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Accessing Campaign Finance
Electronic Filing System

@ Campaign Finance STER on
5 ELEGTRONIC FILING SYSTEM
Help
/Email:| |
sssssss d:| |
word?
| Sign On |
ew

Home | Privacy Policy and Disclaimer | Site Map

1. Enter https://webapp5.sanantonio.gov/campfin/ to access the
System.




Creating a New Account

1. To create an account in the Campaign Finance Electronic
Filing System Click on “Create New Account.”
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Campaie

__‘;' ) INDaIEN I-J-!J'ZUGP, Siagn On
L5 ELECTRONIC FILING SYSTEM ~*°

Help

User ID/EmaiI:| |

Password:| |

Forgot Password?

| Sign On |

Create New Account?

Home | Privacy Policy and Disclaimer | Site Map




Complete Account Information

1. Complete requestor, candidate, and treasure information.

*Required Fields

Gr.l-;l:r,{ﬁjj J—;‘J-]:-.T.-’;P. Apply for New Account
.= ELECTRONIC FILING SYSTEM

Help

We are experiencing technical difficulties. (L281)The underlying connection was closed: An unexpected error occurred on a receive.

Create Account

Your First Name* [Candidate |Middle Name [A |Last Name™* |Test
Your Email Address* |Candldate.Test@noemall.com |
Phone* ( [210 | ) [123 | - [4567 |

Name of Candidate or PAC* |Candidate A Test |Phone* ( [210 | ) [123 | - [4567 |
Candidate/PAC Email Address* | Candidate. Test@noemail.com |

Name of Campaign Treasurer® |Treasurer B Test |Phone* ( [210 | ) 987 | - [6543 |
Treasurer Email Address* | Treasurer Test@noemail.com |




Complete Account Information

2. Continue entering security questions and password.
3. Click on the Continue button to send your request to the Office of

the City Clerk.
4. An email will be sent to the email address on file when the

request is finalized.

Security Question 1* [What street did you live on in third grade? V‘
Security Answer 1* |Houston St

) ) "4
Security Question 2* [In what city or town was your first job? ~

Security Answer 2* |CoSA

Password*

[ PassWord01*
Confirm Password*
[ Passwordo1*

o o

Password Check List
v/ 8 characters requirement met

v one uppercase requirement met
v/ one lowercase requirement met
v/ one digit requirement met

v one special character requirement met

Cancel | Continue |




S1gn-On to the Campaign Finance
Electronic Filing System

1. Enter email address for the User ID/Email and Password. Click on
the Sign On button.

mcmmc Huns SYSTEM S'9n On

Help

User ID/Email: |Candidate.Test@noemall_com |

Password: | """""" |
Forgot Password?

~a

| Sign On |

Create New Account?

Home | Privacy Policy and Disclaimer | Site Map




Create Packet

s

Finanece Main Menu

II FILING SYSTEM

Log off Help

Change Group Change Password

TEST
Create MNew Packet

& January 15 Semi-Annual 2011

\ i) 30th Day Before General Election 2011

_ ) {0 8th Day Before General Election 2011
(2 COH
) 3rd day Before General Election 2011

(E\ S 2 July 15: Semi-Annual 2011
e {115 days after Campaign Treasurer Appointment
) Exceeded $500 limit
 Final Report COH
>

[ Create Facket J

Incomplete Packets

1.To create a new packet, select Report Type COH.
2.Select Report.
3.Select “Create Packet.”



Cover Sheet 1
Candidate/Ofticeholder Information

—

y (amna; Financ Candidate/OfficeHolder Campaign Finance Report CS1
=) CEeThonic FiNG Systin

Log off Help

COH: Main Menu Print Report Instruction Guide
kPcsi

Select Candidate /Officeholder Change Of Address [[]
Clear Contact Info ]

Candidate /Officeholder Name:

Title: ;f
First Name: MI:
Nickname: Last Name: suffix:

Candidate / Officeholder Mailing Address:
Street No: Street Name: Apt/Suite:

or

PO Box:

1. To begin report, enter contact information for Candidate/Officeholder OR
click on “Select Candidate/ Officeholder” hyperlink.



Cover Sheet 1
~_ Campaign Treasurer Information

[ Clear Contact Info ]
Campaign Treasurer Nam
Title: L
First Name: MI:
Mickname: Last Name: Suff
Campaign Ti r Mailing Address:
Street Mo: Street Mame: Apt/Suite:
PO B
City: State: ™| zZip Code:
Campaign Treasurer Phone: ( i - Ext.
Report Type:
Period Covered: ; ! Through N f
Election Date: ; I
Election Type: () Primary ) Runoff O cenera 1 L&) Special ) Mot Applicable
Office Held:
Office Sought: -
— Save Page

1. Enter contact information for Campaign Treasurer OR click on “Select

Campaign Treasurer” hyperlink.
2. Save data by selecting “Save Page.”



Record Added and Navigating Report

Camnpaier aTICE Candidate/OfficeHolder Campaign Finance Report CS1

ELECTRONIG r-I‘ll.lllﬂ SYSTEM

Log off Help

COH: Main Menu Print Report Instruction Guide

Pcs1 CS2 Schi SchB SchE SchF SchG SchH Schi Schi SchT

SchG SchH SchK [l
Final Report {Close Out Campaign) Submit to City Clerk /

Record Added

Select Candidate /Officeholder Change Of Address []
| Change Contact Info ] [ Clear Contact Info

Candidate f Officeholder Name:

Title: Iy__;
First Name: Jocs MI:
Nickname: | pLast Name: |Candidate | suffix:

Candidate f Officeholder Mailing Address:

Street Mo: | 100 Street Name: Victory Lane Apt/Suite:
or

1. As contact information for the Candidate/Officeholder AND Campaign
Treasurer is successfully saved, “Record Added” will be displayed at the
top of the page.

2. In addition, Cover Sheet 2 and Report Schedules will be displayed at the top

of the page.
10



Coversheet 1

Notice of Direct Campaign Expenditures
by Other Individuals — Correcting Errors

= F mMDaicn Finance Candidate/OfficeHolder Campaign Finance Report CS1

EI.EE'I'RII!IIB FII.IIIE SYSTEM

Log off Help

1.1f record was not successfully added, the User will see an error
message at the top of the page. Error messages (which will be
highlighted in red) will indicate what information is missing and/or
needs correcting.

2.Enter required data and select “Save.”

11



| Coversheet 1 |
Notice of Direct Campaign Expenditures

by Other Individuals

Notice of Direct Campaign Expenditure By Other Individuals

** Direct campaign expenditures are campaign expenditures made by others without the candidate's prior consent or approval. Candidates are required to disclose
this information only if they receive notification of the direct campaign expenditure.**
Select Campaign Expenditure By Other Individual

Clear Contact Info

Individuals Name:
Title: *| First Name: MI:

Last Name: Suffix:
Other Name:

Individuals Address:

Street No: Street Name: Apt/Suite:
or
PO Box:
City: State: ¥| Zip Code:

.If Direct Campaign Expenditures by Other Individuals does not
apply, go directly to Coversheet 2 without saving.




Coversheet 1

Notice of Direct Campaign Expenditures
by Other Individuals — Entering Data, if applicable

tice of Direct Campaign Expenditure By Other Individuals
s ct campaign expenditures are campaign expenditur

es made by others without the candidate's prior consent or a
this information only if they receive notification of the direct campaign expenditure.**
Select Campaign Expenditure By Other Individual

Clear Contact Info

Individuals Name:

Title: *| First Name: MI:

Last Name: Suffix:
Other Name:

Individuals Address:
Street No: Street Name: Apt/Suite:
or

PO Box:

City: State: ¥| Zip Code:

‘

1.1f you do have entries, enter contact information OR click on “Select

Campaign Expenditure By Other Individual® hyperlink.
2.Save data by selecting “Save.”



Coversheet 1
Notice of Direct Campaign Expenditures

by Other Individuals — Saved Data, if applicable

(io ‘“‘“’“r‘ F inance Candidate/OfficeHolder Campaign Finance Report C51

ELECTRONIC FILING SYSTEM

Log off Help

COH: Main Menu Print Report Instruction Guide

Pcsi CS2 scha SchB SchE SchF SchG SchH Schi SchK SchT
Final Report (Close Qut Campaign) Submit to City Clerk

Expenditure Record Added

Select Candidate /Officeholder Change Of Address []
[ Clear Contact Info |

Candidate f Officeholder Name:
Title: | ﬁy_:’

First Name: Jos MI:

Nickname: Last Name: |[Candidate Suffix:
Candidate f Officeholder Mailing Address:
Street No: Streat Name: |Victory Lane Apt/Suite:

or

1.As contact information for Direct Campaign Expenditure data is
successfully saved, “Expenditure Record Added” will be displayed at
the top of the page.
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Coversheet 2

Notice of Direct Campaign Expenditures
From Political Committees

Notice From Political Committee(s)

** This box is for notice of political expenditures by political committees to support the candidate /officeholder. These expenditures may have been without the
candidate's or officeholder's knowledge or consent. Candidates and officeholders are required to report this information only if they receive notice of such

expenditures. **

Committee Type: | General |+

Select Committee

Change Contact Info ] [ Clear Contact Info

Committee Name

Committee Address

Street No: Street Name: Apt/Suite:

or

PO Box:

City: State: ¥| Zip Code:

Select Committee Campaign Treasurer
[ Change Contact Info ] [ Clear Contact Info

1.1f Direct Campaign Expenditures by Political Committee does not
apply, go directly to Schedule A without saving.




Coversheet 2
Notice of Direct Campaign Expenditures

From Political Committees — Entering Data, if applicable

Motice From Politi cal Commi ttee{ )
## This hoxi5 FD notice of oll:lcal e)-:p ditures b olitical

|:| v P cal committees to support the candidate/fofficeholder. These expenditures may hawve been without the
candidate's FF eho ||:| s knowledg r consent. Candidates and officeholders are reguired to report this info ti i i

Select Committee
Change Contact Info ] [ Clear Contact Info ]

Committee Name
Committee Address
Street No: Street Name: Apt/Suite:
or
PO Box:
City: State: | Zip Code:

Select Committee Campaign Treasurer
[ Change Contact Info ] [ Clear Contact Info

1.1f you do have entries, enter contract information for Committee
Campaign Treasurer OR click on “Select Committee” hyperlink.

16



Coversheet 2

Notice of Direct Campaign Expenditures
by Political Committees — Saved Data

I | Add Natice From Political Committees | ‘ Clear ‘

1.Save data by selecting “Add Notice From Political Committees.”

Camnpai r‘ I nance Candidate/Officeholder Report: Support & Totals CS52

ELECTRONIC FILING SYSTEM

Log off Help

COH: Main Menu Print Report Instruction Guide

csi Pcs2 scha schB SchE Schi schG SchH Schi SchK SchT

Final Report {Close Out Campaign) Submit to City Clerk

Record Added
C/OH Name: Joe Candidate

Moti ice From Poli t cal Commi ttee{ ) |

candidate's or officeholder's knowledge or consent. Candidates and officeholders are reguired to report this information anly if they receive notice of such

1.0nce data is successfully saved, “Record Added” will be displayed at
the top of the page.

17



Coversheet 2

Notice of Direct Campaign Expenditures
From Political Committees — Saved Data

| Add Netice From Political Committees | ‘ Clear ‘

Committee Type Campaign Treasurer Name | Campaign Treasurer Address | (reated Date m

100 Victary Lane Joleen Candidate 100 Victary Lane
5an Antonio, TX 78200 5an Antonio, TX 78200

Joe for a Better San Antonio 4/21/2011 6:11:34 PN Edit Delste

1.Data successfully saved will be displayed at the bottom of the page.

18



Coversheet 2
Totals

Contribution Totals

Total Political Contributions of $50 or less
(Other than pledges, loans, or guarantees of loans), unless § (
itemized:

Total Political Contributions
(Other than pledges, loans, or guarantees of Ilruans):$

Expenditure Totals

Total political expenditures of $50 or less, unless itemized: § |0

Total Political Expenditures: §

Contribution Balance
Total political contributions maintained as of the last day of
reporting peril:u:l:$ 0
Outstanding Loan Totals

Total principal amount of all outstanding loans as of last day of 0
the reporting peril:u:l.$

Applicant Filled

Applicant Filled

Applicant Filled

Applicant Filled

1]

1. Enter data for “Applicant Filed” fields (unitemized political contributions
and expenditures as well as contribution balance).

2. Save data by selecting “Save Page.”

19



Coversheet 2
Totals

Camnpaifn Finance Candidate/Officeholder Report: Support & Totals CS2
e ELE llilﬂlﬂ Flllllﬂ SYSTEM

Log off Help

COH: Main Menu Print Report Instruction Guide

cs1 Pcs2 Scha sSchB SchE SchiE SchG SchH Schi Schi SchT

Final Report (Close Out Campaign) Submit to City Clerk

Totals Added
C/0OH Name: Joe Candidate

INl:ltice From Political Committee(s) I

1. Once data is successfully saved, “Totals Added” will be displayed at the top
of the page while saved financial data will be displayed at the bottom of the

page.

Contribution Totals

Total Political Contributions of $50 or less
(Other than pledges, loans, or guarantees of loans), unless g 0 Applicant Fillad
itemized:

Total Political Contributions
{(Other than pledges, loans, or guarantees of loans): %

Expenditure Totals

Total political expenditures of $50 or less, unless itemized: § |0 Applicant Fillaed

Total Political Expenditures: 5

Contribution Balance

Total political contributions maintained as of the last day of 10505 00
reporting period: % = U2 Applicant Fillad
Outstanding Loan Totals

Total principal amount of all outstanding loans as of last day of 0
the reporting period. %

Applicant Filled

20



Schedule A — Entering Data

Date: s Y
Select Contributor Name

de—

Out-of-State PAC: [] ID#:

[ Clear Contact Info ]

Contributor Name

Title: 7 First Name: MI:
Last Name: Suffix:
Contributor Organization:
Contributor Address
Street No: Strect Name: Apt/Suite:

or
PO Box:

City: State: o Zip Code:

Amount of contribution ($):

In-Kind contribution description:
(if applicable)

Principal occupation /Job title:

Employer:

ﬁ [Sa-.-'e] I Clear Page ]

1.Enter Date of contribution. Date must be within designated time
period. If entry is not within contribution period, error message will be
displayed at top of page.

2.Enter Contributor contact information OR click on “Select
Contributor Name.” hyperlink.

3.Enter required information.

4.Save data by selecting “Save.”

21



Schedule A — Saved Data

Record Added
Import schedule A data

Filer name: Joe Candidate

pate: |/ |/ Out-of-State PAC: [] ID#:
Select Contributor Name

Clear Contact Info

1. Once data is successfully saved, “Record Added” will be
displayed at the top of the entry while the entry will be displayed at
the bottom of the page.

100 Victory Lane

07-02-2010 Candidate, Junior San Antonio , TX 78200

5300, 00 12/7/2010 1:05:12 PM Edit Delete

1

22



Schedules Bthru T

Follow directions denoted for Schedule A

Schedule B — Pledged Contributions

Schedule E — Loans

Schedule F — Political Expenditures

Schedule G — Political Expenditures Made from Personal Funds

Schedule H — Payment from Political Contributions to a Business
of C/OH
Schedule | — Non-Political Expenditures Made from Political

Contributions
Schedule K — Credits

Schedule T — In-kind Contribution or Political Expenditure for
Travel outside of Texas.



Submit to City Clerk
Submit for Posting to the Web

= (ampaign Finanee
Q ELECTRONIC FILING SYSTEM

Finalize / Submit to City Clerk

Log off Help

COH: Main Menu Print Report Instruction Guide
cs1 Ccs2 Schi SchB SchE SchF SchG SchH Schi SchiK SchT
Final Report (Close Qut Campaign) PSubmit to City Clerk ~<e——

If you are not ready to finalize you may return to main menu or review instruction guide.

MAIN MENU INSTRUCTION GUIDE

If you are ready to submit please click continue.

| Continue

1. To submit completed Report to the Office of the City Clerk for
posting to the web, select “Submit to City Clerk.”

2.Print/Review Report for accuracy.

3. For verification purposes, the user will be asked if his/her intent is
to submit the Report to the Office of the City Clerk.
a.lf so, select “Continue.” User will be asked to complete Oath.

b. If not, select “Main Menu.” Users will be directed to Main Menu.

24



Completing Oath
Submit Report to City Clerk

(amnpaign Finanee Finalize / Submit to City Clerk

ELECTRONIC FILING SYSTEM

Log off Help

COH: Main Menu Print Report Instruction Guide
CS1 Cs2 SchA SchB SchE SchF SchG SchH Schi SchiK SchT

Final Report (Close Out Campaign) PSubmit to City Clerk

Windaws Internet Explorer

I SIE affir it under |:| nalty of perjury, that the accompanying report is true and correct and includes all
,.],J" informal I: requi dt be reported by me under Title 15, Election Code,

——— l Ok | l Cancel

1.Complete Oath by selecting “OK.”
2.0nce Oath is completed, User will be directed back to Main
Menu.

25



Report Status
Complete Packets / Locked Down

TEST

Create New Packet

& January 15 Semi-Annual 2011

@& COH > 20th Day Before General Election 2011
) SPAC 15 days after Campaign Treasurer Appointment
2 uc ) Exceeded $500 limit

> Final Report COH
[ Create Packet ]

Incomplete Packets

No incomplete packets found.

_— Complete Packets / Locked Down

N e e el o P ey

nnnnnnnnnnnnnnnnn 77172
lllllllllll History

1.Upon completion of Oath, the “Lock down Status” of the Report will
be denoted as “Pending.”
2.User will be notified via e-mail when report has been “Locked down.”

26



Report Status
Incomplete Packets

TEST
Create New Packet

@ January 15 Semi-Annual 2011

@& COH 2 20th Day Before General Election 2011
) SPAC 15 days after Campaign Treasurer Appointment
O uc O Excee ded $500 limit

2 Final Report COH
[ Create Packet ]

— Incomplete Packets

Mo incomplete packets found.

Complete Packets / Locked Down

S Pl

aaaaaaaaaaaaa

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

1.Reports started but not submitted to the Office of the City Clerk
will be denoted as an “Incomplete Packet.”

2.Reports can be accessed by clicking on the Report Type to enter
additional data.

27



Campaign Finance System Import/Upload Instructions

The Campaign Finance System includes a function for users to import contributions & expenses into the database from a specially
formatted excel spreadsheet. Instructions below are intended to assist a user on performing the Import function for contributions (Sch

A) and Expenses (Sch F). These instructions assume that you are already in the specific schedule report. Clarification on

terminology: Upload is the act of uploading information in an excel template into the system for review prior to importing the

information into the database. Import is a term used to express the act of importing information into the database.

Campaign Finance Report Deadlines

A. Upload File — Excel Templates

The system requires that a specially formatted excel file be used for the import to work. These uniquely formatted
excel files must include required column headings, sheet/tab name and some required entries. These excel
templates for contributions and expenses can be found in the Office of the City Clerk’s Elections Web Site
(http://www.sanantonio.gov/clerk/elections/) at the bottom of the column with heading “Campaign Finance
Information”.

B. Create the Upload File

First you must complete the upload file. This is an excel file with specific columns which must be completed and meet information
requirements.

Carmnrainon Finance FANS

Campaign Finanace Reporting
System Templates :

Schedule & (Contributions)
Schedule F (Expenszes)

1) The sheet/tab name must be ‘Sheet1’. Do not change the sheet/tab name that is used by the template.
2) Information on the excel sheet/tab must meet specific requirements. These requirements can be found in the appendices
as listed below:
a. Appendix A — Schedule A — Upload File Data Requirements
b. Appendix F — Schedule F — Upload File Data Requirements

C. Uploading information into the Campaign Finance System

Once you have completed the upload file as described in “Create the Upload File”, you are now ready to upload the information
into the Campaign Finance System. These instructions assume that you are already in the Campaign Finance System and in the
specific “New” or “Pending” Schedule Report screen shown below:

SCHEDULE A (Contributions) SCHEDULE F (Expenses)
ki T Political Contributiens Other Than Pledges or Loans o e T s Political Expenditures
L R A e © G F i yamy  Schedule F

Low wff Uik

ORI Riy] Mk ol T RI""’" RaRicuag ot COM: Main Mene Print Report Instrection Guide
€51 €S2 »SchA  Szhe Sche '
- CS1 CS2 SchaA SchB SchE FSchF SchG SchH  Schi Schi  Scf
LR s Dk T & = it to O Chark
S A L D e} XML e Final Report (Close DUl Campaian]  Submit Lo Citw Clerk

Limgart schiedule & datg - _ bnport schedale Egata
Filer mames Contributar fest Mame Contrbaier Last Mame: fa Corrtrilstor first )

Step by Step instructions follow on the next page. Keep in mind that you can execute Steps 1-6 as many times as you want in order
to check for errors on your import file (xIs). Information on your import file does not populate the database until you execute Step 7.

28



Step by Step Instructions

1. Click on “Import schedule <x> data, where <x>
mwumwuq@m
is the specific schedule you are working on. o
2. Clik on “Browse” [ | Browse... be'muapf:;:.me *
lnlnad Fila
3. Using the ‘Choose File’ dialog window, navigate to the
Look in | Seh
directory where your upload file is located. Ao
Deskiop
My Piarsimants
S| it
4. Double-Click on the upload file you created. T T————
Logkin: |2 Schd A Uploads ~|
My%am @Sa;:;\fer ramos schedu\eAuLoad AQS\
. s
5. Click on “Upload File” button ‘
Select a data file to
K \Etections (CY+2)Support S Browsa.. | upload.
| Upload File
6. If errors are detected on the upload file, the system will display an error message as shown on the
first print screen (6.a.) below. The screen shows the columns and the information as it existed in the
upload file you created. There will be an
additional column to the left which describes the error encountered. If no errors were found, you
will get the message shown on the 2™ print screen (6.b.) below.
a. If errors are encountered, correct errors on upload file and repeat steps 1-6
b. If no errors are encountered, proceed to step 7.
6.a. - ERRORS ENCOUNTERED
Columns of information
from the excel upload file
- Invalid data found.
Column describing any errors Please correct your data file and upload

2 record(s) with errors.

AR R R EEER IR Eppgpgt PR AT EIETEXEX LT | [itle

Test1- Test1-
First Last
Name Name

ContrDate must be between 5/5/2011 and
6/30/2011

6.b. - NO ERRORS FOUND

Back to schedule
Select a data file to
\ [(Browse. upload.

Message indicating the number of
records found in excel file and
ready for import.

Data is valid.
Click Import Data button to continue.

Import Data

2 record(s) valid for import.

Select a data file to upload.
Upload File

If you get this error, the excel
upload file is not formatted
correctly, please use template
from Elections library.

29



7. Click on “Import Data”

8.  System will present message showing the number of < Backio schedye > P

records imported. Click “Back to schedule” I 'uz;"‘:i ;

9. Notice that the information uploaded into the system is listed at the bottom of the report as shown in
the print screen below. You have successfully imported your information. You may proceed with
updating/completing other schedules,

print & review your information and/or submit report to the Office of the City Clerk.

-15- - _Fi 111 One Street 1 -
05-15-2011 Testl- Last Name, Test1- First Name San Antonio, TX 78111 5111.00 5/2/2011 4:21:58 PM Edit Delete

- PO Box 222 221 i
05-15-2011 Test2- Last Name, Test2- First Name San Antonio, TX 78222 £222.00 5/2/2011 4:21:58 PM Edit Delete

1

\
Before Upload After Upload

2 TR ; Political Contributions Other Than Pledges or Loans
Z _Poshtrwwcaé C}un';nbutwons Other Than Pledges or Npans Q rﬁ‘”ﬁ " - Schedule A
Mo Sysrpy - Schedule ELECTRONIC FILING SYSTEW

Logoll Help Logoll Heln
COM: Main Menu Print Report Instruction Guide

€S1 €52 »SchA SchB SchE Schf SchG  SchM  Schi SchK  SehT
Final Report (Close Out Campaign]  Submit to City Clark

COH: Main Many Print Repert Instruction Guids

€S1 €S2 rSchA SchB SchE Schf SchG SchH  Schl  SchK  Schl
Final Report {Close Qut Campaign)  Submit to City Cledk

Import schedule A data Import schedule A dats
Filer name: Ms Diane Adobe

Date: /|t
Select € Name

Chaar Conlact Info

Filer name: Ms Diane Adobe
Date:
Select Contributor Hame

Slsar Conact Info

Out-of-State PAC: [ 1D#: Out-ol-State PAC: T ID#:

. Contributar Name
Contributor Name

; Tkt “| First Name: Mi:
Titles | First Name: M Last Name: Suffix:
Last Name: 8 -
Suffix: Contributor Organization:
Contributor Organization: Conkibutor Address
Contributor Address Street Nos Street Name: Apt/fSuite:
Street No: Street Name: Apt/Suite: or
o PO Box:
PO Box: City: State:  * Zip Code:
City: State: = Zip Code: 1

Amot of contribution ($):
Amount of contribution ($):
Tn-Kind contyibution description:
i = (if applicable)
In-Kind contribution description:
(if applicable)

Principal occpation fJob title:

Employer:

Principal occupation/ Job title:

mame

sava| [ GearPage |

Date Name Atdress | AmERS | Deseription| Cresten Date el | Deiete)
[

Description Created Gate

2003 1D Lot s, Testt s ame 15 CUSSHTSRE 0 [T —

G120 Va3 Last s, Tast2- et Wanis EOESREIE a0 /22010 250K L4 Delete




Appendix A — Schedule A Upload File Data Requirements
Excel Columns and Information Requirements

Column Column Heading Field Description Data Type & Field [Required (Y OR N) Example
Length Allowed
A [Title Title Character 3 N Mr/Mrs/Ms
B Fname First Name Character 50 Y- only required if
Contributer
Organization is left
blank
C Ml IMiddle Initial Character 1 N
D |Lname Last Name Character 50 Y- only required if
Contributer
QOrganization is left
blank
E Sufix Suffix Character 10 N Jr/St/IMD
F NickName Nick Name Character 50 N
G |Other Name GContributer Characater 100 Y- only required if |Business Name
Organization First Name and
Last Name are left
H AreaCode Phone Area Code |Character 3 N 210
| PhonePre Phone Prefix Character 3 N 999
J PhoneNbr Phone Suffix Character 4 N 9999
K PhoneExt Phone Extension  |Character 8 N
L Houselbr Street No. Character 50 Y- only required if
no PO Box
M |StreetName Street Name Character 50 Y- only required if |No commas
no PO Box allowed, no 'PO
BOX allowed.
N POBox Post Office Box  |Character 15 Y - only required if ["123" (do no prefix
Street No. and with "PQ BOX")
Street Name are
left blank.
O |AptSuite Apt/Suite Character 5 N
P City City Character 50 Y
Q  |fkStateAbbr State Character 2 Y X
R |ZipCode Zip Code Character 5 Y
S |ZipCodeExt Zip Code Character 4 N
Extension
T |[ContrDate Contribution Date  |DATE Y MIM/DDAYYYY (%)
U OutOfStatePACYN Out of State PAC  |Character N Y ORN
V  |OutOfStatePACID Out of State PaAC |Character 25 N
Id#
W [TransAmt Amount of NUMBER Y 9999999 99
Contribution
X |InKindDescr In-Kind Description|Character 250 N
Y  |JobTitle Occupation/Job Character 75 N
Title
z Employer Employer Character 150 N

(*) — The Contribution date must fall within the date period specified by the “City of San Antonio Contribution Cycles”. You can reference these report
cycles at the Office of the City Clerk’s Elections WEB site (http://www.sanantonio.gov/clerk/elections/). If you have an incomplete report already

created, you can also see the date period under the list of Incomplete Packets, as shown below.

Incomplete Packets

Annual
Snaa

Report .
l!!l!IIIiHEEHHH!HI
2 15:

= 1 COH

Created Lockdown | Report
Date Status ID

o 4/26/2011
F:43:04 AM

Open

1093

Histly

5/5/2011

Histor- SDateRpiType | EDateRptTy, =

Enable Deletes

6/30/2011
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Appendix F — Schedule F — Upload File Data Requirements
Excel Columns and Information Requirements

Column Column Heading Field Description Data Type Requiered (Yes / No) Example
A Title Title Character 3 M Mritrs/Ms
B Fname First Name Character 50 Y- only required if
Caontributer
Organization is left
blank
C M Middle Initial Character 1 M
D Lname Last Name Character 50 Y- only required if
Caontributer
Organization is left
blank
E Sufix Suffix Character 10 M Jr/SeliD
F NickName Nick Name Character 50 N
G Other Name Contributer Characater 100 Y- only required if First| Business Mame
Organization Name and Last Name
are left blank
H AreaCode Phone Area Code |Character 3 N 210
| PhonePre Phone Prefix Character 3 N 999
J PhoneNbr Phone Suffix Character 4 N 9999
K PhoneExt Phone Extension |Character 8 N
L HouseNbr Street No. Character 50 Y- only required if no
PO Box
M StreetName Street Name Character 50 Y- only required if no  |No commas
PO Box allowed, no 'PO
BOX allowed.
N POBox Post Office Box  |Character 15 Y - only required if "123" (do no prefix

Street No. and Street |with "PO BOX")
Name are left blank.

O AptSuite Apt/Suite Character 5 N
P City City Character 50 Y
Q fkStateAbbr State Character 2 Y T
R ZipCode Zip Code Character 5 Y
S ZipCodeExt Zip Code Character 4 N
Extension
T TransDate Payment Date DATE Y MM/DDAYYYY (%)
U TransAmt Amount of NUMBER Y 9999599.99
Payment
v PurposeOfExpDescripti |Purpose of Character 150 Y
on Payment
W |COHName Candidate/Office  |Characer 100 Y
Holder Name
X OffSought Office Sought Character 50 N
Must be one of the
following: « Mayor »
Council District
<#= Where <#=
is 1-10 « Not
Applicable
Y OffHeld Office Held Character 50 N
PurposeOfExpCategory

(*) — see note in Appendix A



* CITY OF SAN ANTONIO

CITY OF

waidy) ELECTRONIC CAMPAIGN FINANCE FILING
SYSTEM CARRY OVER PROCEDURES

GENERAL INFORMATION

The Carry Over feature of the System is utilized under the following circumstances:

Not involved in Run-off Election (1 instance)

e The Carry Over feature allows for contributions reported in Schedule A from the 3-day Before General Election Report to be
transferred into the July 15 Semi-Annual 2011.

Involved in Run-off Election (2 instances)
e The Carry Over feature allows for contributions reported in Schedule A from the 3-day Before General Election Report to be
transferred into the 8-day Before Run-off Election Report
e The Carry Over feature allows for contributions reported in Schedule A from the 3-day Before the Run-off Election Report

into the July 15 Semi-Annual Report 2011
INSTRUCTIONS

1. User/Filer will create the required packet and complete Coversheet 1 and 2. On Schedule A of the newly created report, User/Filer
will see a hyperlink entitled “Carry Over Contributions from ...”
2. Select the hyperlink.

B\ (lamnaicn Political Contributions Other Than Pledges or Loans -
j LalLbcu Schedule A

smpaidn Finance
ELECTRONIG FILING SYSTEM

Log off Help

COH: Main Menu Print Report Instruction Guide

Ccs1 €52 Pscha SchB SchE SchF SchG SchH Schi Schi SchT

Final Report (Close Out Campaign) Submit to City Clerk

Carry Dver Contributions from 3rd day Before General Flection 2011 —

Import schedule A data
Filer name: Joe Candidate

Date: s I\ Out-of-State PAC: [ ID#:

Select Contributor Name
Clear Contact Info

Contributor Name

Title: | __“'l First Name: MI:
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g P Finance Contribution Carry Over from
sadiial=ll ) LilaLlUs 3rd day Before General Election 2011
w=S ELEGTRONIC FILING SYSTEM

Log off Help

2 contribution record{s) will be carried over. Do you want to proceed?

>

[ Continue ] | canesl |

1.User/Filer will be directed to a new page displaying the number of contributions to be carried over to the
current report.

2.Select “Continue” to proceed with the process.
3.0nce “Continue” has been selected, ALL contributions listed on Schedule A from the denoted report will

automatically be transferred into the current report and will be displayed at the bottom of the page. There
is no need to save.

lSa\;el l Clear Page ]

ot e Tl e itk

1000 River Bend
San Antonio, TX 73200

1000 River Bend )
San Antonig, TX 73200 £500.00 4/27/2011 10:39:04 AM Edit Delete

05-05-2011 Candidate, Grandma 500,00 4/27/2011 10:39:04 AM Edit Delete

05-06-2011 Candidate, Grandpa

1

1.Print and review for accuracy.
2.From this point forward you may proceed with entering data for the reporting period.
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*
CITY OF

SAN ANTONIO

— TEXAS —

*

CITY OF SAN ANTONIO
ELECTRONIC CAMPAIGN FINANCE
FILING SYSTEM

USER’S GUIDE

CREATING CORRECTION AFFIDAVIT
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Correction Affidavit Mode

’ Enable Deletes l

Report . .. |Created |Lockdown |Report Delete
3

January 1

Semi- 4/7/2011 .
> Annusl COH 1,45:37 pM Locked 1027  History 7/1/2010 12/31/2010 Lockdown

2011

1

1.Select the locked report that requires correcting.

COH: Main Menu Instruction Guide Correction Affidavit —

}CSI €52 SchA SchB SchE SchF  SchG  SchH Schl  SchK  SchT
Final Report

1.Select “Correction Affidavit” from the Main Menu.



Correction Affidavit Mode

(amnaifn Finance Correction Affidavit for Candidate/Officeholder

&S ELECTRONIG FILING SYSTEM

Log off Help

COH Correction Affidavit: Main Menu  Instruction Guide

P Correction Affidavit

Title: First Name: Joe Mi:

Nickname: Last Name: Candidate Suffix:
Original Report Type:| zqu=r 15 S2m

Orginal Period Covered:|” ;| |/ through |12 7|21 |

TSy

Explanation of Correction:

1.Enter Explanation of ALL Corrections.
2.Check box containing Oath.
3.Click “Save Corrections.”
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Correction Affidavit Mode

Correction Affidavit CS1 €52 SchA SchB SchE 5SchF SchG SchH Schl SchK SchT B

Final Report (Close Qut Campaign

Correction Affidavit Added

Title: First Name: Joe Mi:

Nickname: Last Name: Candidate Suffix:
Original Report Type:

Orginal Period Covered: / / through / f

Correcting contribution amount.

Explanation of Correction:

I swear, or affirm, under penalty of perjury, that this corrected
report is true and correct.

Check ONLY if applicable:

I swear, or affirm, that I am filing this corrected report
not later than the 14th business day after the date

T lazsnad that tha vanask ac asiainalhe filad ic nacrnsata

1.0nce data is successfully saved, “Correction Affidavit Added” will be
displayed at the top of the entry.
2.Main Menu and Schedules will be displayed at the top of the page.



Correction Affidavit Mode
Adding Data

Orrection AfMaavie: Maln Menu Frint keport IAstructon Luide A

Correction Affidavit €81 €S2 PSchA SchB SchE SchE SchG SchH  Schl SchK  SchT
Final Report (Close Qut Campaign) Submit to City Clerk

1.To add data, select the appropriate Schedule.

2.Follow the same process for entering data.
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Correction Affid

avit Mode

Editing Amounts, Description, Job Title, and Employer

Contributor Name

Title: *| First Name:
Last Name: Suffix:
Contributor Organization:
Contributor Address
Street No: Street Name:

or
PO Box:

City: State: >l Zip C

Amount of contribution (%$):

In-Kind contribution description:
(if applicable)

Principal occupation/Job title:

Employer:

[Sa\;e] [ Clear Page ]

[Date _[Name _____ |Address ________|Amount|Description]
07-02-2010 100 Victory Lane _ $500.00

Candidate , Joleen

San Antonio ., TX 78205

1. To edit contribution amounts, description of

MI:

Apt/fSuite:

ode:

Crostod Date | cait Delete]
:57:46 PM i

4/25/2011 12:57: Edit Delete

contribution, job title, and employer;

select the appropriate Schedule containing the entry that requires correcting.
2. From the entries listed at the bottom of the page, select the entry that requires

correcting.
3. Select “Edit.”
4. Edit data within the entry.
5. Click “Save.”

40



Correction Affidavit Mode
Editing Amounts, Description, Job Title and Employer

Log off Help

COH Correction Affidavit: Main Menu Print Report Instruction Guide

Correction Affidavit €51 €52 PSchA SchB SchE SchF SchG SchH Schl SchK  SchT
Final Report (Close Out Campaign) Submit to City Clerk

Record Updated
Import schedule A data

Filer name: Joe Candidate

Date:| |/ |/ Out-of-State PAC: [] ID#:
Select Contributor Name

Clear Contact Info

1.0nce data is successfully saved, “Record Updated” will be displayed
at the top of the entry.

2.Corrected data will be displayed at the bottom of the page.

3.Upon completion of all corrections, follow the same process for
submitting a Report and completing Oath.
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Correction Affidavit Mode

Editing Contact Information

Contributor Nam [

1 hd ame M

Last Name:, | sy iz
Contributor Org t
Contri butor A ddress
Street No: Street Name: Apt/Suite:
PO Box:
ty i p Cod

Amount of contribution (%):

In-Kind contribution description:
(if applicable)

Principal occupation/Job title:

Employer:

[Save] [ Clear Page ]

Date — name ———IAddress Aot escripion created Date | it Dslte
o - 100 Victory Lane . "
07-02-2010 Candidate , Joleen San Antonio , TX 78205- $500.00 7:46 PM Edit Delete

4/25/2011 12:5

1.To edit Contact information, select the appropriate Schedule containing
the entry that requires correcting.

2.From the entries listed at the bottom of the page, select the entry that
requires correcting.

3.Select “Edit.



Correction Affidavit
Editing Contact Information

Correction Affidavit €51 €S2 PSchA SchB SchE SchF SchG SchH Schl SchK  SchT
Submit to City Clerk

Final Report (Close Qut Campaign

Import schedule A data

Filer name: Joe Candidate

Date: 7 |/ |2 |7 2010 Out-of-State PAC: [] ID#:
Select Contributor Name

— [ Change Contact Info ] [ Clear Centact Info

Contributor Name
Title: First Name: |Jolzen MI:
Last Name: Candidate Suffix:

Contributor Organization:
Contributor Address

Street No: 100 Street Name: |Victory Lane Apt/Suite:
or
PO Box:
it [ Qan Antanin T S =t o TRONE

1.Select “Change Contact Info.”

*Note: Must disable pop-up blocker.
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Correction Affidavit Mode

Editing Contact Information

Title: ¥| First Name: |Joleen MIL:
Last Name: |Candidate suffix:

Contributor Organization

Contributor Address
Street No: 100 Street Name: Victory Lane Apt/Suite:

or

PO Box:

City: |San Antonio State: | TH |¥ Zip Code: 78205

—_— ()

1.Make corrections to contact information within
the pop-up window.

2.Select “Update.”

3.From Main Menu, select “Save.”



Correction Affidavit Mode

Editing Contact Information

COH Correction Affidavit: Main Menu Print Report Instruction Guide
Correction Affidavit CS1 €S2 PSchA SchB SchE SchF SchG SchH Schl SchK  SchT

Final Report {Close Qut Campaign) Submit to City Clerk

Record Updated
Import schedule A data

Filer name: Joe Candidate

Date: ! ri Out-of-State PAC: [] ID#:

Select Contributor Name

Clear Contact Info

Contributor Name
Title: ~| First Name: MI:

1.0nce data is successfully saved, “Record Updated” will be displayed

at the top of the entry.
2.Corrected data will be displayed at the bottom of the page.

3.Upon completion of all corrections, follow the same process for
submitting a report and completing Oath.
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CITY OF SAN ANTONIO
ELECTRONIC

CAMPAIGN FINANCE FILING
SYSTEM

USER’S GUIDE

CLOSING OUT

46



Final Report
Closing Out Campaign

Candidate/Officeholder Report:

Cammpaien Finanee : : :
Jadlialell LUy Designation of Final Report

ELEGTRONIC FILING SYSTEM

Log off Help

COH Correction Affidavit: Main Menu Print Report Insiruction Guide
Correction Affidavit CS51 €52 SchA SchB SchE SchF SchG SchH 5Schli SchK SchT

PFinal Report (Close Out Campaign) Submit to City Clerk

** Complete only if "Report Type" on page 1 is marked "Final Report" **

If a selection mistake has been made, please click the 'Clear Form' button to reset the page.

Clear Form

1. C/OH NAME: Joe Candidate

3. SIGNATURE

O Agree () Disagree

I do not expect any further political contributions or political expenditures in connection with my
candidacy. I understand that designating a report as a final report terminates my campaign

treasurer appointment. I also understand that I may not accept any campaign contributions or
make any campaign expenditures without a campaign treasurer appointment on file.

1.Select “Final Report (Close Out Campaign).”
2.Click on the appropriate radio buttons for Questions 3, 4, and 5.
3.Select “Save.”



Final Report
Closing Out Campaign

- r- ion Tin nar Candidate/Officeholder Report: I
IDAIET 1 Designation of Final Report |
|

ELECTRONIC Flllllli SYSTEM

Log off Help

COH Correction Affidavit: Main Menu Print Report Instruction Guide |

Correction Affidavit CS1 €S2 SchA SchB SchE SchF SchG SchH Schli SchK  SchT

PFinal Report (Close Out Campaign) Submit to City Clerk

Final report has been saved.
#* Complete only if "Report Type” on page 1 is marked "Final Report” ##*

If a selection mistake has been made, please click the ‘Clear Form' button to reset the page.

Clear Form

1. C/OH NAME: Joe Candidate

3. SIGNATURE

® agree () Disagree

I do not expect any further political contributions or political expenditures in connection with my
candidacy. I understand that designating a report as a final report terminates my campaign

treasurer appointment. I also understand that I may not accept any campaign contributions or
make anv campaian expenditures without a campaian treasurer appointment on file.

1.0nce data is successfully saved, “Final Report has been saved”
will be displayed at the top of the entry.

2.Continue with completion of report by selecting “Submit to City
Clerk”



CITY OF SAN ANTONIO
ELECTRONIC CAMPAIGN FINANCE
FILING SYSTEM

USER’S GUIDE

MANAGING ADDRESS BOOK
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Address Book
Selecting Contact Information

Campaifn Finan Candidate/OfficeHolder Campaign Finance Report CS1

EI.EETI!I]IIIE Flllllli SYSIEM

Log off Help

COH: Main Menu Print Report Instruction Guide

Pcsi

Select Candidate fOfficeholder Change Of Address []
Clear Contact Info I

Candidate f Officeholder Name:
Title: v

First Name: MI:
Nickname: Last Name: Suffix:
Candidate fOfficeholder Mailing Address:
Street No: Street Name: Apt/Suite:
PO Box:

1.To select an entry from the Address Book, click on “Select
Candidate/Officeholder” or appropriately titled hyperlink

(Treasurer Name for CS2; Contributor Name for Schedule A;

Payee Name for Schedule F; etc.).
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Address Book
Selecting Contact Information

Cownload List To Excel

SHOW ALL CONTACTS [Sul:rmlt To Hide/Unhide Cn:untau:ts]

Mailing

100 Victory Lane, San Antonio, TXx

select Joe Candidate

Fa205
Joleen 100 Victory Lane , San Antonio , TX
select . didate 78205- -

SHOW ALL CONTACTS [SLIbITIit To Hide/Unhide Contacts ]

1.Address Book entries will appear in a pop-up window.

2.Click on “Select” for the appropriate entry.

3.Entry will auto-populate with contact information selected. Note that only
contact information is transferred.



Address Book
Editing Contact Information

Contributor Name o

Title: *| First Name: MI:

Last Name: Suffix:
Contributor Organization:
Contributor Address

Street No: Street Name: Apt/Suite:
or
PO Box:
City: State: | Zip Code:

Amount of contribution (%$):

In-Kind contribution description:
(if applicable)

Principal occupation/Job title:

Employer:

[Save] [ Clear Page ]

ste — Imame —— |Address | Amout|Description] Crested Dnte Ccait] Delete]
A . 100 Victory Lane J— .
07-02-2010 Candidate , Joleen San Antonio , TX 78205- £500.00 57:46 PM Edit Delete

4/25/2041 132:

1.To edit Contact information, select the appropriate Schedule containing
the entry that requires correcting. Entries can not be edited within the
Address Book.

2.From the entries listed at the bottom of the page, select the entry that
requires correcting.

3.Select “Edit.
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Address Book

Editing Contact Information

Correction Affidavit C€S1 €S2 PSchA SchB SchE SchFE SchG

Final Report (Close Out Campaign) Submit to City Clerk

Import schedule A data

Filer name: Joe Candidate

Date: T I 2 I 2010
Select Contributor Name
> [ Change Contact Info l [ Clear Contact Info

Out-of-State PAC: [] ID#:

Contributor Name
Title: First Names: |Joleen MI:

Last Name: Candidate Suffix:

Contributor Organization:

Contributor Address

Street MNo: 100 Street Name: |Victory Lane Apt/Suite:
or
PO Box:
-t oA | TAINE

—E— .

Fidses (DAl Amtanins

1.Select “Change Contact Info.”

*Note: Must disable pop-up blocker.
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Address Book
Editing Contact Information

Title: ¥| First Name: Joleen MI:
Last Name: |Candidate Suffix:

Contributor Organization

Contributor Address
Street No: 100 Street Name: |Victory Lane Apt/Suite:
or
PO Box:
City: | San Antonio State: [* ¥| Zip Code: 78205

— [ Update ] lCIDSE]

1.Make corrections to contact information within the pop-up window.

2.Select “Update.”
3.From Main Menu, select “Save.”
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Address Book
Editing Contact Information

COH Correction Affidavit: Main Menu Print Report Instruction Guide

Correction Affidavit €51 €S2 PSchA SchB SchE SchF SchG SchH Schl SchK  SchT

Final Report (Close Out Campaign) Submit to City Clerk

Record Updated
Import schedule A data

Filer name: Joe Candidate
Date: [/ |/ Out-of-State PAC: [] ID#:

Select Contributor Name

Clear Contact Info

Contributor Name

Title: ¥| First Name: MI:

1.0nce data is successfully saved, “Record Updated” will be

displayed at the top of the entry.
2.Corrected data will be displayed at the bottom of the page.

55



Address Book
Editing Contact Information

COH Correction Affidavit: Main Menu Print Report Instruction Guide

Correction Affidavit €S1 €S2 PSchA SchB SchE SchF SchG SchH Schl SchK  SchT

Final Report (Close Qut Campaign) Submit to City Clerk

Record Updated
Import schedule A data

Filer name: Joe Candidate

Date: [ J Out-of-State PAC: [] ID#:
Select Contributor Name

Clear Contact Info

Contributor Name

Title: ¥| First Name: MI:

.Once data is successfully saved, “Record Updated” will be
displayed at the top of the entry.

2.Corrected data will be displayed at the bottom of the page.
3.Upon completion of all corrections, follow the same process
for submitting a report and completing Oath.
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Address Book
Downloading Contacts to Excel

nload List To Excel
SHOW ALl CONTACTS |Submit To Hide/Unhide Contacts|
m
100 victory Lane, San Antonio, TX
select Joe Candidate 79205 1
Joleen 100 Victory Lane , San Antonio , TX
select o didate 78205- Cd

SHOW ALL CONTACTS [SLIl:}I'I'Iit To Hide/Unhide Contacts ]

1.To transfer data maintained within Address Book to an
excel document, select “Download List to Excel”.
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Address Book
Downloading Contacts to Excel

tALL CONTACTS [Sub|11it To Hide/lnhide CDITI:ECTS]

Joe C

Do pyou want to open or save this hle?
select F1
L'.@ j Mame: ContactListDowenload. xls
= Tvrpe: Microsoft Excel Worksheet, 2. 66KE
select Joe Cs From: webappsl.sanantonio.gow =]
Jolear Open Save Cancel
select Caindi I = I [ ] [ 1

Slwaps azk before opening this type of file

FPALL COMTACTS —_—— —
i3 e | while files from the Internet can be useful. zome files can potentially
g harm wour cormputer. 1F pou da not truzst the source, da not open or

= awe this file: "What = the gzl ¥

1. To transfer data maintained within Address Book to an excel

document, select “Download List to Excel”.
2. User/Filer will be asked “Do you want to open or save this file.”

Select the appropriate option.
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Address Book

Downloading Contacts to Excel

A B | C] 8] E F = H [ J &8 L M
Title [FMame |MI | LMame Suffix |MickMame [OtherMame HouseMbr [StreetMame [POBox |AptSuite |City fkStatesh
Joe Candidate 100(%ictary Lane San Antonio | T

Joe Candidate 105 |%ictory Lane San Antonio | T
Joleen Candidate 100%ictory Lane San Antonio | T

g P Rl L R s T RV TN

Address Book entries will be successfully downloaded.




