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Registering a Committee

1.

2.

3.

o Only committees required to file with the Ethics Commission should register using CFIS.

If you are a candidate for local office, you should register with the municipal, county, or
school board clerk that serves as the filing officer for that position.

Go to https://cfis.wi.gov. Click Register a Committee on the left-hand menu.

Welcome to Wisconsin Campaign Finance Information System |

Registrant Login

Committee ID/Username:

1 Register a Committee I
Register a Conduit
Report independent Expenditures
View Filed Reports
View Receipts
View Expenses

Password:

News Campaign Finance Information

View Registrants

View Conduit Contributions Settlement Offer Sch.... Forms Cam pa i gn
Limits and Filing Deadli .

FAQs I"Tl ; and Filing Deadlines Finance

General Information Training

Information
System

Manuals

Wisconsin Ethics Commission | Contact Us | Need Help? Review the User's Guide and FAQ

In the Committee Type field, choose the type of committee you are registering. If prompted, also
complete the Sub Committee and Party Affiliation fields.

Click Continue.

Wisconsin Campaign Finance Information System s LI

B MENU

it HOME | 1 HELP

Specify New Committee Type

Committee Type

Committee Type* E| Sub Committee® E| Party Affiliation™ E' H
e

Read through the Committee Registration Information and click Continue at the bottom of the screen.

Enter your committee’s information in the required fields and click Continue at the bottom of the
screen. Required fields are marked with a red asterisk (*).

Review and confirm the accuracy of the information you have entered. If there are any errors in your
registration, click the Step 2 button to return to the previous screen. If your registration information is
correct, click Register.
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7. To complete your registration, you must print and sign your completed CF-1 form. Click View/Print to
access the PDF of your committee registration.

Print the following Reports

CF-1 o‘-.-’iew { Print

8. Have all parties named under the Certificate section sign the registration. Return your completed CF-1
registration form to the Ethics Commission using one of the methods below:

E-mail Fax
CampaignFinance@wi.gov (608) 264-9319
Mail Hand Delivery
Wisconsin Ethics Commission 101 E Wilson St.
PO Box 7125 Suite 127

Madison, WI 53707-7125 Madison, WI 53703

9. Once your signed CF-1 registration form has been received by the Ethics Commission, you will receive
an email with your Committee ID that you will use to login to the system and your system-generated
password. We recommend that you immediately change the password to something you will
remember. Instructions for changing your password are available on page 29.
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Amending a Registration

Statute requires committees and conduits to update their registration statement within
10 days of any changes in information.

1. Login to CFIS and click View/Edit Registration Information under
Administrative in the left-hand menu. Step 1: Enter Transactions

Step 2: File Your Report

2. Make any necessary changes to your registration.
Make a Change to a Filed Report

3. If you haven’t updated your registration in the last 12 months, you | administrative
will be asked to verify your information. To mark that you’ve View/Edit Registration Informationo
verified the information on your registration, check the box in the BT B T

i ifvi i ; ; Maintain U
Status section verifying that your information is up-to-date and aintain Ssers
Change Password

accurate.

Status

Are you Exempt from Filing Campaign Finance Reparts? Yes ® o

If you do not anticipate receiving or spending more than $2,000 in a calendar year, you may select "Exempt” status. Exempt committees are not required to file campaign finance
reports. If your committee receives or spends mere than $2,000 in a calendar year, it must amend its status to non-exempt, and file campaign finance reports covering the entire
calendar year

Verify that your information is up-to-date and accurate: Last Verified Date :

4. Click Submit.

5. To electronically sign your registration, enter your Committee ID number, Password, PIN, and enter
your name. If you’ve forgotten your PIN, see the What is my committee’s PIN? section on page 29.

AUTHORIZATION o

Committee ID* |

Committee PIN*

Bomm wa's Password* |
Individual submitting this document: |

1 am the individual listed above and by clicking the submit button, I certify that I have examined this report and

to the best of my knowledge aig belief it is true, correct, and complete,

6. You're done! As you’ve electronically signed your registration, you do not need to return a signed copy

to the Ethics Commission.
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Entering Transactions

To proceed, ensure you're logged into CFIS. If you've forgotten your password or username, please review the

Frequently Asked Questions section beginning on page 28.

Filing Periods in CFIS

CFIS groups transactions into filing periods. The system will record transactions to the current filing period by

default. You can manually change the filing period when you are entering a transaction, or you can change the

default filing period for your login session if you will be entering many transactions for a specific filing period.

To change the default filing period for your login session, go to the Reminders screen and choose from

the Default Filing Period drop-down menu. This is the first screen you see after logging in. If you need

to return to this screen, you can click the Reminders button on the top right of the screen.

Wisconsin Campaign Finance Information System

B MENU

1)

Step 1: Enter Transactions Reminders

e o e — = m 5@ E ?

New Contribution or Receipt ::Message from Wisconsin Ethics Commission::

New Expense or Obligation h
[4 settlement Offer Schedule for Campaign Finance Vio

New Commercial Loan

Return a Contribution Upcoming Filing Period Due Dates

New Payment of Qutstanding Loan July Continuing 2018

New Payment of Outstanding Obligation

Enter Conduit Transmittal Code Default Filing Period

Upload Transactions from Spreadsheet
MNone
Step 2: File Your Report

File Report/Edit Pending Transactions

E| SET DEFAULT FILING PERIOD

07/15/2018

Recording Transactions in CFIS

CFIS User’s Guide

Once logged in to CFIS, choose the type of transaction you need

to record from the Step 1: Enter Transactions section of the left-

hand menu.

Complete all required information to log the transaction.
Required fields are marked with a red asterisk (*).

If you have many receipts and expenses, uploading your
transactions using a spreadsheet may save you time.
Information on the upload process is covered in the next
section.

o Note: new commercial loans, loan payments, returned
receipts, and payments of incurred obligations must be
logged manually in CFIS. These transactions are not
supported by the spreadsheet upload process.

Wisconsin Ethics Commission

Wisconsin Campaign F

Step 1: Enter Transactions

New Contribution or Receipt

Mew Expense or Obligation

New Commercial Loan

Return a Contribution

New Payment of Outstanding Loan

Mew Payment of Outstanding Obligation
Enter Conduit Transmittal Code

Upload Transactions from Spreadsheet

Step 2: File Your Report

Make a Change to a Filed Report

Administrative
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Uploading Transactions from a Spreadsheet

To upload transactions directly into CFIS using a spreadsheet, you will need to download a copy of the upload
template and the codes you will use to categorize transactions.

@ Wisconsin Campaign Finance Information System S m.. .&
B MENU | % REMINDERS [ LOGOUT ' HELP
Step 1: Enter Transactions | Upload Transactions S mememmrm me—a 3
New Contribution or Receipt Download Templates o
New Expense or Qbligation Excel 2003 and below: Receipts Expenses
New Commercial Loan
o Excel 2007 and above: Receipts Expenses
Return a Contribution
New Payment of Qutstanding Loan Upload File
New Payment of Qutstanding Obligation Filing Period Name | Spring Pre-Primary 2018 E| Transaction Type* E| Select a File | Choose File | Mo file chosen
Enter Conduit Transmittal Code "upLoap | CLEAR | CHECK STATUS
l Upload Transactions from Spreadsheet
S Please Note: Completing an upload on this screen does not file your report.

Step 2: File Your Report After you have uploaded your transactions, advance to the File Report/Edit Pending Transactions screen to make any changes te your transactions and file
your report.

File Report/Edit Pending Transactions Upload Status

Make a Change to a Filed Report
ICurrently processing jobs: 35074

Amend a Filed Report

Job # Uploaded Date File Name Number of Rows Status
Administrative

View/Edit Registration Information _ [additional Information e
View Filed Reports I - I
_ Download Committee IDs
Maintain Users

Download Recall Office Ids Download Recount Ids
Change Password

Download Referendum Ids Download Local Candidate Ids
Download Unregistered Ids ExpenseType Codes

1. Login to CFIS and choose Upload Transactions from Spreadsheet under Step 1: Enter Transactions in
the left-hand menu.

2. Click to download a copy of the Receipts and Expenses templates available under Download
Templates. Templates are available in the legacy Microsoft Excel (Excel 2003 and below) format as well
as the current format (Excel 2007 and above). Most users should download the Excel 2007 templates.

3. In the Additional Information section at the bottom of the screen, you may click to download
Committee IDs, Local Candidate IDs, Unregistered IDs, and Expense Type Codes. CFIS automatically
populates address information for transactions with a Committee ID, a Local ID, or an Unregistered ID,
saving you data entry time.

a. Committee IDs identify committees and conduits registered with the Ethics Commission. You
must use a Committee ID when logging a transaction involving another committee registered
with the Ethics Commission.

b. Local Candidate IDs identify candidate committees registered with filing officers other than the
Ethics Commission.

c. Unregistered IDs identify committees not registered in Wisconsin, such as a federal PAC.

d. Expense Type codes are used to categorize expenses. Every expense must have an expense type
code. If you feel the Expense Type code does not adequately describe the nature of the
expense, you should add more information in the Comments field.
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4. Enter contributions your committee has received in the Receipts spreadsheet and all spending activity
in the Expenses spreadsheet. Each

spreadsheet template has an Upload Help | H || q "

M4k M i i
sheet to guide you through the purpose of Ready | LEAVErRRTTR - Upload Help

inst

each field and whether the field is required.

Be sure you are using the latest upload template. Older upload templates will not
work. Steps for getting the latest template are listed in step 2.

5. Once you have logged your transactions in your spreadsheets and saved those files, you are ready to
upload. Return to the Upload Transactions screen. Choose the Filing Period Name for the transactions
you are uploading, indicate in Transaction Type whether you are uploading receipts or expenses, and
then choose the file you would like to upload.

6. Click Upload.

pload File
Pliljgd July Continuing 2017 E Transaction El Select l Choose File | Mo file chosen
NE.I.-Li uly Continuing 7 Type* : File [

6 &
UPLOAD CLEAR CHECK STATUS

7. Your upload will now process. You can see the status in the Upload Status box.

8. Click Check Status to refresh the page. Processing may take a few minutes.

| upload File

Filing Feriod Name Juky Cortinuging 2017 - Transactan Type Recsipis = Select a Fle Chooss File | No e chosen

i File upload successful. Your file is in queue. Please chedk the status of your file sfter a few minutes by dicking on the "Check Status” button.

Please Mote: Deleting an uplanded termiplate does not delete the uploaded trangachand, Ta delete uplaaded trandasbond pleate navagate & EdbRle Pendwg Trandachans dcreen
and delete the transactions
Liplomd Statiss

Currently pracessing jobs:

Jab @ Upleaded Date Fiie Mama Wumbser 6 Rows Tratud

Jobs: 41355
21293 06/08/2017 iy Corgreies 2017 Cont SESDITI000SCAM xl 49 Uploaded

9. Once processed, the status of your upload will show Processed-No Errors for transactions that

uploaded successfully or Processed-Errors for transactions the system was unable to process.

Job # Uploaded Date File Name Number of Rows Status
v Job#: 41395 e
06/06/2017 July Continuing 2017 Cont 8820171000564M.xls 38 Processed-No Errors
06/06/2017 July Continuing 2017 Cont €62017100056AM xls 11 Processed-Errors

CFIS User’s Guide Wisconsin Ethics Commission Page 7



10. In this example, 38 of the 49 transactions were successfully uploaded. 11 transactions have errors that
need to be addressed. To review and correct the errors, click the File Name in the row that has
Processed-Errors in the Status column. This will download a spreadsheet where you can correct errors.

Job # Uploaded Date
v Job#: 41393
06/06/2017

06/06/2017

File Name

Number of Rows Status

July Continuing 2017 Cont 862017100058AM.xls 3 Processed-No Errors

July Continuing 2017 Cont 662017100056AM.xls 11 Processed-Errors

11. The final column of the spreadsheet lists the error that
prevented the system from accepting the transaction in that
row. Correct the errors in this document, save it, and
reupload the document following the directions in this
chapter. See the following error index below for help in
correcting common errors.

Errors

*. Invalid ContribDate
*. Invalid ConduitlD

*. ContribType required

o

Do not upload the original spreadsheet with errors for a second time. Any transactions
that successfully processed will be duplicated. To correct errors, you should only upload
the ‘Errors’ file described in steps 10 and 11.

A\
A

Sometimes committees upload an incorrect file and need to delete some or all of their
uploaded transactions. You must go to the File Report/Edit Pending Transactions
screen, search under the correct filing period, and delete the transactions there.

Common Upload Errors

Error
Business Type Required

| Definition
The contributor type is business, so you must list the business type.

Business Name Required

The contributor type is business, so you must list the business name.

Committee ID Required

The contributor type is a registered committee/Registrant, so you must specify the
committee’s ID number.

Contrib Type Required

The transaction needs to have a contribution type.

Contributor Type Required

The contributor needs to have a contributor type.

First Name Required

The contributor type is an individual, so you must list the contributor’s first name.

Invalid Conduit ID

The contributor type is a conduit contribution, so you must specify the conduit’s
Committee ID.

Invalid Contrib Date

The transaction has a date outside of the selected filing period. Correct the date if it is a
typo or upload the transaction to the appropriate filing period.

Invalid Expenditure Date

Usually this is because the transaction date is outside of the reporting period, but may
indicate another type of error.

Invalid State

The state must be a capitalized two-letter abbreviation. Ex: W1l or IL.

Last Name Required

The contributor type is an individual, so you must list the contributor’s last name.

Zip Should be Numeric
- Or -
Zip Should be in Length (5/9)

Zip must be a five or nine digit number. If the zip begins with a zero, enter it with a
leading apostrophe to ensure the upload preserves the full five digits. Ex: ‘02860. Do not
use dashes.

CFIS User’s Guide
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Importing Conduit Contributions

Conduits can generate transmittal letters
directly in CFIS that help you record the
transaction on your finance report.
Transmittal letters generated from CFIS, like
the one seen to the right, contain a
passcode that allows you to easily import
the transaction without additional data
entry.

If you have a passcode, follow these steps
to record the contribution on your finance
report:

TRANSMITTAL LETTER
STATE OF WISCONSIN

WISCONSIN CAMPAIGN FINANCE INFORMATION SYSTEM

Transmittal Letter for | = = = Committee ID: =
Address Line1 ]

Address Line2

City, State and Zip Eains

listed below.

login.

1. Aftached is a check for a total amount of $500.00 for all the contributions

2. If you want to import the following records automatically into your Wisconsin Campaign Finance
System account, enter the passcode below in the “Upload Conduit Contributions” screen after

Passcode: 1_9e5125248_25241 Transmittal letter Generated: 11/28/2017

1. Click Enter Conduit Transmittal Code under Step 1: Enter Transactions in the left-hand menu.

@ Wisconsin Campaign Finance Information System

Step 1: Enter Transactions Reminders ; - R . — [ i
New Contribution or Receipt ::Message from Wisconsin Ethics Commission::
New Expense or Obligation
N T [4 settlement Offer Schedule for Campaign Finance Vie
Return a Contribution Upcoming Filing Period Due Dates
New Payment of Outstanding Loan Spring Pre-Primary 2018 02/12/2018
New Payment of Qutstanding Obligation
Enter Conduit Transmittal Code Spring Pre-Election 2018 03/26/2018
Upload Transactions from Spreadsheet
July Continuing 2018 07/15/2018
Step 2: File Your Report
2. Key the passcode into the Enter Passcode field and press Submit.
3. Enter the Filing Period and Acceptance Date for the contributions.
Once you press accept, you cannot change the filing period or acceptance date. If you
choose the wrong value, you will need to delete the transactions and either manually
log the contributions or contact the conduit and request a new passcode.
4. Press Accept.
-Filing Period | July Continuing 2017 E| Segregated Fund Acceptance Date Eéndmt Name:
Authorized Date Name Employer Name Amount
0s5/01/2017 $15.00
05/01/2017 5 $400.00

Change page: 1 | Displaying page 1 of 1, items 1 to 2 of 2

ACCEPT CLEAR

5. Your contributions will take a few moments to process. Click Check Status to confirm that the

contributions were successfully loaded onto your finance report.

CFIS User’s Guide Wisconsin Ethics Commission
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Filing Reports
All active, non-exempt committees must file a campaign finance report every six months, in January and July
of each year. Additional election-related reports may be due depending on the activity and type of committee.

After you have uploaded or entered your transactions in CFIS as described in the Entering Transactions section
on page 5, follow these steps to file your report:

1. Click File Report/Edit Pending Transactions under Step 2: File Your Report from the left-hand menu.

Wisconsin Campaign Finance Information System

- - 5
Step 1: Enter Transactions Reminders N — ?
New Contribution or Receipt ::Message from Wisconsin Ethics Commission::
New Expense or Obligation .
- [\ settlement Offer Schedule for Campaign Finance Vio

New Commercial Loan
Retum a Contribution Upcoming Filing Period Due Dates
New Payment of Outstanding Loan Spring Pre-Primary 2018 02/12/2018
New Payment of Outstanding Obligation
Enter Conduit Transmittal Code Spring Pre-Election 2018 03/26/2018
Upload Transactions from Spreadsheet

July Continuing 2018 07/15/2018
Step 2: File Your Report
File Report/Edit Pending Transactions ﬂ Default Filing Period
Make a Change to a Filed Report

- Nene E‘ SET DEFAULT FILING PERIDD

Amend a Filed Report

2. Inthe top row, choose the Filing Period Name for the report you would like to file. If you are looking to
file a 72-hour report, you can enter more search criteria to find just the transactions you need to file.

3. Press Search.

Wisconsin Campaign Finance Information System

E MENU * REMINDERS | [# LOGOUT

- - - - L] -~ ~
File Report/Edit Pending Transactions n e o el - 8 R w " ?
iling Period Name |Ju|}r Continuing 2017 |L| Filing Year E|
I-Transaction Type T k] Transaction Category E| Contributor/Payee Name |
Transaction Date Range
[ ]
To Amount Range
l:l | '| | Non-Compliant Mot Yet Filed 72 Hr. Report

SEARCH CANCEL CLEAR

4. You should now see a full listing of transactions that met your search terms.
e To file a No Activity Report (CF-2A), continue to page 10.

e To file a Full Report with Activity (CF-2), continue to page 12.

® To file a 72-Hour Report, continue to page 14.
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Filing a No Activity Report
Continued from page 10

5. Click File No Activity at the bottom of the screen.

To group by column, drag and drop column here

Transaction Contributor/Payee  Transaction  Transaction Address Address

A t Ci Stat Zi
Date Name Type Category moun Line1 Line2 ty ate =

Mo records to display.

T2

Compliance Hr.

Reports

Edit

5

NEW RECEIPT NEW EXPENSE FILE NO ACTI¥ITY
REQUEST FOR TERMINATION

6. Complete your Authorization information to electronically sign your report. If you have forgotten your

PIN, review What is my committee’s PIN? on page 29.
7. Click Submit.

https://cfis.wi.gov/images/header img.jpg

File Report/Edit Pending Transactions « B FErE B

=

(=

(o

Comments:

Attachment: ||| Choose File | No file chosen

UTHORIZATION

ommittee ID*

%@ I *'s Password®

Committee PIN*

Individual submitting this
document:

I am the individual listed above and by clicking the submit button, I certify that I have
examined this report and to the best of my knowledge and belief it is true, correct and

complete.
w canceL | cieaR

8. Your report is now filed! You can view your filed report by clicking View/Print. A copy of the report will
also be emailed to the email addresses on file for your committee. If you do not receive a confirmation
email, please contact Ethics Commission staff to confirm your report has been correctly filed and your

email address is correct.

CFIS User’s Guide Wisconsin Ethics Commission
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Filing a Full Report
Continued from page 10

5. Prior to filing your report, you should preview the report to confirm that your totals are correct. Click
Preview Finance Report at the bottom of the screen.

To group by column, drag and drop column here

72
Transaction Contributor/Payee  Transaction  Transaction Address Address ) ) i )
Amount . . City State Zip Compliance Hr. Edit
Date Name Type Category Lined Line2
Reports
05/01/2017 u n CON Monetary $300.00 Wisconsin k4 '

Change page: 1 | Displaying page 1 of 1, items 1 to 1 of 1

1] o ]
ZLS L5¥
5
NEW RECEIPT NEW EXPENSE PRE¥IEW FINANCE REPORT | DELETE ALL FILE ¥2Hr. REPORT FILE 72 Hr. - ALL FILE MO ACTIYITY
REQUEST FOR TERMINATION FILE ALL TO STATE FILE SELECTED TO STATE DELETE

6. Enter the first date of the filing period in the Start Date field and the balance you started the period
with in the Beginning Balance field.

7. Press Submit.

- B B - - - g
File Report/Edit Pending Transactions b U EISEEE S S 8 W » 3
SUBMIT CANCEL CLEAR

Cash Balances: Verify the reported cash balances are co — make corrections here if needed.
Filing Period Name * Start Date * Beginning Balance*

8. Press View/Print to open a PDF preview of your finance report. Confirm that the amounts listed on the

cover page are accurate.
i Preview Finance Report ::

9. If the amounts listed on your report are

. . Print the following Repo
accurate, click File All to State. If there b
CF 2 VIEW | PRINT

are errors, click Back and correct your

report before filing. e
SPITERITTOSTATE| ~EACF~

10. At the bottom of the page, enter the first date of the filing period in the Start Date field. Then enter
the Beginning Balance and Ending Balance for the report. CFIS will not automatically calculate these
balances for you. These balances should come from your bank statement (adjusted for items that have
been reported but not yet cleared the bank) and should reconcile with the transactions you have

reported.

Your beginning cash balance should always equal the ending cash balance of the
previous filing period. If these numbers do not match, you have unreported activity or

you’ve miscalculated your balance.
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11. Complete your Authorization information to electronically sign your report. If you have forgotten your
PIN, review What is my committee’s PIN? on page 29.

12. Click Submit.

File Report/Edit Pending Transactions S e — g— w . ?

Comments:

Attachment: l Choose File | No file chosen

AUTHORIZATION m

Committee ID*

B op's Password®

Committee PIN*

Individual submitting this document:

'-0 I'am the individual isted above and by clicking the submit button, T certify that T have exam'\n;d this report and to the best of my knowledge and belief it is

true, correct and complete.
SUBMIT CANCEL CLEAR

LAST REPORT FILED

Filing Period Name : | Specig| Pre Dr mary 2017 End Date : 12/04/2017 Ending Balance : 150,00
Cash Balances: Verify the reported h balances are correct ié%z make corrections here if needed.

Filing Period Name * tart Date *+ Beginning Balance*® Ending Balance * I
January Continuing 2018 l:l E | | | |

13. Your report is now filed! You will receive a PDF copy of the report via email. To confirm the accuracy of
your report, click View/Print and confirm that your report balances. Cash Balance Beginning of Report
plus Total Receipts minus Total Disbursements should equal Cash Balance End of Report. If the report
doesn’t balance, please review your records for unreported activity.

CASH SUMMARY
Cash Balance Beginning of Report* + 50.00
Total Receipls + %1,550.00
Subtotal $1,550.00
Taotal Disbursements - $1,450.00
CASH BALANCE END OF REPORT* =|$100.00
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Filing a 72-Hour Report

Continued from page 10

5.

Check the 72-Hour Reports column for the transactions you would like to include. If you would like to
include all transactions, skip to the next step.

Press File 72-Hour Report to file a report that includes just the transactions you checked the 72-Hour
Reports column for. To include all transactions for the filing period, click File 72-Hour - All.

Complete your Authorization information to electronically sign your report. If you have forgotten your
PIN, review What is my committee’s PIN? on page 29.

Click Submit.

AUTHORIZATION o

Committee ID* |

Committee PIN*

Bt ga's Password*® | |

Individual submitting this document:

1 am the individual listed above and by clicking the submit button, I certify that I have examined this report and

to the best of my knowledge ang belief it is true, correct, and complete.
8
T e —

Your report is now filed! You can view your filed report by clicking View/Print. A copy of the report will

also be emailed to the email addresses on file for your committee. If you do not receive a confirmation
email, please contact Ethics Commission staff to confirm your report has been correctly filed and your
email address is correct.

Amending a Report

After a report is filed, committees might need to change or add information to their reports. Any amendment

should be filed as soon as possible. When a user adds new transactions or changes previously filed

transactions, the changes do not automatically appear on the previously filed report. In order for these

changes to be viewable to the public, the report needs to be re-filed.

Choosing the Report to Edit

1. After you have logged in, click Amend a Report under Make a Change to a Filed Report from the left-

hand menu.
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Wisconsin Campaign Finance Information System N L5

E MENU “ REMINDERS [# LOGOUT ¥ HELP

Step 1: Enter Transactions Reminders b= © L Ky - SR CEN EE S S SR &

New Contribution or Receipt ::Message from Wisconsin Ethics Commission::

New Expense or Obligation
L\ Settlement Offer Schedule for Campaign Finance Vio

New Commercial Loan

Return a Contribution Upcoming Filing Period  Due Dates

New Payment of Outstanding Loan Spring Pre-Primary 2018 02/12/2018
New Payment of Outstanding Obligation
Enter Conduit Transmittal Code Spring Pre-Election 2018 03/26/2018
Upload Transactions from Spreadsheet

July Continuing 2018 07/15/2018
Step 2: File Your Report
File Report/Edit Pending Transactions Default Filing Period

Make a Change to a Filed Report

|Amend a Filed Report "

None El SET DEFAULT FILING PERIOD

2. Inthe top row, choose the Filing Period Name for the report you would like to amend. If you are
looking to edit a specific transaction, you can enter additional criteria to narrow down your results.

3. Press Search.

E MENU % REMINDERS  [3 LOGOUT

Wisconsin Campaign Finance Information System

Amend Reports/Amend Transactions

¥ HELP

iFiIing Period Name | July Continuing 2017 |L| I Filing Year

Transaction Type [ t| Transaction Category E| Contributor/Payee Name

Transaction Date Range

[
To Amount Range
l:l | | - | | | Non-compliant

| Expand = |

NEW RECEIPT NEW EXPENSE NEW INCURRED OBLIGATION PAID NEW LOAN PAYMENT NEW COMMERCIAL LOAN
NEW RETURN RECEIPT | FILE NO ACTI¥ITY

CFIS User’s Guide Wisconsin Ethics Commission
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Deleting, Editing, and Adding New Transactions

4. All of your committee’s transactions for the filing period you selected will show on the screen. To edit an existing
transaction, click the pencil in the Edit column.

5. To delete a transaction, check the Select Box at the far right in the row and click Delete at the bottom of the
window. You may select more than one transaction at a time to delete.

To group by column, drag and drop column here q

Transaction Date  ContributoriPayee Name TransactionType Transaction Category Amount Compliance Edit L_ lect L
rd ()
21

04/11/2017 L] = CON In-Kind $750.00 L
04/11/2017 EXP In-Kind $750.00 L
04/03/2017 [ 8 ExXP In-Kind $700.00 v rd (]
05/01/2017 L = CON Personal Loan $500.00 L

Change page: 1 | Displaying page 1 of 1, items 1 to 4 of 4

NEW RECEIPT NEW EXPENSE NEW INCURRED OBLIGATION PAID NEW LOAN PAYMENT NEW CO F
NEW RETURN RECEIPT PREYIEW FINANCE REPORT FILE ALL TO STATE E

6. To add a new transaction, choose the button for the appropriate transaction type and complete all
required fields.

To group by column, drag and drop column here

Tranmsaction Date  Contributor/Payee Name TransactionType Transaction Category Amount Compliance Edit Select
04/11/2017 - CON In-Kind $750.00 L4 7 ]
04/11/2017 " EXP In-Kind $750.00 N rd ]
04/03/2017 . - EXP In-Kind $700.00 » 7 ]
05/01/2017 e CON Personal Loan $500.00 N rd ()]

Change page: 1 | Displaying page 1 of 1, items 1 to 4 of 4

6

" NEW RECETPT NEW INCURRED OBLIGATION PAID
NEW RETURN RECEIPT | PREVIEW FINANCE REPORT | FILE ALL TO STATE

NEW COMMERCIAL LOAN

DELETE

7. Once you have completed all updates to your report, you are ready to refile. You may generate a PDF
preview of your report using the Preview Finance Report option or you can skip this step and choose

File All to State.
To group by column, drag and drop column here
Tranmsaction Date  Contributor/Payee Name TransactionType Transaction Category Amount Compliance Edit Select
04/11/2017 - = . CON In-Kind $750.00 L 7 ]
04/11/2017 LS i EXP In-Kind $750.00 N rd ]
04/03/2017 . EXP In-Kind $700.00 k4 7 ]
05/01/2017 R R ] CON Personal Loan $500.00 N rd ()]

Change page: 1 | Displaying page 1 of 1, items 1 to 4 of 4

NEW LOAN PAYMENT NEW COMMERCIAL LOAN
FILE ALL TO STATE DELETE

NEW RETURN RECEIPT

PREYIEW FINANCE REPORT
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Updating Cash Balances and Filing the Amended Report

8. CFIS will not automatically calculate the beginning and ending cash balance for your report. If your
corrections require you to adjust the beginning or ending cash balance, scroll below the authorization
section and make corrections. These balances should come from your bank statement and should
reconcile with the transactions you have reported. Cash Balances from your previously submitted
reports will also be visible for reference.

o Your beginning cash balance should always equal the ending cash balance of the
previous filing period.

9. Complete your Authorization information to electronically sign your report. If you have forgotten your
PIN, review What is my committee’s PIN? on page 29.

10. Click Submit.

Amend Reports/Amend Transactions N e m ey o wew

(=
(=~

Comments:

Committee ID*

I 8 B's Password*

Attachment: | Choose File | No file ckasa
AUTHORIZATION i

I |

| |
Committee PIN* | |

I |

Individual submitting this document:

o I am the individual listed above and by clicking the submit button, I certify that I have examined this report and to the best of my knowledge and belief it is

true, correct and complete. m

Cash Balances: Verify the reported cash balances are correct ié%z make corrections here if needed.

Filing Period Name * Start Date *

Beginning Balance* Ending Balance *
Special Pre-Primary 2017 {&ssm: 58, 66; Sen: 10) 7A/2017 B 10000 | | 150.00 | |
July Continuing 2017 1/1/2017 0.00 100.00

11. Your report is now filed! You can view your filed report by clicking View/Print. A copy of the report will
also be emailed to the email addresses on file for your committee. If you do not receive a confirmation

email, please contact Ethics Commission staff to confirm your report has been correctly filed and your
email address is correct.

o Best Practice: After filing your report, view your filed report and confirm that the Cash
Balance Beginning of Report field, plus the Total Receipts field, minus the Total

Disbursements field, equals the Cash Balance End of Report field. If these fields do not
balance, your report has an error in its transactions or in its reported cash balances.
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Terminating a Committee

Eligibility

To be eligible to terminate your committee, each of the following must be true:

Your committee must have a SO cash balance $0 in outstanding debts and obligations. Wis. Stat. §
11.0105(1).

Your committee must not have any pending transactions in CFIS.

You must not be a candidate as defined by Wis. STAT. § 11.0101(1), which includes current
officeholders. Current officeholders must retain their committee registration through their last day in

office.

o If you are not eligible to terminate, you may instead qualify for exemption. Details on
exemption are available under Frequently Asked Questions.

Filing a Termination Report & Requesting Termination Wisconsin Campaign
1. Enter all transactions in CFIS since your last report as described in the Sz BT T e
Entering Transactions section on page 5. Be sure that your committee will Rewic it ioBonReER It
New Expense or Obligation
have a SO balance, no outstanding incurred obligations, and no New Commercial Loan
outstanding loans. If you do not need to file any new transactions, Rt o
. New Payment of Outstanding Loan
Contlnue to Step 2 New Payment of Outstanding Obligation
Enter Conduit Transmittal Code
2. Choose File Report/Edit Pending Transactions under Step 2: File Your Upload Transactions from Spreadsheet
Report from the left-hand menu. On this screen, choose the filing period iR & Pl Your Report o
File Report/Edit Pending Transactions
for your final report and click Search at the bottom of the window. Any S —
transactions you have for the filing period will show now. Amend a Filed Report

Click Request for Termination. If you have any transactions for the period that have not yet been filed,
you will see a pop-up saying you must file those transactions. Click OK. You will then see another pop-
up asking if you want to file those transactions. Click OK. If you have no transactions to file, you will be
asked to select a Termination Reason from the drop-down. Select the correct reason and click the
Submit button. You must file a final report — in this case, follow the directions to file a No Activity
report on page 11.

CFIS User’s Guide Wisconsin Ethics Commission Page 18


https://docs.legis.wisconsin.gov/statutes/statutes/11/I/0101/1
https://docs.legis.wisconsin.gov/statutes/statutes/11/I/0101/1
https://docs.legis.wisconsin.gov/statutes/statutes/11/I/0101/1

To group by column, drag and drop column here

72
Transaction Contributor/Payee  Transactiom  Transaction Amount Address Address ci State 7i BT Edit
Date Name Type Category Line1 Line2 L D * HE
Reports
05/02/2017 " am CON Monetary " - I L #
L

Change page: 1 | Displaying page 1 of 1, items 1 to 1 of 1

NEW RECEIPT NEWY EXPENSE PREYIEW FINANCE REPORT DELETE ALL FILE 72Hr. REPORT FILE 72 Hr. - ALL FILE MO ACTIYITY
e REQUEST FOR TERMINATION FILE ALL TO STATE FILE SELECTED TO STATE DELETE

3. Complete the Authorization information and fill in your cash balance information. If you have forgotten
your PIN, review What is my committee’s PIN? on page 29.

4. A copy of the filed report will also be emailed to the email addresses on file for your committee.
Please verify that there is a “TERMINATION” watermark across the upper-right hand corner of the
page. If you do not receive a confirmation email, please contact Ethics Commission staff to confirm
your report has been correctly filed and your email address is correct.
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Registering and Filing for Conduits

Registering a Conduit
1. Go to https://cfis.wi.gov. Click Register a Conduit on the left-hand menu.

Registrant Login

Committee ID/Username:

gt ST e » : 7 ]
| Register a Conduit | A BE Passviord:
| Report Independent Expenditures B -

View Filed Reports ! 7 B, #

View Receipts | = { ! ! s [ LoGIN |

View Expenses Forgot password?

- News Campaign Finance Information
View Registrants
View Conduit Contributions Settlement Offer Sch.... Forms Cam paign
FAQs Limits and Filing Deadlines Ein
General Information Training

Information
System

2. Read through the Conduit Registration Information and click Continue at the bottom of the screen.

3. Enter your conduit’s information in the required fields and click Continue at the bottom of the screen.
Required fields are marked with a red asterisk (*).

4. Review and confirm the accuracy of the information you have entered. If there are any errors in your
registration, click the Step 1 button to return to the previous screen. If your registration information is
correct, click Register.

5. To complete your registration, you must print and sign your completed CF-9 form. Click View/Print to
access the PDF of your committee registration.

6. Have all parties named under Certification section sign the registration. Return your completed CF-9
registration form to the Ethics Commission using one of the methods below:

E-mail Fax
CampaignFinance@wi.gov (608) 264-9319
Mail Hand Delivery
Wisconsin Ethics Commission 101 E Wilson St.
PO Box 7125 Suite 127

Madison, WI 53707-7125 Madison, WI 53703

7. Once your signed CF-9 registration form has been received by the Ethics Commission, you will receive
an email with the Committee ID that you will use to login to the system and your system-generated
password. To ensure you remember your password, we recommend that you immediately change the
password to something you will remember.
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Entering Transactions for Conduits
Filing Periods in CFIS

CFIS groups transactions into filing periods. A default filing period is set at the system-level and it applies to all

committees. Conduits are not required to file pre-primary or pre-election reports, so the default period may

apply to other committees that file more frequently, but may not be correct for your transactions. You can

manually change the filing period when you are entering a transaction, or you can change the default filing

period for your login session if you will be entering many transactions for a specific filing period.

e To change the default filing period for your login session, go to the Reminders screen and choose from

the Default Filing Period drop-down menu. This is the first screen you see after logging in. If you need
to return to this screen, you can click the Reminders button on the top right of the screen.

Wisconsin Campaign Finance Information System

- -~
Step 1: Enter Tranzactions Reminders a

Enter Contributions ::Message from Wisconsin Ethics Commission::

Upload Contributions from Spreadsheet

Step 2: File Your Report

Upcoming Filing Period Due Dates
File Report/Edit Pending Transactions

Change Password

[ settlement Offer Schedule for Cam paign Finance Vio

) Spring Pre-Primary 2018 02/12/2018

Make a Change to a Filed Report
Amend Reports/Amend Transactions Spring Pre-Election 2018 03/26/2018
Adminigtrative

3 - i N - July Continuing 2018 07/15/2018
View/Edit Registration Information
View Filed Reports

Default Filing Period [

Reprint Transmittal Letters
Maintain Users None E| SET DEFAULT FILING PERIOD

Recording Conduit Contributions in CFIS

e Once logged in to CFIS, choose Enter Contributions under Step 1:
Enter Contributions from the left-hand menu.

e Complete all required information to log the contribution. Required
fields are marked with a red asterisk (*).

o You may log many transactions at once. Pressing Submit will
save your transactions to CFIS, but will not file them.
Continue onto the Generating Transmittal Letters and Filing
Conduit Reports sections.

Uploading Conduit Contributions from a Spreadsheet

To upload contributions directly into CFIS using a spreadsheet, you will need
to download a copy of the upload template and the codes you will use to
indicate the recipient.

CFIS User’s Guide Wisconsin Ethics Commission

Wisconsin Campaign Fir

Step 1: Enter Transactions

Enter Contributions |

Upload Contributions from Spreadsheet

Step 2: File Your Report

File Report/Edit Pending Transactions

Make a Change to a Filed Report

Amend Reports/Amend Transactions

Administrative

View/Edit Registration Information
View Filed Reports

Reprint Transmittal Letters
Maintain Users

Change Password
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1. Login to CFIS and choose Upload Contributions from Spreadsheet under Step 1: Enter Transactions
from the left-hand menu.

2. Click to download a copy of the Conduits template available under Download Templates. The template
is available in the legacy Microsoft Excel (Excel 2003 and below) format as well as the current format
(Excel 2007 and above). If you are unsure which to download, download the Excel 2007 templates.

3. In the Additional Information section at the bottom of the screen, you may click to download
Committee IDs, Local Candidate IDs, and Unregistered IDs.

a. Committee IDs identify committees and conduits registered with the Ethics Commission. You
must use a Committee ID when logging a transaction involving another committee registered
with the Ethics Commission.

b. Local Candidate IDs identify candidate committees registered with filing officers other than the
Ethics Commission.

c. Unregistered IDs identify committees not registered in Wisconsin, such as a federal PAC.

0 o o - o e AN WS
| @ Wisconsin Campaign Finance Information System o Mh_ &

Step 1: Enter Transactions | Upload Transactions e T TS —— 1
Enter Contributions Download Templates
| Upload Contributions from Spreadsheet ‘. E:T:;LIZODS and Conduits

Step 2: File Your Re;

e . E;gilrzoo? and Conduits
File Report/Edit Pending Transactions
Upload File
e Filing Period - Select a -
- Namge Spring Pre-Primary 2018 E| File Choose File | No file chosen
Amend ReportsiAmend Transactions
Crion = ciea ] eveoxstarus
Administrative
. . _ . Please Note: Completing an upload on this screen does not file your report.

View/Edit Registration Information After you have uploaded your transactions, advance to the File Report/Edit Pending Transactions screen to make any changes to
View Filed Reports your transactiens and file your report.

Reprint Transmittal Letters O] S

Maintain Users Currently processing jobs: 35074
Change Password i
Additional Information e
Download Committee IDs
; Download Recall Office Ids Download Recount Ids
" Download Referendum Ids Download Local Candidate Ids

Download Unregistered Ids
I

4. Enter contributions your committee has received in the Conduit Contributions spreadsheet. The

spreadsheet template has an Upload Help o o i
sheet to guide you through the purpose of 4 4+ ¥ | ConduitContribution®® Upload Help |
each field and whether the field is required. Ready |

Be sure you are using the latest upload template. Older upload templates will not
work. Steps for getting the latest template are listed in step 2.
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5. Once you have logged your contributions in your spreadsheet and saved the file, you are ready to
upload. Return to the Upload Transactions screen. Choose the Filing Period Name for the contributions
you are uploading and then choose the file you would like to upload.

6. Click Upload.

load File
ing Period I . |: Select a .
Name July Continuing 2017 hd | File i Choose File | Ne file chosen

o UPLOAD m CHECK STATUS

7. Your upload will now process. You can see the status in the Upload Status box.

8. Click Check Status to refresh the page. Processing may take a few minutes.

Upload File

Filing Panod Hame July Contimuing 2017 - Calect & File Choose File | Mo file chosen

8

[“urLoap | ciear CHECK STATUS

b File upload successful, Your file is in queve. Please check the status of your file after & few minutes by dicking on the "Oheck Status™ button.

Please Mote: Deleting an uploaded template does not delete the uploaded transactons. To delete uploaded transachons please navigate to Edt'File Pending Transactions
screen and dedete the transactions.

Upload Status

Cumrently processing jobs:

n Jab & Uplaaded Dale File Wafms Hiimber of Rows SLatiA
Joba: 41458 |
| 47428 0&/2072017 Jughe Contiruing 20T Condyl S20008TII1LLS00 vigx 4 Uploaded

9. Once processed, the status of your upload will show Processed-No Errors for transactions that
uploaded successfully or Processed-Errors for transactions the system was unable to process.

Job # Uploaded Date File Name Number of Rows Status

v Job#: 41458 e
06/20/2017 July Continuing 2017 Conduit 8202017111 4458AM.xlsx 3 Processed-Mo Errors

06/20/2017 July Continuing 2017 Conduit 8202017 1114484AM.xlsx 1 Frocessed-Errors

10. In this example, 3 of the 4 transactions were successfully uploaded. 1 transaction has an error that
need to be addressed. To review and correct the error, click the File Name in the row that has
Processed-Errors in the Status column. This will download a spreadsheet where you can correct errors.

Job # Uploaded Date File Name Number of Rows Status

v Job#: 41458

06/20/2017 @ July Continuing 2017 Conduit 6202017111445AM . xlsx 3 Processed-Mo Errors

06/20/2017 i July Continuing 2017 Conduit 6202017111445AM.x1sx | 1 Processed-Errors
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11. The final column of the spreadsheet lists the error that
prevented the system from accepting the transaction in that
row. Correct the errors in this document, save it, and reupload
the document following the directions in this chapter. See the
following error index for help in correcting common errors.

W

Errors

I*_Invalid AuthorizedDate
1" Invalid AuthorizedDate
*. Invalid AuthorizedDate

o

Common Upload Errors

:*. Misreported AuthorizedCommitteelD

Error Definition

First Name Required

The contributor type is an individual, so you must list the contributor’s first name.

Invalid Authorized Date

The contribution has a date outside of the selected filing period. Correct the date if it is a
typo or upload the transaction to the appropriate filing period.

Invalid State

The state must be a capitalized two-letter abbreviation. Ex: Wl or IL.

Last Name Required

The contributor type is an individual, so you must list the contributor’s last name.

Redirected Contributions
cannot be done to State,
Federal, or Local Candidates

Redirected is listed as the Transaction Type and a Committee ID for a state, federal, or
local candidate has been entered. Redirected funds may not be contributed to state,
federal, or local candidates.

Zip Should be Numeric
- or -
Zip Should be in Length (5/9)

Zip must be a five or nine-digit number. If the zip begins with a zero, enter it with a
leading apostrophe to ensure the upload preserves the full five digits. Ex: ‘02860. Do not
use dashes.

Generating Transmittal Letters

CFIS can automatically gener
committee can enter to auto

al transmittal letters for you. The letter will include a passcode that the receiving
matically add the transactions to their finance report, saving them time on data

entry. To generate a transmittal letter:

1. Click File Report/Edit

Pending Transactions under Step 2: File Your Report from the left-hand menu.

Wisconsin Campaign Finance Information System

Step 1: Enter Transactions

1)

Reminders

Enter Contributions

Upload Contributions from Spreadsheet

Step 2: File Your Report

File Report/Edit Pending Transactions n

::Message from Wisconsin Ethics Commission::

[\ Settlement Offer Schedule for Campaign Finance Vio

Upcoming Filing Period Due Dates

Make a Change to a Filed Report

Spring Pre-Primary 2018 02/12/2018

Amend Reports/iAmend Transactions

Administrative

Spring Pre-Election 2018 03/26/2018

View/Edit Registration Information
View Filed Reports

Reprint Transmittal Letters
Maintain Users

Change Password

July Continuing 2018 07/15/2018

Default Filing Period

Nene

El SET DEFAULT FILING PERIOD

2. Inthe top row, choose the Filing Period Name and the Receiving Registrant for the letter you would
like to print. You must enter a Receiving Registrant to generate a transmittal letter.

3. Press Search.
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. . R - - -
File Report/Edit Pending Transactions b S R S—— e » 3
Filing Period Name |Ju|}- Continuing 2017 |L] Receiving Registrant E| Filing Year E|
ITransaction Type T |L] Transaction Category T |L] Contributor/Payee Name |

Transaction Date Range

[ ]
To Amount Range
l:l | '| MNon-Compliant L Transmittal Letter Not Generated

Segregated Fund

Wiew All Transactions

Note: Flease select Receiving Registrant to generate Transmittal Letter!

CANCEL CLEAR

4. Check the Transmittal Letter column for the contributions you would like to generate letters for. If you
would like to include all contributions, skip to the next step.

5. Press Generate Transmittal Letter to generate a letter for the contributions you checked the
Transmittal Letter column for. To include all contributions for that receiving committee, Print all
Transmittal Letter.

To group by column, drag and drop column here

Transaction Contributor/iPayee  Transaction  Transaction Receiving Amount Address  Address Ci State 7i Segregated Compliance Transmittal Edit

Date Name Type Category Committee Line1 Line2 & P Fund Flag P Letter |
Conduit

05/01/2017 . con onaut $15.00 Wisconsin False v 7
Contribution
Conduit " .

05/01/2017 ke - con onaut $400.00 = Wisconsin False v Y
Contribution -

Change page: 1 | Displaying page 1 of 1, items 1to 2 of 2

HLS CSY
[ revicw rinasce owr ] petere ] Fice o acriviT)
FILE ALL TO STATE || PRINT ALL TRANSMITTAL LETTER DELETE

GENERATE TRANSMITTAL LETTER

REQUEST FOR TERMINATION

6. Complete your Authorization information to electronically sign your transmittal letter. Your
Username/Committee ID is your committee’s 7-digit ID number that you use to login to CFIS. If you
have forgotten your PIN, review What is my committee’s PIN? on page 29.

7. Click Submit.

AUTHORIZATION

Committee ID* e
Commitiee PIN* 1
Individual submitting this document: l:l |

I am the individual listed above and by clicking the submit button, I certify that I have examined this report and
to the best of my knowledge ang belief it is true, correct, and complete.

CANCEL CLEAR

8. Your letter has been generated! You can print or save a PDF copy of your letter by clicking View/Print.
A copy of the letter will also be emailed to the email addresses on file for your conduit. If you do not
receive a confirmation email, please contact Ethics Commission staff to confirm that your letter has
been correctly generated and that your email address is correct.
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Filing Conduit Reports

1. Login to CFIS and click File Report/Edit Pending Transactions under Step 2: File Your Report from the
left-hand menu.

) Wisconsin Campaign Finance Information System

B MENU
Step 1: Enter Transactions Reminders S oy 18" e o “om i B e Been ,?,
Enter Contributions ::Message from Wisconsin Ethics Commission::
Upload Contributions from Spreadsheet
L Settlement Offer Schedule for Campaign Finance Via
Step 2: File Your Report
Upcoming Filing Period Due Dates
File Report/Edit Pending Transactions
- Spring Pre-Primary 2018 02/12/2018
Make a Change to a Filed Report
Amend Reports/Amend Transactions Spring Pre-Election 2018 03/26/2018
Administrative
N N ) R N July Continuing 2018 07/15/2018
View/Edit Registration Information

2. Choose the Filing Period Name for the contributions you’d like to file.
3. Check the View All Transactions box to ensure you file all contributions you’ve recorded for the period.

4. Press Search.

- - - - -~ P F.
File Report/Edit Pending Transactions - =i - n o " ?
I
Filing Period Name |Ju|}r Continuing 2017 |é] Receiving Registrant E| Filing Year E|
I—Transaction Type T E| ) Transaction Category E| Contributor/Payee Name |

Transaction Date Range

[ ]
To Amount Range
l:l | '| ) Mon-Compliant L Transmittal Letter Not Generated
|| Segregated Fund
L Wiew All Transactions
Note: Pﬁ select Receiving Registrant to generate Transmittal Letter!

5. You will see a listing of all of your contributions. Click Preview Finance Report to continue filing. If you
have had no activity for the period, choose File No Activity.

5
PREYIEW FINANCE REPORT FILE NO ACTIVITY

REQUEST FOR TERMINATION §| GENERATE TRANSMITTAL LETTER FILE ALL TO STATE PRINT ALL TRANSMITTAL LETTER DELETE

6. Enter the first date of the period for the report you're filing in the Start Date field.

7. Press Submit.

File Report/Edit Pending Transactions - Bk Ll e s | o1 S5

COVERS ALL ACTIVITY FROM

stor e 0 — ]

E

®
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8. Click View/Print to review your report. Confirm that you report contains all contributions you made for
the filing period.

9. After confirming that your report content is accurate, click File All to State.

:: Preview Finance Report ::

Print the following Reports
CF-10 VIEW / F"F{IM]e

FILE ALL TO STATE m

10. Enter the first date of the period for the report you’re filing in the Start Date field. You may need to
scroll down to see this field.

11. Complete your Authorization information to electronically sign your transmittal letter. If you have
forgotten your PIN, review What is my committee’s PIN? on page 29.

12. Press Submit.

i

B et B = e T R -
e

| File Report/Edit Pending Transactions

Comments:

Attachment: 0 Cheose File | No file chosen

AUTHORIZATION

Committee TD* T ]|
Bems G's Password® I:|
Committee PIN* l:l
Individual submitting this document: l:l

oI am the individual listed above and by clicking the submit button, I certify that I have examined this report and to the best of my knowledge and belief it is true,
correct and complete.
o1 also certify that the conduit has held the redirected contribution(s) for at least 24 months with no contact from the contributor, and that one of the following
statements is true:

ié¥z The conduit has attempted to contact the contributor at least 5 times over a time period of more than 30 consecutive days, and has documented those
attempts, but has been unable to make contact with the contributor.

ié¥z The individual contributor is deceased and the Lving spouse or executor of the estate has authorized the redirection of the contribution.

SUBMIT | CANCEL CLEAR

LAST REPORT FILED

Filing Period Name : July Continuing 2017 End Date :

COVERS ALL ACTIVITY FROM ‘

13. Your report is now filed! You can view your filed report by clicking View/Print. A copy of the report will
also be emailed to the email addresses on file for your committee. If you do not receive a confirmation
email, please contact Ethics Commission staff to confirm your report has been correctly filed and your
email address is correct.
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Frequently Asked Questions

I forgot my username. How do I look it up?

Your username is your Committee ID. If you’ve forgotten your Committee ID, you can look it up using the

Registrant Search.

1. Click View Registrants from the left-hand menu.

Register a Committee

Register a Conduit

Report Independent Expenditures
View Filed Reports

View Receipts

View Expenses

View Registrants

View Conduit Contrnibutions

Settlement Offer Sch.... Forms

Registrant Login

News Campaign Finance Information

Committee ID/Username:

Password:

Forgot password?

Campaign

2. Click Continue, confirming that you will not use data in CFIS for any commercial purpose.

3. Enter your committee name in the Candidate/Committee Name box and click Search. Your ID will be

listed in the Committee ID column.

I forgot my password. How do I reset it?

If you have forgotten your password, you can reset your password from the CFIS homepage.

1. Click Forgot Password in the Registrant Login box.

Register a Committee

Register a Conduit

Report Independent Expenditures
View Filed Reports

View Receipts
. View Expenses

Registrant Login

Committee ID/Username:

Password:

Viow Roaictrante

2. Enter your username and the email address on file for the committee or candidate. A new password
will be sent to the email addresses on file for the candidate, committee, treasurer, and primary
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contact. Your username will be your Committee ID. Be sure to enter the full 7-digit number including
the leading zero.

3. Click Submit.

A N

{ HOME

Forgot Password 2

7
Forgot Password )

Committee ID/Username: * | ]

| Committee or Candidate Email:* | ‘

If you've forgotten your Committee 1D, please use
the Registrant Search to look it up.

Your new password will be sent to the email addresses on file for the committee, candidate, treasurer, and
primary contact. After you’ve login to the system with your new password, you should change your password
from the system-generated password to something you will remember.

My account is locked. What do I do?

CFIS locks your account after 3 consecutive failed attempts to login or to complete the authorization section
when completing your report or registration. The system will automatically unlock your account in 15 minutes.
If you have forgotten your password, reference the above instructions for help resetting it. Be sure that you
are logging in and authorizing with your complete 7-digit Username/Committee ID. All committee IDs other
than IDs for Independent Expenditure Committees begin with a leading zero.

How do I change my password?

Once you have logged into CFIS, you can access the Change Password menu under the Administrative section
from the left-hand sidebar.

Wisconsin Campaign Finance Information System -~ -- i

E MENU % REMINDERS  [3 LOGOUT

Step 1: Enter Transactions Reminders o SR R R SRS E R ?

Step 2: File Your Report ::Message from Wisconsin Ethics Commission::

Make 2 Change to 2 Filed Re [X settlement Offer Schedule for Campaian Finance Vio

Administrative Upcoming Filing Period Due Dates
View/Edit Registration Information

View Filed Reports

Spring Pre-Primary 2018 02/12/2018

Maintain Users Spring Pre-Election 2018 03/26/2018

Change Password |

1l i o1 nzi1gron

What is my committee’s PIN?

Your committee’s PIN is used along with your password for e-signature when submitting reports or amending
your registration. You may choose any four-digit number to serve as your PIN. Public versions of your
committee registration will not show your PIN. You can view or change your committee’s PIN on the
View/Edit Registration Information screen under the Administrative section of the left-hand menu.

CFIS User’s Guide Wisconsin Ethics Commission Page 29



1. Login to CFIS and click View/Edit Registration Information under the Administrative section in the
left-hand sidebar.

Wisconsin Campaign Finance Information System i A{“_ N

B MENU % REMINDERS [+ LOGOUT 1 HELP

Step 1: Enter Transactions Reminders g B SR R R SRS EayC E R ?

Step 2: File Your Report ::Message from Wisconsin Ethics Commission::

Make 2 Change to 2 Filed Report [4 settlement Offer Schedule for Campaign Finance Vio

Adminigtrative Upcoming Filing Period Due Dates

View/Edit Registration Information o
“View Filed Reports

Spring Pre-Primary 2018 02/12/2018

2. Scroll to the Committee Information or Conduit Information section and reference the PIN field.

Committee Information

Committee Nome® | | SR I
anv

Choose a 4-digit PIN. This PIN will be used to electrenically sign reperts and registration amendments. PIN™ l:l

Email* | ‘ Phene* I:I Phone 2 -

NOTE: If you are changing your PIN, you will need to use your old PIN one last time to sign the
update changing your PIN.

How do I verify my committee’s registration information?

When you first login, you may be taken directly to the registration information page. This is because your
committee information has not been verified or amended recently. Confirm that all contact information is up-
to-date, then in the Status box, check the box confirming that your information is up-to-date and accurate.
You will then need to enter your authorization information to confirm your identity.

Status

Are you Exempt from Filing Campaign Finance Reports? Yes ® No

If you do not anticipate receiving or spending more than $2,000 in a calendar year, you may select "Exempt” status. Exempt committees are not required to file campaign finance
reports. If your committee receives or spends more than $2,000 in a calendar year, it must amend its status to non-exempt, and file campaign finance reports covering the entire
calendar year.

Verify that your information is up-to-date and accurate: ¥ lLast Verified Date :

How do I file for exemption so I don’t have to submit reports?

If you will not raise or spend more than $2,000 in a calendar year, you may choose to exempt your committee
from filing campaign finance reports. If you do not file for exemption, you must continue to file campaign
finance reports. Wis. STAT. § 11.0104. If you wish to file for exemption:

1. Login to CFIS and click View/Edit Registration Information under the Administrative section in the
left-hand sidebar menu.

Wisconsin Campaign Finance Information System - é{‘. s

B MENU * REMINDERS [¥ LOGODUT ¥ HELP

R -
Step 1: Enter Trangactions Reminders P S~ T P

Step 2: File Your Report ::Message from Wisconsin Ethics Commission::

Make a Change to a Filed Report [X settlement Offer Schedule for Campaign Finance Vio

Administrative Upcoming Filing Period Due Dates

View/Edit Registration Information o Spring Pre-Primary 2018 02/12/2018

“View Filed Reports
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2. Inthe Status section, indicate that you are exempt from filing campaign finance reports.

Status

Are you Exempt from Filing Campaign Finance Reports? Yes ® No e

If you do not anticipate receiving or spending more than £2,0001n a calendar year, you may select "Exempt” status. Exempt committees are not required to file campaign finance

reports. If yvour committee receives or spends more than $2,000 in a calendar yvear, it must amend its status to non-exempt, and file campaign finance reports covering the entire
calendar vear

Verify that yvour information is up-to-date and accurate:

Last Verified Date :

3. Click Submit at the bottom of the screen. You will then need to enter your authorization information to
confirm your identity.

You must confirm your committee’s exemption from filing campaign finance reports
each year. To confirm your exemption, verify your registration following the steps
outlined under How do I verify my committee’s registration information?
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Additional Resources

Compliance Guides

The Ethics Commission publishes guides to assist committees in complying with reporting requirements. The
guides are available online at: https://ethics.wi.gov/Pages/CampaignFinance/CampaignFinance.aspx

Contact the Ethics Commission

Reach the Ethics Commission staff by email at CampaignFinance@wi.gov or by phone at (608) 266-8123
Monday through Friday, between the hours of 7:45 AM and 4:30 PM.

Additional information about the Commission is available online at https://ethics.wi.gov.

CFIS User’s Guide Wisconsin Ethics Commission Page 32


https://ethics.wi.gov/Pages/CampaignFinance/CampaignFinance.aspx
https://ethics.wi.gov/Pages/CampaignFinance/CampaignFinance.aspx
mailto:CampaignFinance@wi.gov
mailto:CampaignFinance@wi.gov
https://ethics.wi.gov/
https://ethics.wi.gov/

