
User’s Guide for Texas Ethics Commission  
Electronic Filing Application 

 
A.  For All Users 
 

1. First Time Filers Accessing the TEC website  
2. Setting-up New Filer Log-on and Password with TEC 
3. Existing Filers Accessing the TEC website 
4. Resetting Password with TEC 
5. Starting a New Report 
6. Printing and Submitting Report to the Office of the City Clerk  

 
 
 
B. For Users Importing Contributions and Expenditures 
 

1. TEC Hints on Importing Contributions   
2. TEC Hints on Importing Expenditures 
3. TEC Instructions for Importing Contributions and Expenditures 
4. TEC Templates for Importing Contributions and Expenditures 
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A1.  First Time Filers Accessing the TEC website  

 
 
 

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 
 

 
 
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 
 

 
 

 
 

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 

 
 

 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 

 

 
 
 

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

 

 
 

 
 

  
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.   
2. Select Filer Type: Candidate/Officeholder (Non Judicial) or Specific-Purpose Committee (Non-Judicial) from the drop down menu 
3. Click “Create Filer”  
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Setting-up New Filer Log-On and Password with TEC 

 

 
 
 

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 

 

 
 

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 
 

 
 
 

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 

 

 
 
 

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 

 

 
 

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

 
 
 

1. Enter Email Address provided to TEC 
2. Select Filer Type for drop down menu 
3. Select Next 
4. In a separate pop-up window, you will be asked to answer your Security Questions 
5. After you answer your Questions, Select “Reset Password”  
6. If you answered your Security Questions correctly, TEC will send you an Email allowing you to Reset you Password 
7. 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  
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Resetting Password with TEC 

 

 
 
 
  

1. Enter your New Password twice 
2. Select “Reset Password” 
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A5.  Starting a New Report 
 

 
 
 
 

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 

 

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

 
 
 



User’s Guide for Texas Ethics Commission Electronic Filing Application 
As of 12/11/2015 
Page 17 of 27 

 
 
Starting a New Report 

 
  
 

1. Enter Filer Mailing Address and Phone Number  
2. Note that the “Primary Email” Address field will auto-populate the Email Address 

 3.   Click “Save” after entering information 
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Starting a New Report 

 

 
 
 
 

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

 

 
 

 
1.  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 
3.  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”  
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Starting a New Report 

 

 
 
 

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 
 

 
 
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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A6.  Printing and Submitting Report to the Office of the City Clerk  
 

 
 
1. Once Report is completed, Select “Check for Errors” 
2. “Report Error Check” message will list Errors encountered, if any 
3. If no Errors are needed, Select “Continue” 
4. If Errors are needed, correct listed Errors and Repeat Steps 1-3 
5. 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 
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Printing and Submitting Report to the Office of the City Clerk 
 

 
 
 

1. Select “Preview Report PDF”  
2. In a pop-up window, Select “Open” to view Report as a PDF 
3. Print Report and enter Campaign Treasurer Information  
4. Take to the Office of the City Clerk for notarization 
5. As you are a Local Filer, you will not have the option to File your Report with TEC 
6. Once posted, notarized Reports will be available for viewing at 

http://www.sanantonio.gov/ElectionsCampaignFinance/CampaignFinanceReports.aspx#13218728-view-non-electronic-reports 
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B1. TEC Hints on Importing Contributions 
 

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

 
1.  Click on “Hints on Importing Contributions” 

https://www.ethics.state.tx.us/whatsnew/ContributionHintsOnImporting.pdf 
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B2. TEC Hints on Importing Expenditures 
 

 
 
 
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/ExpenditureHintsOnImporting.pdf 
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B3.  Instructions for Importing Contributions and Expenditures 

 

 
 
 

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/HowToImportContributionsAndExpenditures.pdf 
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B4. TEC Templates for Importing Contributions and Expenditures 

 

 
 

Web address:  https://www.ethics.state.tx.us/whatsnew/elf_filing_info.htm 
 
1. Click on appropriate Template link  
2. Select “Save”  


