donations to the State general revenue fund.

Return of matching funds to the State.

To record a distribution:

1. Click Enter Distributions (shown below) to open a page with descriptive
requirements for a distribution transaction.

[ Import Entries ]

Enter Expenditi Enter Distributions ]

| Prepare Totals |

[ SubmitWaiver ]

VR Systems/Pinellas County Supervisor of Elections 19
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2. Then click Proceed with Distribution to see the following page:

Campaign Treasurer's Report - Itemized Distributions

Election : County 2015 (2015-11-04)
Report Date : 2015-6
(2015-06-01 - 2015-06-30)

Add Distribution Return to Report List

el Date | Vendor e

Num Purpose Expenditures Amend | Amount

Total $0.00

Add Distribution Return to Report List

3. Click Add Distribution to open the form used to enter distributions.

4. Ifthe entity receiving the distribution is an organization rather than an individual,
enter the organization name in the Last field.

Enter the date the distribution
occurred. This date does not have to

be within the current reporting period. Enter the amount and the purpose of
—" Sae 110 801 8200 el the distribution. If the distribution is a
i
5 A 4 = contribution to a candidate, be sure to
Vendor Name ] 2% el | indicate the office they are running
First Middle for.
Address 1
Address 2
i » If the distribution is related to a
Amount $ previously reported expenditure, enter:

L. ® The year when the expenditure
was reported.

Purpose
L= ® The Report Type from the first page
of the report (example, M4).
Eme:;::ﬁz: Yoar Report Une ey el The S 7 e Number (from the first
Number as column of the report’s expenditures
age.
(Ganeal) 225

ist Vendors

5. When you complete the form, click Submit to save the information. After the
distribution is saved, a blank form opens to enter another distribution.

6. Click Cancel after you save your last distribution. You'll see the distributions you
added highlighted in yellow, as in this example.

Campaign Treasurer's Report - Itemized Distributions

Election : County 2015 (2015-11-04)
Report Date : 2015-6
(2015-06-01 - 2015-06-30)

Add Distribution Return to Report List

Seq Related

Numn | Date Vendor Purpose Expenditures Amend | Amount

Eric Wu Campaign Account
6/4/2015 | 222 South Street Mailouts | 2015~2015-6~2 $500.00
Tallahassee, F 32432

Edit Delete

-

Total $500.00

Add Distribution Return to Report List

VR Systems/Pinellas County Supervisor of Elections
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Transfer Funds

Fund transfers are typically used only by candidates for state and federal offices. They are
used to report the transfer of funds between the primary depository and separate interest-
bearing accounts.

1. Click Enter Transfers (shown below) to open the Itemized Fund Transfers page.

Enter Contibuti  Enter Transfers ]

[Enter Expenditures || Enter Distributions
[ FPrepare Totals ]
[ Submit Waiver ]

Campaign Treasurer's Report - Itemized Fund Transfers

Election : County 2015 (2015-11-04)
Report Date : 2015-6
(2015-06-01 - 2015-06-30)

Add Fund Transfer Return to Report List

Seq S Transfer | Nature of
Num Date | Institution Type Account Amend | Amount
Total £0.00

Add Fund Transfer Return to Report List

2. Click Add Fund Transfer to open the form used to enter transfers.

3. Enter the financial institution where the account is held.

Date 2009 v Date of item (mm/dd/yyyy)
Institution Name | ‘ Enter institution name

Address 1 | |

Address 2 | |

cov [ e[ [ ]

mounes [ |
Transfer Type Select the type that describes this transfer
Nature of Account Certificate of Deposit, Money Market, etc. //

List Wendors

VR Systems/Pinellas County Supervisor of Elections
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4. Select one of the following:
- To, if the transfer is from the campaign account to the institution account.
- From, if the transfer is from the institution account to the campaign account.

5. When you complete the form, click Submit to save the information. After the transfer
is saved, a blank form opens to enter another transfer.

6. Click Cancel after you save your last transfer. Transfers are not shown on the
Reports List because the funds are simply moved within the campaign or committee,
rather than expended or distributed elsewhere.

VR Systems/Pinellas County Supervisor of Elections
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Import Data from Campaign Application

Import File Requirements

The system can import any file that meets the Division of Elections Campaign Finance
Reporting File Specifications:

DOS.myflorida.com/elections/candidates-committees/campaign-finance/filing-
campaign- reports/

For a list of State-approved software vendors for electronic filing, see:

DOS.myflorida.com/elections/candidates-committees/campaign-finance/filing-
campaign- reports/vendors/

Candidates or committees using campaign finance reporting software, such as Campaign
ToolBox™, can import contribution, expenditure, distribution, and fund transfer data from a
file created by the application directly into the Campaign Financial Reporting system.

When you import data from a file, the transactions are added to the report you are working
in. Be sure to review the report prior to submission to verify the data matches what you
intended to import and make any adjustments manually.

Important: When you import a file from your campaign finance reporting software, if there
are existing entries in the Campaign Financial Reporting system for the reporting period you
are importing entries in to, these entries will be replaced with the information from your file.

Note: Before importing a file, verify that you have not manually entered contributions,
expenditures, distributions, or fund transfer data into the Campaign Financial Reporting
system. If so, verify that these entries also exist in your campaign finance reporting
software.

VR Systems/Pinellas County Supervisor of Elections
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Current Reporting Period

To import data for the current reporting period:

1. On the main page, locate the row for the current reporting period (look for the green
row) and click Import Entries

Candidote Reports
Decticn | Coonty 2015 (2015-1104)

Fas Regorting Perocs Clrment Reparting Periods Futsre Reporting Periods

Toral Total | e
Current aontiuc =
reporting
pel'IOd !5 {o%01/2013 - ::;,sl-,s”mm l -
shown in )
green.

Import
Entries
brings up
the Upload
Report
page.
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2. On the Upload Report page, click Browse, locate the file to import, and click Upload
Report.

Upload Report (State Campaign Finance Standard Format)
Name of file to import.
\

Upload this file: _ )
C:\Reports\May 2015.rpt Browse...
| Upload Report |
Click Upload Report to button to locate the file to upload
import the file into the and then click on the "Upload Report’ button.
system.
Return to Report List

You'll see a display of the transactions imported from the file, as in this example:

(= Candidate Financial system - Upload Report - Windows Internet Explorer

G- sbstoro=u v |42/ X |

% S | @cmssne = B8-80-¢

File Upload - County :
File:cpt_erica_96_125.1pt

Contributions Size:5474

Report uploaded successfully
Return to Reports List

™ Contribution: 000001~2004-07-02~CLW Reaky Asset Group ~ ~ ~ ~500 CH
Contribution: 000002~2004-07-02~Rogers ~ ~Joanna ~ ~250 CH
: Contribution: 000003~2004-07-02~Winchester ~ ~Pam ~ ~50 CH
Expenditures Contribution: 000004~2004-07-08~Loos ~ ~Karen ~M. ~50 CH
Contribution: 000005~2004-07-08~National Realty Associate, Inc~. ~ ~ ~100 CH
xpenditure: 000001~2004-07-02~Type Monkeys, Inc. ~ ~ ~ ~871.9 MO
Expenditure: 000002~2004-07-02~Tafuro ~ ~Vinay ~ ~59.2 MO
Expenditure: 000003~2004-07-06~Aspire Atire ~ ~ ~ ~144 MO i /
endit 004-07-06~Aspire Attire ~ ~ ~ ~| -

3. When you finish importing entries for the reporting period, preview and submit the
report.

Past and Future Reporting Periods

- Past reporting period—If you already submitted the report for the past reporting
period, you’ll need to unlock it and create an amendment. Then you’ll need to unlock
the amendment and follow the Import Entries instructions in the previous procedure.

- Future reporting period—Unlock the reporting period and follow the Import Entries
instructions in the previous procedure.

VR Systems/Pinellas County Supervisor of Elections
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Submit a Report

Important: Make sure you have entered ALL contributions and expenditures correctly
before you click Submit Report. Clicking Submit Report closes the report.

Once you do this, the report cannot be changed, although it can be amended. See Change
a Filed Report for more information.

Submit Electronic Reports

1. To finalize the report, click Create Final Report For Review to display instructions.

[ Import Entries ]
[Enter Cnntrihutinneﬂ Enter Transfers ]
[ Enter E:{penditureeﬂ Enter Distrihutinns]
[ Freview ]
| Create Final Repor For Review |

|  Exportcsv |

Create Final Report For Review

Candidate : Carolyn J. Casadonte {312) Office : County Commission, District 3
Report Period 06/01/2015-06/30/2015 Due Date 7/10/2015
Contributions $425.00 Expenditures $500.00
Transfers $0.00 Distributions $0.00

By submitting this campaign finance report that the same is considered to be certified as to
correctness within the meaning of Section 106.07(5) Florida Statutes, by the candidate and the
candidates treasurer, in the case of a candidate, or the political committee's chair and treasurer,
in the case of a political committee or county executive committee, and that such persons are
subject to the previsions of Section 106.07(5) Florida Statutes.

PLEASE NOTE: This report is NOT
filed until it is electronically signed
by the Candidate/Committee and
Treasurer using their respective
electronic PIN.

‘ Create Final Report For Review H Cancel ‘
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2. When you finish your entries for this reporting period and you are ready to file, click
Create Final Report For Review. The Electronic Signature PINs page opens with a
reminder that the report is not yet been submitted followed by an online view of the

report.

CAMPAIGN TREASURER'S REPORT SUMMARY

(1) Carolyn J. Casadonte OFFICE USE ONLY
Name ONLINE SUBMISSION
(2) 1645 Barrington CT 11088118)
Submitted on:

Address (number and street)
Palmetto, FL 32317
Citv. State. Zin Code

€/4/2015 16:25:24 (eastern)

VR Systems/Pinellas County Supervisor of Elections
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3. You can do the following:

- Enter both PINs in the space provided and click Assign PIN to submit the
report to the Supervisor of Elections

Enter Candidate’s PIN

Enter Treasurer's PIN

Then, click

Enter Candidate's
or

Treasurer's PIN

Then, click

The message Signature (PINs) Required appears in the report’s Status column and
the report is then locked, which means no changes can be made.
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5. When the report is ready to be sighed with the other PIN, click Assign PIN(s) to
reopen the PIN page.

e T S R
¥| Report Created :

% | Signature (PINS)
i{ Required View
3§ | AssignPING) | [P
-,_| Undo Final Report | E
i

1

6. Enter the missing PIN and click Assign PIN to submit the report to the Supervisor of
Elections.

Note: If you want to remove the PINs and unlock the report so you can
make changes, click Undo Final Report.

VR Systems/Pinellas County Supervisor of Elections
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Review a Submitted Report
The DRAFT watermarks are gone...

and your confirmation number is displayed in the Office Use Only box

along with the date and time you submitted the report.

CAMPAIGN TREASURER'S REPORT SUMMARY

(1) Cammign 4. Gasatenis
T

(B 3640 sassingren €F
Aaeas [nurrber ans stwet)
Telrwtto, F1 32317

Ciy. Ste, Zip Code

OIFCK UBE OMLY

Sutmitted oz
G/4/200% 14:2%:2

[RLELLISL M}

4 (sanriem)

1 Comet harm 1t asbdrons Sis shangest

1§ Croon apcropron bosdent
[DCustals  Otho Seuge  County Commissism, Distszce 3
L) Famicut Comminee 1P
[ Cacscrearng Commurscatam O (ECO)
{J Party Execuve Coernvtue (97Y)
1 intwgernda! Expuociuns (6] (a0 cownn )

1310 tmtne

[ Coack ters  PC or 0O tas cebanded
] ©vech barw 1 PTY bus shabarded
7 Cnmal hare M v b 55 o BC roppants ool e Nt

W“Wﬁ”-ﬁmﬂ“-:
CAMPAIGN TREASURER'S REPORT ~ ITEMZED CONTRBUTIONS
(3) Rapan Manta|
Cover Porot. From § 12015 e § I Neme  foccign J. Casnsuna 121 10 Wumter au
15 Ongens ) Avvemtonent L] Soeces B be dar oo b i oy rage | o !
mw 5] ™ "n
od Eapar]
et
00 | e A
. Office]
o
e Tetw
0b Tiee, e 2 Yirx
bl S 27300 - .-
- Lo
Contritutions Te Date ey Py % REPORT -
- i (DD Wt B
o ’ B i S e e S " 1 ) - Jal S
LTI Ittty (v wvy peries b I w I L] [ )
| oty Tuat | ovon o et 301 4 1 P GO aNE Cone gl s gE— ‘-u:n'::.u:
[Ty el Pype rovel oy, Stn, Dy Coe { p— [ T denen|  Amn
[ ey e 51‘ T D Cambien s - e + ey
- —— | ladsmrtining |
. ; . 1 |
b \ sy T o L =
OS-0C I Fas 1Y __l
CAMPAION TREASURER'S REPORT - ITEMIZED DISTRIBUTIONS
1) Name Carnipn 7. Canadencs @) LD Number
(3) Cover Puriod  * 018 hrough L0/t &) Page 3 o 1
. - - . e . | w T W T
Notice that the Original box L PV, OP ...
is selected in the Report Sepiow | “BMMEREE " | sttty | s
Identifier section.
e Eric Wu Campaigs Accougmallosts J812-292%-0-2 L
It indicates that this is the = | ‘
original report for this '
reporting period_ CAMPAIGN TREASURER'S REPORT ~ FUND TRANSFERS
(1) Name arpiyn 1. Casssarne (2) LD, Mumbes "
Should you later file an I B e B . "‘:" o
. m ey L)
amendment to this repprt, ) T A
the Amendment box will be L et Tt | et —
selected instead. — o e
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Confirm the Report is Available on the Website

Most counties reserve the right to review reports before releasing them to the public.
Typically, when the report status changes to Received, the report is available on the
website, but this can vary, so check with your county to find out what you can expect.

(|

Jiew Contributiond  View Transfers

2015-6 $450.00 | $1.0 fiew Expenditured View Distnibutions
(0&/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 ite Print | Amend
Export CSV

To get to your candidate page, website visitors select your name from the list of candidates
running in a selected election. (The elections office will explain how to navigate to this list—
it varies by county.)

Election
Reporting Group (Election/Committees) selected
Test Election 2012 (10/1/2012) here.
Candidate e /
selected :

CHrrent reporting groep: (Clection/ Conmitiess): TS ST 017 (VL3013

LT R e p———— — Sy —— )

here.
\ Thes web 5o s canciaates for crnty and focH EHes and comIEERoC TACE. Candntates for 1RSOCE, [ITY I0C MUt COWEy SRIEE MF TIPSTEC 00

Informatie giained within the repoits has bean ganersted by and is the sole responsibedity of the taporting entity

Candidates

Trhn | oq e ) $12.00
Al Qualifiod]

Karem Page It e
At Qe |

e 210,00

AR - Qe

Scolly Summers - aer
ACTm - Qi |

Your candidate page will list all reports that the elections office has released to the website.

Candidate: Carolyn J. Casadonte
Office: County Commission, District 3

Back € e @ Copam Al 2
Shaw ooly Tinascis reports (Hades Bae) D|sp|ay list of
Aveilatie reports. Contact Inforasation: .
s D oy all campaign
The newly . A i AN transactions.
received report o /
is listed here. —
Ihe fotlowlng Maasancial el are available = = .
.. . . . . $12500 $ 0. 00 $500.00 7(".1
ORI S - —

Website visitors can click the report name in the Report Views Transactions column to
display a list of all transactions reported so far, grouped by type.
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Candidate: Carolyn J. Casadonte

Office: County Commission, District 3

Report Date: 6
(6/1/2015 - 6/30/2015) Amended

Back € Print 2 Export 2

Campaign Treasurer's Report - Itemized Contributions

Contributor Entity Occupation Cont. Type
Amend Amount
1 Anna Barber Individual Cash
6/4/2015 344 Henderson Road Add $50.00
Palmetto, FL 32312
2 Marsha Kirk Individual Check
6/4/2015 344 Henderson Road Add $75.00

Palmetto, FL 32312
Total Contributions $125.00

Campaign Treasurer's Report - In-Kind Contributions

Contributor Entity Occupation In-Kind Description
Amend Amount
2 Reid Roger Individual RestaurantOwner Campaign planning dinner
6/4/2015 45 Wilson Blvd Add $300.00
Palmetto, FL 32432

Total In-Kind $300.00
Contributions

Campaign Treasurer's Report - Itemized Expenditures

Vendor Purpose Exp. Type
Amend Amount
1 Davis Communications Advertising Monetary
6/4/2015 P.0. Box 3488 Add $500.00

Tallzahassee, FL 32432
Total Expenditures $500.00

Contributions from persons with protected address status are not shown in reports.

Instead, the notation ***Protected*** is shown in place of the address. The Campaign
Financial Reporting system scans the county’s voter registration database for voters with
protected addresses and automatically redacts those addresses from campaign reports, so
they cannot be seen by the public or the Supervisor’s staff. If you are aware of a contributor
with a protected address who is not in your local county’s voter database, please advise

your Supervisor of Elections.
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Save A Copy of The Report

A copy of all the reports you file will continue to be available on the Campaign Financial
Reporting system. If you want to keep a copy for your records, save the PDF to a folder on

your computer or network.
To save a copy of the report:
1. Click Print to open the report in Acrobat Reader.

Print jmend |

v}.’.‘"
2. Click . . Save the PDF to a location on your computer or network. You might
consider giving the copy a different file name; names assigned by the system are

cryptic.

VR Systems/Pinellas County Supervisor of Elections
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Change a Filed Report

After a report is submitted to the elections office, you cannot change it. But you can make
an amendment. An amendment is a separate report for the reporting period. On the
amendment’s first page, you’'ll see a check mark in the Amendment box. This box is
automatically selected when you create an amended report.

CAMPAIGN TREASURER'S REPORT SUMMARY

(1) Carclyn J. Casadente OFFICE USE ONLY
ONLINE SUBMISS

ONLIN

Name ION
{2) 1645 Harrington CT

Address (number and street)

Palmetto, FL 32317

City, State, Zip Code
[[] Check here if address has changed (3) 1D Number: 312
(4) Check appropriate box(es):
[E Candidate  Office Sought: County Commission, Distriet 3
[ Palitical Committee (PC)
[ Electioneering Communications Org. (ECO) [ Check here if PC or ECO has disbanded
[ Party Executive Committee (PTY) [ Check here if PTY has disbanded

[ Independent Expenditure (IE) (also covers an [ Check here if no other IE or EC reports will be filed
individual making electioneering communications)

[1088951]
Submitted on:
7/6/2015 10:50:55 (eastern)

(5) Report Identifiers

Cover Period:  From /2015 To @ /30 /2015 ReportType: ¢
[ Original E] Amendment [ Special Election Report

(6) Contributions This Report (7)  Expenditures This Report
Monetary
Cash & Checks $ . , 50 .00 Expenditures  § s ., 0 .00
o dboans o i 000 [LANSIEIE IR, e vt e

You can amend a report any time after you submit it. When the original report’s status is
Submitted, you can add new contributions and expenditures, but you cannot change data
on the original report. To change original data, the original report’s status must be
Received.

You can create an amendment to a report for any reporting period. The steps to do this are
the same for all reporting periods with one exception; for past reporting periods, you must
first unlock the report.

Amendment in Current Reporting Period

To create an amendment to a report in the current reporting period:

In the current reporting period (the green row), click

to bring up this page:

Amend Report

Chek Croate to create an amended report for the 06/01/3019 « 06/30/201% report.
The amaended repeet will sppear in the repert kit below the original repert.
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Then click Create.

When the Report
List reappears,
notice that there's
now a new row for
the current
reporting period.

Enter the new data
using these buttons,
just like you did on
the original report.

To create an amended report, you can:

- Manually enter new contributions and expenditures.

- Import new contributions or expenditures.

- Change or delete items listed on the original report.

The totals of items on
the amended report
are displayed just as
they were for the
original report.

When you are finished entering items, preview the report and submit it to the elections
office. You'll see a new confirmation number for the amendment.

Amended Final Report For Review

e

If your county requires a hard copy of amended reports, print the report, sign it, and deliver

it to the elections office.

VR Systems/Pinellas County Supervisor of Elections
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If you need to change a report after submitting the amendment, talk to the elections office.
Some counties require a second amended report. Other counties have different procedures.

Amendment in Past Reporting Period

To create an amendment to a report in a past reporting period:

In the past reporting
period (the beige row),
click Unlock this report.

When the confirmation

Candidate Reports

Election : County 2015 (2015-11-04)

Past Reporting Pericds Current Reporting Periods Future Reporting Periods.

Status

2015
(05/01/2015 - 05/31/2015) 6/2/2015

Submitted
21088116

Unlock this report

Raceivad
2015-6 £450.00 | $1,000.00 [ #1088118
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 iterns) | (2 items)
View Contributi View Transfers
2015-7 $50.00 #1073251 View ditureg View Distributions|
{07101/ 2015 207 /3112015, S/10/20153 | R LTt} Unlock this report Print_| Amend
csv

Are you sure you wish to access a PAST reporting period?

message appears, click OK.

The Amend button
for the past

reporting period
becomes available.

0K Cancel

Candidate Reports

Elaction : County 2015 (2015-11-04)

Past Reparting Pericds Current Reporting Perieds Future Reporting Periods

Rpt Date

Total
Contrib

Tatal
Exp

Status

2015-5
(05/01/2015 - 05/31/2015) &/3/2015

$50.00
(1 item)

Unlock this re

View Contributions| View Transfers |
View Ex| ures| View Distributions |
Amend

Export CSV

Received

| View Contributions| View Transfers |

e 345000 | $1.000.00 | #1088118 | View Expenditures| View Distributions |
(06/01/2013 - 06/30/2013) 7/10/201% | (3 items) | (2 items) Print | Amend
Export CSV

Create an amended report following the instructions for the current reporting period.

Remove an Amended Report

Oops! I didn’t mean to create an amended report!

That happens sometimes.

If you begin creating an amended report, notice that the list of commands on the Report List
includes the command Delete Report. To back out of the report, first delete all the
transactions you entered for the amended report. Then, once there are no transactions for
the amended report, you can click Delete Report to delete it from the system.
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Change or Delete an Item on an Original Report

First, verify that the status of the original report is Received.

To change data that was entered on the original report, the original report’s status must be

Received.
To change a contribution or expenditure:

1. Inthe current reporting period (the green row), click Amend to display the Amend

Report page.

View Expenditures]
[_Pint, Amend |

ot TSV

Amend Report

Click Create te create an amended report for the 06/01/2015 - 06/30/2015 report.
The amended report will appear in the report list below the original report.

2. Next, click Create.

When the Report List reappears,
notice that there's now a new row
for the current reporting period.

Enter the new data
using these buttons,
just like you did on
the original report.

IAmended]

3. On the Report List, use any of the buttons as you did on the original report to enter
the new data.
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4. On the next page, click Amend Item from Orig Report to display a list of items (for
example, contributions) reported in the current month.

Campaign Treasurer's Report - Itemized Contributions

Election : County 2015 (2015-11-04)
Report Date : 2015-6
{2015-06-01 - 201 =
Add Contribution Retumn to Report Lisf Amend Ttemn from Orig Report

Seq Date | Contributor Contributor Contribution | In-Kind

MNum Type EEEED || R Teeeridfoy Amend | Amount

Total $0.00

Add Contribution Return to Report List

5. Highlight the item you want to change and click Amend Item. Detail for that item
displays.

The following list is the list

of the items on the original report
’ that you are amending.

To change an item,

. . . Select the tem to amend and you
hlghllght it. will be given a screen to anter
the new values for the item.

\‘ﬁ‘VBorber. Anna (2015-06-04) $100.00

2 Kirk, Marsha (2015-06-02) $50.00
3 Smith, Reid (2015-06-02) $300.00
4 Barber, Anna (2015-06-04) $50.00
5 Kirk, Marsha (2015-06-04) $75.00
6 Roger, Reid (2015-06-04) $300.00

Then click Amend Item.

\; Amend Item |

6. Make your changes in the appropriate fields and click Submit.

This page shows the details for the item as
they were entered into the original report.

Amend Heport - Enter changes to this item

et [6 w2 v |{2015 v| Bata of e (el ryv)

Luse Kk

To change an item, just o ——] |
make your changes in st 8099 Hicres Ove
the appropriate fields. et
Amount & [50.00
/&“W Bes | [ndviduot 7] Salact tha type that besk describes this contrbator
To delete an item, type a et cupuon | -
zero (0) in the Amount field. e et e o e e et v 180
Cantribuiion trps: ':Gash v_' -

Per F.5. 105,09 effective 91/01,/00 - A person may not make or sccept 3 cash entribution in excess of $39,

When finished, click Submit. o e

\ !

hint Contrbubon
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You now have two entries (in yellow) representing the changed item:

- The first entry deletes the item as it was filed in the original report. (Notice the word
Delete in the Amend column.)

- The second entry adds the item with the changed values. (The Amend column shows
Add.)

In this example, we changed the contribution amount from $50.00 in cash to $100.00 by
check.

Campaign Treasurer’'s Report - Itemized Contributions

Election : County 2015 (2015-11-04)
Report Date : 2015-6

(2015-06-01 - 2015-06-30) Tl
Add Contribution Return to Report List Amend Item from Orig Report _I:ze'e':es the Orlglnal
em.

Seq Contributor Contribution | In-Kind
N Date Contributor Type Occupation i Description

Marsha Kirk
6/2/2015 | 8899 Hillcrest Drive | Individual Cash Delete 50.00
Palmetto, FL 32312

:
i

Marsha Kirk
6/2/2015 | 8899 Hillcrest Drive | Individual Check Add $100.00
Palmetto, FL 32312

E
2
F

Total 0.00

Add Contribution Return to Report List Adds the changed
item in its place.

If needed, you can now change another item, add a new item, or return to the Report List.
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Submit a Waiver

A waiver is a one page report that you fill out and submit to the elections office to notify
there is no activity for a reporting period. In any reporting period when there has been no
fund activity (expended or received), filing the report is required.

WAIVER OF REPORT OFFICE USE ONLY
(Section 106.07(7), F.S.)
(PLEASE TYPE) ONLINE SUBMISSIOL!
[1014381]
Carolyn J. Casadonte 9
Candidate's Name (Last, Suffix, First, Middlo) Identification Number (Assigned by Division
OR Political Committee, CCE or Party Name of Elections)
1645 Harrington CT, Suite C
Palmetto, PL 32314 County Commission District 4
Address (Number and Street) Office Sought (Include District, Circuit or
Group Number)
City State Zip Code
m Candidate D Committee of Continuous. D Check box if address has changed since last
Existence. teport

D Political Committee. D Party Executive Committee D Check here if PC or CCE has DISBANDED
and wi o longer file reports

TYPE OF REPORT
(Check Appropriate Box)

QUARTERLY REPORTS ~ PRIMARYELECTION  GENERAL ELECTION
O snuary O 32nd day prior O 46th day prior
O apri O 18t day prior O 32nd day prior

(] TERMINATION REPORT
O wy O 4t day prioc O 18w day prior

o
o 30 ey per SPECIAL ELECTION
NOTIFICATION OF NO ACTIVITY IN FOR THE

7/1/2009  through_ 9/30/2009 ( @3 )

X

Signature Date

‘Candidate, Campaign Treasurer or Deputy Treasurer (s. 106.07(5). F.S)
Political Committees

Chairman, Campaign Treasurer or Deputy Treasurer (s. 108.07(5), F.S)
Committees of Continuous Existence

Treasurer (s. 108, 04(4)(c), F.S)
Party Executive Committees

Treasurar of Chaiman (5. 106 2(2), F 5)

I any (aparting panicd whan fme has hem mo activy in the account (na hiods expeded o tcaived) the filing of
the required report is waved. However, the fiing oficer must be notfed in writng on the prescribed reporting date
that no reportis being filed

1. On the Report List, find the reporting period that you want to submit a waiver for.

2. Click Create Waiver Report.

[ Import Entries ]

[Enter Cnntrihutinnd[ Enter Transfers ]
[ Enter E}{penditures][ Enter Distrihutiuns]
[ Prepare Totals ]

Create Waiver Report

3. Onthe next page, click Create Final Report for Review to open the Electronic
Signature PINs page with a reminder that the report has not yet been submitted.

Note: For committees set up as Type - Electioneering Communication, a waiveris no
longer generated when clicking Create Final Report for Review with no contributions
or expenditures applied.

4. Enter both PINs in the spaces provided and click Assign PIN to submit the waiver to
the elections office.
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Unlock a Report

Have you noticed that reports for past and future reporting periods have an
[ Unlock this report ]button'P

Candidate Reports

Election : County 2015 (2015-11-04)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Rpt Date c:f;:b T;:' Status
i View Contribution{ View Transfers
2015-5 $50.00 ” rmﬁgﬁ View Expenditureg View Distributions
(05/01/2015 - 05/31/2015) 6/3/2015 (1 item) Unlock this repott Print Amend
Ccsv
_— View Contributiond View Transfers
2015-6 $450,00 | $1,000.00 | #1088118 View Expenditured View Distributions
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items) P [
Export CSV
View Comnbuuon! View Transfers

20157 sso.00| rmm—l View Expenditureq View Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Unlock this report Print Amend

Export CSV |

These buttons prevent you from accidentally entering data for the current reporting period
in a past or future period.

If you find that you need to amend a past report or enter data for a future report, click
Unlock this report.

For past reporting periods, you'll then see options for amending the report.

View Contributiond _View Transfers
Submitted - T
2015-5 sso.00| . |=108s116 View Expenditureq View Distributions
(05/01/2015 - 05/31/2015) 6/3/2015 (1 item) I Unlock this report I Print ] Amend
Export CSV
For future reporting periods, you’ll see the usual buttons for entering data.
View Contributioni View Transfers ]
2015-7 ss0.00| . |#1073281 View Expenditured View Distributions|
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) | Unlock this 'emn ] Print ] Amend
Export CSV l
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Export Data to a Spreadsheet

The system has two ways to export your financial data to a Microsoft Excel comma-
separated values (.CSV) file. The Export CSV option collects all data for the selected report.

Submit

[ ExportCSV )

The Export All Transactions CSV collects all data from all reports in the election.

| Export All Transactions CSV

Both options create a file named CFinExport.csv in your C:\Temp folder.

When you click either button, you'll see a message asking if you want to open or save the
file. You can view the file immediately or save it to a different name and location.

The spreadsheet file contains this information:

- Date the item was recorded

- Whetherit’s a contribution (C) or an expenditure (E)
- Contributor or vendor name and address

- Contribution type

- Contributor’s occupation

- Item type

- Description

- Amount

- Whether the item was recorded in the original report (blank) or an amendment (A)

VR Systems/Pinellas County Supervisor of Elections



How to File Financial Reports Online

Termination Report (TR) Filing

On the Report List, you will see a section for the termination report, which is the absolute
last report that will be submitted by your campaign. This report states the financial status of
your campaign after all contributions and expenditures have been reconciled. It should also
show how any surplus funds were disposed of.

The termination report might not appear in the Report List at the beginning of the
campaign, but the elections office will add it to your reporting dates at the appropriate
time. Note that it might not be named Termination Report. The elections office can give
it any name, such as 2023-Final.

T P

el TR
Create Waiveri

Import Entries;

No Data Entersd Enter Contributil
2015-Final 7 -

10/01/2015 - 10/31/2015) 11/10/2015 ) - - || Unleck this report | Enter Expendity

Prepare Totals

Create Waiver

e

When it’s time to file the termination report, its row is green.

To file this report, you must add any outstanding contributions and expenditures that
haven’t been reported in an earlier report.

If surplus funds remain in the campaign account, the termination report should include an
expenditure that disposes of those excess funds.

The TOTAL Contributions and the TOTAL Expenditures must equal; meaning the
money that was deposited equals the amount that was withdrawn from the
account.

The report cannot have more contributions than expenditures or vice versa; the totals
must equal out.
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Reset Password

If you forget your password, you can simply reset it by clicking the Forgot Password link
on the Log In page.

Numeric Candidate ID (no leading zeros) I:I Password | | | Login |

Forgot Password?

On the Candidate Forgot Password page, enter your Candidate ID nhumber and click the
Reset Password button.

Candidate Forgot Password

Numeric Candidate ID (no leading zeros) || | | Reset Password |

An email like the one below will be sent to the email address associated with your account.
Click the link provided in the email.

Candidate Reports Reset Password Inbox % =

bsupport@vrsy com 12:31 PM (0 minutes ago) - -
to me |~

Carolyn J. Casadonte,
Please reset your password using the following link:

https://www.voterfocus. com/ws/wscanddev/candidate_resetpw. php?county=cfetraining&r=5571cef5450b27.75501507

This link will expire in 1 hour.

Note: If there is no email address associated with your Candidate ID, you’ll need to contact
your elections office.

On the Candidate Reset Password page, enter and reenter the new password, and then click
Reset Password. The password can be up to 12 characters—letters and/or numbers—and
is case-sensitive.

Candidate Reset Password

Enter a new password in

the New Password = New Password l:l
field.

You'll need to enter the == Re-enter Password l:l
same password in the

Re-enter Password Reset Password
field to confirm the new
password.
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Change a Password or PINs

You can change the password assigned to you by the elections office. A password can be
any combination of letters and numbers.

If your county required electronic filing of reports, your campaign has been issued PINs for
the candidate and treasurer. You can also change these PINs, if you wish.

Change your password:

1. On the Report List, click Change Password/PINs.

Office : County Judge
i Edit Candidate/Committee Bio Information/Upload Photo Change Password/PINs )

i"ﬁgmwmittee : Frank Castle (238)

2. Inthe Enter Old Finance System Access Password field, enter your current password.
This step is required, even if you are only changing one or both PINs.

3. To create a new password, enter and reenter it in the two fields provided for the new
password. The password can be up to 12 characters—letters and/or numbers—and is
case-sensitive. If you don’t want to change your password, don’t make any changes
to the password fields.

4. Ifyou want to change a PIN, enter and reenter the new PIN in the two fields provided
for the new PIN. Then enter your new password in the other two fields.

5. Click Change Password/PINs when you are finished.

Type your current ~
password here.

Change Password/PINs

alter the password/pins
you wis] ange at this time.

Type your new
/ password here.
Enter Old Finance System Access Pass
(The ene you used te log in to this sessien)

Enter New Finance S

Type your new

/ candidate PIN
here...

...and your new
— treasurer PIN

here.

ReEnter New Finance System Access Pass:

Enter Naw Candidate/ Committes electsanic PIN
ReEnter New Candidate/Committes slectronic
Enter New Treasurer slactronic

To finish changing ReEnter New Traasurer alactronic
the password and
PINs; click here, —===fr=p>|Change Password/PiNs | | Cancel

From now on, you will log on with your new password.

If you set up the Candidate Log In page to automatically fill in your password, you must
retype the password there the next time you log in. When you do, you might see this
message:
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AutoComplete

The pazsword vou entered does naot match the passwaord
_ ! stared in Windows Far this user name.

Do pou want to change the pazsword stored in Windows to
NaLr hew enk?

[ e J [ Mo

Simply click Yes to proceed into the Campaign Financial Reporting system.

Should you forget your new password, see the instructions for resetting a password. If you
forget your PINs, contact the elections office. They will be able to retrieve them for you.
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Log Out of the System

When you are finished with a session on the Campaign Financial Reporting system, be sure
to log out so that unauthorized persons cannot modify your report data.

Log out of the system:
On the Report List, click Log Out.

Click here to
log out of the | S — E
system. o’ﬂ v &tz i veterfoo: 5b. v v B 9 x s
\u & <Canddse Reports - Canddste Log in> B8 - P Qrok-

wndidate/Committee : Carolyn J. Casadonte (96) 1

NOTE: The

Office :

County Commission District 4
. photo, and released reports), has been viewed 2 total of 1 times from the

TN\ " ublc ste
[ R—— ‘==z
(Excami Tansscions GV )
| 7+ep |
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