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.
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Filer ID: i v Balance:

Candidate or Committee Name: New/Additional Filer Setup
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3. Initially, the Filer ID drop-down box will be empty. You will have to click on the “New/Additional Filer
Setup” button, located under “Balance”, to add your filer ID, which will only have to be done one time
for each different filer ID.
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4. A new window will be displayed describing the EFS end user license agreement.
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Electronic Filing System End User License Agreement

Welcome

Welcome to the New York State Board of Elections’ (NYSBOE) Electronic Filing System Software for
Campaign Financial Disclosure. The Electronic Filing System (EFS) Software is a database
application that enables filers to enter and maintain data for New York State Campaign Financial
Disclosure Reports, which you must then submit to NYSBOE in electronic format. The data or
transactions entered and submitted become permanent records in each filer's EFS database tables W,
as well as NYSBOE's database.

Filer ID and PIN

The Filer ID# and the Personal ldentification Number (PIN) assigned by NYSBOE upon registration,
and found in your Welcome Letter, must be used in submitting your campaign financial disclosure
reports. Please remember that the PIN acts as a filer's electronic signature. It does not serve as a
password for data stored on filers’ computers. Each filer is responsible for the security of his/her
computer.

This Software License Agreement is a legal agreement between NYSBOE (Licensor) and the user of

this sofiware (Licensee). The software, which includes computer software and associated media,

printed materials and "on-line” or electronic documentation, is licensed, not sold, to Licensee by b' [
icensor far use anlv under the followina terms: J

I
Software License Agreement }
|
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5. When you scroll down the page, click on the button, “l understand and accept all the terms as set
forth above”.
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3. Software Protection: Licensor represents that the Licensed Software is the property of
Licensor. Licensee may not rent, lease, or resell for profit the Licensed Software, or any part
ofthe Licensed Software. Licensee may not reverse engineer the Licensed Software.

4. Ownership and Copyright: All rights, title and interestin and to the Licensed Software, the
accompanying documentation, and any copies of the Licensed Software are owned by
Licensor. The Licensed Software is protected by copyright laws.

l 5. Warranty Disclaimer, Limitation of Remedies and Damages: Licensee recognizes that the

T

Licensed Software is provided by Licensor on an as is basis. Licensor shall not have any
liability whatsoever to Licensee or any other person including Licensee’s customers for or
on account of any injury, loss, or damage, of any kind or nature sustained by, or any
damage assessed or asserted against, or any other liability incurred by or imposed upon
Licensee or any other person, arising cut of or in connection with or resulting from use of
the Licensed Software.

Penalty ™~

Any false information in a Campaign Financial Disclosure Report may be a Class A Misdemeanor,
punishable by a fine and/or up to one year imprisonment, pursuant to Section 210.45 of the Penal
Law. For further information, contact NYSBOE or your county board of elections.

| Print EULA J [ | understand and accept all the terms as set forth above. J

{ 1do not accept the terms as set forth above. J E\

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.

|
| £| Candidate/Committee Information =1

Candidate or Committee Name:

My Committee Name

Filer ID: A00000 PIN: 00000000 ‘
I' Confirm ID: A00000 Confirm PIN: 00000000
Initials: [E Starting Balance: $100.00

| Save | | Cancel |




7. The filer ID and other information associated with this ID is now stored in the EFS program on your
computer.
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Filer ID: | A00000 2 Balance: $100.00

Candidate or Committee Name: | New/Additional Filer Setup

My Committee Name

| Add a New Reporting Cycle

| Select a Reporting Cycle

Transactions Created/Edited This Session: 0

8. Now, click on the “Select a Reporting Cycle” drop-down box. The box will be empty until a new
reporting cycle is added.
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Filer ID: | Aooooo [ Balance: $100.00
Candidate or Committee Name: | New/Additional Filer Setup J

My Committee Name

| Add a New Reporting Cycle |

. Select a Reporting Cycle -
Select a Reporting Cycle

Transactions Created/Edited This Session:

0



9. Click on the “Add a New Reporting Cycle” button.
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Filer ID: | AO000O - Balance: $100.00 ;
Candidate or Committee Name: L New/Additional Filer Setup j
My Committee Name
. [ Add a New Reporting Cycle ]
| Select a Reporting Cycle '-:J
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Select a Reporting Perioc

} Select a Reporting Cycle

[Ee]ect the reporting cyci'ewyou woiil& like to wo;vﬁitli:

‘ Continue | |  Cancel |




11. Click on the “Select the reporting cycle you would like to work with” drop-down box.

Select the reporting cycle you would like to work with:
Primary Election Reports
General Election Reports —
Special Election Reports
January Periodic Report
July Periodic Report
Off-Cycle Report

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

Select a Reporting Cycle

| July Periodic Report

July Periodic Report:

Select the Election Year: ’ 2014 ¥ Filing Date: July 15th

Delete | Save || Cancel |




14. The “Transactions” tab will appear highlighted in blue.
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Filing Year: Filer ID: Cut-Off Date: Due Date:

2014 . A000DD 0711172014 0711512014

| Choose a Schedule: M| .i

2014 July Periodic: 07/15/2014; July Periodic

Transactions Created/Edited This Session: .EI

15. Now, click on the “Choose a Schedule” drop-down box to see a listing of different schedules.
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Filing Year: Filer ID: Cut-Off Date: Due Date:

2014 A00000 07/11/2014 0711512014

[cnoose a schedute:
Choose a Schedule:
Schedule A: Monetary Contributions: Individual & Partnerships (0 transactions)
Schedule B: Monetary Contributions: Corporate (0 transactions)

Schedule C: Monetary Contributions: Other (0 transactions)

Schedule D: In-Kind (Non-Monetary) Contributions (0 transactions)

Schedule E: Other Receipts (0 transactions)

Schedule F: Expenditures/Payments (0 transactions)

Schedule G: Transfers In (0 transactions)

2014 July Periodic:




16. For example, if you selected Schedule A, then the following would be displayed. Click on the “New
Transaction” button to enter a transaction.
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Cut-Off Date:

Filing Year: Filer ID: Due Date:

2014 A00000 07111/2014 0711512014

| Schedule A: Monetary Contributions: Individual & Partnerships (0 transactions) || |[El|

’L New Transaction ]

2014 July Periodic: 07/15/2014; July Periodic 0 Records

Reference # Election Year | Date Received Contributor Type Contributor

A

17. The “Schedule A” screen will appear for you to enter the requested information.
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| Filer | Transactions T Schedule A ]
SCHEDULE A - MONETARY CONTRIBUTION S RECEIVED FROM: INDIVIDUAL S & PARTHERSHIPS _
Filing Year: Filer 1D: Cut-Off Date: Due Date:
2014 I ADODODD 07i11/2014 07M5i2014
* Date Received: * Contributor Type Code:
MMIDDIYYYY | Choose From: =]
* First Name: i * Last Name:
Amount: *
= Partnership Name: I
Method:
[ [E= |
= Street:
Check #:
= City: * State: = Zip: |
NY
Explanation:
[«
v
| Search | Delete | Save || Close |
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18. Under “Date Received”, you can click on the calendar icon to select the date of the transaction.
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Filer | Transactions | Schedule A ]
SCHEDULE A - MONETARY CONTRIBUTIONS RECEIVED FROM: INDIVIDUAL S & PARTHNERSHIPS E
Filing Year: Filer 1D: Cut-Off Date: Due Date:
2014 ADD0DDOD 07M1/2014 07M5i2014
* Date Received: ' * Contributor Type Code:
MM/DDIYYYY | hoose From: E3]
* First Name: (o0 * Last Name:

Amount: *

* Partnership Name: I
Method:
| i ;

* Street:
Check #: r

= City: * State: =Zip:

HY
Explanation:
i
v
| search | Iete | Save | [ close |
T c This 0

19. After you click on the “Save” button, the transaction will be saved in the EFS application.
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Filer | Transactions | Schedule A ]

SCHEDULE A - MONETARY CONTRIBUTIONS RECEIVED FROM: INDIVIDUAL S 8 PARTHERSHIP S

Filing Year: Filer 1D: Cut-Off Date: Due Date:
2014 AODOOD 07/111/2014 0752014
* Date Received: * Contributor Type Code:
MMIDDIYYYY | choose From: =]
* First Name: I * Last Name:
Amount: *
* Partnership Name:
Method:
L i
= Street:
Check #: r
= City: * State:
NY
Explanation:
| Search | | Save

= Zip:
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20. The transaction will be listed on the “Transactions” page.
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[ Filer TTransacﬂons T Schedule A ]
Filing Year: Filer ID: Cut-Off Date: Due Date:
2014 A00000 07/11/2014 07/15/2014
| A ry Contril i ivi & Partnerships (1 transaction)
| New Transaction {5 View/Edit Transaction )
2014 July Periodic: 07/15/2014; July Periodic Record 1 of 1 selected.
Reference # Election Year Date Received | Contributor Type Contributor Name
AS9 2014 07/02/2014 Individual Test Test PA

P |

21. To edit the transaction, if necessary, make sure that it is highlighted in blue, then click on the
“View/Edit Transaction” button.
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[ Filer | Transactions ] Schedule A ]
Filing Year: Filer 1D: Cut-Off Date: Due Date:
2014 A00000 07/11/2014 07/15/12014
| A y Contil i ivi & Partnerships (1 transaction)
L New Transaction | View/Edit Transaction )}
2014 July Periodic: 07/15/2014; July Periodic ' Record 1 of 1 selected.
Reference # Election Year | Date Received | Contributor Type Contributor Name
A99 2014 07/02/2014 Individual Test Test -




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
“File”, located on the left side of the menu at the top of the EFS window. Then click on “Export (Save to
File) a Report to Send to NYSBOE”, which will allow you to save the file in a format that can be loaded

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

E=E—")
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1713 Filer Info Reporting Cycles Reports Backups Help
Export {Save to File) a Report to Send to NYSBOE .
fe . —ard of Elections

Import a Previously Completed Disclosure Report
Exit EFS t Filing System (EFS)
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_[ FilerT Transactions [ Schedule A T Schedule A ]

Balance: $400.00

Filer ID: | A00000 v

Candidate or Committee Name: New/Additional Filer Setup J

My Committee Name

L Add a New Reporting Cycle

| 2014 July Periodic: 07/15/2014

<« = [

| July Periodic (Cut-Off: 07/11/2014 Due: 07/15/2014)

T i C d/Edited This Session: 1




23. The window below will appear. If the report is an amendment, then check the box labeled “This is
an Amendment". If the report is not an amendment, leave the box unchecked. Then, click on the
“Continue” button to proceed.

L) 65 Bxport Process [T e i

| | Step 1 of 2: Export (Save to File) a Report to Send to NYSBOE |

Click Continue if this is the first time you are filing this report.

Check the This is an Amendment box and then click Continue if this is an amendment of a
previously filed report.

|_J This is an Amendment

Note: The software will give your report a name that consists of your Filer ID, the last two
digits of the year, and an assigned lefter of the alphabet that corresponds to the filing period
(for example, A12345.10K). The software will give amendment reports a name with an A at
the end of the report name (for example. A12345.10K.A). Do not alter the name of the

report.

| Continue ||  Cancel |

24. In this window, you can select a location on your computer to save the file. Click on the drop-down
box next to “Look In:” to see the list of available locations. When you have selected the location, click
on the “Open” button to save the file.

;é' Open @
LookIn: |[& My Folder o [ﬁj[@j[fﬁjf@H@J
ﬁ Recent
[ .andrz Deskiop hrites (& Pictures
ﬁ eclip ﬁ Computer EsFish_Server ﬁ Videos
(& jmc L 0s(C) s (8§ saved Games
(& noi @ Users uments (B Searches
(& .neto @ My Folder ic (&5 Virtual Machines
i it DVD RW Drive (D:) Al
v
Foldername: C:\Users\My Folder

Files of Type: | All Files ﬂ

‘[ Open J[Cancelj




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.

\ Step 2 of 2: Send Exported Report By Email |

The report has been exported to the following location on your computer:
C:\Users\My Folder\A00000.14K

The report now must be emailed to NYSBOE

1. Open your email account to write new or compose new mail.
2. Type efsfiling@elections.ny.gov in the To: address. J
3. Type EFS Disclosure Reportin the Subject.

4. Attach the exported disclosure report to the email and click Send.

Treasurer Resignation/Committee Termination

Ifthis report is intended to be a final report for treasurer resignation or for r,

| PrintThisHelpText | |  Close |

4 C:\Users\My Folder v ] ‘l' l Search My Folder p e ‘

Organize v Include in library « Share with v Burn New folder =~ @

= E— P
¢ Favorites Name Date modified Type Size

Bl Desktop || AD0000.14K 9/8/2014 11:13 AM 14K File 1
& Downloads ‘
| Recent Places
4 Libraries
\j; Documents
J‘ Music

[ Pictures
B videos

1% Computer
& 05 (@)

“- Network




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

Filer ID Report Period

\d \/
A00000.1:IK

Filing Year

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

Amendment

4
A00000.14K.A



