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VIEWING THE PUBLIC PORTAL
1. Navigate to the City of Prescott EasyVote Campaign Fi- b

nance Portal (the preferred browser is Google Chrome)
NOTE: Enable pop-ups and cookies in your web browser.

Disable any ad-blocker extensions in your web browser.

Failure to do the items may cause issues when trying to

create, preview, or submit a document.

2. The records of existing Candidate & Political Action Committees appear on the Public Portal Home
Page.

3. To view reports for a Candidate or Political Action Committee click on the > button to expand a
Committee record. When a Candidate/Committee has been expanded, you may click on the report
name to view the document.

HOW TO REGISTER FOR CANDIDATE & POLITICAL ACTION COMMITTEE PORTAL

4. To register a new account, click on the Register button at the top of the Home Page.

5. Complete the data fields in User Account Info screen, and then click the Next button. Complete
the remaining fields in the final registration screen, check “I'm not a robot,” and then click the
Submit button to submit your registration.

User Account Info 6
ancitats or Commities you p/ : ls,.m apositon
NOTE: When registering, we recommend using first ot canastacommss e

name.last name as your Username.
NOTE: When registering, you must select a Candidate

Or Political Action Committee from the dropdown

box. If the Committee you represent DOES NOT ap-
pear in the dropdown box—please contact the City
Clerk’s Office to have the Committee added to the

system so you can register for the system. 2=

NOTE: Once the City Clerk has approved your registra-

tion you will receive an email notification and you
may then login/access and utilize the system.

Easy Campaign Finance Portal

USING THE CANDIDATE & POLITICAL ACTON COMMITTEE PORTAL oy 7

6. Click on the Login button to access your account. Then enter your toan
UserName and Password, after which you can update your information,
file a document, view any incurred fines or fees, and designate account e s \
managers. NOTE: Documents under File Reports tab WILL NOT be visi-

ble until you have been approved as a user for the system.



https://cityofprescottaz.easyvotecampaignfinance.com/home/publicfilings
https://cityofprescottaz.easyvotecampaignfinance.com/home/publicfilings
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7. After you log in to your account, the first tab you see will be the Wi e e bD e e T S
News tab which displays any pertinent information you need to
be aware of. If you are an Account Manager for multiple Com-
mittees, select the appropriate Committee from the dropdown
box. You may also click on the Edit Candidate button to update a
Committee’s information.

8. The File Reports tab allows you to submit documents by either
completing the document using the Wizard or by Uploading the

document
NOTE: Documents WILL NOT be visible until you have been approved
for access to the system. Quarterly Campaign Finance Re- My Candats and Comitees
ports may only be completed through the Wizard tool. When | e | SNt MRees) e ENS
you click the Wizard button, you can continue previously £OTE o \0
saved, unsubmitted documents or create a new filings. L o gy o=t

9. When completing a document via the Wizard, Committee
information will be pre-populated into the data fields to help

save time. Complete each page of the Wizard and then click o
the Save/Next button to continue on to the next page. -
NOTE: You MUST click Save/Next to save the data —
on the current screen. If you have no infor- Frstname

3.Sign and Submit

Edit Candidate

Candidate Info

Treasurer Information
Last Name I

Address

|

, L . I
mation to complete for a section simply click S [ [

|

|

Zip Code Phone

Number

Save/Next at the top of the page to move

Email

The PREVIEW of your documen

10 be vieed. Fiease CLICK the
PREVIEW button

forward. To return to a previous page, click
the Back button. The Sign and Submit page is

i Wizard Steps & New Doc

Document Name

the last page of a document, and it requires
you to Preview the document before you can
Submit or Save. The Save button allows you to

I confirm that all information entered into
e

save all of your progress, but DOES NOT sub- e e

Bl sa

mit the document for approval. You can con-

tinue the document at any time by returning to the File Re- News | MeRepors | MySwmisors  FngSchete  Fhesfoss  Useracoes

ports tab and then by clicking on the corresponding Wizard (Campaign Financial Disclosure wzars || Download | Upload
button for that form or by going to the My Submissions tab [ vz ommioas | oo
and clicking Edit beside the document you wish to continue

working on. You must enter your password and check the sub- imrmmest -~ P
mission clause checkbox. A blue progress wheel will appear [ | eamt s [ sne misn

while the document is being submitted. If the document has a iZZ?ZZQ@W@

lot of contributions, expenditures, etc., the upload process i e f) 1 st 1158 1 e
password below.
may take a minute or two. Passwora =

10. To Upload a document (Committee Statement of Organization
or Committee Termination Statement), click the Upload button suemt

beside the document name you are uploading. Click the
Choose File button to select a file from your computer and then
name the document. Click the check the submission clause checkbox.
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Click the Submit button when you are ready to upload
your document.

NOTE: Committee Statements of Organization and Com-
mittee Termination Statement may be downloaded
from the File Reports tab.

NOTE: You will receive an email notification when your
submitted document has been approved/filed and is
available for the public to view.

11. The My Submissions tab displays the history for all of

the Candidate/Committee documents. Documents

can be amended by clicking on the Amend button. If
you start a document and Save it—Edit and Delete
will be an option. Click Edit beside the document you
want to work on.

12. The Filing Schedule tab displays any due dates

pertaining to required documents. And you will re-

ceive email notifications from the City Clerk’s Office
with filing reminders as well.

My Candidates and Committees

AN

VOTE

News

File Reports

All of your Filings are listed here. This list i

Lou Mayor v

My Submissions

Filng Schedule  Fines/Fees

s those that you have completed and all fiings that

i are currently editing

status Doc Type ocName DocDate  Created Submitted  AccRej
Amend CcFA-1 0372012023 031202023 0372012023 0411872023
First Name: v
61092023 06/09/2023  06/09/2023
Last Name:
Address: Amend 70612023 07/06/2023  07/06/2023  07/06/2023
123 Happy Dog
Lane Somewnere D crat 08152023 08/152023  0B/15
gy statezip: mend CFA-1 091132023 0911312023 091312023  09/1312023
Somewhere, OH v
12345
Next Report due: @ D cFA-1 TEST 0911412023
days
Amend CFA-4 09/28/2023  10/29/2023  10/29/2023  10/29/2023
Edit Candidate D CcFA-11 test 0912812023
E CFA-1 09/28/2023
My Candidates and Committees umos Leslie - Township Trustee "

[5Filer Photo News  FileReports My Submissions | Filing Schedule ~  Fines/Fees
First Name: The Filing Schedule for all required documents is dispiaiéd below
Lumos

Due Date Document
Last Name:
Leslie
Address: 220z oA
12345 Main Street 20712024 CFA1
Somewhere , OH

27712024 CFA-11

City, State Zip:
Somewhere , OH
Next Report due: €B)
days

Edit Candidate

User Access

13. The Fines/Fees tab displays the history of any

. . My Candid: d Commif = = ;.
assessed fines/fees and any corresponding Pay- Y conddtes end commiees fimca Lo - funsprincios v
. [BFiler Photo News  FileReports My Submissions  Filing Schedule | Fines/Fees
ments or Credlts' F‘u’:‘;’:a"‘ei All of your Fines, Fees and Payments are displayed here. If there is a balance owed it will Ded\sp\ayedAc fch site
14. The User Access tab allows you to control Ac- st ame: o e Tnsene e F“
. ;dd‘ress. 08/05/23 Filing Fee - Primary FF295573 $0.00 $25.00
count Manager access to your account. Click on the 12345 1ai Steet Etecton
Somewhere, OFf 071122 Late Filing Fee - FF347532 $0.00 $15.00
Add Account Manager button to add an account oy sutezip: Genera Eecton 202
. Next R‘spcr\due G 01/19/23 Dues CHECK 2087 $125.00 $0.00
manager. Enter the email address of the account days
3 total
manager you are adding and click Add. In the next o
popup, add the Position/Type from the drop down
options. Then complete the data fields and
click the Add button. Click on the Remove Ry Cendests S Conmess Lumos Leste - Tounship Trustee -
Access button next to an Account Manager’s el - S | T
name to revoke access to an account. o i feanceamiitenzoer
Address: First Name Last Name Position Email Address
NOTE: If the person already exists in the sys- 125 St : R :
Remove Access Smith Relative test@fakeemail

City, state Zip:
Somewhere , OH
Next Report due: @)
days

tem—you will get a notice that says the
email is already registered. You will need to
contact the City Clerk to get them to add the
person as your Account Manager.

Edit Candidate

Remove Access

2 total

Leslie

Candidate/Selt

Lumus@fakeem

Position/Type l

Cancel

That email address is already in use. Select the Position/Type and’
click Ok to add access to this filer for the account associated with
that email address. or click Cancel if you do not wish to add access.

i

Cancef
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15. To update or edit your Account Manager infor-

Easy Campaign Finance Portal

fAHome QsSearch & My Campaign Finance  # Edit Account Manager  C» Logout

mation, click on your name in the top right cor- . G Comy

% Pomeroy IN 45769

AR Welcome Meg Cleland
ner where your name appears after the word - N/
. . My Candidates and Committ \ lie - Mayor v
“Welcome”. To update or edit the candidate/ m——
committee information, click on the Edit Candi- A L e f

. VOTE
date button at the bottom left side of the page. A" % ‘4 , UpeomingFing Deaaine 0815723 oanszs

First Name: > Filing Guidelines 2023 02/13/23 11113124 Guidelines fo

16. To reset your password or if you have forgotten

Last Name:
your password for access to the Campaign Fi- 210
. . 123 Happy Dog
nance website, click on the Forgot Password?
City, State Zip: @

button, on the login screen. In the next window, someunere, OH

12345
Next Report due: @

enter the email address associated with your
account and click the Reset button. A password

Edit Candidate

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.

Easy Campaign Finance Portal

fAHome Qsearch L Register  +JLogin

. Cletand County
=JLogin Pomeroy IN 45769
. 7404168868
User ID

Step 1

& Reset Password
Enter your email address
and click the *Reset”

Avalid user d is required

User ID

Password

Password is required Step2.

Forgot Password

A text message will be sent

10 you containing a 5-digit
numeric reset code.

1o valid cell umber s on file
foryour profile, you will receive the
5-digit numeric reset code via
emailinstead of text Be sure to

checkyour spam/junk folders if
L P— you do not see the email i your
inbox.

Enter the 5-digit reset code in
the *Password Reset Code’
iokd e tom. et Gotor 1f you experience any issues during

your new poseword in the the password reset process, please
Tpassword" fld ond ogain in ontact your local city/county
the *Confirm Paseworcs fiokd ‘administrator for assistance.

and click the *Reset’ button.

17. To Amend a document you must go under the s conmtes <
My Submissions tab and click AMEND next to I s i i o sl it s e S S
the document you wish to amend. By doing this % A
the wizard brings in all the data from the last M B o?: o o oo -
report you filed and you will only have to make i s o sommes
your corrects and resubmit the document. e Amend ooz oz oz a0
tdue: @ Amend 1011012022 1011172022 1071172022




