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Al. First Time Filers Accessing the TEC website

TEXAS ETHICS COMMISSION

Promoting Public Confidence in Government

About TEC ~ What's New  Contact Us SiteMap = Links  Help
Home

Search Campaign Finance USi]lg the NEW S[}ftwal‘e
and Lobby Reports

File Reports Electronical i irst Ti
ile Reports Electronically Logging In the First Time

Accessing and Using the Campaign Finance Filing Application

Forms and Instructions

Opinions, Statutes & Rules

Publications and Guides

Press Releases

Online Ethics Training

Filing Informatian Far: *New Campaign Finance Filing Application is Available for Use ==
CEh SRS *Training Seminars for New Campaign Finance Filing Application
Officeholders U !

TETSE *Release of New Campaign Finance Software

Personal Financial
Statement Filers Last Revision. June 12, 2015

Political Committees
Political Parties
Local Filers and
Filing Authorities
State Officers/
Employees

Other Filers

Enforcement/Sworn
Complaints

Web address: https://www.ethics.state.tx.us/whatsnew/NewSoftwareAnnouncements.html

1. Click on “New Campaign Finance Filing Application is Available for Use”
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First Time Filers Accessing the TEC website

TEXAS ETHICS COMMISSION

Promoting Public Confidence in Government

About TEC =~ What's New  Contact Us Site Map  Links  Help
Home

Search Campaign Finance New Campaign Finance Electronic Filing Application!
and Lobby Reports

File Reports Electronically

Forms and Instructions iy
Opinions, Statutes & Rules

Publications and Guides

Online Ethics Training
Are you a local filer?
Filing Information For:

Laochdihex and Do I have to file electronicaily?

Officeholders.

Lobbyists Are you having trouble with your report?

Personal Financial Click Here for Last Minute Troubleshooting Tips for the New Saftware!

Statement Filers
Political Commitiees
Palitical Parties Instructional Vide

Local Filers and
Filing Authorities

Importing Contributions and Expenditures:
= Hints on Importing Contributions
= Hints on Importing Expenditures

State Officers/ = Watch the "How to Jmport” videos
Employees. = Instructions: Campaign Finance Import Guide
Other Filers. = Contributions Template
Enforoementiswom + Espenditures Template
Complaints
Acceptable computers to use for filing include: Your weh browser must be at a minimum browser level:
» Personal computer or laptop « Chrome 4
= Mac desktop computer or MacBook = Firefox 13
» Tablet = Intemet Explorer @
« Operal2l
w Safarid
Form SECURITY

Last Revision: Ociober 20, 3015

‘Texes. zov | Texss Homeland Sacosity | Stetewide Saarch | Sits Doliciss

Web address: https://www.ethics.state.tx.us/whatsnew/elf filing info.htm

1. Click on “Log-in”
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First Time Filers Accessing the TEC website

Welcome to the Tex;

ELECTRONIC FI

Choose Your

FILING AUTHORITY
=

Texas Ethics Commission

Local Authority

Candidates, officers, and political committees in the state of Texas may be required to file with either their local authority such as county clerk or city
office OR the Texas Ethics Commission depending upon what type of office they are running for, what office is currently held, or what

measures/candidates/officers are supported.

Web address: https://www.ethics.state.tx.us/File/

1. Click on “Local Authority”
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A2. Setting-up New Filer Log-On and Password with TEC

Texas Ethics Commission

RONIC FILING APPLICATION

Local Filer Login

You must log in to proceed. Enter your login information below and press Login. /

Email: New Filers - Leave Blank Click here if you don't have a Local Filar
D
Pessworc: New Filers - Leave Blank Forgot Password?
Select Filer Type: *  gaiect Filer Type .
= Login

Web address: https://www.ethics.state.tx.us/TECFilerWeb/pages/login/localLogin.jsf

New Filers:
1. If this is your first time logging-in to the TEC Filing Application, DO NOT enter an Email address or Password

2. Select “Click here if you don’t have a Local Filer ID”
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Setting-up New Filer Log-On and Password with TEC

- -

Who are you required to file with?

O | am required to file reports with TEC

O | am not required to file reports with TEC —

O | am not sure

1. Select “l am not required to file reports with TEC”
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Setting-up New Filer Log-On and Password with TEC

Prowide 2 valle' emall address and fter hpe and @ temporary password will be emalied fa yow in
avEier o complate registation

Email * Email Address
Canfirm Email * Re-Enter Email Address

First Nama * Enter Filer First Name

Last Nama * Enter Filer Last Name

Phane * Enter Filer Phone Number
Select Fier Type: * Salect

-

Filer Type

Select Filer Type

Candidate/Officeholder (Mon-judicial)

Specific-Purpose Committee (Non-judicial)

1. Enter Filer information

Note that the Email address does not have to be for the Filer. It can be for the person who will be completing the Report on behalf of
the Officeholder, Candidate, or Campaign Treasurer.

Select Filer Type: Candidate/Officeholder (Non Judicial) or Specific-Purpose Committee (Non-Judicial) from the drop down menu
3. Click “Create Filer”

N
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Setting-up New Filer Log-On and Password with TEC

An email has been sent to rosalinda.diaz@sanantonio.gov containing a
temporary password.

After logging in with the temporary password you will be asked to reset your password.

<=

1. Pop-up window will indicate that a temporary password will be sent to the email address you provided
2. Click on “Close”
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Setting-up New Filer Log-On and Password with TEC

exas Ethics Commission

RONIC FILING APPLICATION

Please enter your new password

Your password must contain 1 special character, 1 lowercase |etter and must be at least & characters
long. Special characters include | @#5%"&*

Enter New Password *  Enter New Password

Re-Enter New Password *  Re-Enter New Password

8 Reset Password _

1. Within the Email sent by TEC, click on the link provided to set-up a password
2. Enter New Password twice
3. Click on “Reset Password”

Note that the Office of the City Clerk will NOT be able to retrieve your password, so please be sure to record it

See Page 12 for directions on Resetting your Password with TEC
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Setting-up New Filer Log-On and Password with TEC

Add a Security Question

Please fill out at least the first three security questions and answers

1) Security Question: * :Selec[

Answer: *

2) Security Question: *  gqant

Answer: *

3) Security Question: *  gajaet

Answer: *
4) Security Question Select -

Answer

5) Security Question Select

Answer.

» sawe <$4mm

Web address: https://www.ethics.state.tx.us/TECFilerWeb/pages/login/addChallenge.jsf

1. Add Security Questions and Answers

Note that you will need to complete at least 3 of the 5 Security Questions and Answers
2. Click on “Save”

Note that this information will assist you in Resetting your Password.
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A3. Existing Filers Accessing the TEC website

T T

Commission

Local Filer Login

You must log in to proceed. Enter your login information below and press Login.

Emal Enter Email Address provided Click here if you dont have a Local Filer

D

Password: Enter password Forgot Password?

Select Filer Type: * | COH - Candidate/Officeholds]

s Login

Existing Filers:
1. Enter Email Address used to set-up account with TEC
2. Enter Password
3. Select Filer Type from the drop down menu
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A4. Resetting Password with TEC

Local Filer Login

You must log in to proceed. Enter your login information below and press Login.

Email: Click here if you don't have a Local Filer

Password: Forgot Passwaord? '

Select Filer Type: * Select Filer Type

" Login

1. If you have forgotten your password, select “Forgot Password”
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Resetting Password with TEC

Provige 2 valid 10 0f 3 ragistered filer and filer type.

Ok melinda_uriegas@sanantonio.gov

Select Filer Type: ™ oy - candidate/Officeholder (Non-udicis ™

Enter Email Address provided to TEC

Select Filer Type for drop down menu

Select Next

In a separate pop-up window, you will be asked to answer your Security Questions

After you answer your Questions, Select “Reset Password”

If you answered your Security Questions correctly, TEC will send you an Email allowing you to Reset you Password

If you DO NOT receive an Email from TEC or still have difficulty Resetting your Password, you can contact TEC at (512) 463-5800
Ask for assistance from the Technical Assistance Division

NookrwbdPE
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Resetting Password with TEC

1. Enter your New Password twice
2. Select “Reset Password”
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Please enter your new password

Your password must contain 1 special character, 1 lowercase letter and must be at least 8 characters
long. Special characters include |@#5%"&"

Enter New Password * Enter New Password
Re-Enter New Password * Enter New Password

8 Reset Password




A5, Starting a New Report

Build Number: V1.0.27727 (06/13/2015) Logged in as COH Filer: Uriegas, Melinda (melinda.uriegas@sanantonio.gov) | Logout

Verify the following information. Changes made here will immediately update your profile and will be
included in future reports. After accepting this information, other profile updates may be made by selecting "Manage My Profile" on the next
screen.

Filer Information

Name: Uriegas, Melinda Have a name change?
Mailing Address:
Street: 100 Military Plaza

City, State, Zip Code, Country: San Antonio TX 78205 USA
Phone Number: (210) 207-7255

Primary Email: melinda.uriegas@sanantonio.gov

| Accept | | Update <=

1. Select “Accept” if information is correct or “Update” to correct information
2. If “Update” required, update information and then select “Accept”
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Starting a New Report

Logged in as COH Filer: Uriegas, Melinda (melinda.uriegas@sanantonio.gov) | Logout

Build Number: V1.0.27727 (06/13/2015)
Fines/Fees Messages 1

Profile Reports

Home

What do you want to

Messages Public Notices

gl & No Messages

View All... ||

1. Select “Manage My Reports” to create a new Report
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Starting a New Report

Verify the folioﬁing infoatin.thanges made here will immediately update your profile and will be
included in future reports. After accepting this information, other profile updates may be made by selecting "Manage My Profile” on the next
screen.

Filer Information

Name: Uriegas, Melinda Have a name change?

Mailing Address:
Street: * Street Addrass 1 Strest Address 2

City: * Citv

Country : * United States =

State: * Tem =

Zip Code: * Zip Code

Phone Number : * [, s hilike Ext: Ext ¥ us

Primary Emait: * melinda.uriegas@sanantonio.gc

Save _

=

Enter Filer Mailing Address and Phone Number
Note that the “Primary Email” Address field will auto-populate the Email Address
3. Click “Save” after entering information

N
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Starting a New Report

(06/13/2015) Logged in as COH Filer: Uriegas, Melinda (melinda.uriegas@sanantonio.gov) | Logout

Fines/Fees Messages 1

Home Profile Reports

- Start a New Report  What is this?

You have no reports on file, missing or in progress

1. Click on “Start a New Report”
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Starting a New Report

Home Profile Fines/Fees

R Messages 2

Current Report:

8 Logout
Cover Sheet Page Help
What kind of report do you want to file?
- El January 15th semiannual
July 15th semiannual
30th day before election
8th day before primary election
Exceeded S500 imit

Runaff

If applicable, you may combine either a final report or a 15 day report with one of the other report types above.
Final

15 day after treasurer appointment

Other Reports

Please specify the period the report covers.
Pericd Covered Through

07/01/2015 [u] 12/31/2015 [u]

1 1

I Start My Report Clear selections Cancel

=

Complete Cover Sheet by selecting appropriate options for Report Type

2. See List of Contributions Cycles to determine Report Type

http://www.sanantonio.gov/Portals/0/Files/CampaignFinanceElection/ContributionCyclesRun-off-2015-Election.pdf

Enter Reporting Period by selecting date from Calendar icon

4. See List of Contributions Cycles to determine Reporting Period
http://www.sanantonio.gov/Portals/0/Files/CampaignFinanceElection/ContributionCyclesRun-off-2015-Election.pdf

5. Select “Start My Report”

w
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Starting a New Report

Build Number: V1 2015) Logged in as COH Filer: Uriegas, Melinda (melinda.uriegas@sanantonio.

Home Profile Reports Fi

Current Report:

& Logout

Cover Sheet Page Help
Candidate/Officeholder Information

Office Held: Other Office v
District: Enter Office Held
Place: Leave Blank

Office Sought:

Other Office M
District: Enter Office Sought
Place: Leave Blank

Election Date: | (05/09/2015 or 06/13/2015| m

tft it

Election Type" | General or Run-off -

<{=m=

Back Next

1. Enter Candidate/Officeholder Information for

a. Office Held (select “Other Office™) ,
b. District,

c. Office Sought (select “Other Office”),
d. District,

e. Election Date, and

f. Election Type
2. Click on “Next”
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Starting a New Report

Current Report: Semiannual

0710172015 thru 12/3172015

+ Gover Sheet

# Notices From PACs

Incoming Funds

® Monetary Political Contributions
® Loans

® Other Incoming Funds

‘Outgoing Funds

® Political Expenses From Palitical Funds
® Political Expenses From Personal Funds
® Payment To Business Of A C/OH

® Non-Political Expenditures

# Purchase Of Investments

Additional Activity

® In-kind Political Contributions
* Pledges

® Unpaid Incurred Obligations
® Expenditures By Credit Card

Finalize Report

# Schedule Subtotals
# Report Totals

& Preview Report PDF
v Check For Errors

& Logout

Profile

Home Reports  Fines/Fees M

Denote Activity on:

Top of Cover Sheet Page 2
NEW FEATURE

Schedule A1 (NEW for 2015)
Schedule E i

Schedule K

Schedule F1 (NEW for 2015)
Schedule G

Schedule H

Schedule |

Schedule F3 (NEW for 2015)

Schedule A2 (NEW for 2015)
Schedule B

Schedule F2 (NEW for 2015)
Schedule F4 (NEW for 2015)

Middle of Cover Sheet Page 2
Caver Sheet Page 3 (NEW for 2015)

NEW FEATURE

1. Complete balance of Report by selecting the appropriate Activity Type displayed on the left hand side of the screen
Note: On the right side of the screen, the Schedule associated with each Activity Type is denoted in RED
2. Once you select the appropriate Activity Type, you will need to scroll down to enter data
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AG6. Printing and Submitting Report to the Office of the City Clerk

Home Profie Reports FinesiFees Messages 2

Current Report: Semiannual
07101/2015 thru 1213112015

# Cover Sheet

# Notices From PACs

# Worksheet Summary

® Monetary Political Contributions

® Loans

@ Other Incoming Funds

® Political Expenses From Political Funds
® Political Expenses From Persenal Funds
# Payment To Busingss Of A C/OH

® Non-Political Expenditures.

® Purchase Of nvestments A
Additional Activity

® In-kind Poltical Contributions

® Pledges

@ Unpaid Incurred Obligations

® Expenditures By Credit Card

# Schedule Subtotals

# Report Totals

& Preview Report PDF |

@ Logout

Report Error Check Page Help

This report passed the Error Check. Passing the Error Check does not mean that all required information has been included in the report. The Error Check ensures that CERTAIN required information is included. You should review the applicable TEC guide and page HELP to ensure that
ALL required information is included.

Continue . v

Once Report is completed, Select “Check for Errors”

“Report Error Check” message will list Errors encountered, if any

If no Errors are needed, Select “Continue”

If Errors are needed, correct listed Errors and Repeat Steps 1-3

A Video has been developed by TEC which shows Filers how to Check for Errors
https://www.ethics.state.tx.us/filinginfo/videos/ErrorCheck/CheckReportForErrors.html

agkrowNE
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Printing and Submitting Report to the Office of the City Clerk

Home Profile Fines/Fees

Reports Messages 2

Current Report: Semiannual

07/01/2015 thru 12/31/2015

# Notices From PACs
# Warksheet Summary

Incoming Funds

# Monetary Political Contributions

® Loans

® Other Incoming Funds

Outgoing Funds

® Political Expenses From Political Funds
# Political Expenses From Personal Funds
® Payment To Business Of A C/OH

# Non-Paolitical Expenditures

® Purchase Of Investments

Additional Activity

# In-kind Political Contributions
® Pledges

# Unpaid Incurred Obligations
* Expenditures By Credit Card

Finalize Report

# Schedule Subtotals
# Report Totals

& Preview Report PDF

I

+ Check For Errors

6 Logout

Select “Preview Report PDF”

In a pop-up window, Select “Open” to view Report as a PDF

Print Report and enter Campaign Treasurer Information

Take to the Office of the City Clerk for notarization

As you are a Local Filer, you will not have the option to File your Report with TEC

Once posted, notarized Reports will be available for viewing at
http://www.sanantonio.gov/ElectionsCampaignFinance/CampaignFinanceReports.aspx#13218728-view-non-electronic-reports

ocoakrwdE
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B1. TEC Hints on Importing Contributions

If you imported your contributions into the old software, you need to make a few changes to your
CSV data file before you import your contributions into the new filing application. Your CSV file will
fail to import if you do not include these changes indicated below.

Contribs.csv - Microsoft Excel E@g

- Home Insert Page Layout Formulas Data Review View Developer @ - = x
== 1 ] (ma | - s - :
| B & Caibri - - |A K| [B == | Siwep et General - *H % F{d = X N s %? [?a
=a o R =5 i @] Fill -
Paste B I U- ~|| &» - - = = =||ZE £8| i Merge & Center - $ - % o+ |40 ;0 Conditional Format Cell Insert Delete Format Sort & Find &
- 7 ‘ U -|H A EEEFEE Huw ‘ 8 ) Formatting = as Table ~ Styles ~ - - > £ Clear ~ Filter~ Select~
Clipboard Font ] Alignment F] Number P Styles Cells Editing

Al >~ Q S | #Rec_Type ¥
A B CD| E F I G H I J K L M N Q| P Q R 5 T u vV W X Y L
1 JForm_Type] It Ei Ctrib CtrillCtrib_NamT Ctrib_Nam3JCtrib_Adr: Ctrib_Adr. Ctrib_C Ctr Ctrib_ZIP4 JCtrib_CtryCDJOS OS Ctrib_Dat¢Ctrib_Ctrit Employer Occup Job Spous Parentl Parent2
2 A1 | Doe JohdMr. . 210 Main. St. Apt. 11 Corpus TX 7840 20150625 50 First Com Banker
3 Al | Box Rich 1201 E. 14th Street  Austin TX 78705-455 20150625 50 2nd Natio Bank Director
4 Al E Imaginary Bank Two 2200 VistaWaco TX 76201-905 20150625 5000
5 B E Imaginan Bank Two 2200 Vista Waco TX 76201-905 20150630 4000 4
. |
—
8 New schedules! Aisno
9
1o longer used and has been There are now set codes for
u split into two schedules. See title and salutation. See the

=2 the import guide for your import guide for new codes.
14 new schedule names!

Column N is a new column that must be added to
- all records. See Appendix D in the import guide.
M 4+ M| Contribs <%0 m | m

Ready H@ 4]

Web address: https://www.ethics.state.tx.us/whatsnew/ContributionHintsOnlmporting.pdf

1. Click on “Hints on Importing Contributions”
https://www.ethics.state.tx.us/whatsnew/ContributionHintsOnlmporting.pdf
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B2. TEC Hints on Importing Expenditures

If you imported your expenditures into the old software, you need to make a few changes to your
CSV data file before you import your expenditures into the new filing application. Your CSV file will
fail to import if you do not include these changes indicated below.

A B C |D|E|F G H 1 J K L M N (o] P Q|R|5 T u W W
1 #Rec | Form_typel Ite E Pz P Payee_NamT Payee_NamS| Paye | Paye Pa PayeelPayee_CtryCDl Expn_Date Expn_An Expr Ex Re Cand Cand]Cand_NamT Cand_Nam:
2 EXPNJFL 8 E Bank P.O Dalle T 75283jUsA 20150131 177.68 Bank
3 EXPNJF1 22 E AAAH 2001 AustiTX 7B723QUSA 20150201 S000 EXPM Candilane Ms_
4 EXPNJFL 4 E Keep PO B WaslDC 20013JUsA 20150130 500 Cam
S EXPNJF1L 7 E We N PO B WaslDC 20013jusAa 20150126 500 Cam
6 EXPNJFL 5 E Richa| [76 El SpririL 31108jUusA 20150130 1000 Cam
7 EXPN|F2 9 E Officy [76 El SprirllL 31108JusAa 20150130 252.16 Offic
a
4 4 » M nds < ¥J 4

MNew schedules! Fis no longer used

and has been split into multiple New alphabetic codes Payee CtryCD, OffHIdPlace,
Scﬁjd?les' See the IlT;‘pc;rtif'Export have been assigned to OffSeekPlace, and Tran_Descr are
guide for your new schedule names. titles and salutations. new columns and must be added
See the Import/Export to your file! See the
guide for new codes. Import/Export guide for the

New alphabetic codes have been
assigned to offices, transportation
types, and expenditure categories.
See the Import/Export guide for
the new codes.

location of the new columns and
the new alphabetic codes
assigned to these fields.

-

X Y | Z Al AB A C AL AE JARACAR AllAJ AK AL AM AN I OAPACARASATAL AV JoA
1 | OffHIdCd | Of OfJOffHIdPlacell OffSeekCdi OFf OfOffSeekPlacg B E Tr Tr Tr|Trvi_NamT Trvi_Nam: ran_TypeliTran_Descrf DE Dy &1 Ar Tr Tr EJ Expn_Catg | Aus
2 FEES
3 | STATESEN 9 TATESEN 5 11 fFEES
4 DONATIONS]
5 IDONATIONSY
6 IDONATIONSS
7 IOVERHEAD
8
4 4 » M| Expends . YJ . il

Web address: https://www.ethics.state.tx.us/whatsnew/elf filing info.htm

1. Click on “Hints on Importing Expenditures”
https://www.ethics.state.tx.us/whatsnew/ExpenditureHintsOnlmporting.pdf
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B3. Instructions for Importing Contributions and Expenditures

¢ TEXAS ETHICS COMMISSION

Promoting Public Confidence in Government

About TEC | What's New Contact Us  SiteMap  Links  Help

Home

Searoh Campaign Finance New Campaign Finance Electronic Filing Application!
and Lobby Reports

File Reports Electronically
Forms and Instructions Y
Opinions, Statutes & Rules

Publications and Guides
Online Ethios Training
Are you a local filer?
Filing Information For:

Candidates and Do I have to file electronicaily?

Officeholders.

Lobbyists Are you having trouble with your report?

Personal Financial Click Here for Last Minute Troubleshaoting Tips for the New Software!

Statement Filers
Political Commitiees
Political Parties Instructional H Importing Contributions and Expenditures:

Local Filers and = Hints on Importing Contributions
Filing Authorities « Hints on Importing Expenditures

State Officers/ = Watch the "How to Jmport” videos
Employees « Instructions: Campaign Finance Impost Guide _
Other Filers » Contributions Template
= Expenditures Template
Enforcement! Sworn
Complaints
Acceptable computers to use for filing include: Your web browser must be at a2 minimum browser level:
= Personal computer or laptop = Chrome 4
» Mac desktop computer or MacBook = Firefox 13
» Tablet = Intemet Explorer &
« Opera 121
w Safarid
Form SECURITY

Last Revision: October 26, 2015

‘Taxas gov | Taxas Homeland Sscusity | Statewide Saarch | Sits Policies

Web address: https://www.ethics.state.tx.us/whatsnew/elf filing info.htm

1. Click on “Instructions: Campaign Finance Import Guide”
https://www.ethics.state.tx.us/whatsnew/HowTolmportContributionsAndExpenditures.pdf

User’s Guide for Texas Ethics Commission Electronic Filing Application
As of 12/11/2015
Page 26 of 27



B4. TEC Templates for Importing Contributions and Expenditures

'. TEXAS ETHICS COMMISSION

Promoting Public Confidence in Government

About TEC | What's New Contact Us  SiteMap  Links  Help
Home

Searoh Campaign Finance New Campaign Finance Electronic Filing Application!
and Lobby Reports

File Reports Electronically
Forms and Instructions Y
Opinions, Statutes & Rules

Publications and Guides
Online Ethios Training
Are you a local filer?
Filing Information For:

Candidates and Do I have to file electronicaily?

Officeholders.

Lobbyists Are you having trouble with your report?

Personal Financial Click Here for Last Minute Troubleshaoting Tips for the New Software!

Statement Filers
Political Commitiees
Political Parties Instructional Videos: Importing Contributions and Expenditures:

Local Filers and = Hints on Importing Contributions
Filing Authorities « Hints on Importing Expenditures

State Officers/ = Watch the "How to Jmport” videos
Employees. = Instructions: Campaign Finance Inport Guide
Other Filers » Contributions Template h
= Expenditures Template
Enforcement/ Sworn
Complaints
Acceptable computers to use for filing include: Your web browser must be at a2 minimum browser level:
= Personal computer or laptop = Chrome 4
» Mac desktop computer or MacBook = Firefox 13
» Tablet = Intemet Explorer &
« Opera 121
w Safarid
Form SECURITY

Last Revision: October 26, 2015

‘Taxas gov | Taxas Homeland Sscusity | Statewide Saarch | Sits Policies

Web address: https://www.ethics.state.tx.us/whatsnew/elf filing info.htm

1. Click on appropriate Template link
2. Select “Save”
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