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CAMPAIGN FINANCE SYSTEM (CFS) USER GUIDE
WELCOME to the New Hampshire Campaign Finance System.

This new system, which is optional for the 2008 election cycle, offers numerous advantages to
candidates, political committees, and the general public seeking to file and review campaign
finance information.

The system captures the same information as the existing paper system, and is designed to be as
“user friendly” as possible, with appropriate prompts to facilitate use.

The Campaign Finance System (CFS) is designed for use by:

Political Action Committees

1. Register a political action committee for the upcoming election

2. Print the registration, sign the form and mail it to the Secretary of State’s office with the
$50. fee

3. Upon receipt of the completed registration form, the Secretary of State will activate the

registration

4, After activation: the committee can log in to the CFS using the user name and password
that is assigned upon registering; and
e Enter campaign receipts
e Enter campaign expenditures
e View and print a Statement of Receipts and Expenditures
e After logging in as your committee you can click on HELP on each page for more
information on how to perform the tasks above

5. Use the alternate method of recording receipts and expenditures by downloading an excel
spreadsheet to your computer for uploading to the system.

Candidate Committees

1. Register a candidate committee for the upcoming election

no

Print the registration, sign the form and mail it to the Secretary of State’s office

3. Upon receipt of the completed registration form, the Secretary of State will activate the
registration

4, After activation: the candidate committee can log in to the CFS using the user name and
password that is assigned upon registering; and

Enter campaign receipts

Enter campaign expenditures

View and print a Statement of Receipts and Expenditures

After logging in as your committee you can click on HELP on each page for more
information on how to perform the tasks above.

5. Use the alternate method of recording receipts and expenditures by downloading an excel
spreadsheet to your computer for uploading to the system
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Candidates

1. Register a candidate for the purpose of filing receipts and expenditures for the upcoming
election

2. Contact the Secretary of State’s Office that a candidate is pending registration

3. After activation the candidate can log in to the CFS using the user name and password that
IS assigned upon registering; and

e Enter campaign receipts

e Enter campaign expenditures

e View and Print a Statement of Receipts and Expenditures
After logging in as your committee you can click on HELP on each page for more
information on how to perform the tasks above.

4, Use the alternate method of recording receipts and expenditures by downloading an excel
spreadsheet to your computer for uploading to the system.

General Public

1. View Individual Contributors Reports

2. View all Registered Committees (list only contains name of committee, chairperson and
fiscal agent or treasurer)

NOTE: To view the committee registration which includes more information, you need to
access the Secretary of State’s website: www.sos.nh.gov/electionsnew.html

3. View filed Statements of Receipts and Expenditures

On every page, this graphic " will appear in the upper right hand corner. Click on this
graphic and a help screen will appear to assist you through the steps on that page.

Please note that any contributions and/or expenditures that are entered in the system are
PENDING and are not available for viewing by the public until the report if FILED.




POLITICAL ACTION COMMITTEE REGISTRATION

CANDIDATE COMMITTEE REGISTRATION

Registration Form

Fields indicated by a red asterisk are mandatory

Committee Name

This field is mandatory. Committee Name should be written in full
with no abbreviation. This field is non-editable, so please be sure
the name is entered correctly.

Alternate Name

Abbreviated or short committee names are entered here. While
searching for committees, the system would search through
committee name and short name.

User Name and

These fields are mandatory. User name and password are required

Password for committee to log into the system. Password is limited to 8
characters.
E-Mail We strongly recommend that you provide an email address. If you

forget your password, your e-mail is necessary for us to send it to you
securely.

Phone Number

U.S. phone number only

Chairperson

Fill in required fields.

Treasurer

Fill in required fields. Treasurer must be a N.H. resident.

Purpose of Committee

Type in the purpose of the committee

Election year

Choose year of election for which the committee is registering.

Type of Election

Choose both primary and general if committee is registered for all
elections in the year

Statement of
Independent
Expenditures [not
required for Candidate
Committee
Registrations]

Indicate whether the committee will be making independent
expenditures. If yes, a field will appear for you to enter the name(s)
of a candidate(s) and whether the committee is in support or
opposition.

Party Affiliation

Enter party affiliation of candidate.
[required only for Candidate Committee Registration]

Office Choose the office from the drop down list. Fill in the county and
district if necessary for the office.
[required only for Candidate Committee Registration]

Other Officers Insert any other officers of the committee

Continue After completing the registration form, click on “continue” at the

bottom of the screen. Your completed registration will be shown and
you will have an opportunity to review for accuracy. If you need to
make changes, click on the “back” button at the bottom of the screen.
If everything is correct, click on the “confirm and continue to
printable format” button.
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User ID Make a note of your User ID number. You will need this information
in addition to your User Name and Password to log into the system.
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Home
Administrator Login

Login for Committees and
Candidates

New ng;pshir*e
CAMPRIGNFINANGE

SYSTEM

P

& Internst

M |} PUBLIC Training Pages Inbos - Microsaft Cut, ., 3 ReqgistrationForm - Mi... @ “'_ 2136 PM

Print Registration Click on the “click to download printable registration form” button to
produce a PDF of your registration. Print the form, have the
chairperson and treasurer sign the form. Then mail it with the $50
registration fee to: Secretary of State’s Office, State House, Room
204, Concord, NH 03301

[fee not required for Candidate Committee Registrations]

Activation When the registration form and fee are received in the Secretary of
State’s office, the registration will be activated. You will not be able
to access the committee in the CFS until it is activated.

Pop-Up Blocker If you have a pop-up blocker active on your computer, the
registration form will not be produced. You should disable the pop-
up blocker temporarily.

Editing Registration You can edit certain information of your registration. You need to log
Information into the system and go to View/Edit Registration Information. More
information will be available on that page.

Enter Button Do not use your “enter” button after inserting information in a field,
as this will cause the “help” page to appear. You must use your
cursor to move from field to field.




CANDIDATE REGISTRATION

Registration Form

Fields indicated by a red asterisk are mandatory

Candidate Name

First and Last Name fields are mandatory.

User Name and

These fields are mandatory. User name and password are required

Password for candidate to log into the system. Password is limited to 8
characters.
E-Mail We strongly recommend that you provide an email address. If you

forget your password, your e-mail is necessary for us to send it to you
securely.

Phone Number

U.S. phone number only

Fiscal Agent

Put a check in the box if the fiscal agent is the candidate. If not,
complete the fiscal agent name and address information.

Election year

Choose year of election for which the candidate is registering.

Type of Election

Choose both primary and general if candidate is registered for all
elections in the year

Party Affiliation

Enter party affiliation of candidate

Office

Choose the office from the drop down list. Fill in the county and
district if necessary for the office.

Continue After completing the registration form, click on “continue” at the
bottom of the screen. Your completed registration will be shown and
you will have an opportunity to review for accuracy. If you need to
make changes, click on the “back” button at the bottom of the screen.

User ID Make a note of your User ID number. You will need this information

in addition to your User Name and Password to log into the system.
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Accessing System You may access the system by choosing “Login for Committees and
Candidates” from the home screen.

Editing Registration You can edit certain information of your registration. You need to log
Information into the system and go to View/Edit Registration Information. More
information will be available on that page.

Enter Key Do not use the “enter” key after you enter information as this will
cause the “help” page to appear. You must use your cursor to move
from field to field.




VIEW INDIVIDUAL CONTRIBUTORS

This screen allows you to view all contributions made by individuals, committees or businesses.
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Mount Cranmare 1 skimobile Rd. PO Box 1640, Morth Canw... 11675.00 Wigw Excel
! Mount Sunapes PO Box 2021, Newbury, NH 03255 200000 Mg Excel
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for. Itis not necessary to complete all the fields if you just want to view
all ““business™ contributors as in the sample above. Simply choose
“business’ from the dropdown box, then click the “search” button.

Last Name/Business | Enter the appropriate name. The name you enter must be the EXACT

Name/Committee same as how the contribution was entered. This system does not search
Name for “sound-alikes” or “similar”. Leave the *““contributor type” blank.
First Name Enter first name if you are looking for an individual

Town You can enter the town name if known, but this field is not required
Minimum Leave blank to view all contributions

Contribution

Amount

Search Click on the “search” button. All contributions matching your search

criteria will be listed along with the contributors address and the amount
of the contribution.

View To view who the contribution was made to click “view” to see the
contribution in pdf or “excel” to view the contribution in excel format.
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Search Results

You can arrange the search results alphabetically, by Contributor Name,

Sort Address, or Amount by clicking on the appropriate word (in blue) at the
top of the search results. A small black directional will appear. Click on
that black directional to sort the column.

Clear Click on “clear” button to clear the screen to enter new search criteria.

Note: You can search ALL Individual Contributions or ALL Business
Contributions or ALL Committee Contributions simply by indicating the
contributor type and clicking “search”

Copy To make a copy of the information in the search criteria field, right click

anywhere in the search criteria field, and a window will pop up. Choose
“copy this table”. Minimize the CFS page and open an excel spreadsheet.
In the new excel spreadsheet, click on paste.

What can you view?

You can only view contributors to those candidates and/or committees
who have opted to use the Campaign Finance System to file their
Statements of Receipts and Expenditures.




VIEW FILED STATEMENTS OF RECEIPTS AND EXPENDITURES

Statement of Receipts and Expenditures | After all transactions for a particular time period
have been FILED, a Statement of Receipts and
Expenditures is produced and can be viewed by the
public.
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Filing Year Indicate the year appropriate for the filing

Filing Period Choose the appropriate filing date from the
dropdown list. Click on the “search” button.

Other Fields It is not required to complete all the fields; however
they are available if you want to narrow your search
criteria.

Viewing the Report You may choose to view the Statement as a PDF or
as an Excel spreadsheet. Click on the appropriate
button.

Pop-Up Blocker If you have a pop-up blocker active on your

computer, the statements will not be generated. You
should temporarily disable your pop-up blocker




VIEW ALL REGISTERED COMMITTEES
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Search

Click on the “search” button to view ALL active
registrations.

Type

Choose a type from the dropdown list if you are looking for
specific registrations.

Treasurer/Fiscal Agent

If you want to view all registrations with a particular person
as treasurer or fiscal agent, enter the search criteria in the
appropriate fields for Last Name and/or First Name.

Candidate/Chairperson

If you want to view all registrations with a particular person
as candidate or chairperson, enter the search criteria in the
appropriate fields for Last Name and/or First Name.

Search Results

You can arrange the search results alphabetically, by Name,
Year of Election, Candidate/Chairperson, Treasurer/Fiscal
Agent, or Status by clicking on the appropriate word (in blue)
at the top of the search results. A small black directional will
appear. Click on that directional to sort the appropriate
column.

Status

There are two kinds of status:

Active : If a candidate, a candidate committee, or a political
action committee used the CFS to register they will be
indicated as Active. This means that you will be able to view
individual contributors and statements of receipts and
expenditures for those committees.

Paper Filing: If a candidate, a candidate committee, or a
political action committee DID NOT use the CFS to register
they will be indicated as Paper Filing. This means that you
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will NOT be able to view individual contributors and
statements of receipts and expenditures for those committees
on this system.

Copy List of PAC’s

To make a copy of the list of registered political action
committees, right click anywhere in the search criteria field
and a window will pop up. Choose “copy this table”.
Minimize the CFS page and open an excel spreadsheet. In the
new excel spreadsheet, click on paste.

This list will only show you the name of the PAC and the
names of the chairman, treasurer and/or fiscal agent.

PAC Information

The ONLY information available on the list is the Name of
the Committee, Name of the Chairperson, and Name of the
Fiscal Agent or Treasurer. The list of registered Political
Action Committees with addresses and phone numbers is
available from the Secretary of State's website:
www.s0s.nh.gov/pacs2008.html. You will also be able to
view any Political Committees that have registered but have
chosen NOT to use the Campaign Finance System
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FORGOT PASSWORD

Forgot Password?

Click on the “forgot password?” link if you can't remember your password
or ID. This screen will appear AFTER you click on the link to “Login for
Committees and Candidates”
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1D:

Put in your User ID; or

Name:

Enter the name of the Candidate, Candidate Committee, or Political
Action Committee or a key word in the name.
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Click on the "search™ button. The appropriate committee (or candidate)

Search: will appear in the search criteria field.
Click on the "send™ button that appears after the name of the candidate or
committee. The CFS will email your password to you.

Send:

NOTE: If you did not enter an email when you registered, this process
will not work. You will have to call the Secretary of State's office for
help. 603-271-3242

Forgot your ID?

If you do not remember your ID, you can put the name of the candidate or
committee - or a key word of the committee in the Name Field.

Search:

Click the "search" button. All registered committees with that name (or
key word in their name) will appear in the search criteria field. Choose
the appropriate ID and enter it into the ID Field, then click "search” again.
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CANDIDATE/COMMITTEE: VIEW/EDIT REGISTRATION INFORMATION

View or Edit After logging in to the CFS click on the link “View/Edit Registration
Registration Information
Information
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R I
EAMPAIENFI NANBE Street Number [ | S P Address Line2:
l r s .I. E . Town: State: | Meww Hampshire Zip: |0000 e I:l
TREASURER***Must be a N.H. Resident{RSA 664:13)
% Lot ama: e rra— S E—
fl
AL i 3 L
dl— | L A-baEs QOcoupation: * e RlecelotRrnCinal [ v
ﬁil & Internst
M | Inboy - Microsoft Ou... ” |_f} Training Pages " Microsoft FrontPage .. ” Wiew Edit Registratio...

Committee Name CANNOT be changed.

Committee Address All can be changed
User Name: Password
Phone Number

Chairperson/Treasurer | Name and address can be changed BUT it must be approved by the
Secretary of State first

Follow these steps to e Type over the information you want to edit

make changes: Click on “continue” at bottom of screen.

The screen will re-appear with the changes made for your review
Click on “update committee information” at bottom of the screen
A small window will appear telling you that the change was
successful.
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|@ RegistrationForm - Microeseft Internet Explorer

File  Edit Wiew Favorites  Tools  Help

G Back -

A A 0 "
lﬂ lELI .'\] / ! Search ‘::_\'.;‘Favnr\tes 6’-‘( A

Address @ hkkp:}fcFs,s0s.nh.govicFsiTreasurer jRegistrationForm, aspxPid=1338

[-_J@]

=

@3

v .Go Links ** '@ b

Y_’ - g' [w|search wen &2 E" @' @ = Mail ~ @My ‘Yahao! ~ @Hnt]nhs - éGames - J@ Music ~ Answers @ Personals = ¥
\U Tawn: ww State: NH Zip: o000 - bl
New Hampshire i
AMDAINN TREASURER***Must be a N.H, Resident{RSA B64:13)
[: HINrAH I uru F I NAN BE Last Marne:* ww :ilr:geN:fm;i:ndpal ww Middle:
l \!’s '|' E . Ocecupation: ww Erployrment: www
Ernail: Fhone Murnber:
Physical Address:
Street Mumnber: SheEtNaned ww Address Ling2:
FP.0.Box:
Town: ww State: NH Zip: 0987 -
Mailing Address:
Street Mumber : StreetName/ ww Address LineZ:
FP.0.Box:
Tawn: ww State: NH Zipt 0987 -
PURPOSE OF
COMMITTEE:
Indicate the election{s) for which the committee is registering:
Election Year: 2008
Other:
Stat 1t of Ind lent E litures
I I
The Committee will not be making independent expenditures,
In Support of In Opposition to
OTHER OFFICERS
Last Mame First Mame Street o pame Town State  Zip Place of principal Ccecupation
# employment
| Back || Update Committee Information
w
&) Dane £ Internst
M Inbio - Microso... |5 Training Pages Microsoft Frank,.. View Edit Reqist... Wiew 10-edit regi.. Y RedgistrationFar... R # a4 oM

Changes not made

At this point all changes will be made public EXCEPT:
Chairperson name and/or address change, and
Treasurer name and/or address change.

Approval by
Secretary of State

The Secretary of State must approve the name change of a chairperson
or treasurer.

Here’s what you need to do:

Contact the Secretary of State’s Office by mail that a change in
name for one of the above has occurred; and

Submit a letter of resignation from the previous officer, or

The committee minutes effecting the change

Upon approval by the Secretary of State:
The name change will be approved, and
The change will be viewable by the public

Independent
Expenditures

Names of candidates supported/opposed by a committee: CANNOT be
removed, but they can be changed.

Other Officers:

CANNOT be removed, but they can be changed.

NOTE:

Do not use your “enter” button after you enter information as this will
cause the “help” page to appear. You must use your cursor to go from
field to field.
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CANDIDATE/COMMITTEE: ENTER NEW CONTRIBUTION

Contributor type

Select whether the contribution is from an individual, a business, or a committee.

Contributor name

If the contributor is an individual, enter LAST NAME first, then first name.

If the name of the contributor is already in the system, (whether an individual or a
business) a drop down list will appear from which you can choose the name of your
contributor. The contributor details will automatically be filled in.

NOTE: when entering a new individual contributor’s name please use the full name
(no nicknames) and home address (if possible not business address). This will help
prevent confusion later.

If the contributor is not in the system, you will need to enter the contributor details

‘@ Campaign Finance System:Committee - Microsoft Internet Explorer =<
File Edit Yiew Faworites Tools Help >
Qe - © - [x¥] B €| O seoren lpravonss € - & - @ 3
address | hekpifefs.sos nh.gevichs/ Treasurer/EnterCantribution, aspx ~] By s lnks ? @R -
Y - 2 S searchvich - | 2 EE- B~ @ | CIMal - @My ¥ahoo! ~ [FHotlobs - ol Games ~ J Music - ED Answers - @Personals ~ 3>

~
Wiew/Edit Registration Information
>
Enter Mew Contribution ENTER NEW CONTRIBUTION .
Enter New Expenditure L
Edit/File Pending Transactions Contributar Type: Business ~|
fmend Filed Transaction Gontributor Mame: B I unitemize d
Upload Transactions
o —— CONTRIBUTOR DETAILS
e e Existing Contibutor Add New Contributor
Expendifures Business Marne [ |
Heln . Strest
BB [ | Rammere.0.80x
HOME o ydress Line 2: [ |
Public Menu
Town: [ ]
Logout (... Rewmanssnie = 2ip:  — —
. CONTRIBUTION DETAILS
Contribution Type:  [anstary ~] Contribution Date: [ ]FF
e —— Contr.Limit: $[5200 Arnount 1
New Hampshire I" ol #
Commen s
CAMPAIGNFINANGE
UANITRION Enter Contribution Clear
SYSTEM
{12 T IR ~
& et
m Inbox - Microsaft Ou (£33 Training Pages Microsoft FrantPaae B Enter New Cotnributi DERSF oi528m

Unitemized

Check the box next to the contributor’s name if the contribution is $25 or less.
Contributor details are not required for contributions under $25.

NOTE: The maximum amount that can be entered in the unitemized box is $25. If an
event is held where tickets are $10. each (for example), you will have to enter the
unitemized contributions in $25 increments until the total amount is entered. These
transactions viewable by you on the appropriate receipt and expenditure report for
bookkeeping purposes; however, only a total will appear on the receipt and
expenditure report that is seen by the public.
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|¢J hittp: Hcfs. sos. nh. goviCFSirepert/ViewReporiWindow. aspx - Microseft Internet Explorer | Adebe Acrobat Professional - [2007_SRE_1360_55_AT1]. pat] ;,E',u
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A B & Pswer Foromtes © @ 3 2 H o T @ flsewen | T croanree + 5 Conment s Wortun = o Sena or Review = Sy sncure + F son o Foma

A 1 et el s P S eport e epart i s - [n et g | @ - e1| @ (e - @ || Dh-|| vr || @ne- | =
wr- o w|searcnwen - o [E- - @ | Gmal - @y vaool - rodie - OfTravel - GlGames - 5 busc "
Blowescer = 35 O Pl sewch ||| 7 | [hososct i || & - 2|+ | @ (e - @ || O] 1 - A 5o - E
0 3 Page 1 of 1 Candidate or Comeuttes Nanse Tune Test Commitiee
t =l Repomng Penod endsng May 18, 2007
E Page 101 Candidate or Compmittes Name  June Test Committes A
i . || GENERAL ELECTION ITEMIZED RECEIPTS
Reporting Period ending  May 18, 2007
g Agmepee  Woomuibation or agmegme
GENEPAL ELECTION ITEMIZED RECEIFTS - Full Name of Coatibutor Poat Oiffice Address Amsust of Duse sotbutice  contribetion i over $100 lis
Agmepe  Meoemibusien oragg] 5 coutritution Recewved o Duse Decupation Flace of Business
Fall Nomue of Conmibutor Post Ofice Address Amcuatof Dase comnibmmion  coumbution 1 oves L-: e =
coatribation Receved 12 Due Oceupation [ )
Fl A ke Matter . NH § 500,00
ARl drwnMawer—TH 33300 51083007 $300:00 5 { Amemded fom Al Chikren Matier . XH 03082007 )
Al Chkdren Matie - NH $50000 05082007 § 50000 % fp—y 107 ot i tr 107 0ceth nsin it concond, N SS0000 0NIL200  § 50000 ales alen i
{ Amended fiomn Al Claldren Matier - NH 05082007 ) - a0
) yane st 107 moeth mais tre 107 north muain sreet eonceed, NH $50000 05142007 $ 500.00 sales Joue ki Sy 29 Main Street 39 M SToves, Liadm, N 03307 S0 0150007 S2600 Joues Sk Sy
’ a0l |
f Jows Sk Ship b Main Sareet 20 Main STrees, Loudon, NH 03307 S57.00 0552007 § 28200 .. Total of receipts umiremazed ($23.00 or under) i thus repon 540,00
: Fr— Sl §|| CENERAL ELECTION ITEMIZED EXPENDITURES
Vasrequzed $1400 02102007 | Paid 1 Wheen Pt Office Address Amcuated  Daeof Pimary Genersl  Nanuwe of Expeadinee
Ut o 4 51200 OMI32007 E‘ Expeas Lrpense
Total of receipts unitemized ($25.00 or under) in this report $40.00 il et s e D [3 ol e
| 1 Campign Finee Sysems 102 North Main Sieee Concord, MH 03301 S2500000 05182007 D % MELPUS!!
=l I4 4 zdz @ Ll Help Regiwraicn
Dere _ a o4 2o o
m [ b - Mo | grumicusRG... | ) Eeker e Cort.. | BB Mcroncit Frort... | @) Rscmpts a B2 ST M [ L [ LT T serosct,.. =| [Mosaitfr.. | @ Rmpertsme. | @) tpites... @ﬂ EELT]
Occupation Occupation must be listed if the contribution or the aggregate contribution from this
contributor is over $100.
Contribution Type Indicate whether the contribution is monetary or in-kind. If it is an in-kind

contribution, a field will appear where you can enter the type of in-kind contribution.

Contribution Date

Enter the date of the contribution. You can enter it manually, or click on the calendar
indicated by the

Aggregate Amount

The aggregate amount from this contributor will automatically be calculated.

Contribution Limit

This indicates the limit that can be accepted per election by an individual contributor.

Amount

Indicate the amount of the contribution.

Enter Contribution

Once you have entered all required information press the “enter contribution” button.
A small window will appear telling you that the contribution was entered successfully.
Click OK. The screen is now blank and you can enter another contribution.

24-Hour Contribution

State law requires that when a candidate or committee receives a contribution of
MORE THAN $500 in the 7 days prior to the election it shall be filed with the
Secretary of State within 24 hours. You can do that:

e by entering the contribution as outlined above.

e choose that transaction from your pending transactions and FILE that
transaction ONLY.

o after you file that transaction, you can “view the statement of receipts and
expenditures” for that day. Since you are logged in, you will view a statement
that will show the contribution in black print; and any other pending
transactions in gray print. Thisis YOUR VIEW ONLY.

e When looking at the report in the public view, only the +$500 contribution
will be shown; therefore,

e Itis important that you print the PUBLIC VIEW of the Statement to sign and
mail to the Secretary of State’s office.

6 Month Reporting

6-month reports are for the purpose of reporting how a committee or candidate is

18


http://cfs.sos.nh.gov/cfs/Treasurer/EnterContribution.aspx

spending DOWN a surplus or PAYING OFF a deficit from the previous election.
Once a committee has raised or spent more than $500 (except for spending down a
deficit), it should re-register for the next election and report those transactions on the
dates specified for that election.

If your committee/candidate had a surplus from the last election and you record
receipts from events that are raising money for the next election, the CFS will NOT
report accurately.

ALTERNATE METHOD OF RECORDING CONTRIBUTIONS & EXPENDITURES
If you do not want to enter your transactions in the above manner, this alternative system allows you to download an excel

spreadsheet which you can save to your computer. This will allow you to enter your transactions without logging in to the
CFS.

Upload Transactions After logging on the CFS using your user 1D, name and password, choose the link
“Upload Transactions”

|@ Upload Transaction File - Microsoft Internet Explorer u@]
File Edit Wiew Favorites Tools Help .‘}'
7 A =) s Y R 2
GBack - Q ﬂ IEI] )| ) search 7 Favortes & = ® 3
Address @jhttp:Ucfs.sos.nh.gov,icfs;’Treasurar,l’ImportTransactions.aspx » a G Links ** ‘@ -
Y" - P | search web - 52 B- @' @ (=g Mail ~ @My Yahool ~ @Hnt]nhs @ éGames -y Music - Answers v @ Personals

A

Wiew/Edit Registration Information

2
Enter Mew Contribution Upload Transaction Files -

Enter Mew Expenditure
Edit/File Pending Transactions Click here to download the transaction template,

2mend Filed Transackion Setect File to Import:
Unload Transactions Upload

Change Password

Wigw Statements of Receipts and Uploaded Date  File Name # of Rows  Status
Expenditures

Heln
Home

Help

Public Menu

Log Qut

New Hampshire

EF‘IHIHIPHEEHFINANBE There are no rows in this view
SYSTEM

_ [ - R
e [ A -melha B i

é;'] & Internet

M Inbiox - Microsaft Ou, ., |3) Training Pages Micrasaft FrontPage ... a Upload Transaction Fi... @ Enter News Coknributi, @mﬁ 955 AM

Download the transaction Click on the “click here to download the transaction template” You will be able to
template download an excel spreadsheet that you should save to your computer. Record all

your contributions and expenditures on this spreadsheet.
You can upload it to the CFS when all transactions for a reporting period are entered.
More information on how to upload is available on the “Upload Transaction” page.

Excel Spreadsheet There are two tabs for the spreadsheet. “Contributions” and “Expenditures”

Business Rules Click on the top of each column to see the rules for completing transactions. If the
rules are not followed, the transactions will not upload to the system.
These are the business rules:

1. Unitemized contributions should be less than or equal to $25. A description is
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required for that contribution.

2. Contributions greater than $25 require a contributor’s name.

3. Contributions greater than $100 require contributor’s name, address,
occupation, employer name and employer location.

Microsoft Excel - Test Transactions. xls
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B1 &

L .A —
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(o B G RS AV AT

[T NATIO

Contributor_Type Code l:}sij]ame i:.\rstj.\jame“Mi.dd\éj]ame Cémmit-teejif]“Camm\itee}]ame Eiﬁs.i-nessjlame .Ei-us.iness:'i'.own ”C.]:cupaii-ﬁr""‘

mcCC
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Draw~ [  Autoshapes~ . “w [] O 4[ g 0l [

File Edit View Insert Format Tools Data  Window Help  Adobe POF T 3 QU -8 X

DEEam SRY bR -
3 2t A |

9 %@
-0 v B I
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}sPromptv
@x-4% W -3,
B %, W% EE - h A

u
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8} £ F G H | | J T

Contribution Type
Please select T For
Individual, 'B' For
Business, 'C' for
Cornmittee o 'L For

Unitemized Contribution,

John M.

Al's Trucking Concord

ers at www.nationalgeographic.com
. [ Micrasaft Fr... ;I @ Upload Tra... -! @ Enter Mew ...

Photograph by Vincent J. Musi
}: @\u‘iewl}uplnm | ES MicrosoftE... [

Entering Transactions

The spreadsheet allows you to enter and edit transactions prior to UPLOADING them
to the campaign finance system.

Uploading Transactions

When you are ready to send these transactions to the CFS, go to the link “upload
transactions files” (after signing onto the system).

Click on the “browse” button. Choose the excel spreadsheet from your personal
computer files and hit the “open” key. The file address will appear in the line just
before the “browse” button.

Click the UPLOAD button.

Upload Process

The amount of transactions in your file will determine how long it takes for them to
upload. While the files are being uploaded, you will notice that the status is
“uploaded.” The maximum time for an upload is 10 minutes, so if it takes longer then
you probably have an error. When the files are uploaded, the status will change to
either “error” or “processed”. The system will upload ALL or nothing.

WHAT IF ERROR:

If the status changes to “error”, it means there is an error in the way a transaction was
entered. Click on the + sign at the beginning of the row. A drop down list will appear
letting you know where the errors are located and what those errors are. You need to
fix the errors, and then run the upload process again.

WHAT IF PROCESSED:

If the status changes to “processed” it means that your transactions were successfully
transferred to the system and are PENDING. Go to the “Edit/File Pending
Transactions” link to view your PENDING transactions.
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|@ Uplead Transaction File - Microsoft Internet Explorer

[-_IE]}H

File Edit wiew Favorites Tools  Help

eBack > \ﬂ |EL| h /.._\' search ‘?:"\L(Favor’\tes £ A2 :7 a8 - _] @ ﬁ

Address |®j http:ffcfs,s05.nh, govjcfs/ Treasurer/Import Transactions, aspsx [VI Go Links * @ -
Y_’ L A4 Search web v & ' @' @ =g mail ~ @My ¥ahoo! = Eﬁ]HotJabs ¥ &Games hd J.E] Music = Answers ~ 4 Personals v %%
~
Wiew [Edit Reaistration Information .
Enter Mew Contribution Upload Transaction Files "
Enter Hew Expenditure Help
Edit/File Pending Transactions Click here to download the transaction template.
fmend Filed Transaction Select Flle 1o Import:
Unload Transactions
Change Password 3
wigw Statements of Receints and Unliveildl etz (Fll REne # of Raws  Status
Expenditures - 05/30/2007 Cih\Docurnents and Settingshkladd\DesktophTest Transaction: 4 Uploaded
Helo
Hormne
Public Menu
Log Out
New Hampshire
CAMPRIGNFINANGE
SYSTEM
v
' Internet
m | Inbos - Microsa., . " (5 Training Pages ” Microseft Frant... | 3 Upload Transac... | @ Enter Mew Cotn... " Microsaft Excel ... |®m4 9:59 &M

Clearing the Excel Spreadsheet

Once you are successful in uploading your transactions, you need to clear your excel
spreadsheet. If you don’t, then those transactions left in the spreadsheet will be
uploaded again the next time you upload transactions.

Edit/File Pending Transactions

After you upload your transactions, they are in PENDING status and only you can
see them when you link to the page “edit/file pending transactions”.

On this page you can review those pending transactions and make corrections or
amendments.
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|@ Edit/File Pending Transactions - Microseft Internet Explorer

File Edit wiew Favorites Tools  Help
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Wiew [Edit Reaistration Information

Enter Mew Contribution

Enter Mew Expenditure
Edit/File Pending Transactions

Amend Filed Transaction
Unload Transactions
Change Password

wWiew Statements of Receipts and
Expenditures

Help.
Home

Date

04/04/2007
04/04/2007
04/05/2007
04/03/2007

Public Menu

Log Out
<\i"

New Hampshire

CAMPAIGNFINANGE

SYSTEM
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<

EDIT/FILE PENDING TRANSACTIONS
Help

Transaction Type: ™
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Transaction Type:

Indicate whether you want to look at the pending contributions or the pending
expenditures.

Start Date Enter the first day of transactions you want to view.
(If you want to see all pending transactions you do not have to enter a date)

End Date Enter the last day of transactions you want to view

Name Enter name of Committee or Candidate. This isn’t required, since you can only access
the information for your own candidate or committee.

Search Click *“search” button

If you want to see ALL transactions that are pending for you or your committee, you
can just click “search” without completing any other fields.

Amend transaction

To Amend a transaction: click on the appropriate transaction. The edit screen will
appear. Overwrite the filled in information with the amended information. When edit
is complete click “enter expenditure” button. A small window will appear telling you
that the expenditure was successful and you will be returned to the EDIT/FILE
PENDING TRANSACTIONS page.

At the bottom of the page you will have 3 choices. You can file all or select transactions or you can delete transactions.

IMPORTANT NOTICE

While your transactions are in PENDING status, only you can view them. However, once you FILE them, they are
available for anybody who is doing research on the CFS. It’s a good practice not to FILE your transactions until the end
of a reporting period, when you will be producing a Statement of Receipts and Expenditures.
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You will be able to VIEW a statement of receipts and expenditures before filing your transactions by clicking on the link
“View Statements of Receipts and Expenditures” and choose the appropriate filing period. Note that the transactions
appear in gray print. Once you FILE those transactions, they will be in black print.

If you choose not to FILE your transactions, click the “clear” button.

Transactions must be FILED in order for a Statement of Receipts and Expenditures to be produced.
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CANDIDATE/COMMITTEE: ENTER NEW EXPENDITURE

Payee Type Enter whether the expenditure is being made to an Individual/Business or a Committee.

Payee Name Enter the name of the business or committee. If entering the name of an individual enter the LAST
NAME first, then the first name. If the name of the payee is already in the system, a drop down list
will appear from which you can choose the name of the payee. If the payee is already in the system,
the payee details will automatically be filled in.

If the payee is not in the system, you will need to enter the payee details manually.

|@ Campaign Finance System:Committee - Microseft Internet Explorer u@]
File Edit Wiew Favorites Tools  Help ','

GBack M - | \ﬂ Iil-' ;‘] /-‘: search :\?‘ Favarites 6;‘5 M= - ® J“S
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Wiew [Edit Reaistration Information

Enter Mew Contribution ENTER NEW EXPENDITURE
Enter Mew Expenditure
Edit/File Pending Transactions Fayee Type: InclividualBusiness :v
Lmend Filed Transaction| Payee Name: H
Unload Transactions
Change Password

wWiew Statements of Receipts and
Expenditures payee Name: [ |

Heln Payee address: | |

Help

PAYEE DETAILS
Existing Payee Add Mew Payee

Home

Public Menu EXPENDITURE DETAILS

Election Type: i
Log Out P @ primary O General

J Aggregate Amount:  §(70.00 Expend.Limit: $|:|
< f

Expenditure Desc: |

| Enter Expenditure | | Clear |

New Hampshire

g:". MPRIGNFINANGE

YSTEM

0 Internet

il |
€l
M Inbiox - Microsoft Qu. .. |.3) Training Pages Microsoft FrontPage ... Microsoft Excel - Test. ., ‘R Campaign Finance Sy... Wﬂ 10:37 AM

Election Type Indicate whether the expenditure is for the primary or the general election.

Expenditure Date Enter the date of the expenditure. You can enter it manually, or use the calendar indicated by the

&

Amount Indicate the amount of the expenditure.

Aggregate Amount | The aggregate amount made to this payee will automatically be calculated.

Expenditure Limit This limit will be automatically filled in if the expenditure is made to a candidate. The limit will
be determined as to whether the candidate has agreed to the voluntary spending limit or not.

Expenditure Enter a description of the expenditure.
Description
Enter Expenditure Once you have entered all required information, press the “enter expenditure” button. A small

window will appear telling you that the expenditure was entered successfully. Click OK. The
screen is now blank and you can enter another expenditure.
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6-Month Reporting | 6-month reports are for the purpose of reporting how a committee or candidate is spending
DOWN a surplus or PAYING OFF a deficit from the previous election.

Once a committee has raised or spent more than $500 (except for spending down a deficit), it
should re-register for the next election and report those transactions on the dates specified for that
election.

If your committee/candidate had a surplus from the last election and you record receipts from

events that are raising money for the next election, the CFS will NOT report accurately.

ALTERNATE METHOD OF RECORDING CONTRIBUTIONS & EXPENDITURES
If you do not want to enter your transactions in the above manner, this alternative system allows you to download an excel

spreadsheet which you can save to your computer. This will allow you to enter your transactions without logging in to the
CFS.

Upload Transactions After logging on the CFS using your user 1D, name and password, choose the link “Upload

Transactions”

|@ Upload Transaction File - Microsoft Internet Explorer
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Enter Mew Expenditure =

Click here to download the transaction template.

Browse...
Uplead Clear

Edit/File Pending Transactions

Amend Filed Transaction, Select File to Import:

Unload Transactions
Change Password

Wiew Statements of Receints and
Expenditures

Uploaded Date File Name # of Rows Status
Heln
Home
Public Menu

Log Qut
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New Hampshire
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4} Upload Transaction Fi...

Download the
transaction template

Click on the “click here to download the transaction template” You will be able to download
an excel spreadsheet that you should save to your computer. Record all your contributions
and expenditures on this spreadsheet.

You can upload it to the CFS when all transactions for a reporting period are entered. More
information on how to upload is available on the “Upload Transaction” page.

Excel Spreadsheet

There are two tabs for the spreadsheet. “Contributions” and “Expenditures”

Business Rules

Click on the top of each column to see the rules for completing transactions. If the rules are not
followed, the transactions will not upload to the system.
These are the business rules:

1. Unitemized contributions should be less than or equal to $25.A description is required

25




for that contribution.

2. Contributions greater than $25 require a contributor’s name.

3. Contributions greater than $100 require contributor’s name, address, occupation,
employer name and employer location.

Microsoft Excel - Test Transactions. xls
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Entering Transactions

The spreadsheet allows you to enter and edit transactions prior to UPLOADING them to the
campaign finance system.

Uploading Transactions

When you are ready to send these transactions to the CFS, go to the link “upload transactions
files” (after signing onto the system).

Click on the “browse” button. Choose the excel spreadsheet from your personal computer files
and hit the “open” key. The file address will appear in the line just before the “browse” button.
Click the UPLOAD button.

Upload Process

The amount of transactions in your file will determine how long it takes for them to upload.
While the files are being uploaded, you will notice that the status is “uploaded.” The maximum
time for an upload is 10 minutes, so if it takes longer then you probably have an error. When
the files are uploaded, the status will change to either “error” or “processed”. The system will
upload ALL or nothing.

WHAT IF ERROR:

If the status changes to “error”, it means there is an error in the way a transaction was entered.
Click on the + sign at the beginning of the row. A drop down list will appear letting you know
where the errors are located and what those errors are. You need to fix the errors, then run the
upload process again.

WHAT IF
PROCESSED:

If the status changes to “processed” it means that your transactions were successfully
transferred to the system and are PENDING. Go to the “Edit/File Pending Transactions” link
to view your PENDING transactions.
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|@ Uplead Transaction File - Microsoft Internet Explorer u@]ﬁ
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Wiew [Edit Reaistration Information

2
Enter Mew Contribution Upload Transaction Files "

Help
Enter Mew Expenditure

Edit/File Pending Transactions Click here to download the transaction template.
amend Filed Transaction Select File to Import:
Unload Transactions

Change Password

wiew Statements of Receints and ploaded Date File Name # of Rows Status
Miew statements of Recelpts and =
Expenditures * os/30/2007 Ch\Docurnents and Settingshkladd\Desktop\Test Transaction: 4 Uploaded

Help.
Home
Public Menu

Log Out

Y

New Hampshire

CAMPAIGNFINANGE

SYSTEM

v

' Internet

| @ Enter Mews Cotn... " Microsaft Excel ... | @mé 9:59 AM

m | Inbux-M\crUsUm " {2} Training Pages ” M\crusuft Front... | 3 Upload Transac...

Clearing the Excel Once you are successful in uploading your transactions, you need to clear your excel

Spreadsheet spreadsheet. If you don’t, then those transactions left in the spreadsheet will be uploaded again
the next time you upload transactions.

Edit/File Pending After you upload your transactions, they are in PENDING status and only you can see them

Transactions when you link to the page “edit/file pending transactions”.

On this page you can review those pending transactions and make corrections or amendments.
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|@ Edit/File Pending Transactions - Microseft Internet Explorer u@]
e
y

File Edit wiew Favorites Tools  Help
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wiew [Edit Registration Information
Enter Mew Contribution EDIT/FILE PENDING TRANSACTIONS Z
Enter Mew Expenditure Help
Edit/File Pending Transactions ) .
Lrnend Filed Transaction Transaction Type: [
S ————— startDate:| | [ endoael |
Change Password Name:
_ _
wiew Statements ngfcg:%iuigg
Helo pate Name Type Amount Compliant? O
Home 04/04/2007 Barry, Ellen L COM 20,00 s O
public Menu "4/04/2007 Ellen Dube ExP 35.00 Y F]
04,/05/2007 Ellen Dube ExP 35.00 Y O
Log Out
04/03/2007 Wimpey, Dianna M CON 25.00 A O
(\/ /]
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n
CAMPRIGNFINANGE
SYSTEM
Ready, Loaded 4 of 4 a:\ V:
@_‘] # Internet
M Inbux-M\crUsUm |Zp Training Pages M\crusuft Front. .. 3 Edit/File Pendin... @Enter Rews Cotn..., Micrusuft Excel ... @mi 10:01 &M
Transaction Type: Indicate whether you want to look at the pending contributions or the pending expenditures.
Start Date Enter the first day of transactions you want to view.
(If you want to see all pending transactions you do not have to enter a date)
End Date Enter the last day of transactions you want to view
Name Enter name of Committee or Candidate. This isn’t required, since you can only access the
information for your own candidate or committee.
Search Click *“search” button
If you want to see ALL transactions that are pending for you or your committee, you can just
click “search” without completing any other fields.
Amend transaction To Amend a transaction: click on the appropriate transaction. The edit screen will appear.
Overwrite the filled in information with the amended information. When edit is complete click
“enter expenditure” button. A small window will appear telling you that the expenditure was
successful and you will be returned to the EDIT/FILE PENDING TRANSACTIONS page.

At the bottom of the page you will have 3 choices. You can file all or select transactions or you can delete transactions.

IMPORTANT NOTICE

While your transactions are in PENDING status, only you can view them. However, once you FILE them, they are
available for anybody who is doing research on the CFS. It’s a good practice not to FILE your transactions until the end
of a reporting period, when you will be producing a Statement of Receipts and Expenditures.

You will be able to VIEW a statement of receipts and expenditures before filing your transactions by clicking on the link
“View Statements of Receipts and Expenditures” and choose the appropriate filing period. Note that the transactions
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appear in gray print. Once you FILE those transactions, they will be in black print.

If you choose not to FILE your transactions, click the “clear” button.

Transactions must be FILED in order for a Statement of Receipts and Expenditures to be produced.
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CANDIDATE/COMMITTEE - EDIT/FILE PENDING TRANSACTIONS

PENDING status

After you enter a contribution or expenditure, they are in PENDING status.
Only you can see these transactions.

On this page you can review those pending transactions and make corrections
or amendments.

Transaction Type:

Indicate whether you want to look at the pending contributions or the pending

expenditures.
Start Date Enter the first day of transactions you want to view.
(If you want to see all pending transactions you do not have to enter a date)
End Date Enter the last day of transactions you want to view
Name Enter name of Committee or Candidate. This isn’t required, since you can
only access the information for your own candidate or committee.
Search Click “search” button

If you want to see ALL transactions that are pending for you or your
committee, you can just click “search” without completing any other fields.

|@ Edit/File Pending Transactions - Microsoft Internet Explorer u@]
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Amend transaction To Amend a transaction: click on the appropriate transaction. The edit screen
will appear. Overwrite the filled in information with the amended
information. When edit is complete click “enter expenditure” button. A small
window will appear telling you that the expenditure was successful and you

will be returned to the EDIT/FILE PENDING TRANSACTIONS page.
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At the bottom of that page you will have 3 choices. You can file all or select transactions or you can
delete transactions.

Copy and Paste list To make a copy of all the pending transactions, right click anywhere in the
search criteria field and a window will pop up. Choose “copy this table”.
Minimize the CFS page and open an excel spreadsheet. In the new excel
spreadsheet , click on paste.

IMPORTANT NOTICE

While your transactions are in PENDING status, only you can view them. However, once you FILE
them, they are available for anybody who is doing research on the CFS. It’s a good practice not to FILE
your transactions until the end of a reporting period, when you will be producing a Statement of Receipts
and Expenditures.

You will be able to VIEW a statement of receipts and expenditures before filing your transactions by
clicking on the link “View Statements of Receipts and Expenditures” and choose the appropriate filing
period. Note that the transactions appear in gray print. Once you FILE those transactions, they will be in
black print.

If you choose not to FILE your transactions, click the “clear” button.

Transactions must be FILED in order for a Statement of Receipts and Expenditures to be
produced.
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CANDIDATE/COMMITTEE: AMEND FILED TRANSACTIONS

Amending Filed transactions

You may view and amend FILED transactions.

Transaction Type

Indicate whether you want to look at the filed contributions or
the filed expenditures.

Start Date: Enter the first day of transactions you want to view.

(If you want to see all FILED transactions you do not have to
enter a date).

End Date: Enter the last day of transactions you want to view.

Name Enter name of Committee or Candidate. This isn’t required,
since once you’re logged into the system you can only access
your information.

Search Click “search” button

If you want to see ALL transactions that are filed for you or
your committee, you can just click “search” without completing
any other fields.
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Amend Transaction

To Amend a filed transaction: click on the appropriate
transaction. The edit screen will appear. Overwrite the filled in
information with the amended information. When edit is
complete click either the “enter expenditure” or “enter
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contribution” button. A small window will appear telling you
that the expenditure was successful.

|@ Campaign Finance System:Committee - Microsoft Internet Explorer u@]
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Upload Transactions
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Expenditures Last Marme: [smith |
Help First Name: |John |M\dd|e Name: | |
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Loa Out Town: |concord |
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PAMDRIDN FI NAN EE CONTRIBUTION DETAILS
URNITRION Contribution Type: honetary v Contribution Date: E
SYSTEM Aggregate Amount: $ Contr.Limit: $ Armount: $
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é;'] Done & Internst
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Copy and Paste List To make a copy of all the filed transactions, right clerk

anywhere in the search criteria field and a window will pop up.
Choose ‘copy this table”. Minimize the CFS page and open an
excel spreadsheet. In the new excel spreadsheet, click on paste.

IMPORTANT NOTICE
Remember, FILED transactions are available for anybody who is doing research on the CFS.
It’s a good practice not to FILE your transactions (keep them in PENDING status) until the end
of a reporting period when you will be producing a Statement of Receipts and Expenditures.

If an amendment is made to a filed transaction, that amendment will be reflected in the
Statement of Receipts and Expenditures. The original transaction will be shown with a red line
through it. The amended transaction will appear and will be identified as being an amended
transaction.

Transactions must be FILED in order for a Statement of Receipts and Expenditures to be
produced.
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CANDIDATE/COMMITTEE
VIEW STATEMENTS OF RECEIPTS AND EXPENDITURES

View Statement of Receipts and When you are logged in to the CFS you can view the
Expenditures Statement of Receipts and Expenditures at any time for a
particular filing period. All pending transactions will be
shown (they will be grayed out-since they are still

pending)
Statement of Receipts and After all transactions for a particular time period have
Expenditures been FILED, a Statement of Receipts and Expenditures
viewed by the public will be produced and available for viewing by the public.
|¢_] http: lcfs. sos. nh. goviCFSfrepert/ViewReportWindow. aspx - Micreseft Internet Dxplorer I‘ Ao Aerobat Prafeschnsl - | 07 _SRE_1760_95_A[1] pdf] =
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Unitemized Receipts NOTE: The maximum amount that can be entered in the unitemized
box is $25. If an event is held where tickets are $10. each (for

(see samples above) example), the unitemized contributions will be entered in $25

increments until the total amount is entered. These transactions are
viewable by you on the appropriate receipt and expenditure report for
bookkeeping purposes; however, only a total will appear on the
receipt and expenditure report that is seen by the public.
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|@ Receipts and Expenditure Report - Microsoft Internet Explorer
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Filing Year

Indicate the year appropriate for the filing

Filing Period:

Choose the appropriate filing date from the dropdown list

PDF or Excel spreadsheet

You may choose to view the Statement as a PDF or as an
Excel spreadsheet. Click on the appropriate button.

Pop-Up Blocker

If you have a pop-up blocker active on your computer, the
statements will not be generated. You should temporarily
disable your pop-up blocker
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ELECTION ITEMIZED RECEIPTS

Aggregate If contribution or aggregate

Full Name of Contributor Post Office Address Amount of Date contribution  contribution is over $100 list:
contribution  Recerved  to Date QOccupation Place of Business
Sebsmilh L smsin st coneerd NEL0230 $500.00- 04052007 S500.00 elef Mais Strme
( Amended from bob smith 04/052007 )
|_ bob smith 4 main st, concord, NH 03301 $300.00 041052007 $500.00 chef Main Street
Cookery
( Amended from beb smith 04/052007 )
£ Total of receipts unitemized ($25.00 or under) in this report 50.00
£
i ELECTION ITEMIZED EXPENDITURES
£
g Paid to Whom Post Office Address Amount of Date of Primary/General =~ Nature of Expenditure
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|| ol
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Amended Transactions If a transaction is amended while in PENDING status, the
amendment will not appear on the Statement. However, if a
transaction is amended after it is FILED, it will appear as in
the above sample.

File with Secretary of State NOTE: As long as the report is viewable by a filing
deadline, you will have met the requirements of the law.
IMPORTANT However, you still must print the Statement of Receipts and

Expenditures in PDF. Have the appropriate officers sign the
statement-then send it to the Secretary of State’s Office.
You may fax or email the statement, then follow-up with a
signed hard copy.

Secretary of State
State House Room 204
Concord, NH 03301

Fax: 271-6316
Email: elections@sos.state.nh.us
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CANDIDATE/COMMITTEE: UPLOAD TRANSACTION FILES

ALTERNATE METHOD OF RECORDING CONTRIBUTIONS & EXPENDITURES
If you do not want to enter your transactions in the above manner, this alternative system allows you to download an
excel spreadsheet which you can save to your computer. This will allow you to enter your transactions without logging
in to the CFS.

Upload Transactions After logging on the CFS using your user 1D, name and password, choose the link “Upload
Transactions”

Download the Click on the “click here to download the transaction template” You will be able to

transaction template download an excel spreadsheet that you should save to your computer. Record all your

contributions and expenditures on this spreadsheet.
You can upload it to the CFS when all transactions for a reporting period are entered.
More information on how to upload is available on the “Upload Transaction” page.
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Excel Spreadsheet There are two tabs for the spreadsheet. “Contributions” and “Expenditures”

Business Rules Click on the top of each column to see the rules for completing transactions. If the rules are
not followed, the transactions will not upload to the system.
These are the business rules:
1. Unitemized contributions should be less than or equal to $25.A description is
required for that contribution.
2. Contributions greater than $25 require a contributor’s name.
3. Contributions greater than $100 require contributor’s name, address, occupation,
employer name and employer location.
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Microsoft Excel - Test Transactions. xls
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Entering Transactions The spreadsheet allows you to enter and edit transactions prior to UPLOADING them to
the campaign finance system.

Uploading Transactions | When you are ready to send these transactions to the CFS, go to the link “upload
transactions files” (after signing onto the system).

Click on the “browse” button. Choose the excel spreadsheet from your personal computer
files and hit the “open” key. The file address will appear in the line just before the
“browse” button.

Click the UPLOAD button.

Upload Process The amount of transactions in your file will determine how long it takes for them to
upload. While the files are being uploaded, you will notice that the status is “uploaded.”
The maximum time for an upload is 10 minutes, so if it takes longer then you probably
have an error. When the files are uploaded, the status will change to either “error” or
“processed”. The system will upload ALL or nothing.
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WHAT IF ERROR:

If the status changes to “error”, it means there is an error in the way a transaction was
entered. Click on the + sign at the beginning of the row. A drop down list will appear
letting you know where the errors are located and what those errors are. You need to fix
the errors, then run the upload process again.

WHAT IF
PROCESSED:

If the status changes to “processed” it means that your transactions were successfully
transferred to the system and are PENDING. Go to the “Edit/File Pending Transactions”
link to view your PENDING transactions.

Clearing the Excel
Spreadsheet

Once you are successful in uploading your transactions, you need to clear your excel
spreadsheet. If you don’t, then those transactions left in the spreadsheet will be uploaded
again the next time you upload transactions.

Edit/File Pending
Transactions

After you upload your transactions, they are in PENDING status and only you can see
them when you link to the page “edit/file pending transactions”.

On this page you can review those pending transactions and make corrections or
amendments.

Transaction Type:

Indicate whether you want to look at the pending contributions or the pending
expenditures.

Start Date Enter the first day of transactions you want to view.
(If you want to see all pending transactions you do not have to enter a date)

End Date Enter the last day of transactions you want to view

Name Enter name of Committee or Candidate. This isn’t required, since you can only access the
information for your own candidate or committee.

Search Click “search” button

If you want to see ALL transactions that are pending for you or your committee, you can
just click “search” without completing any other fields.
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Amend transaction To Amend a transaction: click on the appropriate transaction. The edit screen will appear.
Overwrite the filled in information with the amended information. When edit is complete
click “enter expenditure” button. A small window will appear telling you that the
expenditure was successful and you will be returned to the EDIT/FILE PENDING
TRANSACTIONS page.

At the bottom of the page you will have 3 choices. You can file all or select transactions or you can delete
transactions.

IMPORTANT NOTICE

While your transactions are in PENDING status, only you can view them. However, once you FILE them, they are
available for anybody who is doing research on the CFS. It’s a good practice not to FILE your transactions until the
end of a reporting period, when you will be producing a Statement of Receipts and Expenditures.

You will be able to VIEW a statement of receipts and expenditures before filing your transactions by clicking on the
link “View Statements of Receipts and Expenditures” and choose the appropriate filing period. Note that the
transactions appear in gray print. Once you FILE those transactions, they will be in black print.

If you choose not to FILE your transactions, click the “clear” button.

Transactions must be FILED in order for a Statement of Receipts and Expenditures to be produced.
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Search

Click on the “search” button to view ALL active
registrations.

Type

Choose a type from the dropdown list if you are looking for
specific registrations.

Treasurer/Fiscal Agent

If you want to view all registrations with a particular person
as treasurer or fiscal agent, enter the search criteria in the
appropriate fields for Last Name and/or First Name.

Candidate/Chairperson

If you want to view all registrations with a particular person
as candidate or chairperson, enter the search criteria in the
appropriate fields for Last Name and/or First Name.

Search Results

You can arrange the search results alphabetically, by Name,
Year of Election, Candidate/Chairperson, Treasurer/Fiscal
Agent, or Status by clicking on the appropriate word (in blue)
at the top of the search results. A small black directional will
appear. Click on that directional to sort the appropriate
column.

Status

There are two kinds of status:

Active : If a candidate, a candidate committee, or a political
action committee used the CFS to register they will be
indicated as Active. This means that you will be able to view
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individual contributors and statements of receipts and
expenditures for those committees.

Paper Filing: If a candidate, a candidate committee, or a
political action committee DID NOT use the CFS to register
they will be indicated as Paper Filing. This means that you
will NOT be able to view individual contributors and
statements of receipts and expenditures for those committees
on this system.

Copy List of PAC’s

To make a copy of the list of registered political action
committees, right click anywhere in the search criteria field
and a window will pop up. Choose “copy this table”.
Minimize the CFS page and open an excel spreadsheet. In the
new excel spreadsheet, click on paste.

PAC Information

The ONLY information available on the list name of the
committee, the chairperson and fiscal agent or treasurer.
NOTE: To view the committee registration which includes
more information, (i.e. address, phone number, date of filing)
please access the Secretary of State’s website:
www.s0s.hh.gov/pacs2008.html

Statements filed by those Political Action Committees which registered and chose NOT to use
the Campaign Finance System can be viewed on the Secretary of State’s Website at:
www.s0s.nh.gov/electionsnew.html
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CANDIDATE/COMMITTEE HELP

This system will
allow you to:

register as a Political Action Committee

register as a Candidate Committee

register as a Candidate

for the purposes of using the Campaign Finance System to record and file your
receipts and expenditures.

Once you are
registered, you
will be able to:

edit your registration information

enter contributions

enter expenditures

edit those transactions

file transactions to the system

produce statements of receipts and expenditures for each reporting period
change your password

Each of the Those links are shown on the homepage after you log in under your committee ID, user name
functions has a and password.
specific link: >

If you need HELP, click on the icon in the upper right hand corner of the page.
For ea_ch _ e enter contributions (not necessary to enter them all at the same time)
reporting period e enter expenditures (not necessary to enter them all at the same time)
you should: e edit those transactions (if necessary)

[}

file those transactions. 1t’s important to remember that you should only FILE the
transactions ONCE. We recommend that you do not FILE your Pending transactions
until the report is due. Each time you FILE a transaction a report is generated. You
may end up with multiple reports for a particular filing period causing confusion!

As long as your transactions remain in PENDING, only you can view them. Once you
FILE those transactions, anybody can view them...even prior to the reporting date.
View the statement of receipts and expenditures

Produce a copy of the statement for your records AND sign and mail to the Secretary
of State’s office.

NOTE: Don’t use your “enter” key after inserting information — use the mouse key.

If you hit the enter button, the help page will appear.

Making copies of Search Criteria:

You can make copies of any lists that are produced when clicking
the “search” button on any field. Simply right click anywhere
within that search criteria and choose “copy table.” Open an excel
spreadsheet and “paste” the table into that spreadsheet. You can
then format the information within that spreadsheet as you wish.
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Sizing Columns:
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Sorting information within columns:

Information within the search criteria can be sorted by column.
Click on the title of the column (in blue). A small black directional
arrow will appear. Click on that arrow to sort the information.

Pop-Up Blockers:

If you have a pop-up blocker active on your computer you may
experience difficulty in viewing some of the files that are in PDF.
You should temporarily disable your pop-up blocker.

Questions?

Questions should be directed to the Secretary of State’s Office via
email. elections@sos.state.nh.us or 603-271-3242
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