APPENDIX A

COMMITTEE TRACKING MANUAL

Monday, March 26, 2007

Double click on the Committee Tracking Icon from your Desktop.
Log-in to the system using your assigned User 1D and Password.

Committee Tracking User Log-In

Enter User ID and Passurord -

User ID: I

Pazsword: I

Committee Tracking System % User: Quiroga. Evelpn-EQ 4 To...

‘Bureau Of Elections |

Committee
Tracking System

Comittes Tracking System

| Ilanage Cormittee Detail (Soft)

Batch Letters & Lists I

Pagrment Distribution I

MAJOR FUNCTION BUTTONS:

e ACTIVITY REVIEW: Takes you to the Activity Review Screen. This is the major hub of the
system. From here committee information is queried. Documents sent and received are recorded.
Tickler information is maintained. Documents Due information is queried and maintained.
Document status is recorded and maintained. Most other major functions of the system are
accessed via Activity Review. Depending on the query, the fields in the display window may
change.

¢ MANAGE COMMITTEE DETAIL (SOFO): Takes you to the Statement of Organization
information screen. Information from the Statement of Organization is recorded and maintained
in this screen. Committee status is maintained along with a variety of other committee specific
information.

e BATCH LETTERS & LISTS: Takes you to the Batch Letters and List Screen. This runs batch
processes such as Failure to Files, Late Filing Fees, Second and Hearing Notices, Referrals Lists,
etc.

e PAYMENT DISTRIBUTION: Takes you to the Payment Distribution Screen. From this screen,
you can void, apply, and refund payments. This screen can also be accessed via Activity Review
and is covered in detail in the Activity Review Module.

e CFR ADMINISTRATION: Contains major function buttons including the CFR CALENDAR,
ELECTION CALENDAR, MOVE ELECTION DATA TO CFR and MAINTAIN E&O CODES.
Only database administrators have access to this button.

e EXIT: This is the box with an open door. It will take you back to the log in screen. This button
must be used to exit.

GENERAL QUERY RULES FOR FIELDS AND LISTS IN ALL SYSTEM MODULES
Open Text Fields: These are field boxes that allow you to type in information based on office rules. An
example of this would be our committee name fields.




Dropdown Text Fields: These are fields that must be filled by a selection from a list. You cannot enter
open text into these fields. These fields will have small down pointing arrows at the right of the field box.
Click the field box to see the options. You may have to use scroll bars to access the entire list. Click
once on the item to select it. Most fields will require an active saving or updating process to save the
change.

Check Box: This is a small box that you check to indicate “yes” and it is unchecked or left bland to
indicate “no”

Radio Buttons: Are small round button that you click on and darken to select, you click on them again to
deselect them. They work in conjunction with other choices that a generally mutually exclusive. This
means you can only have one on at a time.

Date Fields: Allow only valid dates to be entered with the 4 digit year.

Dropdown Date Fields: Allow for only valid dates to be selected from a drop down list.

Field Boxes: Used to move data from one section of a box to another. 1E E&O Codes.

Display Fields: These fields cannot be updated from the particular screen you are accessing. They are
generally gray and will not allow you to place a cursor in the field box.

Alt Key: If a button has a letter which is underlined, you can use the keystroke of ALT + plus the
underlined letter to perform the function in lieu of using the mouse.

Cursor Function: The Cursor moves in a logical progression through-out the screens as dictated by the
forms. Cursors default to the Committee Idnumber Field.




ACTIVITY REVIEW MODULE
This is the most functional screen in the system and is the hub of activity for the Analysts. It queries and
updates much of the data in the system. Any query that is created can be printed. The system will not
allow “wide open” searches from this screen.

Activity Review \ User: Quiroga. Evelyn-EQ %\ Today Is: Wed. Mar 14 2001
E “ommittee Tracking System I Activity Review | st |
Com IDTyp:[500390 [T [Conditate  [£] l_LE # _ Election Date:  Type: Year rOCDmspC'fMumﬁoFﬂJxlgs@A]l‘l
Analyst: [Quirora, Evelm EQ B I 2] I : Do Typ =
Filed/C Hot Filed Al =
Colatfame ] ||@FkiEns Olo B e Dits P
CiReviewed (Mot Reviewsd @ all  |[ [#]gom] 1o
Sortby: [Date Logged - Recent Fist | 2| Clhetive  ODissolved @ AL | | [Outstanding CFF () E&OCILFF Clall
Committee Name: [KELLY WE STAND UNITED {(W$1]) FOR | Commitiee Type: [Candidate
Committee Dissohution Date: | 0110111999 Committee Waiver Info: |G-01/31/2000  Found Ttems: [13 e
St Tear| Doc Type Desc Sent/Revd |Seq Mo |Reviewed |Scamned  |Referred  |Status Field Can Lust &
2000 ANNUAL CS DISS 017312000/ 174334 | 05/05/2000| 02/01/2000 KELLY
1999  FEE PAYMENT § 06/16/1599| 169586 0612811999 KELLY
1999 | LATE FILING FEE FINAL HOTICES (] 05/12/1999 | 165403 05/17/11599 KELLY
1999 | LATE FILING FEE NOTICES (SECONI 03(18/1999 | 168873 0372511999 KELLY
1999 | CORRESPONDENCE-OUT 0310411599 | 166142 03/0911999 KELLY
1999  FEE PAYMENT § 021191599 168199 | D3/04/1999 02/2611999 KELLY
1998 | LFF-1993 G2 01/2511999 | 163913 01/26/1599 SATISFIED- 169586 | KELLY
1998 | ERROROMISSION NOTICES-1998 G1 |01/19/1999| 164166 1271411998 VOID-08/11/1999-E, KELLY
el T = :'Ll
4 »
Conument:
Review Foid SofD Log-In Detail Diocuments Due E&0 Codes -I
Delete Record Satisf’ Diata Image Payments Tssue Letter I

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

e Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields

e Clear Form (ALT C): Used to clear the fields out of the screen
e  Print (ALT P): Used to print the query results
o Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)
e First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved

off the first record in a query.

e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

e Last (Record): Takes you to the last record in a query.

e Record of . Tells you how many records are in your query and what record number of
the query you are on.

DISPLAY AND QUERY FIELDS:

Committee Id (Open Text Field): The check digit is displayed, but not required to search)
Committee Type (Dropdown Text Field)

Analyst (Dropdown Text Field)

Candidate Last Name (Open Text Field)

Sequence # (Open Text Field): (Brings up the document without Clicking the Search Button!!)
Election Date (Dropdown Text Field)

Document Type (Dropdown Text Field)

owed for other documents, including Statements of Organization and Amended Statements of
Organization, it is the year they were sent or received.

Statement Year (Dropdown Text Field): The Statement Year is the Year a Campaign Statement was

Date Range (Date Fields): Allows you to query up one date or a range of dates. Placing a date in the
box to the left will give you just that date. Placing a date in the box to the right will give you a query
up through that date. Placing dates in both boxes will give you that specific date range.



SEE ATTACHED SAMPLES OF PRINT OUTS AT THE END OF THIS SECTION TO IDENTIFY
SPECIFIC LAYOUT AND FIELDS RETURNED:

Name Only Search

ID Number Search

Outstanding Requirements Search

Documents Due Search

DISPLAY FIELDS ONLY (Default) Appears in Red
e Committee Name
e  Committee Dissolution Date
e  Committee Type
e Found items

DISPLAY FIELDS ONLY (OUTSTANDING LATE FILING FEES) Appears in Red
e Committee Name

Committee Dissolution Date

Outstanding $$$

Found items

SORTS (Dropdown Text Field):

Committee Name

Committee Group/ID# (Committee Type)
Sequence

Analyst

Committee ID#

Year

Document Type

Date Logged - (Recent First)

Open (Not Reviewed and Reviewed)

DOCUMENT TYPES FILTER (Radio Buttons):

e Correspondence: Will only query correspondence in and out such as Notices and other outgoing
letters.

o $Money: Will only query for Late Filing Fees and Payments.

e Filings: Will only bring up filings including amendments.

e All: isthe Default.

OUTSTANDING REQUIRMENTS OR TICKLER INFORMATION (Radio Buttons):

e FF: Will only bring up outstanding Failure to Files Notices

e E&O: Will only bring up outstanding Error and Omission Notices

e LFF: Will only bring up outstanding Late Filing Fees Notices

e ALL: Will bring up all outstanding Notices

No default is required for this set of radio button. Clicking on the item will fill the radio button. Double
click to turn the button off.

FILING STATUS OF DOCUMENTS (Radio Buttons):
o Filed/Crsp (Default): Will bring up all documents

e Not filed: Will bring up the Documents Due

e All: Brings up all documents

REVIEWED STATUS OF DOCUMENTS (Radio Buttons):
e Reviewed: Will only bring up those documents that have been marked as reviewed.



e Not Reviewed: Will only bring up those documents that have not been marked as reviewed
e All (Default): Brings up all documents

QUERYING THE DATA BASE: (See attached Samples following this section in the Manual)
Set the Criteria for your search using the above options
Click the search button

With some logical limitations, these fields can be used along or in conjunction with each other to query the
database for information. Depending on your query, the returned data may appear differently in the display
screen. Most notably, if an ID number is not used, the screen will first display the committee ID number in
the list. If an ID number is used, the Statement Year of the documents is displayed first.

QUERYING FOR DOCUMENTS DUE: (See attached Sample following this section in the Manual)
Clear the form

Select the Analyst

Select/enter the Statement Year

Select the Document Type

Select your choice of Filed/Not Filed or All

Click the Search Button

Note the *’s next to the ID Numbers in the first column. This indicates that the report has not been filed.

QUERYING ANALYST DOCUMENTS FOR THE LAST WEEK:
Double Click on the Activity Review Button

QUERYING ELECTRONICALLY FILED DOCUMENTS ONLY: (See attached Sample following this
section in the Manual)

Clear the form

Select the criteria necessary for the document regardless of how they are filed

Hold the Shift key and click the Search Button

Follow the prompts

*The records will all have (e) following the description to designate them as electronically filed.

DISPLAY FIELDS IN THE QUERY RESULTS SCREEN: (See attached Samples following this section
in the Manual)

ENTERING COMMENTS RELEVANT TO SPECIFIC DOCUMENTS (Open Text Fields):

Click in the Comments box and type as desired.

You may enter comments on each document row that is created. You can enter up to 250 characters per
document. These comments are visible by other users. Each comment should be dated and initialed. Asa
courtesy any comments or actions taken on someone else’s committee should be brought to their attention.

FUNCTION BUTTONS:
These buttons affect the committee records or bring you to another screen where you can affect the
committee records. Click the buttons and follow the prompts

e Review: Marks the document as reviewed by the analyst by entering the date reviewed
Select the document to as reviewed
Click the Review button
Confirm the date or change it as appropriate
To add the date, click OK
To cancel, click Cancel

To edit/delete the date
Select the document to edit the date reviewed



Click the Review button

Change it as appropriate or highlight and delete the date
To save your change, click OK

To cancel, click Cancel

Delete Record: Removes a record from the database. This is not reversible, once the sequence
number has been deleted, it can never be recovered. Only database administrators and Glorietta
have access to the Delete button. Under no circumstances are payments deleted and the system
will not allow us to delete a payment. Deletion is appropriate only when the document has never
been sent, the document was sent in our error or the document must be deleted for resending an
original late filing fee.

Void: Marks the document record with a date voided. Only certain document types can be
voided. These are Notices of Error or Omission, Notices of Late Filing Fee, Notices of Failure to
File and payments. This removes it from the requirements. Only outstanding requirements such
as Failure to Files, Late Filing Fees and Notices of Error or Omission can be voided with this
button. Once voided the requirement is no longer considered outstanding. It is appropriate to
void when a Notice was properly sent, but later information shows the requirement was not owed.
An example of this is a Good Cause Waiver of a fee.

Select the document to mark as voided

Click the Void button

Confirm the date or change it as appropriate

To add the date, click OK

To cancel, click Cancel

To edit/delete the date

Select the document to edit the void date

Click the Void button

Change it as appropriate or highlight and delete the date
To save your change, click OK

To cancel, click Cancel

Note: The system does not allow for duplicate assessments on a document or failure to file on a

document. If the Notice is resent, we no longer void it, the record is just marked as resent, regenerated
and imaged. Please refer to the Issue Letter section for more information on resending a Notice.

Satisfy: Marks the document record with a date satisfied. This removes it from the requirements.
Only outstanding requirements such as Failure to Files, Late Filing Fees and Notices of Error or
Omission can be satisfied with this button. Once satisfied the requirement is no longer considered
outstanding. It is appropriate to satisfy when a document is received that fulfills the requirement.
A sequence number must be entered.

Automatic Satisfying at Log-in: Based on the document required, as documents are logged in, the system
satisfies requirements automatically. In addition, if you change the document type of a document to match
what is required, the system will automatically satisfy the requirement.

To manually satisfy a document:

Select the document to mark as satisfied

Click the Satisfy button

Enter the Sequence Number of the document satisfying the requirement
To complete, click Satisfy button

To cancel, click Cancel

To edit/delete the date
Select the document to edit the void date
Click the Void button



Change it as appropriate or highlight and delete the date

To save your change, click Satisfy button

To cancel, click Cancel

SofO: Takes you to the Statement of Organization information. Additional information on
Statement of Organization Module Screen will be covered under a separate heading in greater
detail. Exiting the S of O Screen will bring you back to your original query.

Data: Not Active

Log-in Detail: Button brings up the Log-in detail screen. Additional information on Log-in
Detail Screen will be covered under a separate heading in greater detail.

Image: Takes you to the image of the document. If the document was electronically filed, it takes
you to the internet to view the document. If the document was manually scanned, it brings up the
image. Additional information on Images will be covered under a separate heading in greater
detail.

Documents Due: Brings up the Documents Due/ CFR Calendar Override. This allows you to “set
up” committees to owe documents that are not regularly scheduled. Examples of this are Pre and
Post Convention Campaign Statement and Political Party Pre and Post Campaign Statements. To
Generate Failure to Files and Late Filing Fees for these documents, they must be entered into this
screen. Additional information on the Documents Due Screen will be covered under a separate
heading in greater detail.

Payments: Brings up the Payments Module Screen. From this screen, you can void, apply, and
refund payments. Additional information on Payments Module Screen will be covered under a
separate heading in greater detail.

E&O Codes: Brings up the E&O Codes Module Screen. From this screen you can add, change or
delete E&O Codes. Additional information on E&O Codes Module Screen will be covered under
a separate heading in greater detail.

Issue Letter (ALT L): Brings up the Letters Module Screen. From this screen you can create and
record all outgoing correspondence. It also sets up the tickler information for outgoing Notices.
Additional information Letters Module Screen will be covered under a separate heading in greater
detail.



MANAGE COMMITTEE DETAIL (SOFO)

The Statement of Organization screen can be accessed in two (2) ways. 1. Access it from the Bureau of
Election Committee Tracking System Screen by clicking on the Manage Committee Detail (SofO) button.
2. Access it from the Activity review by clicking on the SofO button. The screen fields change for
different committee types. The fields shown below are limited and blank when you enter from the Bureau
of Election Committee Tracking System Screen. Clearing the Form will return the same limited and blank
fields. Once a committee type is selected, the screen expands to show the fields that are needed to query
information for that committee type. If you access the screen from Activity Review, it queries the screen
based on the document you were on in Activity Review. No reports or printouts are generated from this
screen.

Comm ID Amend Status:  Amend Diate: Comments: -
[s10077 v |2 =] [o7aoeo0 =
Legal Hame: [MARY ANN LESSHER FOR STATE SCHOOL BOARD OF EDUCATION COMMITTE:
Corunon Hame: iMARY ANN LESSNER FOR STATE SCHOOL Conun Type: ICand.idate |i| Analyst: IEQ E
Waiver: IGranted E Watver Seq: 1179012 WVoidDissolve Date: 1 Com Status:
Waiver Date: i 07/10/2000 Date Formed: | 08/25/2000 Dissalved How: | |ﬂ Jisctive |ﬂ
Committee Addresses: [COMMITTEE MAIL ADDRESS 2l
Fhene: [[210) 657-9335
Stiectl: [IEEIAUNOSONNE | St | Update
City: [LAFEER State: [MI | Zip Code: [imade- [Prefn | |Address
Candidate Cormittes Can, Last Hame: [LESSHER
Specilc Data Can, First Hame: [MARY
Can Middle Initial: [4
DMV Humber: I
County of Residence: [LAPEER |ﬂ Party:[RFP |i| Guhematorial Cand. Seeking Public Funding [
Office Sought: [Merther of the State Board of Education *| Distsiat: 00000 |i|
Office Held:l |i| Dlstnct:; |i|
Term Expr. Date: I I
Expects to File Electronically per Statute: [
First | Previous Fecord Hext Fecord Last Record Humber: |1 of: |1 |

GENERAL FUNCTION BUTTONS (AT THE TOP):
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Update (ALT U): Updates all of the information on the first screen except the Committee Address
information
e Add Pending (ALT P): Used to add a pending committee. This is not used for Candidate
Committees. Additional information on adding pendings will be covered under a separate
heading in greater detail.
e Search (ALT S): Used to bring up the committee information based on the criteria in the search
fields.
e Clear Form (ALT C): Used to clear the fields out of the screen
o Delete Record: Not Available.
e Exit (ALT X): Used to exit the screen and go one step back.

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.



e Last (Record): Takes you to the last record in a query.
e Record of . Tells you how many records are in your query and what record number of
the query you are on.

GENERAL DISPLAY AND QUERY FIELDS (ALL COMMITTEE TYPES):

Comm ID (Open Text Field): Check digit is no longer needed
Amend Status: Display only
Amend Date: Display only
Comments (Open Text Field): You may enter comments on each committee that is created. You
can enter up to 250 characters per committee. You do not have to click the Update button to save
your comments. These comments are visible by other users. Each comment should be dated and
initialed. As a courtesy any comments or actions taken on someone else’s committee should be
brought to their attention.
Legal Name (Open Text Field): Exact name given to us on the Statement of Organization. Only
abbreviated if too long for field of 80 Characters.
Common Name (Open Text Field): Abbreviated name of the committee.
Comm Type (Dropdown Text Field):
Ballot Question
Candidate (Does not include Gubernatorial)
County Political Party
District Political Party
Gubernatorial
Independent PAC
Officeholder Expense Fund
Political PAC
State Political Party
All Political Parties (County, District and State)
All PAC’s (Political and Independent)
Analyst (Dropdown Text Field): Dropdown consists of Analyst Initials:
Waiver (Dropdown Text Field):
(Blank): No waiver is assigned to the committee.
Administrative: Removes the committee from all Documents Due requirements. Used
on a case-by-case basis when the Analyst/Director decide the committee should be given
an Administrative Waiver. The committee is not notified and no paper work is filed by
the committee.
Board: Removes the committee from the Annual Documents Due requirement. It does
not remove them from the Annual mailing unless specifically requested. Used only for
incumbent members of the 4 educational boards.
Granted: Removes the committee from all Documents Due requirements. Granted based
on Committee request on an original Statement of Organization or an Amendment. All
Reporting Waivers are entered into the system immediately. Analysts determine if the
Reporting Waiver should remain on system or be removed.
Incumbent: Removes the committee from the Annual Documents Due requirement. It
also removes them from the Annual mailing list when requested. Used only for
incumbent judicial officeholders. This field is updated after each election based on the
information in EMS. A batch process is run to give any winning judicial committee that
has no waiver or a Lost waiver the Incumbent waiver. It also puts a date in the date field.
Lost: Indicates that the committee once had the Reporting Waiver and now has lost it.
This status is the same as a blank status.
Waiver Date (Date Field): Date waiver granted is defaulted to the system date (today’s) date.
The date can be removed or changed.
Waiver Seq. (Open Text Field): Sequence number of the document used to grant the waiver if
any.



e Date Formed (Date Field): Is the date listed on their Original or Amended Statement of
Organization. However, if the date listed on the Statement of Organization is not correct, the
correct date must be entered to properly generate Late Filing Fees and Failure to File Notices.
The system relies on the accuracy of this date to calculate fees and Documents Due.

e Void/Dissolve Date (Date Field): This date indicates the effective date of dissolution or voiding
of the committee.

e Dissolved How (Dropdown Text Field):

(Blank): Indicates the committee is not dissolved

Granted: Indicates that the committee has been granted dissolution by the Analyst as a
request for dissolution has been received from the committee. A committee that is
dissolved is removed from all future Documents Due requirements

Automatic: Indicates the committee has been granted an automatic dissolution. A
request is not required from the committee. The Analysts makes a determination and
send the appropriate letter(s) to the committee. A committee that is dissolved is removed
from all future Documents Due requirements.

Candidate Deceased: Indicates the committee has been granted dissolution based on
information received in the office that indicates the candidate is deceased. A request is
not required from the committee. The Analysts makes a determination and sends the
appropriate letter(s) to the committee. A committee that is dissolved is removed from all
future Documents Due requirements.

Treasurer Deceased: Indicates the committee has been granted dissolution based on
information received in the office that indicates the candidate is deceased. A request is
not required from the committee. The Analysts makes a determination and send the
appropriate letter(s) to the committee. A committee that is dissolved is removed from all
future Documents Due requirements.

Administrative: Used on a case-by-case basis when the Analyst/Director decide the
committee should be given an Administrative Dissolution. The committee is not notified
no and paper work has been filed by the committee. Removes the committee from all
future Documents Due requirements.

e Com Status (Dropdown Text Field):

Active: Indicates the committee is active and has not been dissolved.

Dissolved: Indicates the committee is dissolved and is removed from all future
Documents Due requirements

Pending: Indicates that the committee is required to file with us, but has not yet done so.
A Candidate Pending can only be added through the Elections Management System. A
PAC or other committee type pending is added using the Add Pending button. A
pending committee is considered Active by the system.

Voided: Indicates that the committee never truly existed or the number was issued in
error. ID numbers are never reused in the system. If a committee is created in error, it is
voided.

o Committee Addresses (Open Text Fields): (Select from drop down list only). The system
recognizes 8 different types of addresses. They are accessed by clicking the down arrow button
to the right of the field. They are listed below. Each address type contains basic fields which
consist of a phone, Street 1 Address, Street 2 Address, City, State and Zip. Other fields are
included in different types as needed. Those fields that are different are detailed below.
Committee Mailing Address (Open Text Fields): This is the default address that will appear
first. This address comes from the Statement of Organization form filed by the committee. It is
the official address used. All mailings must be sent to this address at least once while it is the
official mailing address of the committee. This is the address used for all batch letter and
processes.

Committee Street Address (Open Text Fields): This address comes from the Statement of
Organization form filed by the committee. It may be selected and used in resend and returned
mail correspondence.

Treasurer Mail Address (Open Text Fields): This address comes from the Statement of
Organization form filed by the committee. It may be selected and used in resend and returned




mail correspondence. Additional fields for this address type are Treasurer last name, Treasurer
first name, Treasurer middle initial and Treasurer DMV number.

Designated Record Keeper Address (Open Text Fields): This address comes from the Statement
of Organization form filed by the committee. It may be selected and used in resend and returned
mail correspondence. Additional fields for this address type are Designated Record Keeper last
name, Designated Record Keeper first name, Designated Record Keeper middle initial and
Designated Record Keeper DMV number.

Committee Official Depository Address (Open Text Fields): This address comes from the
Statement of Organization form filed by the committee. It is informational only and should not
be used in correspondence to the committee. An additional field for this address type is an
Organization field to list the depository name.

Committee Secondary Depository Address (Open Text Fields): This address comes from the
Statement of Organization form filed by the committee. It is informational only and should not
be used in correspondence to the committee. An additional field for this address type is an
Organization field to list the depository name.

Treasurer Residential/Business Address (Open Text Fields): This is not currently being used.
The information if entered would be gleaned from the Campaign Statement Cover Page of the
Committee. Alternate address information should not be placed here.

Alternate Mailing Address (Open Text Fields): This address is used to enter an alternate address
for the committee. It can be entered from any source and is meant to provide you a tool to keep an
address on file that you believe mail is being received by the committee. An example may be
from returned mail with a forwarding address on the envelope provided by the Post Office. It may
be selected and used in resend and returned mail correspondence.

UPDATING THE ADDRESS INFORMATION:
Select the address you wish to change from the list.
Enter the desired change(s)
Click the “Update Address” button
A message will appear that indicates the update was successful. (If this window does not
appear, the update was not successful and you must click the “Update Address” button
again.)

NOTE!!! THE ONLY WAY TO UPDATE THE ADDRESS INFORMATION IS TO USE THE
“UPDATE ADDRESS” BUTTON IN THE COMMITTEE ADDRESSES BOX. THE UPDATE
BUTTON AT THE TOP OF THE SCREEN WILL NOT WORK TO UPDATE THE ADDRESS
FIELDS. NOR WILL HITTING THE “UPDATE ADDRESS” BUTTON UPDATE ANYTHING
OTHER THAN THE ADDRESS FIELDS.

USING THE “PREFILL” ADDRESS BUTTON: The “Prefill” button allows you to copy the information
from one address to another within and across committees.

Select the address to add or change address information.

Enter the desired change(s) [if any].

Click the “Update Address” button. (Make sure the Update Successful box appears)
Select the address to prefill the information.

Click the prefill button and the address information will insert into the proper fields.
Click the “Update Address” button. (Make sure the Update Successful box appears).

e Expects to File Electronically: Not currently being used.

QUERYING THE SOFO INFORMATION:

Set the Criteria for your search using the above options

Click the search button

With some logical limitations, these fields can be used along or in conjunction with each other to
guery the database for information.



UPDATING THE SOFO INFORMATION:

Query the desired committee or committees

Make the appropriate Change(s)

Click the appropriate update button (Top Update button is only for non- Address fields. To change
an address, you must click the Update Address button)

Note: This database is not historical, therefore, any changes made replace previous information and it is
not retrievable electronically.



ELECTRONIC FILING (MERTS) INFORMATION:

These fields are taken from the Merts Plus Registration and Signature Forms and are used to help track the
Merts Plus users.

Committee Detail A\ User: Quiroga, Evelyn-EQ \ Today Is: Wed, Mar 14 2001

r_m _________ = - —

Electronic Filing (MERTE) Information
Registration Information

Registration Recetved: [05/22/2000
Contact
Last Hame: JMOHTHEY | First Hame: [ROY Middle Hame: [TaY

Contact Phona: 3(810) TI8-4990 Contact Fax: i[SlD) 778-4992 | Contact E-Mail: iRJT\!Iontney@Mhldsprhlg.Com

Training Requested: ;DS.QZQDDD Training Scheduled: ;Dﬁ.l’12.l’2000 Training Feceived: ;Dﬁ.l’12.l’2000

Softwars Wersion Version Diate Version Sent

Comments:

Version | ) [MERTS PLUS | 04/05/2000] 06/13/2000]«
|=

Tracki.rlg:l *l | |
ey re— Candidate Signed: [07/19/2000 [ Committee intends to file staternents owver Intermet,
requiring passwaord assigmment.
Last Reported Treanwar P 1ds [Filey T |D o
. asm ¥ Type ate bssignes
Last Mame: iMONTNEY, TR Assigned: | Tore sorer 072472000
First Mame: ;ROY Middle Mame: ;JAY
Sigmed: iU?."l /2000

Last Reported Recordkeeper Electronic Filing Requirement Determited

Last Name: i Date Committee became "Fequired": ;—-—-———--«

First Hame: | Middle Hame: | With Document # |
o |

] FecordMumber: [1 | of [T ‘“;J|
GENERAL DISPLAY AND QUERY FIELDS FOR ELECTRONIC FILING (MERTS)
INFORMATION(ALL COMMITTEE TYPES):

Registration Information;

Registration Received (Open Text Field): Date Merts Plus Registration is received.
Contact Last Name (Open Text Field): As indicated on Merts Plus Registration Form
Contact First Name (Open Text Field): As indicated on Merts Plus Registration Form
Contact Middle Name (Open Text Field): As indicated on Merts Plus Registration Form
Contact Phone (Open Text Field): As indicated on Merts Plus Registration Form
Contact Fax (Open Text Field): As indicated on Merts Plus Registration Form
Contact E-Mail (Open Text Field): As indicated on Merts Plus Registration Form
Training Requested (Date Field): As indicated on Merts Plus Registration Form
Training Scheduled (Date Field): Determined by Scheduler and Customer
Training Received (Date Field): Date the customer received Training if any
Version Tracking: Enter the version of the Software provided the Committee

Software Version: Name of Version

Version Date: Date of version

Version Sent: Date version sent
Comments: Comments on the file can be entered here.

Signature Information:

Candidate Signed (Date): Date indicated on Merts Plus Signature Form

Last Reported Treasurer Last Name (Open Text Field):

Last Reported Treasurer First Name (Open Text Field):

Last Reported Treasurer Middle Name (Open Text Field):

Last Reported Treasurer Signed (Date): Date indicated on Merts Plus Signature Form



Last Reported Record Keeper Last Name (Open Text Field):

Last Reported Record Keeper First Name (Open Text Field):

Last Reported Record Keeper Middle Name (Open Text Field):

Last Reported Record Keeper Signed (Date): Date indicated on Merts Plus Signature Form

Committee intends to file statements over Internet, requiring password assignment.
Passwords Assigned: Passwords can only be assigned through the Password Assignment Module. The
information is reflected here, but cannot be updated through this screen.

Filer Type

Date Assigned

Electronic Filing Requirement Determined

Date Committee became “Required” (Date): Date based on Statuatory Requirment which will go
into affect 2004

With document # (Open Text Field): Sequence number of the document that supports the above
date.

CANDIDATE COMMITTEE SPECIFIC QUERY AND UPDATE FIELDS:

Committee Detail A User: Quiroga, Evelyn-EQ \ Today Is: Wed. Mar 14 2001

SofO

CommID  dmend Sap fend Dot Comments N
o0 [T [ 2] [osiensse =

Legal Hame: [KELLY WE STAND URITED (WSU) FOR
Common Hame: [WE STAND UNTTED (WU FOR EELLY Corumn Type: [Candidate E analyst: [EQ 2]

Waiver: [Granted [ 2] WaiverSeq: |174509 VaidDissolve Date: | 010111993 | Com Stats:
Waivez Date; [ 01/31/2000 Date Formed: | 09/0211598 Discolyed How: [Granted 2] |[Dissolved 2]
0

Corumittes Addresses: [COMMITTEE MAIL ADDRESS] B

Phome:  |(313) 881-0122

Streetl: [15206 MACK AVE STE 9 Streat2: | ‘ ——
ity [DETEOIT | State: [M1 | Zip Cods: [sE224- | Address
Candidate Corumittes Can, Last Mame: [KELLY
Specific Data Can Fist Wame:[IOHR
Can Midile Initial: ][
DMY Waber: |
County Urggsmm_[‘fmvm m Party:[DEM H Guhernatorial Cand. Seeking Public Funding [F
Office Sought: [Merher of the Wayme State University Board of Gov H District:[10000 m
Offiee Held: [Merber of the Wayne State University Board of Gov H Distrizt: 00000 H
Term Expz. Date: | 010172007 |

Expects to File Electronically per Statute: [

| Eite ] Frevions Rovond J_tfext Rocort ] Last | Record Nambes: [925 o, [H3 =

Can. Last Name (Open Text Field): As listed on the Statement of Organization

Can. First Name (Open Text Field): As listed on the Statement of Organization

Can. Middle Initial (Open Text Field): As listed on the Statement of Organization

DMV Number: No Longer being updated based on change in forms.

County of Residence (Dropdown Text Field): As listed on the Statement of Organization

Office Sought (Dropdown Text Field): As listed on the Statement of Organization or determined by

the Analyst.

e District (Sought) (Dropdown Text Field): As listed on the Statement of Organization or determined
by the Analyst.

e Office Held (Dropdown Text Field): This field is updated by the system in a batch process that is run
after each election. The election information from EMS is used to update the field. Any changes that
occur outside of the EMS system must be updated manually by the Analyst. This would hold true for
changes in Office Held due to judicial appointments.

e Term Expiration Date (Date Field): This field is updated by the system in a batch process that is run
after each election. The election information from EMS is used to update the field. Any changes that
occur outside of the EMS system must be updated manually by the Analyst. This would hold true for
changes in Office Held due to judicial appointments.




e Gubernatorial Candidate Seeking Public Funding (Check Box): As listed on the Statement of
Organization or determined by the Analyst.



INDEPENDENT AND POLITICAL (PAC) COMMITTEE SPECIFIC QUERY AND UPDATE FIELDS:

EH\T oday Is: W’d Mai 142[II]1

Committee Detail \ User: Quiroga, Evelyn

[ Sof0 |

C]aarFrmD]at Reso

Can. Last Name (Open Text Field): Enter as

s IS listed on the Statement of Organization.

Streetl |5352 FEFFERMILL Street2: Update - -
iy FEDSLNC | S | Zocose [ _ Can. First Name (Open Text Field): Enter as
gt o Gt Fp—— listed on the Statement of Organization.
ST L Can, Fizst Name: [CLIFF - . .
(s | S Sompiolfnd_ cuupite | Can Middle Initial (Open Text Field): Enter as
Miscellaneous DY Hurber: - . .
b L o listed on the Statement of Organization.

DMV Number: No longer used.
County of Residence (Dropdown Text Field):

Mt Independent Stapos [
Cancus Committee [

bawhere: |
Ballot Prop: [

ICDmm.\NEE segistered to support o7 oppose specific ballot proposal:  Support: () Gppose: () I

e st BE El Enter as listed on the Statement of Organization.
Eretato Ble By Sule Party (Dropdown Text Field): Enter as listed on
iong e the Statement of Organization.
S—— ommmienrima | | Office Sought (Dropdown Text Field): Enter as
o — — _ __ listed on the Statement of Organization.
— mw}ﬂ%ﬁ [ooti, | I District Sought (Dropdown Text Field): Enter as
Jegotabon hibmston gt vt | listed on the Statement of Organization.

=

IFusllevmusRecmdl Hezd Record [ Last | Record Huber: 645 | oft [B87
the Statement of Organization.
Ballot Prop (Open Text Field): Enter as listed on the Statement of Organization.
Committee Registered to Support or Oppose specific Ballot Proposal (Check Box): Enter as listed on the
Statement of Organization.
Categories (Dropdown Text Field): This information is determined by an Analyst.
Select the committee you wish to Add/Delete or Change a category in their record
Click the Category button (A box will appear)
Move the Categories individually by clicking the item you would like to move. Clicking on
any item in a box will move it to the opposite box. The bottom two arrows will move all of
the categories in the direction of the arrow.
Click the Exit button when the list on the right hand side is accurate and complete.

Verify the list under the Category button.
PAC Categornies =] B

PAC Categories

Bgwhere (Open Text Field): Enter as listed on

Trade/Education
Trade/Health
TradedLegal
Trade/Miscellaneous
Issue Oriented
Prlitical Partn Relatad

Trade/Chamber of Commerce

Categories Commitiee Categories
Business - * Trade/Miscellaneous
Labor J

K.

|-

Separated Segregated Fund (Check Box): Enter as listed on the Statement of Organization.

Met Independent Status (Check Box): This information is determined by the Analyst.

Date (met Independent Status) (Date Field): This information is determined and updated by the Analyst
Caucus Committee (Check Box): This information is determined and updated by the Analyst.

Sponsoring Organization (Field Box): This information is determined and updated by the Analyst
Organization Name (Open Text Field): This information is determined by the Analyst

Sponsor Type (Dropdown Text Field): This information is determined and updated by the Analyst Select

from:
Corporation

Labor Organization

Domestic Dependent Sovereign
Remove Organization Button: Removes a highlighted organization from the list
Add to Organization Button: Adds the organization to the list which is typed in the Organization Name

field.

Affiliates (Field Box): This information is determined and updated by the Analyst



Organization Name (Open Text Field): This information is determined and updated by the Analyst
Remove Affiliates Button: Removes a highlighted Affiliate from the list
Add to Affiliates Button: Adds the affiliate to the list which is typed in the Organization Name Field

POLITICAL PARTY COMMITTEE SPECIFIC QUERY AND UPDATE FIELDS: There are none.

BALLOT QUESTION COMMITTEE SPECIFIC QUERY AND UPDATE FIELDS:

Committee e Deted \ Uses: Duiroga. Evelyn-£0 % Today |5: Wed. Mar 14 2001

Wairar- [ Wit Veillinatra Dute: _nm_rxm Com St

Wairws Dt [ Diute Formad [ 0525055 Brinsabred Bone: [ [2]
Comurstoes Addeies F‘_lw MITTEE MAIL ADDEESS u
Fhomm: F:‘I!]:N-S!T
Strwatl: [400 MORROE 50 Simai [
Gy P | e | goek [
Bt - 0 A C
Speedlc Da I gt ® Gppon

Hall Propsesl: [FORCEALED
bt [T

Especte 1o Fils Elsctrorically por Statite. [T
LBzt I Ereiess oot |_ et oot { e | Rasoet Mambar: [T ot [0
Committee Registered to Support or Oppose speC|f|c Ballot Proposal (Check Box): Enter as listed on the
Statement of Organization

Bqgwhere (Open Text Field): Enter as listed on the Statement of Organization.

Ballot Prop (Open Text Field): Enter as listed on the Statement of Organization.




LOG-IN DETAIL

The Log-in Detail screen can be accessed by clicking the Log-in Detail button at the bottom of the Activity
Review Screen. On this screen you will find information specific to the document highlighted in Activity
Review. Document information can be updated from this screen.

A1 M
Eie Help
i

Cand Latt Ao | e W [IF2229 Comam 1D 05520 Comen Tope: [EAN
Soctbps [ | beoedHuse: FERTIILEEN STRADS FOR EDUCATION

Cammitins Mame
Camauibine Dises
= TR
ps 1 | Rt to s o (790 D2
Aot Aosassnd [

® Bagiind C Duplisate R pmand
~ Hon-Beguind & HonDuplieats | Diwohution

et View [l ol o el 1 i

GENERAL FUNCTION BUTTONS (AT THE TOP):

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

e Sof O(ALTS): Takes you to the Statement of Organization information. Additional
information on Statement of Organization Module Screen is covered under a separate heading in
greater detail. Exiting the S of O Screen will bring you back to the Log-in Detail screen you
originally queried.

e Update (ALT U): Updates all of the information on the first screen except the Committee Address
information

o Exit (ALT X): Used to exit the screen and go one step back.

GENERAL DISPLAY AND QUERY FIELDS

e Sequence Number (Display Field): Reflects the sequence humber of the document selected in
Activity Review.

e Comm ID (Open Text Field): Reflects the ID number of the document selected in Activity
Review. You may change the ID number a document is associated with as long as it is not an
Original Statement of Organization or an Amended Statement of Organization. Changing the ID
number moves the document into another committees records. Logical constraints applied from
the Log-in function that may limit the changes allowed. For example, you cannot move a
duplicate document to a committee and you may not move a document type to a committee that
does not file that type.

e Comm Type (Display Field): Reflects the committee type as selected in the Statement of
Organization screen.

e Legal Name (Display Field): Reflects the committee’s legal name as entered in the Statement of
Organization screen.

e Statement Year (Dropdown Text Field): Statement year of the document reflects that year the
document was due for Campaign Statements or the year it was sent or received for
correspondence, Original Statements of Organization and Amended Statements of Organization.

e Date Received (Date Field): Reflects the date the document was received or sent. This should
match the date the document was date stamped or dated as having been sent from this office. This
field is used to change incoming document dates. It is never used to update outgoing document
dates.

e Election Date (Dropdown Date Field): Reflect the associated election made at Log-in if
required.



o Refersto Seq No. (Open Text Field): Reflects the associated document sequence number if any.
This is used for Notices to relate back to the original document.

¢ Amount Assessed (Open Text Field): Reflects the amount of an assessment when the document
is an Original Late Filing Fee, Second Notice or Hearing Notice. The amount of a fee at the point
the system calculates the fee defaults to the upper level amount. The amount can be updated using
the Log-in Detail screen as long as there are no second or hearing notices that refer to that
document. Note: When changing assessment amounts, on a sent document, a new letter should
be generated, mailed and imaged. Refer to the Issue Letter section for more information on
sending and resending Notices.

¢ Amount Paid (Display Field): Reflects the total amount paid to date on the fee.

e Document Type (Dropdown Text Field): Reflects the Document Type of the Document. This
cannot be updated if it reflects an Original Statement of Organization or an Amended Statement of
Organization. This field displays only the document type choices that are appropriate for the
committee type of the committee.

e Date Due (Date Field): Reflects the Due Date of a document when appropriate. Not currently
being used.

e Date Referred (Date Field): Reflects when (and if) a document has been referred. Only Notices
can be referred. Once referred, a document will no longer appear on the referral list to the
Attorney General or Department of Treasury.

e  Skip Next Referral (Check Box): Used to remove the requirement for a one time only purpose
from the referral list. Once the next referral list is run and the database is updated, the field clears.
This ensures that the requirement, if not satisfied before the next referral, will appear on the
referral list.

o Date 2 Referred (Date Field): Reflects when (and if) a document has been referred to
Compliance and Rules for Failing to File two or more reports. Only Notices of Failure to File can
be referred in this manner. Once referred, a document will no longer appear on the referral list.

e Debt Written Off (Date Field): Reflects when (and if) an assessment has been written off based
on the rules provided by the Department of Treasury. This essentially reflects that the fee has
been voided. A note is left is the comment section of the Assessment that reflects this.

e  Skip Debt Write Off (Check Box): Used to remove the requirement for a one time only purpose
from the write off list. Once the next write off list is run and the database is updated, the field
clears. This ensures that the requirement, if not satisfied before the next write off, will appear on
the write off list.

o Date of Letter (Date Field): Reflects the date the letter was sent (or intended to be sent). This
will match the date Received of the document. However, this is the only field that should be used
to change the date of an outgoing document. This field should only be used when the document
has not yet been send and you are changing the original Notice or letter. If it has been sent, the
Resend function must be used. See the Issue Letter section form more information on resending a
Notice or letter.

e Date RESENT (Date Field): Reflects the date the letter was resent (or intended to be resent).
However, this is the only field that should be used to change the date of an outgoing document
that has been resent. Once a document has been resent, the Date of Letter field should no longer
be used. This field should only be used when the document has not yet been send and you are
changing the original Notice or letter. If it has been sent, the Resend function must be used. See
the Issue Letter section form more information on resending a Notice or letter.

e Letter Due Date (Date Field): Reflects the date a Notice is due if appropriately. This is also used
for extending a Notice of Error or Omission. See EXTENDING A NOTICE OF ERROR OR
OMISSION below for further instructions.

FILING METHOD (Radio Buttons)
e Hard Copy: Indicates that the document was filed via paper.
e Diskette: Indicates that the document was filed via diskette.
e Internet: Indicates that the document was filed via the internet.



DOCUMENT STATUS (Radio Buttons)
e Required: (Default)
e Non-Required

e Duplicate:
e Non-Duplicate: (Default)

e Amend: Indicates that the document is an amendment. This box must be checked when updating
the document type, even if the document type selected was an amendment.
o Dissolution: Indicates that the document is a dissolution.

UPDATING THE LOG IN DETAIL INFORMATION:

Query and select the desired document from Activity Review

Click the Log-in Detail button at the bottom of Activity Review

Make the appropriate change to the screen

Click the Update button (A window indicating the screen was updated will appear)

If the change satisfies a requirement, a screen indicating this will appear; click the okay button

Note: This database is not historical, therefore, any changes made supercedes the previous information and
it is not retrievable electronically

EXTENDING A NOTICE OF ERROR OR OMISSION:

Extending a Notice of Error or Omission is possible in this system. When a Notice is extended, it will
not appear on the next AG Referral listing if the date is passed that referral. You cannot extend the
due date of a Late Filing Fee, a Failure to File or a Campaign Statement in this way.

Enter the extension date in the “Letter Due Date” field in the middle of the screen on the right

Click the Update Button

Click the Exit Button to close the Log-in Detail screen.

ACCESSING THE ELECTION CALENDAR

From Log-in Detail, you can access the Election Calendar Module. The Election Calendar is used to track
regular and special elections in which candidates will be required to file pre and post election requirements.
It also allows us to enter special ballot questions that may appear on the ballot. This module is covered in
detail in the Administration Section of the Manual.

AW Microsoft Access
Eile Help
Activity Review % Uscr: Quitoga, Evelyn-EQ % Today Is: Tue, Mar 13 2001

Efommittee Tracking System | Activity Review |

Log In Detail X User. Quitoga, Evelyn Eu \ Taday Is: Tue, Mar 13 200

PO 5 E lcotion Calendar

cxa1|Blection Calendarl Updste I I I Soarch ICleaxF m\I ID lote Re yal
Sor | Election Vear Election T Election Typs Description: Add EXIT
[ - [t |

Commi

Commi Key ALL Resulis/

ComIT|| Heetion Date: Election §tatus: Sounties[ 2]

003077

opapy7|| Dete Sesipts Precinet Resulis

503427 I 3\rulaw :h l_E
503412

ggg;ié First Next Record Recoxd Humber: [ of [0

501857 RODDIS | [[®) Haxd Copy @ Faquid C) Duplicate ’ 7 mend

003368 JOEN S& || O Digette
RALD | R () Non-Required (8 Won-Duplicate [ Dissohation

Review Woid Log-In Detail Documents Due E£0 Codes
Delete Record || Satis? T T

Form Yiew oW



ACCESSING DEBTOR/REFERRAL TO TREASURY INFORMATION
When a debt has been referred to the Department of Treasury, certain information is captured. This
information is specific for each individual fee that is referred. The information is used to track the status of
the referral to Treasury.

Debtor Info

Fee Docuzmenti: !___W
Debtor Type: ﬁw
First Name: |DAYID
Middle Name: |
Lasi Name: |KANER
Address]: |
Addressd: ;
cit: | N
State: [MI
Zip: |—
Phone: I—
Soc Sec#: I—
Birth Date: | 12/11/1985
DMY Number: |
Treasury Accif: W
Pay/Adjust Date: I—

The fields are all Open Text Fields with mask as appropriate.
e Fee Document Number: Fee Sequence Number
e Debtor Type: All default to 1
e  First Name
e Middle Name
e Last Name: This is also used for the Committee Name if necessary

e  Addressl
e Address2
o City

e  State

o Zip

e Phone

e Soc. Sect#: Provided by the filer or received from the Department of Treasury

e Pay/Adjust Date: When paid of voided, Treasury is informed of the change via a
Payment/Adjustment form. This reflects the date that the Payment Adjustment form was sent to
Treasury.



IMAGE:
This Button takes you to the images of a document that are displayed on the Internet.

Click the Image Button
If the Internet is not on the screen in front of you, check your status bar and click the Internet icon

Select your Viewing Option

Follow the prompts and standard procedures for using the Internet
b 3 [_ (=[]
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DOCUMENTS DUE/CFR CALENDAR OVERRIDE

This screen allows you to enter documents that are due which fall outside of the normal calendar
requirements. Examples of this are for Convention or Caucus Candidates, Qualification or Non-
Qualification Statements and, Political Party Pre and Post filings. For these documents, the system does not
have a reliable rule to use to know when a report or campaign statement is due. This screen can be pre-
loaded with a documents due requirment (ie for Ballot Questions Qualification or Non-Qualification
Campaign Statements) or can be filled out as the requirement is determined. In any event, for a Notice of
Failure to File of Late Filing Fee to be generated, the document must be recognized as owed by the system.
This screen is used separate from the normal documents due query that can be run from Activity Review.

Documents Due DOverride
Documents Due o lmi et
CFR Calendar Override | I B

Committes ID#: | 000105 Analysts JFreeman, Merilym MF (2]
[ET4 |[MICHIGAN REPUELICAN STATE COMMITTEE |

Stmt Tear: Fiing Type: Doo Segh: Diate Filed:

| 2000/ |POST-PRIMARY CS (2] [152792 | 2] [oenzrzo00

Flection ¥ear: Election Type: Election Date:  Election Type Description: ChialHon-Calify
Date :I

fooo0 [#] [pr1 [#] [osmBz000  [Primay

Date Due: Comments/Reason Due:
|on7i2000 |

| Fist ]| Previous Record || Mext Record || Last | Record Nunber: [T of: [112

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Update (ALT U): Updates all of the information on the first screen except the Committee Address
information
e Add (ALT A): Used to add a record that does not exist.
e Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields
e Clear Form (ALT C): Used to clear the fields out of the screen
e Delete: Used to delete a record
o Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e  First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

e Last (Record): Takes you to the last record in a query.

e Record of . Tells you how many records are in your query and what record number of
the query you are on.

DISPLAY AND QUERY FIELDS:

o  Committee Id (Open Text Field)
e Analyst (Dropdown Text Field)
e Committee Type (Display Field)
e Committee Name (Display Field)
e Stmt Year (Open Text Field



Document Type (Dropdown Text Field)
Sequence # (Dropdown Text Field):

Date Filed (Display Field)

Election Year (Dropdown Text Field)
Election Type (Dropdown Text Field)
Election Date (Display Field)

Election Type Description (Display Field)
Qual/Non-Qualify Date (Open Text Field)
Date Due (Open Text Field)
Comments/Reason Due (Open Text Field)

ADDING THE DOCUMENTS DUE INFORMATION:

Query and select the a document from Activity Review to activate the Documents Due button
Click the Documents Due button at the bottom of Activity Review

Enter the relevant information for the document that is required to be filed for each committee
Click the Add button at the top of the screen

UPDATING THE DOCUMENTS DUE INFORMATION:

Query and select the a document from Activity Review to activate the Documents Due button
Click the Documents Due button at the bottom of Activity Review

Query the desired record

Make the appropriate change to the screen

Click the Update button

QUERYING DOCUMENTS DUE INFORMATION

Access the Document Due screen

Click the Clear Form button

Enter the relevant information for the document(s) you wish to query
Click the Search button at the top of the screen



PAYMENT DISTRIBUTION

This screen allows payments to be manipulated in the system after they have been logged in. A payment
may never be deleted. It can however be voided. From this screen the Analyst can view payments, refund
excessive payments, apply payments, move payments and void fees and payments. The Payment
Distribution Screen can be accessed by clicking the Payment Distribution Button on the Bureau of
Elections Committee Tracking Screen or by clicking the Payment Distribution button in Activity Review.

2l Microsoft Access

Ele Help

EE Payment Distribution \ User: Quiroga, Evelyn-EQ \ Today Is: Fri, Mar 9 2001

Payment Distribution | |.| Search Iglaaannn" Bt I
Criteria

Comumittes 1D oo11en PR [2] Dite Rargs from

Pagmant Saq # Payruent Reporting
Payment Doe | | Papment Filter: [All (do voids) B tod

Payments Received [BARRY COUNTY REPUBLICAN COMMITTEE | Refunds

] 017125200 .00
Treanny $137.00  $13700 04032000 $0.00
001180 MF 00507 BOE $500.00 3000 047192000 | $0.00 $50000 1435 1
001180 MF 005285  Treanwy $113.00 $11300 08012000 $0.00 $113.00 14

4 »

Fees Assessed [ Fee Criteia [t oss. g
Type|Date of Fee | Fee Due Date| Amt Due | Amt Paid | BALANCE| Document Type Due Date Revd | Date Due | Referred Date | Void Date

LFF 031111298 150000 $000 350000 ANNUALCS 09/2011998
LFF | 04/13/2000 $50000 $50000 |$000 ANNUAL C8

4 b
Payment to Fee Actions:

[ Apply Pupment ||| Unitpply | B

EoET R R T
GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

e Search (ALT S): Used to bring up the committee and documents based on the criteria in the

search fields
e Clear Form (ALT C): Used to clear the fields out of the screen
o Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

Payments to Fee Actions

o Apply Payment: Allows an unapplied payment to be applied an outstanding fee. This is generally
done in log-in.

o Unapply: Reverses the above action

Payment Actions

e Void Payment: Voids a payment

e UnVoid Payment: Reversed the above acton

o Refund Payment: Refunds an unapplied payment and launches word to create the necessary letters
and memos to process the refund.

e Void Refund: Reversed the above action. Separate action must be take to remove the letter/memo.

Fee Actions

e Void Fee: Voids a fee (can also be done using the Void feature in Activity Review.

e UnVoid Fee: Reversed the above action irregardless of where it was voided.

DISPLAY AND QUERY FIELDS:

e Committee Name (Display Field)
e Committee Phone (Display Field)
e Committee Id (Open Text Field)

e Payment Seq. # (Open Text Field)



e Payment Doc. # (Open Text Field)
e Analyst (Dropdown Text Field)
e Payment Filter Payment Seq. # (Dropdown Text Field)
All (w/o voids)
All with voids
Voided
No Fees Assessed
Unapplied Payments (Used for finding Refunds)
Date Range from:
Date Range to:
Committee Name (Display Field)
Fee Criteria (Dropdown Text Field)
Fees with outstanding balances due
All fees

QUERYING PAYMENTS AND FEES

Access the Payments Distribution Screen

Click the Clear Form button

Enter the relevant information for the document(s) you wish to query including the proper sorts
Click the Search button at the top of the screen

UPDATING PAYMENTS AND FEES

e Apply Payment:

Query the payment and the fee that is to received the payment application
Highlight both the payment in the upper window and the fee in the lower window
Click the Apply Payment button

Viewing Applied Payment
Doubile click on the Fee to view any payments applies to that fee
EE Payments with funds applied to this Assessment

Applied Payments =
Pay Seq # Amount Applied Daie Applied By
|DD4899 | 50.00 | 11/11/1939 |EQ
=
Unapply a Payment:

Query the payment and the fee that is to received the payment application
Highlight both the payment in the upper window and the fee in the lower window
Click the Apply Payment button

e Void Payment:

Query the payment (it must be unapplied)
Highlight the payment in the upper window
Click the Void Payment button

e UnVoid Payment: Reversed the above acton
Query the payment (it must be unapplied)
Highlight the payment in the upper window
Click the Void Payment button

PROCESSING REFUNDS



e Refund Payment:

Query the payment (it must be unapplied)

Highlight the payment in the upper window

Click the Refund Payment button

Edit the letter and memo as necessary

Print the letter and memo and process

The refund is recorded in the Refunds window at the right

e Void Refund:

Query the refunded payment

Highlight the payment in the upper window
Click the Void Refund button

e Void Fee:

Query the fee (it must be outstanding)
Highlight the fee in the lower window
Click the Void Fee button

e UnVoid Fee:

Query the fee

Highlight the fee in the lower window
Click the UnVoid Fee button



E&O CODES

This screen is used to manage the codes used for Notices of Error or Omission. You can search up and
change a code or add a new code to the list. This Module does not cover or create the Notices or Error or
Omission. This is covered in the ISSUE LETTER section of the manual.

Activity Review \ User: Quiroga, Evelyn-EQ % Todayp Is: Mon, Mar 12 2001

ICommittee Tracking System | Activity Review st [ciasem|

Ir
EE/ EL0 Codes

E&QO Codes Goto E&O Code:

3

Full Paragraph Text
Please amend you Campaign Statement to show the conect coverags dates. It should cover
the period from (1 dap after the closing date of the

. Campaign Statemnent) to Please note that you may have to amend
32-Character Description supparting schedules and the Summery Page ta show all those tansactions which accurred
Flease amend pour Campaign 5tat ] |oriy during this pericd

Major
E&O Code Cont Type

Foim View I oM

GENERAL FUNCTION BUTTONS (AT THE TOP)
See DISPLAY AND QUERY FIELDS below

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e Record of . Tells you how many records are in your query and what record number of
the query you are on. The Arrows to the left and right of the fields will take you in the direction of the
arrow. The Arrows with the bar will take you to the first or last record respectively. The Arrows will
move you one record at a time.

DISPLAY AND QUERY FIELDS:

e GoTo E&O Code: Search screen allows you to enter in a code and go directly to that code. This does
not work for FF(Failure to File)Codes. If you look for a code and it doesn’t exist, a message will
appear that tells you this.

e Search for Text: Allows you to search for text within all of the codes.

Enter the text you would like to search for.

Click the button. It will take you to the first instance. You do not need to be at the beginning of the

Codes.

To continue the search hold down the Shift button while clicking the Search for Text Button.

Once it has gone through the entire list, it will stop progressing through the document.

e E&O Code: Tells you the Code currently being used.

e Major Com Type: Currently not being used. Later we may be able to group codes in the Letters
Module by type.

e 32 Character Description: Provides the first 32 Character of the code so that when it is selected in the
Letters Module you can see what is being selected. We can choose to put any text in this field.

o Full Paragraph Text: This is the body of the code. In this main box is where you can modify the
codes.

ADDING A CODE

Click to the last record at the bottom of the screen.

Click one past the last record to bring up a blank screen.
Enter in the code number.

Bring up Word and type the code as you would like to see it.
Type a simple line for an insertion point.



Do not use underline or bold. You can emphasize with all CAPS.
Run the spell check option.

Copy the completed text to the clipboard.

Restore Committee Tracking.

Click in the Full Paragraph Text Box.

Paste the text in the Box.

Copy the first 32 Characters from the text.

Paste the first 32 Characters in the 32 Character Description Box.
Click to the beginning of the Codes.

Search for the code to confirm.

UPDATING A CODE

Go to the Code.

Click on the words “Full Paragraph Text” to select the paragraph. (sometimes it does not seem to
take it all, but it is okay to continue)

Bring up Word and type the code as you would like to see it.

Type a simple line for an insertion point.

Do not use underline or bold. You can emphasize with all CAPS.

Run the spell check option.

Copy the completed text to the clipboard.

Restore Committee Tracking.

Paste the text in the Box (It is still highlighted from the previous selection)

Check the first 32 Character Description Box. If necessary delete and replace the text as above
Click to the beginning of the Codes.

Search for the code to confirm changes have taken place.

NOTE: Minor changes can be made to the codes with in the Code Screen. A Minor change would be such
correcting spelling, inserting a sentence, etc. However, it is recommended that you use the cut and paste
method for most changes.

DELETING A CODE

Click the bar on the left hand side of the screen with an Arrow at the top. (selects the record)
Hit the Delete Button.

A message will come up to confirm that you want to proceed.

Click the “Okay”.

NOTE: If acode has been used in a Notice, the code cannot be deleted. Follow the instructions above for
changing the code. In the “Full Paragraph Box” and the 32 Character Box, type the words: “OKAY TO
REUSE”.

SPECIAL NOTE ABOUT CODES
e Z-99is acode you can use to insert text into the document. It does not retain the code text.

PRINTING THE CODES
Doubile click in the left hand corner on the large type E&O CODES just below the blue.
ATTACHED IS A LISTING OF ALL OF THE CURRENT CODES



ISSUE LETTER/ISSUE INDIVIDUAL LETTER

From this screen, all individual letters are sent. This includes general correspondence out, Notices of Late
Filing Fee, Failure to File and Error or Omission. The letters that are done in a batch process will be
covered in the BATCH LETTERS AND LISTS section of the Manual. All letters and notices (other than
return address letters specifically), must be sent to the committee’s mailing address of record. After the
letter has been sent to the committees official mailing address, subsequent letters may be resent to an
address other than the official mailing address. Once generated, the system generates the letter and a
corresponding row in Activity Review. The letter prints the sequence number on the letter, which is then
used to attach the image to the record. All CFR letters must be generated from the system.

I Letter: ;ERRORJOMISSION HOTICES |i|

Comm ID: [506568  [EATHLEEN STRAUS FOR EDUCATION |

Strut Year: [2000 2] Doe Type: [POST-GENERAL C3 [z]
County: I E MCL Citation: I
Mewr Doe Sequence No.: |19155‘I-‘ Letterilissessment Date: I 02i20/2001

Doc Refers to Seq Hoo: |18?972 Filed On: I Trie On: I
Assessad hmonant Thie: I Dﬁ?::.: Response [me Date: I
Tazget Directory: |E/ELECTIONCAMPFINESD_LTRSIFRINTEL!

Target File Hame: IEOIS‘ISS?.doc

Select E&D Paragraphs in the order they are to appear on the letter:
4-01 Please amend wour Campaign 5t C-11  Coburn 7 on Schedule 14 (Ttemiz

-
A-02 & Campaign Statement nmst be j D12 Section 43 of the Michigan Camp
A-03 & Campaign Statement nmst be F-01 Please amend Item # 12 of Sched

404 oy coverage dates appearto b G-03 When filing an amended Campaizn

A-05 OEAY TO REUSE

4-07 Please complete Ttems(s)
A-08 Al Campaizn Statements nmst §
E-01 | All relevant sections of the Su ¥

[/ RESEND TO ADDRESS: JCOMMITTEE MAIL ADDRESS =l

GENERAL FUNCTION BUTTONS (AT THE TOP)

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the

button.

e Generate Letter: Used to bring up the committee and documents based on the criteria in the
search fields

e Reprint: Used to clear the fields out of the screen

e Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)
Does not apply

DISPLAY AND QUERY FIELDS:

Letter (Dropdown Text Field): Lists all of the letters that can be generated

Comm ID (Open Text Field)

Comm Name (Display Field)

Stmt Year (Dropdown Text Field)

Doc Type (Dropdown Text Field)

County (Dropdown Text Field)

MCL Citation (DisplayField)

New Doc Sequence No (Display Field)

Doc refers to Seq No (Open Text Field): This indicates the document sequence number of the orginal
document that if a Notice or letter refers back to an existing document. For example, a Late Filing Fee will
refer back to the original document that was filed late. Failure to Files would never have a document that it
refers back to.

Assessed Amount Due (Open Text Field)

Filed on (Display Field)



Business Days Late (Display Field)
Letter/Assessment Date (Date Field)
Due on (Date Field)

Response Due Date (Date Field)
Target Directory (Open Text Field)
Target File Name (Open Text Field)
Select E&O Paragraphs

Resent (Check Box)

Address (Dropdown Text Field)

GENERATING LETTERS AND NOTICES

CORRESPONDENCE OUT and FORM LETTER CORRESPONDENCE

Query the committee you wish to send correspondence

Hold the Shift button down and click on the Issue Letter button (This key combination disables the
refers to function)

Select the CORRESPONDENCE OUT or SPECIFIC FORM LETTER from the dropdown list
Change the date in the Letter/Assessment Date Field if necessary

Click the Generate Letter button, which will launch the word processor

Edit the Letter as necessary

Click the print button to print the letter

Exit Word

Save changes to the letter/sequence number

Do not save changes to the Form if asked

Click the Exit button to return to Activity Review

NOTICE OF FAILURE TO FILE/ON DOCUMENTS DUE

Query the committee you wish to sent the Failure to File

Hold the Shift button down and click on the Issue Letter button (This key combination disables the
refers to function)

Select the FAILURE TO FILE NOTICE from the dropdown list

Enter the required information (Statement Year and Document Type)
Change the date in the Letter/Assessment Date Field if necessary

Click the Generate Letter button, which will launch the word processor
Click the print button to print the letter

Exit the word processor

Save changes to the letter/sequence number

Do not save changes to the Form if asked

Click the Exit button to return to Activity Review

NOTICE OF FAILURE TO FILE/NOT ON DOCUMENTS DUE

Query the committee you wish to sent the Failure to File

Hold the Shift button down and click on the Issue Letter button (This key combination disables the
refers to function)

Select the FAILURE TO FILE NOTICE from the dropdown list

Enter the required information (Statement Year and Document Type)
Follow the prompts to the Documents Due Screen

Enter the required information (Date Due)

Exit the Documents Due Screen

Change the date in the Letter/Assessment Date Field if necessary

Click the Generate Letter button, which will launch the word processor
Click the print button to print the letter

Exit the word processor

Click the Exit button to return to Activity Review

NOTICE OF LATE FILING FEE/REPORT HAS BEEN FILED



Query the committee you wish to sent the Late Filing Fee

Highlight the document that is late

Click the Issue Letter button

Select the LATE FILING FEE NOTICES (ORIGINAL) from the dropdown list
Verify the information is correct and make changes if necessary to the amount
Change the date in the Letter/Assessment Date Field if necessary

Click the Generate Letter button, which will launch the word processor

Click the print button to print the letter

Exit the word processor

Click the Exit button to return to Activity Review

NOTICE OF LATE FILING FEE/REPORT HAS NOTBEEN FILED

Query the committee you wish to sent the Late Filing Fee

Hold the Shift button down and click on the Issue Letter button (This key combination disables the
refers to function)

Select the LATE FILING FEE NOTICES (ORIGINAL) from the dropdown list
Enter the required information (Statement Year and Document Type)
*kkhkkkkikkikkkikikk

Follow the prompts to the Documents Due Screen IF NECESSARY

Enter the required information (Date Due)

Exit the Documents Due Screen

*kkhkkkkikkikkkikkikk

Change the date in the Letter/Assessment Date Field if necessary

Click the Generate Letter button, which will launch the word processor

Click the print button to print the letter

Exit the word processor

Click the Exit button to return to Activity Review

NOTICE OF ERROR OR OMISSION

Query the committee you wish to send a Notice of Error or Omission

Determine the codes needed (you may use the E&O Codes Module to do this)

Highlight the document that requires the Notice

Click the Issue Letter button

Select the ERROR/OMISSION NOTICE from the dropdown list (The Codes will appear on the
Screen)

Change the date in the Letter/Assessment Date Field as necessary

Select the codes from the left side of list and move them to the right side of the list by using the
Arrows or double clicking on the codes; the codes can be moved back and forth.

Click the Generate Letter button, which will launch the word processor

Any inserts will prompt you for your response

Edit the Letter as necessary following the prompts

Click the print button to print the letter

Exit the word processor

Save changes to the letter/sequence number

Do not save changes to the Form if asked

Click the Exit button to return to Activity Review

EDITING A LETTER NOT YET SENT

CHANGING THE DATE:

Query and select the document that needs to be updated

Click the Log-in Detail button

Change the date in the Date of Letter field on the right side of the screen
Click the Update button

Click the Issue Letter button

Verify the date has been changed



e If very little editing is needed: Click the Reprint button. A warning will come up.
e If editing is extensive: Double Click the Target File Name field
Highlight the body of the letter that is needed
Cut the highlighted section (CNTL C)
Exit the word processor and return to the Issue Letter Screen
Click the Reprint button; A warning will come up
Cancel any inserts if necessary
Highlight the comparable section in the letter
Paste the section saved over the current section (CNTL V)
Edit the Letter as necessary
Click the print button to print the letter
Exit the word processor
Save changes to the letter/sequence number
Do not save changes to the Form if asked
Click the Exit button to return to Activity Review

Changing the Body of the letter only:
Query and select the document that needs to be updated
Click the Issue Letter button
e If very little editing is needed: Click the Reprint button. A warning will come up.
e If editing is extensive: Double Click the Target File Name field
Highlight the body of the letter that is needed
Cut the highlighted section (CNTL C)
Exit the word processor and return to the Issue Letter Screen
Click the Reprint button; A warning will come up
Cancel any inserts if necessary
Highlight the comparable section in the letter
Paste the section saved over the current section (CNTL V)
Edit the Letter as necessary
Click the print button to print the letter
Exit the word processor
Save changes to the letter/sequence number
Do not save changes to the Form if asked
Click the Exit button to return to Activity Review

RESENDING A NOTICE OR LETTER (Resending means that the original letter or notice has been
returned and an exact copy is being mailed with a new date). The system will mark the record as resent
and present the latest date in the Active record. The letter is clearly marked at the top that it is a resend
letter. The work RESEND appears as a part of the heading. The system will no allow a Notice of Failure
to File, Error or Omission or Late Filing Fee to be generated twice for the same document. Therefore, they
must be marked as resent. Any resent letters use the same sequence number as the original and will be
imaged on the same record in front of any previous images using that sequence number.
Query the Committee
Make the necessary changes in the address(es) through the Statement of Organization Screen
Highlight the document in Activity Review
Click the Issue Letter button
Click the Resend to Address button
Select the address to use if different than official Committee Mailing address
Edit the Letter/Assessment date with the resend date
e I very little editing is needed: Click the Reprint button. A warning will come up.
e If editing is extensive: Double Click the Target File Name field

Highlight the body of the letter that is needed

Cut the highlighted section (CNTL C)

Exit the word processor and return to the Issue Letter Screen



Click the Reprint button; A warning will come up
Cancel any inserts if necessary
Highlight the comparable section in the letter
Paste the section saved over the current section (CNTL V)
Edit the Letter as necessary
Click the print button to print the letter
Exit the word processor
Save changes to the letter/sequence number
Do not save changes to the Form if asked
Click the Exit button to return to Activity Review

ATTACHED IS A SAMPLE OF EACH FORM LETTER AND NOTICE



BATCH LETTERS & LISTS MODULE

Batch processes are run based on rules that are coded in the system. The Batches allow for test runs prior
to inserting records into the database. The records inserted are either inserted in the database (i.e. Failure
to File and Late Filing Fees). Or the existing records are updated (i.e. referrals dates). Letter and Notices
that need to be generated on a single basis must be generated through the Issue Letters process from
Activity Review. Any Letters or Notices that must be updated or resent must also be generated through the
Issue letters process from Activity Review.

Letter1d: [FAILURE TO FILE HOTICE] =l
Creation Diate: II:|3.I'1 42001
Statement Year: [2000 (2] Filing Type: [aWNUAL C5 2]

Elaction Date: I E Election Type: I Election Tear: I

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e New Batch (ALT B): Used to generate a new batch process based on the criteria in the search
fields
e Reprint One (ALT O): Used to reprint one record from a specific batch which was generated.
e Reprint All (ALT R): Used to print the entire batch which was generated.
o Exit (ALT X): Used to exit the screen and go one step back
DISPLAY AND QUERY FIELDS:
Letter Id (Dropdown Text Field):
AG REFERRALS: ERROR & OMISSION: Sample Attached
AG REFERRALS: FAILURE TO FILE: Sample Attached
AG REFERRALS: FAILURE TO FILE 2 OR MORE: Sample Attached
DEBT REFERRAL LIST: Sample Attached
FAILURE TO FILE NOTICE: Sample Attached
LATE FILING FEE FINAL NOTICE (HEARING): Sample Attached
LATE FILING FEE NOTICES (ORIGINAL: Sample Attached)
LATE FILING FEE NOTICES (SECOND): Sample Attached
OUTSTANDING DEBT WRITE-OFF LIST: Sample Attached
TREASURY PAYMENT/ADJUSTMENT LIST: Sample Attached
Creation Date (Date Field): Date that the Batch is run or the Date that is used in the database.
Statement Year (Dropdown Text Field):
Filing Type (Dropdown Text Field):
Election Date (Dropdown Text Field):
Election Type (Display Field):
Election Year (Display Field):

GENERATING A BATCH PROCESS
Select the type of batch process based on the Letter Id options
Enter additional requirements if running Failure to File batch
Click New Batch button
Follow any prompts provided by the system
Click Yes or No to update the database if asked
Yes: Updates the database with the batch information
No: Does not update the database with the batch information
ATTACHED IS A SAMPLE OF EACH NOTICE AND LIST



PAYMENT DISTRIBUTION

Takes you to the Payment Distribution Screen. From this screen, you can void, apply, and refund
payments. This screen can also be accessed via Activity Review and is covered in detail in the Activity
Review Module.



CFR ADMINISTRATION
Contains major function buttons including the CFR CALENDAR, ELECTION CALENDAR, MOVE
ELECTION DATA TO CFR and MAINTAIN E&O CODES. Only database administrators have access to

this button.



CFR CALENDAR

The CFR Calendar is used to system generate the requirements of each committee based on existing rules
in the system. Based on the entries in the calendar, the system generates the Batch and Single Notices and
lists. Each year, the requirements are added based on the code in the system. For example, the system
knows that the Triannual reports are owed by PAC’s 3 times a year. Any requirement that cannot be added

to the calendar is added using the Documents Due Button in Activity Review.
EE Form: CFR Calendar

CFR Calendar ==,

Statement Year
[z000 E|

b

Filing Type Comumittes Type Election Type Elec Date | Date e | LFF Max Dt Keying Stat:
SITHUIAL C5 * |Ballot Cuestion . - 013152000 Incomplete
(AMHTIAL €3 2 | Candidate * * 0145172000 Incomplets
[AMHTTAL C3 2 | Gubematorial * = 0145142000 Incomplete

P |AHHTIAL C5 * |41 Political Parties | # a 01/5152000 Incomplete
PEE FENERAL C5 2 | Candidate 2 General 2 11107/2000] 1052742000 Incomplete
PEE-GENERAL £5 * | Gubematorial * |General *111.07/2000] 1072702000 Incomplets
POST- GENERAL C3 2 | Candidate * General 2 11107/2000] 12072000 Incomplete
POST-GENERAL €3 * | Gubematorial * |General *111.07/2000] 12072000 Incomplets
PEE-PRIMARY C5 2 | Candidate * |Primary 2 0308/2000] 07/28/2000 Incomplete
PEE-PRIMLARTY C5 * Gubematorial * |Primary * J05/05/2000) 07/28/2000 Incomplete
POST-PRIMARY 5 2 | Candidate * |Primary 2 |03/08/2000] 0072000 Incomplete
POST-PRIMAET 05 * Gubematorial * |Primary * J05/05/2000) 09072000 Incomplete
(APRIL TRIAMHITAL C3 2AANPACS * = 04/25/2000 Incomplete
TUL ¥ TRIAMMUAL C5 2HANPACS * &2 0742572000 Incomplets
OCTOBER TRIAMHTIAL 05 | 24l PACS * iz 10i25/2000 Incomplete

* * *
: : : -

*

W[4 FRecod[4+ [af 15 [ IH]
GENERAL FUNCTION BUTTONS (AT THE TOP)

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

e Setup (ALT S): Used to add the designated years coded filings

e Browse (ALT B): Used to query a designated years calendar

e Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)
e Record of . Tells you how many records are in your query and what record number of
the query you are on.

DISPLAY AND QUERY FIELDS:
e Statement Year (Dropdown Text Field): Select from the dropdown. If the year does not exist,
see ADDING A CALENDAR YEAR below.
e Filing Type (Dropdown Text Field): Select from the dropdown which contains all Filing Types.
e Committee Type (Dropdown Text Field): Select from the dropdown.
Ballot Question
Candidate
All Political Parties
All Pac’s
Gubernatorial
OEF
e Election Type (Dropdown Text Field): Select from the dropdown. If the election does not exist,
see the Election Calendar section of the Manual.
e Election Date (Date Field): Calculated based on the Election Type selected.
e Date Due (Date Field): Calculated from the system for the know elections. It should only be
changed if different that the current statute provides.
e LFF Max Date (Date Field): Entered only if different than the standard 20 business days from the
due date.
o Keying Status (Dropdown Text Field): Defaults to incomplete. Select Complete after the detail
data has been entered into the keying screens



QUERYING AN EXISTING YEAR

Select the CFR Administration button from the Bureau of Elections Committee Tracking menu
screen

Select CFR Calendar

Select the desired Statement Year

Click the Browse button

ADDING A CALENDAR YEAR

Select the CFR Administration button from the Bureau of Elections Committee Tracking menu
screen

Select CFR Calendar

Click the Statement Year down arrow to determine that the year does not exist

Enter the desired year in the Statement Year window

Click the Setup button, the Filings will be generated and fill the screen.

ADDING ADDITIONAL FILINGS TO THE CALENDAR

Select the CFR Administration button from the Bureau of Elections Committee Tracking menu
screen

Select CFR Calendar

Select the desired Statement Year

Click the Browse button

Review the current Filing Types to determine that your filing type is not listed

Scroll to the bottom of the list if necessary

Using the empty row at the bottom of the list, add all of the information for each field. No update
button is necessary.

Exit the screen when done.

UPDATING AN EXISTING FILING

Select the CFR Administration button from the Bureau of Elections Committee Tracking menu
screen

Select CFR Calendar

Select the desired Statement Year

Click the Browse button

Scroll the list if necessary to find the record to update

Make the desired change. No update button is necessary.

Exit the screen when done.



ELECTION CALENDAR

The Election Calendar is used jointly by the Committee Tracking System and the Elections Management
System. The Calendar is used to generate the Election specific requirements in both system.
EE| Election Calendar

Counties

1o Weh: I_E
Precinci Resuliz

el L

Fecord Humber: IU of: IU

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Update (ALT U): Updates all of the information on the first screen except the Committee Address
information
e Add (ALT A): Used to add a record that does not exist.
e Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields
e Clear Form (ALT C): Used to clear the fields out of the screen
e Delete (ALT D): Used to print the query results
o Exit (ALT X): Used to exit the screen and go one step back
e Add Election Type: Must be accessed through the Elections Management System (EMS)

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e  First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

e Last (Record): Takes you to the last record in a query.

e Record of . Tells you how many records are in your query and what record humber of
the query you are on.

[ ]

DISPLAY AND QUERY FIELDS:
e Election Year (Dropdown Text Field): Select from the dropdown.

Election Type (Dropdown Text Field): Select from the dropdown

Election Type Description (Display Field)

Election Date (Date Field):

Election Status (Open Text Field): Enter information you wish to appear on Election Results ie

Results Complete, Recounts Complete, All Counties Reporting, etc.

o Date Script (Open Text Field): Enter script for reports if necessary.

e Key All Results/Counties to Web (Dropdown Y/N Field):

e Precinct Results Available to Web (Dropdown Y/N Field):

QUERYING AN EXISTING ELECTION

Select the CFR Administration button from the Bureau of Elections Committee Tracking menu
screen

Select Election Calendar



Select the desired Election Year and/or Election if desired
Click the Search button

ADDING AN ELECTION

Select the CFR Administration button from the Bureau of Elections Committee Tracking menu
screen

Select Election Calendar

Enter the Election Year

Enter the Election Type

Enter the Election Date

Enter any additional information desired at this time

Click the Add button (A record inserted window will appear)

UPDATING AN EXISTING ELECTION

Select the CFR Administration button from the Bureau of Elections Committee Tracking menu
screen

Select CFR Calendar

Select the desired Statement Year

Click the Browse button

Scroll the list if necessary to find the record to update

Make the desired change.

Click the update button.



MOVE ELECTION DATA TO CFR

After an Election this function moves election related database information in the Election Management
System (EMS) to the Committee Tracking System (CFR). This information moved includes Office Held,
District Held, Term Expiration Date, Incumbent and Board Waiver status.

EE Move Election Data to CFR
Move Election Data [Clear Fone]

General Election: ————
Election ¥ear Election Twpe — Election Date:

I E 2] ]

After the General Election reslts are
Trial Bun official, this function moves election-
related data (ie. Term Expiration Date)

from the election system to the CFE
System.

E Ivloree Diata

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Clear Form (ALT C): Used to clear the fields out of the screen
e Exit (ALT X): Used to exit the screen and go one step back
e Trial Run (ALT T): Used to run the program in a test mode without updating actual information
in Committee Tracking. Must be done before the data is actually moved to fix any errors that may
exist in the
e Move Data (ALT M): Actually moves the data and updates the information in Committee
Tracking.

DISPLAY AND QUERY FIELDS:
e Election Year (Dropdown Text Field): Select from the dropdown.
e Election Type (Dropdown Text Field): Select from the dropdown
e Election Date (Display Field):

TRIAL RUN

Select the CFR Administration button from the Bureau of Elections Committee Tracking menu
screen.

Select Move Election Data to CFR button.

Select the desired Election Year

Select the desired Election Type.

Click the Trial Run button.

Fix errors if any detected.

Rerun until zero errors are detected.

MOVE DATA

Select the CFR Administration button from the Bureau of Elections Committee Tracking menu
screen.

Select Move Election Data to CFR button.

Select the desired Election Year

Select the desired Election Type.

Click the Move Data button.

Verify the information has been successfully moved to Committee Tracking



MAINTAIN E&O CODES

This screen is used to manage the codes used for Notices of Error or Omission. You can search up and
change codes or add new codes to the list. This Module does not cover or create the Notices or Error or
Omission. This is covered in ACTIVITY REVIEW section of the manual.



CAMPAIGN FINANCE KEYING SCREENS MANUAL

Monday, March 26, 2007

The Key Entry Screens were developed to enter the detailed information from Campaign Statements and
place the information on the web. The keying screens are used to key the reports and schedules of choice.
After the document is logged in as being received, the assigned sequence number is used by the database to
group the filings schedules together. A document must be logged in before it can be keyed.

Enter your assigned Log-in and press enter
Enter your assigned Password and press enter

@_W}lseTerm serverc [204.23.230.131]

File= Edit Settings Connection  Help

Connected Ta serverc [204.2 [WT 220 MLk 6,11 |00:22

Select from the menu below by entering the corresponding number of the screen.



@_W}SETEM serverc [204.23.230.131]

File Edit Seftings Connection Help

Michigan Department of State - Bureau of Elections Main Merm

I [ibernatcorial Public Puanding for 1336

i. kubermatorial Public Puanding
. Candidate Listing
. Campaign Finance Eeporting (CFR] - HEW 3¥3TEM

List

. Petitiog
. Tert Database
9. Adwinistratiwve Danctions
0. Fan Puiblic Main Merm
. Campaign Finance Eeporting (CFR] - OLD 3¥3TEM

Use rpace bar, arrow keys, or type manber to make selection.

Erter 'm' to return to

Enter carriage returm to eExe

Connected To zerverc [204.2 T 220 ML 2147|0053

MAIN MENU

Gubernatorial Public Funding for 1998 - NO LONGER USED
Gubernatorial Public Funding — NO LONGER USED

Candidate Listing — NO LONGER USED

Campaign Finance Reporting (CFR) — NEW SYSTEM

PAC List— NO LONGER USED

Committee — NO LONGER USED

Petition — NO LONGER USED

Test Database — NO LONGER USED

9. Administrative Functions — USED BY ADMINISTRATOR ONLY
10. Run Public Funding Main Menu — NO LONGER USED

11. Campaign Finance Reporting (CFR) — OLD SYSTEM — NO LONGER USED

ONogk~wWdE

Select Item #4 by entering the #4 and pressing Enter.



Q_WyseTerm serverc [204.23.230.131]

Eile Edit Setting: Connection Help

Campaign Finance Beporting

I Coreens

Feports

Connected To serverc [204.23.230.131] WT220 CAP (ML 21,47 |b422

e Select Item #1 to access the Key Entry Screens Menu
e Select Item #2 to access the Reports Menu
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Campaign Finance Reporting Eey Entry Screens
l Candidate Committees |
[PAC' =)
Gubernatorial Committees
Eallot Question Cormittees

Political Party Committe

Connected To serverc [204.23.230.131] WT220 ] 21,47 583

SCREEN MENU

1. Candidate Committees
Political/Independent Committees (PAC’s)
Gubernatorial Committees
Ballot Question Committee Entry Screens
Political Party Committee Entry Screens

g~ own



CANDIDATE COMMITTEE COVER PAGE

Wyselerm serverc [204.23.230.131]

File Edit Setings Connection Help
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hdd operation asborted. No record was added.

Connected To serverc [204.23.230.131] WT220 CAP MU 2.9 1ZE0

WyseTerm serverc [204.23.230.131]
File Edit Setting: Connection Help
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|Last HName

1
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File Edit Settings Connection Help
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File Edit Settings Connection Help
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CANDIDATE COMMITTEE SUMMARY PAGE
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File Edit Settings Connection Help

for
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File Edit Settings Connection Help
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Column I
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File Edit Settngs Connection Help
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CANDIDATE COMMITTEE ITEMIZED CONTRIBUTIONS - 1A

WyseTerm serverc [204.23.230.131]

File Edit Settngs Connection Help
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Docuament

| 6. Amo
|l 1 Item
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CANDIDATE COMMITTEE ITEMIZED OTHER RECEIPTS - 1Al

WyseTerm serverc [204.23.230.131]

File Edit Settngs Connection Help
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Document 1[1Aa1] 1
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Type of Receipt [ ] [
[
[

Connected To gerverc [204.23.230.131] WT220 CapP |WUkM 2,9 1922




CANDIDATE COMMITTEE IN-KIND CONTRIBUTIONS - 1IK
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ile Edit Settingz Connection  Help
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Fil= Edit Settings Connection Help

Connected To serverc [204.23.230.131] WT220 CAP |NLUM 2.9 |20:25




CANDIDATE COMMITTEE DIRECT EXPENDITURES - 1B

Wyselerm serverc [204.23.230.131]
Fil= Edit Settings Connection Help
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cument
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Itemized on

Date [
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Connected To serverc [204.23.230.131] WT220 CAP |NLUM 2.9 |21:03

Fil= Edit Settings Connection Help

County

Ballot Pro

tewide/T

Connected To serverc [204.23.230.131] WT220 CAP |NLUM 2.9 |26




CANDIDATE COMMITTEE GET OUT THE VOTE - BG
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File Edit Settngs Connection Help
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CANDIDATE COMMITTEE DEBTS AND OBLIGATIONS - 1E
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PAC’S COVER PAGE
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File Edit Settings Connection Help
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PAC’S SUMMARY PAGE
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File Edit Settings Connection Help
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File Edit Settings Connection Help
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PAC’S ITEMIZED CONTRIBUTIONS - 2A

WyseTerm serverc [204.23.230.131]

File Edit Setiing: Connection Help
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PAC’S SUPPLEMENTAL CONTRIBUTIONS - RI

E WyseTerm serverc [204.23.230.131]
File Edit Setiing: Connection Help
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PAC’S ITEMIZED OTHER RECEIPTS - 2A1

E WyzeTerm serverc [204.23.230.131]

File Edt Settings Connection Help

51
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PAC’S PAYROLL CONTRIBUTIONS - 2A2

File Edit Settings Connection Help
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PAC’S IN-KIND CONTRIBUTIONS - 2IK

WyseTerm serverc [204.23.230.131]
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File Edit Settings Connection Help
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PAC’S DIRECT EXPENDITURES - 2B
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File Edit Settings Connection Help
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PAC’S INDEPENDENT EXPENDITURES - 2B1
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Eille Edit Settings Connection Help
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PAC’S IN-KIND CONTRIBUTIONS - 2B2
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File Edit Settings Connection Help
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DL Nuwber [ Doc e g [ ] P
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File Edit Setings Connection Help
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PAC’S GET OUT THE VOTE - BG
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CAMPAIGN FINANCE DOCUMENT LOG-IN MANUAL

Monday, March 26, 2007

The Log-in Module is the point of entry for all incoming documents into the system. It is designed for fast
and easy entry. It automatically assigns identification number to new committees. It automatically assigns
the next sequence number to the document being logged in. It also assigns the next payment sequence
number to a payment when it is being logged in. When a document is logged in, the system searches for
any outstanding requirements that may be satisfied by the new document coming in. Specifically, it looks
for outstanding Notices of Failure to File, Late Filing Fee and Failure to Files. The system inserts a record
into Activity Review. The documents are then imaged to that same sequence number. The system has a
number of edits that minimize errors as much as possible.

Double click on the Log-in Icon from your Desktop (Log-in station do not require this step)
Log-in to the system using your assigned User ID and Password.
Committee Tracking User Log-In

Enter User ID and Passurord -

Uszer ID: I

Pazsword: I

Document Log-In \ User: Quiroga, Evelyn-EQ % Today ls: Thu, Mar 1% 2001 <]

Document Log-In |4 Bee | BtieReoa 175 | it

Sequence Humber: Conumittes ID Drate Received: Statement Tear: | Reprimt

I [ooo1ns [7 [osnsmoon R Chacklist
(® Filing ) Payment Dooument Type:

ANHUAL ) Iﬂ

O Incoming Correspondence

MICHIGAN REPUBLICAN STATE COMMITTEE
|[ETa  ||Analyst: MF

Election Diate: l:m
Filng Method: [raiCopy — [3]

r Amendment | Dissohition Request

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

Add Record (ALT A): Used to Add a record to the system

Edit Record (ALT E): Used to Edit or Change an existing Record

Clear Form (ALT C): Used to clear the fields out of the screen

Exit (ALT X): Used to exit the screen and go one step back

RePrint Checklist (ALT R): Used to reprint a checklist of a record that has already been created

DISPLAY AND ENTRY FIELDS:

e Sequence # (Display Field)

e Committee Id (Open Text Field): The check digit is displayed, but not required to add)

e Date Received (Date Field): The date received is the date that it is received in the office. This is
determined by the date stamp on the document. The date will default to the system/current date



e Statement Year (Open Text Field): The Statement Year is the Year a Campaign Statement was owed
for other documents, including Statements of Organization and Amended Statements of Organization,
it is the year they were sent or received. It defaults to the current year.

e Document Type Filters (Radio Buttons):

Filings: Lists all of the filings that are relevant to the committee ID number entered. This is the
Default setting.

Payment: Allows payments to be entered.

Incoming Correspondence: Allows correspondence to be entered.

e Document Type (Dropdown Text Field): All incoming document types are accessible. However, the
system does have logical limitations which are designed to limit the number of errors that occur. For
example, if the ID number entered is for a PAC, the system will only display and allow you to select
document types that are relevant to that committee. Also, the system will not allow you to Amend a
document that does not have an original on record. The system will not allow you to enter documents
on dissolved committees.

e  Committee Name (Display): In red.

o Committee type (Display): In red.

e Analyst (Display): In red.

e Election Date (Dropdown Text Field)

e Filing Method (Dropdown Text Field): Hard copy is the only current choice

¢ Amendment (Display Field):

e Dissolution Request (Check Box):

LOGGING IN A FILING:

Access the Log-in screen.

Clear the form if necessary.

Enter the committee Identification Number (See Below for ID# Look-up procedure if needed)
Committee Name, Committee Type and Analysts will appear in red.

Verify and Change Date Received if necessary.

Verify and Change Statement Year if necessary.

Select the Document Type from the dropdown list. You may begin typing and narrow and the
system will search for a matching doc type.

Select an Election Date if the document relates to an election

Check the Dissolution check box if necessary

Click the Add Record button at the top of the screen.

Retrieve the Checklist from the printer.

SEE ATTACHED SAMPLES OF CHECKLISTS

LOGGING IN AN ORIGINAL STATEMENT OF ORGANIZATION

Document Log-In
Sequence Numbex: Committes D Date Received: Statement Fear: | Raprint
I [ [ [oansioon 2001 Checklist

@ Filimg ) Payment Document Type:
O Inconting G [ of O - INFORMATION

Amendment Statws: | QRIGINAL

GommeTpe . |2]

Conunittee Legal Hame
[EALLOT ACTION SELECT 1SSUES COMMITTEE | B
B

Amalyst: [

‘allegring, Feter A

Access the Log-in screen.
Clear the form if necessary.
Verify and Change Date Received if necessary.




Verify and Change Statement Year if necessary.

Select Statement of Organization from the dropdown list. You may begin typing and narrow and
the system will search for a matching doc type.

Select the Committee Type from the dropdown list

Enter the committee’s name exactly as it appears on the form

Select the Analyst from the dropdown list

Click the Add Record button at the top of the screen. (The system automatically assigns the next
sequential Identification number, adds the record to Activity Review and adds the information to the
Statement of Organization screen.)

Retrieve the Checklist from the printer.

SEE ATTACHED SAMPLES OF CHECKLISTS

LOGGING IN CORRESPONDENCE

Access the Log-in screen.

Clear the form if necessary.

Enter the committee Identification Number (See Below for I1D# Look-up procedure if needed)
Committee Name, Committee Type and Analysts will appear in red.

Verify and Change Date Received if necessary.

Verify and Change Statement Year if necessary.

Click the Incoming Correspondence radio button. This will default the Document Type to
Correspondence-In.

(DO NOT Select an Election Date)

Click the Add Record button at the top of the screen.

Retrieve the Checklist from the printer, which will display any requirements that may have been
satisfied. If the system cannot determine which requirment to satisfy because more than one meets
the criteria, this will also be stated on the Checklist.

SEE ATTACHED SAMPLES OF CHECKLISTS



LOGGING IN A PAYMENT

Document Log-In A User: Quiroga. Evelyn-EQ % Today Is: Thu, Mar 15 2001 B

Clear

Add Record || Edit Record | S

Document Log-In |4 Seed | BitReed 75 ) Fat |
Sequence Humber: Conunittes ID Diate Received: Statement Year: | Reprint
| 000105 [7 [oznseoo [ao01 Checklist

C o Diocument Type:
; * [FEE PAYMENT § 2]

MICHIGAN REPUELICAN STATE COMMITTEE
|[FTa  [[Analyst: MF

Total Payrment: I S0.00 Payment Scuarce: BOE T emeraes Tre
Receipt #;I Eeell Mrrrmmritc I Treamury Dieposit Walidation

Acoount #: MDOS#H:

CheckM O & I Check Amount: I I Diate: |
Ouistanding Fees A d for this C. i

A 4

ADDITIONAL DISPLAY AND ENTRY FIELDS:
e Total Payment (Display Field):
e Payment Source (Buttons): Select from
BOE (Default)
Finance
Treasury
Receipt Number (Open Text Field
Check/Money Order # (Open Text Field):
Cash Amount (Open Text Field):
Check Amount (Open Text Field): Committee Name (Display): In red.
Treasury Account # (Display Field):
Analyst (Display): In red.
Election Date (Dropdown Text Field)
Filing Method (Dropdown Text Field): Hard copy is the only current choice
Deposit Validation Fields
e MDOS# (Open Text Field):
o Date (Date Field)

LOGGING IN A PAYMENT and APPLYING A PAYMENT TO A FEE
Access the Log-in screen.
Clear the form if necessary.
Enter the committee Identification Number (See Below for ID# Look-up procedure if needed)
Committee Name, Committee Type and Analysts will appear in red.
Verify and Change Date Received if necessary.
Verify and Change Statement Year if necessary.
Click the Payment radio button. This will default the Document Type to Fee Payment and
additional fields will appear at the bottom of the screen.
Select the Payment Source if necessary. The default setting is BOE.
Enter the amount in the appropriate Cash and/or Check amount field. (Selecting Finance or
Treasury will limit the field access to the Check amount field.
Enter the Check or Money Order number if needed.
Click the Add Record button at the top of the screen. A message will appear.
Click
e If there is no outstanding fee for the committee, a message appears that indicates this and instructs
you on the proper procedure for contacting the analyst.



o If outstanding fees exist for the committee the Display Window refresh and will list the
outstanding fees and an Apply button will appear to apply the fees.
Highlight the fee to be paid
Click the Apply button
Continue doing this until all of the money has been applied.
Retrieve the Checklist from the printer, which displays the sequence number of the fees which have
been fully and/or partially satisfied.

SEE ATTACHED SAMPLES OF CHECKLISTS

EDITING A CHECKLIST/LOG-IN RECORD

Document Log-In % User: Quiroga. Evelyn-EQ % Today Is: Thu, Mar 15 2001

| Document Log—In I UpdateRecord I Cancel Update I DeleteRacord I

Sequence Wnther: Committes ID Date Received:  Statement Year | Reprnt
= 001329 [z [osnszoo | Z Checklist
@ il C Payment Document Type:

) Tneoming Comespondense  [AMENDED ANNTAL C3 2]

10SCO COUNTY REPUBLICAN COMMITTEE
|[cor|jinalyst: MF

ElectionDate: [ [ #] Original Seq. Ho.: [ 173774
Filing Mathod: [HudCopy 2]

Edit Record B

Sequence Hurber:

X dmendment [T Disschution Request

[ J[ 5o |

GENERAL FUNCTION BUTTONS AT THE TOP
Update Record (ALT U): Used to save changes made to the record.
Cancel Update Delete Record (ALT C): Used to cancel the update and return to the Document
Log-in screen
Delete Record (ALT D): Used to delete records. Accessible only to Amisistrators.
Reprint Checklist (ALT R): Used to reprint the checklist. See REPRINTING A CHECKLIST
below.

Click the Edit Record at the top of the Documents Log-in screen

Enter the Sequence Number of the document that you need to edit when prompted.

Make desired changes.

Click the Update Record button.

Retrieve the Checklist from the printer.

REPRINTING A CHECKLIST

Sequence Humber:

| Print || Exic |

Click the Reprint Button

Enter the Sequence Number of the Checklist to be reprinted
Click the Print button to complete or the Exit button to abort
Retrieve the Checklist from the printer



COMMITTEE ID# LOOK-UP
If a document is filed, and the identification number is not on the document, a look-up of the number is
needed.

coess

[ Committas Hama ]
ALMA WHEELER SMITH FOR STATE SEHATE CAN SMITH, ALMA WHEELER | State &

BARBARA SMITH FOR TUDGE COMMITTEE AN SMITH, BARBARA B Bsdon of tha Tintrict Cour 481h Diitric
COMMITTEE TO ELECT ARTHUR SHITH STATE SENATOR CAN SMITI, ARTHURR Hlate Snabor 2ol Dislact
COMMITTEE TO ELECT SUE SHITH CAN SMITIL, SUSAN K. Slute Bapovmabibios 99k Dot
[COMMITTEE TO ELECT TIHO SHITH CAN SMITI, TIHG Hlate Bapowmntibios &l Dostasct
MICHAZL R SMETH FOR CLRCULT JUDGE COMMITTEE CAN SMITI, MICHAEL K o o b st G M Caroil
[SMITH COMM ELECT CARCLYR 307250 CAN SMITH, CAROLYR Sate Tenasor Znd Distrizt
[SMITH COMM ELECT POREST CHRISTOPHER 306272 CAN IMITH, POREST CHRISTOP State Rapresentative 111k Distriet
SHITH COMMITTEE TO ELECT MICHAEL 304310 CAN SMITH IR, MICHAEL B Sate Rapresentative 53nd Disteet =

Pick & cormralee o the kel L =1 TR

GENERAL FUNCTION BUTTONS
e Clear Form: Used to clear the fields out of the screen
e Choose: Used to Select a record from the dropdown list
e Cancel: Used to abort the look-up without selecting a record from the dropdown list.

DISPLAY AND ENTRY FIELDS:

o Committee Type (Dropdown Text Field): All committee types are listed.

Committee Name (Open Text Field): String search, enter minimum string required.

Candidate Name (Open Text Field): String search, enter minimum string required.

Office Sought (Dropdown Text Field): All Office Types are listed.

District Sought (Dropdown Text Field): Districts are listed based on the selection of the Office

Sought above.

e Committee List (Dropdown Text Field): This is the query result based on the criteria entered. From
the list, the committee can be selected and identification number inserted into the Document Log-in
screen.

PERFORMING A COMMITTEE ID# LOOK-UP
Double Click on the words “Committee ID” just above the field box
Select the Committee type from the down
Enter a portion of the committee or candidate name; do not enter more on the first try.
Click the Committee List down arrow.
Highlight the desired committee
Click the Choose button at the bottom of the screen



CAMPAIGN FINANCE PASSWORD ASSIGNMENT
MANUAL

Monday, March 26, 2007

The Password Assignment Module allows those committees who have registered for Merts Plus to be
issued passwords. The passwords allow the filers using either the Merts Plus software or a pre-approved
file to file over the Internet. Passwords are issued to members of the committee, but can be used by any
member of the committee. The most common is the Treasurer. Passwords are encrypted and forced upper
caps by the system. There is no way to retrieve a password and there is no written record of it.
Committees cannot have the same password for two of its committee members. However, the same
password can be issued to different committees.

GENERAL WORKFLOW OF MERTS DOCUMENTATION:

Receive Merts Plus Registration and Signature forms (may come in at separate times)

Date Stamp the documents

Log into Committee Tracking as MERTS DOCUMENTATION (Each is logged separately)
Sequence numbers are added to filings

Checklist is attached

Forward to imaging

Image

Forward to Sandra

Key enters documents and processes

Forward to Analyst

ANALYSTS PROCEDURE TO VERIFY (FIRST FILINGS)

Verify Registration is received by checking “Registration Received” Date in Committee Tracking is
entered
Verify Signature form information has been entered in the “Signature Information” in Committee Tracking
Verify that all of the necessary officers of the committee have signed the signature form
Verify Signatures of Treasurer and Candidate
Contact Committee via phone
Speak with the Treasurer, Designated Record Keeper or Candidate only
Log into “MERTS PLUS PASSWORD” module
Enter the first 6 numbers of the Committee ID # (Do not enter the hyphen or the check digit)
Verify that it is the correct committee by comparing the name that appears in red on the screen
Ask them to pick a password that
1. Is between 6 and 32 characters
2. Consists of both letters and numbers
3. Iseasy to remember
Select the Filer Type
Enter the password twice
Click the “ADD” button
After you have the confirmation that the password has been added:
1. Tell them that the password is case sensitive and must be in all caps.
2. Tell them that the password is encrypted and we don’t write it down so if it doesn’t
work or they forget it, they must call for a new one.
Sign off of the checklist
Forward to file.

ANALYSTS PROCEDURE TO VERIFY (SUBSEQUENT FILINGS)

Verify that information in “ELECTRONIC FILING (MERTS) INFORMATION” is correct



Determine if new password is needed

Follow procedures to issue password above as necessary
Sign off of the checklist

Forward to file.

See below to query a password
See below to edit the password
See below to delete the password
THE PASSWORD MODULE

Doubile click on the Password Icon from your Desktop

Microzoft Access

JEiIe Edit Yiew Insert Tools Window Help

IDEEERY $BRT v k-

-l 6 o8 -

).

g efpw2000 : Database
! pn BlDesion  Fme

Objects 3 huboe: |
Tables I Devi
2 PR

— || Add || Updae || DRty || Clear ||E|

|F0rm\-‘iew ,_I_,_,_,_W’_,_
GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

Search (ALT R): Used to retrieve records based on Committee ID number and Filer Type.
Add (ALT A): Used add a password

Update (ALT U): Used to update a password.

Delete (ALT D): Used to save images after scanning.

Clear Form (ALT C): Used to clear the fields out of the screen

Exit (ALT X): Used to exit the screen and go one step back

DISPLAY/QUERY AND ENTRY FIELDS
e Committee ID (Open Text Field): Must be a valid ID Number will only display the first 6
numbers without the check digit or the hyphen



o Committee Type (Display Field): In red
e  Committee Name (Display Field): In red
e  Filer Type (Dropdown Text Field):

0 Candidate

O Treasurer

o Designated Record Keeper
e Password (Open Text Field):
e  Confirm (password) (Open Text Field):

ADDING A NEW PASSWORD

Enter the first 6 digits of the committee Identification Number; do not add the check digit or the
hyphen

Select the Filer Type from the dropdown

Enter the password in the Password field

Re-enter the password in the Confirm field

Click the Add button

QUERYING A PASSWORD

Enter the first 6 digits of the committee Identification Number; do not add the check digit or the
hyphen

Select the Filer Type from the dropdown

Click the Search button

EDITING A PASSWORD

Enter the first 6 digits of the committee Identification Number; do not add the check digit or the
hyphen

Select the Filer Type from the dropdown

Click the Search button

Highlight the password

Type in the new password

Re-enter the password in the Confirm field

Click the Update button

DELETING A PASSWORD

Enter the first 6 digits of the committee Identification Number; do not add the check digit or the
hyphen Select the Filer Type from the dropdown

Click the Search button

Click the Delete button



CAMPAIGN FINANCE REPORTS MANUAL

Monday, March 26, 2007

The Reports Module is a single location to access a variety of reports that can be created from the system.
This includes labels, blank image reports, Merts Plus Statistical Report, etc. Sample reports are attached.

Doubile click on the CFR Reports Icon from your Desktop

I CFF Feports Meru MEE

Salect A

s image 5|

Choose & tepat o the st [l i el el T i

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)
e Preview: Used to view the report before printing. Once previewed, you can proceed to print the
report.
e Print: Launches the print command without previewing.
e Cancel: Cancels or aborts the function and takes you back to your desktop.

DISPLAY AND ENTRY FIELDS:
Report Selection Field (Dropdown Text Field): Select from the list.
Blank Images
Blank Images by Analyst/ID#
Candidate Listing Mail Labels
CFR Candidate Pre/Post Election Mailing
CFR Daily Filing Report
Committee Mail Labels
Independent Committees
Independent Expenditure PAC Labels
Merts Statistical Summary Report
PAC List
Unkeyed Recent Filings

RUNNING THE REPORTS:

BLANK IMAGES and BLANK IMAGES BY ANALYST/ID#
Select the report type from the dropdown list

Select Preview (or Print to print without additional printing steps)
Select Incoming or Outgoing when prompted (see Graphic below)



In/0ut Documents B

Select either Incoming or
Chtgoing Domuments to
inchide in the report:

"oc § conee |

View the Reports as desired using the standard options in Access
Click File

Select Print and make changes in the dialog box as desired

Click the OK button

SEE ATTACHED SAMPLES

CANDIDATE LISTING MAIL LABELS and CFR CANDIDATE PRE/POST ELECTION MAILING

Select the report type from the dropdown list
Select Preview (or Print to print without additional printing steps)
Select Election Year and Election Type when prompted (see Graphic below)

Election Year/Type

Election Tear Election Type
ISP2 E
Tuesday, Febrmary 27, 2001 |
View the Reports as desired using the standard options in Access
Click File

Select Print and make changes in the dialog box as desired
Click the OK button

SEE ATTACHED SAMPLES

CFR DAILY FILING REPORT and UNKEYED RECENT FILINGS

Select the report type from the dropdown list

Select Preview (or Print to print without additional printing steps)

Enter Election Year and Filing Type when prompted. Committee Type is optional. (See Graphic
below.)

Select Report Criteria ]

Select the Statement Year and Filing Type to inchuds in the report:
Statermant Filing Type:

Tear: [2001 | | |i|

Conunittes Type:l E

ok _J concel |
View the Reports as desired using the standard options in Access
Click File
Select Print and make changes in the dialog box as desired
Click the OK button

SEE ATTACHED SAMPLES

COMMITTEE MAIL LABELS
Select the report type from the dropdown list
Select Preview (or Print to print without additional printing steps)



Enter query selections based on option detailed below . (See Graphic below.)
e Committee Type: Select from dropdown.
e Office Sought: Select from dropdown. Option opens only if Committee type is Candidate
o MERTS related criteria: Check boxes for Registration Received y/n, Software Never Sent y/n and
Software Sent y/n (sent options cannot be used together)
e Campaign Statement Criteria: requires you to select whether the filer has or has not filed a specific
report type for a specific year. This is used for the annual mailing.
e  Selecting Waiver Status allows for every combination of waiver.
o0 Ignore Waiver is the default setting. All committees will be selected.
0 Any Waiver adds all of the waivers to the query but excludes those with no waiver
0 No Waiver selects only those that have no waiver
o0 Specific Waiver(s): Allows you to select which waivers to used in the query by double
clicking on the waiver you want to include
Select Committee Criteria

Zelect the Committee Type to inchade in the report: Select the Waiver Status, if desired:

O Any Waiver O Ignore
Committes TYPEZICand.ldate O Mo Wairer Waiver

Office Sought: ISecretary of State

® Specific Waivers): -1

MERTS related ctiteria:
X Registration Received
[ Software MEVER Sent B Software Sent

Catnpatgn Statemment Criteria:
) Have @ HaveHOT filed the:

[zo02 2] [smmuar cs

View the Reports as desired using the standard options in Access
Click File

Select Print and make changes in the dialog box as desired

Click the OK button

SEE ATTACHED SAMPLES

INDEPENDENT COMMITTEES

Select the report type from the dropdown list

Select Preview (or Print to print without additional printing steps)

Select radio button for Active Only or Active/Dissolved when prompted. (See Graphic below.)

Committee Status Choice

Zelect the Commuttes Statuses
to inchide in the report:

(O

O Active/Dissolved

View the Reports as desired using the standard options in Access
Click File

Select Print and make changes in the dialog box as desired

Click the OK button

SEE ATTACHED SAMPLES

INDEPENDENT EXPENDITURE PAC LABELS, MERTS STATISTICAL SUMMARY REPORT and
PAC LIST



Select the report type from the dropdown list

Select Preview (or Print to print without additional printing steps)
Click File

Select Print and make changes in the dialog box as desired

Click the OK button

SEE ATTACHED SAMPLES



CAMPAIGN FINANCE DOCUMENT SCAN MANUAL

Monday, March 26, 2007

The Scan Module allows all of the incoming and outgoing documents to be imaged and displayed on the
Internet. The image is accessible by going directly to the Web or by accessing the Activity Review Screen
in Committee Tracking. It is designed for fast and easy entry. It automatically assigns sequence numbers
to new outgoing documents, if they have not been created through the Issue Letters Screen in Activity
Review. The system has a number of edits that minimize errors as much as possible and requires a
sequence number for lookups.

Doubile click on the Scan Icon from your Desktop (Scan stations do not require this step)
Log-in to the system using your assigned User 1D and Password.

Committee Tracking User Log-In

Enter Uzer ID and Pasaword -

User ID: I

Pazsword: I

MAJOR FUNCTION BUTTONS
e Scan Logged Documents: Used to scan incoming documents
e Scan Outgoing Documents: Used to scan outgoing documents

SCAN LOGGED DOCUMENTS

5Scan Logged Documents A User: Quiroga, Evelyn-EQ % Today Is: Mon, Mar 19 2001

1 Sean Edit Clear || Eclit Last .
Scan Desk: Logged Docs ||p22 | i, | see [Fo |Rgcmd " =
Sequence Hurnber: Committee ID Date Scanned: Date Received:
| el |\ |—

Domunent Type: I Segment# I_ of I_
Diisschution Tenmination: [E Statement Year: I Diouble Click to View Images C""-'-"\‘I
Daminent [mages: l_

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Scan Document (ALT A): Used to begin the scan process.
Edit Images: Used to edit existing images.
Save Form (ALT S): Used to save images after scanning.
Clear Form (ALT C): Used to clear the fields out of the screen
Edit Last Record (ALT E): Used to edit the last record entered.
Exit (ALT X): Used to exit the screen and go one step back



e Search (ALT R): Used to bring up the document based on the sequence number entered

DISPLAY AND QUERY FIELDS:
Sequence Number (Open Text Field):
Committee ID (Display Field):

Date Scanned (Date Field): Defaults to current system date, but may be changed.

Date Received (Display Field):

Committee Name (Display Field): (In Red)
Committee Type (Display Field): (In Red)
Analyst (Display Field): (In Red)
Document Type (Display Field):
Segment# ___ of __ (with arrows)
Dissolution Termination (Check Box):
Statement Year (Display Field):

Double Click to View Document Images
Images Count (Display Field):

SCAN OUTGOING DOCUMENTS

Scan Dutgoing Documents % User: Quiroga. Evelyn-EQ % Today Is: Mon, Mar 19 2001

Scan

Scan Desk: Outgoing Docs

Clear

Diocurment Images S Fonm

|Ed.1t Last "
Fecord b

Sequence Nao.: Refers to Seq. Ho.: Committes ID:
Mewr Dioc Seq # || || Search I',— I— I— I_

Date Scanned: Date of Doc:

Diomurnent Type:l |_!I Date Due:l $Due| $Pajd:|
5 5 9 g . . Referred: B Imnages
Dissohition\Termination; [ Statement Year: IZUDI erred: | — C];R:]:etnt.v-l o I
o View
Bt TD:I |—!II Document Images: I:l I

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the

button.

e Scan Document (ALT A): Used to clear the fields out of the screen.

search fields

DISPLAY AND QUERY FIELDS:
Sequence Number (Open Text Field):
Refers to Seq. No. (Display Field):
Committee ID (Display Field):

Edit Images: Used to edit existing images.
Save Form (ALT S): Used to save images after scanning.

Clear Form (ALT C): Used to clear the fields out of the screen

Edit Last Record (ALT E): Used to edit the last record entered.

Exit (ALT X): Used to exit the screen and go one step back

New Doc Seq. #: Must be clicked to scan a document that does not yet exist in the system.
Search (ALT R): Used to bring up the committee and documents based on the criteria in the

Date Scanned (Date Field): Defaults to current system date, but may be changed.

Date of Document (Display Field):
Committee Name (Display Field): (In Red)
Committee Type (Display Field): (In Red)
Analyst (Display Field): (In Red)
Document Type (Dropdown Text Field):
Segment#  of _ (with arrows)
Dissolution Termination (Check Box):
Statement Year (Display Field):



Double Click to View Document Images
Images Count (Display Field):

FOR SPECIFIC PROCEDURES ON IMAGING, SEE THE DATA SECTION PROCEDURES

REQUIRED SCAN FUNCATIONALITY

Scan documents in a format compatible with Internet access.

Allow easy editing of documents including inserting pages in desired location, removing pages, moving
pages within the document.

Allow for the changing of relevant information of the document like date received, date scanned, etc.
Allow for large documents to be scanned and accesses as one (9,999 pages).

Allow for interconnectivity with the other modules of the system and access from other modules.(ie
Activity Review).

Scan documents must be accessible to the Web no more than 5 minutes after saving.

Ability to hide some documents from the viewing on the Internet.

Ability to delay some documents from the viewing on the Internet.

Meet minimum speed and efficiency of Scanner.



ELECTION RESULTS

DOCUMENT
SEQUENCE #

1990 PRIMARY ELECTION RESULTS
1990 GENERAL ELECTION RESULTS
1990 CANVASS OF VOTES - PRIMARY
1990 CANVASS OF VOTES - GENERAL
1990 CANDIDATE LISTING - PRIMARY
1990 CANDIDATE LISTING - GENERAL

1992 PRIMARY ELECTION RESULTS
1992 GENERAL ELECTION RESULTS
1992 CANVASS OF VOTES - PRIMARY
1992 CANVASS OF VOTES - GENERAL
1992 CANDIDATE LISTING - PRIMARY
1992 CANDIDATE LISTING - GENERAL
1992 PRESIDENTIAL PRIMARY RESULTS

1994 PRIMARY ELECTION RESULTS
1994 GENERAL ELECTION RESULTS
1994 CANVASS OF VOTES - GENERAL
1994 PRIMARY CANDIDATE LISTING
1994 GENERAL CANDIDATE LISTING

1996 PRESIDENTIAL PRIMARY ELECTION RESULTS
1996 PRIMARY ELECTION RESULTS

1996 GENERAL ELECTION RESULTS

1996 PRIMARY CANVASS OF VOTES

1996 GENERAL CANVASS OF VOTES

1996 PRIMARY CANDIDATE LISTING

1996 GENERAL CANDIDATE LISTING

148372
148366
148369
148371
148368
148370

148360
148361
148766
148365
148362
148630
148345

148699
148343
143702
143700
148341

143714
143577
143578
143704
143705
143576
143579



ELECTIONS MANAGEMENT SYSTEM (EMS) MANUAL

Monday, March 26, 2007

Doubile click on the EMS Icon from your Desktop.
Log-in to the system using your assigned User 1D and Password.

I )|

MAJOR FUNCTION BUTTONS:
CANDIDATE FILING INFORMATION

CANDIDATE LISTING BY OFFICE

COUNTY ELECTION RESULTS

CANDIDATE LISTING REPORTS

ELECTION RESULTS REPORT GENERATION

ELECTION ADMINISTRATION SCREENS

EXIT: This is the box with an open door. It will take you back to the log in screen. This button
must be used to exit.

GENERAL QUERY RULES FOR FIELDS AND LISTS IN ALL SYSTEM MODULES

Open Text Fields: These are field boxes that allow you to type in information based on office rules. An
example of this would be our committee name fields.

Dropdown Text Fields: These are fields that must be filled by a selection from a list. You cannot enter
open text into these fields. These fields will have small down pointing arrows at the right of the field box.
Click the field box to see the options. You may have to use scroll bars to access the entire list. Click




once on the item to select it. Most fields will require an active saving or updating process to save the
change.

Check Box: This is a small box that you check to indicate “yes” and it is unchecked or left bland to
indicate “no”

Radio Buttons: Are small round button that you click on and darken to select, you click on them again to
deselect them. They work in conjunction with other choices that a generally mutually exclusive. This
means you can only have one on at a time.

Date Fields: Allow only valid dates to be entered with the 4 digit year.

Dropdown Date Fields: Allow for only valid dates to be selected from a drop down list.

Field Boxes: Used to move data from one section of a box to another.

Display Fields: These fields cannot be updated from the particular screen you are accessing. They are
generally gray and will not allow you to place a cursor in the field box.

Alt Key: If abutton has a letter which is underlined, you can use the keystroke of ALT + plus the
underlined letter to perform the function in lieu of using the mouse.

Cursor Function: The Cursor moves in a logical progression through-out the screens as dictated by the
forms.




CANDIDATE FILING INFORMATION

@ Microsoft Access [_[=]x]
Fle Edt Window Help

Clandidate Fﬂ]_'[]g IU_pdate__chnrdI £ Record II Search Igla_aIanIIQemeggcmll Ext I

Information | Election Date | Office ID:| [ Bl Vit Tae .

- 11072000 . Filing Date:
Election Tear Eleotion Type Office District Status Code Committes ID# 1201371999
foon 2]  [oenesal ElPt [ljoooco —[ello o] | [oonzee - [°

Prezident of the United States 4 Year Term [1] Position ‘

FEDERAL CANDIDATE DR STATE PROPDSAL - DOES WOT FILE wITH BUREAL

Candidate Namne a5 it appears on ballot - e 2]

| First Foormer Hame

Widdle Tt
[Geores [w [Bush | Incumbency: [ ]

Birth Date: Age at Inaugurations | Filing Method: [© [ 2]

Residential Address - Est, No. Signatures: |
Return Pesiions: [ 2]
Address: [1010 Calorado i l—

City: [astin StaturwD: | [2]

State: [TZ Voucher:
Zip: [18701- Retum Fees: | 2]

Phone -

Home Phone: Team Priority: [ [£]
Finsinass Phoms Flection Resulis: [ 1953139 T [ =1

[z Previous Regord [ Neset Recond. [ Last | Facord Humber 1 et [ 722

FemViar [ [ eshuMl
GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Update Record (ALT U): Used to bring up the committee and documents based on the criteria in
the search fields
e Add Record (ALT A): Used to bring up the committee and documents based on the criteria in the
search fields
e Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields
e Clear Form (ALT C): Used to clear the fields out of the screen
e Delete Reocrd (ALT D): Used to print the query results
o Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

o Last (Record): Takes you to the last record in a query.

e Record of . Tells you how many records are in your query and what record number of
the query you are on.

DISPLAY AND QUERY FIELDS:

e Election Date (Display Field):
Office Id (Open Text Field):
Include Write-Ins (Check Box):
Election Year (Dropdown Text Field):
Election Type (Dropdown Text Field):
Office (Dropdown Text Field):
District (Dropdown Text Field):
Status (Dropdown Text Field):
Committee Id (Open Text Field):



Filing Date (Date Field):

Office Title (Display Field):

Committee Name or Office Description (Display Field):
First Name (Open Text Field):

Middle Name (Open Text Field):

Last Name (Open Text Field):

Former Name (Open Text Field):

Birth Date (Date Field):

Age at Inauguration. (Display Text Field):
Address (Open Text Field):

City (Open Text Field):

State (Open Text Field):

Zip (Open Text Field):

Home Phone (Open Text Field):
Business Phone (Open Text Field):

Party (Dropdown Text Field):
Incumbency (Dropdown Text Field):
Filing Method (Dropdown Text Field):
Est. # of Signatures (Open Text Field):
Return Petitions (Dropdown Text Field):
Filing Fee (Open Text Field):

Status WD (Dropdown Text Field):
Voucher (Open Text Field):

Return Fees (Dropdown Text Field):
Team Priority (Dropdown Text Field):
Election Results (Display Text Field):
Nom/Elected (Dropdown Text Field):

QUERYING THE DATA BASE:
Set the Criteria for your search using the above options
Click the search button

UPDATING THE DATABASE:

Query the desired record or records

Make appropriate changes

Click the Update Button

With some logical limitations, these fields can be used along or in conjunction with each other to
guery the database for information.



CANDIDATE LISTING BY OFFICE

@l Microsolt Access
Fie Edit Window Help

EE Candidate Listing By Dffice

Candidate Listing By Office oep
;

Election ¥ear Election Type Elot Date: Office Diistrict Status Code | CFEID % Include Write-Ins

[eoor [2]  frx (] fosmseont ([ [2]] B e {I
|

Query Results Status Code Mom Elected
oruinated

Last Hams First Hame CanID# Paty | Office Title 1 | Stst WD Election Results
Allen Scott 510333 REP 8 State Representative

Brown Jearnine 510334 REP 8| State Representative

Craig Rabert 510281 | REP 3| State Representative

Hurnmel Scott 510303  REP 3| State Representative

Karasek Tim 510272 | REP 3| State Representative

Fohl Dave 510913 |REP 3| State Representative

Form Yiew [ [ [eaps[moM[ [
GENERAL FUNCTION BUTTONS (AT THE TOP):

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Search (ALT S): Used to bring up the committee information based on the criteria in the search
fields.
e Clear Form (ALT C): Used to clear the fields out of the screen
e Exit (ALT X): Used to exit the screen and go one step back.

GENERAL DISPLAY AND QUERY FIELDS
Office Id (Open Text Field):
Election Year (Dropdown Text Field):
Election Type (Dropdown Text Field):
Election Date (Display Field):
Office (Dropdown Text Field):
District (Dropdown Text Field):
Status (Dropdown Text Field):
e Committee Id (Open Text Field):

Query Results Box:

Last Name

First Name

Can ID#

Party

District

Status Code

Office Title

Nominated

Elected

Status WD

Election Results

QUERYING THE INFORMATION:
Set the Criteria for your search using the above options
Click the search button



With some logical limitations, these fields can be used along or in conjunction with each other to
guery the database for information.



COUNTY ELECTION RESULTS:

& Microsoft Access HEE
File Edit Window Help

EE County Election Results [_ (o] =]

| County Election Results | s | e I Delee " Eml

Election Date: | Tussday, Novenber 07,2000 || office I ‘ [T raiterts

Election Year  Election Tﬁ Office District Status Code

o B e I e o -
[aLcoma | |
B

Total ¥otes For County: |6075

Total Votes Per Candidate: =
Office Description Party ComID Candidate Name Total Votes —|
[Fresident of the United States [FEF | 206 [Bush Georze W. 152
Fresident of the United States [DEM [ 213 [Gome, 21 2696
[Fresident of the United States LE [ 211 [Frovme, Hany 1z
Fresident of the United States FLE [ 215 [Hagelin John

Fresident of the United States [05T [ 205 [Pllips, Hovward
[Fresident of the United States [GR [ 208 [Wader, Ralpk

[Urited States Semator FEP [ 192 [Abrabham, Spence

Tnited States Senator - Stabencw, Debbie

Tnited States Senator - Fortor, Mark 4.
ilnited States Senator - Cogliss, Michas]l F, 0T

First | Previons Record || Mext Record Record Humber. |1 oft |1

Farm Yiew !_l_l_lﬁlml_l_
GENERAL FUNCTION BUTTONS (AT THE TOP)

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields
e Clear Form (ALT C): Used to clear the fields out of the screen
o Delete Record (ALT D): Used to Delete query results
o Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e  First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

e Last (Record): Takes you to the last record in a query.

e Record of . Tells you how many records are in your query and what record number of
the query you are on.

GENERAL DISPLAY AND QUERY FIELDS
Office Id (Open Text Field):

Write-Ins (Check Box Field)

County Code (Dropdown Text Field)
Election Year (Dropdown Text Field):
Election Type (Dropdown Text Field):
Election Date (Display Field):

Office (Dropdown Text Field):
District (Dropdown Text Field):
Status (Dropdown Text Field):
County Name (Display Field)

Total Votes for County (Numeric Field)



e Total Votes Per Candidate (Query/Data Entry Box)
Office Description
Party
ComID
Candidate Name
Can ID#
Total Votes

QUERYING THE INFORMATION:

Set the Criteria for your search using the above options

Click the search button

With some logical limitations, these fields can be used along or in conjunction with each other to
guery the database for information.

ENTERING/UPDATING THE DATA:

Query the County or Counties as needed

Click the cursor in the desired field

Enter the Vote Totals (no update button is needed)
Exit the screen when completed



CANDIDATE LISTING REPORTS

W Microsolt Access
File Edt Mindow Help

EE Elections Management Screens Main Menu
Candidate Data Screens

Select & Report from the List Below and Choose Preview or Print

[candidate Listing [2]

T | L= ] e

Election Results Report
Genezation

Set-Up Screens

Election Administration Sereens

Chaose a report from the list CAPS [NUM

MAJOR FUNCTION BUTTONS
e Preview
e Print
e Cancel

REPORT OPTIONS
Candidate Listing
Canvass of Votes Cl60/61
Canvass of Votes CL60F/61F
County Codes
Elected Federal and State Officers
Election Results to Disk
Mailing Labels for All Candidates CL43
Mailing Labels for Return Petitions CL40
Office Titles
State Senators &Representatives CL105

CANDIDATE LISTING
Select Preview

Select from Report Options
Click OK



T

Fuam Ve |

MAJOR FUNCTION BUTTONS AT THE BOTTOM
e OK
e Cancel

REPORT OPTIONS:

e Election Year
Election Type
Official
Unofficial
Internet Report
Include Withdrawn/Disg.
Withdrawn/Disq. Only CL10W
Group Running Mates
Return Fees Report
Nominated/Elected
Files with SOS Only

@ Microsoft Access

MICHIGAN DEPARTIMENT OF STATE

" Candidate Listing
Eureau Of Elections

P.O. Box 20126 All State And Jud icial Offices

Lansing, Michigan 48801 Spacial Primary Elaction

Fhone: (517) 373-2540 Tuesday, February 27, 2001

Py F

Status hmomber Candidate Naree Candidate Address Filed On It

2nd District State Senator Partial Term Ending 011012003 (1) Position Files In WAYNE County
CEn Abdullah, Mubararaad 11658 5t. Louis Detroit Ml 48212 01722101
DEM  Benford, Ivyron 20262 Spencer Detroit M 48234 012301
DEM Danels, Ken 14470 Easfoum Detroit NI 42205 01022101
DI Ilooxe, Joyee 2044 Taylor Detroit NI 42206 01022001
DEM  Scott, Wartha G 75 Rhode Tsland Highland Park M 43203 0141601
DEM  Swmith, Virgil 12601 Wexford Detroit NI 48234 011901
DEM  Traylor, Bernade the 201 Winona Highland Park MI 48203 0162301
M Vaughn Ed 7553 Melros: Detroit ML 48211 0170l
DEM Williaws, Mary 7351 Milton Detroit NI 48234 012301
DEM Wozniak, Robert 2375 Holmes Harbrarack NI 42212 0102301

[ e ek

Figady (N O A T

Select Print

3



Select Print to Printer, Print to File or Print to ASCII
Follow the System Prompts to complete

int to Printer
) Piint to Fils

Select & Report £

O Print ASCIl to DISK
Candidate Listi

Election Year Election Type
Now pinuna (B 2] =2 2]
R_Candidatelisting' || ¢ o5 @ Urofiia
Back Dffice Printer [Defau
I Intemet Repozt
Cancel I el Withvioens Disaete. |
™ WithdrmaDicq Onky (CL10W)

™ Hominated/Elected
I Files With 5O Orlly

Cancel

Form Yiew

0T leses oM [

CANVASS OF VOTES CL60/61

CANVASS OF VOTES CL60F/61F

COUNTY CODES

ELECTED FEDERAL AND STATE OFFICERS
ELECTION RESULTS TO DISK

MAILING LABELS FOR ALL CANDIDATES CL43
MAILING LABELS FOR RETURN PETITIONS CL40
OFFICE TITLES

STATE SENATORS &REPRESENTATIVES CL105

For the above reports, follow the system prompts



ELECTION RESULTS REPORTS GENERATION
Election Year/Type

Election ¥ear Election Type
ISP2 IE

Official/Unofficial
1 Official @ Unofficial

[ Include Frimary Party Totals

Print Format
¥ for Elections Office (2 Col/page]

[ forIntemet [4 Cal]

% Sendreportta Printer (Lptz [ 2]

MAJOR FUNCTION BUTTONS AT THE BOTTOM
e OK
e Cancel

REPORT OPTIONS:
e Election Year
Election Type
Official
Unofficial
Include Primary Party Totals
Print Format for Elections Office
Print Format for Internet
Send Report to Printer

GENERATING THE REPORT

Select from Report Options
Click OK



ELECTION ADMINISTRATION SCREENS

@l Miciosolt Access
Fle Edt Window Help

Election Administration Scieens

Information Tables Elections Frocesses

Copy Cffices

Election Typs Populate Vote Totals

Patties Refurn Filing Fees

Iove Judges fo General Fict.

Office Titles
IMove Binmers to General Eict.

Office Status

Sef General Blected Flags

Offices

Apportionmeni Tahles |

Office Districts

EX1
DistrictiCounty

FomView [ - T
MAJOR FUNCTION BUTTONS:

ELECTION CALENDAR

ELECTION TYPE

PARTIES.

OFFICE TITLES

OFFICE STATUS

OFFICES

OFFICE DISTRICTS

DISTRICT/COUNTY

COPY OFFICES

POPULATE VOTE TOTALS

RETURN FILING FEES

MOVE JUDGES TO GENERAL ELECTION
MOVE WINNERS TO GENERAL ELECTION
SET GENERAL ELECTED

EXIT: This is the box with an open door. It will take you back to the log in screen. This button
must be used to exit.



ELECTION CALENDAR
Election Calendar [ ]

Election Calendar || e | sa || seusn [lceeron] (Dot Recom

Election Year Election Type Election Type Description: Add EXIT
[ 2] feew [2] [Gemeral Election Type

Key ALL Resulis/

Election Date: |11/07/2000  Flection Status: I* Recounts Completed E"?‘:’es I_E
eh:

Date Script: Precinct Resulis

Available IY_EI

I o Weh:

[ Fizst || Previows Record ||| Hext Record || Last | Record Hunder: [T | of [1
GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Update (ALT U): Updates all of the information on the first screen except the Committee Address
information
e Add (ALT A): Used to add a record that does not exist.
e Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields
e Clear Form (ALT C): Used to clear the fields out of the screen
o Delete: Used to delete a record
e Add Election Type: See Specific Instructions Below
o Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

e Last (Record): Takes you to the last record in a query.

e Record of . Tells you how many records are in your query and what record number of
the query you are on.

DISPLAY AND QUERY FIELDS:
e Election Year (Dropdown Text Field):

e  Election Type (Dropdown Text Field):

e Election Type Description (Display Field)

e  Election Status (Open Text Field):

e Date Script (Open Text Field):

e District (Dropdown Text Field):

o Key All Results/Counties to the Web (Dropdown Text Field):

e Precinct Results/Available to the Web (Dropdown Text Field):
ADDING DATA

Enter the required information
Click the Add Record Button

QUERYING
Enter the required information
Click the Search Button

UPDATING DATA:



Query the desired record
Make the appropriate change to the screen
Click the Update button



ELECTION TYPE
Election Types

Election Types Exi

Update Record Ldd Eecord Search I Clear Form Delete Becord

Flection Type Code: IGEN Hlection Pariy: |—E|
Election S5ub-Type: IG_IH Election Other-Type: IR—E

Flaction Type
Dezcription:

IGeneral

| First || Previous Record §|ihext Bacod || Last | Record#: | 2 of | 13

GENERAL FUNCTION BUTTONS (AT THE TOP)

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

Update (ALT U): Updates all of the information on the first screen except the Committee Address
information

Add (ALT A): Used to add a record that does not exist.

Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields

Clear Form (ALT C): Used to clear the fields out of the screen

Delete: Used to delete a record

Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

o Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

e Last (Record): Takes you to the last record in a query.

e Record of : Tells you how many records are in your query and what record humber of
the query you are on.

DISPLAY AND QUERY FIELDS:

Election Type Code (Open Text Field):

o  Election Party (Dropdown Text Field)

e Election Sub Type (Dropdown Text Field)

o  Election Type Other (Dropdown Text Field):

e Election Type Description (Open Text Field):
ADDING DATA

Enter the required information
Click the Add Record Button

QUERYING
Enter the required information
Click the Search Button

UPDATING DATA:

Query the desired record

Make the appropriate change to the screen
Click the Update button



PARTIES

@l Microsoft Access

File Edt Window Help

Election Administration Screens
EE] Panty Table

[ PartyTable _[smssees [ EY

Pariy Name: [NPA
Election Year: 200 | 2]

Party Order: [05 |

oo ext Reecoy 2
DistricWCouity

[ leapsMoM

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
o Update (ALT U): Updates all of the information on the first screen except the Committee Address
information
e Add (ALT A): Used to add a record that does not exist.
e Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields
e Clear Form (ALT C): Used to clear the fields out of the screen
o Delete: Used to delete a record
o Exit (ALT X): Used to exit the screen and go one step back

COPY ALL PARTIES TO: Election Year (Dropdown Text Field)

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. Itis only active when you have moved
off the first record in a query.

o Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

e Last (Record): Takes you to the last record in a query.

e Record of . Tells you how many records are in your query and what record number of
the query you are on.

DISPLAY AND QUERY FIELDS:
e Party Name (Open Text Field):

e Election Year (Dropdown Text Field)

e Party Order (Dropdown Text Field)

o Party Full Name (Open Text Field):

e Party Type Other (Dropdown Text Field):
ADDING DATA

Enter the required information
Click the Add Record Button

QUERYING



Enter the required information
Click the Search Button

UPDATING DATA:

Query the desired record

Make the appropriate change to the screen
Click the Update button



OFFICE TITLES

@l Microsoft Access

Eile

Form View

Edit 'Window Help

Election Administration Screens

EE Office Titles [_1o]x]
Office Titles m

s ot | Pcort|[_sowe_| o] [ o s

| Office Code: [31 |

Office Title: [Vice Presidentlof the United States

Standard Term: [ Toar Term Office Type: [F |

Primary Office Running Mate: [President of the United States m

First || Presvious Record Hext Record Last Record #: 24 of: 25

District/County |

0T leaesiwuml T

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the

button.

Update (ALT U): Updates all of the information on the first screen except the Committee Address
information

Add (ALT A): Used to add a record that does not exist.

Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields

Clear Form (ALT C): Used to clear the fields out of the screen

Delete: Used to delete a record

Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

First (Record): Takes you to the first record in a query.

Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

Last (Record): Takes you to the last record in a query.

Record of . Tells you how many records are in your query and what record number of
the query you are on.

DISPLAY AND QUERY FIELDS:

Office Code (Open Text Field):

e  Office Title (Open Text Field):

e Standard Term (Open Text Field):

e  Office Type (Dropdown Text Field)

e  Primary Office Running Mate (Dropdown Text Field)
ADDING DATA

Enter the required information
Click the Add Record Button

QUERYING
Enter the required information



Click the Search Button

UPDATING DATA:

Query the desired record

Make the appropriate change to the screen
Click the Update button



OFFICE STATUS

Fom View T s
GENERAL FUNCTION BUTTONS (AT THE TOP)

WM

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the

button.
[ ]

Update (ALT U): Updates all of the information on the first screen except the Committee Address
information

Add (ALT A): Used to add a record that does not exist.

Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields

Clear Form (ALT C): Used to clear the fields out of the screen

Delete: Used to delete a record

Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

o Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

e Last (Record): Takes you to the last record in a query.

e Record of . Tells you how many records are in your query and what record number of
the query you are on.

DISPLAY AND QUERY FIELDS:

Status Code (Open Text Field):
Description (Open Text Field):

ADDING DATA
Enter the required information
Click the Add Record Button

QUERYING
Enter the required information
Click the Search Button

UPDATING DATA:

Query the desired record

Make the appropriate change to the screen
Click the Update button



button.

OFFICES

@M Microsoft Access
File  Edit Window Help

EE Offices
Offices ||| upssteReooma | st Recom || oo | Glor Foma || Debte Fosona

| EXIT
Elsction Year ElectionType ElectionDate: | Office  District Status Code
oot 2] ez @ [pzrzzez00n o7 [#] Joozoo—[#]f =1

State Senator - 2nd District - Partial Term

Filing Place: |C_E Term Expiration Date: [0101/2005 Recount: I_E
Hlection Required: [Y | 2] Number o be Hleeted: [1 | . [ =]

State Proposal Description:

I First l Previous Recnrdl Mext Record l Last I Record Hunber: |1 of: |7

R o F [ feeesmowi [
GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the

Update (ALT U): Updates all of the information on the first screen except the Committee Address
information

Add (ALT A): Used to add a record that does not exist.

Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields

Clear Form (ALT C): Used to clear the fields out of the screen

Delete: Used to delete a record

Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

First (Record): Takes you to the first record in a query.

Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

Last (Record): Takes you to the last record in a query.

Record of . Tells you how many records are in your query and what record number of
the query you are on.

DISPLAY AND QUERY FIELDS:

Office Id (Open Text Field):

Election Year (Dropdown Text Field):
Election Type (Dropdown Text Field):
Election Date (Display Field):

Office (Dropdown Text Field):
District (Dropdown Text Field):
Status (Dropdown Text Field):

Office Description (Display Field):
Filing Place: (Dropdown Text Field)
Term Expiration Date (Date Field):



Election Required (Dropdown Text Field):
Number to be Elected (Open Text Field):
Top of Ticket (Dropdown Text Field):

State Proposal Description (Open Text Field):

ADDING DATA
Enter the required information
Click the Add Record Button

QUERYING
Enter the required information
Click the Search Button

UPDATING DATA:

Query the desired record

Make the appropriate change to the screen
Click the Update button



OFFICE DISTRICTS
@l Microsoft Access [_[=2]x]
FEile Edit Window Help

Election Administiation Screens

EE Edit Office Districts

Office Districts

e e II gearch Izl,earﬁo.m" Dekete Recond |

office: [ [ *] [FOLLEOOK TOTALS
District Code: [00000 ]

Fomien [ B =T T R
GENERAL FUNCTION BUTTONS (AT THE TOP)

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Update (ALT U): Updates all of the information on the first screen except the Committee Address
information
e Add (ALT A): Used to add a record that does not exist.
e Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields
e Clear Form (ALT C): Used to clear the fields out of the screen
o Delete: Used to delete a record
e Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e  First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

e Last (Record): Takes you to the last record in a query.

e Record of . Tells you how many records are in your query and what record number of
the query you are on.

DISPLAY AND QUERY FIELDS:
Office (Dropdown Text Field):

e  Office Description (Display Field):

o District Code (Open Text Field):

e District Name (Open Text Field):
ADDING DATA

Enter the required information
Click the Add Record Button

QUERYING
Enter the required information



Click the Search Button

UPDATING DATA:

Query the desired record

Make the appropriate change to the screen
Click the Update button



DISTRICT/COUNTY

District/County

[ = T

Fotm View
GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Update (ALT U): Updates all of the information on the first screen except the Committee Address
information
e Add (ALT A): Used to add a record that does not exist.
e Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields
e Clear Form (ALT C): Used to clear the fields out of the screen
o Delete: Used to delete a record
o Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e  First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

e Last (Record): Takes you to the last record in a query.

e Record of . Tells you how many records are in your query and what record number of
the query you are on.

DISPLAY AND QUERY FIELDS:

e Census Year (Open Text Field):
Office (Dropdown Text Field):
Office Description (Display Field)
District Code (Open Text Field):
District Description (Display Field)
County (Dropdown Text Field):

ADDING DATA
Enter the required information
Click the Add Record Button

QUERYING
Enter the required information



Click the Search Button

UPDATING DATA:

Query the desired record

Make the appropriate change to the screen
Click the Update button



COPY OFFICES

@l Microsoft Access
Eile Edit ‘window Help

EE Copy Offices

Copy Offices [ e I IE_*“I

Offices to Capy: Target Election:
Election Year Election Type Elct Date Election Year Elsction Typs Elt Date

|__ BN Eli—

Office Status Code TermEx Date

Status Code TermFx Date

Fom View 0 Epsiom
GENERAL FUNCTION BUTTONS (AT THE TOP)

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields
e Clear Form (ALT C): Used to clear the fields out of the screen
e Exit (ALT X): Used to exit the screen and go one step back

DISPLAY AND QUERY FIELDS:

e  Offices to Copy: Election Year (Dropdown Text Field):
Offices to Copy: Election Type (Dropdown Text Field):
Office to Copy: Election Date (Display Field):

Target Election: Election Year (Dropdown Text Field):
Target Election: Election Type (Dropdown Text Field):
Target Election: Election Date (Display Field):

Results Boxes (Display Fields):

QUERYING
Enter the required information
Click the Search Button

MOVING ALL OFFICES:

Query the desired data

Click the shaded arrow pointing down to move the records to the Target Election
Click the shaded arrow pointing up to move the records back.

MOVING AN INDIVIDUAL OFFICE

Highlight the desired record

Click the plain arrow pointing down to move the records to the Target Election
Click the plain arrow pointing up to move the records back.



POPULATE VOTE TOTALS
Mew Election Set-Up

Election ¥ear Election Tﬁ

I_ Ludd Presiderdial T ommitteds
& Congrecsional Districts

E Popnalate ConmityWoters aiil's I

¥ populits ComyElectBests wis |

X populs ComryOfices Tible |

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)
e OK
e Cancel

DISPLAY AND QUERY FIELDS:
e Election Year (Dropdown Text Field):
Election Type (Dropdown Text Field):
Add Presidential Uncommitteds & Congressional Districts (Check Box):
Populate County Voters w/0’s (Check Box):
Populate Cnty Elect Results w/0’s (Check Box):
Populate County Offices Table (Check Box):



RETURN FILING FEES
Return Fees

Return Fees

— Primary Electon:
Election ¥ear Election Type Elct Date:

T 2]
EBased on mles specifinng which
Set Flazs Candidates nmst have filing fees
returned after a Prmary, this

. fiunetion 1s used to set the 'retum
I Clear Flags fees' flags at the approprate time.

GENERAL FUNCTION BUTTONS (AT THE TOP)

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

e Clear Form (ALT C): Used to clear the fields out of the screen
o Exit (ALT X): Used to exit the screen and go one step back

DISPLAY AND QUERY FIELDS:
e Election Year (Dropdown Text Field):
e Election Type (Dropdown Text Field):
e Election Date: (Display Field)

MAJOR FUNCTION BUTTONS
e SetFlags
o Clear Flags



MOVE JUDGES TO GENERAL ELECTION

Move Judges
| Move Judicial Candidates I Search II glearFom“ Eal I
Judges to Move: Target Hlecti
Election Year Election Type Elet Date: Election Year Election Type Elet Date
zoo0 [¢] [rrr | 2] [pemesnos zo00 [¢] ferw | #] [itmwemos
Office Code  Office Title Number of Candidates

Office Code  Office Title Number of Candidates =

» 14 [Tadge of the Court of Appeals 16
15 [Fudge of the Circuit Court 62
16 [Judge of the District Court 78
12 1%.J, oS I =1, Y9 k. 29 ual

Tse of this scrsen: When the mmher of candidates for a udiial office s less than double the mmher of open seats, the
candidates ave antomatically promoted from the primary to the general election. This operation needs to ba dons bafore
the primary slection ocours. After the primary, the "Move Winners" operation will ignore the candidates for thase seats.

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the

button.
e Search (ALT S): Used to bring up the committee and documents based on the criteria in the

search fields
e Clear Form (ALT C): Used to clear the fields out of the screen
o Exit (ALT X): Used to exit the screen and go one step back

DISPLAY AND QUERY FIELDS:

e Judges to Move: Election Year (Dropdown Text Field):
Judges to Move: Election Type (Dropdown Text Field):
Judges to Move: Election Date (Display Field):

Target Election: Election Year (Dropdown Text Field):
Target Election: Election Type (Dropdown Text Field):
Target Election: Election Date (Display Field):

Results Boxes (Display Fields):

QUERYING
Enter the required information
Click the Search Button

MOVING ALL OFFICES:
Query the desired data
Click the shaded arrow pointing down to move the records to the Target Election

Click the shaded arrow pointing up to move the records back.

MOVING AN INDIVIDUAL OFFICE

Highlight the desired record
Click the plain arrow pointing down to move the records to the Target Election

Click the plain arrow pointing up to move the records back.



MOVE WINNERS TO GENERAL ELECTION

Move Winners/Write-Ins [ ]

| Move Winners/Write-Ins | Soarch “glearFomll Esi I

Winners to Move: Target Flacti

Election Year Election Type Elet Date: Election Year Election Type Elet Date:

I I | I 2 [ N
Party Candidate Name Results

][] 5] ]

Partv Candidate Name Resulis

Partv  Candidate Name Resulis
Based on rules specifying hovw Write-In candidates may advance to a General Election, these @
candidates may be moved back and forth with this fmotion, one 2t a time

Partv  Candidate Name Resulis

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Search (ALT S): Used to bring up the committee and documents based on the criteria in the
search fields
e Clear Form (ALT C): Used to clear the fields out of the screen
e Exit (ALT X): Used to exit the screen and go one step back

DISPLAY AND QUERY FIELDS:
e  Winners to Move: Election Year (Dropdown Text Field):

e Winners to Move: Election Type (Dropdown Text Field):
e  Winners to Move: Election Date (Display Field):
e Target Election: Election Year (Dropdown Text Field):
e Target Election: Election Type (Dropdown Text Field):
e Target Election: Election Date (Display Field):
e Results Boxes (Display Fields):
QUERYING

Enter the required information
Click the Search Button

MOVING ALL OFFICES:

Query the desired data

Click the shaded arrow pointing down to move the records to the Target Election
Click the shaded arrow pointing up to move the records back.

MOVING AN INDIVIDUAL OFFICE

Highlight the desired record

Click the plain arrow pointing down to move the records to the Target Election
Click the plain arrow pointing up to move the records back.



SET GENERAL ELECTED
Set General Elected Flags

General Elected [[GeaFone]

General Election:
Election Year Election Twpe Elet Diate:

I 2] |
Eased on the official election
Set Flags results of the General election, this
fimetion 1s used to set the 'elected'

I . flags to 'E' for the wanners of the
Clear Flags Ceneral elaction.

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

e Clear Form (ALT C): Used to clear the fields out of the screen

o Exit (ALT X): Used to exit the screen and go one step back

DISPLAY AND QUERY FIELDS:
e Election Year (Dropdown Text Field):
e Election Type (Dropdown Text Field):
e Election Date: (Display Field)

MAJOR FUNCTION BUTTONS
e SetFlags
e Clear Flags



CERTIFICATES OF ELECTION

The Certificates of Election are a merge program that creates certificates for each elected candidate
that files with the SOS. The program needs to be rewritten to Word 2000.



Keying Instructions

Log in instructions:

1. Double-click on the ServerC icon.
2. Atlog-in prompt type etempl.
3. Password prompt type 4thfloor.

Getting to the required screens:

1. Select 4 — Campaign Finance Reporting and press ENter.
2. Select 1 — Screens and press ENter.
3. Select 1 - Candidates; 2 for PAC’s; or 3 for Gubernatorial and press Enter.

Entering data:

1. Toadd a Cover Page, you must highlight ADD in the Menu Bar, press enter, enter the Sequence #
and press ESC.

2. Select QUETY, enter Sequence # that was just added and press ESC.

3. Select Update, enter highlighted field from the paper document following the prompts on the
screen and press ESC.

4. To add the Summary Page highlight SP and press Enter.

5. Select Add, press ENter until the first amount line is highlighted. Key in highlighted fields as
shown in the paper document. Press ESC when completed.

6. To add additional Schedule pages select appropriate Schedule and press Enter.

7. Select ADD, enter Page number, and continue keying information. Press ESC when completed
with each record.

Verification of reports:



Select CP for cover page, enter Sequence # and press ESC.

Select Verify, double check highlighted field with paper document and press ESC.
Select SP for the Summary Page and press ENnter.

Select VVerify, double check highlighted fields and press ESC.

Continue verifying Schedules by highlighting the Schedules required and press ENter.
Select VVerify, double check highlighted fields and press ESC.

select Next or Previous if Schedule contain more than one record.

When completed verifications reports can then be recycled.



LOBBY PROCESSING MANUAL
PROCESSING THE MAIL:

Open the mail and retrieve Lobby Documents

Date Stamp the Documents

Place Lobby Documents in the designated basket in the Log-in area (except
checks, money orders or cash)

Retrieve from basket to Log into Lobby Tracking System

Log-into Lobby Tracking System

Original Registrations:

Create Memo and copy

Forward to Analyst

Verify that it is not a duplicate

Forward to Sue for Keying

Forward memo to be mailed

Key in Lobby Registration Screen

Forward to Analyst

Verify keying and make corrections as necessary
Forward to file

Amended Registrations:

Make changes as necessary in Lobby Registration Screen
Forward to Analyst

Verify and make corrections as necessary

Forward to file

Correspondence In
Forward to Analyst
Handle

Forward to file

Winter, Summer, Termination and Amended Reports:

Key registration records as necessary in Lobby Registration

Key financial information in Financial Information Screen as necessary
Forward to Analysts

Verify keyed information and make corrections as necessary

Forward to file



PAYMENTS

NOTE: ALL PAYMENTS WHEN NOT BEING PROCESSED MUST
BE KEPT IN THE SAFE!!

Payments Received Over the Counter — Written Instrument and Cash
Endorse the payment with “For Deposit Only — Bureau of Elections” Stamp
immediately
Log-in and apply payment into Lobby Log-in Screen below following
system prompts see additional information in the Lobby Log-in Desk
Module
Enter Credit form sequence number and ID# on the face of the payment
Copy Credit Slip
Paper clip attachments to copy of Credit Slip — Discard envelopes
Forward to Analyst for review (Analyst has opportunity to review
attachments and log them in if needed)
Analyst Discards Credit Slip and attachments
Staple cash or written instrument to Original Blue Credit Slip
Forward to designated staff for depositing.

Payments Received Via Mail — Written Instrument and Cash
Open the mail and retrieve payment
Endorse the payment with “For Deposit Only — Bureau of Elections” Stamp
immediately
Forward to designated Log-in personnel
Log-in and apply payment into Lobby Log-in Screen following system
prompts see additional information in the Lobby Log-in Desk Module
If an ID# cannot be determined, communicate with each Disclosure
Analyst until it is determined.
If the ID# cannot be determined the same day, place check in secured
safe. Begin investigation the following day.
If no determination can be made, contact the payee for additional
information.
If identification cannot be determined, the payment must be returned
to the payee with a letter of explanation.
Enter Credit form sequence number and ID# on the face of the payment
Copy Credit Slip:
Paper Clip attachments to copy of Credit Slip — Discard envelopes



Forward to Analyst for review (Analyst has opportunity to review
attachments and log them in if needed)
Analyst discards Credit Slip and attachments
Staple cash or written instrument to Original Blue Credit Slip
Forward to designated staff for depositing.
Payments Received Via Finance or Inter-Accounting (Between Depts.):
Notice of Payment is received
Log-in and apply payment into Log-in Screen following system prompts see
additional information in the Log-in Desk Module (Credit Slip will print
automatically)

Enter Credit form sequence number and ID# on the face of the payment
notice
Copy Credit Slip:
Paper Clip attachments to copy of Credit Slip — Discard envelopes
Forward to Imaging
Forward to Analyst for review (Analyst has opportunity to review
attachments and log them in if needed)
Analyst discards Credit Slip and attachments
Staple payment notice to Original Credit Slip
File with other Credit Slips

Payments Received Via Treasury:

Receive Monthly Report from Finance with accounts marked

Find the committee and the fee the treasury payment is to be credited to
using Lobby Tracking

Add the social security number in the Log-in Detail module if provided by
Treasury

Write the 1D number in the left margin of the report

Log the payments into the Log-in Screen dating the payment the first of the
month for the month the report covers date and apply the payment (Credit
Slip will print automatically)

o If there is no assessment to apply the payment to, add the payment,
print the checklist and file. A refund will be issued based from Lobby
Tracking System

Make 2 copies of the Credit Slip

Forward one copy to Imaging
Forward this copy to the Analyst for Review
Analysts discards copy of Credit Slip



Attach second copy of Credit Slip to the Treasury Report
File Report and Credit Slip Copies
File Original Credit Slip with other Credit Slips

Depositing Late Filing Fee Payments

NOTE: DEPOSITS SHOULD BE DONE DAILY IF MONEY IS RECEIVED IN
THE BUREAU

Forward Original Blue Credit Slips and payments to Cashier for processing
using the Secure Blue Bag and Finance procedures for mailing the bag.
Cashier validates all Original Blue Credit Slips
Cashier returns validated Original Credit Slips to Bureau
Enter validation information in Lobby Log-in System by using the Edit
Record feature

Validation #

Validation Date
File Validated Credit Slips in chronological order.

LOBBY TRACKING MANUAL

March 26, 2007

Double click on the Lobby Tracking Icon from your Desktop.
Log-in to the system using your assigned User 1D and Password.

ES| Lobbyist Tracking Uzer Log-In

Enter User ID and Passwrard - Logln I

Uszer ID: Ievelynqj

Ahout

Password: I*********




Bureau of Elections - Lobbyizt Tracking

Burean of Elections

I
Eegistration Information

Lobbyist Tracking
System &m

Fitniancial Information

Database: I Batch Letters & Lists !
| LOEBY I Parment Distribution I

MAJOR FUNCTION BUTTONS:

e LOG-IN DESK: The Log-in Module is the point of entry for all incoming documents into the
system. It is designed for fast and easy entry. It automatically assigns identification number to
new registrants. It automatically assigns the next sequence number to the document being logged
in. It also assigns the next payment sequence number to a payment when it is being logged in.
When a document is logged in, the system searches for any outstanding requirements that may be
satisfied by the new document coming in. Specifically, it looks for outstanding Notices of Failure
to File, Late Filing Fee and Failure to Files. The system inserts a record into Activity Review.
The documents are then imaged to that same sequence number. The system has a number of edits
that minimize errors as much as possible.

e ACTIVITY REVIEW: Takes you to the Activity Review Screen. This is the major hub of the
system. From here registrant information is queried. Documents sent and received are recorded.
Tickler information is maintained. Documents Due information is queried and maintained.
Document status is recorded and maintained. Most other major functions of the system are
accessed via Activity Review. Depending on the query, the fields in the display window may
change.

e REGISTRATION INFORMATION: Takes you to the Registration Information screen.
Information from the Registration is recorded and maintained in this screen. Registrant status is
maintained along with a variety of other registrant specific information.

e EMPLOYMENT INFORMATION: Takes you to the Employment Information Screen. This
screen tracks employer and employee information based on information received on the
Registration and

e FINANCIAL INFORMATION: Takes you to the Financial Information Screen. This screen
tracks financial information that was reported on the Financial Report Summaries filed by the
registrants.

e BATCH LETTERS & LISTS: Takes you to the Batch Letters and List Screen. This runs batch
processes such as Failure to Files, Late Filing Fees, Second and Hearing Notices, Referrals Lists,
etc.

e PAYMENT DISTRIBUTION: Takes you to the Payment Distribution Screen. From this screen,
you can void, apply, and refund payments. This screen can also be accessed via Activity Review
and is covered in detail in the Activity Review Module.

e EXIT: This is the box with an open door. It will take you back to the log in screen. This button
must be used to exit.

GENERAL QUERY RULES FOR FIELDS AND LISTS IN ALL SYSTEM MODULES



Open Text Fields: These are field boxes that allow you to type in information based on office rules. An
example of this would be our registrant name fields.

Dropdown Text Fields: These are fields that must be filled by a selection from a list. You cannot enter
open text into these fields. These fields will have small down pointing arrows at the right of the field box.
Click the field box to see the options. You may have to use scroll bars to access the entire list. Click
once on the item to select it. Most fields will require an active saving or updating process to save the
change.

Check Box: This is a small box that you check to indicate “yes” and it is unchecked or left bland to
indicate “no”

Radio Buttons: Are small round button that you click on and darken to select, you click on them again to
deselect them. They work in conjunction with other choices that a generally mutually exclusive. This
means you can only have one on at a time.

Date Fields: Allow only valid dates to be entered with the 4 digit year.

Dropdown Date Fields: Allow for only valid dates to be selected from a drop down list.

Field Boxes: Used to move data from one section of a box to another. 1E E&O Codes.

Display Fields: These fields cannot be updated from the particular screen you are accessing. They are
generally gray and will not allow you to place a cursor in the field box.

Numeric Fields: These fields are used for amounts only.

Alt Key: If a button has a letter which is underlined, you can use the keystroke of ALT + plus the
underlined letter to perform the function in lieu of using the mouse.

Cursor Function: The Cursor moves in a logical progression through-out the screens as dictated by the
forms. Cursors default to the Registrant Idnumber Field.




LOG -IN DESK MODULE

The Log-in Module is the point of entry for all incoming documents into the system. It is designed for fast
and easy entry. It automatically assigns identification number to new registrants. It automatically assigns
the next sequence number to the document being logged in. It also assigns the next payment sequence
number to a payment when it is being logged in. When a document is logged in, the system searches for
any outstanding requirements that may be satisfied by the new document coming in. Specifically, it looks
for outstanding Notices of Failure to File, Late Filing Fee and Failure to Files. The system inserts a record
into Activity Review. The documents are then imaged to that same sequence number. The system has a
number of edits that minimize errors as much as possible.

Lobby Log-In Desk % User: Quiroga, Evelyn-EQ 4 Today ls: Wed, Jun & 2001

Lobby Log-In Desk |4 feod | Btincos |
Eoriaivrariiaes
Sequence Number: Lobby [Dn: Date Recaimed: Statement Vear: Reprint
| Iz Jpooonn [& [osmermnol [ Checklist |
@ Filing (. Payment Drominent Type:
O Incoming Comespondense  |AMENDED LOEBY REGISTRATION |21

[MI INTERFAITH COUNCIL ON ALCOHOL PROBLEMS
(517) 484-0016 [[Latbyist |[Anslyst: P - Poter Allsgrina | ey Tickler |

Original Seqet: [D0DODL

GENERAL FUNCTION

BUTTONS (AT THE TOP)

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

Add Record (ALT A): Used to Add a record to the system

Edit Record (ALT E): Used to Edit or Change an existing Record

Clear Form (ALT C): Used to clear the fields out of the screen

Exit (ALT X): Used to exit the screen and go one step back

RePrint Checklist (ALT R): Used to reprint a checklist of a record that has already been created

DISPLAY AND ENTRY FIELDS:

e Sequence # (Display Field)

o |d #(Open Text Field): The check digit is displayed, but not required to add)

e Date Received (Date Field): The date received is the date that it is received in the office. This is
determined by the date stamp on the document. The date will default to the system/current date

e Statement Year (Open Text Field): The Statement Year is the Year the report covers. It only applies
to Summer and Winter Reports and amendments to these reports. It defaults to the current year.

e Document Type Filters (Radio Buttons):

Filings: Lists all of the filings that are relevant to the committee ID number entered. This is the

Default setting.

Payment: Allows payments to be entered.
Incoming Correspondence: Allows correspondence to be entered.

e Document Type (Dropdown Text Field): All incoming document types are accessible. However, the
system does have logical limitations which are designed to limit the number of errors that occur. For
example the system will not allow you to Amend a document that does not have an original on record.

e Reg. Name (Display): In red.



Reg. Type (Display): In red.

Analyst (Display): In red.

Filing Method (Dropdown Text Field): Hard copy is the only current choice
Termination (Check Box)

Amendments Registration (Check Box):

LOGGING IN A FILING:

Access the Log-in screen.

Clear the form if necessary.

Enter the Identification Number (See Below for ID# Look-up procedure if needed) Reg. Name, Reg.
Type and Analysts will appear in red.

Verify and Change Date Received if necessary.

Verify and Change Statement Year if necessary.

Select the Document Type from the dropdown list. You may begin typing and narrow and the
system will search for a matching doc type.

Check the Termination check box if necessary

Click the Add Record button at the top of the screen.

Retrieve the Checklist from the printer.

SEE ATTACHED SAMPLES OF CHECKLISTS

LOGGING IN AN ORIGINAL REGISTRATION
Lobby Log-In Desk \ User: Quiroga. Evelyn-EQ A Today ls: Wed. Jun 6 2001

Lobby Log-In Desk [ s |

Sequence Number: Lobby [T Date Received: Statement Tear: | Reprint
| I [~ [osmerzool [ Checklist |

(8 Filing ) Payment Document Type:
) Ineoming Comespondene  |LOFEY REGISTRATION K3

Edit Fecord

I I [ Koy Tictler ||

Amendment Status: | ORIGINAL |

Lobbyr Legal Hame or Individual LAST Hame:

Individual First Mame: Individual Middle Hame: Analyst:
| [#legring, Peter Pi 3|
Street]: Streetd:

| |
| osate[ ] zpcos[ ]

Care OffSiznatory - Last Mame: First Narme: Tladdle Marme:

City:

Access the Log-in screen.

Clear the form if necessary.

Verify and Change Date Received if necessary.

Verify and Change Statement Year if necessary.

Select Lobby Registration from the dropdown list. You may begin typing and narrow and the
system will search for a matching doc type.

Select the Reg. Type from the dropdown list

Enter the registrant information exactly as it appears on the form

Select the Analyst from the dropdown list

Click the Add Record button at the top of the screen. (The system automatically assigns the next
sequential Identification number, adds the record to Activity Review and adds the information to the
Registration screen and prints the informational packet letter to be sent to the new registrant.)



Retrieve the Checklist from the printer.
SEE ATTACHED SAMPLES OF CHECKLISTS

LOGGING IN CORRESPONDENCE

Access the Log-in screen.

Clear the form if necessary.

Enter the Registrant Identification Number (See Below for ID# Look-up procedure if needed)
Registrant Name, Registrant Type and Analysts will appear in red.

Verify and Change Date Received if necessary.

Click the Incoming Correspondence radio button. This will default the Document Type to
Correspondence-In.

Click the Add Record button at the top of the screen.

Retrieve the Checklist from the printer, which will display any requirements that may have been
satisfied. If the system cannot determine which requirement to satisfy because more than one meets
the criteria, this will also be stated on the Checklist.

SEE ATTACHED SAMPLES OF CHECKLISTS



LOGGING IN A PAYMENT

Lobby Log-In Desk

Sequence Number: Lobby [T Drate Feceived: Staterment Year: | Raprint
| ] [~ [oemeézo0l | Checllist

Domment Type:

Total Payment: i S0._00 Payment Source:
Fecaipt #: I Cash Amount: I Treamry Drepaosit Yahdation
Mocenant #: MDO5E:
CheckML.O#: | Checl Amount: | Date:[

Quiztanding Fees Azsseszed for thiz Lobhyist:

| | b

ADDITIONAL DISPLAY AND ENTRY FIELDS:
e Total Payment (Display Field):
Payment Source (Buttons): Select from
BOE (Default)
Finance
Treasury
Receipt Number (Open Text Field
Check/Money Order # (Open Text Field):
Cash Amount (Open Text Field):
Check Amount (Open Text Field): Registrant Name (Display): In red.
Treasury Account # (Display Field):
Analyst (Display): In red.
Filing Method (Dropdown Text Field): Hard copy is the only current choice
Deposit Validation Fields
e MDOS# (Open Text Field):
e Date (Date Field)

LOGGING IN A PAYMENT and APPLYING A PAYMENT TO A FEE

Access the Log-in screen.

Clear the form if necessary.

Enter the Registrant Identification Number (See Below for ID# Look-up procedure if needed)
Registrant Name, Registrant Type and Analysts will appear in red.

Verify and Change Date Received if necessary.

Verify and Change Statement Year if necessary.

Click the Payment radio button. This will default the Document Type to Fee Payment and
additional fields will appear at the bottom of the screen.

Select the Payment Source if necessary. The default setting is BOE.



Enter the amount in the appropriate Cash and/or Check amount field. (Selecting Finance or
Treasury will limit the field access to the Check amount field.
Enter the Check or Money Order number if needed.
Click the Add Record button at the top of the screen. A message will appear.
Click
o If there is no outstanding fee for the Registrant, a message appears that indicates this and instructs
you on the proper procedure for contacting the analyst.
¢ If outstanding fees exist for the Registrant the Display Window refresh and will list the
outstanding fees and an Apply button will appear to apply the fees.
Highlight the fee to be paid
Click the Apply button
Continue doing this until all of the money has been applied.
Retrieve the Checklist from the printer, which displays the sequence number of the fees which have
been fully and/or partially satisfied.

SEE ATTACHED SAMPLES OF CHECKLISTS

EDITING A CHECKLIST/LOG-IN RECORD

W Microsoft Access
File  Help

FLobby Log-n Desk  tser Quirega, Evelynbdl § Today s Wed, Jun 6 2001 =

Lobby Log-In Desk |as s«en

Sequence Humber: Loty ID: Date Received:  Statement Tear: | Beprint
il [~ [oemerzo01 Checklist

@ Filing ) Paymnent Domument Type:

Form View [ e T

GENERAL FUNCTION BUTTONS AT THE TOP
Update Record (ALT U): Used to save changes made to the record.
Cancel Update Delete Record (ALT C): Used to cancel the update and return to the Document
Log-in screen
Delete Record (ALT D): Used to delete records. Accessible only to Amisistrators.
Reprint Checklist (ALT R): Used to reprint the checklist. See REPRINTING A CHECKLIST
below.

Click the Edit Record at the top of the Documents Log-in screen

Enter the Sequence Number of the document that you need to edit when prompted.

Make desired changes.

Click the Update Record button.

Retrieve the Checklist from the printer.

REPRINTING A CHECKLIST



Reprint

Sequence Humber:

En e

Click the Reprint Button

Enter the Sequence Number of the Checklist to be reprinted
Click the Print button to complete or the Exit button to abort
Retrieve the Checklist from the printer



REGISTRANT ID# LOOK-UP

If a document is filed, and the identification number is not on the document, a look-up of the number is
needed.

M Microsoft Access

File  Help
fLobby Loo-ln Dezk 4 User Guiroga, Evelyn-EQ A Today 1s- Wed Jun 6 2001
1 T 11 T T T 1 poo = 5 . Clear | 5
Edit Facord =5 Ext
Lobby ID# Lookup Form Jjl |
Select criteria for Lobby ID# Loalkup: Statement Tear: | Reprint
I Checklist
Lobby Type: I |i| andior Lny part of: -
Lobby Legal or Individual Mame: Iil
Jsmith
Lobby List:
* | Eey Tickler
Lobby Hame |T;| Laobby ID| Street Address |city st |=p phone
FOSTER SWIFT COLLINS & SMITH PC 4 001321 (313 5 WASHINGTON 5Q LANSING MI 482332193 5173718100
MERFRILL LYNCH, PIERCE, FENNEER & SMITH INC L 005885 |4 WOFRLD FINANCIAL CENTEE %TH NEW YORE MY | 10020 2124490829
SALOMON SMITH BARNEY INC L 005254 330 GEEENWICH 5T 2ND FL NEW TORE WY 10013 2128188000
SMITH, COHAN A4 |007440 | 119 PERE MARQUETTE STE 24 LANSING 45312 5174873539
SMITH, MARE DAVID 4 0072319 | 7150 HAREIS DR PO BOX 30005 LANSING MI | 453709 5173221370
EMITH, MOAH 4 007801 1755 ABEEY ED EAST LANIING  MI 488231907 53173322222
SMITHIII, KIMEAL R 4 005385 1103 W WASHINGTON AVE LANIING MI | 453308 5174872933
SMITH ELINE EEECHAM L 005141 721 H CAPITOL STE LANSING MI 482085198 51753742703
SMITH-WATEINS, GENISE 4 002178 325 CEDAR STREET SUITE 214 ST PATL MH 55101

Pick a Lobby from the list, or choose Cancel if you cahnot find the carrect ohe. l— l_ l_ l— IW l— W
GENERAL FUNCTION BUTTONS
e Clear Form: Used to clear the fields out of the screen
e Choose: Used to Select a record from the dropdown list
e Cancel: Used to abort the look-up without selecting a record from the dropdown list.

DISPLAY AND ENTRY FIELDS:

e Registrant Type (Dropdown Text Field): All Registrant types are listed.

¢ Registrant Name (Open Text Field): String search, enter minimum string required.

e Registrant List (Dropdown Text Field): This is the query result based on the criteria entered. From
the list, the Registrant can be selected and identification number inserted into the Document Log-in
screen.

PERFORMING A REGISTRANT ID# LOOK-UP
Double Click on the words “Lobby ID” just above the field box
Select the Registrant type from the down
Enter a portion of the Registrant name; do not enter more on the first try.
Click the Registrant List down arrow.
Highlight the desired Registrant
Click the Choose button at the bottom of the screen



ACTIVITY REVIEW MODULE
This is the most functional screen in the system and is the hub of activity for the Analysts. It queries and
updates much of the data in the system. Any query that is created can be printed. The system will not
allow “wide open” searches from this screen.

Activity Review \ User: Quiroga. Evelyn-EQ % Today Is: Mon, Apr 30 2001
Lobbyist Tracking System | Activity Review | ssah ] g Fome | [ £ | £ I
1D#: [T Joo71a0 |5 | [Labbyist =] IM# LO BBY |-O Corresp _ $Money$ O Filings (@ A].l—|
. = Tioe Type
Analyst: [Allezrina, Peter Pd 2] | Bl
Labby/Last Hame: @FilediCusp O Hot Fld Ol Stmt Tear: Diate :
CReviewed (O Mot Reviewsd (@ 4l [ fom ta
Sorthy: [Date Logzed - Recent First I !I | (Clhctive () Terminated (8 410 IOutstand.ing:OFT CE&0 CILFF (Al
Lobhy Name: |GRANT TOWER, INC | Lobhyist Type:
Registration Date: | 01/15/1998 | Active Date:| 01105/1998 | Termination Date: | | FoundTtems:f22 |
Fear |Doc Type Desc Sent/Fovd |Seq#  [Stabas Field Feviewed |Referred -
FEE PAYTMENT § 04/27/2001 025791
FEE PAYTMENT § 04/27/2001 025720
1898 SUMMEE FINANCIAL REPORT 04/27/2001 025780
1593  WINTER FINANCIAL REPORT 04/27/2001 025779
1553 SUMMEE FINANCIAL REPORT 04/27/2001 025778
1339  WINTER FINANCIAL REPORT 0452772001 | 025777
2000  SUMMER FINANCIAL REPORT 04/27/2001 025776
2000 WINTER FINANCIAL REPORT 04/27/2001 | 025774
CORRESPONDENCE-IN 04/27/2001 025773
= T B 2000 YR 04240001 095781 il
Resriewr Woid Registration Log-In Detail A ggessment E&D Codes
Delete Record Satisfiy Financial Data Eraployment Payrents Izsue Letter

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

e Search (ALT S): Used to bring up the registrant and documents based on the criteria in the search

fields
e Clear Form (ALT C): Used to clear the fields out of the screen
e  Print (ALT P): Used to print the query results
e Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)
e First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved

off the first record in a query.
e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.
e Last (Record): Takes you to the last record in a query.
e Record of . Tells you how many records are in your query and what record number of
the query you are on.

DISPLAY AND QUERY FIELDS:

e Registrant Id (Open Text Field): The check digit is displayed, but not required to search)

e Registrant Type (Dropdown Text Field)

e Analyst (Dropdown Text Field)

e Lobby Last Name (Open Text Field)

e Sequence # (Open Text Field): (Brings up the document without Clicking the Search Button!!)

e Document Type (Dropdown Text Field)

e Statement Year (Dropdown Text Field): Statement year the document covers. Statement Year is
only used on Financial Report Summaries.



o Date Range (Date Fields): Allows you to query up one date or a range of dates. Placing a date in the
box to the left will give you just that date. Placing a date in the box to the right will give you a query
up through that date. Placing dates in both boxes will give you that specific date range.

SEE ATTACHED SAMPLES OF PRINT OUTS AT THE END OF THIS SECTION TO IDENTIFY
SPECIFIC LAYOUT AND FIELDS RETURNED:

Name Only Search

ID Number Search

Outstanding Requirements Search

Documents Due Search

DISPLAY FIELDS ONLY (Default) Appears in Red
e Registrant Name

Registrant Date

Active Date

Registrant Termination Date

Registrant Type

Found items

DISPLAY FIELDS ONLY (OUTSTANDING LATE FILING FEES) Appears in Red
¢ Registrant Name
e Registrant Termination Date
e Outstanding $$$
e Found items

SORTS (Dropdown Text Field):

Registrant Name

Registrant Group/ID# (Registrant Type)
Sequence

Analyst

Registrant ID#

Year

Document Type

Date Logged - (Recent First)

Open (Not Reviewed and Reviewed)

DOCUMENT TYPES FILTER (Radio Buttons):

e Correspondence: Will only query correspondence in and out such as Notices and other outgoing
letters.

o $Money: Will only query for Late Filing Fees and Payments.

e Filings: Will only bring up filings including amendments.

e All: isthe Default.

OUTSTANDING REQUIRMENTS OR TICKLER INFORMATION (Radio Buttons):

e FF: Will only bring up outstanding Failure to Files Notices

e E&O: Will only bring up outstanding Error and Omission Notices

e LFF: Will only bring up outstanding Late Filing Fees Notices

e ALL: Will bring up all outstanding Notices

No default is required for this set of radio button. Clicking on the item will fill the radio button. Double
click to turn the button off.

FILING STATUS OF DOCUMENTS (Radio Buttons):
e Filed/Crsp (Default): Will bring up all documents



e Not filed: Will bring up the Documents Due
e All: Brings up all documents

REVIEWED STATUS OF DOCUMENTS (Radio Buttons):

e Reviewed: Will only bring up those documents that have been marked as reviewed.

e Not Reviewed: Will only bring up those documents that have not been marked as reviewed
o All (Default): Brings up all documents

QUERYING THE DATA BASE: (See attached Samples following this section in the Manual)
Set the Criteria for your search using the above options
Click the search button

With some logical limitations, these fields can be used along or in conjunction with each other to query the
database for information. Depending on your query, the returned data may appear differently in the display
screen. Most notably, if an ID number is not used, the screen will first display the registrant ID number in
the list. If an ID number is used, the Statement Year of the documents is displayed first.

QUERYING FOR DOCUMENTS DUE: (See attached Sample following this section in the Manual)
Clear the form

Select the Analyst

Select/enter the Statement Year

Select the Document Type

Select your choice of Filed/Not Filed or All

Click the Search Button

Note the *’s next to the ID Numbers in the first column. This indicates that the report has not been filed.

QUERYING ANALYST DOCUMENTS FOR THE LAST WEEK:
Double Click on the Activity Review Button

DISPLAY FIELDS IN THE QUERY RESULTS SCREEN: (See attached Samples following this section
in the Manual)

ENTERING LOBBYENTS RELEVANT TO SPECIFIC DOCUMENTS (Open Text Fields):

Click in the Lobbyents box and type as desired.

You may enter Lobbyents on each document row that is created. You can enter up to 250 characters per
document. These Lobbyents are visible by other users. Each Lobbyent should be dated and initialed. Asa
courtesy any Lobbyents or actions taken on someone else’s registrant should be brought to their attention.

FUNCTION BUTTONS:
These buttons affect the registrant records or bring you to another screen where you can affect the
registrant records. Click the buttons and follow the prompts

e Review: Marks the document as reviewed by the analyst by entering the date reviewed
Select the document to as reviewed
Click the Review button
Confirm the date or change it as appropriate
To add the date, click OK
To cancel, click Cancel

To edit/delete the date

Select the document to edit the date reviewed

Click the Review button

Change it as appropriate or highlight and delete the date



To save your change, click OK
To cancel, click Cancel

Delete Record: Removes a record from the database. This is not reversible, once the sequence
number has been deleted, it can never be recovered. Only database administrators and Glorietta
have access to the Delete button. Under no circumstances are payments deleted and the system
will not allow us to delete a payment. Deletion is appropriate only when the document has never
been sent, the document was sent in our error or the document must be deleted for resending an
original late filing fee.

Void: Marks the document record with a date voided. Only certain document types can be
voided. These are Notices of Error or Omission, Notices of Late Filing Fee, Notices of Failure to
File and payments. This removes it from the requirements. Only outstanding requirements such
as Failure to Files, Late Filing Fees and Notices of Error or Omission can be voided with this
button. Once voided the requirement is no longer considered outstanding. It is appropriate to
void when a Notice was properly sent, but later information shows the requirement was not owed.
An example of this is a Good Cause Waiver of a fee.

Select the document to mark as voided

Click the Void button

Confirm the date or change it as appropriate

To add the date, click OK

To cancel, click Cancel

To edit/delete the date

Select the document to edit the void date

Click the Void button

Change it as appropriate or highlight and delete the date
To save your change, click OK

To cancel, click Cancel

Note: The system does not allow for duplicate assessments on a document or failure to file on a

document. If the Notice is resent, we no longer void it, the record is just marked as resent, regenerated
and imaged. Please refer to the Issue Letter section for more information on resending a Notice.

Satisfy: Marks the document record with a date satisfied. This removes it from the requirements.
Only outstanding requirements such as Failure to Files, Late Filing Fees and Notices of Error or
Omission can be satisfied with this button. Once satisfied the requirement is no longer considered
outstanding. It is appropriate to satisfy when a document is received that fulfills the requirement.
A sequence number must be entered.

Automatic Satisfying at Log-in: Based on the document required, as documents are logged in, the system
satisfies requirements automatically. In addition, if you change the document type of a document to match
what is required, the system will automatically satisfy the requirement.

To manually satisfy a document:

Select the document to mark as satisfied

Click the Satisfy button

Enter the Sequence Number of the document satisfying the requirement
To complete, click Satisfy button

To cancel, click Cancel

To edit/delete the date

Select the document to edit the void date

Click the Void button

Change it as appropriate or highlight and delete the date
To save your change, click Satisfy button



To cancel, click Cancel

Registration: Takes you to the Registration information. Additional information on Registration
Module Screen will be covered under a separate heading in greater detail. Exiting the
Registration Screen will bring you back to your original query.

Financial Data: Takes you to the Financial Data for the registrant queried.

Log-in Detail: Button brings up the Log-in detail screen. Additional information on Log-in
Detail Screen will be covered under a separate heading in greater detail.

Employment Data: Takes you to the Employment Data for the registrant queried.

Assessment: Not Active

Payments: Brings up the Payments Module Screen. From this screen, you can void, apply, and
refund payments. Additional information on Payments Module Screen will be covered under a
separate heading in greater detail.

E&O Codes: Brings up the E&O Codes Module Screen. From this screen you can add, change or
delete E&O Codes. Additional information on E&O Codes Module Screen will be covered under
a separate heading in greater detail.

Issue Letter (ALT L): Brings up the Letters Module Screen. From this screen you can create and
record all outgoing correspondence. It also sets up the tickler information for outgoing Notices.
Additional information Letters Module Screen will be covered under a separate heading in greater
detail.



MANAGE REGISTRANT DETAIL

The Registration screen can be accessed in two (2) ways. 1. Access it from the Bureau of Election Lobby
Tracking System Screen by clicking on the Manage Registrant Detail button. 2. Access it from the
Activity review by clicking on the Registrant button. The screen fields change for different registrant
types. The fields shown below are limited and blank when you enter from the Bureau of Election Lobby
Tracking System Screen. Clearing the Form will return the same limited and blank fields. Once a
registrant type is selected, the screen expands to show the fields that are needed to query information for
that registrant type. If you access the screen from Activity Review, it queries the screen based on the

document you were on in Activity Review. No reports or printouts are generated from this screen.
on, Apr 30 2001

Lobby Regiztration % User: Quiroga. Evelyn-EQ % Today ls: M

Lobby Registration | N
Lobby ID&E: Somend Date: Comments: -
It [oomen|[s | =
Legal/Last Name: [GEANT TOWER, INC Lobhy Type: [Lotbyist E

First Name: i Middle Mama: I Analyst: IA]legrjna, Pater E

Bctive Date: | 01/05/12%98 | (Drate became Lobbyistid zent) Status SEARCH: Fiscal Fram: i
Termination Date: I i E Fiscal Ta: I
Lebhy Addtesses: [LOBEY MAILING ADDRESS [2]
Care Off
Signatory - Last Hamea: SHARF, TR | Prefill I
First Hame: |[TERERYT Middle Hamea: IL
LS Bl 5064 WISHER AVE Street2: | Update
City: IGRANT State: [MI | Zip Code: [49327- FPhone: [(616) 834-5663 silibsze
Employees: [ 1] Show Feposts [ Active Registrants Only [
Lobby ID [Legal or Individual Nams [added [Deleted [Active Date] Termination Diate
4000027 GOVERNMENTAL CONSULTANT SE] 1998-5 1011371983
Employers: L] Shonr Reports [ Active Registrants Only [

[ Fitst I Previous Reooud | Hest Reont. ] Last | FecordBhamber: [1 | of 1
GENERAL FUNCTION BUTTONS (AT THE TOP):
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e Update (ALT U): Updates all of the information on the first screen except the Registrant Address
information
e Search (ALT S): Used to bring up the registrant information based on the criteria in the search
fields.
e Clear Form (ALT C): Used to clear the fields out of the screen
e Delete Record: Not Available.
e Exit (ALT X): Used to exit the screen and go one step back.

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

e Last (Record): Takes you to the last record in a query.

e Record of : Tells you how many records are in your query and what record humber of
the query you are on.



GENERAL DISPLAY AND QUERY FIELDS (ALL REGISTRANT TYPES):

Lobby ID (Open Text Field): Check digit is no longer needed
Amend Date: Display only
Lobbyents (Open Text Field): You may enter Lobbyents on each registrant that is created. You
can enter up to 250 characters per registrant. You do not have to click the Update button to save
your Lobbyents. These Lobbyents are visible by other users. Each Lobbyent should be dated and
initialed. As a courtesy any Lobbyents or actions taken on someone else’s registrant should be
brought to their attention.
Legal/Last Name (Open Text Field): Exact name given to us on the Registration. Only
abbreviated if too long for field of 80 Characters. Last name of Registrant is entered if individual.
First Name (Open Text Field): First Name of Registrant if individual.
Middle Name (Open Text Field): Middle Name of Registrant if individual.
Lobby Type (Dropdown Text Field):
Lobbyist Agent
Lobbyist
Analyst (Dropdown Text Field): Dropdown consists of Analyst Initials:
Active Date (Date Field): Is the date listed on their Original or Amended Registration. However,
if the date listed on the Registration is not correct, the correct date must be entered to properly
generate Late Filing Fees and Failure to File Notices. The system relies on the accuracy of this
date to calculate fees and Documents Due.
Termination Date (Date Field): This date indicates the effective date of termination of the
registrant.
Com Status (Dropdown Text Field): This is a search only field
Active: Indicates the registrant is active and has not been dissolved.
Terminated: Indicates the registrant is terminated and is removed from all future
Documents Due requirements
Voided: Indicates that the registrant never truly existed or the number was issued in
error. ID numbers are never reused in the system. If a registrant is created in error, it is
voided.
Fiscal to (Date Field): Based on information on Registration form.
Fiscal from (Date Field): Based on information on Registration form.
Registrant Addresses (Open Text Fields): (Select from drop down list only). The system
recognizes 4 different types of addresses. They are accessed by clicking the down arrow button
to the right of the field. They are listed below. Each address type contains basic fields which
consist of a phone, Street 1 Address, Street 2 Address, City, State and Zip. Other fields are
included in different types as needed. Those fields that are different are detailed below.
Registrant Mailing Address (Open Text Fields): This is the default address that will appear first.
This address comes from the Registration form filed by the registrant. It is the official address
used. All mailings must be sent to this address at least once while it is the official mailing address
of the registrant. This is the address used for all batch letter and processes.
Registrant Residential Address (Open Text Fields): This address comes from the Registration
form filed by the registrant. It may be selected and used in resend and returned mail
correspondence.
Registrant Business Address (Open Text Fields): This address comes from the Registration form
filed by the registrant. It may be selected and used in resend and returned mail correspondence.
Alternate Mailing Address (Open Text Fields): This address is used to enter an alternate address
for the registrant. It can be entered from any source and is meant to provide you a tool to keep an
address on file that you believe mail is being received by the registrant. An example may be from
returned mail with a forwarding address on the envelope provided by the Post Office. It may be
selected and used in resend and returned mail correspondence.

UPDATING THE ADDRESS INFORMATION:

Select the address you wish to change from the list.
Enter the desired change(s)



Click the “Update Address” button

A message will appear that indicates the update was successful. (If this window does not
appear, the update was not successful and you must click the “Update Address” button
again.)

NOTE!! THE ONLY WAY TO UPDATE THE ADDRESS INFORMATION IS TO USE THE
“UPDATE ADDRESS” BUTTON IN THE REGISTRANT ADDRESSES BOX. THE UPDATE
BUTTON AT THE TOP OF THE SCREEN WILL NOT WORK TO UPDATE THE ADDRESS
FIELDS. NOR WILL HITTING THE “UPDATE ADDRESS” BUTTON UPDATE ANYTHING
OTHER THAN THE ADDRESS FIELDS.

USING THE “PREFILL” ADDRESS BUTTON: The “Prefill” button allows you to copy the information
from one address to another within and across registrants.

Select the address to add or change address information.

Enter the desired change(s) [if any].

Click the “Update Address” button. (Make sure the Update Successful box appears)
Select the address to prefill the information.

Click the prefill button and the address information will insert into the proper fields.
Click the “Update Address” button. (Make sure the Update Successful box appears).

o Employees (Display Fields): Indicates the number of employees the Registrant has.
Show Reports (Check Box): Allows you to query the reports of the employees.
Active Registrants Only (Check Box): Allows you to query only active employees
Display query box:
If Query does not use Show Reports box: Lobby ID, Name, Added, Deleted, Active
Date, Termination Date
If Query does use Show Reports box: Lobby ID, Name, Added, Add Reported,
Added on Report, Deleted, Delete Reported, Deleted on Report, Active
Date, Termination Date
o Employers (Display Fields): Indicates the number of employer the Registrant has.
Show Reports (Check Box): Allows you to query the reports of the employers.
Active Registrants Only (Check Box): Allows you to query only active employers
Display query box:
If Query does not use Show Reports box: Lobby ID, Name, Added, Deleted, Active
Date, Termination Date
If Query does use Show Reports box: Lobby ID, Name, Added, Add Reported,
Added on Report, Deleted, Delete Reported, Deleted on Report, Active
Date, Termination Date

QUERYING THE REGISTRANT INFORMATION:

Set the Criteria for your search using the above options

Click the search button

With some logical limitations, these fields can be used along or in conjunction with each other to
guery the database for information.

UPDATING THE REGISTRANT INFORMATION:

Query the desired registrant or registrants

Make the appropriate Change(s)

Click the appropriate update button (Top Update button is only for non- Address fields. To change
an address, you must click the Update Address button)

Note: This database is not historical, therefore, any changes made replace previous information and it is
not retrievable electronically.



FINANCIAL DATA

The Financial Data screen maintains the financial expenditure information filed on the Financial Report
Summaries.

EE Lobby Financial Data \ User: Quiroga, Evelyn-EQ \ Today Is___ =] E3

ILobby Summary & Expenses || Search || Clear Fom || Eit

Lobby ID#: [4 [008203 2 Lok Type: | B
PAUL, CTHTHIA &
(517) 482-4286 ||]--“'-‘1:']3'3’1'5t Agent ”Amlyst: Pi - Peter Allegrina

Financial Report Summary Data || AddNew! | Update | |DE:LETE|

On Report: | |i”_|_

Description of Lobbying Activity during the period of this report: I§ Bmends Registration

Food Expense: I Mail Expense: I Other Expense: I
Individual Expense Data Add New! Update i DELETE

Public Official or Parties nvolved,  XPemse Type: | B
Last Hame: il

First Hame: | Middle Hame: |
Titls or Office/Deseription by Category of Public Offizial(s):

i =

Deseriptinn of TratsactionfbetivityParpose or Hatare of Event:

Diate: i $ A mennt: ; $hmount/TTD: ;

L Feoord # {ﬁ-“_ aof I-D--"
GENERAL FUNCTION BUTTONS (AT THE TOP):

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

e Search (ALT S): Used to bring up the registrant information based on the criteria in the search
fields.

e Clear Form (ALT C): Used to clear the fields out of the screen
o Exit (ALT X): Used to exit the screen and go one step back.

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.
e Last (Record): Takes you to the last record in a query.

e Record of . Tells you how many records are in your query and what record number of
the query you are on.

GENERAL DISPLAY AND QUERY FIELDS
Lobby ID (Open Text Field): Check digit is no longer needed
Lobby Type (Dropdown Text Field):
Name (Display Field):
Phone (Display Field):
Lobby Type (Display Field):
Analyst (Display Field):
INANCIAL REPORT SUMMARY DATA:
BUTTONS

T e © © © o o



Add New
Update
Delete
On Report (Dropdown Text Field):
Amends Registration (Check Box):
Description of Lobby (Open Text Field):
Food Expense (Numeric Field):
Mail Expense (Numeric Field):
Other Expense (Numeric Field):
NDIVIDUAL EXPENSE DATA:
BUTTONS
Add New
Update
Delete
. Expense Type (Dropdown Text Field):
Financial Transaction
Travel and Lodging
Individual Food and Beverage
Group Food and Beverage
Public Offices Last Name, First Name and Middle Name: (Open Text Fields):
Title/Office of Public Official (Dropdown Text Field): Representative or Senator
Date (Date Field):
Amount (Numeric Field):
Amount /YTD (Numeric Field):



LOG-IN DETAIL

The Log-in Detail screen can be accessed by clicking the Log-in Detail button at the bottom of the Activity
Review Screen. On this screen you will find information specific to the document highlighted in Activity
Review. Document information can be updated from this screen.

Log-In Detail % Uzer: Quiroga, Evelyn-EQ % Today l:: Mon, Apr 30 2001 !

Lobby Tracking System | Detail Edit | mo | mpase || e

Sequence Humber: IDS‘S?ED Lebboy ID: IDDTIED Lobbayr Type: ILnbb:rist I_!I

Legal Hame: [GRANT TOWEE, INC

Statermnent Year: m_ LDrate Te: ; Diate af Letter: ’

Diate Received: | e Date RESENT: |
ate Eacevred: |04/27/2001 -

Statement Tear: I Skip Mext Beferyal: [ | Letter Dnue Date: I

Refers to Seq Ho.: I Diate 2 Referred: I
Aot Assessad: I Armoant Paid: I

Document Type: [SUTMMER FINANCIAL REPORT [2] I Amends Registration

™ Hard Copy
O/ Diskette
(1 Internet

[ A mendment

[ Temmination

GENERAL FUNCTION BUTTONS (AT THE TOP):
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the

button.
[ ]

Info (ALT I): Takes you to the Registration information. Additional information on Registration
Module Screen is covered under a separate heading in greater detail. Exiting the Registration
Screen will bring you back to the Log-in Detail screen you originally queried.

Update (ALT U): Updates all of the information on the first screen except the Registrant Address
information

Exit (ALT X): Used to exit the screen and go one step back.

GENERAL DISPLAY AND QUERY FIELDS

Sequence Number (Display Field): Reflects the sequence number of the document selected in
Activity Review.

Lobby ID (Open Text Field): Reflects the ID number of the document selected in Activity
Review. You may change the ID number a document is associated with as long as it is not an
Original Registration or an Amended Registration. Changing the ID number moves the document
into another registrants records. Logical constraints applied from the Log-in function that may
limit the changes allowed. For example, you cannot move a duplicate document to a registrant
and you may not move a document type to a registrant that does not file that type.

Lobby Type (Display Field): Reflects the registrant type as selected in the Registration screen.
Legal Name (Display Field): Reflects the registrant’s legal name as entered in the Registration
screen.

Statement Year (Dropdown Text Field): Statement year the document covers. Statement Year is
only used on Financial Report Summaries.

Date Received (Date Field): Reflects the date the document was received or sent. This should
match the date the document was date stamped or dated as having been sent from this office. This
field is used to change incoming document dates. It is never used to update outgoing document
dates.

Statement Year (Dropdown Text Field): Statement year the document covers. Statement Year is
only used on Financial Report Summaries.

Refers to Seq No. (Open Text Field): Reflects the associated document sequence number if any.
This is used for Notices to relate back to the original document.



Amount Assessed (Open Text Field): Reflects the amount of an assessment when the document
is an Original Late Filing Fee, Second Notice or Hearing Notice. The amount of a fee at the point
the system calculates the fee defaults to the upper level amount. The amount can be updated using
the Log-in Detail screen as long as there are no second or hearing notices that refer to that
document. Note: When changing assessment amounts, on a sent document, a new letter should
be generated, mailed and imaged. Refer to the Issue Letter section for more information on
sending and resending Notices.

Amount Paid (Display Field): Reflects the total amount paid to date on the fee.

Document Type (Dropdown Text Field): Reflects the Document Type of the Document. This
cannot be updated if it reflects an Original Registration or an Amended Registration. This field
displays only the document type choices that are appropriate for the registrant type of the
registrant.

Date Due (Date Field): Reflects the Due Date of a document when appropriate. Not currently
being used.

Date Referred (Date Field): Reflects when (and if) a document has been referred. Only Notices
can be referred. Once referred, a document will no longer appear on the referral list to the
Attorney General or Department of Treasury.

Skip Next Referral (Check Box): Used to remove the requirement for a one time only purpose
from the referral list. Once the next referral list is run and the database is updated, the field clears.
This ensures that the requirement, if not satisfied before the next referral, will appear on the
referral list.

Date 2 Referred (Date Field): Reflects when (and if) a document has been referred to
Compliance and Rules for Failing to File two or more reports. Only Notices of Failure to File can
be referred in this manner. Once referred, a document will no longer appear on the referral list.
Date of Letter (Date Field): Reflects the date the letter was sent (or intended to be sent). This
will match the date Received of the document. However, this is the only field that should be used
to change the date of an outgoing document. This field should only be used when the document
has not yet been send and you are changing the original Notice or letter. If it has been sent, the
Resend function must be used. See the Issue Letter section form more information on resending a
Notice or letter.

Date RESENT (Date Field): Reflects the date the letter was resent (or intended to be resent).
However, this is the only field that should be used to change the date of an outgoing document
that has been resent. Once a document has been resent, the Date of Letter field should no longer
be used. This field should only be used when the document has not yet been send and you are
changing the original Notice or letter. If it has been sent, the Resend function must be used. See
the Issue Letter section form more information on resending a Notice or letter.

Letter Due Date (Date Field): Reflects the date a Notice is due if appropriately. This is also used
for extending a Notice of Error or Omission. See EXTENDING A NOTICE OF ERROR OR
OMISSION below for further instructions.

FILING METHOD (Radio Buttons)
e Hard Copy: Indicates that the document was filed via paper.
e Diskette: Indicates that the document was filed via diskette. Not Active
e Internet: Indicates that the document was filed via the internet. Not Active
DOCUMENT TYPE (Dropdown Text Field)
DOCUMENT STATUS (Check Boxes)
e Amends Registration: Indicates that the document amends the registration information
e Amendment: Indicates that the document is amended
e Termination: Indicates that the document is a termination.

UPDATING THE LOG IN DETAIL INFORMATION:

Query and select the desired document from Activity Review
Click the Log-in Detail button at the bottom of Activity Review
Make the appropriate change to the screen



Click the Update button (A window indicating the screen was updated will appear)

If the change satisfies a requirement, a screen indicating this will appear; click the okay button

Note: This database is not historical, therefore, any changes made supercedes the previous information and
it is not retrievable electronically

EXTENDING A NOTICE OF ERROR OR OMISSION:

Extending a Notice of Error or Omission is possible in this system. When a Notice is extended, it will
not appear on the next AG Referral listing if the date is passed that referral. You cannot extend the
due date of a Late Filing Fee, a Failure to File or a Campaign Statement in this way.

Enter the extension date in the “Letter Due Date” field in the middle of the screen on the right

Click the Update Button

Click the Exit Button to close the Log-in Detail screen.

ACCESSING DEBTOR/REFERRAL TO TREASURY INFORMATION
When a debt has been referred to the Department of Treasury, certain information is captured. This
information is specific for each individual fee that is referred. The information is used to track the status of
the referral to Treasury.

EE Debtor Info

Fee Documeniit: !-__1_8_155
Debitor Type: ﬁw
First Mame: |D&VID
Middle Name: |
Last Name: |FANER
Address1: I
Address2: ;
ci: | 0
State: [MI
Zip: |—
Phone: I—
Soc Seck: I—
Birth Date: | 12/11/1965
DMY Number: |
Treasury Accii: W
Pay/Adjust Date: I—

The fields are all Open Text Fields with mask as appropriate.
e Fee Document Number: Fee Sequence Number
Debtor Type: All defaultto 1
First Name
Middle Name
Last Name: This is also used for the Registrant Name if necessary
Addressl
Address2
City
State
Zip
Phone
Soc. Sec#: Provided by the filer or received from the Department of Treasury
Pay/Adjust Date: When paid of voided, Treasury is informed of the change via a
Payment/Adjustment form. This reflects the date that the Payment Adjustment form was sent to
Treasury.




EMPLOYMENT

This Screen allows you to enter the employees of a Registrant from either the Registration Form or a
Financial Report Summary. Employees are added and relationships are established based on the
information provided by the employers.

EE| Lobby Employees \ User: Quiroga, Evelyn-EQ % Today Is: M_.. [l[=] E3

Lobby Employees I S I Update IR_EMDRFEI Clearl o I

Employer ID#:IE IDDDDDE Iﬁ_ Employer Type: ILDbbjrjst Iil

DEPT OF STATE

(5171 373-4422 ||Lahbrist ||inalyst: P4 - Peter Allagrina
Employes ID#:III noooo4 |2_ Employes Type: ILDbb].r'jst bgent |i|

Added On: | [2] 1523 [
Deleted Om; | [2]frzes s

Legalf
Last Mame: IKILGREN
First Hame: |04 VID hfiddle Hame: J4LLAN
Streetl: [208 I CAPITOL 4VE Street2:|
City: ILANSIHG State: (ML Zip Cu:ud.e:|485‘13-

Fhoze: [(517) 373-0980
o] fow Fovort] ot Reeord_Jet] Recort# [T ot T

GENERAL FUNCTION BUTTONS (AT THE TOP):
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

e Update (ALT U): Updates all of the information on the first screen except the Registrant Address

information

e Search (ALT S): Used to bring up the registrant information based on the criteria in the search
fields.

e Clear Form (ALT C): Used to clear the fields out of the screen

e REMOVE:

o Exit (ALT X): Used to exit the screen and go one step back.

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

o First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved
off the first record in a query.

e Next Record: Takes you to the Next record in a query. It is only active when you have a query with
more than one record.

o Last (Record): Takes you to the last record in a query.

e Record of . Tells you how many records are in your query and what record number of
the query you are on.

GENERAL DISPLAY AND QUERY FIELDS (ALL REGISTRANT TYPES):



PAYMENT DISTRIBUTION

This screen allows payments to be manipulated in the system after they have been logged in. A payment
may never be deleted. It can however be voided. From this screen the Analyst can view payments, refund
excessive payments, apply payments, move payments and void fees and payments. The Payment
Distribution Screen can be accessed by clicking the Payment Distribution Button on the Bureau of
Elections Lobby Tracking Screen or by clicking the Payment Distribution button in Activity Review.

EE Lobby Payment Distribution \ User: Quiroga, Evelyn-EQ \ Today Is: Mon, Apr 30 20

Lobby Payment Distribution 2 re s [ Bt

Criteria
Lobby ID: 0o71a0 Amalyst: IA]Jegrjna, Peter P& *| Date Range from: -
Payment Seq # I Fayrnent Reporting
Payment Filter: [41] (wio voids) 2] to:

Payment Doc #

Payments Received [GRANT TOWER, INC ' Refinds
Pay Seq # | 5 q

007160 | P4 002151  |BOE $540.00 04/2772001 $0.00 $54000 | 45432 03

007160 | PA 002152 BOE  $51000  $000 04/272000 $000  $51000 | 48434 08

4 L4 I L3
Fees Assessed i Fee Criteria: [Fees with outstanding Balances Due. [ 2]

Type|Date of Fes [Fee Dus Date] dmt Due | Amt Paid | BALANCE| Document Type Due [Date Fevd [Date Due | Referved Date | Vaid Diat

LFF 10061929 11061922 $51000  $0.00 $51000 | 1922 SUMMER FINANCIAL REPORT  04/27/2001
LFF | 10¢16/2000 |11/15/2000 $34000 $0.00 $54000 | 2000 SUMMER FINANCIAL REFORT  04/27/2001

4 »
Payment to Fee Actions:

I ABEIZ Pamnt I Un.&azlz I

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

e Search (ALT S): Used to bring up the registrant and documents based on the criteria in the search
fields

e Clear Form (ALT C): Used to clear the fields out of the screen
e Exit (ALT X): Used to exit the screen and go one step back

Fee Actions:

[ WoidFee || UnVoidFea |

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

Payments to Fee Actions

o Apply Payment: Allows an unapplied payment to be applied an outstanding fee. This is generally
done in log-in.

e Unapply: Reverses the above action

Payment Actions

e Void Payment: Voids a payment

e UnVoid Payment: Reversed the above acton

o Refund Payment: Refunds an unapplied payment and launches word to create the necessary letters
and memos to process the refund.

o Void Refund: Reversed the above action. Separate action must be take to remove the letter/memo.

Fee Actions

e Void Fee: Voids a fee (can also be done using the Void feature in Activity Review.

e UnVoid Fee: Reversed the above action irregardless of where it was voided.

DISPLAY AND QUERY FIELDS:

o Registrant Name (Display Field)
e Registrant Phone (Display Field)
e Registrant Id (Open Text Field)



Payment Seq. # (Open Text Field)
Payment Doc. # (Open Text Field)
Analyst (Dropdown Text Field)
Payment Filter Payment Seq. # (Dropdown Text Field)
All (w/o voids)
All with voids
Voided
No Fees Assessed
Unapplied Payments (Used for finding Refunds)
Date Range from:
Date Range to:
Registrant Name (Display Field)
Fee Criteria (Dropdown Text Field)
Fees with outstanding balances due
All fees

QUERYING PAYMENTS AND FEES

Access the Payments Distribution Screen

Click the Clear Form button

Enter the relevant information for the document(s) you wish to query including the proper sorts
Click the Search button at the top of the screen

UPDATING PAYMENTS AND FEES

o Apply Payment:

Query the payment and the fee that is to received the payment application
Highlight both the payment in the upper window and the fee in the lower window
Click the Apply Payment button

Viewing Applied Payment
Doubile click on the Fee to view any payments applies to that fee

EE| Payment: with fundz applied to this Asseszment

Applied Payments . =
Pay Seq # Amount Applied Date Applied By
Joodgss 50.00 | 11/11/1939 JEQ
=
Unapply a Payment:

Query the payment and the fee that is to received the payment application
Highlight both the payment in the upper window and the fee in the lower window
Click the Apply Payment button

e Void Payment:

Query the payment (it must be unapplied)
Highlight the payment in the upper window
Click the Void Payment button

e UnVoid Payment: Reversed the above acton
Query the payment (it must be unapplied)
Highlight the payment in the upper window
Click the Void Payment button



PROCESSING REFUNDS

e Refund Payment;

Query the payment (it must be unapplied)

Highlight the payment in the upper window

Click the Refund Payment button

Edit the letter and memo as necessary

Print the letter and memo and process

The refund is recorded in the Refunds window at the right

e Void Refund:

Query the refunded payment

Highlight the payment in the upper window
Click the Void Refund button

o Void Fee:

Query the fee (it must be outstanding)
Highlight the fee in the lower window
Click the Void Fee button

e UnVoid Fee:

Query the fee

Highlight the fee in the lower window
Click the UnVoid Fee button



E&O CODES

This screen is used to manage the codes used for Notices of Error or Omission. You can search up and
change a code or add a new code to the list. This Module does not cover or create the Notices or Error or
Omission. This is covered in the ISSUE LETTER section of the manual.

EE E40 Codes

Lobby E&O Codes Goto E&O Code:l Search for Text: !I

Full Paragraph Text
E&O Code Lobhy T
S Al sections of the Financial Report Surmary must be completed. Please amend your repart in ﬁ

order to complete the following section [z] :

32-Character Description
Al sections of the Financial Re I

mﬂecord:h |0f 43 uﬂl |
GENERAL FUNCTION BUTTONS (AT THE TOP)
See DISPLAY AND QUERY FIELDS below

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)

e Record of . Tells you how many records are in your query and what record number of
the query you are on. The Arrows to the left and right of the fields will take you in the direction of the
arrow. The Arrows with the bar will take you to the first or last record respectively. The Arrows will
move you one record at a time.

DISPLAY AND QUERY FIELDS:

e GoTo E&O Code: Search screen allows you to enter in a code and go directly to that code. This does
not work for FF(Failure to File)Codes. If you look for a code and it doesn’t exist, a message will
appear that tells you this.

e Search for Text: Allows you to search for text within all of the codes.

Enter the text you would like to search for.

Click the button. It will take you to the first instance. You do not need to be at the beginning of the

Codes.

To continue the search hold down the Shift button while clicking the Search for Text Button.

Once it has gone through the entire list, it will stop progressing through the document.

e E&O Code: Tells you the Code currently being used.

e Major Com Type: Currently not being used. Later we may be able to group codes in the Letters
Module by type.

e 32 Character Description: Provides the first 32 Character of the code so that when it is selected in the
Letters Module you can see what is being selected. We can choose to put any text in this field.

o Full Paragraph Text: This is the body of the code. In this main box is where you can modify the
codes.

ADDING A CODE

Click to the last record at the bottom of the screen.
Click one past the last record to bring up a blank screen.
Enter in the code number.



Bring up Word and type the code as you would like to see it.
Type a simple line for an insertion point.

Do not use underline or bold. You can emphasize with all CAPS.
Run the spell check option.

Copy the completed text to the clipboard.

Restore Lobby Tracking.

Click in the Full Paragraph Text Box.

Paste the text in the Box.

Copy the first 32 Characters from the text.

Paste the first 32 Characters in the 32 Character Description Box.
Click to the beginning of the Codes.

Search for the code to confirm.

UPDATING A CODE

Go to the Code.

Click on the words “Full Paragraph Text” to select the paragraph. (sometimes it does not seem to
take it all, but it is okay to continue)

Bring up Word and type the code as you would like to see it.

Type a simple line for an insertion point.

Do not use underline or bold. You can emphasize with all CAPS.

Run the spell check option.

Copy the completed text to the clipboard.

Restore Lobby Tracking.

Paste the text in the Box (It is still highlighted from the previous selection)

Check the first 32 Character Description Box. If necessary delete and replace the text as above
Click to the beginning of the Codes.

Search for the code to confirm changes have taken place.

NOTE: Minor changes can be made to the codes with in the Code Screen. A Minor change would be such
correcting spelling, inserting a sentence, etc. However, it is reLobbyended that you use the cut and paste
method for most changes.

DELETING A CODE

Click the bar on the left hand side of the screen with an Arrow at the top. (selects the record)
Hit the Delete Button.

A message will come up to confirm that you want to proceed.

Click the “Okay”.

NOTE: If acode has been used in a Notice, the code cannot be deleted. Follow the instructions above for
changing the code. In the “Full Paragraph Box” and the 32 Character Box, type the words: “OKAY TO
REUSE”.

SPECIAL NOTE ABOUT CODES
e Z-99is acode you can use to insert text into the document. It does not retain the code text.

PRINTING THE CODES
Doubile click in the left hand corner on the large type E&O CODES just below the blue.
ATTACHED IS A LISTING OF ALL OF THE CURRENT CODES



ISSUE LETTER/ISSUE INDIVIDUAL LETTER

From this screen, all individual letters are sent. This includes general correspondence out, Notices of Late
Filing Fee, Failure to File and Error or Omission. The letters that are done in a batch process will be
covered in the BATCH LETTERS AND LISTS section of the Manual. All letters and notices (other than
return address letters specifically), must be sent to the registrant’s mailing address of record. After the
letter has been sent to the registrants official mailing address, subsequent letters may be resent to an
address other than the official mailing address. Once generated, the system generates the letter and a
corresponding row in Activity Review. The letter prints the sequence number on the letter, which is then
used to attach the image to the record. All CFR letters must be generated from the system.

Iszue Individual Letters % User: Quiroga, Evelyn-EQ % Today Is: Mon.

-

Issue Lobby Letter et Letier | Recenerate
I Letter: ‘|EREORAOMISSION HOTICE (2]
Lobby ID: 007160 | [GRANT TOWER, INC |
Stmt Vear: | | Dos Type: [LOEEY REGISTRATION 2]
Wew Doc Sequence Mo.: | Lettexfiissessment Date: [04/30/2001 |

Dioe Befers to Seq Moo IDU3131 Filed On: IUIIISIIQS‘S L= O I
Caletudar

dssessed dmonnt Thie: I Dy Lm.e:l Fasponse [e Date: I

Targat Divectory: |

Target File Hame: I

Select E€O Paragyaphs in the order they ave to appear on the latter:

L-01 | &1l sections of the Financial Fe &
L-0Z | Two different registrant nammes |

L-05 Under Item 1,
L-04 | Under Item 2 you have indicate:
L-05 Please complete Item 4a in orde
L-0& | Please complete Item 5 of the N |
L-07  Please pravide the month, .:
L-08 | Vour request for termination ofll l—I

| RESEND TO ADDRESS: |LOEEY MAILING ADDRESS =]
GENERAL FUNCTION BUTTONS (AT THE TOP)

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

e Generate Letter: Used to bring up the registrant and documents based on the criteria in the search
fields

e Reprint: Used to clear the fields out of the screen
o Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)
Does not apply

DISPLAY AND QUERY FIELDS:

Letter (Dropdown Text Field): Lists all of the letters that can be generated

Lobby ID (Open Text Field)

Lobby Name (Display Field)

Stmt Year (Dropdown Text Field)

Doc Type (Dropdown Text Field)

County (Dropdown Text Field)

MCL Citation (DisplayField)

New Doc Sequence No (Display Field)

Doc refers to Seq No (Open Text Field): This indicates the document sequence number of the orginal
document that if a Notice or letter refers back to an existing document. For example, a Late Filing Fee will



refer back to the original document that was filed late. Failure to Files would never have a document that it
refers back to.

Assessed Amount Due (Open Text Field)
Filed on (Display Field)

Business Days Late (Display Field)
Letter/Assessment Date (Date Field)

Due on (Date Field)

Response Due Date (Date Field)

Target Directory (Open Text Field)
Target File Name (Open Text Field)
Select E&OQ Paragraphs

Resent (Check Box)

Address (Dropdown Text Field)

GENERATING LETTERS AND NOTICES

CORRESPONDENCE OUT and FORM LETTER CORRESPONDENCE

Query the registrant you wish to send correspondence

Hold the Shift button down and click on the Issue Letter button (This key combination disables the
refers to function)

Select the CORRESPONDENCE OUT or SPECIFIC FORM LETTER from the dropdown list
Change the date in the Letter/Assessment Date Field if necessary

Click the Generate Letter button, which will launch the word processor

Edit the Letter as necessary

Click the print button to print the letter

Exit Word

Save changes to the letter/sequence number

Do not save changes to the Form if asked

Click the Exit button to return to Activity Review

NOTICE OF FAILURE TO FILE/ON DOCUMENTS DUE

Query the registrant you wish to sent the Failure to File

Hold the Shift button down and click on the Issue Letter button (This key combination disables the
refers to function)

Select the FAILURE TO FILE NOTICE from the dropdown list

Enter the required information (Statement Year and Document Type)
Change the date in the Letter/Assessment Date Field if necessary

Click the Generate Letter button, which will launch the word processor
Click the print button to print the letter

Exit the word processor

Save changes to the letter/sequence number

Do not save changes to the Form if asked

Click the Exit button to return to Activity Review

NOTICE OF FAILURE TO FILE/NOT ON DOCUMENTS DUE

Query the registrant you wish to sent the Failure to File

Hold the Shift button down and click on the Issue Letter button (This key combination disables the
refers to function)

Select the FAILURE TO FILE NOTICE from the dropdown list

Enter the required information (Statement Year and Document Type)
Follow the prompts to the Documents Due Screen

Enter the required information (Date Due)

Exit the Documents Due Screen

Change the date in the Letter/Assessment Date Field if necessary

Click the Generate Letter button, which will launch the word processor
Click the print button to print the letter



Exit the word processor
Click the Exit button to return to Activity Review

NOTICE OF LATE FILING FEE/REPORT HAS BEEN FILED

Query the registrant you wish to sent the Late Filing Fee

Highlight the document that is late

Click the Issue Letter button

Select the LATE FILING FEE NOTICES (ORIGINAL) from the dropdown list
Verify the information is correct and make changes if necessary to the amount
Change the date in the Letter/Assessment Date Field if necessary

Click the Generate Letter button, which will launch the word processor

Click the print button to print the letter

Exit the word processor

Click the Exit button to return to Activity Review

NOTICE OF LATE FILING FEE/REPORT HAS NOTBEEN FILED

Query the registrant you wish to sent the Late Filing Fee

Hold the Shift button down and click on the Issue Letter button (This key combination disables the
refers to function)

Select the LATE FILING FEE NOTICES (ORIGINAL) from the dropdown list
Enter the required information (Statement Year and Document Type)
*khkkhkkhkkhkkhkkhkikhkik

Follow the prompts to the Documents Due Screen IF NECESSARY

Enter the required information (Date Due)

Exit the Documents Due Screen

*khkkhkkhkkhkkhkhkhkikik

Change the date in the Letter/Assessment Date Field if necessary

Click the Generate Letter button, which will launch the word processor

Click the print button to print the letter

Exit the word processor

Click the Exit button to return to Activity Review

NOTICE OF ERROR OR OMISSION

Query the registrant you wish to send a Notice of Error or Omission

Determine the codes needed (you may use the E&O Codes Module to do this)

Highlight the document that requires the Notice

Click the Issue Letter button

Select the ERROR/OMISSION NOTICE from the dropdown list (The Codes will appear on the
Screen)

Change the date in the Letter/Assessment Date Field as necessary

Select the codes from the left side of list and move them to the right side of the list by using the
Arrows or double clicking on the codes; the codes can be moved back and forth.

Click the Generate Letter button, which will launch the word processor

Any inserts will prompt you for your response

Edit the Letter as necessary following the prompts

Click the print button to print the letter

Exit the word processor

Save changes to the letter/sequence number

Do not save changes to the Form if asked

Click the Exit button to return to Activity Review

EDITING A LETTER NOT YET SENT

CHANGING THE DATE:

Query and select the document that needs to be updated
Click the Log-in Detail button



Change the date in the Date of Letter field on the right side of the screen
Click the Update button
Click the Issue Letter button
Verify the date has been changed
e If very little editing is needed: Click the Reprint button. A warning will come up.
e If editing is extensive: Double Click the Target File Name field
Highlight the body of the letter that is needed
Cut the highlighted section (CNTL C)
Exit the word processor and return to the Issue Letter Screen
Click the Reprint button; a warning will come up
Cancel any inserts if necessary
Highlight the comparable section in the letter
Paste the section saved over the current section (CNTL V)
Edit the Letter as necessary
Click the print button to print the letter
Exit the word processor
Save changes to the letter/sequence number
Do not save changes to the Form if asked
Click the Exit button to return to Activity Review

Changing the Body of the letter only:
Query and select the document that needs to be updated
Click the Issue Letter button
e If very little editing is needed: Click the Reprint button. A warning will come up.
e If editing is extensive: Double Click the Target File Name field
Highlight the body of the letter that is needed
Cut the highlighted section (CNTL C)
Exit the word processor and return to the Issue Letter Screen
Click the Reprint button; a warning will come up
Cancel any inserts if necessary
Highlight the comparable section in the letter
Paste the section saved over the current section (CNTL V)
Edit the Letter as necessary
Click the print button to print the letter
Exit the word processor
Save changes to the letter/sequence number
Do not save changes to the Form if asked
Click the Exit button to return to Activity Review

RESENDING A NOTICE OR LETTER (Resending means that the original letter or notice has been
returned and an exact copy is being mailed with a new date). The system will mark the record as resent
and present the latest date in the Active record. The letter is clearly marked at the top that it is a resend
letter. The work RESEND appears as a part of the heading. The system will no allow a Notice of Failure
to File, Error or Omission or Late Filing Fee to be generated twice for the same document. Therefore, they
must be marked as resent. Any resent letters use the same sequence number as the original and will be
imaged on the same record in front of any previous images using that sequence number.

Query the Registrant

Make the necessary changes in the address(es) through the Registration Screen

Highlight the document in Activity Review

Click the Issue Letter button

Click the Resend to Address button

Select the address to use if different than official Registrant Mailing address

Edit the Letter/Assessment date with the resend date

e If very little editing is needed: Click the Reprint button. A warning will come up.



e If editing is extensive: Double Click the Target File Name field
Highlight the body of the letter that is needed
Cut the highlighted section (CNTL C)
Exit the word processor and return to the Issue Letter Screen
Click the Reprint button; A warning will come up
Cancel any inserts if necessary
Highlight the comparable section in the letter
Paste the section saved over the current section (CNTL V)
Edit the Letter as necessary
Click the print button to print the letter
Exit the word processor
Save changes to the letter/sequence number
Do not save changes to the Form if asked
Click the Exit button to return to Activity Review

ATTACHED IS A SAMPLE OF EACH FORM LETTER AND NOTICE



BATCH LETTERS & LISTS MODULE

Batch processes are run based on rules that are coded in the system. The Batches allow for test runs prior
to inserting records into the database. The records inserted are either inserted in the database (i.e. Failure
to File and Late Filing Fees). Or the existing records are updated (i.e. referrals dates). Letter and Notices
that need to be generated on a single basis must be generated through the Issue Letters process from
Activity Review. Any Letters or Notices that must be updated or resent must also be generated through the
Issue letters process from Activity Review.

PSR IFATL URE TO FILE NOTICE 2]
Creation Diata: II:I4,|‘3|:|,|‘2|:||:|1
Statement Year: I Filing Type: I |i|

GENERAL FUNCTION BUTTONS (AT THE TOP)
To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.
e New Batch (ALT B): Used to generate a new batch process based on the criteria in the search
fields
e Reprint One (ALT O): Used to reprint one record from a specific batch which was generated.
e Reprint All (ALT R): Used to print the entire batch which was generated.
e Exit (ALT X): Used to exit the screen and go one step back
DISPLAY AND QUERY FIELDS:
Letter Id (Dropdown Text Field):
AG REFERRALS: ERROR & OMISSION: Sample Attached
AG REFERRALS: FAILURE TO FILE: Sample Attached
AG REFERRALS: FAILURE TO FILE 2 OR MORE: Sample Attached
DEBT REFERRAL LIST: Sample Attached
FAILURE TO FILE NOTICE: Sample Attached
LATE FILING FEE FINAL NOTICE (HEARING): Sample Attached
LATE FILING FEE NOTICES (ORIGINAL: Sample Attached)
LATE FILING FEE NOTICES (SECOND): Sample Attached
Creation Date (Date Field): Date that the Batch is run or the Date that is used in the database.
Statement Year (Dropdown Text Field):
Filing Type (Dropdown Text Field):
Election Date (Dropdown Text Field):
Election Type (Display Field):
Election Year (Display Field):

GENERATING A BATCH PROCESS
Select the type of batch process based on the Letter Id options
Enter additional requirements if running Failure to File batch
Click New Batch button
Follow any prompts provided by the system
Click Yes or No to update the database if asked
Yes: Updates the database with the batch information
No: Does not update the database with the batch information
ATTACHED IS A SAMPLE OF EACH NOTICE AND LIST



PAYMENT DISTRIBUTION

Takes you to the Payment Distribution Screen. From this screen, you can void, apply, and refund
payments. This screen can also be accessed via Activity Review and is covered in detail in the Activity
Review Module.



PRECINCT RESULTS SYSTEM MANUAL

Monday, March 26, 2007

Double click on the PRECINCT RESULTS SYSTEM Icon from your Desktop.
Log-in to the system using your assigned User 1D and Password.

Form View [ ol

GENERAL QUERY RULES FOR FIELDS AND LISTS IN ALL SYSTEM MODULES

Open Text Fields: These are field boxes that allow you to type in information based on office rules. An
example of this would be our committee name fields.

Dropdown Text Fields: These are fields that must be filled by a selection from a list. You cannot enter
open text into these fields. These fields will have small down pointing arrows at the right of the field box.
Click the field box to see the options. You may have to use scroll bars to access the entire list. Click
once on the item to select it. Most fields will require an active saving or updating process to save the
change.

Check Box: This is a small box that you check to indicate “yes” and it is unchecked or left bland to
indicate “no”

Radio Buttons: Are small round button that you click on and darken to select, you click on them again to
deselect them. They work in conjunction with other choices that a generally mutually exclusive. This
means you can only have one on at a time.

Date Fields: Allow only valid dates to be entered with the 4 digit year.

Dropdown Date Fields: Allow for only valid dates to be selected from a drop down list.

Field Boxes: Used to move data from one section of a box to another.

Display Fields: These fields cannot be updated from the particular screen you are accessing. They are
generally gray and will not allow you to place a cursor in the field box.

Alt Key: If a button has a letter which is underlined, you can use the keystroke of ALT + plus the
underlined letter to perform the function in lieu of using the mouse.

Cursor Function: The Cursor moves in a logical progression through-out the screens as dictated by the
forms.




COUNTY PRECINCT RESULTS

4 Microsoft Access

Foorm Yigw

EE County Precinct Results % Uzer: Quiroga. Evelyn-EQ

| County Precinct Results | seach | mmm

Date of Election:

Tuesday, Hovenber 07, 2000 | |0

2000

Bt
Jarcoma™ 2]
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EXIT
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|Regular Tenm
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Candidate Name/Balloi Choice Total Votes

ALCONA TOWHSHIP

1 |Bush, George W.

ALCONA TOWHSHIP

IGore, Al

108

ALCONA TOWHEIHIP

IBrowne, Harry

ALCONA TOWHIHIP

IHagelin, John

ALCONA TOWHSHIP

ALCONA TOWHSHIP

[Hader, Ralph

ALCONA TOWHSHIP

1
1

1
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1

1 |Bul:hanan, Patrick J.
1
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GENERAL FUNCTION BUTTONS (AT THE TOP)

To use the keys: Click once or hold the ALT key down and hit the underlined letter in the name of the
button.

Search (ALT S): Used to bring up the committee and documents based on the criteria in the

search fields
Verify County

Clear Form (ALT C): Used to clear the fields out of the screen
Exit (ALT X): Used to exit the screen and go one step back

GENERAL FUNCTION BUTTONS (AT THE BOTTOM)
e First (Record): Takes you to the first record in a query.

e Previous Record: Takes you to the Previous record in a query. It is only active when you have moved

off the first record in a query.

o Next Record: Takes you to the Next record in a query. It is only active when you have a query with

more than one record.
e Last (Record): Takes you to the last record in a query.

e Record of

the query you are on.

GENERAL DISPLAY AND QUERY FIELDS
Office Id (Open Text Field):

Town/City Sort (Dropdown Text Field)
County Name (Dropdown Text Field)

Election Year (Dropdown Text Field):
Election Type (Dropdown Text Field):

Election Date (Display Field):
Office (Dropdown Text Field):
District (Dropdown Text Field):
Status (Dropdown Text Field):

: Tells you how many records are in your query and what record humber of



e County Name (Display Field)
e County Name (Display Field)
e Term Display (Display Field)
e Office Display (Display Field)
Add Precincts for this County/Office
Go to Candidates Button
City/Township

Ward

Precinct

Identifier

Add Candidates Records to this office in this county Button

Add Candidates/BQ Results for each Precinct
City/Township (Dropdown Text Field):

Ward (Display Field)

Precinct (Display Field)

Identifier (Display Field)

Candidate Name/Ballot Choice (Display Field)
Total Votes (Numeric)

QUERYING THE INFORMATION:
Set the Criteria for your search using the above options
Click the search button

ENTERING/UPDATING THE DATA:

Query the County or Counties as needed

Click the cursor in the desired field

Enter the Vote Totals (no update button is needed)
Exit the screen when completed





