QUICK START GUIDE

Campaign Finance — Website User Guide

HOW TO REGISTER FOR CANDIDATE/COMMITTEE PORTAL

1. Go to the Davidson County TN Campaign Finance website
(davidsoncountytn.easycampaignfinance.com)
To create a new account, click on the Register button at the top right of page.

3. Complete the data fields in
User Account Info screen, and
then click the Next button.
Complete the remaining fields

@) shelbycountytn.easycampaignfinance.com/ (O

Easy Campaign Finance Portal Home  Register

State of Tennessee

&)

in the final registration screen

and then click the Register
button to submit your registra-
tion.

Shelby County

150 Washington Avenue
Memphis, TN 38103-2009
(901) 222-1200

‘ ‘ Full Name/Committee Name

Office ‘
|

@ Lewis, Isaac Sherift
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Note: When registering, you must
select a candidate/committee from the dropdown box. If the candidate /committee
you represent DOES NOT appear in the dropdown box—you MUST contact your
Elections office and have them add the candidate/committee you are wanting to
manage, before you can register for the system.

You will receive an email from the Elections

User Account Info ‘

Office, once they have approved your regis-

Select your filing County/ City Candidate or Committee you represent Select a Position/Type

Rutherford County v | [Please Select a Candidate/Committee] [Please Select a Position/Type]

@ You must choose Feandidate or committee
Last Name Title

Accoyfnt Login Info

tration. NOTE: If you login before your reg-

First Name

istration is approved—none of the reports

will be available for you to file. Once you

Enail Address

Address 2

have been approved all tabs will available

Confirm Password

city

for use.

Phone

5. Once you have logged into the system—

L0, TN

please click on the Edit Candidate button on

Next

the bottom left and make sure all infor-

mation is correct for the candidate/

committee you are filing for.

News | File Reports | My Submissions

Image ‘Creatiurv Date | Expiration Date
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CANDIDATE/COMMITTEE PORTAL
6. Click on the Login button to access your account. Then enter your Email Ad-

First Name:
William

dress and Password, after which you can update your information, file a doc-

Last Name:

Moore

Address:

1234 South Main Street
City, State Zip:
Murfreesboro, TN 37130
Next report due: @) davs

Home

ument, view any incurred fines Easy Campaign Finance Portal

State of Tennessee

Register

Login
or fees, and designate account 6
managers. NOTE: Documents

under File Reports tab WILL NOT

be visible until you have been

;& Login

Email Address

Edit Candidate

CFeasyvote@gmail.com

approved as a user for the sys-

Password

tem.
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Forgot Password?




QUICK START GUIDE

Campaign Finance — Website User Guide

Easy Campaign Finance Portal

After you log in to your account, the first tab you see will be the Ron Gounty TN (DEMO)

Nashvile, TN 37201 @ weicome Audrey

(931) 914-2017

News tab which displays any pertinent information you need to be

News | Flle Reports | My Submissions | Filing Schedule | ines/Fees | User Access

aware of. If you are an Account Manager for multiple accounts, se- JEW@""“W
' o~

lect the appropriate Candidate/Committee from the dropdown box.

nase | rsion e | vt ot st unk sy amers |

Qualiying lease be aware the quliying dates re as follows: March 15 - March  Hlo
@ 12/1/2016 2T ey SO0 foea) o 3 Ao 0 007 (k) attachments

You can also click on the Edit Candidate button to update a candi-
date/committee information.
The File Reports tab allows you to submit documents by either com-

et reporgiue: @ dors

pleting the document using the Wizard or by Uploading the docu-

Edit Candidate

ment (the documents WILL NOT be visible until you have been ap-

proved for access to the system).

When completing a document via the Wizard, information iy My Cancidates/Committees | wian oore
% News | FileReports | My Submissions | Filing Schedule | Fines/Fees | User Access

about the candidate/committee will be pre-populated into ' To i i 43 0ge ik utan o h o eyt .

the data fields (from candidate/committee information) to compaon Frencel PR N
help save time. Complete each page of the Wizard and then [ =™ - 0 //Wﬁ°“ e
click the Save/Next button to continue on to the next page. e

(NOTE: you MUST click Save/Next to save the data on the e e
I—— Next report due: @) days

current screen.) To return to a previous page, click the Back
Edit Candidate

button. The Sign and Submit page is the last page of a docu-

ment, and it allows you to Preview, Submit, or

@Wizard Steps EI §5-1120 Save/Next
Save. The Save button allows you to save all of 9/
Step 1 of 3
your progress, but DOES NOT submit the doc- | 2235 i W ; - __
. ardsteps| gssmo S
ument for approval. You can continue the otcsoute | shen ‘ f
First Name William AEA D Pl T
document at any time by returning to the File o | i g s e e
Reports tab and then by clicking on the corre- SRS G r,ﬁxn
Campaign Zip Code 60661
sponding Wizard button for that form or by » — S e e
going to the My Submissions tab and clicking Homeaty | ancne P St s e s e
Edit beside the document you wish to contin- remen Lo P
ue working on. .
ave/Next

. To Upload a document, click the Upload

News File Reports My Submissions. Filing Schedule Fines/Fees User Access

button beside the document name you are To submit 2 new document clck the button for the doc type you wih to submit
uploading. ClICk the Browse button to select a Campaign Financial Disclosure Wizard | Download = Upload
file from your computer and then complete $5-1120 Wizard || Download || Upload

= | ss-1120

the security code and click the check-box to
accept the Oath. Click the Submit button
when you are ready to upload your docu-

Document File Name $5-1120

| Click here to browse files. Browse...

J&qﬂ

£ Show another code
Type the code shown:

ment.

£ at aII information enters IS wizard is accurate and true.
Submit Cancel
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12.

13.

14.

. The My Submissions tab displays the history for | My Candidates/Commitees e o
. . - [ hews | FileReports |y submissions | Filing Schedule | Fines/Fees | user Access
all of the Candidate/Committee documents. ' ot your ings s st . T s ncle tos ik o v conpeted nd i g a1 ey i,
) ) = [ status | Docffype. ‘Do( Name DocDate | Crested Submitted | Acc/Rej

Documents can be amended by clicking on the et | ()| conon anc s | comson nclociare | 2oz | oz | oz
Amend button. If yOu start a document and :mrm: amend | [F) s 551120 02/13/2017 | 04/05/2017  04/05/2017

Last Name: Amend SS-1120 $5-1120 02/13/2017  02/13/2017  02/13/2017  02/13/2017
Save it—Edit and Delete will be an option. Click e t%/ Y P p—

1234 South Main Street

. . Gity, State Zip: Amend Campaign Financial Disclosure | Campaign Financial Disclosure  01/31/2017  02/02/2017  02/02/2017

Edit beside the document you want to work R e B

—— sment [J)  ss1120 1120 TEST 1 01/31/2007  01/31/2017  01/31/2017
on. amend () campaion Financia Disclosure | D Repart 2 01/17/2017  01/31/2017  01/31/2017

. . edit Candidate Amend ss-1120 ss120 01232017 01/23/2017  01/23/2017 | 01/23/2017
The Filing Schedule tab displays any due dates i [ s
pertaining to required documents. amend | [F)  ss1120 s5-1120 01/12/2017  0y/17/2007  01/17/2017
Page 10f2 (18 items) (<| [1] 2 [5)
The Fines/Fees tab displays the history of any
. . My Candidates/Committees  wiliam Moore v -
assessed fines/fees and any corresponding Pay- &M
. ” News | File Reports | My submissons | Fiing schedule | inesfFees || User Access
ments Or Cred Its- The Filing Schedule for zll required documents is difiplayed below.
Days Until Next Filing: (@) days
The User Access tab allows you to control Ac- oo N oo
. 701 Cgfhpaign Financial Disclosure
count Manager access to your account. Click on e wis ‘éj
the Add Account Manager button to add an e
Address:
account manager. Enter the email address of 124 South i st
City, State Zip:
. Murfreesboro, TN 37130
the account manager you are adding. Then ot eprt do: @ s
complete the data fields and click the Add
Edit Candidate

button. Click on the Remove Access button
next to an Account Manager’s name to re- 4 My Candidates/Committees wilim Hoore . —
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| ews | FleReports | my submissions | Filng Schedule | Fines/Fees | User Access |

voke access to an account. (NOTE: If the

All of your Fines, Fees and Payments zre displaved here. If there is 2 balence owed it will be displayed on the public search site.

person already exist in the system—you will

‘ Date ‘ Description ‘ Transaction Id ‘ Payment Fee ‘
. L | 11/3/2016 Lzte for October Filing ey (§250.00) |
get a notice that says the email is already @ ——
First Name:
. . William
registered. You will need to contact your Laet o
Moore

Election Office to get them to add the per- addres:

1234 South Main Street
son as your Account Manager.) e g

Next report due: @) days

Edit Candidate

&1 My Candidates/Committees  william Moore v
[ News. [ File Reports My Submissions | Filing Schedule [ Fines/Fees User Access
Account Managers
Add Account Manager
/ # Full Name Position Email Address
First Name: Edit Accountant ameasyvote@gmail.com
William / Remove Access Candidate cfeasyvote@gmail.com
LS £dit Form =
Hoore Email Address
Address:
1234 South Main Street Update Cancel
City, State Zip: > I e———
Murfreesboro, TN 37130 e — ——
Next report due: days ’ ot -
bl St Py e — -
Edit Candidate .
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UPDATE INFORMATION/RESET PASSWORD

15. To update or edit your Account Manager infor-
mation, click on your name in the top right cor-
ner where your name appears after the word
“Welcome”. To update or edit the candidate/
committee information, click on the Edit Candi-
date button at the bottom left side of the page.

16. To reset your password or if you have forgotten
your password for access to the Campaign Fi-
nance website, click on the Forgot Password?
button, on the login screen. In the next window,
enter the email address associated with your
account and click the Reset button. A password
reset code will be sent by either a text message
or email. Enter that code into the Password
Reset Code field and then enter your new pass-
word. You will need to type the new password
into two separate fields to help avoid any typ-
ing errors, then click the Reset button.
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Ron County TN (DEMO)
Nashville, TN 37201
(931) 914-2017

Home  Logout

&  welcome Audrey

% My Candidates/Committees  wiliam Moore

| Mens | File Repotts || My Submissions | Filing Schedule | Fines/Fees | User Access |

Image ‘ Creation Date ‘ Expiration Date ‘Sub]ezt ‘ Link | Body
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Please be aware the qualifying dg#s are as follows: March 15 - March
21, 2017 (Local) April 1 - Ap#8, 2017 (State)

No
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First Name:
willizm

Last Name:

Moore

Address:

1234 South Main Street
City, State Zip:
Murfreesboro, TN 37130
Next report due: days

Edit Candidate

/

Step 1

Enter your email address and click
the Reset button,

@ Login

Email Address

CFeasyvote@gmail.com

Password

=
1
Step 3:
Enter the code on the first line. Then,

‘ Login ‘

V'
Forgot Password?

enter your new password on the
second line and again on the third
line to confirm the new password,

Step 2:

An email or text message will be
sent to you with a code to change
your password,

’ ;& Reset Password

Email Address

Reset j
B

fﬂf‘ Reset Password

Password Reset Code
Y

New Password

Confirm New Password

/

Reset
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