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Purpose of This Overview

The Electronic Financial Returns (EFR) application allows political entities (that is, candidates, political
parties, electoral district associations, leadership contestants and nomination contestants) to electronically
report on their financial transactions.

Even though EFR is easy to use, you may benefit from reviewing this Overview and the accompanying
User Guides to understand the layout, data fields, functions and utilities within the application. This
Overview describes the elements and tasks of the EFR application that are common to all political
entities. Each associated User Guide describes the specific business needs of each political entity, and
outlines their required procedures.

The EFR Overview and User Guides are intended for authorized users within a specific political entity.
Only designated and authorized users conducting electronic financial transaction activities should use
these guides.

Introduction to the EFR Application

Depending on the type of political entity (as described above), financial reporting will be conducted based
on the following:

* aspecific electoral event (such as a general or by-election)
* aparticular contest (such as a nomination or leadership contest), or
* the calendar year (such as quarterly or annual reporting).

The EFR application has been designed to facilitate the reporting of financial transactions. However, the
EFR software is not the only means of reporting financial information. Manual forms are available if
necessary.

The EFR application also provides the ability to produce reports based on the information entered, as well
as certain business forms. The EFR application is available for distribution on CD, and may also be
downloaded from the Elections Canada Web site (www.elections.ca).

Benefits of Using EFR

The EFR application:

» captures information into a database and generates the forms/reports that help political
entities manage their budgets and expenses

* allows the user to send a file containing information needed to generate the required forms
and reports.

EFR makes it easier for the user to capture important financial information and submit it in an electronic
file to Elections Canada.
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PC Hardware Requirements

These are the minimum hardware standards required to run the EFR application:

Hardware Specifications
e PC-compatible computer running *  Pentium 4 processor running at a minimum 1.5Ghz
Microsoft Windows 98 or better * 128MB of Random Access Memory (RAM)

e Atleast 20 MB of free hard disk space

*  Microsoft Windows 98 operating system or better
* 101 key keyboard

e 15-inch SVGA monitor

*  Mouse
»  Printer that takes legal-size paper, if printed forms are
desired

e CD-ROM drive (if installing from CD-ROM)

e Internet connection (if the user downloads the
application)

Technical Notes

You can run only one session of the EFR application at any given time. It is not possible to work on two
forms at the same time by opening up two sessions of the application.

EFR is not intended to be a multi-user system. It cannot be successfully installed on a network server and
have many users accessing the same data at the same time. It is a single-user system to be installed on a

stand-alone computer. The computer may be on a network, but all the files for EFR are to be installed
locally on your PC.

Before Installing EFR — Important Note

Before installing the EFR application, the user must ensure that they have sufficient privileges to install
this software (that is, administrative rights) on their computer.

On a stand-alone PC, the user must ensure that they are logged onto their computer as an Administrator
prior to installing the EFR application.

Within a network environment (that is, a local area network — LAN), the user must contact their local area
network administrator or technical support team prior to installing the EFR application on their computer.
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Setting the Date Before Using the EFR Application

Before you install and use the EFR application, you must ensure that the date format is properly set in
your computer.

To set the date in your computer:
1. Click on the Start button within the Microsoft Windows operating system.
2. Scroll up to Settings and select Control Panel.

Prograrns

Favarites

Dacurnents

B ¥

Contral Panel

Setkings

Metwork and Dial-up ConneckijCustam
Printers Jorcg

© @ SEETEY g a Taskbar & Start Menu...

=

.E @ Help

E Run...

o] °

=

Shut Down, ..
3. Locate and double-click on the Regional Options icon within the Control

Panel window.

Reqional Options

Note: This option is called Regional and Languages Options in Windows XP.
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4, Select the Date tab in the Regional Options window.

Generall Numl:uersl I:urrencyl Time  Date |Input Ll:u:alesl

— Calendar

Ywhen a bwo-digit year iz entered, interpret as a pear bebween:

[ ad EE

— Short date
Short date zample; |EI1 A 242003

Short date format: Idd.-"MM.-"_','_','_','_',' j
[ ate zeparator; I.-" vI
— Long date

Long date sample: IDecemher 1. 2003

Laong date farmat: IMMMM d, iy j

] I Cancel | Spply |

5. Ensure that the Short date format (located in the middle of this window) is set to year, month
and day (that is, YYYY-MM-DD). If it is not, click on the down arrow pointer and select the
YYYY-MM-DD Short date format.

— Shart date
Shart date sample: |2nn3-1 201

Short date format: Iy_l,lyy-MM-dd j

[ ate zeparator; I - I

Click on the Apply button in the Regional Options window to confirm the settings.
Click on the OK button. You will return to the Control Panel window.

Close the Control Panel window and return to your desktop.
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Installing the EFR Application

Once you access the EFR application, either from the CD or by downloading it from the Elections Canada
Web site, it will be installed automatically on your computer by an installation wizard. The wizard will
run in the language that is used within the MS Windows operating system on your computer. For
example, if you are running a French version of Microsoft Windows, then the wizard will start in French.

To install the EFR application:

1. Locate the EFR SETUP.exe file, on your computer (if you downloaded the application from the
Elections Canada Web site) or on the CD. Double-click on the program icon. The following
window will appear:

EFR Installation x|

Welcome!

Thiz installation pragrarn will inztall EFR

Press the Mext button to start the installation, vou can press
the Cancel buttorn now if you do not wank to inztall EFR at this
time.

< Back I Mest » I Caricel

2. Click on the Next button. The following window will appear:

5
Select Destination Directory

Flease select the directary where EFR files are ta be installed.

"Free Disk Space After Ingtall"' iz baged on wour cunrent
gelection of files to inztall. & negative number indicates that
there iz not enough disk space toinstall the application to the
specified drive.

C:4Program Fileshefr Browsze. . |

Current Free Digk Space; 3363000 KB
Free Disk Space After Install: 8331009 KB

< Back I Mest » I Cancel

3. Select the default destination directory and click on the Next button.
EC 20173 (01/04) September 22, 2004
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Note: To change the location of the installation directory, click on the Browse button and
specify the directory on your computer in which the EFR application is to be installed.

The following window will appear:

&
Ready to Install!

“ou are now ready to install EFR.

Prezz the MNext button to begin the installation ar the Back
buttan ta re-enter the installation information.

< Back I MHest > I Cancel

4. Click on the Next button.

5. The following password window will appear:

i

Thiz installation iz pazsword protected. Please enter
the installation pazsword into the field below.

Paszword:

Prezs the OF. buttan to continue.
Prezs Cancel to abort the inztallation.

cores_|

6. Enter the EFR installation password and click on the OK button. The following installation
“progress” window will appear.
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Instaling x|
Eup%ug file:

:A\Program Fileshefrsbgsumpd.dll

L
Cancel |

Note: You can obtain an EFR installation password from the Elections Canada Web site, or from the
Read Me First document that accompanies the EFR CD. A password is required for the
installation process to continue.

7. Once all the files have been copied, the following EFR Installation window will appear:

—_—
EFR Installation x|

Installation Completed!

The inztallation of EFF has been successfully completed.

Prezz the Finizh button to exit thiz installation.

Caneel |

< Back

8. Click on the Finish button.

9. After the installation has completed, this desktop icon will appear on
your screen:

EFR-RFE
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Getting Started with EFR

When the EFR application was installed on your workstation, this shortcut was placed on the desktop.

1. Double click on EFR shortcut icon.

The following window will appear:

E Choose a language / Choisir une langue El

Pleaze zelect language / 5 électionner une langue

" English&nglais
i~ FrenchéFrancais

EFR-RFE

2. Select the language of your preference (English or French), then click on the OK button.

E Choose a language / Choisir une langue El
Pleaze select language # Sélectionner une langue
= English/&nglaiz
v French/Frangais
3. Review the following message window, which explains which electoral districts are used in this

version of the EFR application.

EC 20173 (01/04) September 22, 2004
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Electoral district names provided in this application are bazed on the 2003
Reprezentation Order with 308 electoral districts.

If wou are uzing EFR under the 1396 Reprezentation Order with 301 districts,
you can add your owmn district names and codes.

Chooze "Utilitiesz" from the main menu, select “Code Tables.."', then zselect
the “Electoral Districtz'" tab page and click “add".

[T Do naot show me this message again

4. Click on the OK button to acknowledge the message. An Electronic Financial Returns set-up
information window will then appear.

Electronic Financial Return

For which political entity do you want to
prepare a financial return?

Candidate

Leadership Contestant

~
I
" Nomination Contestant
" Registered Party

o

Registered Azzociation

Enter the name of the political entity: Farnily M arne: |
Given Hame: I
Enter the type of the event for the registered party: ) Election

{3 Fiscal rear End

Enter the date of the event: I

Enter the name of your event: I

k. I Cancel
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5. Select the political entity for which you want to prepare a financial return.

For which political entity do you want to

prepare a financial return? % Candidkliz

Leadership Contestant

(*
I
" Nomination Contestant
" Registered Party

o

Registered Azzociation

Enter the name of the political entity: Eamily Mamme: |
Given Mame: I
Enter the type of the event for the registered party: ) Election

"} Fiscal Year End

Enter the date of the event: I 2004-12-3

EEEEEe,——————————
Electronic Financial Return

Enter the name of your event: |

Ok, I Cancel |

functions within the application.

Note: Depending on which political entity you select, certain fields for each section of the
set-up window will become available for use (for example, Family Name and Given
Name for a candidate). The date you enter here will also become the base date for all
further entries in EFR. You may change this date at a later time by using the Utilities

6. Complete all the required fields, then click on the OK button. The main window of the EFR

application will appear:

E Electronic Financial Return - 1.2n
File Edit View Entity Reports  Utilbies  Window Help

”l Ready 4

All EFR entries, functions and utilities are managed from this main window.

EC 20173 (01/04) September 22, 2004
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EFR Main Window Buttons

The main EFR window contains the following political entity selection buttons:

® A @B A I

“ Electian Leadership  Mominakian Party Azzaciatian Exit

Different political entities have different rules to follow and different data to enter in EFR. You must click
on one of these buttons to enter election finance data for your appropriate political entity.

Note: The detailed data entry required for the EFR tasks for each political entity is described in
the appropriate User Guide.

When you are finished working with EFR, you can click on the Exit button to turn off the application.
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EFR Main Window Menus

The main EFR window contains several important drop-down menus, each of which contains several
submenus. All data functions for each political entity are accessed through these menus and submenus.

E Electronic Financial Return - 1.2n

File Edit Wiew Entity Reports  Ukilities  Window  Help

Change Event. .. B ﬂ A e

Exit mination Party Azzociation Exit

[ Electronic Financial Return - 1.Z2n o =] 3]

File Edit ‘iew | Enticy Reports  Utiities Window Help

= i Maintain Candidates. ..
Election  Leader | Maintain Leadership Contestants...

Maintain Momination Contestants...

=10l

Maintain Parties. ..
Maintain Registered Associations. ..

File Edit ‘“iew Entity | Reports  Utilities ‘window  Help
[l 3 i Elections Canada  » m*
Election

Lendarship Men  Dudet Report... o
Contributions. ..

E Electronic Financial Return - 1.2n {Event: Event name; Date: 2004-04-26)
File Edit Wiew Entity Reports | Utiities Window  Help

E .;3—( B 1 Disable Password Protection
Change Password 3
Change Language

“ Election Leadership  Momination F

Import Text File of Contributions. ..
Export Data...

Maintain Events...
Code Tables...

Backup...
Restore From Backup...

E Electronic Financial Return - 1.2n {Event: Event name; Date: 2004-04-26)
File Edit ‘iew Entity Reports  Utilities Window | Help

B g B ﬂ A Help  F1

” Election  Leadership  Momination  Farty  Assaciation About

|| Fieady

Some of these menus are explored in greater detail later in this document.

EC 20173 (01/04) September 22, 2004
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Setting the Event Date and Details

Before you can enter data/information into the EFR application, you must specify a date and details for
the political event. The date may have been entered when you initially started the EFR application. You
should ensure that the date and the corresponding event details are correct before you proceed.

In order to verify/set the date for the political event from the main window of the EFR application, you
must:

1. Click on the Utilities drop-down menu.

File Edit ‘iew Entity Reports |Utilities Window  Help

Enable Password Protection
2] 3 A
3 I Change Password 3
Change Language

” Election  Leaderchip  Momination F

Import Text File of Contributions. ..
Expork Data, ..

Maintain Events. ..
Code Tables...

Backup...
Restore From Backup. ..

Backup database to kext files
Restore database From text files

2. Scroll down to the Maintain Events submenu and click on it to open the Maintain Events
window (shown on the next page).

File Edit  Yiew Entity Reportslutilities Window  Help

“ =l —__g( B 1 Enable Password Protection

¢ Change Password 3

Election  Leadership  Momination

Change Language

Import Text File of Contributions, ..
Export Data. ..

Code Tables...

Backup...
Restore From Backup...

Backup database to text files
Restore database from text files
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E Electronic Financial Return - 1.1g.1 = [l 1|
File: Edit ‘iew (Entity (Heports  bes Windqw Help
i
[ Exit
E Maintain Events i |EI|1|
General |
~Fiow [0'af O
| Endish Evert Name. | Frenich Event Narne |Event End Diate| Event Type.
Save I add | I Dokt |
| |
Ready | | o
3. Click on the Add button. The following window will appear:
[F] maintain Events (=] |
General |
Fow [1 of 5]

Englizh Event Mame Erench Event Name EventEnd Date Evwent Type
? Mom de lévénement 20040502 [Election -

4.  Enter the following event information in the first row of the window:

* English Event Name * Event End Date
* French Event Name * Event Type

5. For the Event Type field, click on the drop-down arrow and select the appropriate political
event.

=12zl

I"Hm 1 o 5}
|| EooithEvenhams |
'? Fwenlnﬂ Mam da [&wenament

Elechar
Feemal Yem End
Contestant Leadeishp Conlest
Contestant Mominastion Corksst
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6. Once the event information has been entered, click on the Save button.

=S

[ [,Tl Maintain Events

Gereral [
Row (1 of 5]
English Everit Mame Event Erd Dale Evers Tups
[?t Ottawa - Nepean Ottawal|- Nepean 20040502 -

Note: Multiple political events can be added and specified with different Event Type descriptions.
Also, specific events can be deleted by selecting the event/row (by using the hand pointer) and
clicking on the Delete button.

7. Once the Save button has been clicked on, return to the main EFR window by clicking on the
Close button.

=101

8. The basic data for this event have now been entered and verified.

Using the Utilities Within the EFR
Application

There are several utilities within the EFR application that all political entities can use to customize their
application and keep their data current and organized.
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The EFR Utilities drop-down menu allows you to perform the following activities:

*  Enable, disable and/or change the EFR application password.
*  Change language settings within EFR.

*  Import and export data.

*  Maintain events.

*  Back up and restore databases.

E Electronic Financial Return - 1.2n
File Edit “iew Entity Reporks | Uklities Window  Help

“ 3 § B i Enable ord Protection

Change Password

Election Leadership  Momination F

Change Language

Import Text File of Contributions. ..
Expart Data...

Mainktain Events. ..
Code Tables. ..

Backup. ..
Restare From Backup. ..

Enabling Password Protection

To enable a password protection window that will appear before a user may enter the EFR application:

1. Click on the Utilities drop-down menu and select Enable Password Protection. This enables the
password protection feature.

E Electronic Financial Return - 1.2n

File Edit ‘“iew Entity FReports | Utilities Window  Help
. ; rd Protection
B = :

“ -g: 1 Change Password

Change Language

Elzctizn Leadership  Mamination F

Import Texk File of Contributions. .
Export Data...

Mainkain Events. ..
Code Tables...

Backup...
Restare Fram Backup. ..
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The next time you launch the EFR application, the password protection window will appear.

2. Enter the Login password (located in the Read Me First document that accompanies the CD or
on the Elections Canada Web site — www.elections.ca), then click OK.

Note: You may change this password once you have logged into the EFR application.

If password protection is enabled and a password is forgotten, then the EFR database must be backed up
and a copy of the database sent to Elections Canada. Support personnel within Elections Canada will
access the password and advise you on how to proceed with using the EFR application.

Disabling Password Protection

1. Click on the Utilities drop-down menu and select Disable Password Protection.

File Edit Wwiew Entity Reports | Utilities  Window  Help
E] 3—\' = i Disable Password Protection
Electi Change Password 3
Change Language

Import Text File of Contributions. ..
Expoark Data...

IMaintain Events..,
Code Tables...

Backup...

Restore From Backup...

Backup database to text files
Restore database from text filles
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A window will appear stating that the Password Protection has been disabled.

EFR - gen00193

@ Fazzword protection has been dizabled.

Note: The next time you launch the EFR application, you will NOT see the initial EFR
password protection window.

Changing Passwords

1. Click on the Utilities drop-down menu and select Change Password.

File Edit Wiew Entity Reports | tilities  Window  Help

i\v R ] Dizable Passward Protection |
Election  Leadership  Momination F hange Password Lagan...
Change Lanquage Receipt...

2. From the pop-out submenu, highlight and click on Logon.

| Utilities 'window  Help

I Disable Password Prokeckion |

i Change Password

Receiptk. ..

hange Language

3. Review the Change Login Password window that appears.

E Change Login Password x|

Enter current pazsword: |

Forgelf Pagssands
Enter new pazsword: I
Enter new pazzword again; I
Stare infarmation far remembeing your logon pazsword; |

] I Cancel |
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4.  Enter the current password in the Enter current password field.

5.  Enter the new password in both the Enter new password and Enter new password again fields.

Note: Passwords must be exactly eight characters in length. If a password of less than eight
characters is entered, an error message window will appear.

6. Click on the OK button. Your new password will be saved. You will have to enter the “new”
password the next time you launch the EFR application.

Remembering Your Login Password

The EFR application has a feature within the Change Login Password utility that allows you to store
some simple verification information that you can use to retrieve your password in case you forget it. This
feature can save you time if you need to retrieve a forgotten password.

1. Click on the Details ( = ) button just right of the Store information for remembering your
logon password field.

Stare information far remembeing your logon pazsword: |

2. Review the new window as shown below.

E Remember Login Password x|

Enter a question ahd angwer of your choice to be stared far later uze.

[Example - O: *What is the name of my cat? A: Zest]

I]uestiu:un:l

Bswer: |

| ak. I Cancel

3. Enter a question in the Question field. Try to select a question to which only you know the
answer.

4.  Enter the answer to your question in the Answer field.

5. Click on the OK button. You will return to the Change Login Password window.
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Retrieving a Forgotten Password

To retrieve a password you changed in the EFR application but can’t remember:

1. Click on the Forget Password? link in the Electronic Financial Returns Welcome window or in

the Change Login Password window.

Enter cument passwaord

Forgef Pazewonds
Enter new password; I
Enter nevw pazsword again: I
Stare information for rermembeing your logon password; |

k. I Cancel |

2. The Remember Login Password window will appear.

E Remember Login Password x|

Enter a question ahd angwer of your choice to be stared far later uze.

[Example - O: *What iz the name of my cat? A: Zest]

[uestion: IWhat iz the name af my dog?

Answer: | Oscar

| ak. I Cancel

3. Enter the answer to your question in the Answer field.
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E Remember Login Password x|

Enter wour previously stared question and answer
[Example - O: *what iz the name of my cat? A Zest]

Question: |WH.-“—‘-.T |5 THE HAME OF MY DOG?

AnzweEr |I:|s.:ar

“our logon password s I

] | Cancel

4.  Click on the Show Password button. Your logon password will be displayed within the Your
logon password is field.

E Remember Login Password

Enter wour previously stared guestio
[Example - O: %hat iz the name of my cat? &

Huestion: IWH.&T IS THE MAME OF My DOG?

N\
x

i |I:|s.:ar

“our logon password s Ielectinn

k. | Cancel |

5.  Click on the OK button to return to the Electronic Financial Returns Welcome window or to
the Change Login Password window.

Changing Languages

The EFR application supports both Canadian official languages. To change the language used by the
application:

1. Click on the Utilities drop-down menu and select Change Language.

|File Edit  Wiew  Enkity Repu:urtsll_ltilities Window  Help

._g: f= I Disable Passwaord Prokteckion
hange Password *

” Election Leadership  Mamination F

Change Language

Import Text File of Contributions. ..
Export Data. ..
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2. Review the message window that appears:

EFR - gen00191

@ The application language will be French the nest time you stark the application.

3. Click on the OK button. You will return to the main EFR application window.

| Note: The next time you launch the EFR application, the language you selected will appear.

Importing a Text File of Contributions

Importing a Text File of Contributions into the EFR application involves the following steps:

1. Click on the Utilities drop-down menu and select Import Text File of Contributions.

File Edit  Y%iew Entity Reporks | |tilities Window  Help
':i\' = I Disable Password Prokection
Change Password k

” Election Leadership  Momination F
Zhange Language

Export Data. ..

2. Review the Import Contribution File window as follows:

2 x

Import Contribution File
Loak in: Ia efr j - £ B9~

co20031211_13372267 kxt

File name: || Open I
Files of type: ITe:-ct Files [.kxt] j Canicel |

Enter the Contributions.txt file into the File name field and click on the Open button. A new

3.
window will appear.
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4. Review the Contributions Import window.

[£] Contribution Import =10 x|
20040502 1 Baker Dusty E  Contributar 1 a5 Baker £«
20040502 1 Baker Dusty G Conbributor 2 a5 Baker ¢
20040502 1 Baker Dusty A Cooper Sharon 56 Katima:
20040502 1 Baker Dusty A Diyer Fred
20040502 1 Baker Dusty A Anonpmous/anonyme
20040502 1 Baker Dusty A Anonpmous/anonyme
20040502 1 Baker Dusty A Anonpmous/anonyme
20040502 1 Baker Dusty A Jones Shari 78 Maple |
20040502 1 Baker Dusty A whiliams wendy D 27 Katima:
20040502 1 Baker Dusty A willhauk Janet H 46 Elm St
20040502 1 Baker Dusty A it Lisa KL 9132 Melanie
20040502 1 Baker Dusty A Tibeault Louise a7 Baker ¢
20040502 1 Baker Dusty A Mauldat Faria D a PFlano v
20040502 1 Baker Dusty A Dicintio E stelle W 3 Temy F
20040502 1 Baker Dusty A Smith Gloria R B87 Bard T
20040502 1 Baker Dusty A Smith Patti T a3 Parson
20040502 1 Baker Dusty A Cashatt Cathy s 465 Maple |
20040502 1 Baker Dusty A willhauk Laraine 23 Katirna:
< S

import | Cancel |

5. Click on the Import button to initiate the import process. Once the import process is complete,
this small window will appear on your screen:

3

Caontributions successfully imparted.

6. Click on the OK button to return to the EFR main window.

Note: Importing the Contributions.txt file must be performed prior to entering any data into

the EFR application.
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Exporting Data from EFR

Exporting data from the EFR application for use in other applications, such as MS Excel, involves the
following steps:

1. Click on the Utilities drop-down menu and select Export Data.

File Edit “iew Entity Reports | Utilities  indow  Help

Enable Password Prokection
£ [
——— - Change Passwiord »
= Zhange Language
E Candidate: John E smith
— Import Text File of Contributions. ..
Perzannel m Contributions
Export Daka...
Pl T Ll D | B Bt i Coimmt

Note:  Exporting data involves the selection of a Political Event and Entity. In this example,
the candidate (John Smith) was used with the political event date of 2004-05-02. Refer
to the Candidates — User Guide for additional details on creating a candidate and
profile.

2. Review the new Export Contributions window that appears:

[ export contributions i
i Expart for Event Date: |2EIEI4-EI5-EI2

Export for Personnel; ISmith_.J ahir

E wpart to Ewzel | Ex=port ag Text | Caricel

3. Depending on the format you require, click on the Export to Excel or Export as Text button.
Depending on your selection, new windows will appear as follows:

Export to Excel

“m@p..m:

Cloze Frint Zoam Exit

EIE]

2003-12-15 Data Export Results Report Page1 c
Contributions Filename Contributions Amount
C:4Pragram Files\effexports 20040802_5 mith_John _contributions. =ls $1.42F
Loans Filename Loans Amount
C:%Pragram Files\effexporth 20040502_5mith_John _loans. xls $1.50C
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Note: Notice that the path in which the file is saved is illustrated underneath the Contributions
Filename column. In this case, the path is
C:\Program Files\efr\export\20040502 Smith John contributions.xIs.

Export as Text

| = 2 e
Clase Print Zoom Exit
RETT
20031215 Data Export Results Report Page 1 c
Contributions Filename Contributions Amount
C:“Program Fileghefrtesports 200405802_Smith_John _"contributions. bt 31,425
Loans Filename Loans Amount
C:4Program Filesheftexports 20040502_Smith_John _"loans. bkt $1,50C
Note: Notice that the path in which the file is saved is illustrated underneath the
Contributions Filename column. In this case, the path is
C:\Program Files\efr\export\20040502_Smith John “contributions.txt.
4. You can magnify and print the Data Export Results Report by using the =) o
Zoom and Print buttons at the top of the window. Print Zoom
O
5. Click on the Close button (__=2*_) to return to the Candidates tab page.
~oix
Personnel W Contributions - Pre C24 | Contibubions - Post C24 s ions | Loans L4
— Row [2 of 3)
Entity MName Agent Auditor Party
Candidate Dusty Baker
? Candidate John E Smith e Baldwin Connie D' Chung Liberal
Candidate Alan Timmerman
Add
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Working with Code Tables

Code tables are used to establish the baseline data for the application. The EFR Code Tables utility
feature allows you to maintain the code tables in the following five (5) tab pages:

e Provinces

e Electoral Districts

*  Subcategories

e Index Amounts Per Elector
e Political Parties

To access the code tables:

1. Click on the Utilities drop-down menu and select Code Tables.

File Edit ‘Wiew Entity Reports | Hlities Window  Help

i"‘ = I Disable Password Prokection
Zhange Passwiord »
Change Language

” Election Leadership  Momination F

Import Text File of Contributions., ..
Export Data...

Maintain Events...

Code Tables...

Backup...

Restore From Backup. ..

Backup database ko kext files
Restore database From kext Files

2. Select one of the six (6) tab pages in the Code Tables window.

[Fliadetabies al0lxl
s [stmavgoe o T [cmsomiie

Lt I

Provinces

To enter data in the Provinces tab page:

1. Click on the Provinces tab.
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2. Select (click on) the province you want to work with (the hand pointer indicates the active row).

E Electronic Financial Return - 1.3b {Event: year end; Date: 2004-12-31) - |EI|5|
File Edit Yiew Eobity Eeports  Ublities  Window  Help
B [
Claze Ezxir
E Code Tables 10| x|
lectaral Distri Subcategaries maunts Per Electar | Political Parties | Contribution Limits
— List
Province Mame - Englizh Pravinze Mame - French CPC abbreviation =
[? MHewfoundland and Labrador Terme-Meuve-et-Labrador ML
Mowa Scotia Nouvelle-Ecosss M5
Prince Edward lsland Tle-du-Prince-E douard PE
Mew Brunswick. Mouweau-Brunzwick MHE
Quebec Québec (] —
Ontario Ontario am
b anitoba b anitoba ME
Saskatchewan Saskatchewan Sk
— Row Details |
Frovinee Marne - English: [Hewfoundland and Labrader
Province dbbrewviation - English: Hild
Province Mame - French: [T eme-Heuve-at-Labrador
Provinece Abbreviation - French: [T.-M.
CPC abbrevigtion: ML
Save Add Deleta
Feady &
Note: The Provinces tab page consists of two sections: List and Row Details. Changes you

make in the Rows Details section will appear in the List section.

3. Click on the Add button. The Row Details area will clear.

— Row Details

Frovince Marme - Englizh:

Province Abbreviation - Engligh:

Frovince Mame - French:

Province &bbreviation - French:
CFC Abbreviation:

Add

Delete

4.  Enter the Province Name — English, Province Abbreviation — English, Province Name —
French, Province Abbreviation — French, and CPC (Canada Post) Abbreviation information
into their respective fields.
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—FRow Details

Frovince Hame - English: [xmsmsms

Province Abbreviation - Endglish: [«

Province Mame - French;

Province Abbreviation - French: fsw

CPC Abbreviation; ] |

5. Click on the Save button. You will notice the new province information is listed as a new row
within the Provinces tab page.

[7] Electronic Financial Return - 1.3b (Event: year end; Date: 2004-12-31) o ] B4
File Edit Yew Enbty Eeports  Ubilides  Window  Help
= [
Close Exit
E Code Tables - o ] 24
Provinces 2char: { 2z | Index Amounts Per Elector | Political Parties | Contribution Limits
r— List
Province Name - English Province Name - French CPC Abbreviation ;‘
Saskatchewan Saskatchewan 5K
Alberta Alberta AR
Eritish Calurnbia Calombiz-Britannique EC
Maorthwest T ermitories Termitaires du Mord-Ouest MNT
“ukon Teritory Teritoire du vukon T
MHunawut M unasut MU
Mone Aucune My
[& KRR W W
-

Note: You can add and delete information by using the Add and Delete buttons. Only two (2)
characters are allowed for the CPC (Canada Post Corporation) Abbreviation field.
You should add and delete a province only as the Canadian Constitution is amended.

Electoral Districts

To enter data in the Electoral Districts tab page:

1. Click on the Electoral Districts tab.
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E Electronic Financial Return - 1.3b {Event: year end; Date: 2004-12-31) — |EI|5|
File Edit Wiew Egtity  Eeporbs  Uflities  Window  Help
5 W
Cloze Exit
[] code Tables =[0] =]
Electoral Districts |5 ubcateganies | Index Amounts Per Electar | Political Parties | Contribution Limits
r Lzt
District Code District Wame - English District Wame - French CPC Abbreviation ;l
(& 12008 Kings--Hants Kings-Hants NS
12007 Harth MWova MHowa-tord M5 4
12003 Sackville-E£ aztern Shore Sackville-E aztern Shore M5
12009 South Share--St. Margaret's South Share--St. M argaret's M5
12010 Sydney-“ictoria Sydney-Yictoria M5
12001 wiest Mova Meowa-Ousst M5
53001 &bbotsford & bbb zford BC
[ Kl ILIJ
 Fow Details |
Dighict Code: 12006
Dighrict Mame - English: [Fings--Hants
District Mame - French: [Fings--Hants
CPC Abbrevistion: I MS - l
Save Add | Delete |
Fieady 4

Note: The Electoral Districts tab page consists of two sectional areas (List and Row Details).
Contained within the List section are four columns: a District Code, a District Name (English)
and District Name (French), and a CPC (Canada Post Corporation) Abbreviation. The Rows

Details section summarizes each row that is selected by the hand pointer.

2. Click on the Add button. The Row Details section will clear.

— Fiow Details

Diiztrict Code:

Driztrict M ame -

CPC abbreviation: I

Digtrict Mame - English:

French:

Save | Aidd | Delete |

3. Enter the District Code, District Name — English, District Name — French, and CPC

Abbreviation information into their respective fields.
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— Raow Details

Digtrict Code: Iﬁ;

Digtrict Mame - Enolish:
Digtrict Mame - French:

CPC Abbreviation:

Save Aid Delete

4. Click on the Save button. You will notice that the new electoral district information is listed as a
new row within the Electoral Districts tab page.

E Electronic Financial Return - 1.3b {Event: vear end; Date: 2004-12-31) ;[glil
File Edit WYew Epbity Reporbs  Ubilities  wWindow  Help
O m.
Cloze Exit
=10l x|
Subcategories | Index Amounts Per Elector | Political Parties | Contribution Limit
District Code Dristrict Mame - English District Mame - French CPC Abbreviation ;1
24073 W audreull-Soulanges W audreull-S oulanges ac
24074 Werchéres--Les Patriotes ‘ercheéres--Les Patriotes ac
24075 WWestmount--ille- arie Westrmount-ille-barie ac
E0001 “rukon “ukon YT
E1001 Western Archic Wwester Anctic MNT
62001 Munarut MHunawut MU
@» T assant T YT
| KN I;l:I

Note: You can add and delete electoral districts information by using the Add and Delete buttons. Only
two (2) characters are allowed for the CPC (Canada Post Corporation) Abbreviation field.
You will amend the electoral district table only to correspond to Elections Canada’s changes to
electoral districts.

Subcateqgories

To enter data into the Subcategories tab page:

1. Click on the Subcategories tab page.
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E Electronic Financial Return - 1.3b (Event: year end; Date: 2004-12-31) — |E||1|
Fil= Edit Yew Egtby Reporbs  Ublites  ‘Window  Help
” m
_|ol x|
BN | ndexk Amounts Per Electar | Political Parties | Contibution Limits
Category Description [English) Category Description [French)
(& |Advetising - Radio/ Ty Publicité - R adia/ T4
Advertizing - Dther Publicité - dutre
Office Expense - Rent, Heat and Light Dépenses de bureau - Loyer, chauffage et éclarage
Dffice Expense - Other Dépenzes de bureau - Autre
[ Kl [
r— Fow Detail
Subcategory Degcription [E nalish] Subcategory Description [French]
é T
IH adio Fadio
Save Add Delete
Fieady v

Note:

The Subcategories tab page consists of two sectional areas (List and Row Details). Contained
within the List section are two columns: Category Description (English) and Category
Description (French). The Rows Details section summarizes each row that is selected by the
hand pointer. This section contains two columns: a Subcategory Description (English) and

Subcategory Description (French).

2.

3.

4.

Click on the Add button. The Row Details section will clear.

 Fow Details

Subcategory Descrption [E nglish

Subcategory Description [French

(&

Enter the Subcategory Description (English and French) into their respective fields.

— Row Details

Subcategory Description [English]

Subcateqory Description [French]

&

3333333333333333

BEEbbbbbbbbbbbbbH

Click on the Save button to save the new Subcategory Description information.
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5. Click on the Save button. You will notice the new subcategory information is listed as a new row
within the Row Details section.

2 Electronic Financial Return - 1.3b (Event: year end; Date: 2004-12-31) . " = Ellﬁl
Gl Edt Jew EQliny Beporls  iDes Window  Helo

o B

(=10 (4t

'_! Codde Tables l‘_ .Jmil

Proninces W RSl | (e Amcunts Per Ebector | Poltical Paties || Corfibution Limis

Categany Daseriplion [Enghzh) Cabagone Drescription [French]
C& Advestising - Radia/TY Publich - Rado/TV
Advestizing - Other Publicihé - Autie
Dffice Expense - Aert, Heat and Light -Dép-msﬂd: Ebusrean - Leyer, chouffage et éclarage
Office Expense - Dihes Dépenses de bureau - Aulre
| K1 |+

~ Rowe Drebsls

™
% HE b bbbbbsbbsbbhbbabh

Note: The new Subcategory Description (English and French) listed within the Row Details
section is an actual subcategory of the highlighted row Advertising — Radio/TV.

You can add and delete subcategory information by using the Add and Delete buttons.

Index Amounts Per Elector

To enter data into the Index Amounts Per Elector tab page:

1. Click on the Index Amounts Per Elector tab page.
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E Electronic Financial Return - 1.3b (Event: year end; Date: 2004-12-31)
Fil= Edit Yew Egtby Reporbs  Ublites  ‘Window  Help

=10l x]

e = Indes Amounts Per Elector w

— FRow [2 of 2]

Contribution Limits

=101 %]

Factar

Value

EC 20240 - Pre inflation adjusted amount per elector

@ EC 20241 - Inflation adjustment factor published by CEQ

| Save |

Fieady

Notes: The Index Amounts Per Elector tab page consists of one sectional area. Contained
within the Index Amounts Per Elector tab page are two columns (Factor and Value).

2. Enter a Value for the EC 20240 — Inflation adjustment factor published by CEO line item.

3. Click on the Save button to save the new value.

Political Parties

To enter data into the Political Parties tab page:

1. Click on the Political Parties tab page.
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E Electronic Financial Return - 1.3b (Event: year end; Date: 2004-12-31)

o) x|
File Edit Yiew Epbity Eeports  Ubltes  Window Help
-] [
Close Exit
[7] Code Tables =18 x|
Electoral Districts | Subcategonies | Index Amounts Per Elector Politic:al Parties {88 o e
r List
Palitical Party
[ Kl | 2
— Row Details |
Save Add Delete
Ready 4
Note:

The Political Parties tab page consists of two sectional areas (List and Row Details).

2. Click on the Add button. The Row Details section will appear as follows:

— Riow D etail

Mame: E

Suite: I

Street no.: I

Street name:

Postal Code: I
Proy: I - I

Business Tel:

Business Tel Ext.:

E-mail

3.

Enter the information for the new political party into the Row Details section.

— Row Details

MHarne:

Save

Farty =

Suite: 123

Street no.: |45

Stieet name:  fAnderson

Citw:  |Ottawa

Postal Code:
Prowv:

Buziness Tel.:
Business Tel Ext.:

K2k 1G4
uls] -

61312343567
12

E -mail:

partpriEncf ca

Delete

4.
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E Code Tables

s | Electoral Districts | Subcateqaries | Index Amounts Per Elector IEEUEEREITE |

=lol x|

Political Party

? Party »

| Note: You can add and delete political party information by using the Add and Delete buttons.

Contribution Limits

To enter data into the Contribution Limits tab page:

5. Click on the Contribution Limits tab page.

E Electronic Financial Return - 1.3b
File Edit Yiew Enfity Reporbs  Lblidies  Window  Help

_lolx]

| me

Close Exit

E Code Tables

Frovinces | Electoral Districts | Subcategaries ex Amounts Per Elector | Political Parties JiBelglilI0T 10 TS

— Flaows [1 of 2]

=1k

Contibutor pes Contribution Lirnit
@ Individuals 5,000.00)

Corporations. Trade Unions and Associations $1.000.00

Save I

Ready

6. Enter the information for the new contribution limits established April 1 of every year.
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E Electronic Financial Return - 1.3b

Eile Edit Wiew Epbity  Eeports  Ublities  wWindow  Help

E =10l x|
5 m:
Close Exit
E Code Tables -0l x|
: | Electoral Districts | Subcategories | Index Amaunts Per Elector | Political Parties [RStlglyla i BT
— Fow [2 af 2]
Contibutor types Contibution Lirnit
Individuals $5.025.00
? Corporations, Trade Unions and Aszzociations $#1.012.00
Feady >
7. Click on the Save button. The contribution limits will now be updated in EFR.
Note: Contribution limits are adjusted each April 1. The revised limits are published in the Canada

Gaczette by the Chief Electoral Officer.

Backups

To backup data within the EFR application:

1. Click on the Utilities drop-down menu and select Backup.
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File Edit  Wiew Entity Reports | Jtilities  Window  Help

._g: = 1 Disable Passward Prokeckion

hange Password »
hange Language

” Electian Leadership  Mominatian F

Import Text File of Contributions. ..
Export Data...

Mainkain Events...
Code Tables. ..

Backup...
Restare From Backup. ..

Backup database to text files
Restare database Fram text Files

2. Review the new Backup window that appears.

21 x|
Save in: Ia efr j - £ Ea-
Dhackup

_ldbbackup

I frms
1 pdf

Save

Save as type: | Backup Files [*.zip) =l Cancel |

File name: efrbackup

3. Click on the Save button. A message window will appear stating that you have successfully
backed up the EFR data.

Database backup

@ Dakabase backup complete - Mo Error

4. Click on the OK button. You will return to the EFR main window.

Note: The actual path (the database file location) in which the EFR data is automatically stored
is shown in the following illustration.

EC 20173 (01/04) September 22, 2004



Electronic Financial Returns (EFR) User Guide - Overview | 41

21 x|
Save in; | ‘2 efr j - £ Ef-
fif] Deskiop

% EE:W 5 My Documents

1 - by Computer

- rms =4 3% Floppy [&:)
pdf = System [T

(1 Program Files

Qg

= Data [[:]

@ Compact Dizc [E:]

Restore From Backup

To restore an EFR application database:

1. Click on the Utilities drop-down menu and select Restore From Backup.

Fil= Edit ‘iew Entity Reporks | Ukilikies  Window  Help

“ & :_g\' B l Dizable Password Protection

Change Passward r
Change Language

Election Leadership  Momination F

Impork Textk File of Conkribukions. .
Export Data...

Maintain Events...
Code Tables. ..

Backup...
& From Backup. ..

Backup database ko bext files
Restore database From text files

2. Review the following two windows that appear automatically.

]

Flease waitl Stopping database
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Loak in: I ] efr

x|« & e B

backup
dbbackup
Frons

pdf
efrbackup

Fil= narme: | Open

e |
j Cancel |

Files of type: IBackup Files [* zip)

3. Type efrbackup.zip into the File name field, then click on the Open button.

21|
Loak in: Ia efr j 4= £ EE-

Ca backup
] dbbackup
| 1Frms

1 pdf

@ efrbackup

File name:

Open I
j Cancel |

Filez of type:  |Backup Files [*.zip)

4. When the backup is complete, the Database Restore window will appear automatically to
indicate that you have successfully restored the EFR database.

Uninstalling the EFR Application

Note: The following procedure is illustrated in Windows XP. The procedure is similar in earlier
versions of Windows; however, the steps may vary.

To uninstall the EFR application:

1. Click on the Start button.
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2. Scroll up to Settings.
- |

Setkings

E &
=
§ &

3. Select Control Panel.

——
E - WinZip
—
= H]
. Programs
Fawarites
@ Dacurnents

Control Panel

Settings

Metwork and Dial-up Connections

Prinkters
@ Search Taskbar & Skark Menu, ..
@ Help
iﬁ Run...
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4. Review the Control Panel window and double-click on the Add/Remove Programs icon.

E3 Control Panel o ] 1

File Edit “iew Favorites Tools Help |

||| dmBack ~ = - | Qhsearch [ Folders £% | L x = | '

| Address I@ Control Panel

TR -y

Accessibility Options Add/Remove

Admiristrative Tools

Control Panel Hardware

Add/Remove Programs 1}

Installs and removes programs and QJ

Windows compaonents L, g Kai | |

Whindows Update Date, Time Display Folder Opkions Faonts
Windows 2000 Suppork

= 7
t G
=2
: =
Gaming Options Internet Options Java Plug-in Kevboard
— - _ =
|||Insta||s and removes programs and Windaws components | IS 1 Computer A

5. Review the Add/Remove Program window that appears as follows:

‘Remove Programs =10 x|

Currently installed programs: Sart t"?"':l Marme ;I
LastUsedOn  2003-12-15 =

To change this program or remove it From your

computer, dlick Change/Remove. Change/Remove I

[} Adobe Acrobat 5.0 Size 25.9MB
ﬁ Adobe Download Manager (Remowve Only)

Add New

Programs J% AL Instank Messenger

ﬁl A351U5 Display Drivers

ﬁ ATI Display Driver

ﬁ Broadizun pdfflachine

i@l err Size 37.7ME
‘wy Google Deskbar Size 432KB
ﬂ Internet Explorer Q822925 Size 18.2ME
ﬁf}l Jawa 2 Runtime Environment, SE w1.4,1_02 Size 1.19MEB
[ 1ava web Start Size 2.05ME
ﬁ Lexmark Printer Software Uninstall Size 1.05ME

.. - e e . s LI
Close |

6. Select the EFR application that is listed under Currently installed programs.
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Fjg Add/Remove Programs

Currently installed programs:

ﬁ! #dobe Download Manager (Remowve Only)
J% A0L Instant Messenger

ﬁ! 8505 Display Drivers

ﬁ! ATI Display Driver

ﬁ! BroadGun pdfMachine

Carmponeg

“ay Google Deskbar

& Internet Explorer Q822925

ﬁ! Java 2 Runtime Environmenk, SE v1.4.1_02
[ Java web Start

ﬁ! Lexmark Printer Software Uninstal

£ LI - TR v [

=10l x|

=
=

Sort by | Mame

Size 432kB
Size 13, 2MB
Size 1.19MB

Size 2.05MB
Size 1.05MB

7.  Click on the Change/Remove button to initiate the uninstall process.

it Frorn yaur

Change/Remoye

8. Review the EFR Uninstall window that appears:

Select Uninstall Method

Wwhelcome to the ERF uninztall program.

“You can chooze ko autoratically uninstall thiz zoftware or to
chooze exactly which changes will be made to your sustem.

Select the Custom button to choogze which modifications are ta
be made during the uninztall. Select the Autormatic button far
the default uninstall options. Preszs the Mext button to continue.,

i Autornatic
" Custom

I Mext > I

< Back Cancel
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9. Ensure that Automatic is selected, then click on the Next button. The uninstall method will
commence, and the EFR files will be removed from your PC.

Note: Click on the Cancel button to stop the EFR Uninstall process. You will be prompted to
confirm the cancellation by the following window:

Uninstall &

Are wou sure you want to cancel the uninstall?

Yes Mo |

10. Click on the Yes button. You will return to the Add/Remove Programs window (as described in
Step 5).
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Contact Information

Please direct your questions or comments concerning the EFR Application / User Guide to:

Mailing Address: Elections Canada
257 Slater Street
Ottawa ON
KI1A OM6

Telephone: 1 800 486-6563
(613)993-2975

TTY: 1 800 361-8935
(613)991-2082

Facsimile: 1 888 523-9333
(613) 990-2530

Web Site: www.elections.ca
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Appendix: Common Terminology

Tab Page

A tab page is the area of the screen where information is displayed/entered/changed. It
encompasses a collection of related information. To navigate from one tab page to another, click
on the appropriate tab page heading. The availability of tab pages depends on information on
other tab pages.
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Toolbar

A toolbar is a row, column, or block of on-screen buttons. When these buttons are clicked with
the mouse, certain functions of the application are activated. Toolbar buttons offer a quick way to
access a specific component or certain application functions. They may be used instead of the
menus.
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Menu Bar

A menu bar is a list of options from which a user can make a selection in order to perform a
desired action, such as choosing a command or applying a particular format to part of a
document.
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Note: The Window and Help menus are standard Windows features.
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Click vs. Double-Click

Clicking is usually performed to select or deselect an item or to activate a program or program
feature. Clicking refers to pressing and releasing a mouse button once without moving the mouse.

Double-clicking is a means of rapidly selecting and activating a program or program feature.
Double-clicking refers to pressing and releasing a mouse button twice without moving the mouse.

Tip: If you find double-clicking the icon troublesome, try clicking the icon once with the left-
mouse button, and then pressing the Enter key.

Command Buttons

Command buttons are shaped like a pushbutton in a dialogue box. By clicking a command button,
the user causes the software to perform some action, such as opening a file that has just been
selected using the other controls in the dialogue box.

Yiew contribution returns | Save Add Delete | @l Brint Contribution B eceipt

Radio Buttons

Radio buttons provide a means of selecting one of several options. A

radio button appears as a small circle that, when selected, has a smaller, [g >
filled circle inside it. Radio buttons act like the station selector buttons on

a car radio. Selecting one button in a set deselects the previously selected button. Thus, one, and
only one, of the options in the set can be selected at any given time. In contrast, check boxes are
used when more than one option in the set can be selected at the same time.

Check Box

Check boxes are used to enable or disable one or more features or options from a set. When an
option is selected, an “X” or a check mark appears within the box. Unlike radio buttons, check
boxes allow you to select more than one option.

Hand Indicator

The hand indicator is an image of a hand placed in the left margin of a list. It indicates é_g
the user’s current selection.

Drop-down List

A drop-down list is a list of available values specific to a category.
The list of values opens when you click the downward arrow at the Big Trads Union =l
right of the field. You make a single selection by clicking one of the

available options listed. You may select or change an item when the drop-down list has a white
background (that is, when it is enabled).
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