|. AMENDING REPORTS AND NOTICES

There are three types of reports produced by FECFile that are related to the
Form 3 and Form 3x reports. An amended report is based on a previously filed
report, a 48-hour is a special report that contains information that will be
reported on the next Form 3 report filed. In FECFile, both require that a current
or previous report be available on the Reports View.

Amendments

ONLY ELECTRONICALLY FILED REPORTS
CAN BE AMENDED ELECTRONICALLY!

She

If the report being amended was originally filed on paper, it
cannot be amended electronically.

When the original report was filed electronically, a faxed or
emailed confirmation from the FEC that included a Filing ID
number was sent. The Filing ID is in the format “FEC-XXXX”
where the Xs represent numbers. This number is
automatically saved for the user upon a successful filing,
making the amendment process easier. Notice that the filing
id field is grayed out. This id cannot be altered.

Close report

Date closed Filing 1D [Criginal]

. Cancel |
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Creating An Amendment

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

I8 FECfile - AUTH1.DCF

Fe Ede [Igg] Wndow Help
Indiduals/Organzations
Blection Cyces

Al Transactions g

FRic&ED S

Loans and other Obigatons

Recycle bin

>
Open a window en al Reports in this fie M4:03/01/2004 - 03/31/2004

v Right click on the report to amend and select Amend. The report screen that
opens should contain most information.

I8 FECfile - AUTH1.DCf

B RGeL@B Do

Signed by | Blection ... | Openin... Cosng...
joa 755,17

Redesignate/Reatribute
10l Memo Text..

Unciose Report..

< >
Amend the selected Form or transaction M4:03/01/2004 - 03/31/2004
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v' If the treasurer’'s name is being modified as part of the amendment, it is
modified at this point.

B - %]
EJ Béa: s PRGcEAS O

o m

Report information - Amendment 1

Type of Repor
| R - |
Date From Dete Thu Election dote
s EEIET]
Elscton cycle unving in Stote B

11/06/2000-11/02/2004 ~| |

Ready M4:03/01/2004 - 03/31/2004

v Choose OK to create the amended report. Select Yes to modify the
selected report.

The report will now have an A1, A2... in front of it; A1 is for the first amendment
A2 is for the second amendment. Any subsequent amendments will have “A”
and the appropriate corresponding number of the amendment. If the user has
any reports that were already closed and filed, FECFile will automatically
generate amendments for those reports.

Example:

o There are three reports filed to date. The Quarter 1 dated 1/1/01
to 3/31/01, the Quarter 2 dated 4/1 /01 6/30/01 and the Quarter 3
dated 7/1 /01 to /30/01. All three reports are closed and have
been filed electronically. The user needs to amend the Quarter
1 report, after filing the amendment for this report all the
subsequent filed reports will generate automatic amendments.
To find out if they need to file any of these automatically
generated amendments; contact the Reports and Analyst
Division at the Federal Election Commission.

FECFile — Authorized Manual 6.0 -3



Modifying Transactions For The Amendment

Transactions that were incorrectly reported in the original report can now be
corrected.

v Go to the view that contains the incorrect transaction (e.g. Receipts,
Disbursements), and find the transaction that requires editing.

v Double click on the transaction requiring editing.

v" Make the necessary changes to the transaction and select OK. The altered
transaction appears; the original transaction resides in an archived file of the
original filing.

Adding new transactions for the amendment

Adding new transactions to an amended report is completed as adding new
transactions to an original report. Go to the Summary Page View and double
click on the line that represents the new transaction.

Deleting transactions from an amended report

To delete a transaction from an amended report, go to the view that displays
the transaction, single click on the transaction, and choose Delete from the Edit
menu.

Filing an amended report

An amended report is filed like a new report (choose Upload from the
File menu). The necessary filing id required to amend the report is
already entered in the box labeled “This filing amends”
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X

Settings

Upload l Configure ]

Filer information
Password |

ID [CD0395343

Fa:t.|

e-mail |

Filing Method
" TCP/IP @& S5L (" Digup ¢ A  B:  Other

[ File it to the test server [ will not be received by the agency

This filing amends |

QK | Cancel | Help

Previewing original and amended reports

FECFile now creates an archived file of filed reports. To view a report, select
the one to preview from the reports view. Select print archived report from the
file menu. Choose current, original or amendment 1, 2, or 3. Choosing current
previews the report that is selected in the reports view. Original previews the

original report that was filed or the current report if no report has yet been filed.

Any of the amendment options preview the corresponding amendment.
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48 Hour Notices

ile - AUTH1.DCf

715 Loans and other Obigatons

Recyde bin

Open a window on al Reports in this fie

M4:03/01/2004 - 03/31/2004

Create the next report (i.e. Q1) and the transaction(s) that will be reported on
that report and the 48 Hour Notice. This report and subsequent transaction will

be reported to the FEC at some point following the submission of the 48-Hour
Notice.

v Select View from the menu bar and click on Reports
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I8 FECfile - AUTH.DCF r._ﬁ| |
Fie G0 vew window Help

(ETE——e Rl e

Signed by | Election ... Openin... | Closng...
- 11/07/2000] 0.00 10.00

Redesignate/Reattribute...
Memo Text.

Close Report...

Temization

Settngs.

< >
Create a nevi tem of type Q2:04/01/2004 - 06/30/2004

v Select Edit from the menu bar and click on New. A dialog box will appear

Select the report type g

Fepor of Receipts and Dishursements (Form F3)
48 hour notice (Form B)

Form 1 (Staterment of Qrganization)

Form 1k (Motification of Multicandidate Status)
Mizcellaneous Electronic Submission

Form 2 (Statement of Candidacy)

ok Cancel

v Select 48 Hour Notice in the dialog box and click on OK.
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48-hour notice (Form 6)

Election date State

| None <l

Signed by

CtherDebts0Z - 12 Shagebrush Way... "~

Testowedhy - 1234 Oak Street... =

Taoother, Farbes - 1234 Oak Street... 3
Dk, Cancel

v" Enter the date of the election in the Election date field.

v Click on the drop down menu and select the state in which the candidate is

running for election.

v Select the Treasurer or Assistant Treasurer from below the Signed by field.

Their name will now appear in the Signed by field. Click on OK.

[& FECfile - AUTH.DCF

Fe Edt [0l Window Help

,:jE Individuals/Organzatons
% Election Cydies

Reports

Type
july 15 Qus  Summary Page
Recepts

Disbursements
Loans and other Obligations
Recyde bin
Sort..
[E All Transactions
Line#  Name Descrption Date  Amount | Id
10 Testowedby 04/02/2004
9 OtherDebts02 Other debt owe 04/02/2004  2000.001102
[F15  CtherDebts02 04/02/2004
<
Open a window on al in this fle

70.00108

10.001105

O@lie&d@e S

v' Select the 48 hour notice line in the Reports View, highlighting it. Select
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View from the menu bar and select All Transactions.

I8 All Transactions

10 Testowedby

Modify...
Delete

Memo Text...

Sort...
Itemization

Line# | Name Description

Date

04/02/2004
9 OtherDebts0O2 Other debt owe 04/02/2004  2000.00 1102
T R IR g

Ctrl+m
Del

Redesignate/Reattribute...

Ctrl+r

Amount | Id
70.00:108

v Right click on the appropriate transaction, from step 1, that you would like to
add the 48 Hour Notice. Select Add to Form 6 from the drop down menu.
The transaction has now been successfully added to the 48 Hour Notice
highlighted on the Reports screen from previous step.

v If additional transactions are required to add to the same 48 Hour Notice,
repeat the previous step for each transaction.

Note: The transaction must be previously created in the next
report in order to be attached to the Form 6.

v Select View from the menu bar and click on Reports.
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Fie Edt Window  Help

e el 1 Y YT I

Loans and other Obligations

Recyde bin

My Comny

Event & ”

Individual other 12 Shagebrush Way  Anytown VA 22100
Indwvidual other 1234 Oak Strest Anytown VA 22100
Individual other 1234 Oak Street Anytown

=]}

Coverage Election ... Cosedon | Signed by  Election ...

11/07/21

v" Right click on the 48 Hour Notice and select Close Report.

[E Reports

Type Coverage | Election ...

IJury 15 Qual 06/30/2004

New... Ins

Signed by | Election ...
11/07/2000 0.00 10.00
v| 11/07/2000] |

Modify... Ctrl+m
Delete Del
Form 3Z

Form 3Z-1
Loan/Debt payments

Memo Text...
Redesignate/Reattribute... 4

Forgive/Settle

[ N

Amend

Sort. Ctri+r
Itemization v

v' Enter in the current date in the Date Closed field, and click on OK.
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13 FECfile - AUTH.DCF - X

= PRI 1T Ty

I Individuals/Organizations and Events

MName Fier Id Type Address.
My Committee- FILING COMMIT Campaign Com
Exempt Event (Joink Fer

\voter Drive Event (Joint Fec 7
Administrative Ewvent (Joint Fex ”
QtherDebts02 Individual other 12 Shagebrush Way  Anytown VA 22100
Testowedby Indwvidual other 1234 Oak Strest Anytown VA 22100

Toother, Forbes Individual other 1234 Oak Street

Close report

Filing ID [Original]

Cancel

v" Upload the report as per submission instructions.
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Partnership Contributions

[& FECfile - AUTH.DCF X I__@[g

Fie Edt View Window Help

Contrib

Contributions from other poitical committees
Contributions from the candidate

Transfers from other authorized committees

Loans received from the candidate

Other loans received

Offsets to operating expenditures (refunds,
Other Recepts (Dividends, Interest, etc.)

Operating expenditures

Transfers to other authorized committees
Loan repayments made to the candidate
Qther Ioan repayments made

Refunds of indvidual contributions

Refunds of contributions from poltical party ¢
Refunds of contributions from other poltical ¢
Other disbursements

Loans made

Cash on hand
Loans owed TO the committee
Other debts owed TO the committee

Loans owed BY the committee
Other debts owed BY the committes

4 F CHOEOEEBER 280, CO6: Entiuts 008 o=
PR ACEAT AT o280 SDRBKSE S

1B Fechile - AuTh.ocE | 8] dnbox psoft .. [ 2 1Reminder £ BartlettRan's Bud..

v" From the FECFile Summary page, double click on line 11(a).

v" The Individual contribution dialog box appears. Enter the partnership’s
name in the text field, and press the Tab key.
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RG] T XY L Y

= Summary Page - Form 3

Contributions from poltical party committees
Contributions from other poitical committees
Contributions from the candidate

Transfers from other authorized commitees

Loans received from the candidate

Qther loans received

Offsets to operating expenditures (refunds,
Other Recepts (Dividends, Interest, etc.)

Operating expenditures

Transfers to other authorized committees.
Loan repayments made to the candidate
Qther loan repayments made

Refunds of individual contributons

Refunds of contributions from poltical party ¢
Refunds of contributions from other polical ¢
Qther disbursements

Loans made

Cash on hand

Loans owed TO the committee
Other debts owed TO the committee
Loans owed BY the committee
Other debts owed BY the committes

Wy Committee -
OlherDebtsO2 - 12 Shagebirush Wey
Testowedby - 1234 Oak Steet..

Date Amount
000 [ Inekind

Descripiion

Election ‘asi of Election

Candidate/Campaign Commitea

Wy Commitee -

Cotegorycode [~ Incressed Limits
Check Mo Acoount identier

# start 4] ZDEEERRER 2

g a

Individual
Contributions from poltical party committees
Contributions from other poltical committees
Contrbutions from the candidate

Transfers from other authorized commtees
Loans received from the candidate

Qther loans recewved

Offsets to operating expendtures (refunds, 1t
Other Recepts (Dividends, Interest, etc.)

Operatng expendtures
Transters ta ther authorized committees
Loan repayments made to the candidate
Qther loan repayments made

Refunds of indivi

FAREC LR 8- 41

[ 1 Reminder BartlettRz

Toother. Forbes - 1234 Osk Strast
Demo C-

Date Amount
4z2/04 1500 [ InKing

Description

Refunds of contrbutions from poltical party ¢
Refunds of contributions from other poltical ¢
Other disbursements

Loans made:

Cash on hand
Loans owed TO the committee
Other debts owed TO the committee:

Loans owed BY the committee
Qther debts owed BY the committee

s start

Election “vear of Election

Candidete/Campaign Cammites

My Commitiee -

Cefegorycode [ Incressed Limits
CheckNo Acoount Identier

Ok %) Cancal
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v" The Individual/Organization Information dialog box appears. In the type
field, select Business, Financial Inst., Partnership, Indian Tribes, Other non-

federal entities. Type in the partner’'s name, address, city, state and zip and
click on OK.

v" The Individual contribution dialog box appears. Enter in the date, amount
and enter “Partnership” in the text area for the description. Click on OK.

1
13 Disbursements
11 Loans and other Obigatons

[E Receipts

ffsets to operabng expendiures (rd
Other Recepts (Dividends, Interest, etc.) | (P15 OtherDebtso2 04/02/2004  10.00

11(au DemoC 04/22/2004 1500
Operatng expenditures

Transfers to other authorized committees

20(c)  Refunds of contrbutons from other poltical
Other disbursements
Loans made

Cash on hand

Loans owed TO the committee
Other debts owed TO the committee
Loans owed BY the committee
Other debts owed BY the committes

Tistart IE L -CBHCEEEBDBERA::E
anap “;—:r’:l‘i FEH[} B S

) entwe AUTHNE.. (B Fechle - auTHOC | B box - Microsoft 1 Reminder
g * AUTH B bo f.. [E

v Select View from the menu bar, and select Receipts. The Receipts window
appears.
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[E Receipts

- EX

Date Amount  Aggregate
[P]15u OtherDebtsO2 04/02/2004 10.00 10.00 4105 |
11(a)u | Demeea Loamonona L 15,00 15.00] 4112
New... Ins
Modffy... Ctri+m
Delete Del
Clone...

Loan/Debt payr
Memo Text...

Redesignate/Reattribute... 4
Forgive;

Sort... Ctri+r
ITtemization 4

<l il | ]

Right click on the appropriate transaction, and select Transaction splits.

1L FECfile - AUTH.DCf

‘Cantributions from poitical party committees
‘Cantributions from other poltical committees
‘Contributions from the candidate

Transfers from other authorzed committees
Loans received from the candidate

‘Other ioans received

‘Offsets to operating expendiures (refunds,
‘Other Receipts (Dividends, Interest, etc.)

‘Operating expenditures

Transfers to ather authorted com|
Loan repayments made to the cor ikl
Other
Refunds of ndividual contributions|
Refunds of contributions from poif
Refunds of contributions from othy
‘Other disbursements
Loans made

‘Cash on hand

Loans owed TO the committee
Other debts owed TO the commity
Loans owed BY the committee
Other debts owed BY the committ}

2RE LT BEZEEEEBER Y ol I &% e
n P eFp >l ACERT i g CIRICALLE- 8- 4]

Tl entire AUTH WE.. (B FECHile - AUTH.DCH bo - Microsoft .. [ . 1 Reminder

v' The Transaction splits window appears. Click on Add new, and enter the
individual information. Repeat entering additional information as required.

v" Click on close.
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