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Distribution Notice

Counties Please Note Before Distributing this Document

You are welcome to use all or part of this document in preparing documentation for dis-
tribution to political candidates or committees. However, if you choose to omit our copy-
right statement and/or footers stating that the information is proprietary and confidential,
please insert the following text as a preface to any documentation containing material from
this document. Note that you will need to insert your county’s name in the text.

This document was prepared in part using material provided to <your county name>

County by VR Systems Inc. Such material is confidential and a proprietary trade secret. The
software is also a proprietary trade secret. Software and software documentation are there-
fore not subject to open disclosure under Florida Public Records laws.

If you have questions about this matter, please contact us.
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What’'s shown in an online financial
report?

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 FocusCam-
paign 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 will appear on the elections web-
site and can be viewed by the public. Along with the financial reports, you have the option
of providing a short description (or “bio”) of the candidate/committee and a photograph.

Here’s an example of a monthly report:

First, there’s a summary page

CAMPAIGN TREASURER'S REPORT SUMMARY
(1) cCarolyn J. Casadonte 'OFFICE USE ONLY
INLIN SUBMISSION
Name
(2) 1645 Barzington CT D 'S REPORT - ONTRIBUTIONS
Address (number and street) fubaittad on:
Falnetto, FL 32317 €/4/2015 16:25:24 (eastern) (1) Name i (2) LD. Number
&r1s2015 &r30/2015
Gl Siste, Zip Gode (3) Cover Period l ' through [ i (4) Page ! -l
[ Chack here if address has changed (3) 1D Number: 312
— @ (19 an 12
{4 Check appropriste box(es):
[l Candidats  Office Sought County Commission, District 3 I I
[ Political Committee (PC) Type Descrigtion | Amenamet | _ ameunt
[ Elestioneering Communicatians Org. (ECO) [] Check here if PC or ECO has disbanded =Y dd 50,
[ 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 1
individual making electioneering communicatians)
T E] a1
(5) Report Identifiers ssons,
CoverPeriod: From § /1 /2015 To g /30 /2015 ReportType: § I
[ Criginal [ Amendment [] Special Election Report = ;
s/arz015
(6) Contributions This Report (7)  Expenditures This Report lanaine
Monetary 3
Cash&Checks  § . . 150 . 00 Expenditures ~ § ., 1,000 .00
Loans $_ . . _0.00 |Tanstersio i
Office Account~ § 0 .00
Total Monetary $ X , 150 . 00
Total Monetary  § . 1,000 .00 Gl
In-Kind $ . . 300, 00
(8)  Other Distributions
$ 0. 00
|y
(8) TOTAL Monetary Contributions To Date (10)  TOTAL Monetary Expenditures To Date
. _250 . _00 H .1, _000._00
(11) Certification L
It is a first deg: for any a public record (ss. 839.13, F.5.)
| certify that | have examined this report and it is true, comect, and complete:
(Type name) (Type name) L L
O Indivicuai (anly for IE O Treasurer O Deputy Treasurer 0 Canddsais 0 Chairperson (only for PC and PTY)
o comm.)
DSDE 13 Rev.1u13 ) SEE REVERSE FOR INSTRUCTIONS AND CODE VALUES
X X
Signature Signature
DS-DE 12 (Rev. 11/13) SEE REVERSE FOR INSTRUCTIONS
CAMPAIGN TREASURER'S REPORT - ITEMIZED EXPENDITURES
(1) Name_Gazoiya 3. Casadonte {2)1D. Number a2
riz01s wr3072008
(8)CoverPerlod "/~ though_" ) (rage__ 1 o
] ] @ @ ] (]
Full Kame Purpose
(Last, Suf, Frst, W) a0 ofice sought 8 !
Sequence Strect Address & contributiontz | Expenditure
. Gy, Stae, Zip Codo candidate) T [amanmire|  Amount
T | R, aavertising W [ea o
1
il - -
( tial/Proprietary Trade Secret 6
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Then, an itemized list of con-
tributions

Next, a list of expenditures

Then, a list of distributions

CAMPAIGN TREASURER'S REPORT - ITEMIZED DISTRIBUTIONS
(1) Name Cazolyn J. Casadente

(2) LD. Number 31z
(3) CoverPeriod &/1/2015 through  6/30/2015 (4) Page 1 of 1
5) (7) (8) @) (10) (11)
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 candidate) Expenditures | Amendment | Amount
€/4/2015 Eric Wu Campaign Accougtgailouts 2015-2015-6-2 £500.00
222 South Street
1 Tallshassee, | 32032

And finally, a list of 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
) ™ @ ] (L] (§E]
Date Name of Financial
—® Institution
Sequence Street Address & Transfer Nature of
Number City, State, Zip Code Type Account Amount
6/6/2015 SunBank, 0 money Add 5$1,500.00
mamasville R market
Tallen s
1
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What do I need to create reports
online?

« A computer equipped with:

o An Internet connection.

« A web browser configured to accept cookies and with pop-up blockers disabled. In
this document, the examples shown use Internet Explorer.

« 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:

« a link in the Campaign Financial Reporting System (see page )
or
« www.adobe.com

« A printer, if your county requires you to file a hard copy of the report or you want a
hard copy of the report for your records.

« 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
reelection to the same office. Committees also need a new ID for each election.

Committees of continuous existence typically are allowed to keep the same ID, but this var-
ies from county to county. Some counties prefer to assign committees of continuous exist-
ence a new ID for each election.

The password can be changed after you log in, if you wish.
« PINs for the candidate and campaign treasurer password.

If your county permits electronic submission of financial reports, two 4-digit PINs will be
provided to you by the elections office. You can change the PINs after logging in, if you
wish. (See page for instructions.)

Your county might have other requirements, so check with the elections office before you
begin.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret 8
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How do I start?

Log into the Campaign Financial Reporting system like this:
1. Type this web address into your browser:

https://www.voterfocus.com/ws/WScand/candidate_pb.php?county=<county>

replacing the text <county> with your county name. You can enter lowercase or uppercase
letters...the letter case doesn’t matter here.

For example, if your county is Holmes, you would enter:

https://www.voterfocus.com/ws/WScand/candidate_pb.php?-
county=holmes

2. Press the Enter key on your keyboard or click the “go” icon in your web browser.
You'll then see the Candidate Log In page:

Candidate Log In

***Important Notice™** Campaign finance reparts must be completed and submitted (filad) through the slectronic filing system not later than midnight of the day required by law therfors, and that late-filad campaign financa reports are
subject to the penalties prescribed under Section 105.07(8), Florida Statutes.

Numeric Candidate 1D (o leading zeros) | | Password| J

Forgot Password?

3. Enter your candidate ID and password here.

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 upper-
case; the same goes for lowercase letters. Your password might also have numbers.

By the way...you can change your password once you get on the system. We'll explain how
to do this on page .

4. click [Legin]

Note: You’'ll need to enter the same password in the Re-enter Password field
to confirm the new password.

Enter a new password
in the New Password

Your county may require that you change your password the first time you log in. If that is

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret 9
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the case, after you click Login, you will see the Candidate Reset Password page:

Candidate Reset Password

The administratoer has reguired that you reset your passwerd upon first login.

New Password |:|
Re-enter Password I:I
Reset Password

VRx*

Enter a new password in the fields. New passwords must meet the following requirements:

Password must be more than 8 characters in length.
Password cannot be the user's current password.
Password cannot be “password”.

Password cannot include any county name.

Passwords can not be commonly used phrases or passwords.

Click Reset Password.

On the Candidate Log In page, re-enter your candidate ID and your new password and click
Login again.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret
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What you see when you log in

This is the main page of the Campaign Financial Reporting System. It shows the reporting

periods for the campaign. We call this page the Report List.

o Election

o Your candidate ID

o Office or issue

« Your name

Candidate/Committee : Carolyn J. Casadonte (312)

Office : County Commission, District 3

Edit Candidate/Committee Bio Information/Upload F'hatol 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 Reperting Periods Current Reporting Perieds Future Reporting Periods

Total | Total
Rpt Date Contrib | Exp Status

No Data Entered Import Entries
This report is
now overdue

Enter Contribution| Enter Transfers

2015-5 - A
(05/01/2015 - 05/31/2014) 6/3/2015 - 1 day. Enter Expenditure] Enter Distributions
- Prepare Totals
Hnlocsihisuapor Create Waiver Report
Import Entries
No Data Entered Enter Contribution| Enter Transfers
15-6 - P
(06/01/2015 - 06/30/2015) 7/10/2015 - - Enter Expenditure{ Enter Distributions
Prepare Totals
Create Waiver Report |
. View Contributiond View Transfers
Submitted § - - .
2015-7 $50.00 | | #1073251 View Expenditured View Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Unlock this report Print Amend

ort CSV

Time periods when financial reportsare required.
Colors indicate reporting periods:

Past Reporting Periods (beige)

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret
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Current Reporting Periods (green)

Future Reporting Periods (blue)

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

Unlock this report

easily unlock the report by clicking

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 10 days away (thatis, 9 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 F‘hﬂtoI 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 gt

Mo Data Entered Import Entries

Ehisleepontis Enter Contribution| Enter Transfers
2015-5 ) Bgjrew overdue - —=

(05/01/2015 - 05/31/2014) 6/3/2015 1 day. Enter Expenditure{ Enter Distributions
- Prepare Totals
S el S Create Waiver Report

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

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret 12
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the due/overdue report(s) will be highlighted as well.

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

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret
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Let’s look at the current reporting
period.

Name of reporting Contributions Expenditures Command
period so far so far buttons for
entering data.
We'll look at
these more
closely on the
next page.
Election : County 2015 (fo15-11-04) I
Past Repofting Periods mmw-u Future Reporting Periods. I
Roxose EAEEY
Sul
2015-5 £50.00 = 116
(05/0§/2015 - 05/31/2015) 6/3/2015 | (1 item) e
/
L Import Entries
A v T Enter Contribution| Enter Transfers
2015-6 $450.00 | _ | Data Entry Started Enter Expenditure] Enter Distributions

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

Create Final Report For Review |
wlw 1t CSV
o ;i View Iransters
20157 00| _ | =z1073251 View View
p0Z/Aj231S) Ean Unlack this report ||| Print
CSV

Start and end dates Date when Status of the report.
of reporting period report is 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.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret 14
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About 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.

20156 $4350.00
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items)

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.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret
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View and Maintain Contributions

ariey to bring up a list of the contributions recorded so far:
Campaign Treasurer's Report - Ttemized Contributions
Election 1 County 2015 (2015-11-04)
Report Date : 2015-6
(2015-06-01 - 2015-06-30)
Add Conkribution Return to Report List Amend Jkern from Orig Report
549 [pate | contributar ?:D“:"bm' Socupation c:p":"b“‘"“ :J“.’:c'""_‘gtion Amand | Amount
Marsha Kirk le )
Edit Delste 1| 6/2/2015 | 8693 Hillerest Drive | Individual Cash Delete | $50.00
Palmatte, FL 32312
Anna Las Barber
Edit Dalste 2 | 6f2/2015 | 45 wilson Blvd Individual Check Add $100.00
N Palmatte, FL 32312
\ Tatal In Kind 20.00 L
\ Total Monstary 450,00 L
\ Total $50.00 |
n%if?t;eg:illjs De:j‘:T:tEE:w Retum to Report List The Totals rows show =
on an existing contribution Takes you back to the you a breakdown of In-
contribution altogether list of reporting periods. Kind and Monetary
. g ' contributions along with
the combined total.

Date

Cantributor Name
Adaress 1
Address 2

Cay

Amount §

Contributor Typae

Contributor OooUpaEton

Contribution ype

In-kind Description

S ey w00

Last
First

Indieidual

Cash

14

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

1

Macldle
e
v
[ Subma | [Cancel

Date of iem (moydd/yyyy)

Enber [ast name or company name if a business

Salect the typa that best describes this conkributor

The cccupation of the contributer is enly required (i
the amount is over $100

Per F.5. 106.09 eMective 01/01/08 - A persen may not
make or accept 3 Cash contribubon in excess of §50.

Type the description of any In-kind contribution.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret
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Add a New Contribution

If the contributor is an organization Most of the entry fields are self-

rather than an individual, enter the explanatory. The blue column has
! tips on what’s required.

organization name in the Last field. P g

And leave the First and
Middle fields blank.

Date (9 TG T MG Date of e {mmisd )
raar
Cantriuter Hama Enter lask rama oo cempany mama i 8 busisass
st Middle
Addrass 1
address T
ey 7 Tin
Amcurt §
Comtrbetar Type | Indivicual v Suluct the Eype that Beat descrites thin contribetar
ottt Donvpatien | R
Candidate 10 Themsslves
Committes Tha zeapation of tea cortributer o only reguired if the amscunt is ower $100
Political Party
Ot
S iz ation
Cortsitutian Tipe e tata) Par F.5, 106,09 & lective 01701 /08 - & gersan may ool meabs or acoept & cash contribution in sxcess of §50,
o
InKind

Inberest

Loan

Maembership Duss
Rafund

Ba-kired Dscriphion Type the Sesoiption of aey Da-kind comtribation.

Maorey Crder

Cairy Onwed Funds

Mudtiple Unifoms Conribution Suibmit | Cancel and retum to list

I \
When you've completed the form, Click cancel and return to list
click Submit. when you've saved the last
If the system says you've itted contribution you want to add right
now.

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.

Contribution type
should be one of these:

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

This option is for use by candidates only.
Cash Cash or cashiers check.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret
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Check

In-kind

Interest

Loan

Membership Dues
Money Order

Multiple Uniform
Contributions

Refund

VRx*

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 con-
tribution. 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 con-
tributor.

Refunds must be entered as a negative amount.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret
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Add A New Expenditure

\

Enhereimres

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

Click

Campaign Treasurer's Report - Itemized Expendituras
Election : County 2015 (2015-11-04)
Report Data : 2015-6
(2015-06-01 - 2015-06-30)
Returm to Report List
l?:::: Date Vendor Purpose E:;:nditula Amend | Amount
Davis Communications

Edit Delete 1 | 6/4/2015 | P.O. Box 3468 Retainer for advertising, ry $500.00
Tallahassee, FL 32432 —

Notal $500.00

Add Expenditure Return to Report Lt \
Click Edit to modify Takes you back to
details on an existing the Report List.

expenditure.

Click Delete to remove
the entry altogether.

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

Date |5 w22 w2009 ¥ Date of em (mm/dd/yyyy)
Vendor Last Name — Enter last name or company name if 3 business
First Middle
Addrass 1
Address 2
Cilry sT Zip
Amount §
Purpose Type the purpose of the expenditure.
o — Manetary - Please refer to the I

for the state of Flonda to ensure you are using
the cofrect transaction type.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret
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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 T/ v 2014 v Date of item (mmddd/yyvy]
Last
Vander Namas r = Enter lask nama or company nama if 8 businass
First | Middle |
P Not sure which
i Expenditure Type to
Addrass 2 choose?
- - - - Click this link to the Dept.
oy | | T Zip | of State website for more
information.
Amount $
Purpose Type the purpose of the expenditure.
Mangtary v Plaass rafur to the Campaign Tresurer Handbook

Expanditure typa for the state of Florida to ensure you are using

the correct transaction type.
Petty Cash Withdrawn
Petty Cash Spent
Transfer to Office Account M
Refund
| Dispoesition of Funds
Dispasition of Funds to Future Campaign
Disposition of Funds to Political Party
Disposition of Funds to Petition WVenfication
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 right now.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret
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Expenditure type

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 With-
drawn

Refund

Reimbursements

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret
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should be one of these:

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 indi-
vidually.

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 cam-
paign account for expenses incurred in connection with campaign activ-
ities.

21
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Transfer to Office Funds transferred to an office account when the candidate has been
Account elected.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret 22
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Adding Contributions and Expenditures Over-
view

If you enter a contribution or expenditure outside of the range of the reporting period you
are working with, they 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 Color legend:
mendment will be created

o

Click the report that you would normally have filled 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.

(02015-5 from: 05/01/2015 to: 05/31/2015 IColor legend:
mendment will be created

Click the report that you would normally have filled 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 on, the system will let you
know that too.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret 23
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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 then either change the transaction date or contact your county Campaign
Finance Administrator for assistance.
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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.

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

To preview your report so far:
Click

Import Entries
Enter Contributions

| [Enter Expenditures] |
Prepare Totals I

Delete Report

to bring up this page:

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 (212} Office : County Commission, District 3
Report Period 06/01/2015-06/30/2015 Due Date 7/10/2015
Contributions $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 |

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret 25



How to File Financial Reports Online VRx*

CIick[ Prepare Totals ]

to total the contributions and expenditures for this reporting
period. You'll be 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 output PDF file (./pdf_cfetraining/e60c312_6_dhc691sdc359.pdf) has been produced and is available to be previewed.

To View this report, you will need Adobe Acrobat

'\w

You only need to install Adobe Acrobat one time. If you have not previously installed Adobe Acrobat, click hers to download it Adobe

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.

CIickl Preview | in the banner to bring up a PDF of your report.

Check the draft report carefully to verify
everything is correct and complete.

The preview version of the report has a
DRAFT watermark on each page.

The elections office cannot accept a
draft report. You must submit a final
report.

Forgot to add a contribution or expenditure?

That's OK: You can continue to add them after doing the preview.

On the Report List, notice that the Prepare Totals button is now labeled Preview.
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[ Import Entries ]
[EnterCnntribuchns][ Enter Transfers ]
Enter Ex it es[EnterDistribuTjnns]
C Preview
Create Final Beport
| ExportCSV__|

VRx*

You can click Preview at any time you want to look at the report. If transactions are added,
the button label will switch back to Prepare Totals, which means you need to total the new

transactions into the report before you can preview it again.
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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 dis-
tribution.

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 pur-
chase 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 dif-
ferent entities at a later date. (For example, payment to a media consultant who then
makes disbursements to nhewspapers 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 cam-
paign. (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.
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To record a distribution:

[ Import Entries ]

Enter Cnntribu’rjunﬁ].[ Enter Transfers L
EEnterExuenditi Enter Distributions ]

| Prepare Totals |
[ Submit Waiver ]

Click to bring up a page with describing the

requirements for a distribution transaction.

Proceed with

Distribution

Click to see this 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

Seq Related

Num | Date Vendor | Purpose Expenditures Amend | Amount

Total $0.00

Add Distribution Return to Report List

Click Add Distribution to bring up the form for entering distributions.

If the entity receiving the distribution is an organization rather than an individual, enter the

organization name in the Last field.
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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
B e s e the distribution. If the distribution is a
d 1 contribution to a candidate, be sure to
Last indicate the office they are running
Vendor Name ! -
First for.
Address 1
Addrass 2
ki If the distribution is related to a
Amount $ previously reported expenditure, enter:
L. ® The vear when the expenditure
was reported.
Purpose
Lo ® The Report Type from the first page
/ of the report (example, M4).
For aach di
E,Defﬂf,i: Year Report Line Feport, ent] - Lhe Sequence Number (from the first
Humber asg column of the report’s expenditures
age.
£

i ndir

When you’'ve completed the form, click Submit to save the information. After the dis-
tribution is saved, you’ll get another blank distribution form.

Click Cancel when you’ve saved the last distribution you have right now. You’ll see the dis-
tributions you added highlighted in yellow, as in the example below.

Campaign Treasurer's Report - Itemized Distributions

Election : County 2015 (2015-11-04)
Report Date : 2015-6
(2015-D6-01 - 2015-06-30)

Add Distribution Return to Report List

Seq Related

Num | Date Vendor Purpose Expenditures Amend | Amount

Eric Wu Campaign Account
Edit Delete 1| 6/4/2015 | 222 South Street Mailouts | 2015~2015-6~2 $500.00
Tallahassee, F 32432

Total $500.00

Add Distribution Return to Report List
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What about fund transfers?

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.

Click

Enter Contributt  Enter Transfers ]

[Enter Expenditures|| Enter Distributions
[ Prepare Totals ]
[ SubmitWaiver ]

to bring up this page:

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 N Transfer | Nature of
Num Date | Institution Type s Amend | Amount
Total £0.00

Add Fund Transfer Return to Report List

Click Add Fund Transfer to bring up the form for entering transfers.

Enter the financial institution where the account is held.
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Date |10 {1 v|12009 v| Date of item (mm/dd/yyyy)
Institution Name | | Enter institution name
Address 1 | |
Address 2 | |
city | EE
Amount % |:|
Transfer Type Select the type that describes this transfer
Nature of Account Certificate of Deposit, Money Market, etc. //
List Wendaors

Select To if the transfer is from the campaign account to the institution account.
Select From if the transfer is from the institution account to the campaign account.

When you've completed the form, click Submit to save the information. After the transfer is
saved, you’ll get another blank transfer form.

Click Cancel when you’ve saved the last transfer you have right now. Transfers are not
shown on the Reports List because the funds have simply been moved within the campaign
or committee, rather than expended or distributed elsewhere.

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret 32



How to File Financial Reports Online VR*

Import Data from Campaign Applic-
ation

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.

To import data for the current reporting period:

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.

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

On the main page, locate the row for the current reporting period (look for the green row)
and click |__Import Entries |
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Candidate Reports
lecticn ; County 3008 [2015-33-04]
Famt Reparting Penocs Current Reperting Perkods Futees Reporting Periods:

Tokal Total
Current b contilb | ap | TS
repc_:—rm]g R Vigw Contributiond _ View Tiansiors:
period is 20155 5,00 1088116 View Expenditured View Distributions,
shnwn in {0%0L/2015 - 0S/3LF2013) O/ 2013 L Ibem) mm.ﬂﬂw’l | Prim | ==
Expent CEY
green.
\ I Import Entries
e P I e Coninbuban  E Transnis
\ 20156 $450,00 | $1,600.00 | Cuta Antry Started Ene e ; o
[OSD1/2005 - D6/30/2015) 711072015 | (3 fimme) | (3 iteress) | (1) Seribution Remiz)

i

20157
107042015 - T IINE) BFI02035 | (L

H

Uil this rogsoet

Import
Entries
brings up
the Upload
Report
page.

On the Upload Report page, click and find the file you want to import. Then
cIick[ Upload Report ]

Upload Report (State Ca
Mame of file to import. ~ Upload this file:
CiReports\May 200 5.rpe Browse. ..

_ Upload Repart
Click Upload Report tﬂ”w button to locate the file to upload
import the file into the and then click on the "Upload Report’ button.
system.
Y [ Return to Repost 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_\-:—_; - |E, bt fjwewem voberfocus comfws WScandjcandidate_pb.phpTop=u "l ﬁ | XK
W | g candidste Fnancl systen - Uload Resert [ B8 i

File Upload - County :

File:cpt_erica_96_125.rpt
Size:5474

Report uploaded successfully
Return to Reports List

Contributions

[ Contribution: 000001-2004-07-02~CLW Realty Asset Group ~ ~ ~ ~500 CH §
Contribution: 000002~2004-07-02~Rogers ~ ~Joanna ~ ~250 CH

Contribution: 000003~2004-07-02~Wmnchester ~ ~Pam ~ ~50 CH

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~Tafiwro ~ ~Vinny ~ ~59.2 MO

Expenditure: 000003~2004-07-06~Aspire Attire ~ ~ ~ ~144 MO . ’

Expenditures
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When you've finished importing entries for the reporting period, preview, and submit the
report.

To import data for a past reporting period:

If you've 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 do an Import
Entries command, following the instructions beginning on page "To import data for the cur-
rent reporting period:" on page 33.

To import data for a future reporting period:

Unlock the reporting period and do an Import Entries command, following the instructions
beginning on page "Import Data from Campaign Application" on page 33.
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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 have done this, the report cannot be changed, although it can be amended. We’'ll
look at amendments on page "Change A Report That Has Been Filed" on page 48.

The steps you take depend on whether your county requires a hard copy of the report
signed by the candidate and treasurer, or requires submission of reports “signed” by the
electronic PINs of the candidate and treasurer.

Instructions for filing a paper report:"Submit Paper Reports
on the next page

Instructions for filing by electronic PIN: "Submit Electronic
Reports" on page 40
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Submit Paper Reports

VRx*

(If your county requires electronic reports, skip to "Submit Electronic Reports" on page 40.)

What happens when you submit a report:

« Removes the DRAFT watermark from the report pages.

« Seals the report: you cannot add, change, or delete contributions or expenditures

once you have submitted the report.

« Files the report online with the elections office. Some counties require you to also

provide with elections office with a signed hard copy of the report before your filing is

considered complete.

To finalize the report:

Click

Import Entries
Enter Contributions
Enter Expenditures

Submit __
CB0ertsy | o bring up instructions:

Submit Report

Candidate : Carolyn J. Casadonte (312) Office : County Commission, District 3
Report Period 07/01/2015-07 /312015 Due Dat= 8/10/2015
Contributions $0.00 Expenditures $0.00
Transfers $0.00 Distributions $0.00

Click on the submit button below to file the report.

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 casze 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.

Submit Report || Cancel |

Are your entries for this reporting period finished?

If not, click Cancel.
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If you are ready to file,click L_SubmitReport

Submit Report

returns you to the Report List with green banners at the top indicating
submission.

Report Submission Confirmed: Confirmation Number:

Filed: 2015-07-6 13:38:32 (Eastern)

Report submitted for 7(7/1/2015 - 7/31/2015)

Your output PDF file (./pdf_cfetraining/e60c312_7_dhc708sdc303.pdf) has been produced and is available to be
viewed/printed.

To View this report, you will need Adobe Acrobat
You enly need to install Adebe Acrobat one time. If you have not previcusly installed Adobe Acrobat, click here to download it

AR

Notice that the report’s status is now Submitted. You’ll also see a confirmation number.
And, the command buttons have changed.

The new status Data can be
of the report is viewed but
Submitted. cannot be
changed.
—. View Contributiond ™ View Transfers |
20156 $430.00 | $1, -lutull) ‘ View itured View Distributions|
(08/93/2003 - C4/30/Z015) 7/30/2003 | (3 ibera) | (2 Print_| Amend
Expart CSV

Confirmation number

To display or print the report:
Click

Print  jmend |
[ Eworcsy |

or L ViewPrint ] on the banner to display the PDF.

Sign the report and deliver it to the elections office prior to the deadline for this reporting
period. Note that the report requires two signatures: from the candidate and from the cam-
paign treasurer.
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If the county has your email address in the administrative section of the Campaign Fin-
ancial Reporting System, you will automatically be sent an email when the Supervisor of
Elections accepts or rejects your report.
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Submit Electronic Reports

(If your county requires paper reports, go back to "Submit Paper Reports" on page 37.)

To finalize the report:

Click Create Final Report For Review

[ Import Entries ]
[EnterCnntrihutinna][ Enter Transfers ]
[ Enter E}{pendituresﬂ Enter Diatrihutinns]

[ Preview ]
| Create Final Feport For Review ]
| Expotcsy |

to bring up instructions:

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 signhed
by the Candidate/Committee and
Treasurer using their respective
electronic PIN.

‘ Create Final Report For Review || Cancel |

Are your entries for this reporting period finished?

If not, click Cancel.
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If you are ready to file,click [ Create Final Report For Review]_

Clicking | Create Final Report For Review | brings up the Electronic Signature PINs page with a
reminder that the report has not yet been submitted...

Report created for your final review.

Preview Report Created: 2015-07-6 10:26:09 (Eastern)

Screll down to see the repert

This report has not yet been submitted to the Supervisor of Elections.
To submit the report, assign both PINs as described below.

Undo Final Report

CAMPAIGN TREASURER'S REPORT SUMMARY

(1) carelyn J. Casadonte OFFICE USE ONLY
Narne ONLINE SUBMISSION
(2) 1645 Rarzingten CT [1088118]
Address (number Submitted on:
Palzetto, FL 3:?1?“ : 6/4/2015 16:25:24 (eastern)
Citv. State. Zio Code

...followed by an online view of the report.
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« Enter both PINs in the space provided and click Assign PIN to submit the report to the
Supervisor of Elections.

Enter Candidate’s PIMN

Enter Treasurer's PIN

Then, click

« Enter just one of the PINs and click Later. This will return you to the report list.

Enter Candidate's
ar

Treasurer's PIN

Then, click

i IMs
The message Eﬂaltl.;e&“ will appear in the report’s Status column and the report will

be locked, which means no changes can be made.

When the report is ready to be signed
with the other PIN, click Assign PIN(s)
to bring up the PIN page again.
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e TR POy
Z‘I’ Report Created _

| Signature (PINs)
{}, Required View
jé [ AssignPINis) | | [P}
~.[ Undo Final Report ] E
I‘-r

Enter the missing PIN and click Assign PIN to submit the report to the Supervisor of Elec-
tions.

« If you want to remove the PINs and unlock the report so you can make changes, click

[ Undo Final Report
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Review Submitted

The DRAFT watermarks are gone...

Report

and your confirmation number is displayed in the Office Use Only box
along with the date and time you submitted the report.

CAMPAICH TREASURER'S REPORT SUMMARY
) o | Gaamsante OETCE LN O Y
. |1a6n118)
Bubmi t tad
e a e —
Chy. State, Bip Code
[ ] Crman mars H nsdreas mes hangsd 13) 10 R a3
14 Credd aggrigiiak basied
MiCasstats (MmBmge County Comm:ssisn, Distzict 3 R
[l e Coramnes (PO1
S ——— [k bars H PE or D00 an Sahardsd
)Pty Evcve Comeviam (PT7) LI Cvech bure H PTY bun Satmrces
[ | Eapaacibur. 06y sk cowarn o (]I evw H 1o ottes 5 o 5C rpguarin well ey Slsat
Srb el #1 0k iy g e wry e waen
CAMPAIGH TREASURER'S REPORT - ITEMDED CONTRBUTIONS
) e ieroi
Cover Pesiod:  From & L 72015 T g P Nens  covaipe 1 casssarsa 130 L. Mt ==
1% cigiras [ - [] Swce B e — o g Page 1w
m m - L] on ny -
=)
L0, 0D g [
Beguree Cartrhree Cartrimien by
[ - S L =
omee| | 4ranms
0. W
Foim
o0 , 0 |
= :
15 TOTAL W Coarvtrinatiora T Dute iy .. REPGRAT - £
1 i34 - _90 =i o e e nz
= = ’ iCorbeiod_ 0 e ke e i
i i e dmanacefx v e 8] = - - T
1 iy k| v e i e b, e, 4 ol n: '“'::LE:.'"" — |
[T vl [Tyne ravel e Ny, an Dp Chl et | dmEd
D, G | Doemm | [T —t =1 ot
| i A :
x x ]
A\ Sganre T - = — |
CEDE P HITY .;
CAMPAIGN TREASURERS REPORT - ITEMIZED Dol TRIBUTONS
1} Mama Coreign 5. Camadeste B LD Ny REE
[A} Cowes Pariod 50172013 hrowgh 430006 My Page i o0 1
. Py 1% L} L] (] I L]
MNotice that the Original box . L O ...
is selected in the Report | T e A e [ | |
Identifier section.
waszmis | ez we ampuig Acesufmasioes ST e
It indicates that this is the |
original report for this
reporting period. CAMPAIGN TREASUREFR'S REPORT - FUND TRANSFERS
) B aroiym J. Cessdante 2 L. b
Should you later file an 4 peas S
amendment to this report, e s o~ "
the Amendment box will be T | s
selected instead.
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Confirm The Report Is Available On Website

That depends on your county’s procedures. 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.

Received
Ao | #1088118

Jiew Contributiony  View Transf

2015-6 $450.00 | $1,0 Jiew Expenditured View Distributions
(08/01/2015 - 06/30/2015) 7/10/2015 | (2 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 ren i £
S?.liECtEd Chvent repEting aree (e tion € om i) 3} .
ere.
\ Thie web st list candidates for court: unty affio opcrt el on
\ '
Informatic grainad within the repsrts has been genssated by and is the ssle responsibslity of the repsrting sntity

Candidates.

Pk g $12.00
e |

Barem P winls mpe
Actvm- (reaiifiod]

L ad $10.00
At i}

Sunlly Sumeers Detmis mer
rrEs——-

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 € Bl Exgarm all &
sl - A Display list of
. 1645 et all campaign
The newly - . ; transactions.
received report - /
is listed here.

o
H1EEE0 BEN S5, 0 Frmg

W1SB01E - &/IVE0LE) Amended .

: (e

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret 45



How to File Financial Reports Online VR*

Did you know?...A photograph and biographical information can also
appear on your page, if you choose to provide them. We'll
explain how to do this on page "Update Candidate Photo and Bio" on
page 64.

Website visitors can click the report name in the Report Views Transactions column to to
bring up a list of all transactions reported so far grouped by type:

Candidate: Carolyn J. Casadonte

Office: County Commission, District 3

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

Back € Print 2 Export &

Campaign Treasurer's Report - Itemized Contributions

Contributor Entity Occupation Cont. Type
Amend
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

1 Davis Communications Advertising Monetary
6/4/2015 P.O. Box 3488 Add $500.00
Tallahassee, FL 32432
Total Expenditures $500.00

Contributions from persons with protected-address status are not shown in reports.
Instead, the notation ***Protected*** will be seen 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 con-
tributor 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 on your local computer, just save the PDF to
a folder on your computer or network.

To save copy of the report to your computer:

Click

to display a PDF of the report in Acrobat Reader.

Click [ 1. 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.
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Change A Report That Has Been Filed

After a report has been 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 checkmark in the Amendment box.

The Amendment box is automatically checked when you create an amended report.

CAMPAIGN TREASURER'S REPORT SUMMARY

(1) carclyn J. casadonte OFFICE USE ONLY

Name
1645 Harrington CT [1088951]
2 g

Address (number and street)
Palmetto, FL 32317
City, State, Zip Code

[[] check here if address has changed (3) 1D Mumber: 312

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

(4) Check appropriate box(es):
[#] Candidate Office Sought: County Commission, District 3
[ Political 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)

(5) Report Identifiers

Cover Period:  From /12015 To g /30 /2015 ReportType: &
[ Criginal E] Amendment [] Special Election Report

(6) Contributions This Report (7)  Expenditures This Report
Maonetary
Cash & Checks $ ; , 50 .00 Expenditures  § , , 0 .00
[~ Lkoans i 2 00 REUE S N NS

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 following the instructions beginning on page "To create an amend-
ment to a report in a past reporting period:" on page 50.

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

CHAPTER 1| VR Systems Confidential /Proprietary Trade Secret 48



How to File Financial Reports Online

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

to bring up this page:

Amend Report

Then click | Creste |,

When the Report List reappears,
notice that there’'s
NOW a New row
for the current
reporting period.

To create an amended report, you can:

VRx*

« Manually enter new contributions (page "Add a New Contribution" on page 17) and

expenditures (page "Add A New Expenditure" on page 19).

« Import new contributions or expenditures (page "Import Data from Campaign Applic-

ation" on page 33).

. Change or delete items listed on the original report (page "Change or Delete An Item

On Original Report" on page 53).

The totals of items
on the amended
report are displayed |
just as they were for
the original report.
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When you are finished entering items, preview the report (page "Preview A Report" on
page 25) and submit it to the elections office (page "Submit A Report" on page 36). You'll
see a new confirmation number for the amendment.

et Sl B et sl I ST T
View Contributiond View Transfers
Submitted - . . I—
2015-6 $450.00 | $1,000.00 | #1088118 View Expenditured View Distributions
(06/01/2015 - 06/30/2015) 7/10/2015 | (2 items) | (2 items) i e
Export CSV
Import Entries
e ——— Enter Contribution| Enter Transfers
(08/01/2015 - ﬁ;ﬁgm.s) 701072015 | gapsoo | 4s00.00 | $1088118 Enter Expenditure{ Enter Distributions
(3 items) | (1 item) Prepare Totals
Create Final Report For Review
Export CSV
e ; > Py

If your county requires a hard copy of amended reports, print the report (page "Submit
Paper Reports" on page 37), sign it, and deliver it to the elections office.

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.

To create an amendment to a report in a past reporting period:
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In the past reporting o Candidate Raparts
- - Election : County 2015 (2015-11-04)
period (the beige T~ :
. \k Fast Fegorteg Periods Current Reporting Periods Future Reporting Periods
row), click Unlock
. Rst Date o | B | statua
this report.
\Mwm Vigw Tronsfers
2013-5 £50.00 \ s-“unmus Vi itured  Veew Distibutions
(05/01/200% - 0/31/200%) &F3/200% | (1 item) ITnlntlt this repon | Print | Amend
|_Exponcsv |
View Confributiond  View Transfers
20156 445000 | $1.000.00 | #1088118 Viaw ituresWiaw Distributions|
. = o) | el Print | Amend
Expon CSV
View Viaw Transters
Racaived :
20137 $20.60 . 1073231 Miew E ed View D
- = 12 e} Unlock this repon | [ Print | Amend
Ccsv
When the confirmation
message appears, click OK. Are you sure you wish to access a PAST reporting period?
‘ 0K ‘ ‘ Cancel ‘
The Amend button e Candidate Reports
Blaction « Courty 2013 (3015-11-04)
for the past
i i d Xn-.nWMnulwmmmmwum
reporting perio
ep g2 P B — _""""hﬂ Y:;l —
becomes available. P—
P | View Coniributions| View Transfers |
0155 550,00 R 1080116 | View E ditures | View Di |
(OS/01/2015 - 05/31/2015) /2005 || (2 ibem) Unlock this report | o=
[ Exporcsv |
| View Conlributions| View Transfers |
2015-6 $430,00 | $1,000.00 | #1000118 | View Expenditures | View Distributions |
(D5/03/201% - D&/3Y2015) T aty2es | (3 ibeens) | [2 mama) Pint_| Amend
Export CSW

Create an amended report following the instructions beginning on page "Change A Report
That Has Been Filed" on page 48.
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Remove An Amended Report

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

That sometimes happens.

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 trans-
actions you have 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 Original Report

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

Received Jiew C ibuti View T
2015-6 £450.00 $1, Jiew Expenditured View Distributions
(08/01/2015 - 06/30/2015) 7/10/2015 | (2 items) | (2 ite Print | Amend
Export CSV

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

To change a contribution or expenditure:

View Contributions

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

to bring up this page:

Amend Report

Click Create to create an amended report for the 0&/01/2015 - 0&/30/2015 report.
The amended report will appear in the report list below the original report.

Then click | Create |,

When the Report List reappears,

notice that there's T

oW d New row

for the current o i T
reporting period.

Enter the new
data using these
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On the next page, click Amend Item from Orig Report.

VRx*

Campaign Treasurer's Report - Itemized Contributions

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

(2015-06-01 - 201 =20
Add Contribution Return to Report Lisf Amend Item from Orig Report

Seqg
MNum

Date | Contributor il
Type

Contribution | In-Kind

Occupation Type Description

Amend | Amount

Total

£0.00

Add Contribution Return to Report List

to bring up a list of items (for example, contributions) reported in the current month:

To change an item,
highlight it.

Tha following list is the list
of the items on the original report
that you are amending,

Select the item to amend and yvou
will ba givan a screan to anter
the new values for the ibem.

\J‘I Barber. Anna (2015-06-04) $100.00

Then click Amend Item.

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
& Roger, Reid (2015-06-04) $300.00

Amend [tem

Highlight the item you want to change and click [ Amend tem

for the item.
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Amount field. When you've finished, click | subrmnit

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

Amsendl Regort  (BEET hanges o this item
s (6 wf3 wliHIG Eame o ek
|

ovtpes g

e a1 g e 4 B
T vt |

To change an item, just make o T
your changes in the appropriate s
fields. o ——
/zZ! — i TTr————
To delete an item, type a zero (D) B

in the Amount field.

s g | Camde ] L LI S B L B i iy A 5 S A (e s i S8R

et Fper o B e s b bk i

‘When finished, click Submit.

On the next page, 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. (Its Amend column says

[ o Ti 's Report - d trale
Elsction : County 2015 (2015-11-04)
Report Date 1 20136
“ !""”"’*'E"”“““'!”i ) —— Deletes the original
Seq Entor Contributor Contribution | In-¥and / item.
frieey Data Contril Type Occupation Type Descripticn Arnand my
Marika Brk
Edit; Dalete 1| &2/2015 | B899 Hillorest Drive | Individual Cash Delete [ $50.00
Palmatis, FL 32312
Harsha Kirk
Edit Delty 2| &2/2015 | 8899 Hillcrest Drive | Individual Check agdd - 100, 00
Palmatts, FL 32312
el 53000 = pdds the changed
fdd Contribution Rsturn to Report List item in its place.

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

This completes the change to the original item. From here, you can change another item,
add a new item, or return to the Report List.
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Submit A Waiver

You must submit a Waiver of Report.

A waiver is a one-page report that you fill out and submit to the elections office.

WAIVER OF REPORT CFFICE USE ORLY
s | GALATTH, PA)
IPLEASE TR HE SUBMISS]I
[$TFER1ES
Carclyn J. Cassdonts L1
Canddato's Fama (Lank, Sofe, Pt Meddk]  ldenbficabion Mumiber [Aaskgned by Deicn
Of Poesl Commbea, OCE or Paty Mame ol Elechan)
164% Bawvingten OF, Fuite ©
Falmetbo, FL 3314 Comarvt y Commimaion Glafrict 4
Aikareys (Mambar a5 Sreet O Baight fischote Distract, Sl of
Ciresp ham b
Ciy Stie Iig Cod
E]f..-u- Dm;m [ Coamih baim ¥ b B Poaeant i arsd
Puniarca L
D“dfﬂ DMM.-D'H-I- ] o b 7P i S5 P, SRR
L .
THPFlE OF REPORT
(Chech Lppeopriate Boa)
SEGANTRRLY MEFONTE  FRMARY QLECTION  GEMERSL BLECTION
[< RN 3 et s e [SREye—
£l g E1 v iy e K3 2 diy pe
[ TEEMRATGN BEEGAT
= FFe [= [T
(SRS

b L SPRCMAL BLBCTION
R e ey o

NOTIFICATION OF HO ACTRATY I CARP AN ACCOLINT FOR THE REPCETNG PERIDD OF
T/1200% wroegh 91052009 1 93 0

X

Lmgrstue ™

SO TURLE REDOULD FO&  Comsdoioest
Cancidsie Covasgn Tresserer o Dwouty Treowre o 108 008 F 8
Fost< sl Come Sxey
Chisrrrie, Capage Treima o Digdy Tremse in 108 0500 F B
i Sl s
Trasuse fu B8 Sl F4)
Party Eecatrey
Trasdsan ar Crarmie . 108 20, F &)

g vy el s B B ey v Py 1 B e [ L, mgres e i s es) T By of
et

e bbb Tk by i il i et g O T AT Tt B
it o ot i bk Mo

To submit a waiver if your county requires paper reports:

On the Report List, find the reporting period you want to submit a waiver for. Click Submit
Waiver.

Import Entries

Enter Contributions
Enter Expenditures

[ Submit Waiver ]

On the next page, clickSubmit Report.
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Submit Report

Candidate : Carolyn J. Casadonte (312) Office : County Commission, District 3
Report Pericd 07/01/2015-07/31/2015 Due Date 8/10/2015
Contributions $0.00 Expenditures $0.00
Transfers $0.00 Distributions $0.00

Click on the submit butten below to file the report.

By submitting this campaign finance report that the same is considered to be certified as to
correctness within the meaning of Section 106.07(3) Florida Statutes, by the candidate and the
candidates treasurer, in the case of a candidate, or the pelitical 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.

Submit Heport || Cancel |

You'll return to the Report List, where you can see the confirmation number at the top of the
page:

(Report Submission Confirmed: #1014381) $

e GaRdidate /Committee A Carg[ym."gisadontiggﬁ)_‘_ ‘_}

and the status of Submitted for the report:

View Contributiong  View Transfers

Submitted

2015-6 £450.00 | $1,000.000 #1088118 View Expenditures View Distributions
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items) Print | Amend
Export CSV

Click Print , display the Waiver of Report, and print it out.

Note: The Create Waiver Report button will not display on the candidate
login screen for committees that are set up as Type - Electioneering Com-
munication.

Some of the fields on the waiver are completed for you, but you will need to review it care-
fully and complete any fields that are not filled out. Then deliver the report to the elections
office prior to the reporting deadline.

Waivers can be amended, just like any other report. So if you later discover you had con-
tributions or expenditures for a reporting period, simply amend the waiver as you would
amend any report.
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To submit a waiver if your county requires electronic reports:
On the Report List, find the reporting period that you want to submit a waiver for.

ClickCreate Waiver Report.

[ Import Entries ]
[ Enter Cnntrihutiuneﬂ Enter Transfers ]
[ Enter Expenditureeﬂ Enter Distrihutinns]
[ Frepare Totals ]

| Create Waiver Report ||

On the next page, cIick[ Create Final Report For Review | 1o pbring up 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
waiver will no longer be generated when clicking Create Final Report for
Review with no contributions or expenditures applied.

Enter both PINs in the spaces provided and click Assign PIN to submit the waiver to the
Supervisor of Elections.
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Unlock A Report

Have you noticed that reports for past and future reporting periods have an

[ Unlock this report

] button?

Candidate Reports

Elaction : County 2015 {2015-11-04)

Past Reporting Pericds Current Reporting Periods Future Reporting Periods

Rgt Date c-g?::ilb T;f‘:' Status
S View Contributiong  View Transfers
upmi
2015~ 550,00 - #1088116 View Expenditureg View Distrbutions
(05/01/2015 - 05/31/2015) 6/2/2015 | (1 item) Unlock this report | Print | Amend
Export CSV
S View Contributiony  View Transfers
e
2015-6 £450.00 | $1,000.00 | #1088118 View Expenditureg View Distributions
(D8/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items) Print | Amend
Export C5V
o] View Contributiony View Transfers
e
2015-7 £50.00 ~ #1073251 View Expenditured View Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) | Unlock this repart | i | Amend
Export CSY

VRx*

These buttons prevent you from accidentally entering data for the current reporting period
into 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 get command buttons for amending the report.

And for future reporting periods, you’ll see the usual buttons for entering data.

View Contributions  View Transfers
brmittad - S = = = 5
S sso00| iy View Expenditu View Distributions
(05/01/2015 - 05/21/2015) &/3/2015 (1 item) Unlock this rej P“nl Arnend
Export CSV

2015-7

(07/01/2015 - 07/31/2015) 8/10/2015

Received
£50.00 #1073251

Unlock this rep

{1 item)

View Contribution

View Transfers

View Expenditu

View Distributions

Print

Amend

Export CSV
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Export Data To A Spreadsheet

The system has two ways to export your financial data to a Microsoft Excel comma-sep-
arated values (.CSV) file:

Submit

[ ExportCSV )

collects all data for the selected report.

: Export All Transactions CSV _

data from all reports in this election.

collects all

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, if you
like.

The spreadsheet file contains this information:

» Date the item was recorded

« Whether it's a contribution (C) or an expenditure (E)
» Contributor or vendor name and address

« Contribution type

« Contributor’s occupation

o Item type

« Description

« Amount

« Whether the item was recorded in the original report (blank) or an amendment (A)
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Campaign End Reporting

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 also
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 2015-Final, like the example here.

D i T T I e e i e e e P P R L P P TR O,

Pty A )
Create Waiver’i

Import Entriest

Mo Data Entered Enter Contributi
2015-Final — :
@_ e e > - - Unlock this report |
__ﬂ'#

Far

g e ¥ ey e Y e e e e e ey

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

To file this report, you will need to 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. When you enter this expenditure, be sure
to select Disposition of Funds for the Expenditure type.

Candidate : Carolyn J. Casadonte (312) Office : County
Commission, District 3 - t on the di tion of
. . o report on the disposition
Start m:i'ém;?lfxﬂsé:: 105;1: l;ﬂ;llfrll]-:ﬂ surplus funds, select one of the

Disposition of Funds options in

e the Expenditure type field. For a
e o s g o L e o4 omripacy rarma # i s description of each type, see page
15.

Deta |10 » (3 v 2005 r Ctn of Rem (meviddivyerl

Asgrean b 0 Guk View Deve

Addraan

oty | [Mismi Pl e 32322
Amwrt § 500 - -
- = Campaigns sometimes confuse
beture o a ax
wused Disposition of Funds
. comuign ’
contributl EE L el and
i g s e »
Enter Distributions.
& Diis pesiiticon of Funds L ~°qllﬂf ‘:l'?.h-:::‘"ﬂ Trddatel b
paniiars e . ias
s nstary B ot s Remember that Disposition of Funds
Patty Cash Withdrans _ .
Pty Cashs Spaed : is a type of expenditure, whereas a
Tranader b Ofce Actounl F
distribution is a type of transaction

Chspasition of Fends Lo Fusera Campaign referring back to a previously recorded
Ciapasition of Fund 10 Pollical Pany
Disposition of Fands 1o Patiten Vancation B.‘.\CPEIISE
Fowimibnrs ity
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termination report, you will see the item listed, but the amount will not be reflected in the
total expenditures for the period. Nor will the amount be included on the Report List—in the
Total Exp column—although it will be counted as an “item.” This design is in accordance

with Division of Elections requirements.

Vo L o Vo e P Y A P A A VY

die IVer

Import Entries

Enter Contributions

Enter Transfers |

Mot Filed

2015-Final £0.00 | Nata Entry Started Enter Expenditures

Enter Distributions |

(10/01/2015 - 10/31/2015) 11/10/2015 (2 item) nlock this report Prepare Totals

Create Final Report For Review |

Export CSV

Preview the report and submit it as you have previous reports for the campaign.

When you look at the report, notice that the Disposition of Funds amount is not reflected in

box 7 of the Report Summary page.

/L (7) EXPENDITURES THIS REPORT

% | Monetary

¢ | Expenditures 5 0.00
7 | Transfers to Office

;| Account $ 0.00
N | Total

% | Monetary % 0.00

p

}rrA\'F'pl?ﬂ—" vq_rm-.fﬁ'enmm B LA TF L8 | A I

' ot

But the amount will be included in box 10 of the Summary Report.

(10)

TOTAL Monetary Expenditures To Date
$

1,800.78

€RTIFICATION d}

And it will appear on the Itemized Expenditure page with an expenditure type of DI.
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CAMPAIGN TREASURER'S REPORT - ITEMIZED EXPENDITURES
{1)Mame _Carclyn J. Casadonte {2) 1.D. Number 312
10/1/2015 10/31/2015
(3) Cover Period ! / through [ i (4) Page 1 of 1
(5) m 8) (s (10) (1)
Date Full Name Purpose
6 (Last, Suffix, First, Middle) (add office sought if .
Sequence Street Address & contributiontoa | Expenditure
Number City, State, Zip Code candidate) Type Amendment Amount
-
10?112015 Casadonte, Antonio return of DI $500. 00
/ 340 Gulf view Drive unused
Miami, FL 32322 campalign
contributions
1
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Update Candidate Photo and Bio

VRx*

You can place a JPEG file, such as a photo, and descriptive text on the page that voters see

when they visit the Campaign Financial Reporting system.

Candidate : Carolyn J. Casadonte
Office : County Commission District 4

1645 Hamingson CT . "
Photo of Sue ' Biographical
1 Padmess FL - 32304 . .
candidate e information
\ BED-256-6E14
BS0-422-04K%

Cimlym Casadonte's work with memghbobood wccitions for the past 20
vears mmiguely quaiiies ber for e senice 25 2 Comty Commissioner

= the understands the oovems of mdvidl residents in our community and il
al atancg  mene thour consera e properly priceiioed by the County

q::m vytaome  On pesode seee to Casols b peeseration of o cuiimbng.and
replacedile amwsd revyoemsnet Whie servig 23 president of e Woodgaie
Mrighbihond Associamon sl dhair of the Comail of Neighbor bood
Associstions, the worked Sreleaily. sl efecavely. 1o prevent destuction of
in-toum neighborioods’ camopy askos

rht Coamsy Saporvisar off Elicrians.

A photo and text about the candidate or committee are nice to have, but they are not
required. If you don’t provide them, here is what voters will see:

(= <Candidate Reports - Candidate Log In> - Windows Internet Explorer |:||_I:

@E—-}r - |ﬁ, hktps: [ eana, vokerfocus V| % | 4| XK |Gu:u:ugle ‘
W I@{Candidate Reports - Candida. .. ]—l @ A | @ |2k Page - -@' Too

Candidate : Adam Greensburg
Office : Clerk of Court

6979 Standing Pines Lane
Tallahassee, FL - 32312

4
¢
!
i
No Photo  ascensbuz@hotmail.com j

° 830-556-6814
Available

No biographical information available at this time.

L i P G S Tl el P DV A S

The item in the photo area need not be a photograph. Committees might prefer to show
their logo instead. But the file placed in this area must be a JPEG file. That is, the file’s

3-character file extension must be .JPG.
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The system won’t accept a JPEG file that’s larger than 500 KB. It's best to use an even smal-
ler file if you can, because smaller files display more quickly to website visitors than large
ones, especially if a visitor has a slow Internet connection.

Note: Images with large dimensions (that is, large pixel sizes) might not dis-
play properly in certain older browsers.

On the main page, click the yellow button.

o TR et Haports <Cahadia og T v o [ T e 0 i T T et
b - -
/ Candidate/Committee : Carolyn J. Casadonte (96) ;
¢
p Office : County Commission District 4 *
NOTE The candidate/committee information (biography, photo, and released reports), has been viewed a total of 1 times from the
-<| public site. }
7
%, Log Out éditCandidatefCOmmiﬂ.ee Bio Information/Upload Phato Change
posdPicto )

L .y

[ ExDortAII Transactions CSV

to bring up the Candidate/Committee Bio page:

[ (& Candidate{Committee Bio l

Candidate Photo Candidate/Committee Biographical
Information

5

Upload this file:

| | Browse__|

Photo image must be a jpeg file (* jpg).
Use the Browse button to locate the file to upload
and then click on the 'Upload Photo' button.
To ensure your pictures load in a timely fashion for internet
users that have slower connections,
we recommend that you use an image file that does not exceed
100kb. Image pictures are limited to a maximum of 500kb.

Characters| | (Max 5,000)

|  Cancel/Returnto Menu |
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Click Browse and navigate to the JPEG file you want to use. Then click Upload Photo.

)
Candidate Photo Candida
»

=

il Wy

The file path will be

displayed here.
\ Uplaad ihis fle

C\PholosiCarchm JPG

Updoad Phain
Pheta imaga must be a peg file
Use the Browse button bo locabe the file to u
wh oL g0 ichoq i Unipd Bhotobyticg, . 73

iy it g

i,

Click Browse and find
the photo file.

Then click Upload Photo.

When the file has copied to the system, you’ll see this message along with the photo file:

e

i
e e T

File Upload - County :

File:cand 96.jpg
Size373508

s

"
PR
L

File uploaded successfully

T e S, J_.-u‘-\.f,\,._'_..

L YONGu WY WY Ty vea e e

Return to Main Menn
e ~ g i B e B _\’-l

Click Return to Main Menu to return to the main page of the system.

To enter candidate or committee text:

On the main page, click the yellow button.
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£ Candidate/Committee : Carolyn J. Casadonte (96) ;
.

4

Office : County Commission District 4 +*

NOTE The candidate/committee information (biography, photo, and released reports), has been viewed a total of 1 times from the}
-<| public site.

7

{ Log Qut (EditCandidatefCommiﬂ.ee Bio Infarmation/Upload Phato Chs
osdPht )

1
kY [ ExoortAII Transachons CSV j

to bring up the Candidate/Committee Bio page:

[ @ CandidatefCommittes Bio l

Candidate Photo Candidate/Committee Biographical
Information

]

Upload this file:

| |[ Browse.. |

Upload Photo

Photo image must be a jpeg file (*.jpg).
Use the Browse button to locate the file to upload
and then click on the 'Upload Photo' button.
To ensure your pictures load in a timely fashion far internet
users that have slower connections,
we recommend that you use an image file that does not exceed
100kb. Image pictures are limited to a maximum of 500kb.

Characters| | (Max 5,000)

[ Cancel / Return to Menu ]

In the Candidate/Committee Biographical Information pane, type the information you want
to display to voters. You can enter up to 5,000 characters. The system will show you—in the
Characters box—how many characters you have typed so far. When you are finished, click
Update.
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R Lt L R i L

Type the biographical ﬁ; Candidate/Committee Biographical The system will show
data here. Information you how many
- characters you've
Carolyn Casadonte's work A already typed, so you'll
with neighborhood know when you're
associations for the past 20 " PR
years uniquely qualifies her rea[:hlng the limit.

for the service a3 & County
Commissioner.

She understands the concerns
of individusl residencs in
gur community and will
ensure those concerns are
properly prioricized by the
County.

Or particulsr interest to
Caralyn is pressrvation of
our gutstanding--and

irreplaceable-—natural

envivonment, While serving Be sure you conform
as president of the Wosdgare to the Su isor's
Heighborhood Associstion & 2 [=niina]
cheir of the Counsil af policy on appropriate
Neighborhood Associationg, content here.
she worked tirelessly-—f#nd

effectively--to preve

'
Characters (Max 5,000) !

When finished,
click Update.

.rﬂ‘n..'\ﬂ."‘"(*n,v_r""\f"\«A/w-vl\“./qv\,"“\.f\r._r,\,“"w'\/“\v;\/\"/M,

>|

*
\"uq'."“ﬂhﬂhtd-#wlf‘“-“h-aiL‘“‘P

o

Note: When a candidate updates their bio for the first time, they will need to remove any
html elements that might have been entered before the change. If no html elements were
added then updates will happen as normal.

If you ever want to change the photo or bio, just return to the Candidate/Committee Bio
page and upload a different photo or edit the bio text.

To see how your photo and bio appear to voters, enter this address in your web browser,
replacing <county> with your county name:

https://www.voterfocus.com/ws/WScand/candidate_pr.php?c=<county>

You might not see your photo and bio immediately. Your county might reserve the right to
review your information before it is released to the public on their website. Check with the
elections office for your county’s policy on this.
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Reset Password

If you've forgotten 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:l Password | | Login |

Forgot Password?

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

Candidate Forgot Password

Mumeric Candidate ID (no leading zeros) || | | Beset Password |

An email similar to the one below will be sent to the email address associated with your
account.

Click the link provided in the email.
field.

Candidate Reports Reset Password

Inbox  x

n |

websupport@vrsystems.com

12:31 PM (0 minutes ago) - e
to me =

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

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

This link will expire in 1 hour.

If for some reason there is not an email address associated with your Candidate ID, you’ll
need to contact the Supervisor of Elections office.

On the Candidate Reset Password page:
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Candidate Reset Password

Enter a new password in

the New Password — [ ew Password :I
field.

You'll need to enter the =——p Re-enter Password I:l
same password in the
Re-enter Password
field to confirm the new
password.

Reset Password |

The password can be up to 12 characters—letters and/or numbers—and is case-sensitive.

Then click the Reset Password button and proceed back to the Log In page.
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Change A Password or PINs

You can change the password assigned to you by the elections office, if you like. A pass-
word 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.

To change your password:

On the Report List, click Change Password/PINs.

Candidate/Committee : Frank Castle (238)

Office : County Judge
1 Edit Candidate/Committee Bio Information/Upload Photo Change Password/PINs '

In the Enter Old Finance System Access Password field, enter your current password. You
need to do this even if you don’t want to change the password, but only want to change one
or both PINs.

If you want 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—Iletters 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.

If you 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.

Click Change Password/PINs when you are finished.

Type your current |
password here,

Change Password/PINs

Iter the password/pins
ange at this time.

Enter Od Financa System Access Password (REQUIR
[Tha ans yau used 15 lag in ta this sassien)

Type vour new
/ password here.
Type your new

ReEntar Naw Finance Systam Accass Passward +esers // candidate PIN
‘7 here...
/

Enter Naw Finance System Access Password eseses

Enter Naw Candidate/Committes alectronic FIN sees

RaEnter Naw Candidate/ Committas 4lactranic PIN +ese
—and your new

— .treasurer PIN

here.

Entar Naw Traasurer alectronic PIN seee
. . ReEntar Naw T i lactranic FIN +ses
To finish changing eEntar Naw Trazsurer slectronic
the password and N - .
PINMs, click here. - Change F /Pis | | Cancel
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From now on, you will log on with your new password. Keep in mind: if you set up the Can-
didate Log In page to automatically fill in your password, you will need to retype the pass-
word there the next time you log in. When you do, you might see this message:

AutoComplete

The pazsword vau entered does nat match the passward
! shored in Windows For thiz uzer name.

Do you want to change the password stored in Windows to
paLr new enky?

[ fes ] [ Ma

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

Should you forget your new password, follow the instructions on page "Reset Password" on
page 69. 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 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.

To log out of the system:

On the Report List, click Log Out .

Click here to
IOg out Df the = =Candidate Reports . Candidate Log In= . Windows Internet Explorer
system. g-.;- - B hetp e voberfoous conreswcandicardidate_pb pho tountymercs B = P
& 0 cCanddate Reposts - Candidate Log s BB & e Gk

-

Candidate/Committee : Carolyn J. Casadonte (96)

Office : County Commission District 4
NOTE: The o a/committes nformation (biography, photo, and relaased reports), has been viewed 2 total of 1 Gmes from the
publc ste.
[Los0. [ o rtmanon s | TR
(T A |
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