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Installing the Campaign Finance Software

System Requirements
v’ At least 13 megabytes of available hard drive storage space
v" Windows 98 or above
v' 64 megabytes of RAM
v’ Printer

Installing from the Internet

NOTE: Some images may differ from what is shown, depending on what version of windows
your computer uses.

Open your Internet browser (Microsoft Internet Explorer, AOL, Netscape, etc). Go to the CF Solutions
Software page at:
http://cfsaz.com/PimaSoftware.htm

Read the End User License Agreement, and if you agree and wish to use the software, click “Accept” to
download it. If you do not agree to the End User License Agreement, you must not use the software.



Depending on your version of Windows, a pop-up window will show options for “Open”, “Run”, “Install
from Internet” or “Cancel”

Choose “Open”, “Run” or “Install from Internet”
Do not “Save” or “Save to disk”

File Download - Security Warning

Do you want to run or save this file?

Mame: setup.exe
Type: Application, 221 KB

From: WAL, S2505, QO

Bun ] [ Save ] [ Cancel |

T ‘While filez fram the Intemet can be uzeful, this file type can
g potentially harm pour computer. [F pou do nat frugt the gource, do not

i ar zave thiz software. What's the rizk”

To continue the installation click Next

. Setup - CF201 L

Welcome to the CF2010A7Z Setup
Wizard

This will install 9.0.0 on your computer.

It is recommended that you dose all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.

Read the license agreement and select “I accept the license agreement”

Click Next



19 setup - CF201
License Agreement

Please read the following important information before continuing.

Please read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

EULA - CF SOLUTIONS CAMPAIGN FINANCE CLIENT
SOFTWARE 4

These license terms are an agreement between CF Solutions and
vou. Thev apply to the software named above, hereafter referred
to as “The Software™. The terms also apply to any updates for
The Software, unless other terms accompany those items_ If so,

(@ accept the agreementt

71 I do not accept the agreement

<Back |[ mext> | [ cancel

User Information
Please enter your information.

User Name:

user

Organization:
My Committee

<Back || Mext>




Select the folder location to install to (we suggest using the default that the installer provides)

Next:

T = |
% Setup - CF201 -

Select Destination Location
Where should CF2010AZ be installed?

} Setup will install CF2010AZ into the following folder.,

To continue, dick Mext. If you would like to select a different folder, dick Browse,

:\Program Files\CE2010AZ Browse...

At least 12.6 MB of free disk space is required.

< Back " Mext = ][ Cancel

On the next screen, click Install:

™ Setup - CF201

Ready to Install
Setup is now ready to begin installing CF2010AZ on your computer,

Click Install to continue with the installation, or dick Back if you want to review or
change any settings.
-L-.Is.er-'inié:-:rma-ﬁon:

user

My Committee

Destination location:
C:\Program Files\CF2010AZ

]E Install §[ Cancel

. Click



On the next screen, click Finish:

Completing the CF2010AZ Setup
Wizard

Setup has finished installing CF2010AZ on your computer. The
application may be launched by selecting the installed icons.,

Click Finish to exit Setup.

The current version of the Campaign Finance software is now installed on your computer. There is also
a new Icon located on your desktop allowing you to open the Campaign Finance software from your

desktop.

For software operation and set up refer to Software Setup (page 10)




Software Setup

Running the CFS Program

Double-click on the CFS AZ icon on your desktop.

This is the main window.

File - Lisks . Tr: ctions. Hepal Window  Online  Help

Your committee name will not be shown on the title bar unless you have set up your committee. See the
section entitled Setting Up a Committee for instructions.

Changing System Preferences
All system preferences are changed in the Preferences window.

In the main window, click on File, Preferences.
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The Preferences dialogue box appears.

X

Preferences

General lErinters] Etartup] ﬂamings]

v Shaow Balances in Tranzachon Lists

v Show Balances in Account Lists

[w Confirmation Soundz

& OK X Cancel |

Changing General Options

Click on the General tab of the preference window.

Preferences

Eeneral] Printers  Startup lﬂarnings]

The General options appear.

Preferences

v Show Status Bar

v Shaow Balances in Tranzachon Lists

v Show Balances in Account Lists

[w Confirmation Soundz

& OK X Cancel |

Options:

Showing/Hiding The Status Bar

The status bar shows useful period information on the bottom of the screen. You may need to set the
current period to get it to display period information. To show the status bar, check the box marked
Show Status Bar by clicking on it. To hide the status bar, uncheck the box by clicking on it again.

11



Showing Balances

Balances columns can be displayed for the accounts list, and in individual account windows, if desired.
To show balances in individual account windows, check the box that says Show Balances in
Transaction Lists. To show balances in the accounts list, check the box that says Show Balances in
Account Lists.

Confirmation Sounds
Sounds confirm transactions by an audio beep. Putting a check in this box will enable this feature.
Leaving it blank will prevent a beep when confirming a transaction.

Changing the System Printer

Reports other than period reports are automatically routed to the printer selected in the Preferences
window. Follow these steps to select a printer:

Click on the Printers tab of the preference window.

Preferences

e

General Ennters] ﬁtartup] ﬂarnings]

The Printer options appear

()

Preferences

General  Printers lﬁtartupl ﬂarnings]

Default Frinter

& O | X Eancel|

The Default Printer options appear. If the name of your printer is not shown, select by clicking on the
drop down arrow ~land selecting the correct printer.

Click OK.

& OK

If you don’t see the printer you wish to use, you may need to install it first. Consult the documentation
for your operating system for instructions on how to do this.

12



Changing Startup Options

Click on the Startup tab of the preference window.

Preferences

General | Ennts artup lﬂarnings]

The Startup options appear
Preferences

Eeneral] Printers  Startup lﬂarnings]

[v Show Splash Screer
v Restore size and position of windows

" 0K X Cancel |

Options:

Splash Screen

If you wish to view a splash screen that shows the version number of the software while waiting for the

software to load, click the box that says Show Splash Screen.

Window Restore

When you close and re-open the software, the program is capable of remembering which windows you
have open, along with their size and position. If you would like to turn on this option, click on the box

that says Restore size and position of windows.

13



Enabling and Disabling Warning

Click on the Warnings tab of the Preferences window.

Prafarences

General lErinters] Startup T 7 ings]

The Warnings options appear
Preferences g|
Eeneral] Erinters] Startup  ¥amings l

[ Disable warning if transaction will go aver limik

[ Dizable period check on tranzaction entry

[ Dizable campaign limit wiolations check on exit

o OF X Cancel |

Options:

Turn On / Off Limit Checking

Checking for limit violations helps a committee discover excessive contributions as they are entered. If
a committee is using the software in an election cycle subsequent to the release of the software, or for a
local jurisdiction, the committee may need to disable the limit checking in order to enter contributions.
For regular use it is strongly recommended that this check remains enabled.

To disable limit checking, click on and check the box that is labeled Disable warning if transaction
will go over limiz. To enable limit checking, uncheck the box by clicking on it again.

Turn On / Off Period Checking

Period checking is a safety feature to help avoid invalid transactions. It is strongly recommended that if
you turn off the period checking for data entry purposes, you restore it as soon as you are done with data
entry. To disable period checking, check the box that says Disable period check on transaction entry

by clicking on it. To restore it, uncheck the box.

Turn On / Off Limit Checking on exit

The software performs a limit check upon closing of the software. This is a good way for the user to
check that the data entered so far is within contribution limits. For regular use it is strongly
recommended that the check remains enabled. To disable limit checking when exiting the software, click
on and check the box that is labeled Disable campaign limit violations check on exit. To enable limit
checking, uncheck the box by clicking on it again.

14



Setting Up a Committee

NOTE: We suggest you have your committee’s Statement of Organization in front of you when
setting up your committee in the software.

Start the software if it is not already running.
In the main window, click on File, New Committee.

The Committee Properties window appears.

Committee Properties

LCammittes ] Continued ] Chairman ] Treasurer 1 Designee ]

Filer 1D # | 200800000

T | E

v

MHame |
Physzical Address
Addrezsz 1 J

Address 2 |
City | stz ~|zie| -
M ailing &ddress
Address 1 |
Address 2 |
Ciy | stjez ~|ze| -

Bhane |[ ] - Eaull ] -

Email |

: | b Mext | x Canc:e|| " Einish |

— Begin setting up your committee by entering the Filer ID # assigned to you when you registered your
Statement of Organization at the Arizona Secretary of State’s office.

Use the pull-down arrow for Type to select your committee type.

Type -

Continue to fill out the rest of the form, using the TAB key to move between fields on the form.
Click on Continued tab.

Committee l Eﬁﬁued] Ehairman] Treasurer] Designee]

Fill in the fields for the section, then continuing to the next sections; Chairman, Treasurer and Designee.

Complete all screens until you have all the information from the Statement of Organization in the
sections pertaining to your committee.

Click Finish when you are done.

" Einizh
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Changing Committee Information

At some point you may need to change some of the information regarding your committee. If your
committee files with the Secretary of State, then changing this information is a two-step process: 1)
change the information in your database using the CF software. 2) print and file an amended Statement
of Organization. The CF software will print out a completed Statement of Organization for you. See
Printing an Amended Statement of Organization (page 41) for instructions.

In the main window, click File, Committee Properties

The Committee Properties window appears

Select the tab that holds the information you want to change. For example, click on the Treasurer tab to

X

Committee Properties

LCommittee lContinued] Chairman] Treasurer] Candidate] Designee]

Filer ID #

Tupe |Candidate's Campaign Committes j

Name |4 BLANK TEST COMMITTEE]
Physzical Address
Address 1 |[TESTADDRESST

Address 2 | TESTADDRESS2_CHANGED
City [TEST OITY st 4z | zZip no000-

Mailing Address
Address 1 ‘TEST MalL ADDRESST

Addiess 2 [TEST MAIL ADDRES52
City [TEST MAIL CITY st[4z | Zip |oo000-

Phane |(000)000-0000 Fax |l 1 -

Email ‘webmasler@sus.slale.az.us

| b Ment | x Cance\| JEinish |

change the treasurer’s address.

Type in the changes in the appropriate fields, and when you are done

Click Finish.

16
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Changing The Filer Identification Number

The filer ID cannot be changed in the committee information window.

In the main window click on File, Committee Actions, Correct FilerID

The Correct FilerID window will appear

Correct Filer ID

Enter new Filer 1D [no dazh]

|
o OK

X Cancel |

Type in the corrected filer identification number

Click OK

& 0K
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Working With More Than One Committee

Treasurers that work on behalf of more than one committee may wish to record transactions and report
from just one computer. The campaign finance software facilitates record keeping for multiple
committees.

Setting Up Subsequent Committees

Follow the instructions in the section entitled Setting Up a Committee (page 15) for each committee
you wish to set up.

Switching Between Committees

The software has only one ACTIVE committee at a time. This is the committee whose name appears on
the title bar of the main window. To switch the attention of the software to a different committee:

In the main window click on File Open Committee

The Committee Select window appears

Committee Select

> [E4

D= Marne ®
0000-00001 A BLAMK TEST COMMITTEE
0000-00002 AMOTHER TEST COMMITTEE

o OK | X Cancel |

Double-click the committee that you wish to make active
The selected committee now becomes the active committee. The active committee name appears on the

blue title bar. All changes, transactions and reports will regard only the active committee. You may
switch between committees at any time you wish.

18



Deleting a committee is a non-reversible action. Make sure that you back up the final version of the

Deleting a Committee

committee information for your records before you delete a committee. See the section called Backing
Up Your Data (on page 29) for instructions.

In the main window click

on File, Delete Committee

The Committee Select window appears

Committee Select
DH =

Mame &

2006-00003  TEST COMMITTEE 2008

W OK

x Cancel |

Double-click on the committee you wish to delete

A Confirm window appears

Confirm

2

£3

Are wou SIURE vou want ko delete this committee, THIS IS UNRECOVERAELE 11

Click Yes

19



Clearing All Data

It is strongly recommended that you backup your existing data before clearing it. To find out how to do
this, consult the section entitled Backing Up Your Data (page 29) for instructions.

Clearing All Transactions
This function clears all the transactions currently in the database, without clearing any names.
In the main window click File, Committee Actions, Clear All Transactions

A confirm window appears

Confirm [‘5—(|

This will delete all transactions from the current committee,
\__f’/ Are wou sure?

Click Yes

If you have already backed up your data click No. Otherwise, backup your data now by clicking Yes
Information [z|

= W recomend that you backup vour data prior to this operation,
1 Wiauld you like ko backup wour daka now?

20



Clearing All Names And Transactions
All names in the database can be cleared at the same time as the transactions.
In the main window click on File, Committee Actions, Clear All Names & Transactions.

A confirm window appears

Confirm [‘5—<|

This will delete all transactions from the current commitkes,
\__-/ Are you sure?

Click Yes

Yes

If you have already backed up your data click No. Otherwise, backup your data now by clicking Yes.

L We recomend thak you backup your data prior to this operation,
1 Wiould you like to backup wour daka now?

21



Exporting And Importing Names

Exporting Names
In the main window, click on File, Committee Actions, Export, Names

The Export data window appears

Export data
Save ir: |@ Desktop j &= =5 ER-

|DI"-'1';.f Docurnents

j My Compuker
‘-_J My Mebwork Places
@Campaign Finance

File name: |cfsnames.t:-:t
Save az bype; |Te:-ct files [* tat) ﬂ %

Choose where you would like to store the export file

Click Save

Save

Importing Names

Name lists can be imported from text files. Use an Exported Names file as a template for importing
names.

Once a data file has been created, it may be imported into the CFS database. It is strongly recommended
that you back up your data before importing data. See the Backing Up Your Data (page 29) section for
instructions.

In the main window, click File, Committee Actions, Import, Import Names

22



Import Tab Delimited Names File window appears

= Import Tab Delimited Mames File

BX

File to Impart [zee help file for specifications)

|| Browse
J |mpark | Cloze

Click on Browse

Browse

The Restore data file window appears

Restore data file

Laok ir: | <e Local Disk [C:] x| & @3 e E-
ICho7esefzbd4ecedesalSelcazericifidd [ Temp

ICIDELL [ WINDOWS

|C)Documents and Settings [l DELL,SDIR.

|CIDRIYERS = 10,575

1386 = M3Dos.5YS

|=hProgram Files PDOXUSRS. MET

< | ?
Files of type: |,-i'-.|| Filez [*.%] j Cancel

Select the drive the prepared file is on by clicking the “Look in:” pull down arrow

Loak ir: |xq- Local Disk [C:) Ll:

Double-click on folders and sub-folders in the window, following the path to the prepared file

Double-click the name of the prepared file

23



Click Import

o Import

A prompt appears asking if you want to back up your data. If you have already backed up your data
click No. Otherwise, backup your data now by clicking Yes.

The import function protects against duplicate names. If a name in the import file already exists in the
software, the function will produce a window that asks whether or not you would like to replace the
existing name with the new name or just discard the new name.

When the import is complete

Click Close

Cloze

24



Changing Election Cycles

Applicable laws:

A.R.S. § 16-905(H) Contribution Limitations; civil penalty, complaint
A.R.S. § 16-915(A) Contents of campaign finance reports

A.R.S. § 16-915.01(A)(1)&(C) Disposal of surplus monies; transfer of debt

If a candidate committee or an exploratory committee is to continue operations in a subsequent election
cycle, the committee may choose to:

Pay off all loans and debts owed by the committee
Collect all loans and debts due the committee
Open a new committee for the new election cycle
Transfer surplus money to the new committee
Terminate the previous committee

AN NN NN

The names list can be exported from the old committee and imported into the new committee in order to
avoid re-entering information. See the section Exporting And Importing Names (page 22) for
instructions.

If the old committee does not have enough cash on hand to retire the debts, the debts can be transferred
to the new committee as allowed by A.R.S. § 16-915.01(C).

Alternatively, the committee may remain active until it receives funds to retire the debts and can then
terminate. In this case, either:

A) Campaign finance reports must be filed in a timely manner for the committee as
required by A.R.S. § 16-913(B or C) until the committee is terminated,

Or

B) Pursuant to A.R.S. § 16-913(E), a candidate committee may file an Annual No
Activity Statement by January 31 of the election year. If this option is exercised, the
committee does not report until the next year, unless a contribution or expenditure is
made.

Transferring a Committee’s Previous Surplus

A Note About Previous Surplus

The surplus from a committee’s previous election cycle will be the amount of cash the previous
committee had on hand at the end of the last reporting period of the previous election cycle. You can
find this amount on line 7 on the first page of the final period report from the previous election cycle.
Surplus from Previous Campaign account (account #620) is the internal account that holds the surplus
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from the previous campaign. Entries to this account can be viewed and edited. See the section on
Viewing and Editing Account Entries (page 31) for instructions.

Recording Previous Surplus
In the main window, click Transactions, Previous Committee, Set Previous Campaign Surplus.

The Enter Surplus From Previous Campaign window opens.

r -
Enter Surplus From Previous Campaign li_E-J
Previouz Surpluz K
Enter the amount af equity that thiz committee had at the paint that you started
entening rangactionz. The amount iz uzed to help zet the comect equity for the Cancel
committee for the reports.

Amount

Enter the date that thiz equity shauld be recarded.  This shows up az an incame
value in the ranzaction logs.

Date|11/28/2006 15

e

Enter the surplus amount
Enter the date the surplus was transferred

Click OK

0K

Transferring Previous Debt

A Note About Previous Debt

Outstanding Debt from Previous Campaign account (account #630) is an internal account in the software
that holds the debt carried over from the previous committee and payments on those debts. Entries to
this account can be viewed and edited. See the section on Viewing and Editing Account Entries (page
31) for instructions.

Note: Outstanding loans from the previous election cycle are recorded as previous debt in the current
cycle.

Recording Previous Debt

In the main window, click Transactions, Previous Committee, Enter Previous Debt(s)
The Enter Transferred Debt From Previous Committee window opens.
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Enter Transferred Debt from Previous Committee

Tranzachon |nfo-

Erom ]

Date |04/26/2005

__E!_] Amait 1 0

=i

Memo |

ok,

Cancel

F Mest

If the committee has been previously used, select the committee name from the list by clicking the pull-

down arrow E‘ at the From box. Otherwise, add the committee:

Type the committee name in the From box

An Information window appears asking if you would like to add the committee to a list

Information

XY

PREVIOUS COMMITTEE not in Yendor list, Add to lisk?

Cancel |

Click OK

The Vendor window appears

Reportable Information [Fequired]
Mame

Marne |F'FEER-’IEILIS COMMITTEE]

Addreszsz |

Address? |

Phone |[ ] - [Private]

City | st|4z ~| Zin| -

ok

Cancel

Fill out the boxes in the window, pressing the TAB key between fields

Click OK

& OK
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The entity is now added to the appropriate list, and the Enter Transferred Debt From Previous
Committee window is once again active.

Finish filling in the Enter Transferred Debt From Previous Committee window, pressing the TAB key
between fields.

Click OK

OF.

Transferring Previous Loans

A note about Transferring Previous Loans

Outstanding loans become debts as the election cycle changes. Follow the instructions for
Transferring Previous Debt (page 26) to transfer any outstanding loans. To repay the loans, see the
section titled Loans, Repayments and Interest (page82).
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Backing Up And Restoring Data
Backing Up Your Data

A backup can be done at any time, and can never be done too often. It is important to safeguard your
data against accidental erasure, hardware failures, and any other unforeseen dangers. Backing up often
ensures that you always have a current copy to fall back on, should anything happen to the original data.
Backing up is easy, and only takes a few moments.

You may wish to give the backup file a meaningful name. Including the date of the backup or the
committee name in the name of the file may help you locate the file later. Backup files from the CF
software have a file extension of .cfb.

Most commonly, a backup file would be stored on a removable magnetic media such as diskette or zip
cartridge. Other options would include CD-RWs or CD burners, Jump drives, network drives and
secondary hard drives.

In the main window, click File, Database, Backup

The Backup data file window appears
Backup data file @E|

Save in: | 4 3% Floppy (%] ﬂ da £ ER-

File name: |u:fs2u:|ata_'| .clb
Save as bpe: |Cam|:uaign Finance Backup [*.cfb) ﬂ ﬁ

Click on the Save in pull down arrow
Save in: | j} 3% Floppy [&:] j

Click on the drive you wish to store the backup file in (in this case, the A: drive is used)
If you wish to store the file in a folder or subfolder on the drive, double click that folder in the window
Enter an appropriate name in File name

Click Save

Save
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Restoring Back Up Data
Restoring replaces all data that is currently in the database with data that has been backed up previously.
In the main menu, click File, Database, Restore

A Confirm window appears

\EE) Festoring data will delete all daka From wour current database, Are you sure you wank ko continue?
-

Click Yes

Yes

The Restore data file window appears

Restore data file E
Loak. in: |ﬂ. 3% Floppy [4:] j da £ ER-
m cfszdata_1.cfb

File name: ||:f32|:|ata_1 .cfh Open

Files of type: |Eampaign Finance Backup [F.cfb) j Cancel

Click on the Look in pull down arrow
Loak in: | ﬁ. 3 Floppy [&:]

\LI

Click on the drive that the backup file is in (in this case, the A: drive)
If the file is in a folder or subfolder on the drive, double click those folders in the window

Double-click on the backup file to restore the data
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Viewing and Editing Account Entries

Viewing Accounts and Their Balances

Transactions are entered into the database using techniques described in the section entitled Entering
Common Transactions (page 49). Each transaction increases or decreases the balance of one or more
accounts, or lists of transactions in a particular category.

In the main window, click on Lists, Accounts

The Accounts List window appears
i.ﬂ Accounts List

BT |Account ® Type ®

100 | Committee Equity b

200 | Contributions $25 or lesz Income $10.00
210 | Contributions from [ndividuals Ihcome $290.00
220 | Contributions from Political Committees Income $208.00
230 | Interest and Dividends Other Income $1.00
240 | Other Receipts Other Income $5.00
250 | Participating Candidate Funding Ihcome $0.00
300 Loans from Candidate Liahility $25.00
30 Loans from Other Sources Liahility $800.00
320 Loans Made by Reporting Committes E quity -$250.00
400 | Accounts Payable Accounts Payable $520.00
40 | Independent Expenditures Expenze $300.00
420 |Loan Interest Expenze $0.00
440 | Other Disburzements Other Expenze -$15.00
500 |In-Kind Contributionz Income $120.00
510 | In-Kind Expenditures Expenze $120.00
BO0 | Transfer to Another Committes Other Expenze -$60.00
E10 | Trangfer from &nother Committes Ihcome $0.00
B20 | Surplus from Previous Campaign Ihcome $0.00
E30 | Outstanding Debt from Previous Campaign Liahility $0.00
F00 | Operating Expenses Expenze $620.00
710 | Rebatez and Refunds Ihcome $7.00
300 | Gualifying Contributions Liahility $5.00
10 | Gualifying Contribution Diztibutions Ihcome $0.00
320 | Qualifying Contribution Holding Account Bank $5.00

w
m Open | LCloze |

The window shows the account number, name and type. It may also show the current balance for each
account if the option is selected in the Preferences window. See the section entitled Changing System
Preferences (page 10) for instructions.
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Viewing Transactions In An Account
In the main window, click Lists, Accounts

The Accounts List window appears
i.ﬂ Campaign, Finance 2006 - Arizona Edition, Name: TEST COMMITTEE 2006 Filerid: 2006-00009 - [Account... EE|FZ|

i_.; File Lists Transactions Reports Window Online  Help - 8 x

#T | Account® Type ® Balance ~
Cammittee Equity _-ﬁ
200 Contributions $25 or less Income $0.00
210 | Contributions from Individuals Incanme $0.00
220 Contributions from Political Committees Income $0.00
230 Interest and Dividends Other Income $0.00
240 | Other Receipts Other Income $0.00
280 Participating Candidate Funding Ihcome $0.00
300 Loans from Candidate Liability $0.00
0 Loans from Other Sources Liability $0.00
320 Loans Made by Reporting Committee E quity $0.00
400 Accounts Payable Accounts Papable $0.00
410 Independent Expenditures Expenze $0.00
420 Loan Interest Expense $0.00
440 Other Disburzements Other Expense $0.00
500 In-Kind Contributions Income $0.00
510 In-kind Expenditures Expenze $0.00
EOO | Transfer to Another Committee Other Expense $0.00
B10  Transfer from Anather Committee Income $0.00
E20  Surpluz from Previous Campaign Income $0.00
B30 Outstanding Debt from Previous Campaign Liability $0.00
F00  Operating Expenses Expenze $0.00
710 Rebates and Refunds Income $0.00
800 Qualifying Contributions Liability $0.00
810 | Qualifying Cantribution Distributions Incame $0.00
820 Qualifying Contribution Holding Account Bank $0.00

-
DOpen Frint Llose

Double click on the account to be viewed in the Accounts List Window. A window specific to that
account appears.

ce 2006 - Arizona Edition, Mame: TEST COMMITTEE 2006 Filerid: 2006-00009 - [Accounts Payable]
1 File Edit Lists Transactions Reports ‘Window ©Online Help - |8 X
Date Harmne Bill=d Paid A
Ref/Chk Account Memo
02/04/2005 AB &B $90.73
Operating Expenses cell phone
02/05/2005 |AB &B $90.73
Committee E quity cell phone
02/28/2005 4B &B $83.00
Operating E=penses cell phone
03/28/2005 AB &B $89.00
Committee E quity cell phone
04/26/2005 BLOOPERS TOWwHM $55.00
Operating Expenzes staff meeting
05/26/2005 BLOOPERS TOwWHM $55.00
Committes E quity staff meeting
06/28/2005 DEZIGNS IN SIGHNZ $350.00
Operating E=penses campaign signs
07/01/2005 DEZIGNS IN SIGHZ $350.00
Committee E quity campaign signs
07/08/2005 BLOOPERS TOWwHM $12.520.89
Operating Expenzes dinner fund raizer
07/27/2005 |AB &B $83.15
Operating Expenzes cell phone chages
08/17/2005 BLOOPERS TOwHM $6.000.00
Committes E quib dinner fund raizer
10/21/2005 |AB & B $89.15|
Committee E quity cell phone chages

b d

Edit Delete Erint Clear Filter Ending Balance: $6,520.89
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Deleting A Transaction

In the main window, click Lists, Accounts

The Account Window Appears

] Campaign Finance 2006 - Arizona Edition Name: TEST COMMITTEE 2006 Filerid: 2006-00009 - [Account... [= |[8]X]

E File Lists Transactions Reports Window Cnline  Help -9 x
#He Account ® Type ® Balance A
Caormmittee Equity

200 | Contributions $25 or lesz Income $0.00
210 | Contributions from [ndividualz Income $0.00
220 | Contributions from Palitical Committees Income $0.00
230 |Interest and Dividends Other Income $0.00
240 Other Receiptz Other Income $0.00
280 Participating Candidate Funding Income $0.00
300 Loans from Candidate Liability $0.00
310 Loans from Other Sources Liability $0.00
320 Loan: Made by Reporting Committes Equity $0.00
400 | Accounts Payable Accounts Papable $0.00
410 |Independent Expenditures Expenze $0.00
420 Loan Interest Expenze $0.00
440 Other Dishurzements Other Expensze $0.00
500 | In-Kind Contributions Income $0.00
510 In-Kind Expenditures Euxperize $0.00
EO0  Transfer to Another Committee Other Expense $0.00
E10 | Transfer from &nother Conmmittes Income $0.00
E20 | Surplus from Previous Canpaign Income $0.00
B30 Outstanding Debt fram Previous Campaign Liahility $0.00
700 Operating Expenzes Expenze $0.00
710 |Rebates and Refunds Income $0.00
200 Quahfving Contributions Liability $0.00
210 Qualifving Contribution Distributions Ihcome $0.00
820 Qualifving Contribution Holding Account Bank $0.00

“

p Open Frirt

Cloze
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Double-click on the account that holds the transaction you wish to delete. For example, if you have

erroneously entered an invoice and need to delete the entry, double-click on Accounts Payable (shown
below).

= | Campaign Finance 2006 - Arizona Edition Name: TEST COMMITTEE 2006 Filerid: 2006-00009 - [Accounts Payable]

i File Edit Lists Transactions Reparts MWindow Crline Help x
Date Name Billed Paid ~
Ref/Chi Aceount tema 0
02/04/2005 AB &B $30.73
Operating Expenges cell phone
02/05/2005 AB &B $30.72
Cornmittes Equity cell phone
02/28/2005 AB &B $29.00
Operating Expenses cell phone
03/28/2005 AB &B $25.00
Committes Equity cell phone
04/26/2005 BLOOPERS TOMWN $55.00
Operating Expenses staff meeting
05/26/2005 BLOOPERS TOWN $55.00
Committes Equity staff meeting
0B/28/2005 DEZIGMS IN SIGNZ $350.00
Operating E xpenzes Campaign signs
07/01/2005 DEZIGMS IM SIGNZ $350.00
Committes Equity Campaign signs
07/08/2005 BLOOPERS TOWN $12.520.89
Operating Expenges dinner fund raizer
07/27/2005 &B &B $29.15
Operating Expenses cell phone charges
08/17/2005 BLOOPERS TOMWN $E.,000.00
Carnmittes Equity dinter fund raizer
10/21/2005 | 4B &B $89.15)
Committes E quity cell phone charges
v
Edt | Delete | Pint | Clear Filter | Ending Balance:  $6,520.89

When the transaction window appears, click on the transaction you wish to delete to highlight it

Click Delete

Delete

A confirmation window appears

€ | Are you sure you wank ko delete this Transaction ¥

Zancel |

Click OK

OF.
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Editing Transactions

In the main window, click Lists, Accounts

The Account Window Appears

] Campaign Finance 2006 - Arizona Edition Name: TEST COMMITTEE 2006 Filerid: 2006-00009 - [Account... [= |[B[X]

ﬁ File Lsts Transackions Reports  ‘Window  Online  Help - 9 x

T Account® Type ® Balance A
Committee E quity ﬂ
200 Contributions $25 or less Income $0.00
210 | Contributions from Individuals Income $0.00
220 Contributions from Palitical Canmmittees Income $0.00
230 Interest and Dividends Other Income $0.00
240 Otker Receipts Qther lncome $0.00
280 Participating Candidate Funding Income $0.00
300 Loans from Candidate Liability $0.00
30 Loans from Other Sources Liability $0.00
320 Loans Made by Reporting Committes Equity $0.00
400 Acocounts Payable Account: Papable f0.00
410 Independent Expenditures Expenze $0.00
420 Loan Interest Expenze f0.00
440 Other Dizburzements (ther Expense $0.00
500 | In-Kind Contributions Incorme $0.00
510 Inkind Expenditures Expenze $0.00
BO0 | Transfer to Another Committes Otker Expenze $0.00
E10 | Transfer from &nother Committes Income $0.00
E20 | Surplus from Previous Canpaign Inzome $0.00
B30 Outgtanding Debt from Previous Campaign Liability $0.00
700 Operating Expenzes Expenze $0.00
710 | Rebates and Refunds Income $0.00
200 Qualifying Contributions Liability $0.00
210 Qualifying Contribution Distributions Income $0.00
320 Qualifying Contribution Holding Account Bank $0.00

w
p Qpen Frrint LCloze




Double-click on the account that holds the transaction you wish to edit. For example, if you have
received an amended invoice and need to edit the original invoice entry, double-click on Accounts

Payable (shown below).
= | Campaign Finance 2006 - Arizona Edition Mame: TEST COMMITTEE 2006, Filerid: 2006-00009 - [Accounts Payable]
% File Edit Lists Transactions Reports ‘Window Online  Help
Date I arne: Billed Paid
Ref/Chk. Account remo
02/04/2005 AB & B $30.73
Operating Erpenses cell phone
02/05/2005 AB & B $30.73
Committee E quity cell phone
02/28/2005 AB & B $33.00
Operating Erpenses cell phone
03/28/2005 AB & B $85.00
Committee E quity cell phone
04/26/2005 BLOOPERS TO'WHN $55.00
Operating Erpenges staff meeting
05/26/2005 BLOCPERS TOWN $56.00
Committee E quity staff meeting
0E/28/2005 DEZIGMS IM SIGNZ $360.00
Operating Erpenges campaign gigns
07/01/2005 DEZIGMS IM SIGNZ £300.00
Committee E quity campaign gigns
07/08/2005 BLOCPERS TOWN $12,520.89
Operating Erpenges dinner fund raiger
07/27/2005 AB & B $33.15
Operating Expenzes cell phone charges
08/17/2005 BLOCPERS TO'WHN $6.000.00
Committee E guity dinner fund raiser
10/21/2005 AB & B $83.15
Cormmittee E guity cell phone charges
“
Edt | Delete | Prirt | EndingBalance:  $£.520.89

When the transaction window appears, double-click on the transaction you wish to edit

Enter Bill for Goods or Services window appears

Enter Bill for Goods or Services

Tranzachon |nfo-

ErDm]STEINE CHISEL CAMPAIGMN SIGHS

Date DfEHpenditurei'l'la"E*i-"EUUE _1_E|_] Emuunt}
Memo l|

RO

=

ok,

Cancel

b Mext

Update the applicable information

Click OK
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Viewing and Editing The Names List

Viewing Names

While transactions are entered using techniques described in the section entitled Entering Common
Transactions (page 49), names are being added to the database.

In the main window, click Lists, Names

The Names List window appears. Note the tabs across the to

i.ﬂ Mames List E@g|

Al Harnes l Individuals] Cornr ‘-.-’enu:h:urs] Eandidates] Other ] Qualifving Enntributur] Qualifying Su:uliu:it-:ur]

Mame © Type S
FIRST BAME. OF BECROCE. _

FRATERMAL ORDER OF WATEREUFFALO Other

QUARAY WORKERS UMITED AGAINST TAR PITS Paolitical Committes
RUEBBLE, BARMEY Individual

RUEELE. BETTY Individual

SLADE, MR. [Aualifying Caontributar
STOME CHISEL CAMPAIGH SIGMS Wendar

THE GREAT GAZ00 Individual

W

I Edit I Delete &dd Mames 8 Cloze

By default the All Names page is selected and shows all the names in the database and their type. The
total number of names is shown at the bottom. If you would like the list to show only names from a
certain category, click on the tab with that category name.

Editing Names

Names are not stored with transactions. Rather, a pointer to a name is stored; thus many transactions
may have pointers to a single name. Once a name or information about a name is changed, it is changed
for all transactions that have pointers to that name. This is a very convenient arrangement compared to
changing information for a name in every single transaction in which it occurs. However, this situation
implies that a name cannot be deleted if it is used in one or more transactions, because those transactions
would then be left without a name attached to them.
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In the Names List window, double-click on the name you wish to edit

) Names List M=1EF

Al Mames llndividuals] Eummittees] Eanksl Vendnrsl Eandidates] Otker ] Qualifying Euntributor] Gualifying Su:ulic:itu:ur]

Marne © Type A
FIRST BANE OF BEDROCE. |ﬂ_

FRATERMNAL ORDER OF WATERBLFFALD Other

QUARRY WORKERS UMITED AGAIMST TAR PITS Political Committes
RUBBLE. BARMEY | ndividual
RUBELE.BETTY Individual

SLADE, MR, [ualifying Contributar
STOME CHISEL CAMPAIGH SIGMS Yendor

THE GREAT GazZ00 | ndividual

b

Edit I Delete Add Mames 8 Cloze

The appropriate information window appears. For instance, if you click on an individual, the individual
window appears. Click on the information you wish to change, then type in the new information.

Click OK

& OK

Deleting Names

In the Names List window, double-click on the name you wish to delete

m:] Names List E] E| E|

Al M amnes llndividuals] Enmmittees] Eanks] "-a"endursl Eandidates] Other ] Gualifying Euntributur] Eualfying Salicitnr]

Marne © Type ~
FIRST BAMNE, OF BEDROCE, _

FRATERMAL ORDER OF WATEREUFFALQ Other

QUARRY WORKERS UMITED AGAIMST TaR PITS Political Committes
RUBBLE. BARMEY Individual
RUBBLE.BETTY Individual

SLADE, MR. [ualifying Contributor
STOME CHISEL CAMPAIGM SIGHS Yendor

THE GREAT GAZ00 Individual

Edit I Delete Add Mames 8 Cloze

Click Delete
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| [Delete |

If the name is not used in any transactions, the Confirm window appears

\:p Are you sure you wank to delete this name 7
L]

Click Yes
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Adding Names

In the Names List window, click Add at the bottom of the page

i.ﬂ Names List E][E|E|

All N armes ] Individuals] Committee&] Banks] Vendors] Eandidate&] Other ] Qualifying Contrj tnr] Qualifying Snliu:itor]

FIRST BAME OF BEDROCE,

FRATERMAL ORDER OF wWATERBUFFALD ther

QUARRY WORKERS UNITED AGAINST TAR PITS Palitical Cammittes
RUEBLE, BA&RMEY Individual

RUEBLE, BETTY Individual

SLaDE, MR. Qualifying Contributor
STOME CHISEL CAMPAIGM SIGNS Wendar

THE GREAT GAZOO Indiidual

Edit | Lelete Add Mames 8 Cloze

The Select Name Type Window appears

Select Name Type

Select name type and then presz OK

Committee

Yendor

Candidate

Bank

Other

Qualifying Contributor
Gluslifing S olizitar

Ok | Cancel |

YT Y Y

Select the Name Type of the name that you would like to add.

OF.

The appropriate window will appear so that identification information can be entered for that entity. For
example, if you select individual in the Select Name Type window, the Individual window will appear.

Click OK

Fill in the information in the window, pressing the TAB key between fields.

Click OK

& 0K
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Reporting

Printing an Amended Statement of Organization
To find out how to record changes in committee information, read the section called Changing

Committee Information (page 16). After making changes, print out the amended Statement of
Organization.

In the main window, click on Reports, Statement of Organization

A window opens to select the printer
Select Printer [z

Prirter

j Print

Cancel

Click Print

Erirt
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Creating Period Reports
In the main window, click on Reports, Report for Filing

The Report Selection window appears

% Report Selection |MJ

Select Peniod for report from list or select beginning and ending dates far custom repart.

f+ Pre-Defined Report ¢ Custom Repart

Cycle  |Period |Period Mame Beqgin End -

2008 & FRE-GEMERAL REPORT 09/23,/2008 101542008

2008 B POST-GEMERAL REPORT 101642008 11/24,/2008

200 1 JaMUARY 31 REPORT 11/25/2008 12/31/2009

2010 2 JUME 30REPORT 010142010 05/31/2010

200 3 FRE-PRIMARY REPORT 0EA01 /2010 03/04/2010

200 4 FOST-FRIMARY REPORT 02/05/,2010 031342010 =

200 & FRE-GEMERAL REPORT 03/14,/2010 101342010 1

200 B POST-GEMERAL REPORT 1041442010 112242010 —

2m2 1 JaMUARY 31 REPORT 112342010 123142011 -
Fiun Eile Electronically | Cancel

Electronically Filing Reports

In the Report Selection window, click File Electronically. After performing a check for any limit
violations, the Filing Credentials window will appear.

# o

Filing Credentials

Enter your credentials for filing electronically for this organization.

User Mame: |

Password: |

Cancel

[ -

Enter the User Name and Password that was previously arranged with the county, and click OK.. A
confirmation screen appears:
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"® Flectronic Filing l=l=] = J

“Wie're ready to file electronically. Press continue to start filing
process. Ensure that vou have intermect access.

Send Filing »»

Click Send Filing, and you will either receive a filing confirmation indicating success or an error screen.

Printing or Saving Pre-defined Reports

With the Pre-Defined Report radio button selected, select the report from the list supplied by double-
clicking on it. The Report Setup screen appears:

i Report Setup li]

—oelected Printer
HP Laserlet 6P

—Report Destination

" Printer OK
{* Preview
r Eilel |

Fnrmat:IF{ﬂ-;E Snapshot File nrl[j Setup

Cancel

—Oplions
Copies [T Coliste

I1 [T Duglex

On this screen you can either chose to send the report to a printer, to the screen to preview it, or save it
to a file on your computer. If you want to change the printer that is displayed at the top of the screen,
click the Setup button on the right.
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Custom Reports

Select a custom report by clicking the button * for custom reports.

The Report Selection window changes to look like this:

E.ﬂ Report Selection

Select Penod for report from lizt or zelect beginning and ending dates for custom report. 'ou
may alzo enter an "alternate' [D to be printed on reportz [if, for example, vour jurizdiction uses
letters in their [Dz]

" Pre-Defined Report £ Custom Report

First day of cocle indicates the date that values shaould start accumnulating. See help.
First D ay of Cycle Eirst Day of Period Last D'ay of Period
Mezzseond W| 0 1s2as2004 | 1231720080 T

Repart [ ame

|Eustn:-n'| Repart

Filing Period Description aor 0 ates (if any]

Alternate 10 for Report

Bun Cancel

Enter the first day of the election cycle. Transactions from this date forward will be included in the
report, on a cumulative basis if they occur before the period of the report.

Enter the first and last day of the reporting period, and a report name and Filing Period description if
any, pressing the TAB key between fields.

Click Run

The Period Report Setup window appears
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Period Report Setup [E

Prirter
j Erint
Presiew
Copiez
1 Lancel

Printing the Report
If you do not see the printer that you wish to use in the window, click the Pull-down arrow | and select
the printer from the list by clicking on it.
Click Print

Erint

The report begins printing immediately
Previewing the Report

In the Period Report Setup window

i-ﬂ Report Selection @

Select Period for repart from lizt ar 2elect beginning and ending dates for custom repart. Yaou
may alzo enter an "alternate’ [D to be printed on reportz [if, for example, pour jurizdiction uses
letters in their [Dz]

& Pre-Defined Beport ¢ Custom Fepart

Cycle |Period |Period Mame |Begin D ate |End D ate -~
2004 3 FRE-FRIMARY REFORT 06/07./2004 0a/18/2004
2004 4 FOST-FRIMARY REFORT 08:19/2004 09,27 /2004
2004 & FRE-GEMERAL REFORT 09/28/2004 1041342004
2004 B FOST-GEMERAL REFORT 104142004 112242004
2006 1 JaMUARY 31 REPORT 117232004 12/31 /2005
2006 2 JUME 30 REFORT 01./071/2006 05,31 /2006
2006 3 FRE-FRIMARY REFORT 06071 /2006 0823/ 2006
2006 4 FOST-FRIMARY REFORT 0824,/ 2006 1002/ 2006
2006 & FRE-GEMERAL REFORT 104032006 10/18/2006 &

Alternate 10 for Report

Bun Cancel

Click Preview

Preview
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The Period Report Preview window appears.

Zoom in Fit to page width Go to beginning/end of report
Print Page Zoom out J

Exit Fit to pag Forward /back a page

Print

[~ Streich Toom %F/DAI Page # 1 e

STATE OF ARIZONA

POLITICAL COMMITTEE
CAMPAIGH FINANCE REPORT - HO ACTIVITY

03 TEST COMMITTEE
T W, WASHINGTON —
PHOENX, AZ asmr

Floee 7 GAOSSEC-86E3  Far & y -

Bnal: [OF TR TT % D
CoedkETe Nl FRED  FLINTSTONE
Ofce Soight Tk Represerlate - Dbt 2R fio#

Report Mame

JANUARY 31 REPORT
Reporting Period

November 23,2004 to December 31,2005 %

Ml BB TS PRIV dme o e BBl men ol A

4 | »f

Click on the buttons described above to navigate and view the report.

B

When done, click Exit
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m Period Report Preview

§||‘—:=%|H| e\||E_h1|| H| 1| ll H| Page 1 of 3
[ Stretch Loom %W Page # Iﬂ—

STATE OF ARIZONA
POLITICAL COMMITTEE

CAMPAIGH FINAHCE REPORT - HO ACTIVITY

D0 TEST  COMRMMTEE
1T WL WAZHINGTON
PHOENIE, AZ 2300

Mame

Phowe 7 BOGSIZ-2683 Fac st @ 3 -
Emall: misinandd Ao o
Candklae  Mame: FRED  FLINTITONE
Offiee Songbt Sk Represerite - Dkt =5 ? [
gt
JARMNUARY 31 REPORT
Feporting  Period

Movember 23,2004 to December 31,2005

(Using Mov 26, 2002 for cumulatives start date)
Filing Period

January 1,2006 to January 31,2006

SUMMARY Thiz Period

3. Suph:  fom  previons  Canpak)
. Cark on Hawd at Begllg of ik Reportig  Perid
0. Totl Receipt

. Skl J207 F20.5047H
ga. Totl Debt  awd Oblgatows  from Previons  Comintee 000
8 Towl  DEbRveme ik 000 5,780,000
T. Carh on Hamd at Clee of Reportg Perkxl FEET2TH P T2

| cerifly, wwiker peaaty of perery, tat | obave examled e covert of Bk campakly Meaece epot oad B te Dest of my
Evvwkikle  andl Delet £ kB e awd conpkEE.

Frrl Mame of Treasurer oo Caredldak)s

Slgrakre of Treanrer of Cardldak 7 cardidak campalgn commllike ard meanuer unavalables Dak Sgred
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%‘@‘H| @\|e\||ﬁ_ﬁ| ‘ I1‘ 1| >| N‘ Page 2 of 3

[ Stretch ZFoom % (100.0 Page #12

DETAILED SUMMARY PAGE

505 TEST COMMITTEE D

JANMUARY 31 REPORT

Movernber 23,2004 to December 31 2005 1

RECEIFTE THIS PERIOD T0O DATE
43, Individuals - mare than §25 (Total from Schedule A) $0.00 467376
4b, Individualzs - aggregate 525 or less (Tatal from Schedule A-1) F0.00 F0.00
4c, Poltical Committees (Total from Schedule B) $0.00 $0.00
4d, Subtotal Contributions [add 4a, 4b and 4c) $0.00 §4873.76
4e. Refund of contributions including refund of Clean Campaign Participating Funding (Total from Schedule F-2) §0.00 $0.00
4f. Total Contributions Other than Loans and In-Kind [subtract 4e from 4d] §0.00 F4 87376
Sa. Loans made or guaranteed by candidate (Tatal from Schedule C) $0.00 F0.00
Sb. &ll other loans. §0.00 §0.00
5, Total Loans [acdd Sa and Shi $0.00 $0.00
6. In-Kind contributions (Total from Schedule E) $0.00 $0.00
7. Dividends, interest, and ather forms of receipt F0.00 F0.00
G. Total Receipts [add 41, 5¢, 6, and 7] §0.00 5457376
GUALIFYING CONTRIBUTION RECEIPTS
Qualifying Contributions of §5 from Individuals §0.00 $0.00
DISBEURSEMENTS

9. Expenditures for operating expenses (Total from Schedule D) $0.00 $0.00
10, Indlependent Expenditures (Total from Schedule D-1) $0.00 F0.00
11, Walue of In-Kind expendiures (Total from Schedule E) F0.00 F0.00
12, Loans made by reporting committes [ Total from Schedule D-20 $0.00 $0.00
13a. Repayment of loans made or guarantesd by candidate (Total from Schedule 0-4) $0.00 $0.00
13b. Repaymert of all other loans (Total from Schedule D-3) §0.00 $0.00
13c. Total Loan Repayments [add 13a and 13h] §0.00 $0.00
14, Transfers to other poltical committees (Tatsl from Schedule D-8) $0.00 F0.00
15, Any other disburzemert (Tatal from Schedule D-7) $0.00 4 280.00)
16. Subtotal disbursements [add 910,11 12,13c,14, and 15] §0.00 $4,250.00
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Entering Common Transactions

Recording Transactions According to Law

A.R.S. § 16-904 outlines the duties of the committee treasurer and A.R.S. § 16-915 defines the contents
of campaign finance reports. These two laws provide the need and method of reporting the transactions
found in this section. If you have questions about what transactions to report or why you should report a
transaction, please refer to Title 16, Chapter 6 of the Arizona Revised Statutes.

Entering Transactions For A Previous Period

You are attempting to enter data outside of the current period if you see this warning:
Information E|

— Date nok in period
1)

There are two ways to gain access to periods beyond the current period: 1) change the current period or
2) turn off the period checking. See the section entitled Enabling and Disabling Warnings in
Changing System Preferences (page 10) for instruction on how to disable period checking.
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Setting the Current Period

Sometimes committees will need to amend previous reports and enter transactions that were omitted or
incorrectly entered in a previous filing period. This should be avoided whenever possible.

In the main window, click on File, Set Current Period

The Period Selection window appears

m Period Selection |:J |E E'
Cycle |Pernod |Period Mame | Beqgin Date |End Drate 1_"\
2004 03 FPRE-FRIMARY REFORT 0&/07 /2004 03/18/2004
2004 4 POST-PRIMARY REFORT 03/19/2004 09/27 /2004
2004 R PRE-GEMERAL REFORT 03/28/2004 1041342004
2004 B POST-GEMERAL REPORT 10/74/2004 1172242004
2006 1 JaMUARY 31 REPORT 11/23/2004 12/31/2005
2006 2 JUME 30 REFPORT 0101 /2008 0531 /2006
2006 3 PRE-FRIMARY REFORT 06071 /2008 03/23/2006
2006 4 POST-FRIMARY REFORT 03/24/ 2008 1040242006
2006 A PRE-GEMERAL REFORT 1040342008 1041842006 —
2006 B POST-GEMERAL REFORT 10/19/2008 11427 /2006 =

Select Cancel

Double-click on the period of the transaction you wish to amend
Add or amend the transaction
Change back to the current period using the technique above

If a report has already been filed for the period that you have changed, an amended report should be
transmitted to the filing office
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Receiving Contributions
A Note About Receiving Contributions
There are limits to how much individuals or committees may contribute to a committee. See the

contribution limit chart in this handbook or go to the Secretary of State web page at
http://www.azsos.gov/cfs/library.htm for updated contribution limits as defined by A.R.S. § 16-905.

If a check is drawn on a joint account, the contributor is the person who signed the check. A.R.S.
§ 16-904(F) defines this, with the exception: “unless specified by the contributor(s) to the contrary”.

Enter the date that the contribution was received by the committee.
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Contributions From Individuals
Notes About Individual Contributions

If your committee is a ballot measure committee, all “single source” contributions as defined in
A.R.S. § 16-914.01(E) will be entered here.

If a contributor donates $25 or less, and they may contribute again later in this election cycle, record
their contribution using the “Contributions from Individuals/Personal/Family contributions”. When you
know the contributor will only be contributing once, record their contribution using “Small (Aggregate
$25 or less)”. The cumulative total of contributions made by every individual must be recorded per
A.R.S. § 16-904(E). Keep track of who has contributed how much is to record them as contributions
from individuals.

If a married couple makes a contribution, make two entries. Ask what each person’s share is of the
contribution.

In the software, there is an internal account (account #210) for contributions from individuals and
refunds of those contributions. Entries to this account can be viewed and edited; see the section on
Viewing and Editing Account Entries (page 31) for instructions on how to do this.

Recording Individual Contributions

Information Recorded:  Individual Contributions more than $25
Contributions of $25 or less from individuals who may contribute again
Single source contributions (for ballot measure committees)
Contributions by a candidate’s family member
Contributions of a candidate’s personal monies
Contributions from a married couple

In the main window, click on Transactions, Contributions, Individual/Personal/Family
Contribution, Receive

The Receive Individual/Personal/Family Contribution window appears

Receive Individual/PersonalfFamily Contribution

Tranzachon Info oK
From |RUEBELE, BAM BAM = ——
Date of Contribution | 11/12/2005  381|  Amount Check § — Cancel
Memol b Mext
Additional Info
Receipt # Batch #
Ewent Info
Event Event Date | / / f|
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If the contributor is already in the names list click the pull down arrow | in the From box and choose

the name

If this is a new contributor, a confirmation window appears to find out if you would like to add the

individual to the list of contributors.

Infarmation

i J BaM BarM RIUBELE not in Individual Contributor list, Add to list?

Cancel |

)

Click OK

A window appears to record the individual’s information pursuant to A.R.S. § 16-915

Reportable Information [Reguired]

Ok

Individual Info

LaST, FIRST MI
['EWR[E A Bdkd RUBELE
Address |
Addrezs? |
City |

stlez = zZp|

Phore |[ 1 - [Frivate]

Twpe O Urrelated Individual ¢ Candidate or Earnily

Deccupation |

Employer |

Extra Info

Fax |[ ] -

Email |

Affiliation

Uzer User 2 |

User3|

0k

Cancel

ik

Fill out the required information, pressing the TAB key between fields

If this is a contribution from a candidate or a family member, make sure to toggle the appropriate button.

Click on OK

{* Candidate ar Earnily

& OK
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Back in the Receive Individual Contribution window, enter the date and the amount of the contribution,
and any other information in the memo line.

Click OK

OF.

Contributions From Committees

Notes About Committee Contributions

A.R.S. § 16-905(H) mandates that candidate committees and exploratory committees may not make
contributions to other candidate or exploratory committees.

There are two different contribution limits for two distinct types of committees. A committee that is
commonly referred to as a “PAC” (Political Action Committee) is actually a non-candidate committee,
as defined in statute and gives at the lower limit. A “Super PAC” is a PAC certified by the Secretary of
State to give at the upper limit. See A.R.S. § 16-905(A)(B) for contribution limits. The Secretary of
State adjusts these limits biennially.

The requirements needed by a committee to be a Super PAC are listed in § 16-905(I). Copies of a Super
PAC’s certification from the Secretary of State must accompany any contributions from those
committees.

In the software, there is an internal account (account #220) for contributions from committees and
refunds of those contributions. Entries to this account can be viewed and edited; see the section on
Viewing and Editing Account Entries (page 31) for instructions.

Recording Committee Contributions
In the main window, click on Transactions, Contributions, Committee, Receive

The Receive Political Committee Contribution window appears

Receive Political Committee Contribution

Transaction Info 0K
Fram |F|EI"r'AL ORDER OF WATER BUFFALD COMMITTEE ﬂ

Date of Contibution |07/14/2005 35| Amount 1,000 Check # Ii Cancel
Mermo |F|DB supports many causes b Mext

Additional Info

Receipt # Batch #

Ewvent Info

Ewent Event Date | / / 15
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If the contributor is already in the names list click the pull down arrow | in the From box and choose

the name

If this is a new contributor, a confirmation window appears to find out if you would like to add the

committee to the list of contributors

Information

i ) ROYAL ORDER OF WATER BUFFALD nok in Commitkee Contributor list, Add to lisky

Cancel |

Click OK

OF.

A window appears to record the committee’s information pursuant to A.R.S. § 16-915

Paolitical Committee

Repartatble Infarmation [Fequired)
Committee Mame

NEERIROYAL ORDER OF WaATER BUFFALO

Address |

Address2 |

City |

Phaore [ ] - [Private)

Falitical Committee [nfo

Fac ID

Type  PAC

stz =] 2ol -

" Super PAC " Political Party

Cahcel

Fill out the required information, pressing the TAB key between fields.

Click OK

o 0K

Back in the Receive Political Committee Contribution window, enter the date and the amount of the
contribution, and any other information for that transaction.

OF.

Click OK
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Small (Aggregate) Contributions (Of $25 or Less)
A Note About Small Contributions

If a committee is to receive small contributions from several individuals, the total sum of contributions
from all of the individuals can be recorded here. Examples of this would be entering the total revenue
from a fundraising dinner or a T-shirt sale where the cost of the items or service is $25 or less. When
using this function, it is important to document the transaction in the memo line so that the committee
can explain the contributions if asked to do so. For example, the committee may note “100 T-shirts @
$15.00 per shirt.”

A.R.S. § 16-904(E)(2) mandates that the treasurer of a committee must keep identification records for all
contributors, no matter how small the contribution. For small contributions, this is usually done with a
2-part receipt book or a separate journal. Keep in mind that these records, although not reported to the
filing office with period reports, may be requested at any time.

This function is used to record contributions of $25 or less from contributors whose cumulative
contributions are $25 or less. If a contributor will contribute to a committee on more than one occasion,
these contributions should be recorded as Contributions from Individuals or Contributions from
Commiittees, not small contributions. This is an easier way for the committee to ensure that the
aggregate sum of contributions received from that contributor has not exceeded the $25 limit.
Cumulative reporting is required for contributions.

In the software, there is an internal account (account #200) for contributions of $25 or less. Entries to
this account can be viewed and edited; see the section on Viewing and Editing Account Entries (page
31) for instructions.

Recording Small Contributions
In the main window, click on Transactions, Contributions, Small (Aggregate $25 or less)

The Receive Contributions of 325 or Less window appears

Receive Contribution of §25 or less

Enter a $25 ar less contribution 0K
Tranzachaon |nfo _
D ate of Contribution ||:|1 A0242006 .ﬂl Arnount | 0 Cancel
Memo | F MHest

Enter the date the contribution was received, the aggregate amount of the contribution, and any remarks,
pressing the TAB key between fields.

Click OK

Ok
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In-Kind Contributions
A Note About In-Kind Contributions and Expenditures

Pursuant to A.R.S. § 16-901(15), in-kind contribution means a contribution of goods or services or
anything of value and not a monetary contribution. In-kind contributions must be reported at the fair
market value, or the amount that the general public would pay for the same goods or services.

Contribution limits as described in A.R.S. § 16-905 apply to in-kind contributions. Keep in mind
that the Secretary of State adjusts the limits and levels in this statute biennially. Consult the Campaign
Finance Web page at http://www.azsos.gov/cfs/library.htm for current limits.

In the software, there is an internal account (account #500) for in-kind contributions. This account holds
all of the in-kind contributions received in the current election cycle. There is a sister account (account
#510) that holds all the expenditures of in-kind contributions.

Receiving an in-kind contribution is actually a two-part process, f the contribution is received, and
then it is expended. It may be expended as soon as it is received (e.g.: limousine ride during current
reporting period), or it may be expended in part or in whole in some upcoming reporting period (e.g.: a
contributor gives something that cannot be used until the next reporting period). Either way, there are at
least two separate entries to be made: One for the contribution in account #500, and one or more for the
expenditure in account #510. Both of these entries can be made at the same time by checking the box in
the Receive In-Kind Contribution window that says Expend Immediately. To find out how to expend
an in-kind contribution at some point in the future, see the section titled Expending In-Kind
Contributions (page74) for instructions.

Recording In-Kind Contributions
In the main window, click on Transactions, Contributions, In-Kind

The Receive In-Kind Contribution window appears

Receive In-Kind Contribution

Tranzachaon |nfa

oK
Er-:um] j

Date of Contribution |11/02/20080 81| Amount | 0 Cancel
MEITID| b Mest

In-Kind Info
[v Expended Immediately

If the contributor is already in the names list click the pull down arrow | in the From box and choose
the name. Otherwise, add the contributor:
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Type the contributor name in the From box

An Information window appears asking if you would like to add the contributor to a list.

Information

j‘) THE HATFIELDS not in Commitkee Contributor list, Add ta list?

Cancel |

Click OK

Ok

The Select Name Type Window appears
Select Mame Type

Select name type and then press OK

" Committes
" Bark

" Wendor
" Candidate
" Otker

" Qualifying Contributor
" Qualifying Solicitar

Ok Cancel

Click the button ™ next to the type of contributor

OF.

The appropriate window will appear so that identification information can be entered for that entity. For
example, if you select individual in the Select Name Type window, the Individual window will appear.

Click OK

Fill out the boxes in the window, pressing the TAB key between fields

Click OK

& OK
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The contributor is now added to the appropriate list, and the Receive In-Kind Contribution window is
once again active. Finish filling in the Receive In-Kind Contribution window, pressing the TAB key
between fields.

If you wish for an entry to be made to the in-kind expenditures account at the same time, make sure the
Expend Immediately check box is checked.

Click OK

OF.
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Printing and Previewing Accounts Lists
All accounts can be previewed and or printed, except the names list.
In the main window, click on Lists, Accounts

The Accounts List window appears
] Campaign Finance 2006 - Arizona Edition Name: TEST COMMITTEE 2006 Filerid: 20... [= |[B]fX]

ﬁ File Lists Transactions Reports \Window Online Help =i .

[ Type & d e

200 Income

210 Contributions from ndividuals Incarme

220 | Contributions from Political Committees Income

220 Interest and Dividends Other [ncome

240 | Other Receipt: Qther Income

280 | Participating Candidate Funding Income

300 | Loans from Candidate Liability

310 Loans from Other Sources Liability

320 |Loans Made by Reparting Cammittee Equity

400 Accounts Papable Accounts Payable

410 Independent E xpenditures Expenze

420 Loan Interest Expenze

440 | Other Disbursements Other Expenze

500 | In-Kind Contributions Income

510 In-Kind Expenditures Expenze

BO0 | Transfer ko Another Committes Other Expenge

E10 | Transfer from Anather Committes Incarme

E20 | Surpluz from Previous Campaign Income

B30 | Outstanding Debt from Previous Campaign Liability

700 | Operating Expenzes Expenze

710 |Rebates and Refunds Income

200 Qualifying Contributions Liability

810 | Qualifying Contribution Distributions Income

820 Qualifying Contribution Holding Account Bank ~
Open I Print ‘ LCloze |

Double click on the account to be previewed or printed in the Accounts List Window. A window
specific to that account appears

iﬂ Campaign Finance 2006 - Arizona Edition, Name: TEST COMMITTEE 2006 Filerid: 2006-00009 - [Accounts Payable]

i File Edit Lists Transactions Reports Window Online Help = | &
Date Marmne: Bill=d Paid -
Ref/Chk. Account Memo
02/04/20058 AR & B $90.73
Operating Expenszes cell phone
02/05/2005 AR & B $30.73
Cormnmittee Equity cell phone
02/28/20058 AR & B $84.00
Operating Expenses cell phone
03/28/2005 AR & B $89.00
Cormnmittee Equity cell phone
04/26/2005 BLOOPERS TOWN $55.00
Operating Expenses staff meeting
05/26/20056 BLOOPERS TOWN $56.00
Cormnmittee Equity staff meeting
0E/28/20058 DEZIGNS IM SIGNZ $350.00
Operating Expenses campaigh sighs
07/01/20058 DEZIGNS IM SIGNZ $350.00
Committee Equity campaigh signs
07/03/20058 BLOOPERS TOWN $12,520.83
Operating Expenses dinner fund raizer
07/27/2006 4B &B $83.15
Operating Expenses cel phone charges
08/17/2006 BLOOPERS TOWN $6.000.00
Cormmittee E guity ditiner fund raiser
10/21/2005 |48 & B $89.15}
Committee E guity cell phone charges
v
Edit Delete Erint Clear Filter Ending Balance: $6.520.89
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Edit Filter Clear Filter

Option shown permits all names, dates, and transactions to be printed
The screen below gives a preview of the account to be printed

WARNING: DO NOT SAVE

a Print Preview

BES K d4«r» 0| S3 HE| Cos

Gualifying Contributions

Page 1 of 1

Account Report Qualifying Contribution Holding Account 1170412005 124835 PM Pageit
Date Mame Credit Dehit Balance
RetiChk Account Mame Memo
062272005 MLLHOUSE, ROBERT 00
Gualifying Cortriautions
062272005 JERIMIAH JOHNSON 00
Qualifying Cortributions
0a222005 SHYNARD, LEONARD =00
Qualifying Cortributions campaiaon trail
0321 2006 DJRER .00
Qualifying Cortributions campaign trail
041262006 DJRER %00

From this window you may choose to preview, print a single page, all pages
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Receipts Other Than Contributions

Receipts in this section appear on line 7 of the Detailed Summary Page of the campaign finance report.
See the section on Creating Period Reports (page42) for instructions.

Receiving Interest And Dividends

This is where to receive interest or dividends on the committee account. An entry using this function
will increase the Committee Equity account (account #100) and the Interest and Dividends account
(account #230). Entries to these accounts can be viewed and edited; see the section on Viewing and
Editing Account Entries (page 31) for instructions.

In the main window, click on Transactions, Interest

The Receive Dividends or Interest window appears

Receive Dividends or. Interest

Tranzachan |nfa
2k,
Emnﬂ _IJ
Date |04/26/2008  BJ| Amount | 0 Cancel
Memn| ko Mext

If the bank is already in the names list, click the pull-down arrow =l in the From box and select the
name of the bank by clicking on it.

If the bank is not in the names list, enter their name in the From box

An Information window appears
Information rz|

i ] FIRST MATIOMNAL BAMK OF BEDROCEK not in Bank list, Add to list?

Zancel |

Click OK

Ok
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The Bank window appears

Fepartable |nfarmation [Feguired] ok
ET
[RENGERIFIRST NATIONAL BaME OF BEDROCE, Cancel
Address |
Address? |
Gy | stlaz ~| zo| -

Phaone |[ 1 - [Private]

Fill out the information regarding your bank, pressing the TAB key between fields

Click OK

o 0K

Back in the Receive Dividends or Interest window, enter in the date and amount of the transaction

Ok

Other Receipts

Click OK

This function records any receipts that are not contributions and are not interest. These transactions
increase the Other Receipts account (account #240) and the Committee Equity account (account #100).
Entries to these accounts can be viewed and edited; see the section on Viewing and Editing Account
Entries (page 31) for instructions.

In the main window, click on Transactions, Other, Receipts

The Other Receipts window appears

Other Receipts

Tranzaction |nfo
]
Ern:nm] ,ﬂ
Date |04/26/2006  BI| Amaunt | 0 Cancel
Memn| b Mest

If the contribution is from an entity that is already in the names list, click the pull-down ]arrow in the
From box and select the name of the giver by clicking on it.

If the giver is not in the names list, enter their name in the From box.
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An Information window appears
Information E'

i ) BAM BAM RUBBLE nok in Marne list, &dd ko list?

Cancel |

Click OK

Ok

The Select Name Type window appears
Select Name Type

Select name type and then press OF.

Wendor

Candidate

Other

Llualifying Contributor

[ualifying Solicitor

(]33 | Cancel

Select the type of entity for the giver by clicking on the button next to it

OF.

The appropriate window will appear to record information about that particular type of entity. For
instance, for an individual the Individual window will appear.

Click OK

Fill out the form, pressing the TAB key between fields.

Click OK

& OK

Back in the Other Receipts window, enter the date, amount, and description of the receipt, pressing the
TAB key between fields.
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Refunding Contributions
Applicable Laws: A.R.S. § 16-905
A Note About Refunding Contributions

If a committee receives a non-acceptable contribution from an entity, they should immediately refund
the contribution (or the part of it that causes it to be non-acceptable).

Refunds are stored in the same accounts as their corresponding contributions. They can be viewed and
edited. See the section on Viewing and Editing Account Entries (page 31) for instructions.

Refunds To Individuals

In the main window, click on Transactions, Contributions, Individual/Personal/Family
Contribution, Refund.

The Refund Contribution from an Individual window appears

Refund Contribution from an Individual

Individual Contribution Totals
I arme Contribz |Balance
INDI¥IDUAL COMTRIEUTOR $100.00 $100.00

Frocess
Date 1D4.-"EE.-"2DEIE 5| Amaourt 0 e |

Cloze

temo 1

b Mest

Select the contribution that is to be refunded by clicking on it

Enter the date, amount, and reason for the refund in the Memo field

Frocess

Click Process
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Refunds To Committees
Notes About Refunding Committee Contributions
In the software, refunds of committee contributions are stored in Contributions from Committees

account (account #220). Entries to this account can be viewed and edited; see the section on Viewing
and Editing Account Entries (page 31) for instructions.

Recording Refunds To Committees
In the main window, click on Transactions, Contributions, Committee Contribution, Refund.

The Refund Committee Contribution window appears

Refund Committee Contribution

Committee Contributions
M arme Contribs |Balarce
TEST POLITICAL COMMITTEE $2,850.00 $2,850.00
Process
Date 0422622006 | Amount 0
Cloze
Memo |
b Mest

Select the contribution that is to be refunded by clicking on it

Enter the date, amount, and reason for the refund in the Memo field

Frocess

Click Process
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Refunding Qualifying Contributions

In the main window, click on Transactions, Contributions, Qualifying Contributions, Refund

The Refund Qualifying Contributions window appears

Refund Qualifying Contributions

Qualifying Contributions

Mame | Cantribz |Balance
TEST QUALIFYING COMTRIEUTOR $5.00 $5.00
Process
Date |04/26/2006 15
Cloze
Memn |
B Meut

Select the contribution that is to be refunded by clicking on it

Enter the date, amount, and reason for the refund in the Memo field

Click Process

Process
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Expenses, Payments, and Credits

When a committee purchases goods or services, an expense is incurred. When expenses are incurred,
the Operating Expenses account (account #700) increases. If the expense is paid for at the time it is
incurred, the Committee Equity account (account #100) decreases. If the goods or services are
purchased on credit, the Accounts Payable account (account #400) increases.

Entries to these accounts can be viewed and edited; see the section on Viewing and Editing Account
Entries (page 31) for instructions.

Paying For An Expense As It Is Incurred (Record Expenditure)

To record an expense and debit the committee equity account at the same time, use the Record
Expenditure function. This function is only used to record payments made when goods and services are
received, not to pay on bills for goods and services that have been received on credit and previously
recorded with the Enter Bills function.

This function increases the Operating Expenditures account (account #700) and reduces the Committee
Equity account (account #100) at the same time.

If you pay for goods or services with cash, you can still use this function to record the transaction. In
this case, do not enter a check number.

In the main window, click on Transactions, Expenditures, Record Expenditure.

The Record Expenditure window appears

Record an Expenditure

E nter expenditure 0K
Tranzaction Info
F'a_l,lee| ﬂ Cancel
Date DfE:-:penu:Iiture| A @ &mnunt| 0 Check # | b Mest

Memo |

Record a check number if applicable Enter the date

If this payment is going to an existing vendor, click the pull down arrow ~lin the Payee box and select
a vendor by clicking on it

If this payment is going to a new vendor, type in the vendor name
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An information window appears if this is a new vendor

Click OK

A Vendor information window appears

i J SABER TOOTH nok in Mendor list, &dd ko lisk?

Cancel |

OF.

R epartable nfarmation [Feguired]
E T

OF.

Mame |SABER TOOTH|

Addrezs |

Address? |

Ciy | stlaz v zol| -

Phaone |[ 1 - [Private]

Cancel

Fill out the required information

Click OK

Back in the Record Expenditure window record the amount. Enter a description of the expense in the

memo box.

Click OK

& OK

o 0K
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Entering Bills

This function is only used to record Expenditures made on credit. It increases the Operating
Expenditures account (account #700) and Accounts Payable (account #400) at the same time.

In the main window, click on Transactions, Expenditures, Enter Bills

The Enter Bills for Goods or Services window appears

Enter Bill for Goods or Services

Tranzachon Infa
k.,
Erom |S.-'-".BEFE-TEIEITH CATERIMG ﬂ
Date DfEHpenditure| A 15 &n‘u:nunt| 0 Cancel
Memnl b Mext

If this payment is going to an existing vendor, click the pull down arrow E' in the From box and select
a vendor by clicking on it.

If this payment is going to a new vendor, type in the vendor name

An information window appears if this is a new vendor
Information [z|

i J SABER-TOOTH CATERING mot in Yendor lisk, Add Lo list?

Cancel |

Click OK

OF.

A Vendor information window appears

R epartable nfarmation [Feguired]

Marme ok
[RENER(SABER-TOOTH CATERIMG Cancel
Addrezs |
Address? |
Ciy | stlaz v zol| -

Phaone |[ 1 - [Private]
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Fill out the required information

Click OK

& OK

In the Enter Bills for Goods or Services window, enter the date, bill amount, and a description of the
goods or service purchased, pressing the TAB key between fields.

OF.

Paying Bills

Click OK

This function is used to record payments against bills recorded in the Enter Bills function. It reduces
the Accounts Payable account (account #400) and the Committee Equity account (account #100) at the
same time.

In the main window, click on Transactions, Expenditures, Pay Bill

The Pay Bill window appears

Pay Bill
Outstanding Debts
Date | Mame Crig Amt Fayments Credits |Balance ~
05/18/2005 DAVES CATERIMNG $250.00 $0.00 $0.00 $250.00
07 /042005 DESIGHZ FOR SIGHE $500.00 $0.00 $0.00 $500.00
i

Fayment Fay

Date of E it 04/26/2008 1| A t 280 [

D ate of Expenditure H =| Amoun = Eheckﬂl Close

F Mext

Highlight the debt you wish to pay on by clicking on it
Enter the date, amount, and check number (if any), pressing the TAB key between fields.

Click Pay
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Paying Debts from the Previous Committee
In the main window, click on Transactions, Previous Committee, and Pay on Previous Debt(s)

The Pay Transferred Debt window appears

Pay Transferred Debt [Z|
QOutstanding Transferred Debts
[ ate | M ame | Orig Aot | Payments |Balance
04/21./2005 DESIGNZ FOR SIGNS $2.500.00 $0.00  $2.500.00
Payrment ' Pay
Date |04/26/2006 15 Aot 2,500 ] Checkit e
b Mext

Highlight the debt you wish to pay on by clicking on it
Enter the date and amount of the payment, and the check number if any

Click Pay
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Receiving Credit from a Vendor

If a credit note is issued from a vendor before the original bill from that vendor is paid, it is entered here.
This is for credits issued for overcharges or contract revisions or other reasons that are not intended for

just this particular committee. Credits that are “special treatment” for this committee should be recorded
as in-kind contributions.

This function decreases the Accounts Payable account (account #400) and the Operating Expenditures
account (account #700).

In the main window, click on Transactions, Expenditures, Receive Credit from vendor

The Receive Credit window appears

Receive Credit E|
Receive Credit
D ate | 4 ame Crig Ak Payments Credits Balance s
05/18/2005 DAVES CATERING $260.00 $75.00 $0.00 $175.00
07042005 DESIGHE FOR SIGHZ $R00.00 $0.00 $0.00 $500.00
e
Credit [ Process
Date lD#HEEHEDDE 15 Amount 25 ———
Cloze
Memo 1disu:u:uunt |
F MHext

Highlight the bill you wish to apply the credit to by clicking on it

Enter the date, the amount and the reason for the credit, pressing the TAB key between fields

Click Process

Frocess
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Expending In-Kind Contributions
Some in-kind contributions are expended as soon as they are received. See the section titled In-Kind
Contributions (page 57) for instruction. To record the use of in-kind contributions that were not

expended immediately, will be recorded here.

In the main window, click on Transactions, Expenditures, In-Kind Expenditure

The In-Kind Contributions Not Expended Yet window appears

In-Kind Expenditure g|
In-Kind Contributions Not Expended Yet
Date MName Amourt  Balance
Merno '
0¥A14/2005 FRATERMAL ORDER OF BLIMD MICE $125.00 $125.00
meeting
“Expenditure SR
o HEETET R DT
Cloze
Memo | ———
b Mest

Highlight the in-kind contribution you wish to expend by clicking on it
Enter date goods or services expended

Click Expend

Expend
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Independent Expenditures

Independent expenditures are defined in A.R.S. § 16-901(14). Committees other than exploratory
committees, candidate committees, or $500 threshold committees may record independent expenditures
using the software.

Independent expenditures increase the Independent Expenditures account (account #410) and decrease
the Committee Equity account (account #100). Entries to these accounts can be viewed and edited; see
the section on Viewing and Editing Account Entries (page 31) for instructions.

In the main window, click on Transactions, Independent Expenditure

The Independent Expenditures window appears

Independent Expenditures

Tranzaction |nfo »
Wendor [KABC RADIO =
Date| / / 3| Amount | i Cancel
Memn| b Mest

|ndependent Expenditure [nfo
&dvocacy ¢ Benefitted ¢ Opposzed

Candidate | ﬂ

If this purchase is from an existing vendor, click the pull down arrow_~| in the Vendor box and select a
vendor by clicking on it

If this payment is going to a new vendor, type in the vendor name

An information window appears
Information E|

\il) KABC RADI0 nok in Yendor lisk, Add ta lisk?

Cancel |

Click OK

OF.
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The Vendor information window appears

Reportable |nformation [Reguired] ™
Mame

Hame [KARC RADIO| Cancel

Address |
Address? |

City | stfaz =] ze| -

Phone |[ ] - [Private]

Fill in the information

Click OK

o 0K

Back in the Independent Expenditures window, enter the date, amount, and a description of the goods or
service purchased, pressing the TAB key between fields.

Click the button ™ next to Benefited or Opposed, depending on if the expenditure benefited or opposed
the candidate.

If this is not a new candidate, click the pull-down arrow ! in the Name box from the pull-down list
If this is a new candidate, type in the candidate name

An Information window appears
Information E'

i ] BEGDOD, JOHMMY not in Candidate list, Add to list?

Cancel |

Click OK

Ok
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The Candidate window appears

R epartable |nfarmation [Feguired]
LAST. FIRST Ml ol

M ame |BEI3EIEID,JEIHNNY Cancel

Address |4 CROSSROADS
Addrezs? |

City [PHOENIX stlez =] zip [ss00TE__

Phaone |[ 1 - [Private]
Candidate Info

Elec Year Office | ﬂ

Fill in the information, pressing TAB between fields

Click OK

& OK

Back in the Independent Expenditures window

OF.

Click OK to finish



Contributing To Other Committees

Contribution limits apply to contributions to other committees

There are two different contribution limits for two distinct types of committees. A committee that is
commonly referred to as a “PAC” (Political Action Committee) is actually a non-candidate committee,
and gives at the lower limit. A “Super PAC” is a non-candidate committee certified by the Secretary of
State to give at the upper limit. See A.R.S. § 16-905(A)(B) for contribution limits. The Secretary of
State adjusts these limits biennially.

The requirements needed by a committee to be a Super PAC are listed in A.R.S. § 16-905(1). Copies
of a Super PAC’s certification from the Secretary of State must accompany any contributions to other
committees.

Contributions to other committees increase the Other Disbursements account (account #440). Entries to
this account can be viewed and edited; see the section on Viewing and Editing Account Entries for
instructions on how to accomplish this.

Recording Contributions To Other Committees, Including Candidate
Committees

In the main window, click on Transactions, Contributions, Contribute to

The Other Disbursements window appears

Other Disbursements

T .
ranzactian nfo »
Emm|| _:J
Date| / / | amount | i Cancel
Memn| F Hest

If you have paid this entity before, click the pull-down arrow ! in the From box and select the entity
name by clicking on it

If this is a new entity, type in the entity name

An Information window appears

Information

&

\i) MAMMOTH LIMOUSIMNES not in Marne list, Add ko list?

Cancel |
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Click OK

Ok

The Select Name Type window appears

Select Mame Type

Select name type and then press OK

" Committes

R B R B

Bank
Wendor

Candidate
Other

Gualifving Contribukar

[ualifying Salicitar

Ok

Cancel

Select the type of entity by clicking on the button next to it

OF.

Click OK

The appropriate window will appear to record information about that particular type of entity. For

instance, for an individual the Individual window will appear.

Fill out the form, pressing the TAB key between fields

Click OK

o 0K

Back in the Other Disbursements window, enter the date, amount, and description of the disbursement,

pressing the TAB key between fields

Click OK

OF.
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Other Disbursements

Use this function to record disbursements that are not operating Expenditures. Examples of these
disbursements may include non-essential goods or services received by the committee. This function
increases the Other Disbursements account (account #440) and decreases the Committee Equity account
(account #100). Entries to this account can be viewed and edited; see the section on Viewing and
Editing Account Entries (page 31) for instructions.

In the main window, click on Transactions, Other, Disbursements

The Other Disbursements window appears

Other. Disbursements

Tranzachan |nfo
2k,
Ernij.ﬁ.MMDTH LIMOUSIMES ﬂ
Date |05/18/2008  BJ| Amount | 0 Cancel
ME'T":'| B Mext

If you have paid this entity before, click the pull-down arrow = in the From box and select the entity
name by clicking on it

If this is a new entity, type in the entity name

An Information window appears
Information [Z|

i ] MAMMOTH LIMOUSINES nok in Mame list, Add to list?

Cancel |

Click OK

Ok
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The Select Name Type window appears

Select Mame Type

Select name type and then press 0K

E il :
Committee

~
" Bank

" Wendor
" Candidate
" Other

" Qualifping Contributor
~

[ualifying Salicitor

Ok

Cancel

Select the type of entity by clicking on the button next to it *

Ok

Click OK

The appropriate window will appear to record information about that particular type of entity. For

instance, for an individual the Individual window will appear.

Fill out the form, pressing the TAB key between fields

Click OK

o 0K

Back in the Other Disbursements window, enter the date, amount, and description of the disbursement,

pressing the TAB key between fields

Click OK

Ok
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Loans, Repayments and Interest

According to A.R.S. § 16-906, loans are contributions to the extent that they are unpaid. Therefore,
loans made to the committee by persons other than the candidate or his/her family members are subject
to contribution limits as defined by A.R.S. § 16-905. Loans made to the committee by the candidate or
his/her family members are subject to personal monies notification levels as outlined in A.R.S. § 16-905.
The Secretary of State adjusts the limits and levels in this statute biennially. Consult the Campaign
Finance Web page at http://www.azsos.gov/cfs/library.htm for current limits.

In the software there are four internal accounts that hold loan information. Loans from Candidate
account (account #300), Loans from Other Sources account (account #310), Loans Made by Reporting
Committee account (account #320), and Loan Interest account (account #420).

Entries to these accounts can be viewed and edited; see the section on Viewing and Editing Account
Entries (page 31) for instructions.

Receiving Candidate Loans
A note about candidate loans

This is where to record loans made by a candidate to their exploratory or candidate committee. Other
types of committees should not use this function.

Entries of candidate loans increase the Loans from Candidate account (account #300) and the
Committee Equity account (account #100).

Recording Candidate loans

In the main window, click on Transactions, Loans, Candidate Loan, Receive Candidate Loan

WEGEEWEg e Reporks  Window  Online Help

Prewvious Commitkes b
Contributions k
Expenditures 3
Candidate Loan Receive Candidate Loan
Transfers » Cther Loan » Repay Candidate Loan
Cither » ] accrue Inkerest for Candidate Loan
Commitbes Loan  #
Inkerest I
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The Receive Candidate Loans window appears

Receive Candidate Loans

Transaction |nfo
From [FRED FLINSTOMNE] =

Date| / / | Amount | 1] Cancel
b Mext

k.

il

Memo |

If this is not the first time you have referenced this candidate, click the pull-down arrow E' in the From
box and click the candidate name.

If this is the first time you have used this function, enter the candidate name in the From box

An Information window appears
Information E'

i J FRED FLINSTOME not in Candidate list, Add ko list?

Cancel |

Click OK

Ok

The Candidate window appears

Candidate
[ Reportable [nformation [Feguired] 0K
LAST. FIRST Ml [
[RENER(FLIMSTOME ., FREED Cancel
Addrezs |
Addrezs2 ]
City | stlz ~] ze| -

Phaore J[ Ji [Private]

: Candidate |nfo-

Elec Year Office ] :_-j

Fill out the form, pressing the TAB key between fields
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Click OK

& OK

Back in the Receive Candidate Loan window, enter the date and amount of the loan, pressing the TAB
key between fields.

Click OK

Ok

Repaying Candidate Loans
A note about repaying candidate loans

Repayments of candidate loans decrease the Loans from Candidate account (account #300) and the
Committee Equity account (account #100).

Recording repayment of candidate loans
In the main window, click on Transactions, Loans, Candidate Loan, Repay Candidate Loan

The Repay Candidate Loan window appears

Repay Candidate Loan

Candidate Loans (Including Family Members)
Drate | Mame | Loat Amt Interest | Paymentz Balance
05/18/2005 FLIMSTOME. FRED $75.00 $0.00 $0.00 $75.00

Process
Date |05:21/2005 1| Amount i?‘EI

temo |

LCloge

b Mest

Hdi

Select the loan that you wish to make a payment on by clicking on it

Enter the date and amount of the payment, pressing the TAB key between fields

Frocess

Click Process
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Accruing Interest For Candidate Loans

In the main window, go to Transactions, Loans, Candidate Loans, Accrue Interest on Candidate
Loans

The Enter Accrued Interest for Loan window appears

Enter Accrued Interest For Loan

X]

Candidate Loans (Including Family Members)
[ ate Mame Loan Amt |nterest Payments Balance
08/26/2005 MY BAME, $2.100.00 $0.00 $0.00  $2.100.00
Process
Date (I 15| Amaount ]
Cloze
emo |
b Mext

Select the loan that you wish to accrue interest by clicking on it

Enter the date and amount of interest along with any comment on memo line

Process

Click Process



Receiving Non-Candidate (Other) Loans

A note about non-candidate loans

Entries of non-candidate loans increase the Loans from Other Sources account (account #310) and the
Committee Equity account (account #100).

Recording non-candidate loans
In the main window, click on Transactions, Loans, Other Loan, Receive Other Loan.

The Receive Other Loans window appears

3

Receive Other Loans

T .
ranzaction |nfo "
Emnﬂl _:J
Date| # / Bl| Amount | i Cancel
Memn| b Mext

If this is not the first time you have received loans from this lender, click the pull-down arrow ~lin the
From box and click on the lender name

If this is the first time you have received loans from this lender, enter the lender name in the From box
An Information window appears

Information le

i ] Bl BarM RUBBLE not in Mame list, Add ko lisk?

Cancel |

Click OK

Ok
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The Select Name Type window appears

Select Mame Type

Select name type and then press 0K

" Committes
" Bank

" Wendor
" Candidate
" Other

" Qualifping Contributor
" Qualifing Solicitar

Ok Cancel

Select the type of entity for the lender by clicking on the button next to it *

Ok

The appropriate window will appear to record information about that particular type of entity. For
instance, for an individual the Individual window will appear.

Click OK

Fill out the form, pressing the TAB key between fields

Click OK

o 0K

Back in the Receive Other Loans window, enter the date and amount of the loan, pressing the TAB key
between fields

Click OK

Ok
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Repaying Non-Candidate (Other) Loans
A note about repaying non-candidate loans

Repayments of non-candidate loans decrease the Loans from Other Sources account (account #310) and
the Committee Equity account (account #100).

Recording repayment of non-candidate loans
In the main window, click on Transactions, Loans, Other Loan, Repay Other Loan

The Repay Other Loan window appears
Repay Other Loan [Z|

Loans (Excluding Candidate Loans)
[ ate | M arme | Loan At | Interest FPapments Balance
01/05/2005 |PEFPES' FINAMNCIAL PALACE $1.500.00 $0.00 $0.00  $1.500.00
Process
Date i gmuunt] 0
Cloze
Memo |
b Mest

Select the loan that you wish to make a payment on by clicking on it

Enter the date and amount of the payment, pressing the TAB key between fields

Process

Click Process
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Accruing Interest For Non-Candidate Other Loans

In the main window, click on Transaction, Loans, Other Loans, Accrue Interest, Other Loan

The Enter Accrued Interest For Loan window appears

Enter Accrued Interest For Loan

Loans (Excluding Candidate)

X]

[ ate | M arme Loan At [nterest |Paymentz | Balance
01/05/2005 |PEFPES' FINAMNCIAL PALACE $1.500.00 $15.00 $£0.00 $1.515.00
I Process
Date |04/26/2005 EI] Arnount ]1 ) ]
Cloze
Memo |
b Mest

Select the loan that you wish to make a payment on by clicking on it

Enter the date and amount of the payment, pressing the TAB key between fields

Click Process

Frocess
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Making Committee Loans

Candidate or exploratory committees must not make loans to other candidate or exploratory committees,
with exceptions described in A.R.S. § 16-905(H).

Loans made by the committee increase the Loans Made by Reporting Committee account (account
#320) and decrease the Committee Equity account (account #100).

In the main window, click on Transactions, Loans, Committee Loan, Make Loan

The Loans Made By Committee window appears

X

Loans Made By Commitiee

T .
ranzaction lnfo "
Emnﬂ _:J
Date| / / 5| Amount | 0 Cancel
MEmD| B Mext

If the recipient is already in the names list, click the pull-down arrow | in the From box and click the
recipient name on the pull-down list

If the recipient is not in the names list, enter the recipient name in the From box

An Information window appears

Information

i J BiaM BAM RUBBLE not in Mame list, Add o list?

Zancel |

Click OK

OF.
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The Select Name Type window appears

Select Name Type

Select name type and then press OF.

Committee
Bank,
Yendor
Candidate
Other

Eualifving Cantribukar
Cualifving 5olicitor

Ok, | Cahcel

,r
~
~
~
~
~
~
~

Select the type of entity for the recipient by clicking on the button next to it

Ok

The appropriate window will appear to record information about that particular type of entity. For
instance, for an individual the Individual window will appear.

Click OK

Fill out the form, pressing the TAB key between fields

Click OK

0K

Back in the Loans Made By Committee window, enter the date and amount of the loan, pressing the
TAB key between fields

Click OK.

OF.



Transfers of Funds

These transfer functions record transfers of funds from one committee to another that are not
contributions. For instance, a committee may wish to transfer funds from a previous committee to a
subsequent committee at any time during the election cycle, or two or more committees may host a joint
fundraising effort and need to split the proceeds later.

Prompts in the transfer functions will ask the operator for the committee ID of the sending or receiving
committee. If the committee does not have an ID issued by the Secretary of State, enter the ID issued by
a local jurisdiction.

There are two accounts that hold transactions regarding transfers of funds: transfer to another
committee account (account #600) and transfer from another committee account (account #610). Entries
to these accounts can be viewed and edited; see the section on Viewing and Editing Account Entries
(page 31) for instructions.

Transfers To Another Committee

This function decreases the Committee Equity account (account #100) and increases the Transfer To
Another Committee account (account #600).

In the main window, click on Transactions, Transfers, To Another Committee ID

The Transfer to Another Committee window appears

Transfer To Another Committee

T .
ranzactian nfo »
Emm| _:J
Date| / / | amount | i Cancel
Memn| F Hest

If the receiving committee is already in the names list, click the pull-down arrow ! in the From box
and click on the name of the receiving committee

If the receiving committee is not in the names list, enter the committee name in the From box

An Information window appears
Information E|

\i’) QUARRY WORKERS UMITED AGAIMST TAR PITS not in Committes Contributor lisk, Add o list?

Cancel |
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Click OK

QK
The Political Committee window appears

Political Committee

Repaortable Information [Fequired]

Committee Mame Ok
[RENER 0 UARRY WORKERS UHITED AGAINST TAR PITS Cancel
Addresz |
Addresz2 |
City | stlez =] zol| -

Bhaore |[ ] - (Private]

Puolitical Cormmittee Info
Tepe  PAC " Super PAC  © Paolitical Party

Fill out the form, pressing the TAB key between fields

Click OK

& OK

Back in the Transfer To Another Committee window, enter the date and amount of the transfer, along
with any remarks, pressing the TAB key between fields

Ok

Click OK



Transfers From Another Committee

This function increases the Committee Equity account (account #100) and the Transfer from Another
Committee account (account #610).

In the main window, click on Transactions, Transfers, and From Another Committee ID

The Receive Transfer From Another Committee window appears

I

Receive Transfer From Another Committee
Tranzachon Info

Eru:um| ﬂ

Date| & ¢ 5| Amount 0 Cancel

b Mest

it

Memo |

If the sending committee is already in the names list, click the pull-down arrow | in the From box and
click on the name of the sending committee

If the sending committee is not in the names list, enter the committee name in the From box

An Information window appears

Information

Cancel ‘

Click OK

]
The Political Committee window appears

Political Committes

Fleportable |nformation [Required)

Cornrnittes Marne
[ECN[DUAREY WORKERS UNITED AGAINST TAR PITS Cancel
Addrezs |

AddressZ |

City | stfaz =] zo| -

Bhane |[ ] - [Frivate]

Palitical Committee |nfo
Tupe  PAC (" Super PAC 7 Paolitical Party
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Fill out the form, pressing the TAB key between fields

Click OK

W 0K

Back in the Receive Transfer From Another Committee window, enter the date and amount of the
transfer, along with any remarks, pressing the TAB key between fields.

Ok

Click OK.

NOTE: Also see section on Transfer Previous Committee Surplus
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Getting Help

Of course, we can’t help you with legal advice or any interpretation of statute, law, code or rule. But we
know Campaign Finance Software inside and out, and can assist you with the installation and operation
of this software product.

Most questions can be answered by reading this manual. However, if you have an issue you can’t
resolve, or if you’ve found a problem with the software, feel free to email us at:

info@cfsaz.com

Your CF Solutions Support Team
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