QUICK START GUIDE

Campaign Finance — Website User Guide

PUBLIC PORTAL
1. Go to Sandy City’s website using your web browser. The following browsers are supported: Inter-
net Explorer, Google Chrome, Mozilla Firefox, and Microsoft

A Home Q search & Register =JLogin

Edge. While Internet Explorer is supported, it is recom- Ezsy Campsign Finance Eort|
. B Anderson County
mended that you use one of the other browsers. Microsoft Clinton TN 377163683

(865) 4576238

no longer supports Internet Explorer. Google Chrome is the

preferred browser. Public Filings for Anderson Coumy""e
Note: Enable pop-ups and cookies in your web browser. Disable RUlNameiCommisatane omes
any ad-blocker extensions in your web browser. Failure to do Nodaiaiodispiay g e

the items may cause issues when trying to create, preview, or _

submit a document.

2. The records of existing candidates/committees appear on the Home page.

3. Candidates/Committees will appear in the grid. Click on the > button to expand a Candidate/
Committee record. When a Candidate/Committee has been expanded, you can click on the docu-
ment name to view the document.

HOW TO REGISTER FOR CANDIDATE/COMMITTEE PORTAL
4. To register a new account, click on the Register button at the top of the page or from the button

below the view records page.
5. Complete the data fields in User Ac- User Account Info \
Select your filing County/ City Candidate or Committee you represent Select a Position/ Type
count |nfo screen, and then C“Ck the Rutherford County v [Plese Select a Candidate/Commitie] ¥ [Please Select a Position/Type]
@ You must choose Fandidate or committee
Next button. Complete the remaining e e e
. . . . . in Infe
fields in the final registration screen nddress 1 e
and then click the Register button to Address 2
Password Confirm Password
submit your registration. city st
F 5) S
Phone
Note: When registering, you must select a O SRR
TyMe the code shown:
candidate/committee from the dropdown et ‘
box. If the candidate /committee you rep- Back et

resent DOES NOT appear in the dropdown

box—you MUST contact the City Recorder’s Office and have Easy Campaign Finance Portal ¥ Fome, « QUseati] (R Regbler, A1 Toaky

P Anderson

them add the candidate/committee you are wanting to manage, Giinton TN

(865) 4

before you can register for the system.
<Login

CANDIDATE/COMMITTEE PORTAL Email Adcress
6. Click on the Login button to access your account. Then enter

Password

your Email Address and Password, after which you can up-
date your information, file a document, view any incurred

Forgot Password

fines or fees, and designate account managers. NOTE: Doc-

uments under File Reports tab WILL NOT be visible until you have been approved as a user for the

Easy ‘é)té



QUICK START GUIDE

Campaign Finance — Website User Guide

Easy Campaign Finance Portal

After you log in to your account, the first tab you see will be the e, Dalas o

News tab which displays any pertinent information you need to be
aware of. If you are an Account Manager for multiple accounts, " 2 My Candidates/Committees n o

ews | e rpars |y submisons | g st | rnegres | i cees
4

select the appropriate Candidate/Committee from the dropdown

o [ommoe ot o B R (TR P

box. You can also click on the Edit Candidate button to update a

First Name:

candidate/committee information. =

The File Reports tab allows you to submit documents by either “’"“
completing the document using the Wizard or by Uploading the :‘T
document (the documents WILL NOT be visible until you have

been approved for access to the system). When you click the

T T

Wizard button, you can continue previously saved, unsub-
News File Reports My Submissions Filing Schedule Fines/Fees User Access

mitted documents or create a new filing. \
Campaign Financial Disclo! Wizard | Download = Upload
When completing a document via the Wizard, information [ 4

Jliam
. . . . st Name: Ss-1120 Wizard || Download | Upload
about the candidate/committee will be pre-populated into  [i? \ / ’
dress: o
the data fields (from candidate/committee information) to e Test Form e —p oo
. TN ocument Name Last Modified
r Continue

help save time. Complete each page of the Wizard and then |* e 612020

, State Zip:

click the Save/Next button to continue on to the next page. =" e

xt Report due:

(NOTE: you MUST click Save/Next to save the data on the r"’““
current screen.) To return to a previous page,

. . . | Cenaeae Treasurer Information
click the Back button. The Sign and Submit [ e |
page is the last page of a document, and it = : = [ 5
requires you to Preview the document before - =
you can Submit or Save. The Save button al-
i Wizard Steps & New Doc
lows you to save all of your progress, but
DOES NOT submit the document for approval. e
You can continue the document at any time =
by returning to the File Reports tab and then e =
by clicking on the corresponding Wizard i v secuiean e
button for that form or by going to the My EE—
Submissions tab and clicking Edit beside the
. . . News File Reports My Submissions Filing Schedule Fines/Fees User Access

document you wish to continue working on.

Campaign Financial Disclosure Wizard | Download = Upload
You must enter your password and check the
submission clause checkbox. A blue progress  |**"° Yozar || Downoad ]| Upoxa
wheel will appear while the document is being st rom vizars || pownioaa | upioaa

|| WTest

submitted. If the document has a lot of contri-

] Document Name | June Submission
butions, expenditures, etc., the upload process F—— ‘ﬁ!‘m\h

. 752675b0-d297-4c91-8dd4-68:
may take a minute or two.

If you are ready o submit this file to the Fil

please e-sign the document by en

. To Upload a document, click the Upload button password b

Password I .........

beside the document name you are uploading.
Click the Choose File button to select a file from

Submit

your computer and then name the document.

Click the check the submission clause checkbox. Click the Submit Ea Sy Jote®

button when you are ready to upload your document.
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Candidates/Committees  sally summers v

11. The My Submissions tab displays the history for

| News | FileReports | My submissions | Filing schedule | Fines/Fees | user access |

all of the Candidate/Committee documents.

All of your Filings are listed here. This li§t includes those that you have completed and all filings that you are currently editing.

Documents can be amended by C|ICkIng on the . 2 ‘ ‘S(xtus ‘Dn(T“pe ‘Dn(Name ‘Dn( Date ‘Crealed Submitted Acc/Rej
ca cTa 05/17/2017 05/17/2017 05/17/2017
" B
Amend button. If you start a document and : 0 0 . R
Save it—Edit and Delete will be an option. Click : Amend “‘f"](_‘m A 04/07/2017 04/07/2017 04/07/2017 04/07/2017
. . Amend CTA CTA FINAL 04/07/2017 04/07/2017 04/07/2017 04/07/2017
Edit beside the document you want to work R
y ;D:k et Amend CTA CTA Frank 04/07/2017 04/07/2017 04/07/2017 04/12/2017
0 n . ;:(ETg e Amend COH COH 04/07/2017 04/07/2017 04/07/2017 04/07/2017
12 The Filing Schedule tab displays any due dates Amend IcTA lary 04/07/2017 04/07/2017 04/07/2017 04/07/2017
pertainlng to requ|red documents, idate Amend acTa ACTA2 04/07/2017 04/07/2017 04/07/2017 04/07/2017
Amend cTA CTAZ 04/07/2017 04/07/2017 04/07/2017 04/07/2017
13. The Fines/Fees tab displays the history of any -
. My Candidates/Committees sally summers v -

assessed fines/fees and any corresponding Pay-
ments or Credits. This is N/A for Sandy City.
14. The User Access tab allows you to control Ac-

[ News H File Reports | My Submissions H Filing Schedule H Fines/Fess H User Access

The Riling Schedule for all required documents is displayedbelow.
Days Until Next Filing: @) davs
L

‘ Due Date \ ‘ Document

lzns o JCoH

count Manager access to your account. Click on  [stnane

lly

the Add Account Manager button to add an o ome: @
account manager. Enter the email address of e,
ty, State Zip:
the account manager you are adding. Then e
pxt report due: @) days
complete the data fields and click the Add
button. Click on the Remove Access button =
next to an Account Manager's name to re- | My Candidates/Committees <oy summer= X —
voke access to an account. (NOTE If the | News | File Reports || My submissions | Filing Schedule | FinesfFess | User Access |
. . X Al of your Fines, Fees and Payments are displayed here. If there is 2 balance owed it will be displayed on the public search site
person already exist in the system—you will = = [Frnsactih [pammen: -
get a notice that says the email is already _—" | it to iy
registered. You will need to contact your e @
. . Last Name:
Election Office to get them to add the per- Summers
Address:
son as your Account Manager.) 5678 Johns Cresk Road
City, State Zip:
Fort Worth, TX 76105
Next report due: €T davs
Candidates/Committees. s summers
Newi | PlaRepadti | My Subsuimeni | Filieg Scheduls | PRaiTeE | Ui locen
Account Mansgers
A Aceousnt Manace
B /: Bl Adsiorss:
=5 e Y e I

ihath e smaplianch fom

o f LR LR
smveisted g com
o Creek Raad
e Digs:
h, TX M08
57 - T
R, e et e
e e o e e
daby
4t 1o
a iy
P R — . et
b T

Easy ‘Ate@
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15. To update or edit your Account Manager infor- Dallas County o
\ Dallas, TX 75207 - ~ lelcome Kristin
mation, click on your name in the top right cor- 213300
ner where your name appears after the word - _
“ ” ) X }.“My Candidates/Committees  kristin Arrowood
Welcome”. To update or edit the candidate/ e i o | o
ave | Fvapans |y submisios | ing sttt | riefrees | eerpeces .
committee information, click on the Edit Candi- e e e [ [ [ty | i
date button at the bottom left side of the page. (] e g
16. To reset your password or if you have forgotten || [mre
your password for access to the Campaign Fi- o
Address:
H H ereford Lane
nance website, click on the Forgot Password? o
. . Dallas, TX 45896
button, on the login screen. In the next window, || e wort e g cas
enter the email address associated with your
Edit Candidate
account and click the Reset button. A password
reset code will be sent by either a text message
or email. Enter that code into the Password
Reset Code field and then enter your new pass-
word. You will need to type the new password
into two separate fields to help avoid any typ-
ing errors, then click the Reset button.
Step & Reset Password
Enter your email address ond click
the Reset button,
cast button @ Email Address
[ -
gf, Login A
-l
- Reset Password
Email Address .
ep
CFeasyvote@gmail.com An email or text message will be \‘Password Reset Code
sent to you with a code to change
Password your password,
New Password

Login |

[
i Step 3:

Forgot Password?

enter your new password on the
second line and ogain on the third
line to confirm the new password,

Enter the code on the first line. Then,

Confirm New Password

/

Reset

17.

To Amend a document you must go under the
My Submissions tab and click AMEND next to
the document you wish to amend. By doing this
the wizard brings in all the data from the last
report you filed and you will only have to make
your corrects and resubmit the document.

}.J My Candidates/Committees sl summers

| ews | e Reports | my submissions | Fiing schedule | Fines/Fees | user Access |

Al of your Filings are listed here. This i includes those that you have completed and all fiings that you are currently editing.

] T'sas [oociame [owcoss | s

‘Submitted

Acc/Re)

Touctpe
1

First Name: cn
sally B :G
Last Name: Amend A A

Summers
Address:
5678 Johns Creek Road

05/17/2017 05/17/2017

04/12/2017 04/12/2017

04/07/2017 04/07/2017

Amend T CTA FINAL 04/07/2017 04/07/2017

Gty Amend T CTA Frank 04/07/2017 04/07/2017

Fort Worth, TX 76105

Amend
Net report due: @F)) davs

04/07/2017 04/07/2017

Amend 04/07/2017 04/07/2017

Edit Candidate Amend 04/07/2017 04/07/2017

Amend 04/07/2017 04/07/2017

DRDEPpDDE

05/17/2017

04/12/2017

04/07/2017

04/07/2017

04/07/2017

04/07/2017

04/07/2017

04/07/2017

04/07/2017

04/07/2017

04/07/2017

04/12/2017

04/07/2017

04/07/2017

04/07/2017

04/07/2017

Easy ‘Ate@



