
Using the Electronic Filing System (EFS) Software: 

This is a brief tutorial for first-time users of the Electronic Filing System (EFS) software.  A more detailed 

user guide can be found at http://www.elections.ny.gov/CFFileReports.html. 

 

1.  To open the Electronic Filing System (EFS), use the left button on your mouse to double-click on the 

EFS icon on your desktop. 

 

 

2.  The Electronic Filing System (EFS) program will open. 

 

 

 

 

 

http://www.elections.ny.gov/CFFileReports.html


3.  Initially, the Filer ID drop-doǁŶ ďoǆ ǁill ďe eŵptǇ.  You ǁill haǀe to ĐliĐk oŶ the ͞Neǁ/AdditioŶal Filer 
“etup͟ ďuttoŶ, loĐated uŶder ͞BalaŶĐe͟, to add Ǉour filer ID, ǁhiĐh ǁill oŶlǇ haǀe to ďe doŶe oŶe tiŵe 
for each different filer ID.   

 

 

4.  A new window will be displayed describing the EFS end user license agreement.   

 

 



ϱ.  WheŶ Ǉou sĐroll doǁŶ the page, ĐliĐk oŶ the ďuttoŶ, ͞I uŶderstaŶd aŶd aĐĐept all the terŵs as set 
forth aďoǀe͟. 

 

 

6.  A new window will appear for you to enter in the requested information.  The image below is shown 

as an example.  When you have entered in the information, click on the Save button. 

 

 

 

 

 



7.  The filer ID and other information associated with this ID is now stored in the EFS program on your 

computer. 

 

 

8.  Now, ĐliĐk oŶ the ͞“eleĐt a ReportiŶg CǇĐle͟ drop-down box.  The box will be empty until a new 

reporting cycle is added.   

 

 



9.  CliĐk oŶ the ͞Add a Neǁ ReportiŶg CǇĐle͟ ďuttoŶ. 

 

 

10.  A window will appear that prompts you to choose a reporting cycle.   

 

 

 

 

 

 

 



11.  CliĐk oŶ the ͞“eleĐt the reportiŶg ĐǇĐle Ǉou ǁould like to ǁork ǁith͟ drop-down box. 

 

 

12.  For example, if you selected the July Periodic Report, then following would be displayed. 

  

 

13.  Next, select the year from the drop-down box, and click the ͞“aǀe͟ ďuttoŶ. 

 

 

 



1ϰ.  The ͞TraŶsaĐtioŶs͟ tab will appear highlighted in blue.   

 

 

1ϱ.  Noǁ, ĐliĐk oŶ the ͞Choose a “Đhedule͟ drop-down box to see a listing of different schedules. 

 



16.  For example, if you selected Schedule A, then the following would be displayed.  CliĐk oŶ the ͞Neǁ 
TraŶsaĐtioŶ͟ ďuttoŶ to eŶter a traŶsaĐtioŶ. 

 

 

17.  The ͞Schedule A͟ screen will appear for you to enter the requested information.   

 



18.  UŶder ͞Date ReĐeiǀed͟, Ǉou ĐaŶ ĐliĐk oŶ the ĐaleŶdar iĐoŶ to select the date of the transaction. 

 

 

19.  After you click on the ͞Save͟ button, the transaction will be saved in the EFS application. 

 



20.  The transaction will be listed on the ͞Transactions͟ page. 

 

 

21.  To edit the transaction, if necessary, make sure that it is highlighted in blue, then click on the 

͞Vieǁ/Edit TraŶsaĐtioŶ͟ ďuttoŶ. 

   



22.  When you have finished entering the transactions and saved the information for the report period, 

you can export the report from the EFS application and email it to the New York State Board of 

Elections.  

First, be sure that your Filer ID and the Reporting Period are selected in the drop-down boxes.  Click on 

͞File͟, loĐated oŶ the left side of the ŵeŶu at the top of the EF“ ǁiŶdoǁ.  TheŶ ĐliĐk oŶ ͞Eǆport ;“aǀe to 
FileͿ a Report to “eŶd to NY“BOE͟, ǁhiĐh ǁill alloǁ Ǉou to saǀe the file iŶ a forŵat that can be loaded 

into our system at the New York State Board of Elections. 

   

 

 

 

 

 



23.  The window below will appear.  If the report is an amendment, then check the box laďeled ͞This is 
an Amendment".  If the report is not an amendment, leave the box unchecked.  Then, click on the 

͞CoŶtiŶue͟ ďuttoŶ to proĐeed. 

 

 

24.  In this window, you can select a location on your computer to save the file.  Click on the drop-down 

ďoǆ Ŷeǆt to ͞Look IŶ:͟ to see the list of aǀailaďle loĐatioŶs.  When you have selected the location, click 

oŶ the ͞OpeŶ͟ ďuttoŶ to saǀe the file.   

 



25.  The window below provides information about where the report has been saved on your computer, 

on how to send the report to the New York State Board of Elections, and about Treasurer 

Resignation/Committee Termination reporting.   

 

 

26. The image below shows the saved file in a location on the computer. 

 



27.  To send your saved file to the New York State Board of Elections, open your email account 

(examples: Google Gmail, MSN Hotmail, Yahoo, etc.) and compose a new message.  Attach your saved 

file to the email message, type EFS Disclosure Report in the subject line, and send the email to: 

efsfiling@elections.ny.gov. 

Do not edit the name given to the file by the Electronic Filing System application.  Also, do not edit the 

contents of the file.   

The file that you save will start with an A if you are a state filer, or a C if you are a county filer. 

File name format example: AXXXXX.14K 

Report Periods:  

A = 32 Day Pre Primary 

B = 11 Day Pre Primary 

C = 10 Day Post Primary 

D = 32 Day Pre General 

E = 11 Day Pre General 

F = 27 Day Post General 

G = 32 Day Pre Special 

H = 11 Day Pre Special 

I = 27 Day Post Special 

J = January Periodic 

K = July Periodic  

L = Off Cycle 

 

 
 

 

If the file is an amendment, it will have the following format: 

 

 


