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What's shown in an online financial report?

As you know, Florida law requires that candidates and political committees file monthly
reports with the Supervisor of Elections. These reports detail all contributions received and
expenditures made by or on behalf of the candidate/committee. The Voter Focus Campaign
Financial Reporting system gives campaign treasurers an easy way to complete and,
optionally, file these required reports, online.

Each report generated by the Campaign Financial Reporting system is a PDF file that can be
viewed in Adobe® Acrobat® Reader. The PDF can be printed if your city requires hard-copy
filing. In cities that accept electronic filing, the PDF can be submitted online, signed by the
candidate’s and treasurer’s electronic personal identification numbers (PINs).

Once a report is accepted by the Supervisor of Elections, it will appear on the elections website
and can be viewed by the public.

Here’'s an example of a monthly report:

First, there’s a summary page

CAMPAIGN TREASURER'S REPORT SUMMARY

(1) Carolyn J. Casadonte OFFICE USE ONLY
Name
@ rrington CT

[1088118]

“Address (number and street)

Palmetto, FL 32317 e

Ciy, State, Zip Code

[] Check here if address has changed (3) 1D Number 312 <

(4)  Check appropriate box(es):

[@ Candidate  Office Sought County Commission, District 3

[ Political Committee (PC)

[ Electioneering Communications Org. (ECO) (] Check here if PC or ECO has disbanded

[ Party Executive Commitiee (PTY) [ Check here if PTY has disbanded

[ Independent Expenditure (IE) (also covers an (] Check here if no other IE or EC reports will be filed

individual making electioneering communications)

(5) Report Identifiers

CoverPeriod: From g /1 /2015 To g /30 /2015 R
[ Original [] Amendment [] Special Election Report CAMPAIGN TREASURER’S REPORT - ITEMIZED CONTRIBUTIONS
6) Contributions This Report 7)  Expenditures This R
(6) Contributions This Repol 0 Sy T () Name  cacoryn 3 cassdone (2) 10. Number 1,5
Monetary pi
67172015 6/30/2015
Cash & Checks $ — , 150 . 00 Expenditures $ . {3) Cover Period i ' though ! 1] (4 Page 1 of !
Loans $ 0. 00 Transfers to gl i i i e i i
Office Account  § , © (Last. Suffx, Fist, Ntdle)
s S50 o0 —_ Sequence Stocthidress & Comibvior | Cortruion | Iekind
Total Monetary ' W Number Gty State. Zp Code | Type | Occupation Type Description | Ammomest | Amunt
Total Monetary  § P T Y faa <30,
in-Kind $ 300 . 00 =
(8)  Other Distributions H
H
6/4/2015 i o
' ! CAMPAIGN TREASURER'S REPORT - ITEMIZED EXPENDITURES
(9) TOTAL Monetary Contributions To Date (10) TOTAL Monetary Exg (1) Name _Caxolyn 3. Casadante (2)10. Number 512
; , 250 . _00 s 1 2 &/172015 73072015
s 8 s et e —_— (3) Gover Period 1. through ) I (4)Page __1 of___ i
T Festaurant % =
(11) Certification il i puner e & [ @ ) ) 0}
It s a first degree misdemeanor for any person to falsify a public record (ss. Date Fullame Purpose
3 o] st Sufx First Middle) (add ofice sought i
I certty that | have examined this report and it is true, comect. and complete: S Street Address & Ao, | S4psacTis
Horir City, State, Zp Code canaicate amonamert|  Amount
(Type name) {Type name) il avertisin o raa
) ingwidust oty for € ) Treasurer [ Doputy Tresswrer 0 Canddate O Chay il
& slocianoerng comm )
1
X e X |
Signature Signature L1 [
DS-DE 12 (Rev. 11/13) SEE REV

Then, an itemized list of . AR |
contributions =——) ’ /1

DSDE13 (Rev. 113 ) a

Next, a list of expenditures A

valls

b ‘SEE REVERSE FOR INSTRUGTIONS AND CODE VALUES
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H H H H CAMPAIGN TREASURER'S REPORT - ITEMIZED DISTRIBUTIONS
Then, a list of distributions —>
(1) Name carolyn J. casadonte (2) LD.Number 312
(3) CoverPeriod ©/1/2015 through  £/30/2015 (4) Page 1 of 1
(5) (7) (8) 9 (10) (]
Date Full Name Purpose
(8) (Last, Suffix, First, Middle) | (add office soughtif
Sequence Street Address & contribution to a Related
Number City, State, Zip Code candidate) Expenditures | Amendment | Amount
€/4/2015 Eric Wu Campaign Accoudtmailouts 2015-2015-6-24 $500.00
222 south Street
" Tallshassee, F 32432

And finally, a list of fund transfers

CAMPAIGN TREASURER’S REPORT — FUND TRANSFERS
(1) Name Carolyn J. Casadont (2) 1.D. Number 312
(3) Cover Period 6/1/2015 through _ 6/30/2015 (4) Page 1 of 1
) [G] ® €] 0 i}
Date Name of Financial
& Institution
Sequence Street Address & Transfer Nature of
Number City, State, Zip Code Type Account Amount
6/6/2015 SunBank, TO money Add $1,500.00
487 Thomeaville B market
1tah e
1
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What do I need to create reports online?

e A computer equipped with:

— An Internet connection.

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

— Adobe® Acrobat® Reader, which you will need to view and print your
reports. If you don’t have the Reader software on your computer, you can
download it free of charge from:

* alink in the Campaign Financial Reporting System (see page 18)
or

=  www.adobe.com

— A printer, if your city requires you to file a hard copy of the report or you
want a hard copy of the report for your records.

« A candidate ID and password.

This will be provided to you by the elections office.

Candidates need a new ID each time they run for office, even when they are
running for reelection to the same office. Committees also need a new ID for each
election.

Committees of continuous existence typically are allowed to keep the same ID,
but this varies from municipality to municipality. Some municipalities prefer to
assign committees of continuous existence a new ID for each election.

The password can be changed after you log in, if you wish.

» PINs for the candidate and campaign treasurer password.

If your city permits electronic submission of financial reports, two 4-digit PINs
will be provided to you by the elections office. You can change the PINs after
logging in, if you wish. (See page 49 and 50 for instructions.)

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

VR Systems Confidential/Proprietary Trade Secret 3



How do I start?

Log into the Campaign Financial Reporting system like this:
1 Type this web address into your browser:
https://www.voterfocus.com/ws/WScand/candidate_pb.php?county=muncitymiami

You can enter lowercase or uppercase letters...the letter case doesn’t matter here.

2 Press the Enter key on your keyboard or click the “go” icon in your web browser.
You'll then see the Candidate Log In page:

Candidate Log In

#+=Important Notica** Campaign finance report
subject to the penalties prescribed under Section 106.07(8), Florida Statutes.

Mumeric Candidate ID (no leading z: )l ‘ Passwcrd‘ ‘ | Login |

Forgot Pay

3 Enter your candidate ID and password here.

The password is case-sensitive. That means you have to enter the password in
exactly the form given to you by the elections office: if a letter is uppercase, you
must enter it in uppercase; the same goes for lowercase letters. Your password
might also have numbers.

By the way...you can change your password once you get on the system.
We'll explain how to do this on page 49.

4 Click | Login |.

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

page:
Candidate Reset Password

The administrater has required that you reset your password upon first lagin. Enter a new password in the
New Password < New Password field.
Re-enter Password
< You'll need to enter the

same password in the Re-
enter Password field to
confirm the new password.

Reset Password

Enter a new password in the fields and then click Reset Password. On the Candidate
Log In page, re-enter your candidate ID and your new password and click Login again.

VR Systems Confidential/Proprietary Trade Secret 4
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What you see when you log in.

This is the main page of the Campaign Financial Reporting System. It shows the
reporting periods for the campaign. We call this page the Report List.

Election Office or issue Your name Your candidate ID

/

Candidate/Committee : Carolyn J. Casadonte (312)

Office : County Commission, District 3

dit Candidate/Committee Bio Information/Upload Photo ‘ Change Password/PINs

Export All Transactions CSV |

[ Hop |

Press HNp for information on using the new "Import Entries’ feature.

\ Candidate Reports

Election : County 2015 (2015-11-04)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Total | Total
Rpt Date Contrib | Exp Status

Mo Data Entered Import Entries

v

his report is
now overdue
- 1 day. Enter Expenditure{ Enter Distributions

Enter Contribution| Enter Transfers

2015-5
(05/01/2015 - 05/31/2014) 6/3/2015

Prepare Totals

AR Create Waiver Report

Import Entries
No Data Entered Enter Contribution{ Enter Transfers

2015-6
(06/01/2015 - 06/30/2015) 7/10/2015

- - Enter Expenditurel Enter Distributions

Prepare Totals

Create Waiver Report

View Contributiond View Transfers

Submitted - - . — -
2015-7 £50.00 #1073251 View Expenditures View Distributions

(07/01/2015 - 07/21/2015) 8/10/2015 | (1 item) Unlock this report Print Amend
Export CSV

Time periods when financial reports are required.
Colors indicate reporting periods:

Past Reporting Periods (beige)
Current Reporting Periods (green)

C——
Future Reporting Periods (blue)

The reporting periods are color-coded to help you choose the correct period for
reporting data.

VR Systems Confidential/Proprietary Trade Secret




The past and future reporting periods are locked to prevent you from inadvertently
entering current data into a past or future report. If you need to enter past or future

data, you can easily unlock the report by clicking |__Unlock this report |

The colors of the reporting periods switch automatically at midnight on the due date of
the current report.

If any of your reports are overdue or the due date is less than 10 days away (that is, 9 or fewer
days from today), you'll see a message like this at the top of the page:

I
)

Warning!
Your 2015-5 report is now overdue 1 day.

Candidate/Committee : Carolyn J. Casadonte (312)

Office : County Commission, District 3

Edit Candidate/Committee Bio Information/Upload F'hotoI Change Password/PINs

Export All Transactions CSV |

Press Help for information on using the new "Import Entries’ feature.

Candidate Reports

Election : County 2015 (2015-11-04)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Total | Total

[HEEPELE Contrib | Exp

Status

No Data Entered Impart Entries
This report is Enter Contribution| Enter Transfers
20155 now overdue - —
(05/01/2015 - 05/31/2014) 6/3/2015 = / 1 day. Enter Expenditure{ Enter Distributions
. Prepare Totals
SlocdhilEnor Create Waiver Report

e e o L

And the due/overdue report(s)
will be highlighted as well.

If a report is overdue, you need to take immediate action to file the report.

VR Systems Confidential/Proprietary Trade Secret 6



Let’s look at the current reporting period.

Name of reporting

period

Contributions

so far

Expenditures

so far

Command
buttons for
entering data.

We'll look at
these more
closely on the
next page.

/

Candidate Repogfs

/

Election : County 2015 (f015-11-04)

/

Past Repofting Periods Current Rapordl/Paﬂods Future Reporting Periods

Rpt Date el ng Status /
cudices View Contributiony _View Transfefs
2015-5 $50.00 #I88116 enditures View Distrib
(05/0}/2015 - 05/31/2015) 6/3/2015 [ (1 item) nlock this report
J Import Entries
‘L / Enter Contribution| Enter Transfers
Not Filed _ —
2015-6 $450.00 | _ | Data Entry Started Enter Expenditure{ Enter Distributions
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) \ Prepare Totals
\ Create Final Report For Review
Export CSV |
Submitted -
2015-7 $50.00( _ | #1073251
(0F/01/2015 - 07/31/2015) 8/10/2015 N (1 item) Unlock this report |
Start and end dates Date when Status of the report.

of reporting period

report is due

VR Systems Confidential/Proprietary Trade Secret

In this example, the candidate
has started entering some of their
contributions for the current
reporting period, but hasn’t
entered their expenditures or
submitted their report yet to the
elections office.



About those command buttons...

If you use campaign finance reporting software
like Campaign ToolBox™, you can import
contributions and expenditures directly
from that application.
Page 25 explains how.

To manually enter
contributions and
expenditures,

click here.

We'll talk more
about manual
entry on the next

page.

Import Entries

Enter Contribution{/ Enter Transfers

yemom et ey s | Enter Expenditurd! Enter Distributio

(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items)
Prepare Totals
Create Final Report For Reviek
Export CSV
Click here to

manually enter
fund transfers
and

Submit your report distributions.

to the elections
office.

Create a spreadsheet
of the contributions
and expenditures
entered in this
reporting period.

Create and view a draft
copy of your report for this
period prior to submitting to

the elections office.

VR Systems Confidential/Proprietary Trade Secret 8



How do I view and maintain contributions?

Click
\ Import Entries

|Enter Contributions_]]

to bring up a list of the contributions recorded so far:

Camipaign Treasurer's Report - Itemized Contributions

Election : County 2015 {(2015-11-04)
Report Date : 2015-6
{2015-06-01 - 2015-06-30)
dd Contribution Return to Report List Amend Item frem Orig Report

Seq Date Contributor Contributor TrmipeE Contribution In-Klr:.dl
Type Description

Mum Type Amend | Amount

Marsha Kirk b
6/2/2015 | 8822 Hillcrest Drive | Individual Cash Delete | $50.00 l
Palmetto, FL 32312

m
[=}
=
=
L
m
i+
i
-

Anna Lee Barber
£/2/2015 | 45 Wilson Blvd Individual Check Add $100.00 1¢
Palmetto, FL 32312

\ Total In Kind £0.00

m
[=}
=
=
L
m
i+
i
ra

\ Total Monetary $50.00 |«
\ Total $50.00 |«
\ Add Contribution Return to Report List
\ A
r%fletjsez:illjs %tleeiigou Return to Report List The Totals rows show ==
on anyexistin contribution Takes you back to the you a breakdown of In-
contributiong altogether list of reporting periods. Kind and Monetary
) 9 : contributions along with
the combined total.
Click Add Contribution to bring up the
form for entering contributions.
Date | |5 w22 v 12009 v Date of item (mm/dd/yyyy)
X Last .
Contributor Name Enter last name or company name if 3 business
First Middle
Address 1
Address 2
City ST Zip
Amount $
Contributor Type | Individual o Select the type that best describes this contributor

Contributor Occupation

The occupation of the contributor is only required if
the amount is over $100

Per F.5. 106.09 effective 01/01/08 - A person may not
Contribution type || Cash b make or accept a cash contribution in excess of $50.

In-kind Description Type the description of any In-kind contribution.

)

VR Systems Confidential/Proprietary Trade Secret 9



Adding a new contribution is easy.

If the contributor is an organization
rather than an individual, enter the
organization name in the Last field.

And leave the First and
Middle fields blank.

Date | |9 v |15 v [[|2016 ¥

Last
Contributor Name
First Middle

Address 1
Address 2

City ST zZip
Amount $

Contributer Type | | Individual v

Contrbutor Occupation | R

Business
Candidate to Themselves

Committee
Political Party

Contribution type state)
[ Check =

In-Kind

Interest

Loan

Membership Dues

Refund

Maoney Order 2
Carry Over Funds

In-kind Description

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

Date of item (mm/dd/yyyy)

Enter last name or company name if a business

Select the type that best describas this contributor

The cccupation of the contributor is enly required if the amount is over $100

Per F.5. 106.09 effective 01/01/08 - A person may not make or accept a cash contribution in excess of $50.

Type the description of any In-kind contribution.

| Multiple Uniform Contribution | | Submit | Cancel and return to list |

When you’ve completed the form,
click Submit.

If the system says you’ve omitted
required information, you must
provide it before the contribution
can be saved.

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

VR Systems Confidential/Proprietary Trade Secret

List Contributors

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

Carry Over
Funds

Cash

Check

In-kind

Interest

Loan

Membership

Dues

Money Order

Multiple
Uniform

Contributions

Refund

VR Systems Confidential/Proprietary Trade Secret

should be one of these:

Remaining “carry over funds” from an
election that has ended.

This option is for use by candidates
only.

Cash or cashiers check.

Traditional paper check, wire transfer,
PayPal, credit card, or another type of
electronic funds transfer.

An item of value other than money or
volunteer services.

In-kind Description: Enter a specific
description of the in-kind contribution.
Example: Food and beverage

Money earned on campaign or interest-
bearing accounts.

Money loaned to the campaign rather
than given outright.

Membership dues regardless of the form
(cash, check, etc.).

Contribution made by money order.

Multiple uniform contributions from the
same person

This option is for use by committees
only.

Bad checks or contributions returned (in
whole or in part) to the contributor.

Refunds must be entered as a negative
amount.

11



Adding expenditures is a similar process.
Click

Enter Contributions
Enter Expenditu re_sj

to bring up a list of the expenditures recorded so far:=—

Campaign Treasurer's Report - Itemized Expenditures

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

Add Expenditure Return to Report List

Seq Expenditure
Num Date Vendor Purpose Type Amend | Amount
Davis Communications
Edit Delete 1| 6/4/2015 | P.O. Box 3488 Retainer for advertising. | M&petary $500.00
Tallahassee, FL 32432 <
\otal $500.00
Add Expenditure Return to Report List \
a

Click Edit to modify
details on an existing
expenditure.

Takes you back to
the Report List.

Click Delete to remove
the entry altogether.

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

Date |5 w122 v |0 2009 + Date of item (mm/dd/vyyy)
Vendor Last Name Last Enter last name or company name if a business
First Middle
Address 1
Address 2
City 5T Zip
Amount %
Purpose Type the purpose of the expenditure.
Monetary " Please refer to the Campaign Treasurer Handbook

Expenditure type for the state of Florida to ensure you are using

the correct transaction type.

VR Systems Confidential/Proprietary Trade Secret 12



If the vendor is an organization rather And leave the First and Middle
than an individual, enter the fields blank.
organization name in the Last field.

Date |8 v |/|f8 ¥ /2014 « Date of item {mm/dd/yyyy)
Last
Vendor Name Enter last name or company name if 2 business
First Middle
Addmas 1 Not sure which
Expenditure Type to
Address 2 choose?
Click this link to the Dept.
City sT zip of State website for more
information.
Amount 5

Purpose Type the purpose of the expenditure.

Please refer to the Campaign Treasurer Handbeok
for the state of Florida to ensure you are using
the correct transaction type.

Expenditure type ['ﬂDﬂEtEI"_\,-' M
Petty Cash Withdrawn
Petty Cash Spent
Transfer to Office Account
Refund
Disposition of Funds
Disposition of Funds to Future Campaign
Disposition of Funds to Political Party
Disposition of Funds to Petition Verification
| Reimbursements

incel

About Petty Cash

In Expenditure Type, notice that there are When youve cor?pleted the
two types for petty cash: form, click Submit.

e Use Petty Cash Withdrawn when After the expenditure is

withdrawing funds from the campaign saved, you'll get another
account for petty cash. This will add an blank form where you can
expenditure of the entered amount to .

yOUF report. add the next expenditure.

Use Petty Cash Spent to record an Click Cancel when you've
expense out of petty cash. saved the last expenditure

Petty Cash Spent does not add an you want to add right now.
expenditure to the report because the
expenditure was already recorded as
Petty Cash Withdrawn.

It's important to keep accurate petty-cash
records so your final report will balance.

VR Systems Confidential/Proprietary Trade Secret 13



Expenditure type

Disposition of
Funds

Disposition of
Funds to Future
Campaign

Disposition of
Funds to Petition
Verification

Disposition of
Funds to Political
Party

Monetary

VR Systems Confidential/Proprietary Trade Secret

should be one of these:

Pro-rata refunds to contributors,
donations to charitable organizations,
donations to the State general revenue
fund, or the return of matching funds to
the State.

Disposition of Funds expenditures are
for use by candidates only and are only
used on Termination Reports. They are
not part of the Monthly Total Monetary
amounts.

Funds transferred to an account for a
future campaign.

Disposition of Funds expenditures are
for use by candidates only and are only
used on Termination Reports. They are
not part of the Monthly Total Monetary
amounts.

Funds transferred to pay for previously
unpaid petition verification fees.

Disposition of Funds expenditures are
for use by candidates only and are only
used on Termination Reports. They are
not part of the Monthly Total Monetary
amounts.

Funds given to the political party that
the candidate is a member of.

Disposition of Funds expenditures are
for use by candidates only and are only
used on Termination Reports. They are
not part of the Monthly Total Monetary
amounts.

General expenditure type used when a
specific type does not apply.

14



Petty Cash Spent

Petty Cash
Withdrawn

Refund

Reimbursements

Transfer to Office
Account

VR Systems Confidential/Proprietary Trade Secret

Petty cash spent during a reporting
period.

Expenditures made from petty cash are
not required to be reported individually.

Petty cash withdrawn during a reporting
period.

Petty cash expenditures are realized
when the funds are withdrawn for petty
cash. Therefore, the referenced item is
not included in the total.

A refund of money from a vendor or
other source.

Refunds must be entered as a negative
amount.

Compensation made to a person or
group by a check drawn on the
campaign account for expenses incurred
in connection with campaign activities.

Funds transferred to an office account
when the candidate has been elected.
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A few notes about adding contributions
and expenditures...

If you enter a contribution or expenditure outside of the range of the reporting period you are
working with, the system will automatically try to find a reporting period that contains that

date you are reporting.
If a report for that range is found, the system will let you know.
Transaction Date Not In Selected Report Range

The transaction date you entered (08-04-2015) is not within the date range of the currently selected report. The date range for the
report(s) listed below includes the date you entered. You can either...

+ Select the correct reporting period from the list below and press the Select button.
* Press the Cancel button to return to the form if you wish to change the transaction date.

(2015-8 from: 08/01/2015 to: 08/31/2015 Color legend:

Report is available
Amendment will be created

Click the report that you would normally have filled the
transaction under and then click Select.

If the contribution or expenditure date falls within the date range of a report that has already
been filed, you can add the contribution or expenditure to the report and file an amended report
in one easy step.

Transaction Date Not In Selected Report Range

The transaction date you entered (05-04-2015) is not within the date range of the currently selected report. The date range for the
report(s) listed below includes the date you entered. You can either...

* Select the correct reporting period from the list below and press the Select button.
* Press the Cancel button to return to the form if you wish to change the transaction date.

(0 2015-5 from: 05/01/2015 to: 05/31/2015 Color legend:
Report is available
Amendment will be created

Click the report that you would normally have filled the
transaction under and then click Select. A confirmation
message will appear letting you know that the amended
report has been filed.

If no report exists that includes the date you are trying to report on, the system will let you
know that too.

Transaction Date Not In Selected Report Range

The transaction date you entered (03-04-2015) is not within the date range of the currently selected report. No report could be located
that includes the date you provided. Please change the transaction date or contact our Campaign Finance Administrator for assistance.

Close

Click Close and then either change the transaction date or

contact your city Campaign Finance Administrator for
assistance.

VR Systems Confidential/Proprietary Trade Secret 16



Want to see how the report is adding up?
Just do a preview.

Previewing of reports isn’t required. But it’s a good idea to preview the report before
you submit it, to catch any data entry errors, missing transactions, or other anomalies.

You can preview a report as many times as you like, make changes, and preview it
again until you are confident it is correct and complete. Then you can submit the
finished report to the Supervisor/City Clerk. Once a report has been submitted, it
cannot be changed, so you want to be sure you preview each report carefully.

Previewing a report DOES NOT submit the report
to the Supervisor/City Clerk.

To preview your report so far:
Click

Import Entries
Enter Contributions
Enter Expenditures] |

LPreoare Totals_j
sEm |

Delete Report

Export CSV

to bring up this page:

Prepare Totals

NOTE: This is NOT your OFFICIAL report — it is a PREVIEW ONLY.
After your review, you must use the
CREATE FINAL REPORT FOR REVIEW
button to generate your final report and then you must assign
your PINs to the report to officially file your report with our office.
Candidate : Carolyn J. Casadonte (312) Office : County Commission, District 3
Report Pericd 06/01/2015-06/30/2015 Due Date 7/10/2015
Contributions $50.00 Expenditures $0.00
Transfers $1,500.00 Distributions $0.00

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

Once thiz iz done, you can Preview the report from the report menu.

| Prepare Totals || Cancel |

Click | Prepare Totals | o total the contributions and expenditures for this reporting
period. You'll be returned to the Report List, which now has a banner like this:
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Report (6/1/2015 - 6/30/2015) Preview is ready

NOTE: This is NOT your OFFICIAL report —- it is a PREVIEW ONLY.
You must still generate and submit your final report after you

complete your review.
Your cutput PDF file (./pdf_cfetraining/e60c312_6_dhc691sdc259.pdf) has been produced and is available to be previewed.

Preview

To View this rej

. you will need Adobe Acrobat

e
You only need to install Adobe Acrobat one time. If you e not previcusly installed Adobe Acrobat, click here to download it Adobe

If you haven't installed Acrobat Reader
on your computer, you must do it now.
Click the Acrobat Reader icon

to go to the download site.

Click | Preview 'in the banner to bring up a PDF of your report.
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CAMPAIGN TREASURER'S REPORT SUMMARY

Check the draft report carefully to verify

v e ard st everything is correct and complete.
City, Stato, Zip Code )
[C] Check here if address has changed (3) 1D Number. 312
(4) Check appropriate box(es)
FlCendidste  Office Sought _County Commission, Distsict 3 . .
] PontCarrne () — The preview version of the report has a
[ Electioneering Communications Org. (ECO) [] Check here if PC or ECO has disbanded k h
[ Party Executive Committee (PTY) [J Check here if PTY has disbanded
B v e g oo ———— DRAFT watermark on each page.
individual mak' ) eleCUiizering | mmUi( itions)
B e T piiE The elections office cannot accept
Cover Perod:  QmES” / Eilw/ 2005 6ulie 3000015 Tye: _6 -
Dlogas Bl Amendant I Spece Becton Raporn a draft report. You must submit a
6) Contributions This R 7) H
5 Soemaoin T Nepor :A:ne CAMPAIGN TREASURER'S REPORT  ITEMIZED CONTRIBUTIONS final report'
Cash&Checks S___ . . 50.00 [Expe (1) Name (2) 1.0. Number
Carolyn 2. Casadoate 0. a2 ’ f B
o S o . 0.00 | We’ll explain how to do this on page
———— Office) (3) Cover Period [ through ! [ (4) Page ' of !
Total Monetary $ ' ._50. 00 © ® ® (9 ) 02 28'
T Total Date.
In-Kind S__ . »_0.00 o
® Number it |
i s |  CAMPAIGN TREASURER'S REPORT - ITEMI.ZED EXPEND!TURES
(1) Name _Caroly Number 3
(9) TOTAL Monetary Contributions To Date (10) 1 | €/307201
a5 5 @) Cover Period | wougn_ 1 wPage_ i ot o
6/2/2015 TS ® ] 0] @ ior )
(1) Cortfcati] | ——— [ / T (Last St it iode) | (o otk sought
Itis a first degree misdemeanor for any person to faf 2 | sen y ey i ey ‘contributiontoa | Expenditure |
I certfy that | have examined tis raportand i s e, correct, and| | T chy, te 2p Code candicae) TOX [hwrasmen| A
‘ (Tys 1 1
Howmras | D L1 }
I
L I I | [
Sgnature Sgnature b/ |
DS-DE 12 (Rev. 11/13) SEE REVERSE FOR INSTRUCTIONS | ‘ ‘
— e e — 7‘7
v ‘
[

Forgot to add a contribution or
expenditure?

That’s OK: You can continue to
add them after doing the
preview.

On the Report List, notice that the Prepare Totals button is now labeled Preview.

[ Import Entries ]
[EnterCDntnbutmns][ Enter Transfers ]
¥ ag [EnterDmtnbuUnns ]
[ Preview ]
Create Final Beport
| ExportCsSV |

You can click Preview at any time you want to look at the report. If transactions are added, the
button label will switch back to Prepare Totals, which means you need to total the new
transactions into the report before you can preview it again.
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How do I record a distribution?

A transaction is a distribution only if it is a:

Credit Card Payment —Linked to the expenditure that represents payment of the
credit card bill on which the purchase appears. Only statewide candidates may use this type
of distribution.

Each purchase made with the credit card will be itemized under | Enter Distributions | and
linked to the expenditure that represents payment of the credit card bill on which the
purchase appears. The credit card may be used only for travel-related expenses.

Prepaid Distribution —Reserved for up-front, lump sum payments to be disbursed to
different entities at a later date. (For example, payment to a media consultant who then
makes disbursements to newspapers and television stations.) Related entries under

| Enter Distributions] will be reported and linked to the expenditure as they occur.

Reimbursement —Reimbursement for authorized expenses made in connection with
the campaign. (For example, Candidate Smith paid for printing of campaign signs with
his own money. A check to reimburse him for the cost would be recorded as a
Reimbursement.)

Distributions do not add to vour report totals.

They are used only to report pro-rata amounts of an already recorded
expenditure to provide detail for:

* Refunds to contributors

* Donations to charitable organizations

e Contributions to political parties

e Donations to the State general revenue fund

e Return of matching funds to the State.
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To record a distribution:

Click

mport Entries

[Enter O

ions]l Enter Transfers |
Enter Expendti Enter Distributions ]

| Prepare Totals |
[ Submit Waiver ]

Proceed with

Click to see this page:
Distribution

to bring up a page describing the

requirements for a distribution
transaction.

Campaign Treasurer's Report - Itemized Distributions

Election : County 2015 (2015-11-04)

Report Date : 2015-6

(2015-06-01 - 2015-06-30)
Add Distribution Return to Report List

Seq

Num Date

Vendor

Related
Purpose

Expenditures

Amend | Amount

Total

£0.00

Add Distribution Return to Report List

/

Click Add Distribution to bring up the form for entering distributions.

If the entity receiving the distribution is an organization rather than an
individual, enter the organization name in the Last field.

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

— Dot 10~ 1 v|{2000 v

Last
Vendor Name

First
Address 1
Address 2
City

Amount $

Purpose

Related

Expenditures 83"

Report

Date of ite

ype the pu

A

Line Report, ent
Number as

List Wendaors

VR Systems Confidential/Proprietary Trade Secret

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

If the distribution is related to a
previously reported expenditure, enter:

L. ® The year when the expenditure
was reported.

L= ® The Report Type from the first page
of the report (example, M4).

® The Sequence Number (from the first
column of the report’s expenditures

page.
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When you've completed the form, click Submit to save the information. After the distribution is
saved, you'll get another blank distribution form.

Click Cancel when you've saved the last distribution you have right now. You'll see the
distributions you added highlighted in yellow, as in the example below.

Campaign Treasurer's Report - Itemized Distributions

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

Add Distribution Return to Report List

5eq
MNum

Related

Date Vendor Purpose Expenditures

Amend | Amount

Eric Wu Campaign Account
Edit Delete 1 | 6/4/2015 | 222 South Street Mailouts | 2015~2015-6~2 $500.00
Tallahassee, F 32432

Total $500.00

Add Distribution Return to Report List

VR Systems Confidential/Proprietary Trade Secret 22



What about fund transfers?

Fund transfers are typically used only by candidates for state and federal offices.

They are used to report the transfer of funds between the primary depository and
separate interest-bearing accounts.

Click

[ Prepare Totals ]

[ SubmitWaiver ]

to bring up this page:

Campaign Treasurer's Report - Itemized Fund Transfers

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

Add Fund Transfer Return to Report List

Seq - Transfer | Nature of
num | Date | Institution Type Account | Amend | Amount
Total $0.00

Add Fund Transfer Return to Report List

Click Add Fund Transfer to bring up the form for entering transfers.

Enter the financial institution where the account is held.

Date

Institution Name
Address 1
Address 2

City

Amount %

Transfer Type

Mature of Account

10 w1 (v |{2009

To

ST

Date of item (mm/dd/yyyvy)

Enter institution name

Zip

Select the type that describes this transfer

Certificate of Deposit, Money Market, etc. //

VR Systems Confidential/Proprietary Trade Secret
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When you’ve completed the form, click Submit to save the information. After the transfer is
saved, you'll get another blank transfer form.

Click Cancel when you've saved the last transfer you have right now. Transfers are not shown
on the Reports List because the funds have simply been moved within the campaign or
committee, rather than expended or distributed elsewhere.

VR Systems Confidential/Proprietary Trade Secret 24



How do I import data from my campaign
application?

Candidates or committees using campaign finance reporting software such as
Campaign ToolBox™ can import contribution, expenditure, distribution, and fund-
transfer data from a file created by the application directly into the Campaign Financial

Reporting system.

Import File Requirements

The system can import any file that meets the Division of Elections Campaign Finance Reporting

File Specifications:
Dos.myflorida.com/elections/candidates-committees/campaign-finance/filing-campaign-

reports/

For a list of State-approved software vendors for electronic filing, see:

Dos.myflorida.com/elections/candidates-committees/campaign-finance/filing-campaign-
reports/vendors/

When you import data from a file, the transactions are added to the report you are
working in. Be sure to review the report prior to submission to verify the data matches
what you intended to import, and make any adjustments manually.
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To import data for the current reporting period:

Important: When you import a file from your campaign finance reporting
software, if there are existing entries in the Campaign Financial Reporting
system for the reporting period you are importing entries in to, these entries
will be replaced with the information from your file.

Before importing a file, verify that you have not manually entered
contributions, expenditures, distributions, or fund-transfer data in to the
Campaign Financial Reporting system. If so, verify that these entries also exist
in your campaign finance reporting software.

On the main page, locate the row for the current reporting period (look for the green
row) and click |__ImportEntries |-

Candidate Reports

Election : County 2015 (2015-11-04)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Total Total
Cu rre nt Rpt Date Contrib Exp Status
repo rtin g ——— View Cnntnbljmcln View T.rar:lsfe.rs
period is 2015-5 $50.00 ) #1088116 View Expenditures View Distributions
shown in (05/01/2015 - 05/31/2015) 6/3/2015 | (1 item) Unlock this report ‘ Print_| Amend
Export CSV
green.
\ ‘ Import Entries
) Enter Contribution| EPMgr Transfers
Mot Filed . —
015-6 $450.00 | $1,000.00 | Data Entry Started Enter Expenditurej EnterYistributions
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items) | (1) distribution item(s) Propars Totals
Create Final Report For Rekw ‘
Export CSV
N
» View Contributiond View Transfers \
Submitted - —
2015-7 $50.00 _ #1073251 View Expenditured View Distributions \
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Unlack this report Print | Amend \
Export CSV
=t Import
Entries
brings up
the Upload
Report
page.
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On the Upload Report page, click |_Browse.. | and find the file you want to import.
Then click [ Upload Report

Upload Report (State Campaign Finance Standard Format)

Name of file to import. \ Upload this file:

C\Reports\May 2015.rpt Browse...
Click Upload Report to M button to locate the file to upload
import the file into the and then click on the "Upload Report' button.
system.

| Return to Report List |

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

{= Candidate Financial system - Upload Report - Windows Internet Explorer

Q.\- y v |§, htbps: f fwnm, waterfocus, comfwsWScand/candidate_pb. phprop=u V| % | 1| X

{:.? af [@Cendidate Financial system - Upload Repott ] ‘ 12?7 b D

File Upload - County :

File:cpt_erica_ 96125 rpt
Size:53474

Contributions
Report uploaded successfully

Feturn to Reporis List

Contribution: 000001~2004-07-02~CLW Realty Asset Group ~ ~ ~~3500 CH
Contribution: 000002~2004-07-02~-Rogers ~ ~Joanna ~ ~250 CH
Contribution: 000003-2004-07-02~Winchester ~ ~Pam ~ --50 CH

Expenditures Contribution: 000004~-2004-07-08~Loos ~ ~Karen ~M. ~50 CH

Ny At gy Rt ko

Contribution: 000005~2004-07-08~National Realtv Associate, Inc~. ~ ~ ~100 CH
Expenditure: 000001-~2004-07-02~Tvpe Monkeys, Inc. ~ ~ ~ ~871.9 MO

Expenditure: 000002~2004-07-02~Tafiwro ~ ~Vinny ~ ~59.2 MO

Expenditure: 000003~-2004-07-06~Aspire Attire ~ ~ ~ ~144 MO e

When you’ve finished importing entries for the reporting period, preview, and submit
the report as described on page 17.

To import data for a past reporting period:

If you've already submitted the report for the past reporting period, you'll need to
unlock it and create an amendment. Then you’ll need to unlock the amendment and do
an Import Entries command, following the instructions beginning on page 26.

To import data for a future reporting period:

Unlock the reporting period and do an Import Entries command, following the
instructions beginning on page 25.
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Finished entering all data? Then submit
the report.

IMPORTANT

Make sure you have entered ALL contributions and expenditures
correctly before you click Submit Report.

Clicking Submit Report closes the report.

Once you have done this, the report cannot be changed, although it
can be amended. We'll look at amendments on page 37.

VR Systems Confidential/Proprietary Trade Secret
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My city requires electronic reports

To finalize the report:
Click

[ Impon Entries ]
[ Enter Cnntrihutiuns“ Enter Transfers ]
[ Enter E}{penditured[ Enter Distrihutinns]
Preview ]
Create Final Hepart For Review |

| ExpotCSv |

Create Final Report For Review

Candidate : Carolyn J. Casadonte (212) Office : County Commission, District 3
Report Period 06/01/2015-06/30/2015 Due Date 7/10/2015
Contributions $425.00 Expenditures $500.00
Transfers $0.00 Distributions $0.00

By submitting this campaign finance report that the same is considered to be certified as to
correctness within the meaning of Section 106.07(5) Florida Statutes, by the candidate and the
candidates treasurer, in the case of a candidate, or the political committee's chair and treasurer,
in the case of a political committee or county executive committee, and that such persons are
subject to the previsions of Section 106.07(5) Florida Statutes.

PLEASE NOTE: This report is NOT
filed until it is electronically sighed
by the Candidate/Committee and
Treasurer using their respective
electronic PIN.

‘ Create Final Report For Review || Cancel |

Are your entries for this reporting period finished?

If not, click Cancel.

If you are ready to file, click [ Create Final Report For Review ]

VR Systems Confidential/Proprietary Trade Secret
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Clicking | Create Final Report For Review | brings up the Electronic Signature PINs page with a

reminder that the report has not yet been submitted...

Report created for your final review.

Preview Report Created: 2015-07-6 10:26:09 (Eastern)
Screll down to see the report

This report has not yet been submitted to the Supervisor of Elections.
To submit the report, assign both PINs as described below.

CAMPAIGN TREASURER'S REPORT SUMMARY

(1) Carolyn J. Casadonte

OFFICE USE ONLY
ONLINE SUEMISSION
[1088118)
Submitted on:
6/4/2015 16:25:24 (eastern)

Name
[¥] 1645 Rarzingten CT
Address (number and street)

te, FL 32311
. Stata. Zin Code

...followed by an online view of the

VR Systems Confidential/Proprietary Trade Secret
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On the PINs page, you have these options:

e Enter both PINs in the space provided and click Assign PIN to submit the
report to the Supervisor of Elections.

Enter Candidate’s PIN\
L1 11]

Enter Treasurer’s PIN \
Then, click |||||
\\ Assign PN |

* Enter just one of the PINs and click Later. This will return you to the report
list.

Enter Candidate’s \

or

Treasurer’s PIN \

Then, click
\ Assign PIN |
Signature (PINs)

The message Required will appear in the report’s Status column and
the report will be locked, which means no changes can be made.

Later ]

When the report is ready to be signed e e e e e
with the other PIN, click Assign PIN(s) Report Created Views
to bring up the PIN page again. Loz sl

Reguired Views
Assign PIN(s) ] pmﬂ
E

[ Undo Final Report ]

-x.A-z-‘,\_

Enter the missing PIN and click Assign
PIN to submit the report to the Supervisor
of Elections.

1_;-._.;"\.-'\,\,\_
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e If you want to remove the PINs and unlock the report so you can make
changegclick

Undo Final Report ]

VR Systems Confidential/Proprietary Trade Secret

32



Let’s look at a submitted report.

The DRAFT watermarks are gone...

and your confirmation number is displayed in the Office Use Only box

along with the date and time you submitted the report.

CAMPAIGN TREASURER'S REPORT SUMMARY
(1) Carolyn J. Casadonte OFFICE USE ONLY
Name
2 1645 Harrington CT L1a88218]
Address (number and street) Sphaicrad o)
Paliatin, ¥L 2317 6/4/2015 16:25:24 (eastern)
City, State, Zip Code
[ Check here if address has changed (3) 1D Number: 312
(4) Check appropriate box(es):
[ Candidate  Office Sought County Commission, District 3
[ Political Committee (PC)
[ Electioneering Communications Org. (ECO) [J Check here if PC or ECO has disbanded
[ Party Executive Committee (PTY) [ Check here if PTY has disbanded
[ Independent Expenditure (IE) (also covers an [] Check here if no other IE or EC reports will be filed
individual making electioneering communications)
CAMPAIGN TREASURER'S REPORT - ITEMIZED CONTRIBUTIONS
(5) Report Iidentif|
CoverPeriod: From ¢ /1 /2015 To ¢ (1) Name lya I casadant f2) LD. Number __ 31
S S— 6/1/2015 6/30/2015
[ Original [J Amendment [ Special Elel (3) Cover Period 1 i through t i (4) Page 1 of *
(6)"§ Contributions This Report (Y]
(5) @ ®) ® (1o an a2
Monef Date Full Name
Cash § Checks $ 5 , 150 . 00 Exper] [C] (Last, Suffix, First, Middle)
R R Sequence Street Address & Contributer Contribution In-kind
Number City, State, Zip Code | Type | Gccupation Type Description | Amendment | Amount:
Loans $ 0. 00 Trans| Barber, Anna Lee T cH $100.0
— " | Officel 6/4/2015 i
Cl ! Palmarea, FL 12312
Total Mo $ ’ 150 . 00 i
Total
In-Kind $_ . 300 . 00 g Kick, Marsha 3 ca $30.0
® s P oo g
2
(%) TOTAL MooRgsry Contrbutions To Date (10 c CAMPAIGN TREASURER'S REPORT - ITEMIZED EXPENDITURES
$ 5 , _250 . _00 (1) Name _Carolyn J. Casadonte (2)1LD. Number. 12
| mEE &/1/2015 6/30/2015
T N (3) Gover Period ity through f (4)Page_ 1 of __1
ertificatio
Itis a first d{igree misdemeanor for any person to fa | B ) ] ] ® o) [EE)
Date
| certify that | have examWed this report and it is true, comect, and complete: ::) (Last, s..r.:l"é."s'f Middie) {add office sought If
‘Sequence Street Address & contributiontoa | Expenditure
(Type name) (Type name) Number City, State, Zip Code candidate) Type  |Amendment| Amount
o forlE T Do Al [ ) =
e e NPUKTrnicey L Curciduie eu/za }5 Davis Communications, qtatne: for 1o 350001
Tallanasses, FL 32032
X X L
Signature \ Signature €/4/2015 |Davis Communications, retainer for MO 3500.01
DS-DE 12 (Rev. 11/13) / i
2 CAMPAIGN TREASURER'S REPORT - ITEMIZED DISTRIBUTIONS
(1) Name Carolyn J. Casadonte (2) LD.Number 312
(3) Cover Period 6/1/2015 through  6/30/2015 (4) Page 1 of 1
. o (5) (7) (8) @) (10) (11
Notice that the Original box Date Full Name Purpose
. lected in the R t (6) (Last, Suffix, First, Middle) | (add office sought if
Sequence Street Address & contribution to a Related
|S Se ec e_ _I n e . epor Number City, State, Zip Code pe Amount
Identifier section.
€/4/2015 | Bric Wu Campaign Accouptpailouts 2015-2015-6-2 $500.00
222 South Street
. . I Tallshassee, F 32432
It indicates that this is the :
original report for this
reporting period. CAMPAIGN TREASURER'S REPORT — FUND TRANSFERS
(1) Name Carolyn J. Casadont (2) 1.D. Number 31z
. (3) Cover Period 6/1/2015 through _€/30/2015 (4) Page 1 of 1
Should you later file an - -
. 5) m 8) 9 (10) a1
amendment to this report, LN Namo of Financial
. 5 Institution
the Amendment box will be Bacinie Stroet Address & Transfor Nature of
. Number City, State, Zip Code Type Account Amount
selected instead.
6/6/2015 SunBank, TO money Add $1,500.00
487 Thomasville R market
i LR
1
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When will my report appear on the
elections website?

That depends on your city’s procedures. Most municipalities reserve the right to review
reports before releasing them to the public. Typically, when the report status changes to

Received, the report is available on the website, but this can vary, so check with your

city to find out what you can expect.
#1088118

To get to your candidate page, website visitors select your name from the list of
candidates running in a selected election. (The elections office will explain how to
navigate to this list —it varies by municipality.)

Jiew Contributiond  View Transfers
Jiew Expendituregd View Distributions
Print Amend

Export C5V

2015-6 £450.00 | $1,0 q
(05/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 ite

Election
Reporting Group (Election/Committees) selected
Test Election 2012 (10/1/2012) here.
Candidate ) e
SEIeCted Current reporting group: (Election/Committees):  |Test Election 2012 (10/1/2012) i
here (You can select another available reporting group frem the above list.)
\ This web site lists candidates for county and local offices and committees/PACs. Candidates for federal, state and multi-county offices are reported on
the Division of Elections of the Department of State Website.
Information Wegtained within the reports has been generated by and is the sole responsibility of the reporting entity
Candidates
Candidate Name Monetary In-kind  Total Expenditures &
Contributions Contributions Distributions
Office: Clerk of Courts
John Logan Details $12.00
(Active-Qualified)
Karen Page Details REP
(Active-Qualified)
Digger Phelps Details $10.00
(Active-Qualified)
Scotty Summers Details REP
(Active-Qualified)
VR Systems Confidential/Proprietary Trade Secret
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Your candidate page will list all reports that the elections office has released to the

Display list of
all campaign

website:
Candidate: Carolyn J. Casadonte
Office: County Commission, District 3
Back € Print 2 Export All 3
List All Contributions and Expenditures
Show only financial reports (Hides bio)

Available reports... Contact Information:

6 7/10/2015 1645 Harrington CT

6 7/10/2015 Suite C
The nEWIY - 8/10/2015 P:I‘r:ettu, FL - 32317

received report

jremes@vrsystems.com

transactions.

—

is listed here.

The following financial reports are available:
Report

View Transactions

6

(6/1/2015 - 6/30/2015)
6

(6/1/2015 - 6/30/2015) Amended

(7/1/2015 - 7/31/2015)

Monetary In Kind Contributions.

Contributions Distributions

$150.00 $300.00 $1,000.00
$125.00 $300.00 $500.00
$50.00 $0.00 $0.00

Expenditures and Print Report

H

i

Candidate qualifying forms and miscellaneous documents:

Website visitors can click the report name in the Report Views Transactions column to

to bring up a list of all transactions reported so far grouped by type:

Candidate: Carolyn J. Casadonte

Office: County Commission, District 3

Report Date: 6
(6/1/2015 - 6/30/2015) Amended

Back < Print 2 Export &

Contributor

1 Anna Barber
6/4/2015 344 Henderson Road Add $50.00
Palmetto, FL 32312

Campaign Treasurer's Report - Itemized Contributions

Entity Occupation Cont. Type
Amend Amount

Individual Cash

2 Marsha Kirk Individual Check
6/4/2015 344 Henderson Road Add $75.00
Palmetto, FL 32312
Total Contributions $125.00

Contributor

2 Reid Roger
6/4/2015 45 Wwilson Blvd
Palmetto, FL 32432

Campaign Treasurer's Report - In-Kind Contributions

Entity Occupation
Amend
Individual  Restaurantowner

In-Kind Description

Campaign planning dinner
$300.00

Total In-Kind $300.00
Contributions

Campaign Treasurer's Report - Itemized Expenditures

Purpose Exp. Type
Amend Amount
1 Davis Communications Advertising Monetary
6/4/2015  P.O. Box 3488 Add $500.00
Tallahassee, FL 32432
Total Expenditures $500.00

Contributions from persons with protected-address status are not shown in reports. Instead, the
notation ***Protected*** will be seen in place of the address. The Campaign Financial Reporting
system scans the county’s voter registration database for voters with protected addresses and
automatically redacts those addresses from campaign reports, so they cannot be seen by the
public or the Supervisor’s staff. If you are aware of a contributor with a protected address who
is not in your local county’s voter database, please advise the Miami-Dade Supervisor of

Elections.
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How do I save a copy of the report on my
computer?

A copy of all the reports you file will continue to be available on the Campaign
Financial Reporting system. If you want to keep a copy on your local computer, just
save the PDF to a folder on your computer or network.

To save copy of the report to your computer:

Click

View Contributions

View Expenditures

to display a PDF of the report in Acrobat Reader.

Click u . Save the PDF to a location on your computer or network. You might
consider giving the copy a different file name; names assigned by the system are
cryptic.
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What about changing a report that's
already been filed?

After a report has been submitted to the elections office, you cannot change it, but you
can make an amendment. An amendment is a separate report for the reporting period.
On the amendment’s first page, you'll see a checkmark in the Amendment box.

CAMPAIGN TREASURER'S REPORT SUMMARY

The (1) Carclyn J. Casadente OFFICE USE ONLY
Name

Amendment (2) 1645 Barrington CT ELLERLN

H Submitted on:
box is Address (number and street) ot
R Palmetto, FL 32317 7/6/2015 10:50:55 (eastern)

automatically Ciy, State. Zip Code

checked when [ Check here if address has changed (3) 1D Number: 312

you Create an (4) Check appropriate box(es):
[ Candidate  Office Sought _County Commission, District 3

amended [ Palitical Commitiee (PC)

re ort [ Electionesring Communications Org. (ECO) [[1 Check here if PC or ECO has disbanded

p . [] Party Executive Committes (PTY) [ Check here if PTY has disbanded

[ Independent Expenditure (IE) (also covers an [] Check here if no other IE or EC reports will be filed
V}Mdual making electioneering communications)

(5) Report Identifiers
Cover Period: rom /2015 To g /30 /2015 ReportType: §
E] Amendment

[ Original [] Special Election Report
——
(6) Contributions This Report (] Expenditures This Report
Manetary
Cash & Checks  § ; ,_50. 00 Expenditures  § , ,_0 .00
L dloans o St 20 00, L Transfem o

You can amend a report any time after you submit it. When the original report’s status

is Submitted, you can add new contributions and expenditures, but you cannot change
data on the original report. To change original data, the original report’s status must be
Received.

You can create an amendment to a report for any reporting period. The steps to do this
are the same for all reporting periods with one exception; for past reporting periods,
you must first unlock the report following the instructions beginning on page 39.

To create an amendment to a report in the current
reporting period:

View Contributions

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

to bring up this page:

Amend Report

Click Create to create an amended report for the 06/01/2015 - 08/20/2015 report.
The amended report will appear in the report list below the original report.

/ LCreate

Then CliCk Create |.
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When the Report List reappears,

notice that there’s O

Election : County 2015 (2015-11-04)

now a neW rOW Past Reporting Periods Current Reporting Periods Future Reporting Periods
for the current — o T o
reporting period. S View Contributiond _View Transfers

$50.00 #1088116 enditures

2015-5
(05/01/2015 - 05/31/2015) £/3/2015 (1 item]) - Unlock this report

View Contributiony View Transfers |
Submitted

2015-6 $450.00 | $1,000.00 | #1088118 View Expenditureg View Di51ributiuns|
(05/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items) Print_| Amend

Export CSV

f/_ Import Entries \

Enter Contribution| Enter Transfers_|

2015-6 —
(06/04/2015 - 0&/3075015) 771012015 | 442500 | $300.00 | Hone by Started Enter Expenditure] Enter Distributions Enter the new
(2items) [ {1 item) Prepare Totals d t . th
Create Final Report For Review ata us}-ng ese

\ /| buttons, just like
View Conirbuony_View Tronsiers | you did on the

Submitted

2015-7 $50.00 _ #1073251 View Expendilurml View Disln'buti]ns|
([P VS = (T BN SRS || (€ Gm) Unlock this repart Print_| Amend 1
[ unlck s repor ||| _Prow___ Ane original report.

To create an amended report, you can:
e Manually enter new contributions (page 10) and expenditures (page 12).
e Import new contributions or expenditures (page 25).

e Change or delete items listed on the original report (page 41).

e e T e e e

The totals Of ltems — V!ew Contribution: \:'\ew T.ra:?sfe.rs |
2015-6 $450.00 | $1,000.00 | #1088118 View Expenditured View D|slr|but|ons|
on the amended (06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items) Print_ | Amend
Export CSV
report are displayed .
: /] Enter Contribution| Enter Transfers |
ust as they were for : ronsfo
] y (06/01/2015 - 06/30/2015) 7/10/201. || sxmaz| T :zﬁ;dh'y [ Enter Expenditure] Enter Dlstrlhunnnsi
o~ (3 items) | (1 item) Prepare Totals
the Orlglnal report' Create Final Report For Review |I

Export CSV

When you are finished entering items, preview the report (page 17) and submit it to the
elections office (page 28). You'll see a new confirmation number for the amendment.

-WWJ_“HWFF‘*“W“W“

-
View Contributiony View Transfers ‘
Submitts = - -
2015-6 $450,00 | $1,000.00 | #108813) View Expenditureq View DlSlrlhullﬂl‘lS‘
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items) Print | e
Export CSV
‘ Import Entries
~ = Enter Contribution| Enter Transfers ‘
2015-6 Submitte PR
(08/01/2015 - 06/30/2015) 7/20/2015 | gazs.00 | $s00.00 | #1088118 Enter Expenditure{ Enter Dlstrlbutlnn:{
(2items) | (1 item) Prepare Totals
Create Final Report For Review |
Export CSV
L I e—

If you need to change a report after submitting the amendment, talk to the elections
office. Some municipalities require a second amended report. Other municipalities have
different procedures.
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To create an amendment to a report in a past reporting

period:

In the past reporting o

Candidate Reports

period (the beige

N

Election : Co

unty 2015 (2015-11-04)

N

Past Reporting Perieds Current Reporting Periods Future Reporting Periods

row), click Unlock
this report.

Rpt Date c-g?‘ttfilb T;::' Status
- View Contributiond  View Transfers
ubmi
2015-5 £50.00 \ #1088116 View Expenditureg View Distributions
(05/01/2015 - 05/31/2015) 6/3/2015 | (1 item) | Unlock this report | Print | Amend
Export CSV
] View Contributiond  View Transfers
e
2015-6 £450.00 | $1,000.00 | #1088118 View Expenditured View Distributions
(06/01/2015 - 06/20/2015) 7/10/2015 | (3 items) | (2 itemns) T | Amend
Export CSV
] View Contributiond  View Transfers
e
2015-7 £50.00 ~ #1073251 View Expenditured View Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Unlock this report | Print | Amend
Export CSV

When the confirmation

message appears, click

OK.

Are you

sure you wish to access a PAST reporting period?

oK

Canc

el
=

==

The Amend button

S —

Candidate Reports

\

Election :

County 2015 (2015-11-04)

for the past

\Mpuﬂ:i ng Pericds Current Reporting Periods Future Reporting Pericds

reporting period
becomes available.

% Total
Rpt Date e \ itatus
m View Contributions| View Transfers |
- 2015-5 . $50.00 ; #1088116 wnditures_ View Distributions |
(05/01/2015 - 05/31/2015) &/3/2015 (1 item) Unlock this report Print Amend
Expot CSV |
et View Contributions| View Transfers
15-6 £450.00 | $1,000.00 | #1088118 View Expenditures| View Distributions
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items) Print | Amend
| ExportCSV |

Create an amended report following the instructions beginning on page 37.
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Oops! I didn’t mean to create an
amended report!

That sometimes happens.

If you begin creating an amended report, notice that the list of commands on the Report List
includes the command Delete Report. To back out of the report, first delete all the transactions
you have entered for the amended report. Then, once there are no transactions for the amended

report, you can click Delete Report to delete it from the system.
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How do I change or delete an item on the
original report?

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

2015-6

(0o&/01/2015 - 06/30/2015) 7/10/2015

Siew Contribution

Receivad

View Transfers

View Distributions

£a50.00 | $1,08p | #1088118 Jiew Expenditureg
(2 items) | (2 ite Print Amend
Export CSV

To change data that was entered on the original report, the original report’s status must

be Received.

To change a

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

contribution or expenditure:

to bring up this page:

Then CliCk Create |.

Amend Report

Click Create to create an amended report for the 06/01/2015 - 08/20/2015 report.
The amended report will appear in the report list below the original report.

/

Create

When the Report List reappears,

notice that there’s
NOW a NeW row
for the current
reporting period.

View Contributions

Candidate Reports

Election : County 2015 (2015-11-04)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Rpt Date [:-T‘;‘;Ib 1::;' Status
— View C iond View Transfers |
ubmi
2015-5 £50.00 #1086116 View Expenditu View Distributions|
(05/01/2015 - D5/31/2015) 6/3/2015 | (1 item) Unlack this repart Print | Amend
Export CSV
S View Contributiond View Transfers
i
20156 $450.00 | $1,000.00  #1088118 e ed View Distributions
(08/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 items)
(_ Import Entries \
Enter Contribution| Enter Transfers_|
2015-6 Mot Filed istril
(06/01/2015 - 06/30/2015) 7/10/2015 | saps.00| $500.00 e 'Enh_v e Enter Expenditure Enter Dlstrlhul\nns{
(3 items) | (1 itemn) Prepare Totals
Create Final Repart For Review
\_ Export CSV )
cubmitted View Contributiond _ View Transfers |
i
2015-7 $50.00 #1073251 View Ex‘penditural View Di51ributiuns|
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Unlock this report | Print_| Amend
Export CSV
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On the next page, click Amend Item from Orig Report.

Campaign Treasurer's Report - Itemized Contri\utinns

Elaction : County 2015 (2015-11-04)
Report Date : 2015-6
(2015-06-01 - 201 =
Add Contribution Retum to Report Lis

Amend Itemn from Orig Report

Seq

MNum

Date

Contributor Sl Occupation

Type Type

Contribution | In-Kind
Description

Amend

Amount

Total

£0.00

Add Contribution Return to Report List

to bring up a list of items (for example, contributions) reported in the current month:

To change an item,
highlight it.

The following list is the list
of the items on the original report
that you are ameanding.

Select the itemn to amend and you
will be given a screen to enter
the new values for the item.

\1 Barber, Anna (2015-06-04) $100.00

Then click Amend Item.

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

[ Amendten |

Highlight the item you want to change and click | Amendltem | o bring up the detail

page for the item.
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Type the changes where they are needed. If you want to delete the contribution or
expenditure, simply zero-out the Amount field. When you’ve finished, click

| Subrmit |.

This page shows the details for
the item as they were entered
into the original report.

Amend Report - Enter changes to this item

Date Date of item (mm/ddfyyyy)

st
Contributor Name Enter last name or company name if a business.
et Marsha — Jwaae[ ]

To change an item, just make p—
your changes in the appropriate pwss2 [ ]
fields ciy [Paimetto Jst[FL Jam[32312 |
tor Type | Individual | Select the type that best describes this contributor

entributor Occupation

Amor

The eccupation of the contributor is only required if the amount is over $100

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

Contbtion troe Per F.5. 10609 cffective 01/01/08 A person may ot make or accept = cash contribution n excess of $50.

In-kind Description Type the description of any In-kind contribution.

When finished, click Submit.

—>
On the next page, you now have two entries (in yellow) representing the changed item:

o The first entry deletes the item as it was filed in the original report. (Notice the
word Delete in the Amend column.)

e The second entry adds the item with the changed values. (Its Amend column

says Add.)
Campaign Treasurer's Report - Itemized Contributions
Election : County 2015 (2015-11-04)
Report Date : 2015-6
(2015-06-01 - 2015-06-30) 1A
Add Contribution Return to Report List Amend Itern from Orig Report Deletes_ the 0r|g|na|
S Contributo ‘Contributi In-Kind Item.
=9 [ pate Contributor nenbutar Cccupation nenbution | nmRingG Amend | Amount
Num Type Type Description /
Marsha Kirk
Edit Delets 1| 6/2/2015 | 88599 Hillcrest Drive | Individual Cash Delete £50.00
Palmetto, FL 32312
Marsha Kirk
Edit Delsts 2 | 6f2/2015 | 8899 Hillcrast Drive | Individuzl Check Add 100.00
Palmetto, FL 32312
Total £50.00
i Adds the changed
Add Contribution Return to Report List |tem in |ts p|ace_

In the example here, we changed the contribution amount from $50.00 in cash to $100.00
by check.

This completes the change to the original item. From here, you can change another item,
add a new item, or return to the Report List.
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What if I don’t have any contributions or
expenditures for the period?

You must submit a Waiver of Report.

A waiver is a one-page report that you fill out

and submit to the elections office.

WAIVER OF REPORT OFFICE USE ONLY
(Section 106.07(7), F.S.)
(PLEASE TYPE)
[1014381]
Carolyn J. Casadonte 96
Candidate's Name (Last, Suffix, First, Middle) Identification Number (Assigned by Division
OR Political Committee, CCE or Party Name of Elections)
1645 Harrington CT, Suite C
Palmetto, FL 32314 County Commizsion Diastrict 4
Address (Number and Street) Office Sought (Include District, Circuit or
Group Number)
City State Zip Code
E] Candidate D Committee of Continuous [ ] Check bax if address has changed since last
Existence report.
E] Political Committee D Party Executive Committee [ ] Check here if PC or CCE has DISBANDED
and will no longer file reports.
TYPE OF REPORT
(Check Appropriate Box)

QUARTERLY REPORTS PRIMARY ELECTION GENERAL ELECTION

O sanuary O 22nd day prior O 46th day prior
O apri O 18th day prior O 32nd day prior

] TERMINATION REPORT
O iy O 4th day prior O 18th day prior

0 SPECIAL ELECTION
O october O 4th aay prior

NOTIFICATION OF NO ACTIVITY IN CAMPAIGN ACCOUNT FOR THE REPORTING PERIOD OF
7/1/2009 through _ 9/30/2009 ( 03 )

X

Signature Date

SIGNATURES REQUIRED FOR:  Candidates

Candidate, Campaign Treasurer or Deputy Treasurer (s. 108.07(5), F.S)
Political Committees

Chairman, Campaign Treasurer or Deputy Treasurer (s. 106.07(5). F.S)
Committees of Continuous Existence

Treasurer (s. 106.04(¢)(c), F.S)
Party Executive Committees

Traasurer of Chaimman (6. 106.28(2), F )

In any reparting period when thade has been oo activy i th
the raquired report is vawed. Hoever, the filng oficer mu
that no report is being filed

count (no funds exprnced o recelved) the fillng of
notified in wriing on the prescribed reporting date

To submit a waiver if your city requires electronic reports:

On the Report List, find the reporting period that you want to submit a waiver for.

Click

[ Import Entries ]
[ Enter Cnntrihutinnd[ Enter Transfers ]
[ Enter E}{penditured[ Enter Distrihutiuns]
[ Prepare Totals ]

Create Waiver Report ]l

On the next page, click | Create Final Report Far Review | to bring up the Electronic Signature

PINs page with a reminder that the report has not yet been submitted.

Enter both PINs in the spaces provided and click Assign PIN to submit the waiver to the

Supervisor of Elections.
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Why are some reports locked?

Have you noticed that reports for past and future reporting periods have an
[ Unlock this report ]button?\

\\ Candidate Reports
\ \ Election 1 County 2015 (2015-11-04)
Ae)

Past \rtmgNs Current Reporting Periods Future Reporting Periods

tal tal

Rpt Date N Status
\ View Contributiond View Transfers
bmitted - - -
2015-5 $50.0 B #1088116 View Expenditu View Distributions|
(05/01/2015 - D5/31/2015) 6/3/2015 | (1 item) Unlock this report e
Export CSV

View Contributiong View Transfers

2015-5 $450.00 | $1,00000 [ #1088118
(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items) | (2 ite

* 4 View Col J View Transfers ‘
iva

2015-7 $50.00 _ #1073251 View E)_qgendﬂuﬁ View Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 | (1 item) Unlock this report i

Export CSV

These buttons prevent you from accidentally entering data for the current reporting
period into a past or future period.

If you find that you need to amend a past report or enter data for a future report, click
[ Unlock this report ]

For past reporting periods, you'll then get command buttons for amending the report.

_—

View Confributions  View Transfg
b d - - - - -
20155 ssoo0|  |siosesse View Expenditureg Vi ibutions
(05/01/2015 - 05/31/2015) €/2/2015 | (1 item) T Print I e
Export CSV

And for future reporting periods, you'll see the usual buttons for entering data.

View Contributions msfers
Received

20157 550,00 ) 21073251 View Expenditurag  View Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 (1 item) Unlock this rep Pfint | Ameﬂd

Export CSV
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How do I export data to a spreadsheet?

The system has two ways to export your financial data to a Microsoft Excel comma-
separated values (.CSV) file:

Import Entries
Submit |
__ExportCSV__ |}

collects all data for the selected report.

: Export All Transactions CSV collects all data from all reports in this

election.

Both options create a file named CFinExport.csv in your C:\ Temp folder.

When you click either button, you'll see a message asking if you want to open or save

the file. You can view the file immediately or save it to a different name and location, if

you like.

The spreadsheet file contains this information:
e Date the item was recorded
e Whether it’s a contribution (C) or an expenditure (E)
e Contributor or vendor name and address
e Contribution type
e Contributor’s occupation
e Item type
e Description

e Amount

e Whether the item was recorded in the original report (blank) or an amendment

(A)

VR Systems Confidential/Proprietary Trade Secret

46



What reporting is required at campaign
end?

On the Report List, you will see a section for the termination report, which is the
absolute last report that will be submitted by your campaign. This report states the
financial status of your campaign after all contributions and expenditures have been
reconciled. It should also show how any surplus funds were disposed of.

The termination report might not appear in the Report List at the beginning of the
campaign, but the elections office will add it to your reporting dates at the appropriate
time. Note that it might not be named Termination Report. The elections office can give it
any name, such as 2015-Final, like the example here.

[ Y e, e e e e e AP e b e e, o e PRy A AR, A e e =3, = J
Create Waiver i
— 3
mport Entries}
=
— Mo Data Entered Enter 'ZZ-:ntrituti}

2015-Final . . Unlock this report S —

@ - 10/31/2015) 11/10/2015 ) P Enter E-’:F"”'*'“g
— Prepare Totals
Create Waiver }

g e T e iy ey e e e e e ey e e e e R e T

When it’s time to file the termination report, its row will turn green.

To file this report, you will need to add any outstanding contributions and expenditures
that haven’t been reported in an earlier report.

If surplus funds remain in the campaign account, the termination report should include
an expenditure that disposes of those excess funds. When you enter this expenditure, be
sure to select Disposition of Funds for the Expenditure type.

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

Report In Focus: 2015 - Final
Start Date: 2015-10-01 End Date: 2015-10-31

To report on the disposition of
surplus funds, select one of the
Disposition of Funds options in
the Expenditure type field. For a
description of each type, see page
14.

Date | 10 ¥ 4|31 v /2015 Date of item (mm/dd/yyyy)

Last (Casadonte
Vendor Name -
First Antonio Middle

Enter |ast name or company name if 2 busing
Address 1| 340 Gulf View Drive
Address 2

City | |Miami sT|FL zip 32322

Amount £ 500

Campaigns sometimes confuse
Disposition of Funds
and
Enter Distributions.

Return of
unused
campaign
contributi
ons

Purpose Type the gfrpose of the axpenditure.

i

Expenditure type || SPOSIIOn of Funds M o A A e o 9

penditers 5%%. ionetary the coreat monssciontpe |l Remember that Disposition of Funds
Petty Cash Withdrawn . .
Pely Cash Spernl is a type of expenditure, whereas a
Transfer ta Qffice Account . . . . .
Refund f distribution is a type of transaction
Disposition of Funds . .
Disposition of Funds fo Future Campaign referring back to a previously recorded
Disposition of Funds to Political Party
Disposition of Funds to Petition Verification expense-
Reimbursements
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When you return to the list of expenditures for the termination report, you will see the

item listed, but the amount will not be reflected in the total expenditures for the period.

Nor will the amount be included on the Report List —in the Total Exp column —
although it will be counted as an “item.” This design is in accordance with Division of

Elections requirements.

W T T ST » -
Create VWalver F'\gf,ﬁ T

Import Entries
Enter Contributions, Enter Transfers

Not Filed
2015-Final ) £0.00 | Nata IEntr!',r Started Enter Expenditures| Enter Distributions
(10/01/2015 - 10/31/2015) 11/10/2015 (2 item) [ [ KJnlock this report Prepare Totals

Create Final Report For Review
Export CSV

st

Preview the report and submit it as you have previous reports for the campaign.

When you look at the report, notice that the Disposition of Funds amount is not
reflected in box 7 of the Report Summary page.

e POl 1 i I8 e 2R AU @ s

} (7} EXPENDITURES THIS REFPORT

5 | Monetary
¢ | Expendtures  $ 0.00

:? Transfers to Office

Ay, Aap gy, rhs

; Account $ 0.00
M| Total
% | Monetary $ 0.00

18] 0 OtherDistrbytions, s g srme spices

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

R e o o - g

& :

% ](10) TOTAL Monetary Expenditures To Date b4

k;'\ 5 1,B09.78 ;

€RTIFICATION }
B Y VPP SRR SN VTP S TN SR

And it will appear on the Itemized Expenditure page with an expenditure type of DI.

CAMPAIGN TREASURER'S REPORT - ITEMIZED EXPENDITURES
(1) Name _Carolyn J. Casadonte {2) 1.D. Number 312
10/1/2015 10/31/2015
(3) Cover Period / / through / ! (4) Page 1 of 1
(5) m 8 [E}] o) 1)
Date Full Name Purpose
[G] (Last, Suffix, First, Middle) (add office sought if )
Sequence Street Address & contribution to a Expenditure
Number City, State, Zip Code candidate) Type Amendment Amount
- ~
10/31/2015 | Casadonte, Antonio return of DI $500. 0q
; / 340 Gulf view Drive unused
Miami, FL 32322 campaign
1 contributions
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What if I forgot my password?

If you've forgotten your password, you can simply reset it by clicking the Forgot Password link
on the Log In page.

Mumeric Candidate ID (no leading zeros) I:l Passwurd| | | Login |

Forgot Password?

On the Candidate Forgot Password page, enter your Candidate ID number and click the Reset
Password button.

Candidate Forgot|Passwor

\ 4

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

An email similar to the one below will be sent to the email address associated with your
account.

Candidate Reports Reset Password Inbox &
Click the link provided websupport@vrsystems.com 12:31 PM (0 minutes ago) -~
to me [~
in the email. \ Carolyn J. Casadante
Please reset your password using the following link:

https:/fwww voterfocus com/wsiwscanddev/candidate_resetpw php?county=cfetraining&r=5571cef5450b27 75501507

This link will expire in 1 hour.

If for some reason there is not an email address associated with your

Candidate ID, you'll need to contact the Supervisor of
Elections office.

On the Candidate Reset Password page:

Candidate Reset Password

Enter a new password in

the New Password — [ ew Password
field.

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

same password in the

Re-enter Password Reset Password
field to confirm the new

password.

The password can be up to 12 characters —letters and/or numbers —and is case-
sensitive.

Then click the Reset Password button and proceed back to the Log In page.
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How do I change my password or PINs?

You can change the password assigned to you by the elections office, if you like. A
password can be any combination of letters and numbers.

If your city required electronic filing of reports, your campaign has been issued PINs for
the candidate and treasurer. You can also change these PINs, if you wish.

To change your password:

On the Report List, click Change Password/PINs.

Candidate/Committee : FrankCastle (238)

Office : County Judge
i Log Out Edit Candidate/Committee Bio Information/Upload Photo Change Password/PlNs '

In the Enter Old Finance System Access Password field, enter your current password.
You need to do this even if you don’t want to change the password, but only want to
change one or both PINs.

If you want to create a new password, enter and reenter it in the two fields provided for
the new password. The password can be up to 12 characters —letters and/or numbers —
and is case-sensitive. If you don’t want to change your password, don’t make any
changes to the password fields.

If you want to change a PIN, enter and reenter the new PIN in the two fields provided
for the new PIN. Then enter your new password in the other two fields.

Click Change Password/PINs when you are finished.
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Type your current ~
password here.

To finish changing
the password and

Enter Old Finance System Access Password (REQUIRE
(The ocne you used to log in to this session)

Enter New Finance System Access Password

ReEnter New Finance System Access Password

Enter New Candidate/Committes electronic PIN [sess

ReEnter New Candidate/Committee electronic PIN |sees

Enter New Treasurer electronic PIN [ssss

ReEnter New Treasurer electronic PIN |sees

PINs, click here.

| Change Password/PlMs | | Cancel

Change Password/PINs

alter the password/pins

-
-

Type your new
password here.

Type your new
candidate PIN
here...

...and your new

From now on, you will log on with your new password. Keep in mind: if you set up the
Candidate Log In page to automatically fill in your password, you will need to retype
the password there the next time you log in. When you do, you might see this message:

AutoComplete

The pazsword you entered does not match the password

! 5 stored in Windows for this user name.

Do pou want to change the password stored in Windows ta

Your new entry?

Simply click Yes to proceed into the Campaign Financial Reporting system.

Should you forget your new password, follow the instructions on page 49. If you forget
your PINs, contact the elections office. They will be able to retrieve them for you.
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Don’t forget to log out!

When you are finished with a session on the Campaign Financial Reporting system, be

sure to log out so that unauthorized persons cannot modify your report data.

To log out of the system:

On the Report List, click .

3L

Click here to
|09 out of the = <Candidate Reports - Candidate Log In> - Windows Internet Explorer
SyStem' ::-; - |@‘ https: e, voterfocus, com/ws W3candfcandidate_pb.php?county=erica V| EJ #9||% |

- B = - | Page - () Tools - »

e [ @ <Candidate Reports - Candidate Log In> l l

VR Systems Confidential/Proprietary Trade Secret

~
Candidate/Committee : Carolyn J. Casadonte (96)
Office : County Commission District 4
NOTE: The can te/committee information (biography, photo, and released reports), has been viewed a total of 1 times from the
public site.
Edit Candidate/Committee Bio Information/Upload Photo | Change Password
[ Export All Transactions CSV ]
52



