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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Introduction

The Board of Elections (“BOE”) has produced this manual to assist candidates,
officeholders and committees with electronic filing of campaign finance reports via
the Electronic Reporting and Tracking System (“ERTS").

If you have any problems or questions not resolved by this manual, please call a
member of the campaign staff at (401) 222-2345; meet with a member of the
campaign finance staff in person; or e-mail the Board at
campaignfinance@elections.ri.qov.

NOTICE

Recordkeeping Requirement
R.I.G.L 17-25-11.1

It is required that you keep and maintain all receipts, records, and supporting
documentation of all transactions for 4 years. ERTS is not intended as a proof of
transaction should you need it for auditing or other purposes.

It is highly recommended that when you file a report through ERTS you click the “Click
here to view report” option and print a paper copy of your filing for your own records.

ERTS USER MANUAL 4 JUNE 2006
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STATE OF RHODE ISLAND

Getting Around in ERTS

Whenever you login to ERTS you will start at the Organization Overview screen

Click on the

seen below:

Your campaign name will be displayed here

; https://secure2.ricampaignfinance.com;/rhodelslandcf/ Candid>ce/Candidateworkspace_a.aspx - Microsoft Intel

BOARD OF ELECTIONS

File Edit ‘iew Favorites Tools Help

/

=121 %]

“Help with - = =
- = 0=+ 9 at @/ @ @ @ | B 3 . A
" Back, Farwatd Stop Refresh  Home Sear Favorites  Media Histary il Prink Edit Discuss  jefSpell
IS page
link to Address |’€'] https:j,l’securez.ricampaignfinance.cnm;’rhndelslap!cf,l’candidate,icandidatewnrkspace_a.aspx /j ] | Links | Go SIE - I >
access =

instructions

about the

page.

et Organization Overview

Welcome back: JOHH @ CAHDIDATE Last Login: May 13 2005 10:05AM
Help with this page Log Off | o TTEge)

Overview ‘*

Horme

|Account Status

Rhode Island Menu

Eoard of Elections Totals

teme Fage Ending Balance as of 03/31:2005 $870.23
Genersl Informztion  |Pending Contributions $0.00
View Filed Reports Pending Expenditures $0.00
User Login . .

|Transact|on History
Search
- Filings. Transaction Type Year to Date Totals
- Contributions Contributi $4,645.00

- Expendituras [Expenditures | $974.77|

Contact Us

Campaign Finsnce Repor-ts Due

Reports due, as scheduled by the BOE,
are displayed here Report Status.

Navigation Tabs (Figure 1)

Home
Report Type Due Date Report Status Date Filed
Eorms; 2005 On-Going Guarterly (2nd) 07 13002005 File
LChange Pin 2005 On-Going Quarterly (3rd) 10/30/2005 N File
2005 Orling Guarterly (dth) 01 13002006 * File
\ | 1
Board Actions (Fines and Violations)
Descriptinn Yiolation Date Violation Description Violation Balance
Open Late Filing “iolation
[Open \ [11/30,/2004 |Cate Filing Violation | [s49.00 [ _
1 1 =
1 1 f—
[& [ 15 [ mtemet
Screenshot 1 - Organization Overview

A report not filed by its Due Date will have a Past Due

The Navigation Tabs are the primary way to access most areas within ERTS. From the
Navigation Tabs you may access key areas of ERTS.

Your last login date is displayed here

Loq off

Navigation
Tabs

Due rview

ERTS USER MANUAL 5
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Navigation Buttons

Use this button to return to the previous screen. It is recommended that you use this
button instead of the Back button on your Web browser.

Use to add a new contribution or expenditure

Use to find a contribution or expenditure that you have already submitted.

Use to search for an existing donor from a contribution or an existing payee from
expenditure.

Use to submit information to ERTS.

Ty

ERTS USER MANUAL 6 JUNE 2006




STATE OF RHODE ISLAND

Organization Overview Page

BOARD OF ELECTIONS

Every user begins in the Organization Overview area. There are four main sections of the

Overview area:

Account Status (see Screenshot 2)
Information contained in this section includes:

e Ending Cash Balance: the ending cash balance of the most recent report

received by the BOE.

e Pending Contributions: total contributions entered into ERTS, but whose

scheduled report has not been filed.

e Pending Expenditures: the total expenditures entered into ERTS, but whose

schedule report has not been filed.

Transaction History (see Screenshot 2)
Information in this section includes:

e Contributions: the total of all contributions entered into ERTS for reports that

have been “Received by the BOE” during the calendar year.

e Expenditures: the total of all expenditures entered into ERTS for reports that

have been “Received by the BOE” during the calendar year.

/3 https:/ /secure2.ricampaignfinance.com;rhodelslandcf/Candidate/Candidateworkspace_a.aspx - Microsoft Interne

Eile Edit Wew Favorites Tools Help

=181
[ |

T A B

Back Forward Stop Refresh  Home

a @ @ @

Search Favorites Media  History

B- &5 B 0 H ¥

Iail Print Edit Discuss  ieSpell

Address [&] https jjsecure?. ricampsignfinance. comjrhodslslandcfjCanddate Candidateworkspace_a.aspx

j e ‘L\nks &

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Organization Overview
‘Welcome back: JOHH Q CAHDIDATE Last Login: Apr 14 2005 8:28AM

Help with this psge Leg Off | v 152 (stags

Overview

Account
Status
— Section

Cortact Us

I

| — Totals

Rhode Island Menu |Acc°unt Status

Home Page Ending Balance as of 12/31/2004 $0.00

Genersl Informztion  |Pending Contributions $0.00

\iew Filed Reports  LPending Expenditures $0.00 Tran Saction
User Login . . .

— |Transact|on History < History

o .

- Filings Transaction Type Year to Date Totals Section
- Lontribufions Contributions $0.00

- Expenditures |Es|pendi(ures | 50.00'

Report Type Due Date Report Status Date Filed
Ferme 201015 On-Going Quarterly (1st) 04/30/2005 File Totals
Change Fin 2005 On-Going Quarterly (2nd) 0713012005 File
2005 On-Going Guarterty (3rd) [10/30/2005 File
2005 On-Going Guarterly (4th) 01 /30°2006 File
7
[
&) pone [ [ & [ trtemet
Screenshot 2 - Organization Overview
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STATE OF RHODE ISLAND

/A https:/ /secure2 ricampaignfinance.com/RhodelslandCF /Candidate /ContributionWorkPage.aspx - Microsoft Internel

=181 x|

File Edt Wew Favortes Tools Help

0 @ B @ | @ @ @ @ | B & = H 0w

BOARD OF ELECTIONS

Back Farward Stop Refresh  Home Search Favorites Media  Histary il PYink Edit Discuss  izSpell
Address I@ https: fisecure2. ricampaignfinance . com/RhodelslandCF/Candidate/ContributionvarkPage. aspx j @Gu | Links >
b N - N =
w Organization Overview &l
‘Welcome back: JOHH Q CAHDIDATE Last Login: Apr 15 2005 8:19AM
Help with this page Log Off | v 1.5.2(stage)
R Rhode Island Menu |A‘:c‘.‘""r.|t Status
eports Bozrd of Elections Totals
Due Home Page Ending Balance as of 12/31:2004 $0.00]
Section General Information  [Pending Contributions $1,345.00
e — [Pending Expenditures $974LTT
¢ Login . .
|Transact|on History
Search
- Hilings Transaction Type Year to Date Totals
- Contributions Contributions $0.00 —
RepOFt\ - Expenditires ‘IBQenditures | $[l.llll|
Ty pe Contact Us
Campaigrfiasnc: |Repor‘ts Due
Home
= Report Type Due Date Report Status Date Filed
SRS 2005 On-Gaing Guarterly (st) 0413002005 [File
X . Ehange Fin 2005 On-Going Quarterly (2nd) 0713072005 [File
VIOIatIO n 2005 On-Going Guarterly (3rd) [10/30/2005 IFile Report
Date \ 2005 On-Going Quarterly (4th) 01/30:2008 4 [Eile Due
Date
Violation Violation Balance
Description — — Fine
=l Amotunts

&

EE T

Screenshot 3 — Organization Overview

Reports Due (see Screenshot 3)
Information in this section includes:

Report Type: reports scheduled by the BOE

Due Date: the date by which a report must be filed through ERTS.
Report Status: indicates whether the report is past due or rejected.
Date Filed: this field is blank since the report has not been filed.

To view filings received by the BOE, look under the Filings tab.

ERTS USER MANUAL 8
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Board Actions (see Fig. 3)
Information in this section includes:

e Description: indicates whether a fine or penalty assessed by the BOE is open,
paid, revoked or suspended.

e Violation Date: the effective date of the BOE action.

e Violation Description: a description of the BOE action.

e Violation Balance: the current outstanding balance of the fine or penalty.

ERTS USER MANUAL 9 JUNE 2006




STATE OF RHODE ISLAND BOARD OF ELECTIONS

Contributions

Clicking on the Contributions tab brings you to the Contributions section of ERTS. This is
where you enter and manage all contributions received by your organization.

a https:/ /secure2.ricampaignfinance.com/rhodelslandclf/Candidate /Candidateworkspace_a.aspx - Microsoft Internek == ﬂ
File Edit W¥iew Favorites Tools Help |
e o= D at QA @ @ @ B 3 e
Back Farward Stop Refresh  Home Search Favotites  Media Hiskary Mail Print Edit. Discuss  ieSpell
Address Iﬂj https:{{secureZ ricampaignfinance, com{rhodelslandcf{Candidate/Candidateworkspace_a. aspx j @Gn | Lirks **
Contributions State of Rhode Island and Providence Plantations
Tab f Campaign Finance Electronic Reporting & Tracking System (ERTS)
~
Contribution Administration Add a
Welcome back: JOHH O CAHDIDATE Last Login: Apr 15 2005 9:14AM CO n [r| b ut | on
Help wi i Log Off |v1.5.2 (stage)
Contributions .
Find
Contribution
Rivode Isfand Menu_|CONtribution History (10 most recent Contributions)
Bosrd of Elections m
Home Page 10 Most
) 0 0 De Da 0 oh Amo
General Information s |5 1 JOMES  [Incividual 0311572005 300.00(Edit Recent
igw Filed Reports  [JOHM & CANDIDATE [Laan Proceeds 0z 5208 < $500.00|Edit Confributions
Geerliogin tggregate - Individusl (0340772005 031072005 §370.00|Edit
oomren JJAME JOMES Inclivicual 0271972005 $125.00|Edit
~ Filings R, JOHN 1. SMITH  [Inciivicual 0141272008 $50.00(Edit
. - Gontributions .
Click Here to | - expsrditra |Donor Maintenance Edita
Enter the Contact Us Contribution
By entering the Donor Maintenance area, you s the user will have the sbilty to search for a donor and to fix any information that is
Donor Campsign Finance  stored about the selected donor
Maintenance | teme >
. Update a Donor
Section Eorms
Change Pin
|&] Done ,_ ’_ ’—g # Internet

Screenshot 4

Contributions History (see Screenshot 4)
This section allows you to view up to the last 10 contributions entered into ERTS, add new
contributions and find and edit contributions already entered into ERTS.

e Donor: Name of the donor (if applicable).

e Contribution Type: The type of contribution received, such as Individual, Party,
PAC, etc.

e Contribution Date: The date the contribution was received by the duly
appointed campaign treasurer or deputy treasurer.

e Deposit Date: The date the contribution was deposited into a campaign account.

e Contribution Amount: The amount of the contribution.

e Edit: The link allows the editing of contribution information for the last 10

ERTS USER MANUAL

contributions entered into ERTS.
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Add a New Contribution-General Information (see Screenshot 5)
To add a new contribution into ERTS:

1.

2.

click on the Add button in the Contributions History section (see Screenshot 4), which
brings you to the Contribution Entry page. (see Screenshot 5).

locate the Contribution Type selection box in the Contribution area and select a
contribution type from the drop down list.

Note: The contribution type “Individual” is the default setting in ERTS. (see Screenshot 6)
Selecting a different contribution type from the drop down list will cause the page to
automatically reload to reflect the relevant and required fields for that particular
contribution type.

Enter the required Contribution information.

Enter the donor's Last Name, PAC name or Party Committee name in the Donor
Information area.

Click on the Search button.

a. if Donor Information is already stored in ERTS, select correct name.

b. If Donor Information is
vuuUuvuvvUUvUvUUUUUUUUUUUvUUUUUUUUUUUUUUUUUUUUUuuuu
vuuvuuvvvUUvUvUUUvVUUVVUUVUVUUVVUUUUUUUUUUUUUUUUUuuuu
vuuuvuyvuUUyvUvUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUuuuu
vvuvuuvvvUUyvUvUUUVUUVVUUVVUUVVUUUVUUUUUUUUUUUUUUuuuu
vuuUuvuvvUUvUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUuuuu
vvyvuvuvvvUUyvUvUUUVUUVUUUVVUUVVUUUUUUUUUUUUUUUUUuuuu
vuuuuvuUUvUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUuuuu
vvuvuvuvyvUUyvUvUUUVUUVUUUUUVUUVUUUUUUUUVUUUUUUUUUUuuuu
UUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUUNot already stored
in ERTS, enter all required Donor Information and Employer Information (if
Contribution Type = Individual)

Note: ERTS stores Donor Information for all political action committees (PACs) and
state and municipal party committees registered in Rhode Island. ERTS stores
Donor Information for individual donors to a particular organization once the
information is entered initially by said organization.

6. Click Submit button to save contribution in ERTS.

7.

Repeat steps 1-6 to continue data entry of contributions received.

8. Click on the Return button to go back to the Contribution Administration page.

ERTS USER MANUAL 11 JUNE 2006




STATE OF RHODE ISLAND

Contribution
Type

Click here to
save
contribution
in ERTS

BOARD OF ELECTIONS

|Contribution

* Required
= Fecommended

"~
==

/VQm
Search for the

Contribution Type * Frﬁr%?épgﬁ?ﬁi) % ?rﬁr?‘n?c?gﬁ?ﬁ;j Transaction Type *  Contribution Amount *
Incliviclusl A4 Check v b A
Cortribution Explanstion |:| Submit for Matching Public Funds?
[Lock info
|:| Previous Agaregate
|Dun0rhﬁ0rmaﬁ0n
Prefix: First Mame: * hll: Last Mame: * Sutfix /
Addresst: **
Adddress
City: *# State: # Tipx
[Lock Daner Infa
Employer Information
Mame; ** /
Addressl; =
Address2:
City: ** State: ** Tip

donor

]

Screenshot 5 - Contribution Entry page

Enter

specific
Information

about the
contribution
here

Enter

required
information

about the
donor here

Enter

//////// required
information

about the

donor’s

employer
here

Click here to
//////// cancel entry

of the
contribution

NOTE: It is important that you utilize the Search feature whenever adding contributions in
order to maintain an accurate donor database and to ensure compliance with annual

contribution limits.

annual contribution limit set by Rhode Island’s campaign finance laws.

ERTS USER MANUAL
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Contribution Type (see Screenshot 6)
Before adding a new contribution, you must select the appropriate Contribution Type from
the drop down list in the Contribution area of the Contribution Entry page. The following

contribution types are available for you to select: o
icontribution Type *

Indlivicusal

Indivicusl
Aggregate - Individual
Aggregate - PAC
Anggregate - Party
pac

Party

Loan Proceeds
In-Kind - Individual
In-ind - Party
Im-Kind - PAC
Interest Received

Y
il
il
il
.
o

3
Buat] 08 B @ || M 0| e o [T | NFTSEI IS0

Screenshot 6 — Add a Contribution Screen

*Note, in addition to the selections above, you may also choose Refund/Rebate, Other
Receipt, or Matching Public Funds as contribution types (these choices are not displayed
above).

If you leave a required field blank, the contribution will not be accepted. You will
receive a warning message in red text indicating which required fields you failed to
correctly enter information into.

ERTS USER MANUAL 13 JUNE 2006




STATE OF RHODE ISLAND BOARD OF ELECTIONS

Donor Maintenance (see Screenshot 7)
To update or add Personal or Employment Information for an individual donor previously
entered into ERTS by an organization:

1. Proceed to the Donor Maintenance area located under the Contributions tab on
the Contribution Administration page (see Screenshot 7)
2. Click on Update a Donor link, which brings the user to Donor/Payee Update page

(see Screenshot 8)

2} https: Hsecure2. ricampaignfinance.com/rhodelslandcf/Candidate/ExpenditureWorkPage.aspx - Microsoft Internet Explorer EHE|E‘
o

File Edt View Favorites Tools Help i

. -~ i ¥
@Back Y lﬂ @ l\l 7 ) Search ‘\::{Favoritas ‘3 T _I ‘;‘

Address ‘@1 https:/jsecure ricampaignfinance, com/rhodelslandcf fCandidate/ExpenditureiorkPage, aspsx v‘ Go | Links >

. . Contribution
State of Rhode Island and Providence Plantations .. .
Campaign Finance Electronic RW Ad min IStI’a'[I on page
Contribution Administration
Welcome back: Richard E Thornton on behalf of JOHH ( CAHDIDATE Last Login: Sep 15 2005 $:41AM - .
Contributions tab

Help with this page My BOE Homepage Log Ot | v 1.5.4 (stage

Contribmions

|Cc-ntribution History (10 most recent Contributions)

Board of Elsctions m

Home Pane

fl

Danor Contribution Type Contribution Date Deposit Date Contribution Amount
General Information  \RoGER WILLIAMS  Indbidual 2112005 $300.00Edit
Mew Filed Reports  IMS. LISA K JONES  [Inclividual 0341502005 $300.00|Edit
lser Login [JCHN @ CANDIDATE  [Loan Proceeds n2i 02005 $300.00[Edit
Search Sgoregate - Incividual 030772005 030772005 $370.00 Edit
| Filinas [ 14NE JONES Incividual 02192005 125.00|Edit
- Contributions bR JOHR B SMITH  {Inclividual 01 M 262005 55000 Edit
- Expenditures .
— Donor Maintenance
ortact Us .
cerzele] [Donor Maintenance <@
Campaign Finance area
=ampsian Ananes By entering the Donar Mairtenance area, you as the user will have the ahilty to search for a donor and to fix any information that is
Home stored shout the selected donor.
Forms
Update a Danar
Chiangs Pin i
@1 é ‘ Inkernet

I
f Sl LetterTracking.«ls 4 Groupiise - Malbox f ] ERTS User Manual Dr .. 3 hitps: g2.ticam.., &)i: & 229PM
"

Screenshot 7-Donor Maintenance

Update a
Donor
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STATE OF RHODE ISLAND

7] https://secure2.ricampaignfinance.com/rhodeIslandcf,/Candidate /ContributionWorkPage.aspx - Micrasoft Internet Explorer

Elle Edit Yew Favorites Tools Help

@« = @ fat ke B 4 =# EH ¥
Back Forward Skap Refresh  Home Search Favortes  Media  History Mail Print Edit Discuss  igSpell

Address [€] https:jsecurez ricampaianfinance. comjrhodelslandcf/Candidate /ContributionWorkPage. aspx

G ign Finance i

State of Rhode Island and Providence Plantations
ic R

x| P |Links &

Donor/Payee Update
‘Welcomne back: JOHH O CANDIDATE
Help with this page

Record Type: @ Ingividual 7 Organization

|Persona| Information

ing & Tracking System (ERTS) —

Last Login: Apr 19 2005 12:57PM
Log Off |v1.5.2 (stage)

BOARD OF ELECTIONS

Donor/Payee
Update page

Last Name

Rhade Island Menu

Screenshot 8 - Donor/Payee Update Page/Search for donor individual

Prefix  First Name M Last Namek T
Bosrd of Elections I I I JOMNES l—
Home Psge
Genersl inarmation 49esst |
wiew Filed Reports  Address |
User Login City State Tip
Search
- Filings
- Contributions. |Emp|oyer Information
es

Employer T
Cortact Us e
Campaign Finanece i’;s‘@;’z
[Home) Employer
— Address2

Employer l— Stah l— Emplayer l—
Chanage Fin City ® Iip

Contribution Home :l
T
@ {Click here to search For an existing Danor or Péyea}E’— D inemnet

3. Click the appropriate Record Type: Individual or Organization
a. For Individual, enter the donor’'s last nhame into the Last Name field. (see

Screenshot 8)

b. For Organization, enter Organization Name. (see Screenshot 9)
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[BEE

A hitps:/isecure?. ricampaignfinance.com/rhodelslandcf/Candidate/onorUpdate.aspx?Page-Contributio - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qoacc - () - =] (& (D Osewen Fipravontes &) (- 2 LJ3

firess (€] hetps:jsecure2 ricampaignfinance. comfthodelslandcF/Candidate/DonorUpdate aspx?Pags=ContribUtion

>

v B ks *

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Donor/Payee Update
‘Welcome back: Richard E Thornton on behalf of JOHH 0 CANDIDATE
Iy BOE Homepage

Last Login: Sep 15 2005 9:41AM

Help with this page Log 0t |v1.54 (stage)

Record Type: O inclividual & Organization

|Persona| Information

BOARD OF ELECTIONS

Organization

Rhaode Island Menu Organization MName

—

Address] [ |

Eoard of Elections
Home Page

General Infor mation

View Filed Reports  AddressZ [

User Login city Iip l:l
Search

- Filings

- Corntributions

- Expenditures

Contact Us

Contribution Home

Campzign Finance
Home

&) S @ mmeemet
rpe— ;

Y LetterTracking.xls 3§ ERTS User Manual Dr...

2 https

"J-f‘ 3z PM

Name field

Search ERTS

Screenshot 9-Search for donor organization

for donor
name match

4. Click Search.

a. For Record Type: Individual, the names of all individual donors previously
entered into ERTS by the user’'s organization will be searched and any
matches will be displayed in the Search Results area. (see Screenshot 10).

b. For Record Type: Organization, the names of all organization payees (i.e. for
Interest Received and Refunds/Rebates) previously entered into ERTS by the
user’s organization will be searched and any matches will be displayed in the

Search Results area. (see Screenshot 11).

=181

T ktgins S re D rie asvgaignlae e rhode DLl | asdidat e, Tuorsorljdate, o Page = Contributio - Microselt Tntesmet Bxp

Ble Edt Yew Fpottes Jook  Help

- T - | 49 @ @ @ B & = H %
Bk, A g g Refresh  rome Search Favorites Meda  Hstory Hal Prt E Dmoss  edped |
i agperotkibation B
a3k reh N pAGE Log % |v 152 {stage) I |
|F'lrsnr|al Information
(— M s —
n  Aadress] |
Yo Fed Secunty  Address? |
Usas Loain ity ,7 Tabe |_ W |—
Eapech
Bl
- Eomingon |Employer Information
Contael Us e
. e T we (— i atll I — .
e " Click on the
== name of the
W [seenres donor to update
Search Results area 1 Cluss information
1:' Full Huv' n-:c-nl Date |Address C-'w.SIu Employer Hame
;aese ;::vt |b$|.n\.:\;msi PREVIDENGE, B 02505 WATERYIEW RESTURALNT | =
EJM I ﬂ.nm =
Screenshot 10 — Search Results for Individual donor
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<3 https:Hsecure?. ricampaignfinance.com/RhodelslandCF/Candidate/DonorUpdate.aspx?Page=Contributio - Microsoft Internet Explorer

BOARD OF ELECTIONS

File Edt View Favorites Tools Help

A A i . D 1
Q- © MEG P forow @ -5 B [J B
@ https:fisecureZ ricampaignfinance com/RhodelslandCF/Candidate/DonarUpdate. aspx?Page=Cantribution

Address v

Gn

w e of Rhode Island and Prowidence Plantations

Campaign Finance Electronic Reporting & Tracking System (ERTS)

Donor/Payee Update
Welcome back: Richard E Thornten on behalf of JOHN O CANDIDATE
Iy BOE Homepage

Last Login: Sep 15 2005 $:41AM

Help with this page Log Off |v 154 (stage)

Recard Type: O inglivicual &) Organization

e/

Rhode Island Menu
Board of Elections
Home Page

|Persona| Information

Organization Name

BT

Address! ‘ |

Genersl Infor mation

View Filed Reparts  Adtress2 [ |

User Login ciy I l:l
Search

- Filings

- Contributions

- Expenditures

Search
Result area

Contzet Us

ign Finance
Home earch Results

Forms

Change Pin

FuII Name

76554 BLACKETONS
76366 BANK ONE

Record Cate |Address
Current
Current

City,ST,Zip Employer Name

TE9 FINANCIAL WAY  PROVIDENCE, RI 02903

Erdie

Links >
Click on the
name of the
donor to
update
information

2 @ ntemet

R

Screenshot 11-Search results for Organization payee

5. Click on the name of the individual donor or organization payee to update/fix.

6. Update the individual donor’'s (see Screenshot 12) or organization payee’s

Screenshot 12.1) information.

T hitps:/ (secure ricampalgnlinance com/ rhodelslandcl /T andidate DonorUpdate. aspuiPage =Contributio - Microsolt Tntermet Exp

=izl
De G ¥ew Fpotes [wok ben B
.90 B 4| a @ @ @ | B I = H %
Stop Refresh  Home Search Favorkes Meda  Hatery L Prirk E Desoss  eSpel
P ————— | @ee |k
DaonoriPayee Update |
L p—p——— Last Login: Ape 13 2008 12:500M
Halg ssth thig caas Log O v 1532 (stage)
Fineird Ty s T Qrganizason
|Persuna| Infarmation
- Last Narme St
F roves —
Update Personal
and/or Employer o
Information er Information
Camcaion finaoce e [PRATERVNY R TURALNT
:!ul In‘-{\ I 2 SEASTELAE
— S |
Lo [ESTOR e F— [l
|| prew sewcn] Consrouion ome |
H H IOrganIzatlun Change Histery
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Screenshot 12 — Update Individual Donor Information
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2 https:/fsecure?. ricampaignfinance.com/RhodelslandCF/Candidate/DonorUpdate. aspx?Page~Contributio - Microsoft Internet Explorer
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Address |§1 https:/isecure2 ricampaignfinance, comRhodelslandCF/CandidateiDonorUpdate, aspx?Page=Contribution V| G0 Links 2

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Donor/Payee Update
‘Welcome back: Richard E Thornton on hehalf of JOHH @ CANDIDATE Last Login: Sep 15 2005 $:41AM
Help with this page My BOE Homepage Log Off | w154 (stage)
Record Type: Ohincividual @ Organization

|Persuna| Information

Riiode Island Menu Update

Qrganization Name - .
Board of Elections Ol‘ganlzatlon
Home Fag .
s e Information
Beneral Information #0855 ‘

View Filed Reports  Address2 [ |

s e [ S —

Search

- Filings
- Cortributions
- Expenditures

St - ) oS ¢]1e ] o 'S (VI o] Contnion foms |

Campsign Finance

Home save changes

Forms

Change Fin

@'] é ' Inkernet

\
| LetterTracking s 4 Grn 02 |l ErTS User Manwal Or.. by ficam... &L 1m0 an
v

Screenshot-12.1-Update Organization Payee Information

7. Click Fix at the bottom-left of the screen to save any changes. (Note: you will be
returned to the Contribution Administration page.)

Add a Contribution-Political Action Committee (PAC) or Political Party Committee
When adding a contribution from a PAC or Party:

1. Go to the Contribution Administration page located under the Contributions tab.

2. Click on the Add button in the Contribution History area.

3. Select Contribution Type = PAC or Party from the drop down list located in the
Contribution area of the Contribution Entry page. The page will automatically
refresh, bringing the user to the correct data entry screen.

4. Enter complete contribution information.

5. In the Donor Information area, enter the name of the PAC or Party or a Key #, if
known.

6. Click on the Search button. (see Screenshot 13)

Note: The correct names and addresses of all PACs and Parties registered in Rl are
stored in ERTS. Entering the PAC or Party name incorrectly will yield no results from
the search. If the user has difficulty locating a PAC or Party stored in ERTS, enter
only the first word in the PAC’s or Party’s name, or a portion thereof, or use the
symbol “%” as a wildcard before or after a word contained in the PAC or Party name.
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7. Click on the appropriate PAC name from the search results. (see Screenshot 13)
8. Click on the Submit button to save the entry in ERTS.

Select PAC or

Party as Enter
Contribution Type ibuti * Required contribution
YPe |[Contribution sRecominged v <o
. N Receipt Date Deposit Date . N . .
Contribution Type Cmmidd Ay * ey Transaction Type Contribution Amount
P w 03032005 03032005 Check w g [0
Contribution Explanstion [ submit for Matching Puklic Funds? Enter donor
[Jprevious Agorecate PAC name
and click
Search

From the search
results, click on |Danar Infarmation
the name of the

appropriate PAC Mame * RI DEMTAL Key
donor PAC 4 Qm
\Lﬁy
273 Rl DEMTAL PALC 200 CEMTERYILLE ROAD VWWARWICHK, RI 02356

| Return

Screenshot 13-Contribution Entry page for a PAC

Contribution **:Rec;rﬁrﬁggidrgg

Cortribution Type * (R;;?é%tﬁ?ﬁi) = ?rﬁr?'l?ggf\?ﬁ?’) Tranzaction Type *  Contribution &mount *

PAC w 030032005 030032005 Check “ 250

Cortribution Explanation |:| Submit for Matching Public Funds?
[previous Agoregate

Donor Information

PAC Mame * RIDENTAL PAC

Click Submit button to
/ save entry into ERTS
| suome| | Rewrn |

Screenshot 13.1-Submit registered PAC/Party contribution
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9. Click on the Submit button to save the entry in ERTS. (see Screenshot 13.1)

10. If the search for a PAC or Party name ultimately yields no results, complete all
appropriate fields in the Donor Information area and click the Add as new
PAC/Party link. (see Screenshot 14)

11. Click on the Submit button to save the entry in ERTS. (see Screenshot 14.1)

Note: Accepting a contribution from a PAC or Party not registered in RI is not
allowed under RI campaign finance law. Generally speaking, if the user adds a new
PAC or Party, either the original search was not comprehensive enough, or a
contribution was received from an illegal source and must be returned to the donor.

Contribution DR ot
Contribution Type * (Rfﬁf?'lili%tﬁ?ﬁ‘f’:l * Efﬁg?jgﬁ?&?ﬁ) Tranzaction Type *  Contribution Amourt *
PAC ~ OFG2005 03032005 Check v|  §[200
Cortribwtion Explanstion [ sSukmit far Matching Public Funds?
|:| Previous Sgdregate
Donor Information
PAC Mame * RESTALRANT QWWMERS Key Enter
Address: * < Comp|ete
Address2: Donor
City: = State: = i Information
Sorry, there were no matches to the criteria you provided
Add as new PACPart
/ Screenshot 14-Add as new PAC/Party
No results Click on “Add as
returned on search new PAC/Party”
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Contribution DO
Coartribution Type * [Rr:r%%%ti\?ﬁ;) + ?gﬁ?ﬁgﬁ?ﬁzj Transaction Type *  Contribution Amourt *
PAC w 030362005 03/03/2005 Check - § 200
Contribution Explanation |:| Subimit for Matching Public Funds?
|:| Previous Agoregsate
Donor Information
PAC Mame * RESTAURANT OWHERS
Addressl; * 200 OAK DRIVE
Address2:
City: = PROVIDENCE  State: * R1Zip:02903
Click Submit
/ to save entry
== nERTS Creurn
Screenshot 14.1-Submit new PAC/Party
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Find a Contribution
A user may need to find a contribution previously entered into ERTS to:
¢ Update entry
¢ Delete entry
¢ Return funds to the contributor
¢ Record contribution as unavailable due to Non-Sufficient Funds (NSF).

Searching ERTS for a contribution is done from the Contributions Administration page (see
Fig. 15). Click on the Find button to access the Contribution Update page (see Fig 13).

<} https://secure2.ricampaignfinance.com/rhodelslandcf/Candidate/Candidateworkspace_a.aspx - Microsoft Internet E -1 %]

Fle Edt Yew Favorites Tools Help ‘ =

« 0+ @ il Gd - 5 BRNE
Back Forward Stop Refresh Hame: Search Favorites  Media Histary: Mail Prink Edit Discuss ieSpel
Address [€] hetps:isecur defCandidate/C p— =l Pa ‘L\nks »

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Contribution Administration

‘Welcome back: JOHH O CAHDIDATE Last Login: Apr 22 2005 8:33AM . .
Help with this page Loa Off |1 52 (stage) Click Find to

Contribution
Administration
Paane

search for a
contribution

Rh sland Menu |Contribution History {10 most recent Contributions)

Board of Elections m

Home Page
Contribution Type Contribution Date Deposit Date Contribution Amount

Genersl Information  fys |5 1 JONES  |Inclivicual 03/ 512005 $300.00|Edit

\iew Filed Reports  [JOHH G CANDIDATE |Loan Proceeds p2r1512005 5500 00Edit

T [Aggregate - Individual _|03/07/2005 0307.2008 $370.00[Edit

[12E JOnES Ingivichsal ln2nes2005 $125.00 Edit

MR JOHM M. SMITH  |indivieual 0141252005 $50.00|Edit

|Donor Maintenance

By entering the Donor Maintenance area, you as the user wil have the shilty to search for a donor and to fix any information that is
e stored about the selecter donor

Update a Donor

@ EE T

Figure 15- Contribution Administration
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At the Contributions Update page, enter in the as much information about the contribution
as you know. For example, enter in the last name of the donor and/or the contribution

amount (see Fig. 16).

Ele Edt Wew Favorltes Tools Hslp

£ = (]
Refresh

Contribution

=) =

Update

Back  Forward | Stop Home | Search Favorites Meda  History Mail Print Edit  Discuss  ieSpell
Address [@] https:fsecure2.ri miRhodelsland CF/Candidake/ ContributionWorkPage. aspx = P |L|rvk5 »
: e Campaign Finance Electronic Reporting & Tracking System (ERTS) -

screen  TT—

Bosrd of Elections
Hame Page

Miew Filed Reports
User Login

Sesrch

- Filings

- Cortributions
- Expenditures

Cortact Us

Campaign Finance

Click Find e
Contribution —
to search \
[&] pone
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Rhode Island Menu

General Information

‘Welcome back: JOHN Q CANDIDATE

Help with this page

|contribution

Contribution Update

Last Login: Apr 22 2005 §:33AM

Log Of |V 152 (stage)

* Reguired
= Recommenied

Contribution Type

Receipt Date * Depost Date Transaction Type * Contribution Amourt *
[Please Seisct = [ Al

Cantribution Explanation

Transaction Number
|Donor Information
Prefix: First hizme: M Last Mame: Ttis:
| [SMITH

sddresst: |

sdress2 |

City | State: | Zip |

|Emp|oyer Information

Name: [

scresst: |

soress2 |
Ciy State: Iip

Find Contribution

L —

L—

23

[ @ nkermet

Fig. 16 — Contribution Update page

Enter in as
much
information
about the
Contribution as
you know. For
example, Last
Name & Amount
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The results for the search will appear at the top of the page (see Fig. 17). If no results are
displayed, try broadening your search by including less information, such as only the Last

Name.
contribution.

File Edt Wiew Favortes Tools  Help

A https:/ /secure2 ricampaignfinance.com/RhodelslandCF /Candidate /contributionchange.aspx - Microsoft Internet Explores

If the search yields results, click on one of the options shown to the right of the

. ) 2t Q Bh- 5 =
Back | Foard | Stop  Refresh  Home | Search Favorkss Meds  Hstory | Mal Pt Ede | Discuss  espel

Address |§] https:/{secure2 ricampaignfinance.

com/R hodelslandCF/Candidate/contributionchange. aspx

Contribution
search results

Help with this page

Ip [Ponor

Welcome back: JOHH Q CAHDIDATE

Name
4227 MR JON . o)

=] Peo [inks »

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Contribution Update Contribution

Last Login: Apr 22 2005 8:33AM | — OptIOI"IS to
Log 0ff | ¥152 (stage) Edit, Delete,

Return, or NSF

SMITH mMA22005 F5000M0  Update Delete Return MSF|
N : * Reguired
Contribution Recammendst
lons  Contribution Type Receipt Date * Deposit Date: Transaction Type * Contribution Amount *
ion |Plesse Select =] [ &l > § [5000
= Contrioution Explanation
Transaction Mumber

|Donor Information

Prefix

First hame:

Ml Last Mame: Sutfix:

I SMITH

= Addresst:

Address2:

City:

|Employer Information

Hame: |

Addresst: |

The options displayed are:

Delete:

NSF:
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E

Fig. 17 — Contribution search results

Update: Allows you to change details for the contribution.

Delete the contribution from ERTS.

Return: Used if you returned a contribution to a donor

Used when a contribution is returned for insufficient funds
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Updating a Contribution (See Fig. 18)

If you choose to update a contribution you searched for, click the Update link to be taken to
the Contribution Update page. Change any details of the contribution which need to be
changed. The only detail you cannot change is the Contribution Type. Once you are
finished, click Update Contribution.

= : * Reguired
|contribution SO
Cortribution Type Receipt Date * Depnsit Date  Transaction Type * Cortribution Amount *
14272005 Check L $ 50000
o ) <4——— Update the
Contribution Explansation contribution
[ submit for Matching Public Funds? details
Transaction Mumber
(Previous Aggregate Transaction)
Donor Information
Edit
Prefix: First Mame: hl: Last Mame: Suffix
MR. JOHH H. SMITH
Address1: 22 SOUTH MAIN 5T
Address2:
City: PROVIDENCE State: Rl Fip 02504
Click Update Employer Information
Contribution Mame: NARRAGANSETT PRINTING
when finished Address1: 456 CENTRAL AVE
Address2:
ity PROVIDENCE State: Rl Tipe 02903
Update Contribution m

Fig. 18 — Updating a Contribution page

Deleting a Contribution

If you need to delete a contribution you searched for, click the Delete link (see Fig. 17) and
a modified version of the Update Contribution page will display. A confirmation message
asking if you wish to delete the contribution will display at the top-left of the screen. Click
Yes delete the contribution of No to cancel.

Returning a Contribution

In the event you need to return a contribution to a contributor, search for the contribution
and click the Return link, which will bring up the Return Contribution page (see Fig. 19).
Enter in the amount you are returning to the donor and complete any of the additional fields
as needed. Click the Return Contribution button to submit the data to ERTS.
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3 https://secure2.ricampaignfinance.com/RhodelslandCF,/Candidate/contributionchange.aspx - Microsoft Internet Explorer .- 5[
Fie Edt iew Favoites Tools Help
« 0= @ B @ | 8 @ @ @R 5 B d %
Back Forward Stop  Refresh  Home | Search Favorites Media  History Hail Print Edit Discuss  ieSpell
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State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)
Contribution Update
Welcomne back: JOHH O CAHDIDATE Last Login: Apr 22 2005 8:33AM
Help with this page Log Off |¥1.5.2 (stage)
|Return a Contribution
Origirel Cortribution Mumber: 142270
Rhode Istand Meru & e Tope Cther =
Bosrd of Elections
Home Pags Payment Type: Check =
General Information  Santribition Amount $ 5000
View Filed feports  Mmount Returming: * s
User Login =]
Search Explantion:
- Filings =
- Contributions
_ Expenditures Expendiure Date:
Contact Us Payment Date:
Lampaign Finance  Check Numker
Home
E
— Return Contribution #42270 m
Change Pin
&] Dane R

Fig. 19 — Return a Contribution page

Non-Sufficient Funds (NFS)

If a donor made a contribution to you with a check and the check was returned by the bank
due to Non-Sufficient Funds (NFS), search for the contribution and click the NFS link to
bring up the NSF Check page. Enter the date the check was returned and provide a brief
explanation. Click the Continue NSF button to submit the change to ERTS.
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Expenditures

Clicking

on the Expenditures tab will bring you to the Expenditures section of ERTS. This

is where you can enter and manage all the expenditures of your organization.

Expenditure
Administratio

page

Expenditure
Tab

\

Enter the
Payee
Maintenance
section

Expendi

/3 ExpenditureWorkPage - Microsoft Internet Explorer == x|

Eile Edit View Favorites Tools Help ﬁ
™l+=.~ .0 4@ @ @ @ | o 8 = »

\&ack Forgard Stop Refresh  Home Seatch  Favorites  Media Hiskory Mail Print Edit Discuss  ieSpel Add an

Agldre}lﬁ\https:#securez‘ricampa\gnfinance.cumfrhudeIs\andcffcand\date,icand\dateworkspace_a‘aspx j ﬁGu |Lmks &

Expenditure

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Expenditure Administration i
Find an
Expenditure

‘Welcome back: JOHH Q CAHDIDATE Last Login: Apr 26 2005 7:22AM

swith this page Log Off |v1.52 (stage)

Expenditures

10 most

e B recent
=

Expenditures

ion  [oHN G CANDIDATE Repayment of Loan  [03422/2005 325060 dit]
RENASSAIANCE CATERING [AP Repayment 03401 /2005 03401 /2005 $20090|Edit
RENASSAIAMCE CATERING |Accourt Payakle [02/0:5/2005 $200.00\Edit
|8 ggregste Expendiure [03125/2005 557 50|Edit
GOOD PIZZA CO. |Campaign Expenditure [0303/2005 150 00|Edit
BLACKSTONE BANK [Campaign Expenditure [02/27/2005 $8.75|Ed
(A5 PRINTING INC [Campaign Expenditure  [02/25/2005 $78.52|Edit .
— Edit an
Contact Us A
. Expenditure
Campaign Finance |Payee Maintenance
2 By entering the Pavees Mairtenance area, you as the user will have the abilty to search for & Payee and to fix any information that
Forms iz stored ahout the selected Payee.
Ehenoe Fin Undate a Payee
[&] pane RE T

Fig. 20 — Expenditure Administration page

tures History Section (see Fig. 20)

This section allows you to view the last 10 expenditures entered into ERTS. The following
detail is provided for each of the contributions:

Payee: The payee for the expenditure

Expenditure Type: This is the type of expenditure.

Expenditure Date: This is the date the expenditure was incurred. This date will
be the same as the Payment Date for expenditure types not requiring an
expenditure date.

Payment Date: This is the date the expenditure was paid.

Contribution Amount: The amount of the expenditure.
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Adding a New Expenditure (see Fig. 21)
In order to add a new expenditure in ERTS, you must click the Add button in the
Expenditure History section (see Fig. 20). The Expenditure Entry page will then appear
(see Fig 21). The Expenditure Entry page has two sections that must be completed. You
should always select an Expenditure Type from the scroll box. This is important since the
required fields on the page will change depending on the Expenditure Type selected (see
Expenditure Type below for additional explanation). The following sections are found on
the Expenditure Entry page:

e Expenditure: Specific Information about the expenditure being added

BOARD OF ELECTIONS

e Payee Information: Required information about the payee to whom the
expenditure was paid.

Fle Edit Yiew Favorites Tools  Help

/2 Expenditure - Microsoft Internet Explorer

.9 B oo

Stop  Refresh  Home

Q@ m G 3 B 9

Search Favorites  Media  History Mail Print.

=2 BH ¥

Edt  Discuss  ieSpell
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iddress |e_] hitps:ffsec

Type \

> a |Expenditure

Help with this page

‘Welcome back: JOHH Q CANDIDATE

ureZ ricampaignfinance.comjrhodelslandcf [Candidate/ExpendituretarkPage. aspx

Expenditure Entry

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Last Login: Apr 26 2005 7:22AM

Log Off |v1.5.2 (stage)

Disbursement Type * Expenditure Type * Expenditure Amaunt *
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905 Expeniiure Explanati Expenditurs Date
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i i (mimkltyyyy) *
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Addresst =
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Search for a = 4
payee in the

database

Enter details
of the

-~  Expenditure

into the fields

Enter
details on
| — the payee

into the
Suffix fields
—

&) Dare

Disbursement Type (see Fig. 21)
Before entering any information for a new expenditure, you must select a Dispersion Type
from the first scroll box at the upper-left of the Expenditure Entry page. The following
disbursement types are available for you to select:
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Fig. 21 — Entering an Expenditure

Campaign Expenditure:
Aggregate Expenditure
Repayment of Loan
Refund Contribution

Account Payable
AP Repayment
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Once you select an expenditure type, the page will reload to reflect the relevant and
required fields for that particular expenditure type. Once you have selected an expenditure
type, you may then enter data into the rest of the fields on the page.

If you leave a required field blank, the contribution will not be accepted. You will receive a warning
message in red text indicating which required fields you failed to enter information into.

Searching for a Payee (see Fig. 20)

Once you have entered a payee and the associated expenditure into ERTS, you do not
need to retype the payee’s information if there is another expenditure to them from your
organization. Simply select the Expenditure Type and enter the required details regarding
the expenditure. Type the Payee’s last name or organization name into the appropriate
field in the Payee Information section, then click Search. A list of possible matching payees
will appear below the fields. Select the correct payee to which the expenditure was made
and the Payee Information will automatically be loaded into all the appropriate fields. Verify
all the information for the payee and expenditure are correct and click Submit to save the
expenditure in ERTS.

It is important that you utilize the Search feature whenever you are adding expenditures.
This will allow ERTS to store each of your payees in its database. If you frequently have
expenditures to the same payee, this will make it easier as you will not have to enter that
payee’s information each time.

If you fail to use the Search feature, you more than likely continue creating duplicate payee
records for the same individual or organization, which will problematic if you ever need to
update the payees contact information in the database using the Payee Maintenance
section since you will have multiple entries to change for the same payee.
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Payee Maintenance Section (see Fig. 20)

If a previous payee has new contact information and you are making another expenditure to
the payee, do not add a new expenditure to the payee until you have updated their entry in
the database. In the Payee Maintenance Section (see Fig 20.), click on Update a Payee
and you will be taken to the Donor/Payee Update page (see Fig. 22)

/3 https:/ /secure2.ricampaignfinance.com/rhodelslandcf/Candidate /DonorUpdate.aspx?Page=Expenditure - Microsoft Internet E 1= x|

Bl Edit Uew Favortes Tools Help ‘

@« 0= R B 4| a =@ B- 9 B 0 & %

Back. Foryard Stop Refresh Horne Search  Favorites  Media Histary Mail Print Edit: Discuss iespell
Address I@JhttDs:Hse:urEZ‘r\zamua\gnﬁname.cUmirhudEIsIandcFfCand\datEfDunurUDdate.asDx7Page=ExDEnd\ture j @G0 ‘L\nks ”‘ Google - |

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Donor/Payee Update
‘Welcome back: JOHH Q CANDIDATE Last Login: Apr 29 2005 1:41PM

Help with this page Log Off | 152 (stage)

Record Type: Cindividual & Organization

|Persona| Information

Organization Name

[Good Pizza Co.
Address1 [
Address2 [
City State Zip
Fi
L ution:
penditres
Smeeie Expenditure Home
s mpsign Firs
o
Forms
Change Fin
[&] tore [T [ 4 tnternet

Fig. 22 — Donor/Payee Update page

Once you arrive at the Donor/Payee Update page, select whether the payee is an individual
or an organization and the fields on the page will change accordingly. Then enter the
payee’s last name into the Last Name field or enter the name of the organization if relevant,
and click Search. ERTS will search the database for all payees with the last name or
organization name you specified. All matches will be displayed at the bottom of the page.
Click the name of the payee you wish to update. (See Fig. 22.1)

= =
Ieiborn A - it B o

Fig. 22.1 — Payee update search results Fig. 22.2 — Edit payee information
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Once you have updated the payee’s information, click Fix at the bottom-left of the screen to
save the changes. (See Fig. 22.2) You will then be returned to the Expenditures
Administration page.

Searching for an Expenditure (See Fig. 23)

There are times when you may need to search for a specific expenditure to a particular
payee. Searching ERTS for an expenditure is done within the Expenditures Administration
section (see Fig. 20). Click on the Find button to access the Expenditure Update page (see
Fig. 23).

At the Expenditures Update page, enter in the as much information about the expenditure
as you know. For example, enter in the name of the payee (see Fig. 23).

The results for the search will appear at the top of the page (see Fig. 24). If no results are

displayed, try broadening your search by including less information. If the search yields
results, click on one of the options shown to the right of the contribution.
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Enter in all
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amount

Then click
‘Find
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Search /

results will
be listed
above

BOARD
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Fig. 23 — Expenditure Update page
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Updating an Expenditure (See Fig. 25)

BOARD OF ELECTIONS

If you choose to update an expenditure you searched for, click the Update link to be taken
to the Expenditure Update page. Change any details of the expenditure that need to be
changed. The only detail you cannot change is the Disbursement Type. Once you are

finished, click Update Expenditure.
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Returning an Expenditure

In the event you need to return an expenditure to a payee, search for the expenditure and
click the Return link, which will bring up the Return Expenditure page (see Fig. 26). Enter
in the amount you are returning to the payee and complete any of the additional fields as
needed. Click the Return Expenditure button to submit the data to ERTS.

|Return an Expenditure
Original Expenditure Mumber: 13539
Disbursement Type:
Expenditure Type:
Expenditure &maount: $ 150.00
Amount Returning: * 5
Explanation:
Receipt Date: *
Check Mumber
Return Expenditure #13539 [ Return |

Fig. 26 — Return an Expenditure page
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Deleting an Expenditure

If you need to delete an expenditure you searched for, click the Delete link (see Fig. 24)
and a modified version of the Update Expenditure page will display. A confirmation
message asking if you wish to delete the expenditure will display at the top-left of the
screen. Click Yes to delete the expenditure, or click No to cancel. (See Fig. 27)
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Fig. 27 — Delete expenditure confirmation
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Filing Reports
Clicking on the Filings tab in the Organization Overview page will bring you to the Filings

page where the Treasurer of the organization may submit filings to the Board of Elections
and review filings already submitted.
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Fig. 28 - Filing Administration section

Filing History Area (see Fig. 28)
The Filing History area contains all the filings submitted to the Board of Elections. You can
view both the electronic and scanned original (if any) version of the filing.

Report Type: This is the report which is due to be filed soon.
Due Date: The date the report must be filed through ERTS.
Report Status: Will indicate weather the form is filed of un-filed.
Date Filed: Indicates date the report was filed.

View: Click to view the report

Reports Due Area (see Fig. 28)

The Reports Due area allows you to easily see the status of various report types. The
report status column will indicate whether the report is past due. This area omits the "View”
and “Amend” links and displays:

e File: Click to electronically file the report through ERTS.
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Non-Scheduled Filing Area (see Fig. 28)

The Non-Scheduled Filing area contains all the filings that may be submitted to the Board
of Elections. You may choose one of the listed forms to file if they are not on your filing
schedule on the Organization Overview Page

Do not submit a filing from the Filing Reports section if it is on your filing schedule. Doing so
may cause ERTS to incorrectly determine that you are late in filing a report.

Filing Reports (see Fig. 29)

Once you are ready to file a report which is on your filing schedule, click the File link
next to the report you wish to file. (See Fig. 28) You will be taken to the CF-2 Summary of
Campaign Activity screen (Fig. 29).
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Fig. 29 — CF-2 Summary of Campaign Activity Upper Screen

Once the CF-2 Summary of Campaign Activity screen appears, verify the Candidate,
Treasurer or Organization name and contact information are correct.
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Fig. 29.1 — CF-2 Summary of Campaign Activity Lower Screen

Once you have verified that all of the fields on the Summary of Campaign Activity are
accurate, click File to submit the report to ERTS. (See Fig. 29.1) Once you click File, a
confirmation dialog box will appear asking you if you are sure you want to file the report
(see Fig. 30). Click OK to submit the report, or click Cancel to return to the CF-2 Summary
of Campaign Activity screen without filing the report.
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Fig 30 — Confirmation dialog box
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Fig. 31 — Filing confirmation screen

Once ERTS has successfully saved your report, you will see a filing confirmation screen.
(See Fig. 31) You click “Click here to View Report” if you wish to view your report as you

filed it with ERTS. It is recommended you print this screen for your records.
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Amending Filed Reports (see Fig. 32)

If you need to amend a report you have already filed, you may submit an amended report to
the Board of Elections through ERTS. To submit an amended report, click on the Filings
tab to get to the Filing Administration page (see Fig. 32). Under the Filing History area of
the page, locate the report you wish to amend and click the Amend link next to the report.
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Fig. 32 — Amending a report through the Filing Administration page

Once you click the Amend link, you be taken to the summary of campaign activity screen,
as you were when you initially filed the report. Verify the changes you have made are
incorporated into the amended filing and click File to submit the report to the Board of
Elections through ERTS.

A confirmation screen will appear asking you to confirm you wish to file the report. Click
OK to submit the amended filing, or click cancel to not submit the filing. If you click OK to
file the report, a confirmation screen will appear informing you that your report has been
filed. It is recommended you print this report for your records.
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Creating Activity Reports

Through ERTS, you have the capability to view and print activity reports for your
organization. Activity can include any of the following items:

Contributions
Expenditures

Loan Status

Account Payable Status
AP Repayment Status

The report can be customized according to a variety of criteria including: election cycle,
date range, contribution type, donor last name, organization name, amount, filing status,

and contribution status. Additionally, you can choose to create a summary report or a
detailed report.

To create a report for your organization, click on the Reports tab on the Navigation Bar.

This will take you to the Organization Reports screen (Fig. 33). Select the criteria on which
you wish to base the report.
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Fig. 33 — Organization Reports upper screen
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Fig. 34 - Organization Reports lower screen

Click View/Print Report and ERTS will display your report onscreen (Fig. 34). The report is
formatted to be easily printed. To print the report, use your browser’'s print function by
going to File>Print within your browser, or export detail to comma delimited file. Click on
Return to go back to the criteria selection page for another report. (See Fig. 35)
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Fig. 35 - Report
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Administrative Functions

ERTS allows you to customize some settings in order to make entering data easier and
less time-consuming. This is done on the Organization Administration page, which you can
access by clicking on the Admin tab on the Navigation Bar. Once at the Organization
Administration page (Fig 36.), you will see several features and sections of importance.

/A Rhode Island Board of Elections - Microsoft Internet Explorer 1= x|
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Conkains commands for working with the selected items,

Fig. 36 — Organization Administration screen

BOE Lock button (see Fig. 36)

By default, ERTS prevents the Board of Elections from accessing your organization’s data.
You have the option to grant the Board of Elections permission to access your data so that
they can assist you in entering data or submitting filings.

Organization (see Fig. 36)

This area contains the contact information for your organization. It also lists your key
number. If any of the information is incorrect, please contact the Board of Elections
immediately. If you wish to add or change any of the contact information, you will need to
submit form CF-1.

Accounts Payable Hint (see Fig. 36)

ERTS enables you to use Accounts Payable Hints for accounts payable (AP) expenditures
to assist matching charges to a repayment of those charges (AP Repayment expenditure).
To add a new account payable hint, click the Add button in the Accounts Payable Hint
section.

ERTS USER MANUAL 43 JUNE 2006

Fie | Edt View Favortes Tools Help ﬁ
= D [ @ @ g B B S =
Back Farward Stop  Refresh  Home | Search Favarites Media  History Mail Print Edit Discuss  ieSpell
ddress [&] https:securez.ricampaignfinance. comrhodeslandefCandidate/ Candidateworkspace_s, asps | @ \ Links >>‘ Google - | BOE Lock
State of Rhode Island and Providence Plantations | oc
Campaign Finance Electronic Reporting & Tracking System (ERTS) / b utton
Organization Administration
‘Welcome back: JOHH @ CAHDIDATE Last Login: May 12 2005 10:51AM
Help with this page Log Off |w1.5.2 (stage)

new

hint



	USER MANUAL
	Table of Contents
	Introduction
	Navigation Tabs (Figure 1)

	Navigation Buttons
	Use this button to return to the previous screen.  It is rec
	Use to add a new contribution or expenditure
	Use to find a contribution or expenditure that you have alre
	Use to search for an existing donor from a contribution or a
	Use to submit information to ERTS.
	Organization Overview Page
	Account Status (see Screenshot 2)
	Transaction History (see Screenshot 2)
	Contribution Type (see Screenshot 6)
	Returning a Contribution
	Non-Sufficient Funds (NFS)
	Disbursement Type (see Fig. 21)


	Searching for a Payee (see Fig. 20)




