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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Introduction

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

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

This ERTS User Manual is a “how-to guide” for the electronic filing of campaign finance
reports. Candidates, officeholders, committees and their treasurers are strongly
encouraged to review the Campaign Finance Manual as a resource for campaign finance
laws, rules, regulations, and compliance.

ERTS USER MANUAL 4 JANUARY 2024



mailto:campaign.finance@elections.ri.gov

STATE OF RHODE ISLAND BOARD OF ELECTIONS

Getting Around in ERTS

Once you login to ERTS, you will start at the Organization Overview screen seen
below (Figure 1):

Your campaign name will be displayed here Your last login date is displayed here

; https:/ /secure?.ricampaignfinance.com;rhodelslandcf/Candid.(e/Candidateworkspace_a.asps - Microsoft Ink: o |ﬁ||5|
CIICk on File Edit Wew Favorites Tools Help / ﬁ
13
the®Hep To= "5 "9 B 4 @8/ @ @ @ B &S B . H
with this Back Farward Stop  Refresh  Home Sear Favorites  Media  History Mail Print Edit Discuss  jéapell
Qage” link Address 2:]https:Hsecurez.rlcampa\gnﬁnanca‘c0m,l’rhodelslayécﬂ‘candldate,l’Candldateworkspace_a‘aspx /ﬂ @Gm ‘Links > Go 81‘3' I £
to access ) =
instruction Organization Overview Log off
s about the Welcome back: JOHH @ CAHDIDATE Last Login: May 13 2005 10:08AM
page Help with this page Log Off | uem2TsTage)
Navigation
Overview < Tabs
Rhode Island Menu |Acc°unt Status
Home Page Ending Balance as of 03/31:2005 $870.23
General Information  |Pending Contributions $0.00
‘igw Filed Reports Pending Expenditures $0.00
User Login . .
|Transact|on History
Search
- Filings Transaction Type Year to Date Totals
- Cortribufions Contributi $1,645.00
- Expenditures IExpendi(ures | $9?4\??|
Cortact Us
Campsion Finsnee  |Reports Due
Home
- Report Type Due Date Report Status
=2EmS) 2005 On-Going Guarterly [2nd) 0743002005 View/File
LChange Pin 2005 OrGoing Quarterly (3rc) [10/30/2005 View/File
2005 Or@oing Guarterly (4th) 0143002006 View/File
\ 1
Violation Balance
& \ |3 % mnternet
\ Figure 1 - Organization Overview

Reports due, as scheduled by the BOE, A report not filed by its Due Date will have a Past Due
are displayed here Report Status

Navigation Tabs

The Navigation Tabs are the primary way to access most areas within ERTS (Figure 1.1).

Overview
Horme

Fig. 1.1 — Navigation Tabs
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Navigation Buttons

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

Use to add a new contribution or expenditure

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

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

Use to submit information to ERTS.

1000

The “Help with this page” link displayed in the upper left corner of every page
is a very useful resource to use while logged into ERTS.
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STATE OF RHODE ISLAND

Organization Overview

BOARD OF ELECTIONS

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

Overview area:

Account Status igyre 2)

Information contained in this section includes:

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

received by the BOE.

¢ Pending Contributions: total contributions entered into ERTS, but not contained
within a filed report (see page 42 for additional details).

e Pending Expenditures: the total expenditures entered into ERTS, but not
contained within a filed report (see page 42 for additional details).

Transaction History .. 2

Information in this section includes:

e Contributions: the total of all contributions entered into ERTS for reports that
have been “Received by the BOE” during the calendar year.

o Expenditures: the total of all expenditures entered into ERTS for reports that
have been “Received by the BOE” during the calendar year.

3 https://secure?. ricampaignfinance.com/rhodelslandcf/Candidate /Candidateworkspace_a.aspx - Microsoft Interne

File Edit Yiew Favorites Tools Help

= = @ | A @ @ @ | B S e
Back Farward) Stop Refresh  Home Search Favorkes Media  History Mail Print Edit Discuss  iesSpell
Address Ig'] https://secureZ ricampaignfinance.com/rhodelslandcf /Candidate/Candidateworkspace_a.aspx j @Gn | Lirks **
=
State of Rhode Iskand
Campaign Finance Electronic Reporting & Tracking System (ERTS)
Account
Organization Overview Status
Welcome back: JOHH @ CANDIDATE Last Login: Apr 14 2005 8:26AM Section
Help with this page Log Off | v 1.5.2 (stage)
Overview
Home
L
\stamd Menu_|ACCOUINt Status Totals
Board of Elections Totals
Home Page Ending Balance as of 12/31:2004 $0.00]
General Information  |Pending Contributions $0.00]
Vs Filed Reports |PENding Expenditures $0.00]
User Login ) . z
[Transaction History < Transaction
Search History
- Hlings Transaction Type Year to Date Totals
- Lontributions. Contributions $0.00]
pExpandiures [Expenditures | $0.00|
Contzct Us
Campsign Finance Reports Due
Hame I—
Report Type Due Date Report Status YTD
Forms 2005 On-Going Cuarterly (1st) 043002005 Past Due View/File =l Totals
Ehange Fin 2003 On-Going Quarterly (2nd) 07/30/2005 View/File
2005 On-Gaing Quarterly (3rd) 1043002005 View/File
2005 On-Going Quarterly (4th) 01/30/2006 View/File
1
|&] pone T
Figure 2 — Organization Overview
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/3 https:/ /secure2.ricampaignfinance.com/RhodelslandCF /Candidate /Contribution¥orkPage.aspx - Microsoft Interne =181 x|
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-

Organization Overview

‘Welcome back: JOHH O CAHDIDATE Last Login: Apr 15 2005 §:19AM
Help with this page Log Off |v1.5.2 (stage)
Reports Rhode Island Menu |Acc°unt Status
Due Eoard of Elections Totals
Secti Home Page Ending Balance as of 12/31:2004 $0.00
ection General Information  [Pending Contributions $1.345.00
Vg Filed Reporis Pending Expenditures $974.77
ser Login i .
[Transaction History )
= - View/
Filing= Transaction Type Year to Date Totals Fil
P 1 Contributions $0.00) — Frlle
Rep [ Expenditires [Expenditures | $0.00|
Type Cortzct Us
[2 Finance Repor‘ts Due
Home
Report Type Due Date Report Status u
Forms 2005 On-Gaing Guarterly (st) 0413012005 Past Due i File
Lhange Pin 2005 On-Going Quarterly (2nd) 07/30,2005 View/File
Violation 2005 On-Going Guarterly (3rd) 1003002005 ViewlFi\e Report
Date \ 2005 On-Going Guarterly (4th) BT View/File - Due
Date
|Board Actions (Fines and Violations)
Descripiion Violation Date Violation Description Violation Balance
|ERen [11730:2004 |Cate Fiing Yioktion 45,09 1 A
— < 1 E Fine
& = meEa T Amounts
Figure 3 — Organization Overview
p (Figure 3)

Information in this section includes:

reports scheduled by the BOE

DIERSEIL: the date by which a report must be filed through ERTS.
RCT I ESIEIE: indicates whether the report is past due or rejected.
View/File: provides a link to view and file the report which is due.

To view filings received by the BOE, look under the Filings tab (see
Figure 28 on page 35).

Board Actions g3

Information in this section includes:

o [IINSLOIN:: indicates whether a fine or penalty assessed by the BOE is open,
paid, revoked or suspended.

VAL EV T WYY o] ife]y): a description of the BOE action.
VALIEVHN=EIEGITE: the current outstanding balance of the fine or penalty.
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Contributions

Clicking on the ST OEEmE tab brings you to the Contributions section of ERTS. This
is where you enter and manage all contributions received by your organization (Figure 4).

1w x|

; https:/ fsecure?.ricampaignfinance.com/rhodelslandcf/Candidate/Candidateworkspace_a.aspx - Microsoft Internel

File Edit view Favorites Tools Help

@« 04+ Q@ B & @ oG @ @ | B 5 B 0 5 %
Back. Farward| Stop Refresh  Home Search Favaorites  Media Histary Mail Print Edit Discuss  ieSpell

x| @en |Links =

Address IE_'] https: /fsecureZ ricampaignfinance. com/rhodelslandcf{CandidatefCandidateworkspace _a. aspx

Contributions
Tab

~

State of Rhode Islandl 1
Campaign Finance Electronic Reporting & Tracking System {(ERTS)

Contribution Administration
Last Login: Apr 15 2005 9:14AM

Add a
Contribution

Yelcome back: JOHH & CAHDIDATE

Log Off |v1.5.2 (stage)

Contributions

Find
Contribution
Rhode Island Menu |Contr|but|on History (10 most recent Contributions)
Eoard of Elections m
Home Page 10 Most
- Contribution Type Contribution Date Deposit Date Contribution Amount
Genersl information g | |54 K JONES  [Individusl 031 512005 P $300.00|Edit Recent
iew Filed Reports  |JONM Gt CANDIDATE |Loan Praceeds l02n 572005 N 500 00| dit Contributions
User Lagin [Acoregste - Individusl 030772008 (03072005 $370.00|Edit
T— [JANE JCRES inciivicluzl l0211972005 125 00|Edit
L Eilina= MR. JOHN M. SMITH — [incivicual (01122005 550.00|Edit
- Cordributions )
Click Here to | -Ecendiires . Edita
|Donor Maintenance

Contribution

Enter the Cortact Us
y entering the Donor Mairtenance area, you as the user will have the shilty to search for a donar and to fix any information that is
By entering the D Mairt: th ill e the ability b h fi d ol to fi infarmation that i
Donor Campasign Finance  Stored abolt the selected donor.
Maintenance | fome Undate a O
Section Eorms I
Change Fin
|
[@] Done [ B [ mternet

Figure 4 — Contribution Administration

Contribution History .. 4

This section allows you to view up to the last 10 contributions entered into ERTS, add new
contributions and find and edit contributions already entered into ERTS.

o Dono : Name of the donor (if applicable).

o (o NligleIViil-T1sMAYLE): The type of contribution received, such as Individual, Party,
PAC, etc.

o [N NI : The date the contribution was received by the duly appointed
campaign treasurer or deputy treasurer.

o DLTIFIMIEL: The date the contribution was deposited into a campaign account.

o [ofeJoiigle Il lea WaNsslelt3li: The amount of the contribution.

e Edit: The link allows the editing of contribution information for the last 10
contributions entered into ERTS, but which have not been filed. You will not be
able to delete a contribution using the Edit link.
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Add a New Contribution-Individual (Figure 5)

To add a new contribution from an individual into ERTS:

1. Click on the m button in the Contributions History section (Figure 4), which
brings you to the Contribution Entry page. (Figure 5). The Contribution Type
“Individual” is the default setting in ERTS (Figure 6).

2. Enter the required Contribution information.

3. Enter the donor’s Last Name in the Donor Information area.

4. Click on the ISl button.

a. if Donor Information is already stored in ERTS, select correct name.
b. If Donor Information is not already stored in ERTS, enter all required Donor
Information and Employer Information

5. Click on the m button to save contribution in ERTS.

6. Repeat steps 1-5 to continue data entry of contributions received.

7. Click on the m button to go back to the Contribution Administration page.
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STATE OF RHODE ISLAND

\Contribution

BOARD OF ELECTIONS

*: Required
**:Recommended

Contribution Type * Rﬁfﬂe{gﬁ/Dale * D:&?SQ,DSIB Transaction Type * Contribution Amount *
Individual ﬂ [ Check 15
Contribution Explangti sE:(t:lefrlc
[ Lock Inf .
oot inio Information
[ Previous Aggregate ab:’%:; t?e
Contribution 4 con I:I ru ion
Type ere
\Donor Information
Prefix: First Name: * Mi: Last Name: * Suffix: Ent
nter
| I | | | L] required
Address1: * ‘ <+ information
Address2: ‘ ‘ about the
Giy: * | o saer [ | oze [ donor here
|] Lock Donor Info
Employer Information re'i'“t_‘:;d
ui
Name: ** - information
Address1: ** about the
Address2: donor’s
City: = State: = || | emhployer
ere
Click here to /m
save s
earch for the ;
e Click here to
co_ntrlbutlon donor Lot
in ERTS cancel entry

of the

Figure 5 - Contribution Entry page contribution

NOTE: It is important that you utilize the W feature whenever adding contributions in
order to maintain an accurate donor database and to ensure compliance with annual
contribution limits. ERTS has the capability to warn you if a donor exceeds his or her annual
contribution limit set by Rhode Island’s campaign finance laws.
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Contribution Type (Figure 6)

Before adding a new contribution, you must select the appropriate Contribution Type from
the drop-down list in the Contribution area of the Contribution Entry page. The following
contribution types are available to select:

Contribution Type *

Indivicual |
Inclividual
Agoregate - Individual
Angregate - PAC
Agoregate - Party
PAC

Party

Loan Proceeds
In-Kind - Individual
In-Kind - Party

In-Kind - PAC

Interest Received j

cpanas En

|Employer Information

SSSSSS

st
e[ & R I

hstd-pant | INGEBHAIOO

Figure 6 — Add a Contribution Screen

If you leave a required field blank, you will receive a warning message in red text
indicating which required fields you failed to correctly enter information into.
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Donor Maintenance ;.. 7

To update or add Personal or Employment Information for an individual donor previously
entered into ERTS by an organization:

1. Proceed to the Donor Maintenance area located under the Contributions tab on

the Contribution Administration page (Figure 7).
2. Click on Update a Donor link, which brings the user to Donor/Payee Update page

(Figure 8).

2 https:#fsecure?. ricampaignfinance.com/rhodelslandcf/Candidate/ExpenditureWorkPage.aspx - Microsoft Internet Explorer E|E\E|
'!'r

File Edt View Favorites Tools  Help

2 | = i
@Back ) | lﬂ Ig l\l / ) Search ‘i:/ Favorites ‘) T i _J ‘i‘i

Address ‘@1 https:/jsecure2. ricampaignfinance, com/rhodelslandef fCandidate/ExpendituretworkPage, aspix v ‘ Go  Links *

Contribution
State of Rhode Island——————————1

Campaign Finance Electronic Reporting & Tracking System (ERTS) Administration page

Contribution Administration

Welcome back: Richard E Thornton on behalf of JOHH 0 CANDIDATE Last Login: Sep 15 2005 3:41AM Contributions tab
Help with this page My BOE Homepage Log Off v 154 (stage

Contributions

R,,od Island Menu |Contribution History (10 most recent Contributions)

Board of Elections m

Home Page

[

Danor Contribution Type Contribution Date Deposit Date Contribution Amount
Genersl information  |ROGER WILLIAMS  [Iclvidual (020012005 5300 D0|Edit
View Filed Reports M. LISA K JONES  |Inciividual (031552005 §300.00(Edit
User Login JOHK @ CANDIDATE  |Loan Procesds (024 52005 $500.00(Edit
e Aggregate - Individual 1310712005 (0340712005 $370 00| Edit
[ eitings [1£NE JONES Incvial 021 3/2005 125.00[Edit
- Cortribitions MR, JOHR N, SMITH  Inclividual (0141 22005 §30. 00(Edit
- Expenditures .
Donor Maintenance
N o
Lortact s [Donor Maintenance < area
Campaign Finance By entering the Donor Maintenance area, you as the user will have the ahilty to search for a donor and to fix any information that is
Home stored shout the selected donor.
Forms
Update a Danar
Change Fin
@1 é ° Internet

C
f 2 LetterTracking.ds r 4 GroupWise - Mailbox F &l ERTS User Manual Dr... 7} https:/jsecurez ricam, . Q}ﬁ: # 2i29PM
¥

Figure 7-Donor Maintenance

Update a
Donor
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

=18 x|
Ele Edt Vew Favores Toos Help [ = |
G O at Q G 9 @ | B & =@ H ¥
Back Forward Stop  Refresh Home | Search Favorites Media History Mail Print Edt  Discuss ieSpell
Address |€'L ' . - hodelslandcf/Candidate/Contributi —— j 6o |Links »|
State of Rhode Istand ——————————] Donor/Payee
Compaian Fnance 4%—~ Update page
Donor/Payee Update
‘Welcome back: JOHN Q CANDIDATE Last Login: Apr 19 2005 12:57PM
Help with this page Log Off |v1.5.2(stage)
Record Type: @ Individual " Organization
, Last Name
|Personal Information field
Rhode island Menu  prefix  First Name M Last Name ¢ arm
Board of Elections JONES
bt e |

Genersl information  Address? |

View Filed Reports  Address2 |

ez leain City [ stae [ mn [

Search
- Filings
- Contributions |Employer Information
& Employer I
Contact Us Name
- S Employer
Campsion Finsnce STV, — Search ERTS for
Home Employer

— Address2 donor name
Change Pin (E:W fover . El;zployer match

Contribution Home r—
M|
Done ' 5
’@ Click here to search for an existing Donor‘ur F’.?yeeAI E o1

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

3. Click the appropriate Record Type: Individual or Organization
a. For Individual, enter the donor’s last name into the Last Name field (Figure 8).

b. For Organization, enter Organization Name (Figure 9).

A https:/fsecure?. ricampaignfinance.com/rhodelslandcf/Candidate/DonorUpdate.aspx?Page =Col utio - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help o
L A = v 53 B

Qo= - () - [#] [&] (0 Oseweh Flprmenies £ (- J 4

Address|@https:p’fsecureZ.Mcampa\gr\ﬁr\anca.mmtrhndeIs\ar\dcFﬂCandidatatDnr\anpdate.aspx?Page:Cnntributmr\ v B Lk *

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

Donor/Payee Update

‘Welcome back: Richard E Thernton on behalf of JOHH @ CAHDIDATE Last Login: Sep 15 2005 9:41AM

Help with this page My BOE Hormepage Log Off |v1.5.4 (stage)
Record Type: O indivicusl &) Organizetion
e 7 |Persona| Information Orgam?atlon
Rhade Island Menu Organization Name P Name field
e 7
Home Page

General Information "3 I |

ViewFiled Reports  Address2 [ |

Search
- Filings
- Contributions
- Expenditures

Contact Us

Contribution Home

Campaign Finance

Home

Forms

Search ERTS
for donor
name match

Change Pin

B & mkernet
Figure 9-Search for donor |

ERTS USER MANUAL 14 JANUARY 2024




STATE OF RHODE ISLAND BOARD OF ELECTIONS

4. Click IESEE

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

b. For Record Type: Organization, the names of all organization payees (i.e. for
Interest Received and Refunds/Rebates) previously entered into ERTS by the
user’s organization will be searched and any matches will be displayed in the
Search Results area (Figure 11).

SIS

@ M @ - = =]
Stop. Refresh  Home Search Favorites  Media History Mail Frink Edit Discuss  ieSpell
Uy age=Contrioution =l @en ks>
Help with this page Log off |v1.5.2 (stage) =
Reecord Type: @ nclvidusl € Organization
|Persunal Information
T prefic First Name Ml Last hame Suffix
I I [ JORES
o Addresst |
s mddress2 |
City State Tip
- Contributions |Employer Information
Emm yer I
Emp\ el
Addresst
Employer
Forms Address2 -
Employer l— Employer ,—
— B stte  — o _— Click on the name
of the donor to
o] update
information
/ |search Resuits
Search Results area 1
ID_ [Full Nam Record Date [Address _|City,ST,Zip Employer Name
6852 JANE JONES Currert 789 BLACKSTONE BLWD PROVIDENCE, RI 02305 ANCHOR BANK
7EESA WS LISA K IONES Currert 123 SUBURBAN ST PROVIDENCE, RI 02908 WATERYIEVY RESTURAUNT =
/&) Done IS [@ meernet

Figure 10 — Search Results for Individual donor
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& https:/secure?. ricampaignfinance.com/RhadelslandC| ndidate/DonorUpdate.aspx?Page=Contributio - Microsoft Internet Explorer

Fle Edt ‘View Favortes Tools Help

oBack ) lﬂ @ h /..-\J search ‘ij:(Favuntes {‘} 4~ :ﬁ _J 'ﬁ

address | ] httpsy/fsecure.ricampaigrfinance, com/R hodeTslandiF Candidate DonorUpdate, aspPage=Contribution B ks

. e v A
= » "— ‘Campaign Finance Electronic Reporting & Tracking System (ERTS) B
Donor/Payee Update
‘Welcome back: Richard E Thornton on behalf of JOHN G CANDIDATE Last Login: Sep 15 2005 :11AM
Help with this page My BOE Homepage Log Off | v 1.5.4 (stage)
Record Type: O individual © Organization
|Persona| Information
Rhode Island Menu Organization Name
T
Home Page
General Information  #99rEss! | |
View filed Reports  Address2 [ |
Search .
Criies Click on the
- Contributions name of the
- Expenditures donor to
Search = [ sewcn || oot tome update
Result area icn Fipence ; ;
- information
e earch Results
F
— Close
Change Fin
FuII Name Record Date |Address City,ST,Zip Employer Name
R854 BLACKSTON Current 789 FINANCIAL WA  PROVIDENCE, RI 02903
76386 BANK ONE Current i
= v

El

Figure 11-Search results for Organization payee

5. Click on the name of the individual donor or organization payee to updateffix.

6. Update the individual donor's (Figure 12) or organization payee’s (Figure 12.1)
information.

/DonorUpdate.aspx?Page =Contributio - Microsoft Internet Ex

—lBlx

T =
« 0= 9 m & 9 B 5 = H ¥
Back Forward. Stop Refresh  Home Search Favorites  Media Histary Mall Print Edit Discuss  ieSpell
Aekdress | Page=Contribution =] @60 [unks >
Donor/Payee Update A
‘Welcome back: JOHH Q CAHDIDATE Last Login: Apr 19 2005 12:57PM

Help with this page Leg Of | v1.52 (stage)

Record Type: & ncividual - Orgarization

|Personal Information

Shange |
Date
Board of Elections
v Prsfic  FirstName M Last Name Sutfix
3 = i [ionEs
Sansal formsion f I

View Filed Reports  Addre NP [123 SUBLREAN 5T

User Login Address2 [

Sesrch

oty ROVDRE s | — zp S
Update Personal
Contributions.
andlor Empl°yer T er Information
Information Enloyer [ TERYER RESTURALNT
Campsion Finane Name
Home Empover,  [322 SEASIDE LANE
Eorms Employer
Change Pin Address2
Ewmyer [enEsTOMT | state [RT %th?' GE

c"ck FlX tO /|0rganization Change History
[Expire Date [Full Name

ki =
save Current S 1 ISA K IONFS 123 SUBLURBAN ST W L‘
changes (Eioore 8 @ e

Figure 12 — Update Individual Donor Information
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3 https:/isecure2. ricampaignfinance.com/Rhodelslan dCF/Can didate/DonorUpdate. aspx?Page-Contributio - Microsoft Internet Explorer
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State of Rhode Istand ]

Campaign Finance Electronic Reporting & Tracking System (ERTS)

Donor/Payee Update
‘Welcome back: Richard E Thernton on behalf of JOHH O CANDIDATE Last Login: Sep 15 2005 :4AM
Help with this page My BOE Homepage Log Off | v 1.5.4 (stage)
Record Type: O incivitusl & Orgarizstian

|Personal Information Update
Rhode Island Menu Organization Mame

Board of Electi Organization
ard of Elections AT O 1
o Information
General Information  A94rs! ‘

View Filed Reports  Address2 [ |

s gy [ C—

Search

- Filings

- Contributions
- Expenditures

Contac e B« ClickFixto ew search

LCampaign Finsnce save changes

Home

Forms

@1 é ‘ Internet

C
[ LetterTracking. s " GroupWise - Mailbox ol ERTS User Manual Dr... 3 hiy icam,.. &L g 10:10 0
v

Figure-12.1-Update Organization Payee Information

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

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

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

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

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

4. Enter complete contribution information.

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

6. Click on the G button (Figure 13).
Note: The correct names and addresses of all PACs and Parties registered in Rl
are stored in ERTS. If the user has difficulty locating a PAC or Party stored in
ERTS, enter only the first word in the PAC’s or Party’s name, or a portion thereof.

7. Click on the appropriate PAC name from the search results (Figure 13).
8. Click on the | Submit | button to save the entry in ERTS (Figure 13.1).
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Select PAC or Enter
Party as contribution
Contribution Type inf>g_:_>r|5nati¢;>nd
|COI'ItI'IbUtIOI'I **:Reco'mrﬁgﬁggd
Contribution Type * f mﬁ.%ﬁh?}?;}% * Pn?%?dsg;}?}f;}?) Transaction Type * /60ntributi0n Amount *
[PAC v ] [03/03/2005 | [03/03/2005 | [Check K18 [250

Contribution Explanation

Donor Information

|:| Previous Agagregate
Enter donor

PAC name and
click Search

@ Contains O Starts

PAC Name * [RI DENTAL

<«

] Key

Organization Name

Address

[ cloar |
,State,Zip

RI DENTAL PAC

8§75 CENTERVILLE ROAD

WARWICK, RI 02886

From the search
results, click on the
name of the
appropriate donor
PAC

2l Candidate Contribution - Microsoft Internet Explorer,

File Edit ‘iew Favorites Tools  Help

GEack = J Iﬂ Ig __h /._‘J Search \;1:(’ Favorites @3 <]~ :\,'_

Address |ﬁ§| https: //secureZ ricampaignfinance .comfRhodelslandCF/ Candidate/contribution, aspx

Links **

v|GD

Help with this page

|Contribution

State of Rhode Island [

Contribution Entry
‘Welcome back: Richard E Thornton on behalf of JOHH O CANDIDATE
My BOE Homepage

Campaign Finance Electronic Reporting & Tracking System (ERTS)

Last Legin: Sep 15 2005 :41AM
Log Off |v1.5.4 (stage)

* Required
“*Recommencedd

Corntribution Type * (R,ﬁ;?ﬂj\?ﬁ?) B E)rﬁﬁ?fgj\?ﬁ;) Transaction Type = Contribution Amount *
[Pac v| T [pam3iz00s | [ creck v gz

Rhode Island Menu  Cortribution Explanation

Board of Elections
Horne Page

General Irformation

¥iew Filed Reports

User Legin Donor Information
Search PAC Name * RI DENTAL PAC
- Filings

- Contributions

- Expenditures

Cortact Us

Campaign Finance
Horme

Faorms

Change Pin

Click Submit button to
save entry into ERTS

@ Done

— -
‘e Start | &2 LetterTracking, xls

| &l ERTS User Manual Dr...

43 candidate Contributi...

é 0 Internet

R e

ERTS USER MANUAL

Figure 13.1-Submit registered PAC/Party contribution
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9. Ifthe search for a PAC or Party name ultimately yields no results, add the contribution
as an Other Receipt (Figure 14).

10. Click on the | Submit | button to save the entry in ERTS.

Note: Accepting a contribution from a PAC or Party not registered in Rl is not allowed

under Rl campaign finance law. A contribution received from an illegal source must
be returned to the donor.

Enter contribution

information
Select Other Receipt as
Contribution Type - Reauired
|Contr|but|on **:Reco'mrﬁgglcggd
Contribution Type * / mﬁ'ﬁ{l:ﬁit!?fﬁ) = (Dme%?gg!%?;% /m‘@n Type *  Contribution Amount *

[Other Receipt V] 0310372005 | $

Contribution Explanation * Reference Number

UNABLE TO IDENTIFY PAC IN ERTS, RECEIVED FROM | |
ABC PAC]

Include Explanation and
Name of Contributor

A

Click Submit button to
m save entry into ERTS m
Figure 14-Add an Other Receipt

Add an Aggregate Contribution

The filer may elect to report contributions received as an “Aggregate” (Aggregate-Individual,
Aggregate-PAC, or Aggregate-Party as the case may be), provided the total received from
a single contributor does not exceed $200 in the calendar year (Figure 14.1).

. . Enter Deposit *. .
[Contribution o Required
Contribution Type * Deposit Date

(mm/ddiyyyy) Transaction Type = Contribution Amount *

[Aggregate - Individual |\ $ |14OD |

Contribution Explanation

14 individuals @ $100 each — Select A " T
elect Aggregate-
\ as Contribution Type Enter total

aggregate amount
T Include Explanation per deposit date

Click Submit button to

| suomit_| save entry into ERTS | Retumn |

A

Figure 14.1-Add an Aggregate Contribution
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Add a Loan Proceeds

BOARD OF ELECTIONS

A candidate may contribute or loan an unlimited amount of his/her own funds to the campaign

account (Figure 14.2).

IContribution

Enter contribution

/ information *: Required

**:Recommended

Receipt Date

Contribution Type *

[ Individual v
Contribution Explanation \

Dﬁ,ﬂ?ﬁ!}/Da‘e 4 Transaction Type * Contribution Amount *

ed 2

|:| Lock Info

(] Previous Aggregate

£ Select Loan Proceeds

\Donor Information

as Contribution Type

Prefix: First Name: *

MI: Last Name: * Suffix:

]

Search ERTS for

Address2:

‘ donor name

|
Address1: * |
|
|

City: *

Employer Information

s | |oze [ maer

(_J Lock Donor Info

Name: ** ‘

Address1: **

Address2: ‘

City: = ‘

Click Submit button to

m/ save entry into ERTS

State: ** Zip: :

Figure 14.2-Add a Loan Proceeds

See page 28 for instructions on how to enter a Repayment of Loan.

ERTS USER MANUAL

20 JANUARY 2024




STATE OF RHODE ISLAND

Find a Contribution

A user may need to find a contribution previously entered into ERTS to:

¢ Update or Edit entry

¢ Delete entry

¢ Return funds to the contributor
.

BOARD OF ELECTIONS

Record contribution as unavailable due to Non-Sufficient Funds (NSF).

Searching ERTS for a contribution is done from the Contributions Administration page
(Figure 15). Click on the m button to access the Contribution Update page.

j https://secure2ricampaignfinance.com/rhodelslandcf/Candidate /Candidateworkspace _a.aspx - Microsoft Internet F

File Edit Yew Favorites Tools Help

@ 0= @ @B 44| @ G @ @ B 9 BH . O H ¥

Back Foryard Stop  Refresh  Home | Search Favortes Media  History Mail Print Edit Discuss  ieSpell

Address [&] hitps: andidate/C: . a.a5px

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

Contribution Administration

Welcome back: JOHH O CAHDIDATE Last Login: Apr 22 2005 8:33AM

Contribution
Administration
Page \ Couibutions

Help with this psge Log Off |v15.2 (stage)

Contribution History (10 most recent Contributions)

Contribution Type  Contribution Date  Depaosit Date_ Contribution Amount
M5, LISA K JONES  [inclividual 034512005

[JOHN @ CANDIDATE [Loan Proceeds (024542005 $500.00
|[ggregate - Inciividusl (03072005 03/07,2005 §370.00
[JANE JONES Inciiviciual 02¢19/2005 $125.00
e, JOHN N.SMITH  [inclividual (0141212005 50.00]

m
2 (=

m
=

m
=

m
=

|Donor Maintenance

By entering the Donor Mairtenance area, you as the user wil have the abilty to s=arch for a donor and to fix any information that is
o slored shout the selected donor,

Update a Danor

Click Find to
search for a
contribution

|

[ |5 [ mtemet

Figure 15- Contribution Administration
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BOARD OF ELECTIONS

At the Contribution Update page, enter in information about the contribution you are finding.
For example, enter in the last name of the donor and/or the contribution amount (Figure 16).

Click IEEErl to yield results.

File Edt Vew Favoritss Tooks  Help

2§ hitps:/ /secure2 ricampaignfinance.com/RhodelslandCF/Candidate/ContributionWorkPage.aspx - Microsoft Internet Explos

(]

@ 2 QD at & B o . B %

. . Back Forward Stop Refresh  Home Search  Favorites  Media History Mail Print. Edit Discuss  ieSpell
Contribution Adaress [{€] https://secure2 ricampaignfinance. com/RhodelslandCF(C andidate{ContributionorkRage  aspx | e ‘L\nls B
Update — =

screen ~

Bosrd of Elactions
Hame Page

Generzl Information
View Filed Reparts
Uszer Login

Sesrch

- Filinas

- Cortributions
- Expenditures
Cortact Us

Campsign Finsnce
Home

Click Find

- . Forms
Contribution
Change Pin
to search

~

\v.

Campaign Finance Electronic Reporting & Tracking System (ERTS)

Contribution Update
‘Welcome back: JOHH Q CAHDIDATE Last Login: Apr 22 2005 8:33AM
Help with this page Log 0ff | 1.5.2(stage)
|contribution  Rered!
*xRecommended
Cortribution Type ReceiptDate *  Depost Date Transaction Type * Cortrlbution Amourt *
Rhode Istand Menu oo Geiect =] [ Al ¢ [fro0
Cortribution Explanation | —
Transaction Number
|Donor Information
Prefi First Narme: Mt Lasst Naime: utfix
| [SWITH
Address1
Address2:
City: State: | Tip: |
|Emp|uyer Information
hame: [
Address1
Address2:
State: Zip:
Find Contribution =

& Dane

ERTS USER MANUAL
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[T |3 (& meernet
Figure 16 — Contribution Update page
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STATE OF RHODE ISLAND

BOARD OF ELECTIONS

The results for the search will appear at the top of the page (Figure 17). If no results are
displayed, try broadening your search by including less information, such as only the Last
Name. If the search yields results, click on one of the options shown to the right of the

contribution.

Fle Edit View Favortes Took Help

/3 https:/ /secureZ.ricampaignfinance.com/RhodeTslandCF/Candidate /contributionchange.aspx - Microsoft Internet Explore ==l x|

-

Back | Forward |

@

o

Stop  Refresh  Home

D G F @ S a9 M B ¥

Search  Favaorites  Media  History Mail Print Edit Discuss  ieSpell

Agdress [@)] hipssjserurez. ricampaignfinance com(Rhode1slandCF/Candidate/rontributionchange  aspx = e ‘L\r\ks »

Contribution
search results

Rhode Island Menu

Board of Elections
Home Page

Genersl Information

igws Filed Reports

Help with this page

Welcome back: JOHH O CAHDIDATE Last Lagin: Apr 22 2005 8:33AM
i Log Off v 152 (stage) Edit, Delete,
Return, or NSF
Cm]]érihuliun Eg{:ﬁeipl Bg[lgusil 'n"n“i{‘i'll]luliun il

422700 SO ngicuel

MITH

State of Rhade Istandl—— 1

Campaign Finance Electronic Reporting & Tracking System (ERTS)

Contribution

Contributich Update .
| — options to

014122005 $50.00Mo  UpdateDelete Return NSF]

|contribution

* Reaired
= Recommendzd

Contribution Type

Receigt Date * Deposit Date: Transaction Type * Contribaution Amourt *

[Please Select

=

Cantribution Explanation

| | sl S —

User Login =]
Transaction Mumber
Search
- Filings =l
- Lortributions |Donor Information
) Pretlx: First Name: M Last Mame: Sutic
Contact Us I l_SMITH
Campsign Finance  pddress?
Home
Address2:
Eorms City stater | zip | —
Change Fin .
|Emp|oyer Information
hame: [
agdresst: |
nnnnnn T LI
& [ 5 @ mtemet

The options displayed are:

ERTS USER MANUAL

Figure 17 — Contribution search results

Update: Allows you to change/edit details for the contribution.
Delete: Delete the contribution from ERTS.

Return: Used if you returned a contribution to a donor

NSF: Used when a contribution is returned for insufficient funds
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Updating a Contribution (Figure 18)

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

/3 https://secure2.ricampaignfinance.com/RhodelslandCF/Candidate /contributionchange.aspx - Microsoft Internet Explos =18 x|
Eile Edt ‘Yiew Favorites Tools Help |
= =9 @ | & @ @ B B 5 . i
Back Forward Stop  Refresh  Home | Search Favorites  Media  History il Print Edit Distuss  ieSpel
Address [{€) hitps: fsecure ricampaignfinance.com{RhodeTslandCF/Candidatecontributionchange. aspx = e [unks >
Contribution State of Rhode Istand———————————————]
Update page E— Campaign Finance Electronic Reporting & Tracking System (ERTS)
Contribution Update
Welcome back: JOHH @ CANDIDATE Last Login: Apr 22 2005 §:33AM
Help with this page Log O |v 152 (stage) Update the

contribution
details

_— = Recpived
|contribution “Recammandsd

Cortribution Type Receipt Date = Depostt Date Transaction Type * Cortribution Amourt *

Rhode Istand Menu i ci =] [zmos | Check =l § [5000
Board of Elections
Home Page Cortribution Explanation
Geners| Information
Transaction Number
Yiew Filed Reports LI
User Login "
|Donor Information
Edit
Prefix First Kame: M Last Mame, Suffix:
MR JO H. SMITH
Address! 22 SOUTH MAIN ST
Address?
City: PROVIDENCE State: R Fip 02904
- |Employer Information
bone P R
- Iress"
Click Update Forms address2
City: PROVIDEHCE State: N Zp 02008

Contribution ~~ cunse rin

when finished \
[ o

& [T 5 [ mreme

=

Figure 18 — Updating a Contribution page

Deleting a Contribution

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

In the event you need to return a contribution to a contributor, search for the contribution and
click the Return link, which will bring up the Return a Contribution page (Figure 19). Enter
in the amount you are returning to the donor and complete any of the additional fields as

needed. Click the button to submit the data to ERTS.

; https:/ /secure2.ricampaignfinance.com,/RhodelslandCF/Candidate /contributionchange.aspx - Microsoft Internet Explore - 5[
Fle Edt VWew Favortes Jook Help [ = |
oo @ ot Q @ @ 3 | B I =
Back Forward Stop  Refresh  Home Search Favorites  Media  History Mail Print Edic Discuss  ieSpell
Address [{€] hitps:/fsecurez.ricampaignfinance. comjRhodslslandCF/Candidatejcontributionchange. aspx =] Feo [inis »
State of Rhode Island|
Campaign Finance Electronic Reporting & Tracking System (ERTS)
Contribution Update
Welcome back: JOHH & CAHDIDATE Last Login: Apr 22 2005 8:33AM
Help with this page Log Off |v1.5.2 (stage)
|Return a Contribution
Original Cortribution Mumber: 142270
Expenciture Type: Other =
oar
e Payment Type: Check =
ereral jon  Contributian Amourt: § 5000
P— e Amount Returning: * 3
ser Logi =]
Search Explanation
- Filings =l
- Contributions
_ Expenditures Expenditure Date:
Contact Us Payment Date:
Campaign Finance  Check Number
Home
F
— Return Contribution #142270 m
Change Fin
&] Done [ & [ meemet

Figure 19 — Return a Contribution page

Non-Sufficient Funds (NFS)

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

explanation. Click the button to submit the change to ERTS.

ERTS USER MANUAL
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Expenditures

Clicking on the ST tab will bring you to the Expenditure Administration section
of ERTS. This is where you can enter and manage all the expenditures of your organization.

Expenditu re Z} EnpenditureWorkPage - Microsoft Internet Explorer =] x|
P - Fle Edt View Favortes Took Hel "
Administratio S s | = ]
adge =« = 9 4 | @ =m @ @B g o 2
pag Ngack Foriard Stop  Refresh  Home | Search Favorites Media  History Mail Print Edi  Discuss  iespell Add an
Agdre}fgnxhttps:HsecureZ.ricampa\gr\ﬁnar\ce.mmirhndEls\anchICand\datefCand\datewnrkspacej‘aspx ] @oo |unks > .
~ Expenditure
State of Rhode Islandl
Expendrture Campaign Finance Electronic Reporting & Tracking System (ERTS)
Tab
\ Expenditure Administration
[ Welcome back: JOHN O CANDIDATE Last Login: Apr 26 2005 :224M Find an
Frebeuith this page Log ff | v1.5.2 (stage) Expendlture
Expenditures
Rhode Island Menu 1 0 mOSt
oasd o Elecions recent
Home Page Expenditures
Genersl Information [ o1 @ CAMDIDATE Repayment of Loan  [03/22/2005 $259 !
ViewFiled Reports  [RENASSAIANCE CATERING |&P Repayment 0301 /2005 030172005 520000 Edit
User Login [RENASSAIANCE CATERING [Account Payable 021052005 5200.00/Edit
— |g0regate Expenditure [05/25/2005 57 50|Edit
Briinas co0D PIZZA CO [Campaign Expenciture [03/03/2005 5150.00|Edit
Enter the - Cordributions BLACKSTONE BANK [Campaign Expenditure (0272772005 $8.73|Edy
- Expenditures A&L PRIMTING INC ICampaign Expenditure (0272572005 $76.52|Edit .
Payee Edit an
Cortact Us E d't
i " . Xpenditure
Mamter_‘ance \ campaian Finarce  |Payee Maintenance
section < By ertering the Payes Mairtenance ares, you as the user will have the abilty 1o search for a Payes and to fix amy information that
Forms i slored about the selected Payee.
EhsnecFin Update a Payee
&] Done: [ & [ mtemet

Figure 20 — Expenditure Administration page

Expenditure History ...

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

payee for the expenditure

S CERLNTTCWAY L This is the type of expenditure.

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

EWCIAEIE: This is the date the expenditure was paid.

P
SCENENTTCEYNGEI: The amount of the expenditure.
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Adding a New Expenditure (Figure 21)

To add a new expenditure in ERTS, you must click the m button in the Expenditure

History section (Figure 20). The Expenditure Entry page will then appear (Figure 21). The
following sections are found on this page:

e Expenditure: Specific Information about the expenditure being added

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

enditur rnet Explorer & x|
Fie Edt Yiew Favortes Tooks Help ﬁ
&« =S 9 o QD = @ @B & =2 H W
Back Foriward Stop Refresh  Home Search  Favorites  Media History: Mail Print. Edit Discuss  ieSpel
Address |§“| https: fjsecure2.ricampaignfinance  com/thodelslandchi Candidate/ExpenditureWarkPage  aspx | P ‘L\nlﬁ »
State of Rhade Istanal 1 =
Disbursement Campaign Finance Electronic Reporting & Tracking System (ERTS)
_ Enter details
Type \ Expenditure Entry of the
Welcome back: JOHH Q CAHDIDATE Last Login: Apr 26 2005 7:22AM .
Help with this page Log Off |v 152 (stage) o Expendlture
) into the fields
[Expenditure o]
3 Disbursemert Type * Expenciture Type = Expenditure Amount *
Rhode Istand Menu | Campaign Expenditure = | | 2dvertising s
Bosrd of Elections " Expenditure Date:
ome Page Expenciture Explanation (mmiddiyyyy) *
=l
e eports Check Mumber Enter
s Lein A details on
- |Payee Information —— the payee
Z : I'“: & nelividual " Organization |n_to the
Prefix First Name = M Last Mame * Suffiz fields
2
[ [
CRIRHREE mgresst |
Aodress2 |
Farms
Change Pin Gty ™ State ** Zip
Search for a _
payee in the
[ som| database [ e | 5
&b [ 18 @ ket -
i . Figure 21 — Entering an Expenditure
Disbursement Type (Figure 21) 9 9 p

Before entering any information for a new expenditure, you must select a Disbursement Type
from the first scroll box at the upper left of the Expenditure Entry page. This is important
since the required fields on the page will change depending on the disbursement type
selected. The following disbursement types are available for you to select:
Campaign Expenditure:
Aggregate Expenditure
Repayment of Loan
Refund Contribution
Account Payable

e AP Repayment
Once you have selected a disbursement type, you may then enter data into the rest of the
fields on the page. Be sure to select the appropriate Expenditure Type from the drop-down.

If you leave a required field blank, you will receive a warning message in red text indicating which
required fields you failed to correctly enter information into.
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Add an Aggregate Expenditure (Figure 21.1)

BOARD OF ELECTIONS

The filer may elect to report expenditures as an “Aggregate”, by Expenditure Type,
provided the total paid to a vendor/payee does not exceed $200 in the calendar

year (Figure 21.1).

Select Aggregate Expenditure

as Disbursement Type

|Expenditu re

Select Expenditure

Type * Required

** Recommended

Disbursement Type * / Expenditure Type *

/

Expenditure Amount *

| Aggregate Expenditure ~ | [ Donations (All Others)

v |$[350 < ]

Expenditure Explanation
5 donations $50 each

1 donation $100 \

\

Click Submit button to
save entry into ERTS

| suomit | —

Add a Repayment of Loan (Figure 21.2)

Include
Explanation

Enter total amount
for reporting period

Expenditure Date
(mm/ddiyyyy) *

03/31/2005
Enter last day of

reporting period

=]

Figure 21.1 — Add an Aggregate Expenditure

Candidates may repay loans contributed to their campaign. ERTS keeps track of the loan
amounts and the loan amounts unpaid. When entering a Repayment of Loan, the
Expenditure Amount cannot exceed the Loan Amount Unpaid for a Selected Loan. Only
one loan can be selected per entry. Multiple entries may be required.

Select Repayment of Loan as

Disbursement Type

Expenditure

" Required
**Recommended

Disbursement Type * / Expenditure Type * Expenditure Amount *
[RepaymentofLoan | [Loans Payable ~ | $ (250 <4——___ Enter expenditure
details
Expenditure Explanation Expenditure Date (mm/dd/yyyy) *
05/04/2009
Check Number Click Select next to the
|52 ‘% loan you wish to repay
pane D13 D3 L 0 Da L D Faild 0 )3 gle O 0
Select T]JOHN Q CANDIDATE |$1,000.00 $1,000.00 04/01/2008 v
JOHN Q CANDIDATE  $500.00 $0.00 01/30/2005
Select | |[JOHN Q CANDIDATE ($200.00 $0.00 03/30/2005

Click Submit button to
save entry into ERTS

|

ERTS USER MANUAL

Figure 21.2 — Add a Repayment of Loan m|
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Add an Accounts Payable (Figure 21.3)

A filer should report an expenditure for goods or services received, but not paid for, as an
Accounts Payable and an AP Repayment when the expenditure is paid.

) Select Expenditure * Required
Expenditure Type == Recommended

Disbursement Type * Expenditure Type * A/E(penditure Amount *

| Account Payable w2 | [ Advertising ~ |3 [350 1\]\
Enter expenditure

Select Accounts Payable as Expenditure Date details
Expenditure Explanation ** Disbursement Type (mm/dd/yyyy) *
PALM CARDS RECEIVED, INVOICE NOT PAID 05/08/2005
YET

Credit Account:
~—
T Include i
- Previous Aggregate
Explanation

Payee Information

O In_divi.dual @ Organization Search for Payee or enter
Sggrf]’g%at'on PAULY PRINTING ] < Pa)_/ee Informatif)n if Payee

is not saved in ERTS

Address1 ** 152 ELMHURST AVE
Address2
City ™ CRANSTON ] State ™ RI Zip |02911

Click Submit button to

ml <« save entry into ERTS Figure 21.3 — Add an Accounts Payable

Add an AP Repayment (Figure 21.4)

| |

| Expenditu re *“:Rec;:mRrﬁgﬁggg
Disbursement Type * Expenditure Type * Expenditure Amount *
|AP Repayment  w._ /| [Refunds/Reimbursements ~ | $ (350 I
Select AP Repayment as Check/Pymt Date
Expenditure Explanation Disbursement Type Enter expenditure (mmidd/yyyy) *
details \
Check Number
155 |

penditure

Select ¢|PAULY PRINTING ($350.00 $350.00 05/08/2005 v

Click Select next to the
AP you wish to repay

Click Submit button to

<« save entry into ERTS m
Figure 21.4 — Add an AP Repayment |
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Searching for a Payee (Figure 21)

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

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

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

Payee Maintenance ;..

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

7 https:/ /secure2.ricampaignfinance.com/rhodelslandcf/Candidate /Donorlpdate.aspx?Page =Expenditure - Micros 1= x|

fle Edt Mew Favortes Toos Help ‘
« 0= @ @ o4 @ & B 9 B @ H @
Back Forward Stop Refrash Home: Search  Favorites  Medis Histary Mail Print Edit Discuss ieSpell
Address [{] hitps:jsecLrez.ricampaignfinance. comfrhodelslandcfjCandidate/DonorUpdate. aspx7Page=E xpenditure =] e ‘ Links ’>| Google - [ »]
State of Rhode Island
Campaign Finance Electronic Reporting & Tracking System (ERTS)
Donor/Payee Update
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Once you arrive at the Donor/Payee Update page, select whether the payee is an individual
or an organization and the fields on the page will change accordingly. Then enter the payee’s
last name into the Last Name field or enter the name of the organization (if relevant) and click
IEZXZE . ERTS will search the database for all payees with the last name or organization
name you specified. All matches will be displayed at the bottom of the page. Click the name
of the payee you wish to update (Figure 22.1).

;;;;;;
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Figure 22.1 — Payee update search results Figure 22.2 — Edit payee information

Once you have updated the payee’s information, click gl at the bottom-left of the screen
to save the changes (Figure 22.2). You will then be returned to the Expenditure
Administration page.

Searching for an Expenditure (Figure 23)

There are times when you may need to search for a specific expenditure to a particular payee.
Searching ERTS for an expenditure is done within the Expenditure Administration section

(Figure 20). Click on the m button to access the Expenditure Update page (Figure
23).

At the Expenditure Update page, enter any information about the expenditure as you know.
For example, enter in the name of the payee (Figure 23).

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

displayed, try broadening your search by including less information. If the search yields
results, click on one of the options shown to the right of the expenditure.
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Updating an Expenditure (Figure 25)

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

finished, click TN .
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Deleting an Expenditure

If you need to delete an expenditure you searched for, click the Delete link (Figure 24) and a
modified version of the Expenditure Update page will display. A confirmation message
asking if you wish to delete the expenditure will display at the top left of the screen. Click
Yes to delete the expenditure or click No to cancel (Figure 26).
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Filing Reports

Clicking on the [ Filings eTIMgTas Organization Overview page will bring you to the
Filing Administration page where the user may submit filings to the Board of Elections and
review filings already submitted.
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Figure 27 - Filing Administration section

Fi"ng HIStOry (Figure 27)

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

Indicates whether the report was received or not.
Indicates date the report was filed.

Amend: Click to amend the report
View: Click to view the report

Reports Due ... 27

The Reports Due area allows you to easily see the status of various report types. The report
status column will indicate whether the report is past due. This area displays:

o View/File: Click to electronically file the report through ERTS.
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Filing a Report (Figure 28)

Once the data entry of all contributions and expenditures has been completed and you are
ready to file a report which is scheduled in the Reports Due section, click the View/File
link next to the report you wish to file (Figure 27). The CF-2 Summary of Campaign Activity
screen (Figure 28) page will appear. Verify the Candidate, Treasurer or Organization name
and contact information are correct.
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Figure 28.1 — CF-2 Summary of Campaign Activity Lower Screen
ERTS USER MANUAL 36 JANUARY 2024




STATE OF RHODE ISLAND

BOARD OF ELECTIONS

The summary totals of all contributions and expenditures entered into ERTS will autofill the
CF-2 Summary of Campaign Activity. Once you have verified that all of the fields are

accurate,

click to submit the report to ERTS (Figure 28.1). A confirmation

dialog box will appear asking you if you are sure you want to file the report (Figure 29). Click
OK to submit the report or click Cancel to return to the CF-2 Summary of Campaign Activity

screen without fili

ng the report.
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Once ERTS has successfully saved your report, you will see a filing confirmation screen
(Figure 30). Click “Click here to View Report” if you wish to view and print a paper copy of
the report you filed.

Amending Filed Reports (Figure 31)

If you need to amend a report you have already filed, you may submit an amended report to
the Board of Elections through ERTS. Proceed to Contributions (page 9) and/or Expenditures
(page 26) for instructions on adding, updating, or deleting transactions in ERTS. Once the
data entry is completed, submit an amended report by clicking on the [ Filings Fer
get to the Filing Administration page (Figure 31). Under the Filing History area of the
page, locate the report you wish to amend and click the Amend link next to the report.
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Figure 31 — Amending a report through the Filing Administration page

Once you click the Amend link, you will be taken to the CF-2 Summary of Campaign
Activity page, as you were when you initially filed the report. Verify the changes you have
made are incorporated into the amended filing and click to submit the report to
the Board of Elections through ERTS.

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

If the cash balance is changed after amending a report, be sure to amend subsequent reports to carry
forward the updated cash balance.
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Submit a Non-Scheduled Filing (Figure 27)

The Non-Scheduled Filing area contains the filings that may be submitted to the Board of
Elections, that are not scheduled in the Reports Due section. These filings include:

CF-1 Notice of Organization: This form is used to register a candidate, officeholder,
political party committee or PAC with the Board; and/or to appoint/designate or change
a campaign treasurer and deputy treasurer(s).

CF-5 Affidavit for Annual Filing Exemption: This affidavit, when filed, exempts a
campaign finance treasurer from filing the scheduled periodic reports of contributions
received and expenditures made for a specific report year. Thereafter, a Summary of
Campaign Activity (CF-2); a Schedule of Contributions Received (CF-3); and a
Schedule of Expenditures (CF-4) must be filed no later than the last day of the month
next following the end of the reporting year to report any campaign finance activity
occurring within said reporting year.

CF-7 Affidavit Dissolving Campaign Account: This affidavit, when filed by a
campaign treasurer, certifies that there are no remaining campaign funds, the
campaign has completed its business and is thereby dissolved.
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Creating Activity Reports

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

Contributions
Expenditures

Loan Status

Account Payable Status
AP Repayment Status

The report can be customized according to a variety of criteria including: election cycle, date
range, contribution type, donor last name, organization name, amount, filing status, and
contribution status. Additionally, you can choose to create a summary report or a detailed
report.

To create a report for your organization, click on the tab on the Navigation
Bar. This will take you to the Organization Reports page (Figure 32). Select the criteria on
which you wish to base the report.
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Figure 32 — Organization Reports upper screen

ERTS USER MANUAL 40 JANUARY 2024




STATE OF RHODE ISLAND BOARD OF ELECTIONS

/J Rhode Island Board of Elections - Microsoft Internet Explorer =] x|
Fle Edt View Favorites Tooks  Help ‘-

aly

&« o= Q at a Gl @ ) By S i

Back Forward Stop Refresh Homne Search Favorites  Media Histary Mail Print Edit Discuss ieSpell
Address [E] hktpsfsecarez ricampaignfinance comiRhadelslandCF/Candidate Reports(RepartivarFage. aspx ~| e ‘L\nl@ ”|Gong]e- | »
[ Fome Fane =]

General Infarmation  Galect report criteria:

“iew Filed Reports
Election Cycle: [ 2005 Election =]
User Login
Date From: |010772005 Thru 1263172005
Search
- Filings
- Contributions Contribution Type: [a1 -

- Expenditures D Last H
onor Last Hame or ] .

Contact Us Organization Name: First Hame:

Campsian Finsncs oo [ state: [ zipCode: [ |

Horne
[Eorms] At Least Amount:
Change Pin -
Filing Status: & an O Filed ¢ Un-filed
Contribution Status: ' Al " Complete (" Incomplete
Report Type: ¥ summary ' Detail
Sum Report By: | Conribution Type ™
Sort instructions:
Column Order Direction
- R R Click View /
ion 1 =l Ascending ¢ Descending ~ i
Print Report
Option 2; |MNone ¥ " Ascending " Descending
option 3: [one (=] " Ascending ¢ Descending
&]Done |&) | mtemet

Figure 33 - Organization Reports lower screen

Click and ERTS will display your report onscreen (Figure 33). The report
is formatted to be easily printed. To print the report, right-click anywhere on the screen and

select ‘Print’, or export detail to comma delimited file (Excel). Click on to go
back to the criteria selection page for another report. (See Figure 34).

Z TransactionReport - Microsoft Internet Explorer &=l
File Edt View Favortes Tools Help ‘-
&« =@ G - o B ¥
Back Faorward Stop  Refresh  Home | Search Favorbes  Media  History Mail Frint Edit Discuss  ieSpel
Select Address [&] hitps://secure2. ricampaignfinance. cam/RhodelslandCF /Reports/ TransactionReport, aspxr OrgID=60608GeginDate=01/0L/20056EndDat =] (¥ Go ‘Llnks ”‘ Google - | "
File>Print =
to print Return to
the report criteria
Rhode Island Board of Elections selection
Campaign Finance Electronic Reporting & Tracking System (ERTS)
JOHN @ CANDIDATE screen
Contribution Report
01/01/2005 - 127312005
|Summary Totals Resuts per page: |10~
Summary Groupings
Inlivicuizl $775.00
Aggregate - Individual $370.00
Loan Proceeds $500.00
Repayment of Loan ($250.00)
Export to comma !
delimited fil Icontributions P [Export Detail to comma delimited file Resilts per page
elimited Tile = =
[poror _—______Employer ype ___________JAmount _[Receipt Date _[Depositbate ]
CANDIDATE, JOHN G Repaymert of Loan ($250.00) 0362202005 ShowDetails
SMITH, MR JOHN N NARRAGANSETT PRINTING Inclividual $50.00 01 A 252005 ShowDetails
JONES, JANE ANCHOR BANK Inclivicual 12500 024972005 ShowDetails
Agoregate - Individual BI7000  OHO7A2005 030742005 ShowDetails
CANDIDATE, JOHM @ JOHN G SMITH LAWY OFFICES Loan Proceeds BS0000 0252005 ShowDetails..
JONES, MS. LISA K WATERYVIEW RESTURALINT Incliviuzl BI0000 O 572005 ShowDetails..
WILLIAMS, ROGER WILLIAMS & WILLIAMS ESG Incliviusl BI0000 00172005 ShowDetails..
1
[ pone EE T

Figure 34 - Report
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Reviewing Pending Contributions and/or Expenditures

It is important to review pending contributions and pending expenditures before and after
filing a report. This will help you identify which transactions you have already entered into
ERTS or which transactions remain unfiled after filing a report. The pending contributions
and pending expenditures totals can be located on the Organization Overview page (Figure
35).

} https:/ /secure2.ricampaignfinance.com,RhodelslandCF /Candidate /ContributionWorkPage.aspx - Microsoft Inte

=181 x|

File Edit ‘“iew Favorites Tools Help

&« 0= B @A o | @ @m @ @ | B & = H W

Contzct Us

Campsign Finance
Hame

Reports Due

Report Type Due Date Report Status Date Filed

Back Formard Stop Refresh  Home Search Faworites Media  Histary Mail Print Edit Discuss  ieSpell
Address | €] hitps:/fsecurez. ricampaignfinance. comfRhodelslandCF{Candidate/ContributionarkPage. aspx x| @e | Links
%wmﬁ“f Organization Overview
Welcome back: JOHH O CAHDIDATE Last Login: Apr 15 2005 8:19AM Pend | ng
Help with this page Log OfFf |v1.5.2 (stage) Contributions
— Total
Rhode Island Menu |Acc°unt Status
Board of Elections Totals Pending
Home Fage Ending Balance as of 12i31:2004 $0.00] Expenditures
General Information  |Pending Contributions $1,345.00] // Total
\iew Filed Reporis Pending Expenditures $974.97
User Login . )
[Transaction History
Search
- Filings Transaction Type Year to Date Totals
- Lortribuions Contributions $0.00
pExpandires [Expenditures | $0.00|

Forms 2005 On-Gaing Guarterly (15t 04i3002005 Fila
Shange Pin 2005 On-Going GQuarterly (2nd) 074302005 File
2005 On-Gaing Guarterly [3rd) 1043002005 File
2005 On-Going Guiarterly (4th) 014302006 File
1
Board Actions (Fines and Violations)
Description Violation Date Violation Description Violation Balance
[Open 10052004 lLate Filing Yiolation 52500
|Bren [11730/2004 |Cate Filing Vidlation [545.00 Il o
[ 1] -
€] [ B [ nternet

Fiqgure 35 — Pending Contributions & Pending Expenditures

To review pending contributions or pending expenditures, click the tab and
select Contributions or Expenditures in the I want to view drop-down menu. Select Un-filed
in the Filing Status section (Figure 36) and click the button at the bottom
(Figure 33). The pending transactions will be displayed (Figure 34).

Refer to page 24 if any contributions need to be updated or deleted and pages 33-34 to
update or delete any expenditures. If a transaction needs to be filed after updating, refer to
page 38 on how to amend a filed report.
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Reports
ome > On Behalf Home

|Reports

I want to view:

Expenditures Select Contributions

Loan Status or Expenditures in
Account Payable Status Drop-Down
Select report criterid AP Repayment Status

Election Cycle: [None

Date From: |

v I

Thru | |
Contribution Type: | All ~ |
Donor Last Name or 5 .
Organization Name: | First Name: | |
At Least Amount: | | Select Un-filed for
. Filing Status
Filing status: O Al O Filed ® Un-filed

Contribution Status: @ an O complete O Incomplete

Report Type:  ® summary O Detail

Sum Report By: |Conlr|bul|on Type ~ |

Sort instructions:

Column Order Direction

Figure 36 — Organization Reports Upper Screen

If you are unsure why a pending contribution or pending expenditure is not filed, be sure to check for

incorrect dates (e.g. year input as 2002, instead of 2020) or if the date of the contribution or expenditure
falls outside of the reporting period for the report you filed.
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