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INTRODUCTION

Welcome to the New York State Board of Elections' Electronic Filing System for Campaign Finan-
cial Disclosure. The Electronic Filing System (EFS) is a database application that enables filers to
enter and maintain data relevant to New York State Campaign Financial Disclosure. The Disclo-
sure Statements or Filings are then sent to the Board of Elections in electronic format. The data or
transactions entered become permanent records in each filer's EFS database tables as well as
the Board of Elections' database. Filers can query their database tables to produce various re-
ports for their own use.

There are three (3) main sections which comprise the Electronic Filing System.

1) Filer Section
2) Filing Inventory Section
3) Transaction Section

These three sections of the Electronic Filing System (EFS) correspond directly to requirements for
completing financial disclosure reports described in the New York State Board of Elections Hand-
book of Instructions for Campaign Financial Disclosure.

In addition, there is a Menu Bar, a Navigation Bar, as well as, Drop-Down Lists to aid in the ma-
nipulation of the form and the data. These tools assist you in filing disclosure statements, printing
reports, creating and deleting records, and selecting items from lists.

Menu Bar Drop Down Lists

Navigation Bar 2 - Filing Inventory Section
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STARTING A SESSION

IMPORTANT: TO START A SESSION:

Operator’s Initials must 1) Open your EFS Software
be a minimum of 2 charac-

tirs an? a maximum of 8 2) Click on BEGIN SESSION on the bottom left of your screen
characters.
3) Enter your initials or operator id and click OK

NOTE:
The Operator’s Initials A BEI@
allows you to track who
has entered or edited NEW YORK STATE
DISCLOSURE FILING SOFTWARE
NO SPACES (MIN-2 MAX-8 CHARS.) E]
Enter Dperatar's Initials or [D
|
Cancel
E-MAIL efshelpifielections.state.ny.us
EFS HELP DESK (518) 473-4803
121342002 12:14:44 PM
4) If you have already entered and posted your filer Ild Number, enter
your eight digit Personal Identification Number (PIN) that was as-
IMPORTANT- signed to you by the NYS Board of Elections and click OK. If not,

follow steps 1-8 (To Complete the Filer Section) on page 3.
Your PIN number is a re-

Dlaces the verification x
places the verification el

Statement' An Inc_:c?rreCt Enter your Personal ldentification Mumber [PIM] for
PIN will cause a filing to be Filer ADDS20.

rejected.

[&ccuracy in entening your PIM ¢ ezzential az a
wrong PIMN will cauze the filing to be REJECTED!]

NOTE: MOTICE: ANY FALSE STATEMENTS MADE
- HEREIM ARE PUNISHABLE AS A CLASS A

. MISDEMEANDR, SUBJECT TO A FINE AND/0R
EFS will ask you for the UP T0O OME YEAR IMPRISONMENT. PURSUANT
PIN number when the filer T0 SECTION 210.45 OF THE PEMAL L&,

id information has been [
posted or when you have
selected a different com- ’—I

mittee. It is only required K Eancel
to be entered once per
session per committee.




IMPORTANT:

Some information in other
sections of this form are
dependent on the informa-
tion entered in the Filer
Section.

NOTE:

To fill in the field, put your
cursor in the beginning of
the field.

NOTE:

The Filer Section only

needs to be completed one
time.

NOTE:

The Filer ID number starts
with an “A” for State filers
or a “C” for County filers
followed by five (5) num-
bers.

NOTE:

If you can not see the Filer
ID you are looking for, use

the scroll bar on the side of
the drop-down list.

FILER SECTION

FILEER COMMITTEE OF CAMDIDATE MAIWE
10 MUMBER | | | |

Ofice| | Distrct ] Twe

— FREASURER—— SRS Y
Last Firat
[ | 1 ||| |
HAddress Iﬂcxf#ress I
| |

[ [ |

[ Stata Fin iy Sitate Zit
| | [ I [ IR |

To Complete the Filer Section:

1)

2)
3)

4)
5)

8)

Enter your six (6) character (A for State filers, C for County filers fol-
lowed by 5 digits) Filer Id Number assigned to you by the NYS
Board of Elections and tab to the next field.

Enter the Committee Name or the Candidate Name that corre-
sponds to the filer id and tab to the next field.

Click on the down-arrow button in the Office field to show a list of
choices, select the office and tab to the next field.

Enter the District and tab to the next field.

Click on the down-arrow button in the Type field to show a list of
choices, select the committee type and tab to the next field.

Enter the Treasurer information and tab to the next field.

Enter the Depository information and click on the Post Edit button ﬂ

to save your filer information.
Enter the Pin Number and click OK.

Multiple Committees

To add a new committee:

1) Click on the New Record button (+) and enter the new Filer
ID number. v

2) Click on the Post Edit button to save.
3) Enter the new Pin Number for the New Committee.
To access a different committee:

1) Double click on the Filer ID number, a drop-down list will
appear. Click on the Filer ID number you want to access.

2) Enter the Pin Number for that Filer ID number.



IMPORTANT:

Only create the schedules
you need to file.

NOTE:

You can sort by Ascend-
ing or Descending by
clicking on the circle to the
left of your choices.

TROUBLESHOOTING:

If you receive a master
record missing error
message, it means you
did not click on the post
edit button after entering
the filer information.

IMPORTANT:

You must click on the
Post Edit button (V) after
each schedule you want
to create.

TROUBLESHOOTING:

If you receive a key viola-
tion error message, it
means the filing year, pe-
riod and schedule you are
trying to create already
exist.

NOTE:
You can create all the

schedules you need at
once or one at a time.

FILING INVENTORY SECTION

In this section, you will create the specific filing periods and schedules
which you are required to file.

% Filing Inventory by Year Ascending
= Filing Inventary by Year Descending

FILTHG THVEHTORY
Recard 1 of 2

2003 27 Day Post-General F

| v

2004 January Periodic A

To add periods and schedules:

1) Select Inventory Maintenance from your menu bar and click on
Add Periods/Schedules.

File  Frint Reports WEEEREENEEGEGELE Llusn  Exit Help
Add Periodz/Schedules

2) Once the Filing Inventory Maintenance box appears click on the
down-arrow button in the Filing Year field to show a list of choices,
select a year and tab to the Filing Period field.

INVENTORY MAINTENANCE

] <> (el [ x|c [ Ei]

Filing Year Filing FPeriod Schedule

Af , .

3) Click on the down-arrow button in the Filing Period field to show a
list of choices, select a period and tab to the Schedule field.

4) Click on the down-arrow button in the Schedule field to show a list of
choices, select a schedule and click on the Post Edit button ﬂ on
your navigation bar to save.

5) Click on the Exit button to leave Inventory Maintenance.



NOTE:

Schedules A-E have note
fields which are available
for any additional nota-
tions. The note fields ac-
cept 36 characters and are
in the same location as the
explanation fields in other
schedules.

TROUBLE SHOOTING:

If you do not see an aster-
isk, click on the year, pe-
riod and schedule in the
Filing Inventory Section,
then click on the Insert
Record button (+) on your
navigation bar.

NOTE:

Check that the name in the
title bar of the Transac-
tion Section matches the
schedule you are complet-

ing.
IMPORTANT:

If you enter under the
wrong schedule you may
have to re-enter all the
transactions into the cor-
rect schedule.

NOTE:

If you want to bring up a list
of all the names from previ-
ous transactions, keep the
two percent signs in the
Input Box and click OK.

TRANSACTION SECTION

In this section, you will enter the data for the various filing period/
schedules you have created in the Filing Inventory Section.

Record 1 of & TRAHSACTIONS for Schedule (&) IHDIVIDUAL/PARTHERSHIFS

|sTREET -
SE6 MAIN STREET

4243 MAPLE AVE

169 HORTH SHORE RD

123 S0UTH 5T

118 PROSPECT 5T

82 GLEBE RD

32 SOUTH WILLIAM ST,

<|paTE RECEIVED[CODE*  [FIRST HAME [Mi |LasT namEe |

CAN HAROLD BELL

FaM STEVEN BELL

FaM WAYHE BELL

FaM GERALDINE BELL

IND BARRY JONES

IND MARY ALICE WILSON

FART BENTLEY &MD BENTLEY
UNIT UNITEMIZED

=

AP

To enter transactions:

1)
2)

3)

4)

5)

In the Filing Inventory Section double click on the year, period and
schedule you want to enter transactions for.

You should now see an asterisk (*) next to the date field which indi-
cates that you can start entering transactions.

Enter the date or double click on the Date field to show the Date Se-
lection Calendar. Double click on the date you need and the date
will be placed in the date field. Tab to the next field.

n Hovember 2001 December 2001 n

Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue VWed Thu Fri Sat

1. 2 3 1

4 5 & 7 & 9 10 2 3 4 5 & 7 8

1M1 12 13 14 15 dEB 17 8 10 11 12 13 14 15

18 13 20 21 22 23 24 16 17 18 19 20 2 22

25 26 27 28 23 30 23 24 25 26 27 28 29
a0 3

T Today: 1116:2001

When you get to any Name field (Last Name, Corporation, Payee,
Receipt Source, etc.), you can either type in the name or double
click on the field to search for a name from a previous transaction,
as described below in steps 5 - 7.

Enter the name you are looking for in the Input Box. If you are not
sure of the exact spelling, you can enter wildcards (%) at the begin-
ning and end of the letters you do know and it will bring up every-
thing with those letters.

Input Box

Enter Search Criteria

Caricel




NOTE:

The names that are listed
in the List of Names box
are from previous transac-
tions that you have entered
for that particular schedule.

NOTE:

You can use the List of
Names to show how many
times and what amounts a
individual partnership or
corporation has contrib-
uted, as well as, what you
have paid to an individual,
partnership or corporation.

NOTE:

The yellow total field
shows you how much the
person you queried on has
contributed.

TROUBLESHOOTING:

If you receive a master
record missing error mes-
sage, it means you did not
click the post edit button
() after creating your filing
year, period and schedule
or you still have the Inven-
tory Maintenance box
open.

6) Select Query on Last Name and First Name if you want the result
to be exactly the name you entered in the Input Box or select
Query on Last Name Only if you want a list of names that contains
the name you entered in the Input Box then click OK.

i Query M=l K

What would you like to query on?

& [Juery on Last Name and First Name [i.e., &nn Smith

€ Query on Last Name Only [i.e.. &l Smiths)

o DK

7) When the list of names pops up, double click on the name and the
name will be placed in the Name field. If the name you are looking
for does not appear, press the space bar on your keyboard to exit
the List of Names.

Zp NYS5S BOARD OF ELECTIONS DISCLOSURE FILING SOFTWARE  ¥ersion 3.0 1 =] E

Eiler  Brint Eeparts [nventanikiemtenan=s Eienn Help  Exit

When you are finished entering the last field of the transaction, you can
either tab to the next line if you have more transactions to enter, which
will automatically save the previous transaction, or click on the Post
Edit button ~| to save the transaction.

No Transactions to Report

e Electronic filers who have no transactions for the reporting period
can either file online by visiting our website
(www.elections.state.ny.us), clicking on Campaign Finance, then
clicking on File Disclosure Reports and filling out the No-Activity Re-
port or by completing and mailing a Termination or Resignation Re-
quest Form/No-Activity Report Form (CF-18) with the “No-Activity”
box checked.



MISCELLANEOUS ENTRIES

Unitemized Entries:

For Schedules A, D and P, double click in the code field and select
UNIT from the list . Then enter the unitemized totals in the Amount
field.

For Schedules B and C, enter “UNITEMIZED” in the Corporate/
Name field. Then enter the unitemized totals in the Amount field.

For Schedule O, enter “UNITEMIZED” in the Partnership Name
field. Then enter the unitemized totals in the Contribution field.

For Schedules E, F and Q, double click in the Code/Purpose
Code field and select OTHER from the list. Then enter
“‘UNITEMIZED” in the Receipt Source\Payee\Name field and enter
the total unitemized receipts or expenditures in the Amount/
Amount Paid field.

Credit Card Payment Entries:

Enter the bank name with all the information plus the amount in full
in the appropriate fields.

On the subsequent lines, list the vendor names and addresses, but
omit the amount and add an “R” to the check number (e.g., 1248R)
as a reference to the previous line.

In the Explanation field, write “memo” and the amount paid to the

vendor (e.g., memo: $240). All memo amounts in the Explanation
field should add up to the total in the Amount Paid field in the first
line. See example below:

Date Purpose | Payee Street City State/Zip | Check/ | Amt Pd | Explanation




Two Contributor Name Entries:

e In Schedule A, if you have two names for a single name field (e.g.,
Jerry and Terry Jones), enter the first named listed with all the infor-
mation plus the amount in full.

e On the next line add the second name, but omit the amount and add
an “R” to the check number (e.g., 1248R) as a reference to the pre-
vious line.

Date Code | Name Street’ City | State/Zip Check/ | Amt Pd | Explanation
Ref#

e |f the names appear as Mr. and Mrs. Jerry Jones, enter the first
name in the Name field and add the second name as a note in the
Explanation field.

Date Code | Name Street City |State/Zip |Check | Amt | Explanation

Corporation Name Entries:

e The full name for corporations or committees should be used if pos-
sible.

e You can use standard abbreviations for long names but show as
much of the name as possible.

e For Schedule A, if there is a corporation name listed, use the part-
nership code and make sure that the “Corp.”, “Ltd.”, or “Inc.” listed at
the end of the name is visible in the Name field.



TROUBLESHOOTING:

If at any time you do not
see the Navigation Bar,
move the scroll bar on the
far right, which runs the
length of the page, all the
way to the top of the page.

NOTE:

As a reminder of where
you are in the form, the
background color of the
Navigation Bar will
change to correspond to
the background color of the
section in which you are
working.

NOTE:

When the |-beam is pre-
sent, you can edit any of
the fields in that particular
record.

IMPORTANT:

If you make any changes
to the Filer Section, you
must click on the Post Edit
button (V) on your naviga-
tion bar to save the
changes.

NOTE:

Before you can delete a
specific filing year, period
and schedule from the Fil-
ing Inventory Section,
you must first delete all the
records under that filing
year, period and schedule.

MAKING CHANGES

Navigation Bar

The Navigation Bar contains the tools or buttons you need to manipu-
late the form and the data. If the buttons are in bold print they are avail-
able, if the buttons are not bolded they are unavailable.

First Hext Insert E

|
N B S S

B

Cancel

b —

R

Prior Last Dielate Post Refresh

Edit:
To correct a field or add more data after you leave the record:

1) Click on the field you need to edit—
2) Click on the fdit Record button

3) The arrow at the beginning of the record in the Transaction
Section will turn into an I-beam (I).

on your navigation bar.

4) Click on the field you need to edit again.

5) Use the Backspace key on your keyboard to clear the entire field or
use the Left-Arrow key to move to an individual letter Humber.

to save

j telling

6) Make your changes and click on the Post Edit button
your changes. The I-beam (I) turns back into the arrow
you that your changes are saved.

Delete:

e To delete a blank line, press the Esc Key.

e To delete a record, click on the line to be deleted. Then click on the
Delete Record button (—) on your navigation bar.

e To delete a filing year, period and schedule from your Filing Inven-
tory Section, click on the year, period and schedule and then click
on the Delete Record button (-) on your navigation bar.



Moving a Transaction to Another Filer ID Number, Filing
Period or Schedule:

1) Create the correct filer ID number, period and schedule by clicking
NOTE: on Inventory Maintenance on your menu bar. Then click on Add
Periods /Schedules.

You may have to use the
tab key or scroll bartoac-  2) Select the incorrect filing year, period and schedule in the Filing In-

cess all the fields in the .
transaction section. ventory Section.

3) Click on Query on your menu bar. Then click on Group Query.

CAUTION: 4) The Current Filing Period and Year for Current Schedule option
. is selected by default. Click OK to see all the transactions for that
A red screen becomes visi- schedule or enter the last name or company name to search for a

ble as a reminder that you
can lose data when per-

forming a transaction 5) The Transaction Section will turn gray. Double click on the trans-
move. action you want to edit or move.

specific transaction.

6) The Transaction Section will now turn red.

7) The I-beam (I) at the beginning of the record indicates that you are

in edit mode.
TROUBLESHOOTING:

% NYS BOARD OF ELECTIONS  DISCLOSURE FILING SOFTWARE Version 3.0

If you recelve an error File  Print Reports  Inventory Mainkenance Query Help  Exik
message that Says # Filing Inwentary by Year Azcending
“R d I d I k d l | ‘ | | | | %4 | X | (o . " Filing Inventary by Year Descending
ecord already locke TR T
by this session”: FILER COMMITTEE OR CANDIDATE NAME Record 1 of 1
' [0 NUMBER |ADDD0D (MY COMMITTEE 2002 27 Day Post-General F
X Ofice[ .| Distriet ,_ pe [ -]
(] click on the OK button IR?NSURERF o DEPOSITORY
e exit the EFS software | |
. Address
e start a new session e |
[ [
i ity State Zip ity State  Zip
The locked record is now = —
available for Changes_ Record 1 of 0 TRANSACTIONS for Schedule (F) EXPEHDITURES/PRYMEHTS

TROUBLESHOOTING:

If you do not see an I-
beam, click on the FRE-

PORT_ID field and then To move the transaction from one filing period to another filing pe-
click on the Edit Record riod:

button (A) in the naviga-

tion bar.

8) Click in FREPORT_ID and change the existing letter to the correct
letter. See Appendix: EFS Data Elements (p. Appendix - 4) for a list
of filing periods and corresponding letters.

10



To change the filer ID:

8) Click in FILER_ID and change the existing filer ID to the correct filer
ID.

To change the schedule:

8) Click in TRANSACTION_CODE and change the existing letter with
the correct letter. See Appendix: EFS Data Elements (Appendix-4)
for a list of schedules and corresponding letters.

9) Click on the “<* above the I-beam (I) at the beginning of the line to
save the change and to get you to the next transaction.

10) The Transaction Section will turn gray again. Repeat steps 1-9
until all transactions are moved.

11)Click in the Filer Section or Filing Inventory Section to exit out of
Group Query.

12)Click on the correct filing year, period and schedule to make sure the
move was successful.

11



NOTE:

When you save your filing
to a diskette or your hard
drive, EFS will automati-
cally copy all the schedules
with that year and filing
period.

MENU BAR

The Menu Bar Contains Options Which Allow You To:

e File your electronic filing disclosure statement

e Print the screen

e View/print a full report or an individual schedule

e Create or add filing schedules

e Query the database tables

e Access the EFS Online User Guide and contact EFS help desk
e Exit the EFS software

XM Prnt Beportz  Inventory Maintenance  Quene Help  Ewxit

File Dizclosure Staternent
Send Filing by Email
Pack Files

Be Index Filez

Impart Dizclozure Data
Dizplay FilingAmport Log

To File Your Electronic Filing Disclosure Statement:

1) Click on any schedule for the filing year/period you need to file in the
Filing Inventory Section.

2) Click on File on your menu bar. Then click on File Disclosure
Statement.

3) Read the Legal Notice and click OK.

- —olx
NOTICE

| STATE THAT THE INFORMATION CONTAINED IM THIS
STATEMENT 15 IN ALL RESPECTS TRUE AMD COMPLETE
TO THE BEST OF MY KMOWLEDGE. INFORMATION

AMD BELIEF.

AMY FALSE STATEMEMTS MADE HEREIN ARE FUMISHABLE
A5 A CLASS & MISDEMEANDR, SUBJECT TO A FINE AND/OR
UP TO OME WE&R IMPRISONMENT, PURSUANT TO
SECTION 210.45 OF THE PEMAL L&/,

0K CAMCEL

12



IMPORTANT:

If you select the wrong fil-
ing period, year, etc. the
result will be a blank file.

NOTE:

You can see the last import
or export performed during
the current session by
clicking on the File and
then Display Filing/
Report Log.

4) Select Standard and click OK.

a1 Filing Type

Select Filing Type:

" Amendment

o Ok

5) Select the Filing Period and click OK.

Filing Period Selection Options

v K 53 Day pre-brimary 4
11 Day Pre-Primary
X Cancel 10 Day PostPrimary

32 Day Pre-General
11 Day Pre-General
27 Day Post-General

i

? Help

32 Day Pre-Special
11 Day Pre-Special
27 Day Post-Special

January Periodic
July Periodic

6) If the default Year is correct, click OK.

Input Box

Enter Filing *'ear

[2002)

(1] 4 | Cancel

7) If the Filer ID is correct, click OK.

Input Box

X)

Enter Filer ID

[s00003

Ok | Cancel

13



TROUBLESHOOTING:

If you see that zero re-
cords were exported or
the file name and drive
are wrong, go back to the
main screen and repeat
steps 1-8 making sure to
select the correct filing
year, period, etc.

NOTE:

To verify that your filing
has been received and
loaded, you can visit our
website at
www.elections.state.ny.
us and click on the Cam-
paign Finance link then
click on View Disclosure
Reports.

TROUBLESHOOTING:

If your default email pro-
gram does not open, you
will need to start your
email account, create new

mail to
efsfiling@elections.state.ny.us
and attach your filing.

NOTE:

It is helpful if you label the
diskette with your Filer ID
number, the Filing Year
and Period, and note that
it is an amendment.

7) Check the File Name. It should have your Filer ID Number, the last
two digits of the year and the letter ending to match the filing period.
See Appendix —4: EFS Data Elements for a list of Filing Periods and
corresponding letters.

s &)

x|« ®E ek E-
ic)
fu Recent
Documents
Desklop
Iy Dacuments
-
el
43
tdy Computer
‘”} File name: [o0000.2F - Save
]
My Metwark Save as type; |Fi|ings j Cancel
Places
Help

8) If the name is correct, choose where you want to save the filing: a
disk for mailing or the hard drive for attaching to an email. Then
click Save.

9) In the Transaction Section you will see a box showing how many
records were exported and to where they were saved. The number
exported should always be greater than zero.

Exporting...
8 Records Written To AWAG9895 02

Export Completed...
| =

10)Mail the disk to the NYS Board of Elections or send the statement
via email by selecting File on your menu bar then Send Statement
by Email. Make sure to attach the filing you just saved.

To File an Amendment:

Make the changes to the filing you want to amend and follow the
steps for filing your disclosure statement. Make sure to select
Amendment under filing type (step 2).

e The software will generate a file with an A at the end of the file
name.

e.g. A00000.02F.A

14



TROUBLESHOOTING:

If you see errors when
viewing your report, you
need to go back to the ap-
propriate section of the
form to make the changes.

NOTE:

The report is for your own
records. It is not the official
filing to be sent to the State
Board of Elections. See
page 12 for instructions on
how to file your electronic
filing disclosure statement.

NOTE:

There are only two ac-
cepted formats for import-
ing into EFS: Fixed For-
mat and Delimited ASCII.
See Appendix: EFS Data
Elements (Appendix-6 and
Appendix-7) for the record
layout for EFS disclosure
transactions.

To View/Print a Report:

Click on Reports on your menu bar.

Click on either Full Period Report (all schedules) or Individual
Schedule.

Enter the opening balance and click OK.

Use the zoom button at the top of the page to make your report lar-
ger.

To Print, click on the printer icon.

To Import Data Into EFS:

This feature is intended for importing files that were exported from the
EFS software only.

1)

2)

Create the Filing Year, Filing Period and Schedules that you
want to import into.

Click on File in the menu bar. Then click on Import Disclosure
Data. The data to be imported must be in the format described in
Appendix: EFS Data Elements.

Select the Data Format and click OK.

Select Import Mode EI

Select Format of Data to Import

+ Fixed
" Delimited

| X Cancel |

Click on the Drive where the file you want to import is saved, click
on the File Name and click Open.

In the Transaction Section, you will see a box saying how many
records were imported.

Importing... ;l

37 Records Imported From Ala999965.00j
Import Completed...

15



NOTE:

It is highly recommended
that you backup your files
with your operating sys-
tem’s backup utility on a
regular basis.

NOTE:

The Pack File option
should be run on a regular
basis.

NOTE:

The Re Index option
should be run after a con-
siderable amount of activity
(500 records added).

NOTE:

The results that are re-
trieved from a group
query will give you all the
transaction information as
well as the filing year, pe-
riod and schedule in which
the transaction is located.

EFS Database Maintenance

Located under File on your menu bar you will find Pack Files and
Re Index Files which will assist you in proper maintenance of your
EFS Database.

e The Pack File option will rearrange your database files so free
space made by numerous deletions and edits is used most effi-

ciently. Pack File needs to be performed immediately preceding the

Re Index.

e All databases need to keep Index files, which maintain your data in
proper sorted order. These files are rather delicate, and tend to get
corrupted due to external factors, like power fluctuations, disk drive
problems, and so on, resulting in an improper ordering of the data-
base. The Re Index option will rebuild the index structures for the
database.

Group Query

Group Query allows you to search for a transaction by last name or
company name from all the filings listed in your Filing Inventory Sec-
tion for a specific schedule or the filing year, period and schedule that
you have selected.

To Run a Group Query:

1) Click on Query on your menu bar, then click on Group Query -
Transactions by Last Name and Company.

2) Select to either query on All Filing Periods and Years for Current

Schedule or Current Filing Period and Year for Current Sched-
ule.

3) Enter the last name or company name that you are searching for in

the Search Criteria box and click OK.

Group Search @

Search Name Columns [Last Mame, Company elc.]
i~ All Filing Penods and Years for Cument Schedule

t* Current Filing Period and Year for Current 5chedule

ENTER SEARCH CRITERIA
%

| x Cance"IJ
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NOTE:

Due to page size limita-
tions, only a portion of the
information that is available
when running a group
Query can be shown.

See Appendix: EFS Data
Elements for a complete
breakdown of the codes for
the various fields.

NOTE:

If at any time you want to
exit out of the Group
Query, click in either the
Filer Section or the Filing
Inventory Section. Be
aware that if you click on
the Filing Inventory Sec-
tion, you may inadvertently
highlight a different sched-
ule.

3)

The search results will appear in the Transaction Section. The
results will be highlighted yellow for All Filing Periods and Years
for Current Schedule and gray for Current Filing Period and
Year for Current Schedule.

FILING INVENTORY
VEAR

FILER COMMITTEE OR CANDIOATE NAME
10 rumsER |A00990 | | MY COMMITTEE |

DESCRIPTICN SCHED.

’ " 4 1000 32 Day Pre-General A
B sustrict I:l e 1099 32 Day Pre-General B
[ — DEPUSITORY 1000 27 DayPost-General A
[ N | ] [ | 1999 July Periodic a

Address Aderess 1099 July Periodic G

N | 2000 January Periodic A
| ISH | 2000 July Periodic A
e B 2| | B | |0 uPerioc f

FRANSACTIONS for Schedule (A) INDIVIDUAL/PARTHERSHIPS
LAST_NAME_44 |FIRST_NAME_40|MID_INIT_42]AMOUNT_70[FILER_ID[FREPORT_ID|TRANSACTIC

BELL HAROLD 1000 A99980 D A
BELL WAYTME 300 A99990 F A
BELL GVWWERN 250 A99990  J A
BELL HAROLD 400 A99990 K A
BELL GERALDINE E S007AQ9990 K A

Single Record Query

Single Record Query allows you to search by name, date, amount, etc.
from the corresponding transaction field in the filing year, period and
schedule that you have highlighted in your Filing Inventory Section.

To Run a Single Record Query

1)

Click on Query on your menu bar, then click on Single Record
Query - Transactions by any field.

Select the field you want to query on at the bottom of the Locate
Value box.

Enter the text you want to find at the top of the Locate Value box.

Click on Find First. If the results come up empty, repeat steps 1
and 2 and click on Find Next.

The software will point to j the result of your query in the Trans-
action Section.
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NOTE:

Use the Help button for
more information on
Query’s and other SQL
Builder topics.

NOTE:

Move your mouse over the
buttons on the SQL
Builder Menu Bar for brief
descriptions of the buttons
functions.

QUERYING THE DATABASE TABLES
This section can be used to:

Build queries
Add/remove tables from your query
Open/save queries when querying the database tables

Export table data or query results to a word processing application,
spreadsheet, etc.

WIEN Help  Exit

Query Database Tables CEEHC)

Group Query - Transactions by Last Mame and Company Cerl+G
Single Record Query - Transackions by any Field k1

To Open Query Database Tables:

e Click on Query on your menu bar, then click on Query Database
Tables. The SQL Builder Screen will appear.

SQL Builder Menu Bar Selected Table Grid

S0 SOL Builder

e Ty pe |Select ~| [ lgnore Dups ¥ Autogroup
V' * (Al Figlds)
¥ FILER_ID
FREPORT_ID
TRANSACTION_CC
W E_vEAR
T3_TRID 2
< d
*SELECT * * |FILER_ID E_YEAR FIRST_HAME_40  |LAST_HAME_44
Table
Field Type
@ True True True True
Sort Type
[Where value is
Or value is
W Falze Falze Falze Falze Falze
Having
£ b4
oK | Cancel Help

Selected Fields Grid
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NOTE:

To query on your Trans-
action Section, select
table EFS_T3.DB.

NOTE:

To get back to the SQL
Builder screen, click on
the Show Query Builder

button. ==
B

To Add a Table to a Query:

e Click on the Insert Table button on your SQL Builder Menu Bar
and select the table you want to add, then click OK.

To Add Fields to the Query:

e Double click on the field you want to add or click and drag the field to
the Selected Fields Grid. A green check mark will appear, showing
that the field is selected and a column for that field will appear in the
Selected Fields Grid.

CUSTOMER DB =

To Remove Fields from the Query:

e Double click on the field you want to remove. The green check mark
will go away.

To Run the Query:

e Click on the Show Result Table button | to run your query and
show the result screen.

il S0L Builder

E‘;|‘ }‘;‘ ‘ | | ‘M| éﬂ|$ﬂ-|§ Query type r F
B zave | ERefre Remove the selected| A Fort | ¥ | Selected row result table
————————————tahle from the guery
CORP_30 [emy_s2 [sTaTE_s4[z1P_s6]amount 7o ~

P|JoHN DoE ALBANY Y 12207 200

[ [aniE shamH ALBANY % 12208 300

] e v 10023 500

] Y Nt 10020 500

] Ny % 10021 500

] e v 10021 500

] Y Nt 10021 500

] Ny % 10005 500

] e v 10128 500

] Y Nt 10036 500

] WASHINGTON DG 20007 500

] e v 10021 500

] Y Nt 10022 500

] BEDFORE % 10506 500

hd
Rows found = 6315
QK | Cancel Help
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IMPORTANT:

Column order affects the
sort. Columns are natu-
rally sorted from left to
right.

The Selected Fields Grid

Each column in the grid represents a field that is either user defined
or has been selected from the available tables. The order of the col-
umns determines the sort and grouping orders. You can change the
order of the columns by clicking on the column you want to move
and dragging it to the new location.

* SELECT = EMP_ND | FIRST_NAME LAST_MNAME TotalOrders
'I'am kA F Fid F Al B =l
Field Type

Show Field Trus Tiue True True

Sort Type

Where value is | |
Or value is
Group Field True Tiue True Fale

Expression Builder Button

Editing the Selected Fields Grid:

The values in the first two rows (table and field name) cannot be ed-
ited.

If grouping is used and this is not a grouped field, then the “Where
value is” and “Or value is” rows are protected and “Having” is open.
If it is a grouped field, then the reverse applies.

To edit any of the other values, click on the cell containing the value
you want to edit. If the possible values are true or false, then a drop-
down list will appear. Select either True or False. In other cases,
an edit box and Expression Builder button will appear. Click on
the Expression Builder button to see the Expression Builder
screen.

20



NOTE:

Use the Help button for
more information on
Query’s and other SQL
Builder topics.

The Expression Builder

e The Expression Builder allows you to assemble fairly complex ex-
pressions simply by pointing and double clicking. Double clicking
any function, operator or field, will add the item to the expression. If
any part of the expression is selected, the selected portion will be
replaced by the double-clicked item.

Expression Builder §|
Functions Operators Fields Available Sub-Selects
ANGE field_naime ) + | |T1 "EF5_T3 DB" "FILER_ID" ~
COUNT field_naime ) - T1 "EFS_T3DB" "FREPORT_ID"
EXTRACT( extract_fisld FROM |* T1 "EFS_T3.DE" "TRANSACTION_CODE"
LOWER( figld_name ) / "EFS_T3DE"'E_YEAR"
MAX( figdd_name ) ( T1 "EFS_T3.DB" "T3_TRID"
MIN figdd_risime ) ) T1 "EFS_T3DE" "DATE1_100
SUBSTRING field_name FRON SRINI | |71 "EFS_T3DB" "DATE2_12"
SUMC figld_name ) = T4 "EFS_T3 DE" "CONTRIB_CODE_20"
TRIM( figdd_niame ) = T4 "EFS_T3 DB "COMTRIB_TYPE_CODE _
LPPERY tield_naime ) = T4 "EFS_T3 DB" "CORP_30"
== T4 "EFS_T3 DE" "FIRST_MAME_40"
== T4 "EFS_T3DE" "MID_IMIT _42"
1= LI ¥1T1 "FFS TANA" " AST RAME 44 ho
3 3 |2 > 3 > 3 >
To insert any function, operator or field into the expression, double click the iy | Ecli | Leleie |
required item. If any of the expression text is already selected it will he replaced.
T1."EF5_T3.DB"."E_YEAR" = 2002
Ok | Cancel | Help ‘
Sub-Selects
e Sub-Selects are SQL queries that return a result set. TSQLBuilder

allows you to build and test sub-selects visually and independently
of the original query. The sub-select’s result set may then be used
in the criteria of a “Where” clause.

21



Example: Query for Election Year 2002
To query your database tables for only the election year 2002:

1) Click on the cell titted Where value is under the E_YEAR column.
The Expression Builder button will appear. Click on it.

Where value is |

2) The Expression Builder box will open. Double click on
T1.”"EFS_T3.DB”.”"E_YEAR”in the Fields Available list.

3) Double click on the = sign in the Operators list. Then type in ‘2002

and click the OK button.

Expression Builder

X

To insert any function, operatar or field into the expression, double click the
required iterm. If any of the expression text is already selected itwill be replaced

Functions Operators Fields Available Sub-Selects
B4 field_name ) + # [T "EFS_T3.DB" "FILER_D" -
COUNT field_name ) - T1 "EF5_T3.DE""FREPORT_ID"
ETRACT( extract_field FROM |* "TRANSACTION_CODE"
LCWERY figdd_name ) i "
WX field_rame 1 [ _TRID"
MM field_riame: 1 ) "DaTEN 10"
SUBSTRING( fizld_name FRON EHNNNE | [T MDATE2 12"
SUM fiskd_niaime 1 = T1 "EF5_T3.DE"."COMTRIE_CODE_20"
TRIM field_riame 1 - T1 "EF5_T3.DE"."COMTRIE_T*¥PE_CODE_
UPPERY figld_mame 1 - T1 "EF5_T3.DE""CORP_30"
== T1 "EF5_T3.DE""FIRST_MAME_40"
- T1 "EFS_T3.DE""MD_INIT _42"
IS ML ¥ T1 RS TR DA AST NAME 440 v
< B ES » < » < >

Add Edit | Delete

T1."EFS_T3.DB"."E_YEAR" = 2002

Ok | Cancel |

Help

4) Now you can run your query by clicking on the Show Result Table
button . |

5L S0L Builder L B
SE N Si[sfm ety r ~
BE zave | Refresh | Print | A Fort | v | Selected row result table
[ [e_vear]core_so ey _s2 |sTATE 54]zIP_s6|amount| ~
p[2002  JoHM DOE ALBANY wy 12207 3
2002 JANE SMITH ALBANY v 12209 :
2002 Ny ny 10023 £
2002 Ny e 10020 g
2002 Ny ny 10021 E
2002 Y Y 10021 g
2002 Ny Y 10021 E
2002 Ny wy 10005 :
2002 N v 10128 :
2002 N ny 10036 £
2002 WASHNGTON DG 20007 g
2002 Ny ny 10021
2002 Y Y 10022
hd
< r
Rows found = 4162
(8126 | Cancel Help
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NOTE:

Modify your query in the
SQL Builder screen.
Any changes made in
the Result Table will not
be mirrored in the SQL
Builder settings.

NOTE:

You will be warned if the
report is too wide for the
current page settings.

NOTE:

The report can be made
narrower by deselecting
columns, reducing col-
umn width and reducing
font size.

NOTE:

The Result Table gives
you the option to save
your query results in
three different file for-
mats which you can
then export to a word
processing application,
spread sheet, etc.

The Result Table

e The Result Table displays the actual SQL query text that corre-
sponds to the settings you have selected in the SQL Builder screen.
You can also save the result table to disk (local SQL only), post the
changes to the database and print the result table as a customized

report.

50l SOL Builder

B‘| };‘ | ‘ | |m| $|51|. Gluery type r

CORP_30

@ Save ‘ @Eefre:ﬂeﬁove theselectéd‘ A Fort ‘ +

Selected row result tahle

|cmy_s2

|sTATE 54|z1P_56[amounT 70| A

JOHN DOE
JAME SMITH

LI T I T T T T T T T T T J-

ALBANY
ALBANY
h

ks

ks

ks

ks

ks

ks

ks
ASHINGTON
ks

ks
BECFORE

Rows found = 6315

o]

['kd
h
h
ks
ks
ks
ks
ks
ks
ks
[nles
ks
ks
ks

12207 200
12209 300
10023 500
10020 500
10021 500
10021 500
10021 500
10005 500
10125 500
10036 500
20007 500
10021 500
10022 500
10506 500

Cancel | Help |

o If the Query type is set to “Select”, then The Result Table will dis-

play the result of the query.

If the Query type is set to “Delete” or “Update”, then The Result Table
will display a preview of just the rows which will be modified by this
query when you click the Post Edit button .

To Print a Report in SQL Builder:

e Before printing, change the report layout to fit on the page by setting
the result table’s font, column width and column order. Then click on

the Printer button ﬂ

To Save Query Results:

e Click the Save button. The Save Result Table box will appear.
Click on the drop-down arrow in the Save File As Type box and se-
lect a file type. Name your file and make sure the correct destination
drive and folder are selected then press the OK button.
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The Query Tables and Fields Wizard

e The Wizard takes the inexperienced user through the steps in creat-
ing a valid SQL query. You can simply pick what you want, and then
click the Next or Previous buttons to go forward or backward
through the wizard.

Table and field selection wizard E|
. 7
Select the tables that you want in the query. d
Current Database Alias
|EFS j w Remove duplicates from guery result
Avsailable Tables Selected Tables
"EFS:Efz_t1.0B"
"EFS:Efz_t2.DB"
“EFS:EFS_T3.DB"
>
£ > £ >

To Use the Query Tables and Field Wizard:

1) Click on The Query Tables and Fields Wizard button # on the
SQL Builder menu bar.

2) The Table and Field Selection Wizard box will appear. The first
screen displays a list of tables available in the selected database.
As tables are selected, the joins between those tables are set up
(automatically where possible).

3) When the Next button is clicked, a second screen will show a list of
Available Fields from the tables you just selected.
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4) Double click to select the fields you want in your query and set their
order by using the Up and Down buttons. If you want to include a
user-defined calculated field, click the Add button and complete the
details. The field will then be added to the Selected Fields list.

Table and field selection wizard

Select the fields you want in the query. ?

Calculated Fields

i Add ‘ v Group fields automatically
Available Fields Zelected Fields
"EFS:EFS_T2.DB"."FREPORT_ID" -~ "EFS:EFS_T3DB"."CORP_30"
"EFS:EFS_T3.DB""TRANSACTION_CODE" "EFS:EFS_T3DB""CITY_52"

"EFS:EFS_T2DB""E_VEAR "EFS:EFS_T3DB""STATE_54"
“EFS:EFS_T3.DB"."T3_TRID" ":EFS:EFS_T3.DB""ZIP_56"
“EFS:EFS_T3.DB"."DATE1_10" j "EFS:EFS_T3.DB""AMOUNT_70"
“EFS:EFS_T3.DB""DATEZ2_12"
“EFS:EFS_T3.DB""COWTRIB_CODE_20" ﬂ
“EFS:EFS_T3.DB""CONTRIE_TvPE_CODE_25'
"EFSEFS_T2.DB""FIRST_MAME_40"
"EFS:EFS_T3.DB""MID_INIT_42" j
"EFS:EFS_T3.DB""LAST_MAME_44"
"EFS:EFS_T3.DB"."ADDR_1_50" ﬁ
" ""CHECK_NO_&0"

"."CHECK,_DATE B2"

Bl

FErRIETINN i

X Cancel

4 Prev ‘ ‘ v Finished

5) Click on the Finished button and then click on the Show Result Ta-
ble button | to run your query.

20l SOL Builder

E;|| }J| | | | | $|!ﬂl. Cluery type r rd
BL save | gefre:ReEnove the selectéd| A Fort | v | Selected row result table
table fram the query
CORP_30 lemy_s2 |STATE_54|z1P_56 [AMOUNT_70 A
»|JoHn DoE ALBANY ™ 12207 200
B EEE ALBANY My 12209 300
] e MY 10023 500
] h MY 10020 500
] Ny M 10021 500
] hy M 10021 500
] N Ny 10021 500
] N Ny 10005 500
] My My 10128 500
] h MY 10036 500
] WASHNGTON | DC 20007 500
] hy M 10021 500
] hy M 10022 500
] BEDFORE Ny 10508 500
W
Rows found = 6315
oK | Cancel Help
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NOTE:

You can select different
join fields or enter more
complex joins by clicking
the Custom Button and
filling in the join type and
criteria.

NOTE:

Joins between fields are
represented by connect-
ing lines between the
joined fields, dark red for
inner joins and green for
outer joins.

To Add Additional Tables to the Query:

1) Click on the Insert Table button on your SQL Builder Menu Bar

and select the table you want to add, then click OK.

2) The Table Join Editor will appear. If there is a natural join between

the newly added table and the previously selected table, the infor-
mation will already be set up for you to confirm.

Choose the way these teeo lables will be joined

Lyrpé o join

|r.r £ b0 WAy j
Firs= bable join cokamn

[ ELoC AL EMPLOVEE" "EMP_jCr =]
Expression o use for jon

[ equaita ]
Sscond abls join colamn

[ pEoEmos oRpERs pe Enphct |

vo | Xows | que |

3) To add a join between fields, hold down the left mouse button and
drag the first field to be joined to the other field and release the
mouse button.

861 SOL Builder L BX
= | | }J| 5?| | | i ||§ 51|-| | Query type m [~ Ignore Dups v Autogroup
~ ~ Efs_t1.DB

* (Al Fields)

FILER_ID COM_ID

FREPORT_ID E_YEAR

TRANSACTION_CC f PCOMP_REG

E_YEAR GCOMP_REG
. T3_TRID w SCOMP_REG w-
< > < ¥ < ¥
*SELECT * CORP_30 |CIT\"_52 STATE_54 ZIP_56 AMOUHT_70
Table
Field Type
Show Field 'h True True True True
Sort Type
Where value is
Or value is
Group Field Falze Falze Falze Falze Falze
Having
< ¥
Qk | Cancel Help
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APPENDIX: EFS DATA ELEMENTS

SCHEDULES
F | M |N Q R

DATE1_10 X X X X X X X X X K X X
DATE2_12 X X X
CONTRIB_CODE_20 X
CONTRIB_TYPE_CODE_25
CORP_30 X X X X X X X X X KX X
FIRST_NAME_40 X X
[MID_INIT_42 X X
LAST_NAME_44 X X
ADDR_1_50 X X X X X X X X K X X
CITY 52 X X X X X X X X K X
STATE_54 X X X X X X X X K X
ZIP_56 X X X X X X X X K X
CHECK_NO_60 X X X X X X
CHECK_DATE_62 X
AMOUNT_70 X X X X X X X X X KX X X
AMOUNT2_72 X X X
DESCRIPTION_80
OTHER_RECPT_CODE_90
PURPOSE_CODE1_100 X X X
PURPOSE_CODE2_102
EXPLANATION_110 X X X X
XFER_TYPE_120 X X
CHKBOX_130 X X

A - Monetary Contributions/Individual & Partnerships
B - Monetary Contributions/Corporate
C - Monetary Contributions/All Other

D - In-Kind Contributions

E - Other Receipts

F - Expenditure/Payments
G - Transfers In

H - Transfers Out

| - Loans Received

J - Loan Repayments

K - Liabilities/Loans Forgiven
L - Expenditure Refunds

M - Contributions Refunded

N - Outstanding Liabilities

O - Partners / Subcontracts

P - Non Campaign Housekeeping Receipts
Q - Non Campaign Housekeeping Expenses
R - Amount Allocated

Appendix - 1
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APPENDIX: EFS DATA ELEMENTS

End Notes for Data Elements:

1) FReport ID (Report ID):

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

2) Transaction Code (Schedule):

G 32 Day Pre Special

H 11 Day Pre Special

| 27 Day Post Special

J Periodic Jan. 15,20
K Periodic July 15,20
L Off Cycle

A - Monetary Contributions/Individual & Partnerships

B - Monetary Contributions/Corporate

C - Monetary Contributions/All Other

D - In-Kind Contributions

E - Other Receipts

F - Expenditure/Payments

G - Transfers In

H - Transfers Out

| - Loans Received

J - Loan Repayments

K - Liabilities/Loans Forgiven

L - Expenditure Refunds

M - Contributions Refunded

N - Outstanding Liabilities

O - Partners / Subcontracts

P - Non Campaign Housekeeping Receipts
Q - Non Campaign Housekeeping Expenses
R - Amount Allocated

Contrib_Code_20 (Contributor Code):

CAN - Candidate/Candidate Spouse
FAM - Family Members

CORP - Corporate

IND - Individual

PART - Partnership

COMM - Committee

4) Contrib_Type_Code_25 (Contribution Type Code):

1 = Services/Facilities Provided
2 = Property Given
3 = Campaign Expenses Paid

5) Other_Recpt_Code_90: (Other receipt Codes):

INT/DIV Interest/Dividend
PROC Proceeds Sale/Lease
OTH Other

Appendix - 4



APPENDIX: EFS DATA ELEMENTS

End Notes for Data Elements continued:

6) Purpose_Code1_100: (Expenditure Purpose Codes):

CMAIL Campaign Mailings

CONSL Campaign Consultant

CONSV Constituent Services

CNTRB Political Contributions

FUNDR Fundraising

LITER Campaign Literature

OFFCE Office Expenses

OTHER Other: Must Provide Explanation
PETIT Petition Expenses

INT Interest Expense

7) Purpose_Code2_102:

RENTO Office Rent

UTILS Utilities

PAYRL Payroll

POSTA Postage

PROFL Professional Services

OFEXP Office Expenses

MAILS Mailings

OTHER Other: Provide Explanation

VOTER Voter Registration Materials or Services

8) Xfer_Type_120 (Transfer Type):

Type 1 - Party/Constituted Committees
Type 2 - Committee Solely Supporting Same Candidate

9) Chkbox_130 (Bank Loan Check Box):

B - If Bank Loan
O - If Other

10) Filer_Type:

C - Candidate
R - Committee

POLLS
POSTA
PRINT
PROFL
RADIO
RENTO
TVADS
VOTER
WAGES

Polling Costs

Postage

Print Ads

Professional Services

Radio Ads

Office Rent

Television Ads

Voter Reg. Materials or Services
Campaign Workers’ Salaries
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APPENDIX: EFS DATA ELEMENTS

Record Layout for EFS Disclosure Transactions

FIXED POSITION

FIELD

FILER_ID

FREPORT _ID
TRANSACTION_CODE
E_YEAR

T3_TRID

DATE1_10

DATE2_12
CONTRIB_CODE_20
CONTRIB_TYPE_CODE_25
CORP_30
FIRST_NAME_40
MID_INIT_42

LAST _NAME_44
ADDR_1_50

CITY_52

STATE_54

ZIP_56

CHECK_NO_60
CHECK_DATE_62
AMOUNT _70
AMOUNT2_72
DESCRIPTION_80
OTHER_RECPT_CODE_90
PURPOSE_CODE1_100
PURPOSE_CODE2_102
EXPLANATION_110
XFER_TYPE_120
CHKBOX_130
CREREC_UID
CREREC_DATE
FILER_TYPE
PIN_NUMBER

COUNTY

LOCATION

POSITION(001:006)
POSITION(007:007)
POSITION(008:008)
POSITION(009:012)
POSITION(013:022)
POSITION(023:032)
POSITION(033:042)
POSITION(043:046)
POSITION(047:047)
POSITION(048:097)
POSITION(098:107)
POSITION(108:108)
POSITION(109:123)
POSITION(124:163)
POSITION(164:178)
POSITION(179:180)
POSITION(181:185)
POSITION(186:195)
POSITION(196:205)
POSITION(206:215)
POSITION(216:225)
POSITION(226:261)
POSITION(262:285)
POSITION(286:290)
POSITION(291:295)
POSITION(296:331)
POSITION(332:332)
POSITION(333:333)
POSITION(334:341)
POSITION(342:360)
POSITION(361:362)
POSITION(363:370)
POSITION(413:416)

TYPE

CHAR
CHAR
CHAR
CHAR
INTEGER
DATE
DATE
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
DATE
FLOAT
FLOAT
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
DATE
CHAR
CHAR
CHAR

FORMAT EFS IMPORT
REQUIRED
REQUIRED
REQUIRED
REQUIRED

'MM/DD/YYYY'

'MM/DD/YYYY'

'MM/DD/YYYY'

'MM/DD/YYYY HH24:MI:SS'
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APPENDIX: EFS DATA ELEMENTS

Record Layout for EFS Disclosure Transactions

DELIMITED ASCII

FIELD LOCATION
FILER_ID 01
FREPORT_ID 02
TRANSACTION_CODE 03
E_YEAR 04
T3_TRID 05
DATE1_10 06
DATE2_12 07
CONTRIB_CODE_20 08
CONTRIB_TYPE_CODE_25 09
CORP_30 10
FIRST_NAME_40 11
MID_INIT_42 12
LAST_NAME_44 13
ADDR_1_50 14
CITY_52 15
STATE_54 16
ZIP_56 17
CHECK_NO_60 18
CHECK_DATE_62 19
AMOUNT_70 20
AMOUNT2_72 21
DESCRIPTION_80 22
OTHER_RECPT _CODE_90 23
PURPOSE_CODE1_100 24
PURPOSE_CODE2_102 25
EXPLANATION_110 26
XFER_TYPE_120 27
CHKBOX_130 28
CREREC_UID 29
CREREC_DATE 30
FILER_TYPE 31
PIN_NUMBER 32
COUNTY 33

(RecordSeparator): CR-LF
(FieldSeparator): ,
(FieldStartDelimiter): "
(FieldEndDelimiter): "
(FieldDelimitStyle): all
(StripLeadingBlanks): True
(StripTrailingBlanks): True

TYPE

CHAR
CHAR
CHAR
CHAR
INTEGER
DATE
DATE
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
DATE
FLOAT
FLOAT
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
CHAR
DATE
CHAR
CHAR
CHAR

FORMAT EFS IMPORT
REQUIRED
REQUIRED
REQUIRED
REQUIRED

'MM/DD/YYYY'

'MM/DD/YYYY'

'MM/DD/YYYY'

'MM/DD/YYYY HH24:MI:SS'
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APPENDIX: EFS DATA ELEMENTS

Mandatory Fields in EFS

Schedule

A

Mandatory Fields

Date Received
Code

Date Received
Corporation

Date Received
Name

Date Received
Code

Date Received
Code
Receipt Source

Date Paid
Purpose Code
Payee

Transfer Date
Transfer Type
Name

Transfer Date
Transfer Type
Name

Loan Date
Type
Lender Name

Loan Date
Lender Name

Date Forgiven
Vendor/Lender

Default

Use last day of filing period.
Contact Campaign Finance.*

Use last day of filing period.
Contact Enforcement Counsel.**

Use last day of filing period.
Contact Enforcement Counsel.**

Use last day of filing period.
Contact Campaign Finance.”

Use last day of filing period.
Use “OTH=0ther”
Contact Enforcement Counsel.**

Use last day of filing period.
Use “Other”
Contact Enforcement Counsel.**

Use last day of filing period.
Contact Campaign Finance.*
Contact Enforcement Counsel.**

Use last day of filing period.
Contact Campaign Finance.*
Contact Enforcement Counsel.**

Use last day of filing period.
Use “O=0ther”
Contact Enforcement Counsel.**

Contact Campaign Finance.*
Contact Enforcement Counsel.**

Use last day of filing period.
Contact Enforcement Counsel.**
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APPENDIX: EFS DATA ELEMENTS

Mandatory Fields in EFS continued

Schedule

L

M

* Campaign Finance - (518) 474-8200

Mandatory Fields

Date Received
Name

Refund Date
Contributor Name

Date

Type

Name
Purpose Code

Part

Partnership Name
Date

Subc

Contractor Name
Date

Date Received
Code

Date Paid
Name

Date

Default

Use last day of filing period.
Contact Enforcement Counsel.*™

Use last day of filing period.
Contact Enforcement Counsel.**

Use last day of filing period.
Contact Campaign Finance.*
Contact Enforcement Counsel.**
Use “Other”

Contact Campaign Finance.*
Contact Enforcement Counsel.**
Use last day of filing period.
Contact Campaign Finance.
Contact Enforcement Counsel.
Use last day of filing period.

Use last day of filing period.
Contact Campaign Finance.*

Use last day of filing period.
Contact Enforcement Counsel.**

Use last day of filing period.

**Enforcement Counsel - (518) 474-2063
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INDEX

A

Add Periods/Schedules 4
Add Tables to a Query 19, 26
Amendments 14

B

Begin Session 2

C

Corporation Name Entries 8
Credit Card Payment Entries 7

D

Database Maintenance 16
Pack Files
Re Index
Date Selection Calendar 5
Delete Record 9
Drop Down Lists 3, 4

E

Expression Builder 21
Sub-Selects

F

File Disclosure Statement 12
Filer ID Number 3

Filer Section 3

Filing Inventory Section 4
Filing Period 4

Filing Year 4

G

Group Query 16-17

I
Import 15

Insert Record 5, 9
Inventory Maintenance 4

J

Join Editor 26

K

L

List of Names 6

Making Changes 9
Edit
Delete
Menu Bar 12
Moving Transactions 10-11
Multiple Committees 3

N

Navigation Bar 9
No Transactions to Report 6

O

Operator’s Initials 2

P

Personal Identification Number (PIN) 2
Post Edit 4, 6, 9
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Q

Query Database Tables 18

Query on Last Name Only 6

Query on Last Name and First Name 6
Query Table and Fields Wizard 24

R

Reports 15
View/Print a Report
Result Table 23

S

Schedule 4
Selected Fields Grid 20
Selected Table Grid 18-19
Single Record Query 17
SQL Builder Screen 18
SQL Builder Menu Bar 18
Print 23
Save 23

T

Table Join Editor 26
Transaction Section 5
Troubleshooting
Key Violation 4
Master Record Missing 4, 6
Navigation Bar 9
Record Locked 10
Zero Records Exported/Imported 15
Two Contributor Names Entries 8

U

Unitemized Entries 7

\'

W
X
Y
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