D. REPORTS

Select the report type @

RBepor of Beceipts and Dishursements (Form F30
24 hour notice (Form 24)

Farm 1 (Statement of Organization)

Forrm 1k (Motification of Multicandidate Status)
tdiscellaneous Electronic Submission

k. Cancel

Reports

The FECFile generates several different kinds of reports. These reports can
include:

= Report of Receipts and Disbursements (Form 3P) This is for Presidential
Candidate Committees

= Report of Receipts and Disbursements (Form 3) This is for Non-
Presidential Candidate Committees

= Report of Receipts and Disbursements (Form 3X) This is for PACS,

Parties, State and Local Parties

48 Hour Notice (Form 6)

Statement of Organization (Form 1)

Notification of Multicandidate Status (Form 1 M)

Miscellaneous Electronic Submission
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Creating A Report Of Receipts And Disbursements
(Form 3X) (This Is For PACS and Party Committees)

v Upon launching FECFile, select your existing committee file, (*.dcf).

v Select View, from the menu bar and select Reports.

COX

e T 0%

Open a window on al Reports in this fie Q2:01/01/2003 - 06/30/2003

v' Select Edit from the menu bar and then select New.

Shortcut! (Right-click and select New, or use the Ins key
on your keyboard with the Report window highlighted!)

NOTE: The first time you create a report, and your cash on
hand is not zero ($ 0.00)—The first transaction you enter in
the report should be the “Cash on Hand” Transaction to enter
the initial balance. Subsequent transactions will modify the
balance. See the transactions section for instructions.
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X

Select the report type

Feport of Beceipts and Diskbursements (Farm F3x)
24 hour notice (Form 24)

Form 1 (Staterment of Organization)

Form T (Motification of Multicandidate Status)
Miscellaneous Electranic Submission

(0]:4 | Cancel |

v' Select Report of Receipts and Disbursements (Form 3X) and click on OK.

Report information R‘
Twpe of Report
I -
Date Fram Date Thru Election date
Election ycle running in State

E [-] [

Signed by

Abrams, James D. - 45 Lakewood Flace. . ~
Aeder, Jeffrey | - 2647 M. Bosworth Awvenue... =
ALOT OF PEOFLE SUPPORTIMNG TOMDASCH-FPOB.. ¥

[ This report discloses a new committee address

(0] Cancel

v" The Receipts and Disbursements Report has several options. Select the
report required from the “Type of Report” drop-down menu.

v" Point and click inside the “Date From” field and enter in the date required.

Note: Due to the nature of the report selected, some date fields will
be automatically populated by the FECFile application.
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Point and click inside the “Date Thru” field, and enter in the date
required. Again, this is necessary if the date field was not
automatically generated.

Note: You may accept the default dates, or change them if
necessary. Caution is required when changing the default dates. Pre-
Primary reports, Pre-General reports and Post-General reports can
alter the coverage dates of adjacent reports. If there is uncertainty
about report coverage dates, users must check with an FEC
representative prior to changing the default dates.

Date formats should be entered as follows:
= m/d(1/1)
= mm/dd (01/01)
= mm/dd/yy (01/01/00)
=  mm/dd/yyyy (01/01/2000).

PLEASE NOTE THAT IF THE YEAR IS NOT PROVIDED, THE
SOFTWARE DEFAULTS TO THE CURRENT YEAR.

v' The treasurer's name may be selected from the Individuals/Organizations list.

Note: If the treasurer’s name is not listed, it must be entered in the
same manner as a standard individual.

v If the committee’s address has been changed on the Individuals/Organizations
list, check the box reading, “This report discloses a new committee address”.

v" Click on OK.

v' The Reports table will appear.
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Creating a 24 of 48 Hour Notice Form (Form 24)

Only PAC’s and Party Committees report a 24 Hour Notice to the FEC. If Filing

the Form 3X electronically, the option to select 24 Hour Notice appears in the
Report View.

v" Upon launching FECFile, select your existing committee file, (*.dcf)

ORls&dw O
T —

Al Transactions

Summary Page
Receipts

Dsbursements
Loans and ather Oblgatons

- [O)X

|
01/01/2004 - 03/31/2004 Torres, Anita
05/01/2004 - 03/30/2004 Alamo, ANEonio - 254747.97
) - 11/06/2004 10/04/2004 Arrizurieta, Caros -
e | 24-hour natice (Form 24) - 10/15/2004 Davks, Tmothy

v' Select View, from the menu bar and select Reports

e I RGeLde Do

CEX
Signed by
05/24/2004 Machado, Gus
Tarres, Anita

254747.97
11/06/2004 10/04/2004
10/15/2004
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v' Select Edit from the menu bar and then select New.

Shortcut = Right Click and select New, or use the Ins key on
your keyboard

& FECfile - Unauthorized - 8x]

Select the report type

IcReports _— ] (]

& Individual Coverage | 2 T openng ca
pe

A2 January 31 Year End G7/01/2003 - 12} v o, Gus T 3100.00
Apri 15 Quarterly 01/01/2004-03/| [t \oate Stetus Anita 257017.97
October 20 Monthly 09/01/2004 - 09/} Antonio - 254747.97
24-hour notice (Form 24) fta, Carios -
24-hour notice (Form 24) [rmothy

v Select the 24 Hour Notice Form, (Form 24), and click on OK.
v" If this is a 48 Hour Notice, Click the box labeled “48 Hour”

24-hour notice (Form 24)

Election date State
Ii INune LI
Signed by [~ 48 hour
- ~ |
] i~
k. I Cancel |

v' Type in the Election date, state (where the committee is registered), and select
the drop down area to populate the signed by field and select OK.
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2z PRGEEBS Do

[E Reports

Type Coverage Closed on Signed by .. | Opening Ca

A2:January 31 Year End 07/01/2003 - 12/31/2003 05/24/2004 Machado, Gus - 3100.00

April 15 Quarterly 01/01/2004 - 03/31/2004 Torres, Anita - 257017.97
=] Individuals/Ors (SRR ILCLY 09/01/2004 - 09/30/2004 Aamo, Antonio - 254747.97

24-hour notice (Form 24) - 11/06/2004 10/04/2004 Arrizurieta, Carios -

24-hour notice (Form 24) | - 10/15/2004] | Davis, Timothy

v" The FECFile application returns to the Report Screen.

18 FECfile - Unauthorized
2 window Help
i PRicLsEw o

Reports

Summary Page
Receipts

Disbursements

Loans and other Oblgations

Recyde bin
Coverage Closed on Signed by i
RZ3anuary 31 Vear End 07/01/2003 - 12/31/2003 05/24/2004 Machado, Gus - 3100.00
April 15 Quarterly 01/01/2004 - 03/31/2004 Torres, Anita - 257012.97
[ 10 e o] October 20 Monthly 09/01/2004 - 09/30/2004 Aamo, Antonio - 25474797
24-hour notice (Form 24) - 11/06/2004 10/04/2004 Arrizurieta, Carios -
24-hour notice (Form 24) | - 10/15/2004] | Davis, Timothy

v Select the report identified as the 24 Hour Notice in the type column, and
select View, All Transactions from the menu bar.

Shortcut = A shortcut to select All Transactions may be used
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by selecting the Globe on the icon bar.

v Select the independent expenditure that should appear on the 24 hour naotice.

EIEX

Name Date
Pateinc 02/24/2004
'86 CAMPAIGN/| 02/24/2004
Calvet, Cesar  In-kind - Caterir 11/19/2003
Claver-Carone, In-kind - Consu 12/31/2003
de la Fe, Ermest: In-kind - Caterir 12/04/2003
Heredia, Ivonne In-kind - Caterir 12/16/2003
Leon's Wine an Catering Costs 12/23/2003
Machado, Gus In-kind - Admini 12/31/2003
Machado, Gus  In-kind - Printiny 12/31/2003
Machado, Gus In-kind - Rent 12/31/2003
Ortiz, Ramiro  In-kind - Caterir 11/19/2003
Zubizarreta, Ter 02/02/2004
Bil McColum for 09/25/2003
Barbosa, Flena 03/03/2004
recar e " 03/15/2004 270.00

Exempt
Voter Drive
Administrative

10/05/2004
02/20/2004
07/02/2003
02/02/2004
01/01/2003
02/02/2004

03/03/2004
02/25/2004

Pl
] Itemizaton 02/24/2004

v Right click on the entry to be changed, and select add to Form 24. This
permits the changing of the information on the transaction; however the
information should be the same. Note that the Memo box has a check mark,
as the transaction is recorded as a memo. The reason for this being that the
total expenditures will not appear inflated. These steps are repeated for each
transaction to be reported on this 24 Hour Notice.

v/ Additional 24 Hour Notices for future periods must be created and uploaded
separately. Use the above steps to create additional 24 Hour Notices.
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Creating a Statement of Organization, (Form 1)

v" Upon launching FECFile, select the appropriate candidate or committee
information option.

v As the application asks “Would you like to create a Report and enter your
Report Information Now”, select OK.

v Select View, from the menu bar and select Reports.

{8 FECfile - AUTH.DCf |:"E”X‘
Fie Edit RUE'E Window Help

i | o Ele&d@e S

Al Transactions

Summary Page

Receipts

Disbursements

Loans and other Obligations

Recycle bin

Sort... Ctrl+r

... FEX

Open a window on all Reports in this file

YE:10/28/2003 - 12/31/2003 /|
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{5 FECfile - AUTH.DCf
File Edit ‘View Window Help

FLI VEle&L@® S

{Z Reports

27518.23

July 15 Qual 0 Report of Receipts and Disbursements (Form F3) 18.23 |27518.23
B 48 hour natice (Form B

Form 1 (Staterment of Organization)

Forrm Th (Motification of Multicandicate Status)
Miscellaneous Electronic Submission
Form 2 (Statement of Candidacy)

QK | Cancsl

Ready Q2:04/01/2004 - 06/30/2004 |

v' Select Form 1, Statement of Organization, and select OK.

X

STATEMENT OF ORGANIZATION

X

@ Principal Candidate Committee
" Authorized Committee (Not Principal)
" Suppors/Opposes only one Candidate (unauthorized)

— Type of Committee
Party code

" Separate Segregated Fund
" Mot 55F or Pary, supports/opposes maore than one candidate
" Pary Committes & Mational

 State

¢ Subordinate

Custodian of Records

[ Edlit |

Treasurer

[ Edit |

[~ Committee name has changed [~ Address has changed

URL

v" The Statement of Organization dialog box appears. Enter in: the type of
Candidate Committee; the URL, and the e-mail address; and, the date.
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{5 FECfile - AUTH.DCf
File Edit ‘View Window Help

- [O/X

. | STATEMENT OF ORGANIZATION (X
) i -

Type of Commi
- Party code

{Z Reports Affiliations, Agents and Banks Related to the Committee

—Add new
A2:January 12/ Relationship/Title

July 15 Qual 06/ Affiliation....

Designated.

Bank.

Agents. | |7/22/2EIEI4

Ok Cancel |

Oin... (701X

Ready

Delete
o |
Cancel

EL

v Click on the Agents button, and the Affiliations, Agents and Banks Related to
the Committee dialog box appears. Enter in the pertinent data and click on OK.

v" When FECFile asks to save changes, click on OK.

The application returns to the Statement of Organization dialog box. Click on

OK.
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Notice of Multicandidate Status (Form 1M)

v" 1. Upon launching FECFile, select your existing committee file, (*.dcf).

CIgx)

[B FECfile - Unauthorized
A Window Help

Individuals/Organizations m (ﬁ & - @ ‘ g Q

All Transactions

Summary Page
Receipts

Disbursements

Loans and other Oblgations

= OX

Coverage Closed on Signed by ... | Opening Ca|
AT: 07/01/2003 - 12/31/2003 05/24/2004 Machado, Gus - 310000
April 15 Quarterly 01/01/2004 - 03/31/2004 Torres, Antta 257017.97

October 20 Monthly 09/01/2004 - 09/30/2004 Alamo, Antonio 254747.97
- 2004 10/04/2004 Arrizurieta, Carlos -

10/15/2004

Recyck bin
sort

v' 2. Select View, from the menu bar and select Reports.

D PEBe&@B® Do

Modfy...
Delete
Form 3.

Form 32-1
ebt/Loan payments
Redesignate/Reattribute. .

Memo Text...
[ (23

Close Report...
Amend Coverage Closed on Signed by ... | Opening Ca
) 07/01/2003 - 12/31/2003 05/24/2004 Machado, Gus - 310000
Itemization 01/01/2004 - 03/31/2004 Torres, Anita 257017.97
Verge selected names 09/01/2004 - 09/30/2004 Aamo, Antonio 254747.97
- 11/06/2004 10/04/2004 Arrizurieta, Carlos
lection inf - 10/15/2004|
/15/2

[Create a new item of the selected
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v' 3. Select Edit from the menu bar and then select New.

Select the report type g|

Feport of Receipts and Dishursements (Form F3x)
24 hour notice (Farmm 24)

Form 1k (Motification of Multicandidat
Miscellaneous Electronic Submission

v' 4. Select the Form 1M, Notice of Multicandidate Status, and select OK.

NOTIFICATION OF MULTICANDIDATE STATUS k R|
Type of Committee

™~ State Party @ Other

" STATUS BY AFFILIATION

Affiliated committee

@ STATUS BY QUALIFICATION
List of 5 federal candidates the committes has contributed to
| Edit

Edit

|

| Edit
| Edit
| Edit

515t Contribution on FORM1 registration on  Qualified on

Treasurer

[R5

o] | Cancel
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v 5. The Notification of Multicandidate Status dialog box appears. Select the
Type of Committee, status by affiliation or status by qualification, entering in
the corresponding data. Enter in the Treasurers name, and select OK.
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Miscellaneous Electronic Submission (Form 99)

v" Upon launching FECFile, select the appropriate candidate or committee
information option.

v As the application asks “Would you like to create a Report and enter your
Report Information Now”, select OK.

v' Select View, from the menu bar and select Reports.

8 FECfile - AUTH.DCf
ST Window Help
Individuals/Organizations & @ ‘ L)
7| Election Cycles ‘@ﬁ ‘@U@
All Transactions E

Summary Page

Receipts

Disbursements

Loans and other Obligations

Recycle bin
Sort...

& n... JIEIX)

Open a window on all Reports in this file

YE:10/28/2003 - 12/31/2003 /|

v' Select Edit from the menu bar and then select New.
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Levin Funds Report (Schedule L) — Party Committees
Only

Within a form 3X, you can create a separate Levin Fund Report.. To do this
execute the following steps:

& FECfile - DC1

Fie EOU View Window Help

B e v PRI LBS Do
=]

E =y
Ready 1:01/01/2005 - 03/31/2005

v Create or Select the report of receipts and disbursements that requires a
Schedule L.

1B FECfile - DCFA

Loans and other Oblgations
71 Recydebin

A
14 L Search.. CrisF

16 Refunds of contributions made to other federal ¢
17 Other Federal Receipts (Dividends, Interest, etc.)
16(s)  Transfers from Non-federal Account

18(5)  Transfers from Levin Funds

21(a)  Alocabl expendtures
I, Federa share
.. Non-federal share
21(b)  Other federal operatng expendiures
22 Translers to afflated/other party commitees
23 Contributions to other federal candidates and po
24 Independent expendiures
25 Coordinated expendiures
26 Loan repayments made

28(a)  Refunds of individual contributions

26(b)  Refunds of contrbutions from poltical party com
28(c) Refunds of contributions from other poltical com
29 Other dsbursements

30(a) ~ Shared Federal Election Activity (from Schedule +
1. Federa share

.k Levin share
30(b)  Federal Election Actvity Paid Entirely With Federe

] Loans owed TO the commitee
] Other debts owed TO the committee.
10 Loans owed BY the committee

10 Other debts owed BY the committee

H1 Method of alocation for shared expenses.
W2 Alocation ratd for Jomt acovty
Levin Funds

N 3 vindow on SUMmMBary-page Tota In the seected 1:01/01/2005 - 03/3
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v Select View, from the menu bar and select Summary Page.

& FECfile - DCF1 r__ ﬁl ‘

Fe Edt Vew Wndow Help

] R O@lie&de S

& Summary Page - Form 3X

Line#  Description ThisP.I ThisP.U cml cmo.u
6(a)  Cashon hand (Jan. 1)

11(s) Individual Contributons

11(b) Contributions from poltical party committees
11(c) Contributions from other poltical committees

12 Transfers from affiated/other party commitees
13 Al loans received

14 Loan repayments received

15 Offsets to operating expenditures (refunds, reba
16 Refunds of contributons made to other federal ¢
17 Other Federal Receipts (Dividends, Interest, etr.)
18(2)  Transfers from non-federal Account

18(b)  Transfers from Levin Funds

21(3)  Abocable expendiures
...d. Federal share

e Nanvlediral share
21(b)  Other federal operating expendrures
22 Transfers to affiated/other party commitees
23 Contrbutions to other federal candidates and po
24 Independent expendrures
25 Coordnated expendiures
26 Loan repayments made
27 Loans made
28(3) Refunds of individual contrbutions
28(b)  Refunds of contributions from poltical party con
28(c) Refunds of contributions from other poltical cor
29 Other dsbursements

30(z) Shared Federal Blection Activity (from Schedule ¢
ek Federal share
‘‘‘‘‘ i. Levin share

30(b) Federal Election Activity Paid Entirely With Feder:

9 Loans owed TO the commites
9 Other debts owed TO the committee
10 Loans owed BY the commitiee
10 Other debts owed BY the committee

HL  Method of alocation for shared expenses
H2__ Alocation ratio for Jonit actvity

< "]
Q1:01/01/2005 - 03/31/2005

v' Select line SL Levin Funds from the Summary page and double click on that
line.

Report information R|

Account -
|Se|:|:|nd Accounll 1

First Account- ..

0K | Cancel

v' The Levin report information screen pops up. Enter the account name, or
select an existing account. Note: You must press the “Tab” key to enter the
account name.

v" Click the OK button.
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[& FECfile - DCF1 Eﬁ| |

Fe Edt Vew Wndow Help

| ] O@lie&de S

& Summary Page - Form 3X

Line# | Description ThsPl | ThsPU | CIDI | CTD.U
7 Cash an hand (Jan. 1)

1(2)  Receipts from persons
Other Receipts

Transfers to Federal or Alocation Account
...Voter Registration

4c)
4(d)  ...Generic Campaign
H Other disbursement

Ready

v' FECFile creates a Levin Funds Report (Schedule L) for the same period as
the 3X in which it was created...and displays a Levin-specific Summary Page.
This page is the controlling Summary Page (Is displayed when you select
View/Reports) whenever a Levin Schedule report is selected in the Reports
page. This provides access to the Levin-specific transactions. Please refer to
the Transactions section for details.
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