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A. FECFile Introduction

FEDERAL ELECTION COMMISSION

Administering and Enforcing Federal Campaign Finance Laws

FECFILE

Electronic Filing Software

Version 6.1.1.0

The Federal Election Commission provides FECFile for political committee
computer users who intend to file electronically, but do not have other software
applications that support authorized electronic filing. With several commercial
electronic filing computer applications available, the outside user community
has several different options available. However, FECFile is provided, free of
charge, to the electronic filing community, and is intended as an automated tool
for reporting FEC financial activity.

The term Aelectronic filingd as discussed
as per FEC guidelines, from the user, to the FEC, via computer. FECFile

supports a variety of Internet connections including proxy. SLL, or modem

connection for filing. Once a report and necessary information has been

entered in, FECFile encrypts the data, based upon a proper password, and

transfers the report to the FEC. While discouraged, users may also use

FECFile to submit filing data on a diskette or compact disk (CD), which shall be

discussed later in the text.
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Important Numbers and Referral Information

Technical FECFile Questions, Unofficial Electronic Filings, Web
Questions and Passwords:

NIC Technologies, Electronic Filing Office (202) 694-1642 - for the External
community

Reporting Questions:

Reports Analysis Division (202) 694-1130

Reporting Requirements:

Information Division at (800) 424-9530 or the appropriate Campaign guide

Passwords:

NIC Technologies, Electronic Filing Office (202) 694-1642 -External
community

Website Referral:

Please find the Electronic Filing web page at
http://www.fec.gov/elecfil/electron.shtml f or the following information:

V The FECFile download page, (to download software)
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V Common errors

V Mandatory electronic filing information

V Electronic filing FAQs

V Information for software developers

V Statistics

V The FECFileuser 6 s manual

V Password information

The specifics on FEC reporting may be found at

http://www.fec.gov/reporting.html, for the following information:

Vv

V  Rules and regulations of FEC financial reporting

FECFile i Authorized Manual 6.0
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Who Can Use FECFile And How They Can Obtain It?

Who Can Use Fecfile?

Any non-presidential committee required to create federal campaign
finance reports may use FECFile.

Senate committees must file on paper with Secretary of the Senate and
cannot use FECFile to create electronic reports. The FEC has an
unofficial web site for Senate committees to view their info on the
Internet, but must contact the Electronic Filing office for information.

How Can FECFile Be Obtained?

FECFile is provided free of charge, and can be obtained by the following
methods:

A Downloaded at the FEC website
) http://www.fec.qov/elecfil/updatelist2.html
A By mail , 1-800-424-9530 to receive a copy

NOTE: Once receiving FECFile, the user must obtain a
password from the Electronic Filing Office. See the following
page for instructions.
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Passwords i (Who Can Obtain Them and How They are
Obtained)

In order to file electronically, the committee user must have an electronic filing
password. This password is provided by the FEC Electronic Filing Office. For
electronic filings, the password acts in the same way as a signature on a paper
report, and indicates that the electronic filing originated with the committee in
whose name it is filed. After it is issued the password is encrypted, and FECFile
uses the password and the FEC committee ID number to identify the filing,
ensuring proper origination.

Who Can Obtain A Password?

The committeeds official treasurer
requestor of an electronic filing password.

If an additional password is requested for an assistant treasurer, the
treasurer and assistant must sign the request.

(If the treasurer has changed and the FEC has not been
officially notified, the filer must file an amended Statement of
Organization prior to receiving a new password for the new
treasurer.)

How Is A Password Obtained?

The treasurer or assistant treasurer must fax or mail a request letter to the
Electronic Filing office, at 202-219-0674,

Electronic Filing, Federal Election Commission,
999 E Street, N.W.,
Washington, D.C. 20463.

Committee letterhead should be used, if available, and must include:

V The committee name or nine-digit FEC ID number
V Treasurer's name

V Phone number
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V Treasurerod6s signature

V Identical information is also required for the assistant treasurer (if
requested)

(If only the assistant treasurer is to receive a password, the
assistant and the treasurer must sign the request).

The following information (exact phrase) must be included in the
request for a password:

Al represent t hat I am the duhaveappoi nt e
authority as such to sign FEC reports for the above
commi tteeo.

A sample password letter may be found on the FEC Website, at:
http://www.fec.gov/elecfil/sample_letter.htm

Upon verification by the Electronic Filing office, typically within a few hours, the
password will be provided via telephone.

What Happens If A Password Is Forgotten?

If a password is forgotten, the committee must request a new password,
following the same steps as requesting an original password, faxing or mailing
the Electronic Filing office, at 202-219-0674.
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FECFile Installation and Setup

Before creating reports and filing electronically with FECFile, the software must
be installed on the computer. Installation and setup of the committee using the
FECFile setup program may be accomplished quickly, but prior to installation,
the system must meet the minimum requirements shown below:

Minimum System Requirements

PC type computer system

8 megabytes of RAM

Microsoft Windows 5, 8, XP, ME or NT 4, 2000 operating system

3.5 High Density Floppy Diskette Drive and/or CD Drive

Modem or Network Internet Connection (to file electronically and download
software)

PLEASE NOTE: No other operating system is currently
supported.

PLEASE NOTE: It is has been found that selecting an
installation directory other than the default can cause the
program to operate abnormally. Therefore, it is reguired
that you use the default installation path when
installing the software.

PLEASE NOTE: It is has been found running more than one
version of FECFile at a time may cause the program to
operate abnormally. Therefore, it is strongly advised that
you uninstall a previous version(s) of FECFile prior to
installing the current version of FECFile. Uninstalling
FECFile does not remove data files that have been created. It
is always best practice to back up all data files. This
especially true when changing applications. Data files are
saved in the default directory, unless you save them in
another location upon creation.
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Installation Procedures

Vv

From CDROM if you received a FECFile Installation CD:

V Close any open applications on the computer.

V Insert the Installation CD into the CD drive.

V From the Start menu, select Run and then type [Drive]:\setup, where
[Drive] = the drive letter assigned to the CD drive on the system where the
CD is loaded.

V For example, if the CDROM driveentesed driv
E:\setup in the command-line box, and click OK.

V As an alternative, double clicktheA My Comput er 6 |l con on the
Desktop. The window will open.

V Double click on the CD Drive icon. Then find and double click on the
setup.exe file.

V Go to Finalize Installation (below).

From download:

V Download FECFile from http://herndonl.sdrdc.com/cqi-bin/fecfile

V Save the file to a place selected on the hard drive.

V When the download is complete, Double click on the setup.exe file.

V Go to Finalize Installation (below).
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£ FECfile Setup

N p—

2 to the installer for FECHile 6.

is strongly recommend

Finalize Installation:

V Follow the instructions provided during the setup process. Do not install on
a network drive.

V When

the installation i s d¢BORiEISaEUWwpes t he scr
complete and your software is now instal/ll
V FECFile has now been installed!

Vv
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FECFile T A Brief Overview

Before getting into the details of FECFile, we provide a summary view of how
FECFile works and how you can use it to electronically file your reports to the
FEC. While FECFile support different committee types, reporting periods, and
transaction types, the pattern for using FECFile remains the same and is fairly
straight forward..

Process flow for FECFile

The flow for using FECFile, follows the normal filing process for the FEC. It
includes:

Set up afile
Create a committee i enter committee information
Create a report
Enter transaction(s) into the report period
File the report
1. Use Upload to send the filing
2. The FEC Validates the filing
3. You are notified of problems or confirmation of a successful filing

I > >

The following diagram shows the general flow for using FECFile:
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FECFILE PROCESS OVERVIEW

OR...OPEN MY FILE, AND SELECT A REPORT

C. ENTER
COMMITTEE
INFORMATION

E. CREATE
REPORT

D. ENTER
ELECTION CYCLE

A. CREATE
My FILE

B. CREATE
MY COMMITTEE

F. ADD/MODIFY
PARTICIPANTS
AND
TRANSACTIONS

G. REPORT REVIEW AND FILING

G. SAVE
MY REPORT

TesT FiLE A REPORT
(NoTE: NOT RECEIVED
BY FEC)

ELECTRONICALLY FILE A
REPORT WITH THE FEC

PRE VALIDATE REPORT
CONTENT

PRINT / VIEW REPORTS

[ File ] [Validate] [Confirm]
=) —)

In this manual, the above processes are addressed in detail, as follows:

Create File 7 Section B

Create Committee 1 Section C

Create Report 1 Section D

Transactions 1 Section E

Save Report 1 Section E

Report Review and Filing i Sections G & H
Amending Reports i Section |

I v > I D D
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B. Starting FECFile And Retrieving The
Candidate Database

) ON HOLD Startup
REGLETNSERE] 4 Amenca Online 9.0
83 Burn CD & DVDs with Raxio

E — (@ Hotsync Manager

] New Office Document

j,i E-mail @ Open Office Document
| == R it Office I3 PapecPort

@ Set Program Access and Defaults
L °"

[&] Try A0L for Broadband

% PDF Converter s & Weathersug
y W Windows Catalog
B Notepad ® Windows Update
= €D winzip
ka Windows Movie M
) Accessories

Q QuickTime Player | @ Administratve Tools
{8 Adobe

@ WeatherBug {) America online

{# 0L Instant Messenger

() Arcsoft Photostudio

& Cacheman

@ canon

@ Carnes

@ CorelbRaAW 10

() Del Accessories

(@) Dell QuickSet

() Dell TrueMobile

{0 Documents To Go

) eFax Messenger Plus

@) Famiysearch

) FEC Applications

@ Filesync
{0 Foretielp Premier 99
@ Fresync
& fusionOne

(@ Futuredial
@ Games
Rl ) Gospetink 2001
PR ) Handmark

Bl ) HomeSite 4.5

Opening Fecfile
To open the FECFILE application, you must launch the software application.
V Click the Start button on the Taskbar and move up to select Programs.
V Select Programs and then move across, highlighting FECFile.
V Select FECFile, from the menu selection.

V The application will launch, and FECFile will open.
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V The application will prompt the user for the operation needed to perform, or
select File Open, choosing the candidate database.
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Getting Started With Fecfile

Once launching FECFile, there are several options from which to choose:

(5 FECfile
File  Help

Would you like to

Open an existing committze file I

Create a new committee file

Exit

Get some Help! |

Ready [ 4

V Open and existing committee file i allows the user to access committee
information and reports already created and saved

V Create a new committee file i allows the user to create a new committee
file where all information and reports for the committee will be stored

V Getting Some Help i shows the user a step-by-step diagram of the
electronic filing process

V Exiting i closes the application

All of these options will be explained in the following text.
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Retrieving the Candidate Database

f= FeCfile - O/X|
File  Help

OEBe s 23 3IPBRALBS &

Would you like to

Open an existing committze file I

Create a new committee file

Get some Help! |

Exit

Ready [ 4

Updating and Downloading the Lookup File

FECFleuses a standard file called a Lookup fi
candidate and committee ID information. As part of the ongoing process of

assigning these I D6s, the FEC updates the m
The FECFile application will notify the user when it is more than 30 days old.

The FECO6s ma s tfthe FECHilesinstallat®n (ip a filetcalled

export2.cm). The FECFile software is designed to notify the user every 30

days. However, the user may download a recent copy of the file at any time. This

is done by selectingthe menu i tem AGet Committee List/C
under the File Menu. As the application is initially installed, it is recommended

to download a new copy at that time.

FECFile 7 Authorized Manual 6.0 B-4


http://export2.cm/

Notification

Upon opening the FECFileappl i cati on and t ltcagionwdier 6s f il e
notify asking to downl o aohcludingthe qugentof t oday o s
contribution limits, if the Lookup table is older than 30 days. There are two

options here. By selecting NO, the file will not be updated but transactions may

be entered into FECFile. However, by selecting Yes, the FECLoad Settings

window will appear asking to select the filing method (i.e., the communication

method used to download the latest file).

Download | Conﬁgure |

—Filer information

ID [C00000000 (e.g C12345675)
Fax | (e.g 2022190674)
Password I Confirm | (case-sensitive)
e-mail 1 I Confirm I (e.g johndoe@cmte.com)
e-ma\|2| Confirm I (e.g janedoe@cmte.com)
— Filing Method
@ TCP/IP  HTTP (" Dialup A 1B ] Oifier

0| Fileittuthietestsenen [will net b received bythe agensy]

Remate file to get |fecupdates.zip

0K I Cancel Help

The options from the Download screen are: TCP/IP (an Internet connection);
HTTP; or, Dialup (a modem connection). All other fields on this screen will be
inactive (shaded gray). The HTTP connection is an option for those behind a
proxy server. The proxy IP address must be entered in the configuration along
with the username and password, if applicable.

The configuration screen will vary according to the filing method selected.
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Settings

Download  Corfigure |

Proocy server information
Server IP |

Proxy user 1D I

Password I

COM port IL
Baud rate | 15200
O o wnload nictusa.co

Agency |D [FECDL

ok | cance | o Hep |

If TCP/IP is selected on the Download screen, the screen will have
download.nictusa.com as the hostname (the name of the server that has the
export2.cm file available for download) and the Agency ID will be FECDL.

Internet connection must be made, prior to the download.

If Dialup is selected from the Download screen, the Configure screen will have

the COM port set as 2; the Baud rate set as 1 200; the Dialup string as

ATDT17038346 68 and Agency ID as FECDL.

Bl FECload - fecupdates zip

File “iew Help

3k Q”

!l CAFECfile\runtime\fecupdates zip

Downloading fecupdates.zip
Using TCP/IP

Random Bits Needed
1288 random bits are needed.

0% 100%

These random bits will be derived from your keystrokes and mouse movements.

Enter random text on your keyboard and/or move the mouse around within this dialog box.

Cancel

FECFile 7 Authorized Manual 6.0
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=) FECload - Untitled

File View Help

P Untitled ‘:"E‘ ‘X|

Settings

Dowrload Cerfigure |

Proxy serverinformation

Server IP
Proxy user D

compt M
Baudrate [1200
Dakp sting [ATOT170283246968
AgencylD[FECOL

oKk | Cencel | Hep

Ready [ 4

The COM port is the communication (@Pegrt that
your comput elfdrmsnection chenotpe made with this setting,

check the comport # attached to your modem in your computers control panel.

If a different COM port is used, change the COM port number in this field

(possibilities COM port 1, COM port 2, COM port 3 or COM port 4). The same

holds true when using a different Baud rate, the settings must change as well.

The program defaults to the two settings noted, as they are the most frequently

utilized. The Dialup string and Agency ID should not be modified unless

instructed bythes of t war ebds technical support staff,
beginning of this guide.

 E FECload - fecupdates zip

File View Help

Using TCP/;
Wins 2.
Connecting to download.nictusa.com:667
Identifying DISGLOSE service

agency FECDL

IP
[

i Succeeded

FECFile 7 Authorized Manual 6.0 B-7



During the download, the screen will display FECload in the upper left corner.
Inside FECload, a window displays the download results. The program will
display several messages, informing you it is about to download. The program

wi || pause, s exdditecmi Reghenstithg process conti
foll owing message appear s, ARServer response

a number displaying the file as it is downloading (the number represents the
bytes being transferred). The process speed is dependent upon connectivity.
As it is near completion, a window displays

The next dialog screenr eads, 1 The ciypted ey these keysb e d e

Other Recipients

\i) This file can be decrypted by these keys:

SDRDNLD1

S DR DNL D Atthis point click OK.

Processing will occur and a final screen should show that the import has
succeeded i At this point click OK.

FECload X
g Succeeded
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C. Filing Types and Creating a New Committee
File

When you start the systemgives you the option to open an existing committee, create a

new committee, open help, or simply exit from the action box. The followingupop
screens help you through those options:

Would you like to W‘

| Open an existing committee file

Get some Help!

Create a new committee file ‘
Exit ‘

'E Create a new committee file, walks you through the process of setting up your committee and adding your first
L] report. Select "Ok" to continue with this process. If you have alr¥ady setup this committee, select the cancel button,
and choose "Open an existing committee fie"

oK | Cancel ‘

The following provides assistance in selecting the cotestfiling types and setting
up for creating reports for that filing type.

Filing Types

When beginning the process of entering information into FECFile, the question
of committee type is critical because the answer provided will determine the
FEC form that will be used by the FECFile application, and the associated
reports. These committee options include:
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COMMITTEE CATEGORY

V Campaign Committee (Non-Presidential)

For Use By Authorized

, , , . Committees

V Campaign Committee (Presidential)
V Political Action Committee V
V Political Party Organization Vv
V Other(Political) Committee \
V Committee/Organization \%

Supporting Convention

V For Use By

V Independent Expenditure Filer-Individual Unauthorized

(Non-political/Non-profit) Committees

V Independent Expenditure Filer-
Organization
(Non-political/Non-profit)

V Communication Costs Filer

V Electioneering Communications Filer-
Individual (Non-political/Non-profit)

V Electioneering Communications Filer-
Organization (Non-political/Non-profit)
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If the committee is unclear or uncertain about the committee type, refer to the
most recent Statement of Organization (FEC Form 1). If the committee type
cannot be determined, the committee must contact the Reports Analysis
Division of the FEC at (202) 694-1130.

If this is the first time the committee has entered the program (or the first time
they have created a file for a new committee), OK is selected. If, however, they
have created a file for their committee previously, Cancel is selected; and,

A Pen an Existing Committee Fileois selected.

At the FECFile application requests, select the committee type by clicking on it
with the mouse; then select OK

Select your Committee Type Iﬁ

Campaign Committee (Mon-Presidential)
Campaign Committee (Presidential)
Folitical Action Comrmittee

Falitical Farty Organization

Other (Folitical) Committee

Committee/Organization supporing convention

Independent Expenditure Filer - Individual (Mon-political /MNon-profit)
Independent Expenditure Filer - Qrganization (Mon-political /MNan-profit)
Communication costs Filer

Electioneering Communications Filer - (Mon-palitical/Non-profif) Individual
Electioneering Communications Filer - (Mon-palitical/MNon-profit) Organization

Ok | Cancel

This will bring up a dialog screen that asks you to enter your Committee
information. It is very important for the committee to enter their information.
Reports submitted without this information will experience problems/delays in
having the report processed. OK is selected.

} Please enter your committee information now. Complete committee information is required to avoid fiing delays and
L

successfully fie your report.

This opens the Committee Information screen. Complete the requested
information as follows.
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Note: Authorized committees have an additional step.

Once completing the zip code, the Authorized Committees must enter in the
Candidatedbs name in the Authorizing Candi da

V Once entered, press the tab key, which then allows for the separate
Individual/Organization screen to enter the candidate address information.
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