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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
distribution to political candidates or committees. However, if you choose to omit our
copyright 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
therefore not subject to open disclosure under Florida Public Records laws.

If you have questions about this matter, please contact us.
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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. 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.
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Create Reports Online

To create reports online, you must have access to:

e A computer equipped with:
e An Internet connection.

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

e 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.

e A connected or networked 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.

e A candidate ID and password. This will be provided to you by the elections office.

e 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 can keep the same ID, but this
varies from county to county. Some counties prefer to assign committees of
continuous existence a new ID for each election.

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

e PINs for the candidate and campaign treasurer password.

e 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. See Change a Password or PINs for instructions.

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

VR Systems Confidential/Proprietary Trade Secret 9
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Getting Started

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

Log in to the Campaign Financial Reporting system.

1. Type the following Web address into your browser:

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

Replace the text <county> with your county name. You can enter lowercase or
uppercase letters.

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

Candidate Log In
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3. 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.

4. Click Login.

Password Reset
Your county may require that you change your password the first time you log in. If that is
the case, after you click Login, you will see the Candidate Reset Password page:

Candidate Reset Password

The administrator has required that you reset your password upon first login.

New Password ||
Re-enter Password

_Reset Password.

1. Enter a password in the New Password field, and then enter the same password in
the Re-enter Password field to confirm your entries match.

VR Systems Confidential/Proprietary Trade Secret 10
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Passwords must meet the following requirements:
e Must be more than 8 characters in length.
e Cannot be the current password.
e Cannot be password.
e Cannot include any county name.
e Cannot be commonly used phrases or passwords.
2. Click Reset Password.

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

VR Systems Confidential/Proprietary Trade Secret
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Campaign Financial Reporting
System Main Page

VRx*

The main page of the Campaign Financial 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

Loy Churt Edit Candidate/Committee Bio Information/Upload F'I'H:IN:I-I Change PasswordPINs

[ Expon All Transactions CSV |

Prass Help for irdormation on using the mew Trmport Entres’ featuim.,

Candidabe Reports

Election : County 2015 (2015-11-04)

Past Reporting Perleds Curent Reporting Perods Future Raporting Parlods

Rpt Date Tatal r::;l .
o L Import Entries
15 report 15 PRI |
2015-5 now overdus Enter Contr qu_ | Enter T.m. _
(Q50172015 - O5/31/2014) 6/ 2015 ) B 1 day. Enter itu Enter Distributions
e Totals
Unlock this report C Waiver R
Import Entries
o Data Entered Enter Contribution]  Enter Transfers |
2015-6 - ——
(DE0L/2005 - D6I02005) T/A0F20LS | = Enter Expenditure] _Enter Distributions
Prepare Totals |
Craata Waiver Report |
Submitted
2015-7 §50000| 1073251
(07f01/2015 - 07f31/2015) B/10/2015 | {1 item) | Urndack this repon

Time Periods When Financial Reports are Required

Colors indicate reporting periods:

Past Reporting Periods (beige)

Current Reporting Perlods (green)

VR Systems Confidential/Proprietary Trade Secret
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Future Reporting Periods (1, .y

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 ). Casadonte (312)
fiflce ¢ Coun mmission, Distric
EETEER i Concidmercommtes i formmtontipioss o | I
Export All Transaotions CSW |

Prass Help for information on wbing 18 new Tmport Eeiries’ Tealuns,

Candidate Reports
Elaction : Courty 2015 [2015-11-04)

Fasl Bepanting Pericds Current Reponting Periods Future Reponing Pericds

Total | Total

Rpt Cate contrb | Exp |
Impon Entries |
I015-5 naw overdues E_I'III' Enitnr T.mu.-f;.m
(05/00/201% - 05/31/2014) 6/3/2015 - Rl day. Enter E Enter Distributions

Prepare Totals
Uniock this report c Waiver B |

et il i e e A A e . e il et

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 Confidential/Proprietary Trade Secret 13
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Current Reporting Period Diagram

Name of reporting Contributions Expenditures Command
period so far so far buttons for
entering data.
We'll look at

closely on the

Start and end dates Date when Status of the report.

of reparting periad report is due In this example, the candidate

has started enterng some of their
contributions for the current
reporting period. but hasn't
entered thewr contributions or
submitted their report yet to the
elections office,

VR Systems Confidential/Proprietary Trade Secret
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The Command Buttons

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

click here,

To manually enter
contributions and
expenditures,

We'll talk more
about manual
entry on the next

page,

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,

VR Systems Confidential/Proprietary Trade Secret
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View and Maintain Contributions

to bring up a list of the contributions recorded so farm
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Add a New Contribution

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

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.
B % oM N Dwte of tom | A vy
Bl eve s B el reme w (e cene £ 8 hurres
e Srane
Camwmey Tige bl v R e e T e S

PP e
Sancen
Candicate 13 Thawmebses
LreiPoe R e L e Ll
Paltical Pasty

Pl e
carmaner o I . e s BT TR o e eV ek e ok e el

| Chvecs
| iniOme

- | Lown
bt Somrgtee | g Dows 100 Po fonrphon of B et el Lt bt
Rerwe
Moy Order
Cary Ovwr Funes
Monghe Untar Contetaton Gatewt | Concel and retuen to het

Sl e Sty \

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 1s saved,
you'll get another blank form
where you can add the next
contribution.

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

The 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 cashier's check.

Check Traditional paper check, wire transfer, PayPal, credit card, or

another type of electronic funds transfer.

VR Systems Confidential/Proprietary Trade Secret
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In-kind

Interest

Loan

Membership Dues

Money Order

Multiple Uniform
Contributions

Refund

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 Confidential/Proprietary Trade Secret
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Add a New Expenditure

Click
Enhr%anﬂmagl
to bring up a list of the expenditures recorded so far—

o

.

“s Fpenrt - T8

iredd Expondin

Election © Comnty BOL5 {2015 11-04)
Faport Date © J015-6
{301 5-06-01 -~ 301 5-06-30)

3 loate | vencer Purposs Expandtirs | man | Amoues
Davis Cosmmisnd cations
Edit Dodeka 1 | &MF301S P.D.h!ﬁ.m Feetalnar for advertising. J500.0:0
T
ks ExperaSturs Rsturr 1o Raport Liss N

Click Edit to modify
details on an existing
expanditura,

Click Delete to ramove
the entry altogether.

Takes you back to
the Report List.

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

|

Date |5 w0 ey 000 =

Wersdor Lt Mame

Last

BMddie
op
-
Suserd | | Cassel |

Dot oof e (mmyddiyyyy)

Enter Lyt risma or companry name § 2 business

Type the purpose of the espendiure.
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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.

Oste 8§ v v 200 v Dute of Rem {mm/ad/yyvy)
Lot
Vander Name Enter loat name o comaany Aeme If & Bosiness
Pt Nidale
Addeans 1 Not sure which
Expenditure Type to
addrass 2 choose?
Click this link to the Dept.
ity 5T 2 of State website for more
information.
Amount §
Fopose Type the pwpose of the expendiure. ,

Elense raler 1o the

i ’ m
Lxdendture tyDe Monet s for the state of Flonds 1o ensure you Sre LNng
the correct transaction type.
Petty Cash Withdrawn
Potty Cash Spent

Transfer to Office Account Incel |
Retund B
Disposition of Funds '—'

Disposaion of Funds 1o Future Campagn
Disposition of Funds 10 Poltical Party
Disposition of Funds to Petiion Venfication
Rambursement s

About Petty Cash

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

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

e 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.

The Expenditure Type should be one of these:

VR Systems Confidential/Proprietary Trade Secret 20
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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

VRx*

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.

VR Systems Confidential/Proprietary Trade Secret 21
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Transfer to Office Funds transferred to an office account when the candidate has
Account been elected.

VR Systems Confidential/Proprietary Trade Secret
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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, 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 tranzaction date you entered (08-04-2015) is not within the date range of the currently selected repart. The date range for the
repart( 8] listed below includes the date you enbared. You can either...

* Salect tha correct reporting paricd frem the list balow and prass the Salect button,
» Press tha Canced butten to retum to tha farm If you wish to change tha transaction date,

2015-8 fram: OB/01/2015 to: 08/31/2015 ar iegend:
drment will be created

| Seluc || Cancal |

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 traneaction dabe you entered {05-04-2015) is nat within the date range of the currertly selected repert. The date range for the
report(s) listed below includes the dabe yau ertered, Yau can either...

» Salect the correct reporting period from tha kst below and prass the Salect buttan,
» Presg the Cancel butten to return o the form if you wish to change the transsction date.

12015-5 from: 05/01/2015 to: 05/31/2015 ar legend:
drment will be created

[ Seleat || Cancal |

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, the system will let you
know that too.

Transaction Date Not In Selected Report Range

The transaction date you antered (03-04-2015) Is not within the date range of the currently selactad report. Mo report could be locatad
that indudas the date you prowided. Plasse change tha transaction date or contact aur Campaign Finance Administrator for assistsnce.
feChem |

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

VR Systems Confidential/Proprietary Trade Secret 23
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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

| [Enter Expenditures] |
[ Prepare Totals I

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 ). Casadonte (312) Office : County Commission, District 3
Report Period 0601/ 2015-06/ 30/ 2015 Due Date 77102015
Contributions $50.00 Expenditures $0.00
Transfers §1,500.00 Distributions $0.00

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

Once this is dore, 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

MNOTE: 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.
Four putput POF file {/pdf_detraining/e6bc3dl 2_6_dhc69 1500359 pdf) has been produced and Is avallable to be previewed.

Fraview

To Wiew this report, you will read Adcbe Acrchat

F¥on
Yau anly need b watall ddobe Aowbak ana timae, I you have net praviously installed Adobs acrobat, click ham o downlsad it !ﬁ:ﬂ

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

el jr—cametiee— 1 Check the draft report carefully to verify
e ‘ everything is correct and complete.

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

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

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 ]
[EnterCDntribu’erns][ Enter Transfers ]
i [Enter Distributions ]

Create Final Report
|  ExporCsv |

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.
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Record a Distribution

A transaction is a distribution only if it is a:

e 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 LEnter 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 ] wi|| 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:

e Refunds to contributors

e Donations to charitable organizations

e Contributions to political parties

e Donations to the State general revenue fund

e 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 Expenditt Enter Distributions ]

| Prepare Totals |
[ Submit Waiver ]

2. Then click Proceed with Distribution to see the following page:
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3.
4.

Campaign Treasurer's Report - Itemized Distributions

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

Add Distribution Retum to Report List

Seq

Num Vendor

Date

Purpose

Related

Expenditures

Amend | Amount

Total

£0.00

Add Distribution Return to Report List

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

VRx*

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

enter the organization name in the Last field.

Enter the date the distribution
pccurred. This date does not have to
be within the current reporting period

- Date |10 1 =00 @

verder Name

Purpoge

Related
Expanditures "7

When you complete the form, click Submit to save the information. After the

Date of ey

L Subemdl | | Cancel |

iEt Yandors

Enter the amount and the purpose aof
the distribution. If the distribution is a
contribution to a candidate, be sure to
indicate the office they are funning
for,

If the distribution is related to a

L= * The year when the expenditure
was reported.

ke ® The Feport Type from the first page
of the repart (example, M)

== The Sequence Number (from the first
column of the report's expendibures

page.

previously reposted expenditure, enter:

distribution is saved, a blank form opens to enter another distribution.

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

VR Systems Confidential/Proprietary Trade Secret
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Campaign Treasurer's Report - Ttemized Distributions

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

id Distribution R R -

Seq Relatad
Mum | Date Vendor Purpose Expenditures Amand | Amount
Eric Wi Campalgn Acoount
Edit Delete 1| 6/4/2015 | 222 South Strest Mailouts | 2015~2015-6~2 $500.00
Tallahasses, F 32432
Taotal £500.00

Add Distribution Rebturn to Report List

VR Systems Confidential/Proprietary Trade Secret
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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.

2.
3.

VRx*

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

Import Entries |
Enter Contribu

Enter Transfers ]

[Enter Expenditures|| Enter Distributions

[ Prepare 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 N Transfer | Nature of
Num Date | Institution Type T Amend | Amount
Total £0.00

Add Fund Transfer Return to Report List

Click Add Fund Transfer to open the form used to enter transfers.
Enter the financial institution where the account is held.

Date

Institution Mame
Address 1
Address 2

City

Amount £

Transfer Type

Nature of Account

10 =01 [l 2009 »

5T Zip

Cancel

Ligt Vendors

Date of item (rmmydd/yvyyy)

Enter institution name

Select the type that desonbes this transfer

Certificate of Deposit, Money Market, etc. [/

VR Systems Confidential/Proprietary Trade Secret

29



How to File Financial Reports Online VR*

4. Select one of the following:
e To, if the transfer is from the campaign account to the institution account.
e 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.
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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 in to the Campaign Financial Reporting
system. If so, verify that these entries also exist in your campaign finance reporting
software.

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.
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Casriristr Brparts
s Cimady JORN [ POAN 100l
Fum dapamrg b
T Tty

Current — L I e
reporting !
period is aeni-s S T T
ﬂhm il'l (PRI - RN AR | (L e Iw

green. \ L

N 25 e | 2 e R e

a
TS © ONILE) KIS | (L e Ty e

Import
Entries
brings up
the Upload
Report
page.

2. On the Upload Report page, click Browse, locate the file to import, and click 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.

| Retumn to Report List |

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

Candidate | inancial system - Upload Report - Windows Internet [xplores

O ) - & Missihmm votertons conpwsiWicardicanddae_sb storoms ¥ B | 42/ X

W G g canddate Franc systen - Uplosd Repart {

-8 §
File Upload - County
Flexpt_enca 96_125mt

Contributions bocncita
Report wploaded successfully
Return 10 Reports List

Coatribution: 000001 ~2004-07-02~CLW Reaky Asset Group ~ ~ ~ ~500 CH
Coctribution: 000002~2004.07-02~Rogers ~ ~Josnna ~ ~280 CH
Coctribution: 000003~2004-07-02~Winchester ~ ~Pam ~ ~80 CH
Fpanci Coatribation: 000004~2004-07-08~Loos ~ ~Karen ~M. ~$0 CH
Coctribution: 000008~2004-07-08~National Reaky Associate, Inc- ~ ~ ~100 CH
e 000001~2004-07-02~Type Monkeys, lnc.  ~ ~ ~§71.9 MO
Expendiure: 000002~2004-07-02~Tafiwo ~ ~Vinny ~ ~$9.2 MO
Expendinre: 000003~2004-07-06~Aspire Attire ~ ~ ~ ~143 MO o /
rtnlielie R tliclns_pptmlicine —- - -

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

e 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.

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

The steps you take to submit a report 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 page 35

Instructions for Filing by Electronic PIN

"Submit Electronic Reports" on page 37
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Submit Paper Reports

(If your county requires electronic reports, skip to "Submit Electronic Reports" on page 37.)

Submitting a report does the following:

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

VRx*

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

considered complete.

To finalize the report:

1.

2.

Click Submit to open instructions.

Submit
[ Exconcsv |

Submit Report

Candidate : Carolyn 3. Casadonte (312) Office : County Commission, District 3
Report Period 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 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 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.

. Submit Report | Cancel |

When you finish your entries for this reporting period, click Submit Report. You
return to the Report List with green banners at the top indicating submission.
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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/e60¢312_7_dhc708sdc203,pdf) has been produced and is avallable to be
viewed/printed,

| View/Print |
To View this report. mnlmdmboucmbu
You only meed to install Adobe Acrobat one time. If you have not pr 4 Adobe Acrobat. click here to download it

AL @l

Notice that the report’s status is now Submitted. You'll also see a confirmation
number and the command labels are changed.

The new status Data can be
of the report is viewed but
Submitted. cannot be

changed.

Confirmation number

To display or print the report:

1. Click Print or View/Print on the banner to open the PDF.

Print  jmend |
[ Expencsy |

2. Sign the report and deliver it to the elections office prior to the deadline for this
reporting period.

Note: The report requires two signatures; one from the candidate and another from
the campaign treasurer.

If the county has your email address in the administrative section of the Campaign Financial
Reporting System, you are automatically sent an email when the Supervisor of Elections
accepts or rejects your report.
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Submit Electronic Reports

Note: If your county requires paper reports, refer to "Submit Paper Reports" on page 35.

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

[ Import Entries ]
[ Enter Cnntrihutinne][ Enter Transfers ]
[ Enter E}{penditured[ Enter Distrihutinns]
[ Preview ]
[ Create Final Report For Review ]

| Exportcsyv |

Create Final Report For Review

Candidate : Carolyn ). 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
correctnass 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 committes, 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 | Cancel |

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 submitted followed by an online view of the report.

VR Systems Confidential/Proprietary Trade Secret 37



How to File Financial Reports Online VR*

(1) Cacciyn J. Cassdonte OFFICE USE ONLY
Name ONLINE SUBMISSION

{2) 1648 Barrington CT nossas)
Schaitted on:
Address (number and steeet)
Palsette, FL 33017 €/472015 16:25:24 (eastern)
Civ. State Zin Code

3. You can do the following:

e Enter both PINs in the space provided and click Assign PIN to submit the
report to the Supervisor of Elections.
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Enter Candidate’s F'IN-.___.;

Enter Treasurer's PIN \
Then, dick | \A

~
T‘ Assign PIN |

e Enter just one of the PINs and click Later to return to the Report List.

Enter Candidate’s $ I:I

ar

Treasurer's PIN =

- In

Then, click

Assign PIN |

I [\‘ or ]

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.

4. When the report is ready to be signed with the other PIN, click Assign PIN(s) to
reopen the PIN page.

e AT T e T T g e e e i
¥| Report Created _
+| Signature (PINs)
<}, Reqguired iew
jé | AssignPING) | [Pl
'«..[ Undo Final Report ] E
i

5. 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.
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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.

ORCE . O
(LR L
1 Onaet b 8 PC ar SO0 S datewan
L Ot b # P
U7 O b # e i W B s o oy
AT -
)
4 . 4 TV N— — | Gt 19 E e
[e—s Sbom fatad ¢ r— . -
:-1 - o o " i =
Y o || “inmme | omnes . foumen| . vt
- T R e N et e B, ¥
hey IS
| s i
)
M- DD S
— - e A -
———— ey p— I '; »~ - T - -~ ™
=| P =
" ‘
s rers — = -
¥
W REPORT .
" e - oA et
om Mm_ m‘ bbbl ] . ~. - - _
Notice that the Original box R~ o B B
WWEmSCLIL 3 e Rapart P~ = O Il P R R
It indicates that this is the | ik | l
original report for this L4
repo'-“ng pe'iod. CAMPAGN TREASUREN § REFONRT -ﬂ:':h_“
(V) - amign ) gesemee D v L.
Should you later file an e N e, S0 =
amendment to this report, - P . ) " L
the Amendment box will be = — = -
selected instead. — ]
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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.

JSiewr Contributio View Transfers

Suizvn riad Vesw Distribulions
Print Amend
Export C3V

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 (1071/2012 here.
Candidate e /
selected G g i A Simiosts 203 =7
here. : ' ’

O, Cab of Cnantn

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

Candidate: Carolyn ], Casadonte
Office: County Commission, District 3

s A el [ 2

S i Display list of
: - : e 7 all campalgn
The newly ' - - transactions.

received report
ic listed here. /

Tip: Did you know a photograph and biographical information can also appear on your
page, if you choose to provide them? See Update Candidate Photo and Bio to learn how.
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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.

Candidate: Carolyn J. Casadonte

Office: County Commission, District 3

Emport Dste: &
[6/ 1/ 2015 - 6/ 30/ 3015] Amended

Back £ Prnt i Export B

Campaign Treasurar's Report - Iemized Contributions

Contributor Entity U eupalsn Conl. Type
Amand
1 Ay Barber Inids sl ek
/372013 344 Handerson Bicad Add £30.00
Paimedin, FL 12112
2 Harsha Kirk Inde susal Cheack
&'47201%5 344 Handerzson Rcad Add $75.00

Paimetin, FL 32312
Total Contrilutions $125.00

Campalgn Treasurer's Report - In-Kind Centributions

Centributor Entity Ccupalsen In-Eeed Deworipbion
Amand
z Rsid Roper I sdusl REstyuramwner Campagn sleanng tnrer
B'ar2013 45 Wilsorm Blvd add $o00g
Falmefin, FL 13403

Total In-Kind 30000
Contributions

Campaign Treasurer's Report - Demized Expendi tures

Plirperss Expe. Type
Amend
1 Dawis Cammenicabions: Advertming Morabsry
BAr015 R0, Box J4BE add 500050

Tallahasses, FL 32432
Total Expenditures S500.00

VR*

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  Amend |
T Eoncsy |

2. Click H . 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 Filed Report

VRx*

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

Masme

:2] 1645 Harringtom CT
Addrass (numbar and stroeat)
Palmetto, FL 32317
City, Stabe, Zip Code

Submitted omn:

{1} Carolyn J. Casadonte OFFICE USE ONLY

[10883931]

TAEFI0LS L0:50:55 (eastern)

[[] Gheck here i address has changed (3) 1D Number;

4y Check appropriate boxjes):
Candidate Office Sought County Commission, District 3

[ Palitical Commities [PC)
|:|F'nrry Exsoutive Commitiess (PTY) [[] Chack hasa if PTY has disbanded

indivicdual making slecionaering communications)

[ Electianeering Communications Org. (ECCH [ theck here if PC or ECO has disbanded

[ Incespandlant Expenditure: (IE) (also covers. s [[] chick hare if no cther |E or EC reports will be filed

{5} Report ldentifiers

Cover Pariod:  From £ F2015 Te § /30 /2015 Repor Type:
[ owiginal { F] Amendment S Ol Special Election Report

{5) Contributions This Feport [7] Expenditurss This Report
Manatary

Cash&Checks 5_ . . 50. 00 |Expendiues §

o lgaes 8 e 000 I Tepslemin . . -

g

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

to bring up this page:
Amend Report
/ —
—

Then click Create.

To create an amended report, you can:

e Manually enter new contributions and expenditures.

e Import new contributions or expenditures.

e Change or delete items listed on 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.
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If your county requires a hard copy of amended reports, print the report, 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.

Amendment in Past Reporting Period

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

In the past reporting Gttt e

row), click Unlock e

this report.

When the confirmation
message appears, click OK. Are you sure you wish to access a PAST reporting period?

| 0K |Ean|:e||

The Amend button
for the past
becomes available.

i
PELE DAV - 0K 2T WV I%eE

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

Change or Delete an Item on an
Original Report

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

Jiews Contributiong  View Transfers
Swew Expendiured View Distiibutions
Print Amend

Export C3V

2015-& 4450.00 | $1.
(0&/01/208% - 06/30/2045) 7/10/2045 | (3 itams)

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. In the current reporting period (the green row), click Amend to display the Amend
Report page.

Print| Amend

Amend Report

Click Create to create an amended report for the 08/01/2015 - 06/30/2015 report.
The amended report will appear in the report list below the original report.

2. Next, click Create.
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When the Report List reappears,
notice that there's
now a new row
for the current

reporting period.

3. On the Report List, use any of the buttons as you did on the original report to enter
the new data.

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 1 County 2015 (2015-11-04)

Date : 2015-6
(2015-06-01 - 20 |
Add Contribution Retum to i end Ttem from
Seqg . Contributor . Contribution | In-Kind
Num Date | Contributor Tyoe Occupation Type Description Amand | 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,
highlight it. e

the new values for the item.

N Barber, Anna (2015-06-04) $100.00
Kirk, Marsha (2015-06-02) $50.00

3 Smith, Reid (2015-06-02) $300.00
4 Barber, Anna (2015-05-04) $50.00
5 Kirk, Marsha (2015-06-04) $75.00
& Roger, Reid (2015-06-04) $300.00

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

This page shows the details for
the item as they wera entered
inte the original report.

Al Srgmat Fedre By b Ty Bern

To change an item, just make —
your changes in the appropriate s
ﬁe|d5_ e T ]

/Zz = e

To delete an item, type a zero (0)
in the Amount field.

r—py. - Ty S ——

When finished, click Submit.

On the next page, you now have two entries (in yellow) representing the changed item:
e The first entry deletes the item as it was filed in the original report. (Notice the word
Delete in the Amend column.)
e 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.

© - = Bapart - d Comtrib
Elaction | County 3013 (2015-11-04)
Feapeet Gt | POIF-0
{2015-04-01 - J015-08-30) / Deletesittha original
em.
b ik f
ot Dubety | 1| 40202005 | 8899 mellcrmt Beven | indbidusl Eah et [ 330.00
Bubmatta, FL 13313
Marha Kk
B Dabetn | 2| 47202005 | 0899 rellort Beven | Badidual Ehaih s
Pabmatta, FL 12302 K
Yot | saee Adds the changed
Sxid Comiribastion Metum e Asoart Lt 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

VRx*

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
{Sectam 1000 F )
PLEASE TYPR) UBMIS
(1014301)
Carolyn J. Casmadonte 9%
m-mmm Frat Midska)  Idertfication Number (Assigned by Dniucn
Poitcal Commitos, CCE o Paty Name of Elections)
1‘0‘ Rarvingtem €T, Suite ©
Palmetto, FL 32314 Cowoty Commission District 4
AdIess Nurrber and Sreet Office Seught Packude District, Cirout of
Greup Numben
Cay Stte I Coos
m Caririen D Cuerihme of Cortmamn [ 7] Comin hom 1 atbunn b 1 hinged siom lent
Cundwnn St i
Dn—.a‘.‘-—a- Dr-.r-—anc--o- [7] Gt havm £ 1€ o CEF b DIBRAERS
Sl et v g S e
TYPR OF REPORT
(Check Appeopeate Doa)
SEANIENLY NEPONTE  PRIMAAY SLECTON ERNERAL ELRCTION
0 Jevery C x0nt iy prte O wo sy pw
s €1 v oy prow O 20 ey oo
£) THRMRATON RERCHT
O ay O ooy por O 0 ouy e
D Occtw 0 @ ey 0 specuL mecmon

NOTIFICATION OF O ACTRATY IN CAMPAXIN ACCCUNT FOR THE REPORTING PERIOD OF
T/3/3009  eowgn_ 9/30/2009 { 03 )

X

Segrnae ™

SICNAT LS RIQUSLD 10K Conacates
Canocate Corpagn Tremmarer or Deouty Tmaswrer . Y08 50y £ 85
Pore< el Comn ooey
Chermes, Coampmgs Trastaw o Dopuly Trasseser (s 100 SVTL # 5 )

Treasaw o Craoman (& 108 200 F &)

Wy gy gl s B i, G i Tty o B it (s S gt (6 e B Sy of
T R et 4 il o e g o At T ACEEAd ® WTng O B peacriad Iapatng A
Bt 50 epont iy bang fed

Submit a waiver if your county requires paper reports:

1. 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 ]

2. On the next page, click Submit Report.
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Submit Report

Candidate : Carolyn 3. Casadonte (312) Office : County Commission, District 3
Report Period 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 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 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.

. Submit Report | Cancel |

You return to the Report List, where you see the confirmation number at the top of
the page and the status of Submitted for the report.

@epart Submission Confirmed: #101 433D i
....Gandidate/Compittee : Carolyn ). Casadonte (96)..

View Contributiond  View Tranafers |

View Expenditured View Distributions |
Print | Amend
Export CSV

(06/01/2015 - BE/I0/2015) T/30/2015 | (3 dwen] | {2 ibweemn)

3. Click Print to display and print the Waiver of Report.
Note: The Submit Waiver button does not display for committees that are set up as
Type - Electioneering Communication.

Some of the fields on the waiver are completed for you. Review it carefully 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
contributions or expenditures for a reporting period, simply amend the waiver as you would
amend any report.

Submit a waiver if your county requires electronic reports:

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 Cnntrihutiund[ Enter Transfers ]
[ Enter E}{penditured[ Enter Distrihutiuns]
[ Prepare Totals ]

| Create Waiver Report '
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3. On the 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 waiver is 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

VRx*

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

[ Unlock this report

] button?

Candidate Reports

Election | County 2013 (2003-11-04)

Famt Reportng Pemcds Current Raporting Penicds Futurs Baporting Periods

Tkl Tkl

Apt Daka c ik B Shaftu
— View Contributiond View Transfers |
2045-5 £50.00 S1088116 Wiew itw Wiew Distributions
[05/01/2015 - 05/31/2015) &/3/2015 | (1 item) . [ Unlock this repont | Print Amend
| ExpotCSV |
View Contributiond  View Transfers |
20456 £450.00 | £1,000.00 | #1088118 Wiew itureg View Diestnbutions
(06/01/2015 - 06/30/2015) 7/40/2015 | (3 ieema) | (2 Raens) Prit | Amend
Export CBV
View Contribution]  View Transfers |
20157 ssopa| | | ewmazm View Expenditures View Distributions|
(97012013 - O I/2015) BMa0ra01s | (1 ibem) | Unlack thes report Prant Amand
| 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.

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

20155
(001 2007 - BN Z01T) /32005

$30.00
(1 kem)

20157
(07012015 - 07/34/3015) 8/10/2015

$50.00
(1 kam)

View Contributiond View Transfers |
reries View Expenditured View Distributions|
Unlockthisre| | Prink | Amend
Export CSV
View Contnbutiong  View Transfers
.mm,'d; View Ex] iures  View Distnbutions|
Unlockthisrep | 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-
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:

e Date the item was recorded

e Whether it's a contribution (C) or an expenditure (E)

e Contributor or vendor name and address

e Contribution type

e Contributor’s occupation

e Item type

e Description

e Amount

e 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 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 2021-Final.

I I e e T

i~ T AP TOTRA
Create W aivnr’;

Import Entrie:
No Data Entered Enter Cunlributik

2015-Final — :
ﬂm.ruuzuu - 10/31/2015) 11/10/2045 ) - - Unlock this report Enter Expendity?
R Prepare Tulala:

Create Waiver
P s -~ S e B

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. 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 - ot on th d " ;
: 0 report on the disposition o
Start n..:';.,:'.f,‘?:‘:';.’.“.'.i..:';‘."u..n.z. surplus funds, select one of the
Disposition of Funds options in
the Expenditure type field. For a

LR F L Gerts od s o s |

—— o o e ey e description of each type, see page
skt || 0 Gl Vi [iien 15.
] wr Fi e BT
et | S0
T Disposition of Fund
L ] e L [PI— and
Enter Distribulions.
e 1 e S e Trer that Disposition of Funds
is a type of expenditure, whereas a
distribution is a type of transaction
e referring back 1o & previously
Diba ot of Foanm i Pramiton 'arflr st expense.

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.

VR Systems Confidential/Proprietary Trade Secret 56



How to File Financial Reports Online

Impart Entries
Enter Contributions| Enter Transfers

205-Final $0.00 F::,., Srarted Ener E:pmﬁues| Enter Disbributions
{20/01/2015 - 10/31/ 2015) 14710/ 3015 (2 iwen) | K priock this report —Plepare Tolals
Creale Final Report Far Review
Expart C5V

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.

__}'r vy v:le.?ﬂ e m-fp"e M 28Tl B 5

J; (7} EXPENDITURES THIS REPORT i
% | Monetary

¢ | Expenditures  $ 0.00

7 | Transfors to Office

;| Account $ 0.00

%" Total

% | Monetary % 0.00

5] o TR SN 00 it s

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

(10) TOTAL Monetary Expenditures To Date
¢ $

1,800_ 78

€RTIFICATION __y}

It will also appear on the Itemized Expenditure page with an expenditure type of DI.
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CAMPAIGN TREASURER'S REPORT - ITEMIZED EXPENDITURES
(1) Mame Carelyn J. Casadonta (2) LD, Mumiber
10/1/2015 10/31/2015
(3) Cover Pariod ! f thraugh | ! (4) Page 1 af 1
= i (1] [:]] g (L]
Date Full Name
|Last, Suffix, First, Middiz) [add alfice sought if
aq[ﬂ“ Stroet Address & contribution toa | Expenditure
b City, State, Zip Code candidate) Trps Aerandmard | Amount
|
lﬁl.?'.f}lllﬁ Casadonte, Antonio return of oI #500. od
4D Gulf View Orive FETTET
, L 3T3ET 1
) i contrifutions
L,
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Update Candidate Photo and Bio

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

1848 1 o - .
ity Biographical

Z-_-: RN information
e 7 p—
(SNSRI

R ——
Comidin Caimbotr s wiod « @b moghbortussd weersainme bo S ponsd o1
Yy wagwty guaiien her for e servee 3 Comey Cosmmmones

Photo of
candidate

.
S mderaack @ coocerm of draduy cradee & vw comzat wd vl
R e el e L x ey

(0 parte e aberost b (b o (et e o o ad el o]
preplacedds amusd o vt N de serving ae presdent of e T codpnty
Noghbiateod Aiweunmn ol chow o e Commud o Noaghbowood
Avsimatbams o s hmf e @ el Bl W e e Seoratom of
T A e 1

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 |;“_
G'C'f«" i |ﬂ-htlp5:.f.l'ww.mterfucus V| 8 |+ x
W |ﬂ<cmdabanamrts-cwma.”[ ] 2 S - g O @T'”r

Candidate : Adam Greensburg
Office : Clerk of Court

6979 Standing Pines Lane
Tallahassee, FL - 32312

No Photo  azeenstuz@homail con
Available

No biographical information available at this time.

a0

Bt e il il A g Gl M o B

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 (a file with the 3-
character extension JPG).

The system won't accept a JPEG file that’s larger than 500 KB. It's best to use an even
smaller file, if you can. Smaller files display more quickly to website visitors, especially if a
visitor has a slow Internet connection.
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Note: Images with large dimensions (that is, large pixel sizes) might not display properly in
certain older browsers.

Upload a Photo

1. On the main (Report List) page, click the yellow button to open the
Candidate/Committee Bio page.

- - E,a I.- ¥ el ) ; i-’iﬁ; e L et T il TN S L
:

»: Candidate/Committee : Carolyn J. Casadonte (96) :
”. Office : County Commission District 4

ht:ITE The candidate/committes information (bicgraphy, pm;:\bﬂ'-u released raports), has baen viewed a total of 1 timas from '.'hra-j
'?
i | Logou §E (_i Candidale/Commitiee Bio Infamation/Lplosd F'hah

e T B TP N J

| #8 CanddateComttes o
Candidate Phaoto Candidate/Committee Biographical
Infarmation
&
Upload thas file: )
||_Browse...
Photo image must be a jpeg file (" jpg).
LIse the Browse button to locate the file to upload
and then click on the ‘Upload Phato’ button,
To ensure your pictures load in a timely fashion for internet
users that have slower connections,
we recommend that you use animage file that does not exceed
100kb. Image pictures are kmited (o a maximum of 500kb. |
Characters (Max 5,000)
| Cancel | Return to Menu ]

2. Click Browse and navigate to the JPEG file you want to use. Then click Upload
Photo.
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Click Browse and find
the photo file,

Canchoale Fhoto Cancy:

O
-~ -—a bog"

The file path will be

displayed here.
\ e

Protos Covye iPG (e

Pacto emage ru::ncmh-,.
U e Browse Sution i locate the Sie 1o i
s NTUW
Then dick Upload Photo.

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

b N

P

- S -
- - Cep,,
r g T s

File Upload - County :

File:cand 96.jpg
Size:373508

File uploaded successfully

R v v(-,.-.\/ /\/"'*.,\\-/\_,ﬂ ,,,-sf\.f:\/.‘.-

LYW BT PRV Y N 2

L Return to Main Menu :
RART™Y WSRO ST Y \I",

3. Click Return to Main Menu to return to the Report List.

Enter Candidate or Committee Text

1. On the main (Report List) page, click the yellow button to open the
Candidate/Committee Bio page.
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aw E'E oy LT ool Lo TR e g T e P T s e e T e Fow

Y

Candidate/Committee : Carolyn J. Casadonte (26) ‘

Office : County Commuission District 4 j

-'.

NGTE The candidate/committes nformation (bicgraphy, pm&ﬂﬂﬂ released raports], has baen viewed a total of 1 timas from the
l"
i | Logou §@ (_icandmmmm Bi Infarmation/Liplaad Fhaln

-
oyl AP b Akl e s TR . j

igc.uﬂi.u,rcumun

Candidate Photo Candidate/Committee Biographical
Infarmation
=

Upload this file:

| Browse...

Photo image must be a jpeg file (" jpg).
LIse the Browse button to locate the file to upload
and then click on the "Upload Phaoto' button,
To ensure your pictures load in a timely fashion for internet
users that have slower conmections,
we recommend that you use animage file that does not exceed
100kb. Image pictures are kmited (o a maximum of S00kb.

Characters| | {Max 5,000)

|  Cancel/RetwmioMenu |

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 number of characters you
have entered displays in the Characters box. When you are finished, click Update.
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Type the biographical .ff Canac-deotmn'ee &mohca;

data here, \ Information
\Q:::Tn Casadsnte’s work ~|

seighborhocd
ociasions for tShe pest 20
years uniguely qualifies her
for the service as a County
Commissioner.

The system will show
you how many
characters you've
already typed, so you'll
know when you're
reaching the limit.

™ N N

She usderstasds the concesns
of individual residents in
our community and will
ensure those concesrns Ase
properly pricritized by the

County,

Y Wy W

Or particular interest %o
Cazalyn i3 presezvation of
ous sutatanding-~and
izreplaceable--natural
environment. While serving
as president of the Woodgate
Neighborhood Association an
chair of the Coumncil of

When ﬁnished 3} Neighdborhocd Associatic
v ¢ she worked tirelessly-
dick Update. ¢

{ (offeczively~~Lo preve,

:
:
3

you con

Superviso
on appropriate

content here.

D Y an S A

7

g.s

e S G A BBy

¢ ¢

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.

After Your Updates

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

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

Forgot Password?

On the Candidate Forgot Password page, enter your Candidate ID number 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 inbax = =
wihsuppon@visystems.com 1231 PM (0 minules aga) - v
toma =

Caralyn J Casadonte
Please resel your password wsing the following link

hitps s vaterfocus combwsiwscanddevicandidate resetpw php?oounty=cletrainingl r=hA T 1oaibd 5062 T TER0150T

This Enk 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
}hedﬂew Passwaord —— ey Password
1eld.

vou'll need to enter the = Re-enter Password

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.

Candidate/Committee : Frank Castie (238)

Office : County Judg
Edit Candidate/Committee Bio Information/Upload Phota Change Password/PIMs I

2. In the 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—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.

4. 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.

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

Type your current
password here,

Change Password/PINs

Type your new
password here.

Type your new

Telrter Rem Finasce Scatem Acess Snatnerd sevres candidate PIN
’ here ..

Totws N Candedute Cammitios sactroni: SIN sess

Relnter ban Candidate/ Commition shastionic SN seas | _and your new

treasurer PIN
here.

Bt San Trnaswre slmione: FIN seee
1 . Kebvia vee Tiasswer dlatran FN s
To finish changing ? i :

the password and
PINS, click here, — D000 Paisad Pl 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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The pazzword you entered does not match the password
! gtored in \Windows for this uszer name.

Do pou want to change the pazsword stored inWindows to
naLr nes entry?

[ Tes ] [ 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 Intov et [aphars
system. ° T T e it SN OGRS S G Tt —rty * B 4 X 0.
W B Cadses dmots - Cedate Log B-0 W remeGloms "

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

Office - Cosnty Commivalon District ¢

NOTE: Tha ¢ TOMLee FEOMINOn (De0gr aphiy. Pt 1l ased (40| M2t Deen vewed 2 100 of | Bt Fom the
Pk e
: - |
( [T A |
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