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EFR User Guide — Political Parties

Political Parties

Getting Organized

The Electronic Financial Returns (EFR) application allows political parties to electronically report on
their financial transactions.

The EFR application also provides the ability to produce reports based on the information entered, as well
as certain business forms.

Before you enter information into the Electronic Financial Returns (EFR) application, you must:
e familiarize yourself with the EFR application (refer to the Getting Started with EFR section in
the EFR — Overview document)

e change the date settings within your desktop (refer to the Setting the Date Before Using the
EFR Application section in the EFR — Overview document)

o specify a date for the political event (refer to the Setting the Event Date and Details section in
the EFR — Overview document).
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Before Entering Information

Before entering financial information into the EFR application, political parties must perform a specific

import of the Contributions text file.

In the EFR application, you must perform the following steps prior to entering EFR data:

1.1.1.1

Import Text File of Contributions

1. Click on the Utilities drop-down menu (as shown below).

File Edit ‘Wiew Entiky Feports | Uklites  Window  Help

-'i". f=i { Enable Passwaord Pratection
Election Leadership  Momination F ChEII'II;IE Passward ¢
Zhange Lanquage

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

Maintain Events...
Code Tables...

Backup...

Restore From Backup. ..

2. Select Import Text File of Contributions. This Import Contribution File window will appear:

Import Contribution File llﬂ

Look. in: Iaﬁff j = |=_“F Ef-

I backup Z| cc20031210_16054570 2] errorlog

_ldbbackup Z| ccz0031215 15230676

Dexpnrt E cc20031215 152316585

_1frms Z] ccz0031215_ 15344793

| pdf Z] ccz0031215 15365554

=| ccz0031210_16050071  |Z| Contributions

1] | i

File name: ||

Dpen I

Files of type: | et Files [*.tt)

j Caricel |
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3. Select the Contributions text file and ensure that it is listed in the File name field (as illustrated
below).

Laook in: |@ efr j 4= £ B~

| backup 2| cczon31210_ 16054570 errorLog
1 dbbackup 2] ccz0031215_15230676
[:Iexpn:-rt E cc20031215 15231685
1 frms 2| cc20031215_15344795

4| | i
File name: |Enntrihutians Open I

Filez of type: ITe:.:t Files [* tst] j Cancel

4. Click on the Open button. A new Contribution Import window will appear (as shown below).

=T
2004-04-26 1 Bel Peter G DEF Coip 3567 Jameso ~
2004-04-26 1 Bel Peter A Anonymous/anonyme
2004-04-26 1 Bel Peter A Anonpmous/anonyme
2004-04-26 1 Bel Peter A Anonymous/anonyme
2004-04-26 1 Bel Peter E BestBusiness 45 Bell St.
2004-04-26 1 Bel Peter A Kechewval Peter a9 Maple ¢
2004-04-26 1 Bel Peter A Cartley Jack 56 Lewista
2004-04-26 1 Bel Peter A Coleman Cathy 5 465 Maple ¢
2004-04-26 1 Bel Feter A Cooper Sharon 56 K.atimas
2004-04-26 1 Bel Peter A Degras Estelle W 3 Termy Fe
2004-04-26 1 Bel Peter A Dranie Fred
2004-04-26 1 Bel Peter H  HJ Platman Inc. 5 K.atima
2004-04-26 1 Bel Peter A Jameson Joe 57 Partrnar
2004-04-26 1 Bel Peter A Jameson Kafrina 57 Partrnar
2004-04-26 1 Bel Peter A Jones Shari 78 Maple ¢
2004-04-26 1 Bel Peter A Jones Mancy 78 T ailor '
2004-04-26 1 Bel Peter A Laporte Jacques 456 K.atimay
2004-04-26 1 Bel Feter A Lewis Larmy 8 Montros
2004-04-26 1 Bel Peter A Lewis Lize g Maontros 4
o | i

Impart | Cancel
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5. Click on the Import button. A new Choose party for import window will appear (as illustrated
below).

Choose party for import

&, political party with the name 'WMon Parti' has been found in pour import file,

[ thiz party iz the zame az an officially registered party in the lizt below then please chooze that party from the list below
and click 0K

[ thiz party iz not one of the officially regiztered parties in the list below then zsimply click '0K' and this new party will be
added.

Flegistered Party: AN - |

6. Review the details in the Choose party for import window. If necessary, select an official
registered party from the drop-down list, then click on the OK button (as shown below).

Reqistered Party: -

<Mone: -
Liberal

Congervative Party of Canada
M.D.F.

Green Party

b arsizt-Leninist

Note: You will return to the main EFR window after clicking on the OK button.

EC 20208 (01/04)



Electronic Financial Returns (EFR) User Guide |8

Viewing Political Parties

1.1.1.2 Personnel Tab Page

There are two (2) ways you can view political parties.

Start the EFR application (refer to Starting the EFR Application in the EFR — Overview document for
additional details).

While in the EFR application, perform the following actions:

1. Click on the Party icon near the top centre of the EFR main window (as illustrated below).

File | Edit  Wiew Enkity  Reports  Ukilities  Window  Help

” ¥ A @B A B

Leadership  Mominatian Party Azsaciation Exit

2. Another window will appear, listing all the political parties (see below).

E Electronic Financial Return - 1.2x (Event: EYENT; Date: 2004-12-31) - | Dlﬂ
File Edit ‘iew Entity Reporks Utiities wWindow Help

| s

Cloze Exit

E Political Party: My Party ;lglzl
Perzonnel m Bt = EasilEEa s et i iz | T Iratrsters i S RrEiEpE e S EotrelEEehsesy SEiEEet o]
—Row 1 of 17]
Part Entity M arne ED Code Agent Auditar =
? Folitical Party My Party
Palitical Party Man Parti
Folitical Party by Party
Political Party taon Parti
Folitical Party Chrigtian Heritage Party
Folitical Party I arijuana Party
Palitical Party Independent
Folitical Party Mo Affiliation
Political Party Canadian Action
Folitical Party Communigt
Folitical Party Matural Law Party =
Palitical Party Bloc Québécois
Folitical Party I arsist-Leninist
=l
Add
Ready 4

‘ Note: The Personnel tab page is selected. A hand pointer indicates a political entity.

EC 20208 (01/04)
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Click on the Close (|

Claze

) button to leave the Personnel tab page and return to the main EFR

window.

You can also view political parties by clicking on the Entity drop-down menu (refer to diagram

below).

E Electronic Financial Return - 1.2o0 (Event: Event name; Date: 2004-12-31
File Edit  Wiew | Entity Reports  Utilities  Window  Help

” Electicn

g Maintain Candidates. .,

Maintain Leadership Conkestants, .,
Mainktain MNamination Conkestants., ..
G n Parties. ..

Mainkain Reqiskered Associations, ..

Leader

5. Click on Maintain Parties. A list of all the political parties will appear (as described in step 2),

as follows:

E Electronic Financial Return - 1.2x {(Event: EYENT; Date: 2004-12-31) - | Dlﬂ
File Edit “iew Entity Reporks Utlities wWindow Help

] I3
Clase Exit
Perzonnel W [Eatraes = EasilEEa s Mirestend [Eantrtitiamns| M| SnarsEs Ry G i rrenses | Sramses i A hpaEiEEme) S e Erpemses] i
—Row 1 of 17]
Part Entity MName ED Code Agent Auditar =
@t Palitical Party My Party
Folitical Party tan Parti
Political Party My Party
Folitical Party ton Parti
Political Party Chiistian Heritage Party
Palitical Party I arijuana Party
Folitical Party Independent
Political Party Mo Affiliation
Folitical Party Canadian Action
Political Party Communist
Palitical Party Matural Law Party =
Palitical Party Bloc Québécais
Palitizal Party 14 arizt-Leninist
=]
Add
Feady 4
| Note: The Personnel tab page is selected. A hand pointer indicates a political entity.

6. Click on the Close button to leave the Personnel tab page and return to the EFR main window.

EC 20208 (01/04)
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Viewing Profiles of a Political Party

1.1.1.3 Profile Tab Page
To view a political party’s profile, carry out the following steps:

1. Click on the Party button or select the Entity drop-down menu, and select Maintain Parties.
The political party window will appear as follows:

=
Personnel W Contitutions - Fost E24 || Directer mars || Tiratsters 1=l e I e e e = = £ elej=ie el
—Fow (11 of 17)
Part E ntity Mame ED Code Agent Auditor =
Political Party by Party
Political Party ban Parti
Political Party by Party
Palitical Party tdon Parti
Political Party Christian Heritage Party
Political Party b arijuana Party
Palitical Party Independent
Political Party Mo Affiliation
Political Party Canadian Action
Palitical Party Communist
? Political Party Matural Lawe Party o
Palitic:al Party Bloc Québécoiz
Palitical Party b arsist-Leninist
=l
Add

Note: The Personnel tab page is selected. A hand pointer indicates a political party. For this illustration,
the selected party is the Natural Law Party.

2. Click on the Profile tab page to view the profile of the Natural Law Party.
The following window will appear:

Ararisfers et B e ST

Type R elationship:
Palitical Ertity Type: [Palitical Party ~1

Confirmation Date:

Agent <F2x: I <Mones
Audibor <F3x: I <Mones

Ll
L

Identification:

Mame: IN atural Law Party

 Information

Street no.: i Strest name: I
Suite: I Ciby:
Prow: I vI Postal Code:

Home Tel :

Business Tel.:

Business Tel Ext.:

E -mail: I

EC 20208 (01/04)
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Note: The Profile tab page contains the following areas for the Natural Law Party:

e Type

e  Identification
e Information.
e Relationships.

These areas are common to all the political parties listed on the Personnel tab page.

3. Click on the Personnel tab again. This will return you to the list of political parties.

Adding a New Political Party (Fiscal Year End)

1.1.1.4 New Parties

To add a new political party (based on a fiscal year end) within the EFR application, complete the
following steps:

1. Click on the Utilities drop-down menu and select Maintain Events (as shown below).

E Electronic Financial Return - 1.2p (Event: Event; Date: 2004-02-05)
File Edit  W%iew Enkity  Reports | Utilities  Window  Help

“ = =& f=i { Enable Passwiord Protection

Election Leadership  Momination F Change Passwaord

hange Language

Impart Text File of Contributions. ..
Export Data...

Maintain Events. ..
Code Tables, ..

Backup...
Restore From Backup...

2. Review the new Maintain Events window (as illustrated below).

EC 20208 (01/04)
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E Maintain Events

General |

=10l =]

—Row [0 of 0]

| Enalish Event Mame

French Event Mame

Ewent End D ate

Ewent Tupe

3. Click on the Add button. A new row will appear as follows:

E Maintain Events

General |

=10l x|

—Row [1of1]

French E vent M ame

Event End Date

Ewvent Tupe

Englizh E vent Mame

<Mom de ['événement>

—
2004-02-05

= n
Election

4. Enter the name of the event in the English Event Name field (as shown below).

EC 20208 (01/04)
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E Maintain Events

eneral |

—FRaw [1 af 1]

E nolizh Event Mame

@» EVENT

Note: For this illustration, EVENT is entered in the English Event Name field. You can also enter a
description for the French Event Name field, if required.

5. Enter your fiscal year-end date (calendar) in the Event End Date field (as illustrated below).

Event End Date
2004-12-3

Note: You can enter a date manually, or you can use the built-in Calendar or the Insert Today’s Date
feature (by right-clicking on the date field). In this illustration, the date entered is 2004-12-31

6. Select the event type by clicking on the down arrow next to the Event Type field (as shown
below).

Event Type

Fizcal Year End -

Election

Contestant Leadership Contest

Contestant Momination Contest

Note: For this illustration, the Event Type selected is Fiscal Year End.

7. Click on the Save button to save the entered information in the General tab page.

EC 20208 (01/04)
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E Maintain Events 101 x|

General |

—Row (1 af 1]

English E vent Mame French E vent Hame Event End Date Event Type
@» EVEMT <Mam de 'événement: 2004-12-1 =
Save Add Dielete
8. Click on the Close button to return to the EFR main window.
9. View the list of political parties on the Personnel tab page (refer to Viewing Political Parties —
Personnel Tab Page on page 11 for details), as shown below.
E Electronic Financial Return - 1.2x {(Event: EYENT; Date: 2004-12-31) - |EI|1|

File  Edit

View  Entity  Reports

Utilities

Wwindow  Help

E Political Party: My Party
Perzonnel W (Bt s P asiEe i

Wirecten IEantitionss HMiaETs:

rarEers s N et EEms N EenE R EREes:

—FRow [1 of 17]
Part

Enitity ED Code Aaditar
@» Political Party Iy Party
Politizal Party Mon Parti

Palitical Party

by Party

Paolitical Party

Mon Parti

Paolitical Party

Chriztian Heritage Party

Paolitical Party

Marijuana Party

Paolitical Party

Independent

Paolitical Party

Mo Affiliation

Paolitical Party

Canadian Action

Paolitical Party

Communist

Paolitical Party

Matural Law Party

Paolitical Party

Bloc Québécois

Palitical Party

Marxist-Leninist
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10. Click on the Add button. A New political entity window will appear (as illustrated below).

E Mew political entity

Twpe Relationiship:

Folitical Entity Type: [Foliical Farty -]

Confirmation Date:

Agent <F2:| <Monex
Suditor <F35: | <None>

Ll

Ll

|dentification

MHame:

r Information:

Street no.: Street name: I—
Sue: [ City: —
Prow: ﬁ Postal Code:

Hame Tel.:

Buginess Tel: I
Business Tel Ext: I
E-rmail: I

Save | Add | Delete | @

Notes: Enter the political party’s profile information (that is, complete the Type, Identification,
Information and Relationships areas) in this window.

For this illustration, a new party by the name of Canadian Blue Party will be entered.

11. Ensure that the Political Entity Type field contains Political Party (as indicated below).

Type

Political Entity Type: [Political Party |

Caonfirmation D ate;

Note: You will not be able to edit or enter data in the Type area. Also, the Confirmation Date field
will be blank.

12. Enter the Name of the political party in the Identification area (as indicated below).

| dentification

I arne: EEanadian Blue Party

‘ Note: Only the underscored items in each section area are mandatory.

EC 20208 (01/04)
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13. Enter the political party’s Street name, City, Prov, Postal Code, etc., into the Information area,

as illustrated below.

 Informatiorn
Shreet no.: |1 Street name: |Blue St
Suite: [ Ciby: [Otkawma
Frow: |OM »| Postal Code: K2E £J3
Home Tel.;
Business Tel: |

Buszinesz Tel Ext.: |

E-mail: |

Note: You can use your mouse or the Tab key on your keyboard to enter each field in the Information

area.
You can obtain a list of provinces and territories by clicking on the down arrow located to the

right of the Prov field. Select the appropriate province for your political party.

14. Enter the name of the Agent and Auditor of the political party in the Relationships area, as

llustrated below.

Felationghips

fla AN | | Orrence Louize
Auditar <F3: ["Whinzom Lisa ;I _I

Notes: You can select a list of potential agents by clicking on the down arrow located to the right of the
Agent field, or by pressing the F2 key on your keyboard.

You can select a list of potential auditors by clicking on the down arrow located to the right of

the Auditor field, or by pressing the F3 key on your keyboard.

For this illustration, the agent and auditor selected are Louise Torrence and Lisa Whinsom.

If a certain agent is not contained in the list, you can create an agent or auditor by selecting

None and by clicking on the Details ( —I ) button. This new window will appear:

EC 20208 (01/04)
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|

Tupe
Contibutor Type: |GG |

Identification
Earnily M arne:

Given Mame:
Initials:

— Infarmation
Strest no.: I Strest name: |
Suite: Clitur:
vI Poztal Code:

Home Tel.:

Pros:

Buziness Tel.: I

Buziness Tel Ext.: I
E -rnail: |

Ok, I Cancel

Enter the Type, Identification and Information of the agent, then click on the OK button.

If a certain auditor is not contained in the list, you can create an auditor by selecting None and

by clicking on the Details ( —I) button. This new window will appear:
x|

Tupe
Contributor Tooc: [IRRRGRGRG—GG— ~ |

Identification
Earily M ame:

Given Mame:
Initials:

r Information
Street no.: I— Street name: I
Sute: [ Lty
Prow: ﬁ Postal Code:
Home Tel.:

Businezs Tel: I

Buziness Tel Ext.: I
E-mail |

ak. I Cancel I

EC 20208 (01/04)
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Enter the Type, Identification and Information of the auditor, then click on the OK button.

15. Once you have entered all the information for the political party, click on the Save button (as

illustrated).
E Mew political entity
(=l Profile |NESHE ;
Type Relationship
F'U|I[ICt.i| Entity Type: |F'U||l|ca| Party ;I saent <25 _I
Confirnation Date: Auditr <E35- j _I
Identificatior
Mame: |Canadian Blue Party
™ Informatior
Sheet no.: IT Shieet name; IBIue =18
Sulle:l Lty [Ottawa
F‘mv:lDN ;I Puostal Code: [K2E 613
Home Tel.:
Business Tel.:
Busingss Tel Ext.:
E-mail: I
Save | Audd | LDielete | @

Note: You can add another political party profile or delete the current political party’s profile by
clicking on the Add or Delete button.

16. Notice that the New political entity window has changed to Canadian Blue Party, and all the
other tab pages have become “highlighted” in white (as shown below).

Optional Expel Budget Tool

17. Click on the Personnel tab to the left of the current Profile tab page.

18. The Personnel tab page will indicate the new political party (in this case, the Canadian Blue
Party) as having been created (as shown below).

[7] political Party: Candian Blue Party =10l x|
Persannel W Contributions 24 | Directed Contibutions | Loans | Tran: n | By-election Expenses | Tra Out | Unpaid Claims | Optional Exper Budget Tool

—Fow 1 of 18]
Part E ity Mame ED Code Agent Auditar =
[:? Puolitical Party Candian Blue Party Louize Tomence Liza KL hinsom

Paltical Farty by Party

Paltical Farty ton Parti

Paltical Farty by Party
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Note: The hand pointer is to the left of the newly created political party. Also notice the name of the
new political party and of its agent and auditor.

19. Click on the Profile tab page to return to the newly created political party (in this case, the
Canadian Blue Party), as shown below.

E Political Party: Candian Blue Party
4= oans i B ers O

Type R elationship:
P0|ItIC«.3| EnFIt}' Type: |F'0I|t|ca| Party ;I Aaert <E2: [Tomeros Lovies B _I
CanimeEn Des Auditar <F35: ['whinsom Lisa x _I

|dentification
Mame: (Candian Blue Farty
- Informatior
Street no.: |1— Street name: IW
Sute [ City [Ottawa
Prov: m Postal Code: [K2E 613
Home Tel:[
Business Tel.:
Business Tel Ext.: I—
E-mail: I—
Save Add | Delete | @

@

20. Click on the Print Preview ( ) button.

21. Review the EC 20239-P1 (Registered Party Financial Transactions Return — Declaration)
form for the newly created political party.

&
22. Click on the Print button (' Fri"* ) to print the EC 20239-P1 form.

23. A new window will appear, prompting you about the paper size for your printer (as illustrated).

EC 20208 (01/04)
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The form you have requested to prink requires legal zsize paper [8.5214 inches]. IF your printer
zupports thiz mize of paper then pleaze click the OF. button to continue.

[F wour printer dogz nat suppart legal zize paper then pou must create a POF file af paur farm. 'ou
mat then open the POF file in Adobe Acrobat and print your form ko 8.54171 inch paper.

Pleaze click the Cancel buttorn if pour printer does not suppart legal size paper.

[ Da not show me this message again

Cancel |

24. Click on the OK button to start the print job on your computer.

25. You can enlarge the view of the form by clicking on the Zoom button (as illustrated below).

—Zoom Ta
200

— Preview

|

-

SECTION A- PARTY'S INFORMATION
Park/s il iame - Nom completo part _ILI
4 I I »

EC20233-F1 (12/03)

o]

Cancel |

26. Select the appropriate magnification to enlarge the view of the form.

27. Once you have selected the appropriate magnification, click on the Apply button, then the OK
button, to examine the re-sized view of the EC 20239-P1 form.

28. Click on the Close button to return to the Profile tab page.

29. To close the EFR application entirely, click on the Exit button.
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Entering Financial Information (Fiscal Year End Method)

1.1.1.5 Contributions — Post C24

To enter financial information within the Contributions — Post C24 tab page, complete the following
steps:

1. Select the Contributions — Post C24 tab page for the political party (as illustrated below).

E Political Party: Candian Blue Party =10

Personnel Cantributions - Post C24 RErERERNsan i es | Transfers Out | Unpaid Claims | Optional Expenses | Budget Tool

— FRow

Date of Clags Feceipt Printed?

Contribution

Contributor Details Tupe Amourt Est Mo Cant. Pirt
<Fd» Feceipt

Add Returned Contributions | Save I Add | Dielete | @ FErint Contribution Receipt |

Note: For this illustration, the selected political party is the Canadian Blue Party.

2. Click on the Add button. A new row will appear on the Contributions — Post C24 tab page, as
follows:

E Political Party: Candian Blue Party

3 Out | Unpaid Claims | Optional Expenzes | Budget Tool

Personnel | Profile MESIIURIEREEAWER [iected Contibutions Transfers In | By-glection Expenses

~Row 1 af 1)

Date of Contributor Amount | Egt Mo Cont, Frint: Receipt Printed?
Contribution Receipt
[ Mo

E? 0000-00-00
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Electronic Financial Returns (EFR) User Guide |22

3. Enter a date in the Date of Contribution field. You can do this manually, or by using the built-in
Calendar, or the Insert Today’s Date feature (by right-clicking on the date field), as shown
below.

E Political Party: Canadian Blue Party

R E R Contributions - Post C24 BRHEET

—Row [1of 1]

D ate of
Contribution

Zuk —
Copy
Paske
Select Al

Show Calendar. ..
Insert Today's Date

Note: Entering a date is mandatory. The Date of Contribution must be later than December 31, 2003.

4. Click on the drop-down arrow and select the appropriate Contributor.

E Political Party: Canadian Blue Party

Personnel | Profile [REPEGIER S EAWER | Difected Contributior

—FRow [1 of 1]
Date of Class Contributor [
Contribution

[g 2004-02-03 & [Cooper Sharon -
[=Mone:= = |
LMoY MOUS FRAnorny me
Elaker Dusty
Baldwin Alec
ICantley Jack b
Coleman Cathy

Cooper Sharon

aztner Kevin
Degras Estelle
[ityver Fred

Notes: For this illustration, the selected Contributor is Sharon Cooper. You can create new
contributors by selecting None using the drop-down arrow and by clicking on the Details
button or pressing the F4 key on your keyboard. A new window will appear, in which
you can enter the contributor information (see step 5).
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=

5. Click on the Details ( ) button or press the F4 key on your keyboard to view the Type,
Identification and Information areas specific to the contributor (in this case, Sharon Cooper),
as illustrated below.

S

Type

Contibutor Type: [ERFTE NG - |

| dentification

Farnily M ame: [Cooper
Given Mame: [Sharon

I nitials:

— Inforrmation

Street no.: IEE Street name: [K.atirawvik St.

Suite: City: |Calgary

Provw: | AB vI Poztal Code: [P1B7GE

Home Tel.:

Buzinezz Tel.: |

Buziness Tel Ext.: |

E -mail: |

(] I Cancel I

Note: In this new window, three areas must be completed: Type, Identification and Information.
Depending on the Contributor Type selected, mandatory fields in the Identification area will
change. Mandatory fields are those marked with an underscore.

6. Click on the OK button to return to the Contributions — Post C24 tab page (as shown below).

E Political Party: Candian Blue Party -0l x|

el 0ans 3 n | By-election Expenses | Transfers Out | Unpaid Claims | Optional Expenzes | Budget Tool

—Row 1 of 1]
Date of Details Tvpe Amount E st Mo Cont. Frirt Feceipt Printed?
Contribution <Fds Flec:naJi:ut
—_—
E;ép 2004-02-03 o [Monetay = $0.00 u Mo

Note: The newly created contributor (in this case, Sharon Cooper) is listed in the Contributor
column.
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7. Inthe Type field, select whether the contribution is monetary or non-monetary (as shown below).

b onetary

M an-rmanetary

Note: For this illustration, the Type field selected is Monetary.

8. Enter an amount in the Amount field (as illustrated below).

Amont

$4.000.0

9. Click on the Save button to save the information for the political party.

10. Place a check mark into the Print Receipt box (as illustrated below), then click on the Save

button.
E Political Party: Candian Blue Party o |EI|1|
el ! ans ction Expenses | Transfers Out | Unpaid Claims | Optional Expenzes | Budget Toal
—Fow (1 of 1]
Drate of Clazs Contributar Detailz Type Amount Est Mo Cant. Frint Receipt Printed?
Conhribution <Fd» Receipt
& | 20040203 & [Cooper Sharon >| | [Monetay = $0.00 v Mo

‘N ote: This will allow you to print an official receipt using the Print Contribution Receipt button.

11. Click on the Print Contribution Receipt button.

12. You may be prompted to enter a password (as shown below).

[Fere

Password: I

k. I Cancel

EC 20208 (01/04)



Electronic Financial Returns (EFR) User Guide /| 25

13. Click on the OK button after entering the password.

14. The official receipt will be printed. You will notice that the Print Receipt check mark has

disappeared and the Receipt Printed? column shows Yes (as shown below).

E Political Party: Candian Blue Party

r—Flow [1 af 1]

[E& 2004-02-03

NR=EiE Contributions - Post C24

=0|x]

Budget Tool

Date of
Contribution

Contributor

Cooper Sharon

Est Mo Cont. Frint Receipt Printed?
Receipt
a Yes

1.1.1.5.1 The Add Contribution Returns Button

The Add Contribution Returns button provides for the return of a portion of the contribution to the
original contributor or the Chief Electoral Officer.

1. Click on the Add Contribution Returns button (as illustrated below).

E Political Part

Candian Blue Party
el Contributions - Post C24 51

o [=]

Budget T ool

— Row [1 of 1]
Date of Clasz Contributor Detailz Tupe Amount Est Mo Cont. Frint Feceipt Printed?
Contribution <Fd> Feceipt
_—
@ 2004-02-03 & [Cooper Sharan v | [Moretay ~]|  $4.000.00 o Yes
Add Contribution Returns Save Add Delete | @ Print Contribution Receipt

2. Review the Returned contributions from window for the contributor (see below).

EC 20208 (01/04)




Electronic Financial Returns (EFR) User Guide | 26

Returned contributions from: Cooper, Sharon

| Date |

3. Click on the Add button. A new row will appear (as shown below).

Returned contributions from: Cooper, Sharon 7| x|

| Dse
G woew [ [ ]
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4. Enter a date in the Date field. You can do this manually, or by using the built-in Calendar, or by
selecting Insert Today’s Date feature (by right-clicking on the date field), as illustrated below.

E Returned contributions from: Cooper, Sharon

Aot

_uk |
Copy
Paske
Select all

Show Calendar, ..
Insert Today's Date

5.  Enter the value of the returned contribution in the Amount field (as shown below).

E Returned contributions from: Cooper, Sk

D ate Armount

E& 2004-02-04 $R00.0

Note: The amount entered here cannot be greater than the original amount entered for the contributor.

6. Select either the Contributor or the Office of CEO for the Returned to field by clicking on the
drop-down arrow (as illustrated below).

E Returned contributions from: Cooper, Sharon

Feturned ko

2004-02-04 Caontnbutor
Contributar
Qffice of CEOQ

7. Review the information in the row, then click on the Save button (as shown below).
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E Returned contributions from: Cooper, Sharon 7l x|

Returned to

2004-02-04

Save Add Delete Cloze

Note: The Date field of the returned contribution must not be earlier than the date of the original
contribution.

8.  Click on the Close button to return to the Contributions — Post C24 tab page (see below).

E Political Party: Candian Blue Party — | Dlil
d nel | Profile [MENITERELERWEER Ditected Contributions 3 n | By-e “pe ah Out | Unpaid Claims | Optiohal Expen Budget T ool
—Row([1af 1]

D ate of Clasz Contributor Detailz Tupe Amount Ezt Mo Cont. Frint Receipt Frinted?
Contribution <F4: FReceipt
@ 2004-02-03 &  [Cooper Sharon +| .| [Monetay =] $3500.00 r Yes
Wiew Contribution Beturns | Save | Add I Delete I @ Frint Contribution Receipt |

Note: The Amount column has been adjusted for the returned contributions.
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9. Click on the View Contributions Returns button to view the contributions returned to the

contributor.
E Returned contributions from: Cooper, Sharon 7| x|
Date Arnourt Beturned to
Eéi_‘ 2004-02-04 $500.00] Contributor -
Save Add Delete Close

Note: Returned contributions can be added and deleted by using the Add and Delete buttons.

10. Click on the Close button to return to the Contributions — Post C24 tab page.

1.1.1.5.2 The Print Preview Button

@

1. Click on the Print Preview ( ) button.

2. You will be able to view the EC 20239-P2a form, indicating the details of the Statement of
Contributions Received.

3. You can magnify and print this form by using the Zoom and Print buttons (as shown below).

g R

Print 2oom
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4.  Click on the Close button (L_"**_J) to return to the Contributions — Post C24 tab page (as shown
below).

E Political Party: Candian Blue Party

=lolx]

el ! By-election Expenses | Transfers Out | Unpaid Claims | Optional Expenses | Budget Tool
—Row 1 of 1]
Date of Class Contributor Details Tvpe Amourt Ezt Mo Cont. Frint Feceipt Printed?
LContribution <Fds Feceipt
—_—
@ 2004-02-03 & [Cooper Sharon =] _.|[Monetay =] $3500.00 r Yes
Yiew Contribution Feturns Save Add Delete | @ Frint Contribution Feceipt

J:!_«t-

Note: Clicking on the Exit button (__®" _|) closes the EFR application entirely.

1.1.1.6  Directed Contributions
To enter financial information within the Directed Contributions tab page, complete the following steps:

1. Select the Directed Contributions tab page for the political party (as illustrated below).
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_oix|
Out | Unpaid Claims | Optional Expe Budget Taol
D ate Aeceived Contributar Detailz| Leadership Contestant  |Details| Contribution Amt Directed Amt Transfened Amt
by Party <F4: <Fax
Save Add Delete I @

2. Click on the Add button. A new row will appear (as illustrated below).

E Political Party: Candian Blue Party
B e e e el Directed Contributions m Tra B 3

Out | Unpaid Claims | Optional Exp

=10/ x]

Budget Tool

Detailz|  Contribution At Directed Amt Transfermed Amt

3. Enter a date into the Date Received by Party field (as illustrated).
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E Political Party: Canadian Blue Party

Contributions - Post 24 [RELEES

Ferzonnel | Prafile

—Faw [1 af 1]

D ate Received Contributor Dretail

Copy
Paste
Select All

Show Calendar. ..

Insert Todav's Date

Note: You can enter the date in one of three ways: manually, or by using the built-in Calendar, or
by selecting the Insert Today’s Date feature (by right-clicking on the date field).

4. Ensure that None is selected in the Contributor field (as shown below).

E Political Party: Canadian Blue Parky

Perzonnel | Profile | Contributions - Post C24 [0

— Fowe [T af 1]

D ate Aeceived Contributor

by Part:
2004-02-04

<Monesr

5. Click on the Details (| ) button or press the F4 key on your keyboard. This new window will
appear:

E Political Party: Canadian Blue Party

Perzannel | Profile | Contibutions - Post C24 [EIEEE

—Raw [1 af 1]

D ate Beceived Contributar Dretailz
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6. In the new window, enter the details for the contributor (as illustrated below).

T
Type
Contrbutor Tupe: [EERTEVE RN ~ |
|dentification
Farmily Hame: [« oodburn
Given Manme: panet
Inikialz: H
— Infarmatian
Street no.: I4E Street name: |E|m St
Suite: LCity: [Calgary
Provy: (4B vI Poztal Code: [P1EVES
Haome Tel.:
Business Tel: |
Buzinessz Tel Ext.: |
E-mail: I
k., I Cancel |

Note: For this illustration, a contributor by the name of Janet Woodburn was created. The mandatory
fields in this window are marked with an underscore.

7. Click on the OK button to save the information for the contributor. You will return to the Directed
Contributions tab page, and the newly created contributor will be illustrated (as shown below).

E Political Party: Canadian Blue Party

Personnel | Profile | Contributions - Post C24 [MEIEEE

—FRow [1 af 1]

Contributor

Date Becerved
by Part

2004-02-04

o oodburn Janet
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8. Ensure that None is selected in the Leadership Contestant field (see below).

E Political Party: Canadian Blue Party
Persornel | Profile | Contributions - Post C24 [EIEEGR MR m Transfers In

—Fow [1 of 1]

Contributor Leadership Contestant

D ate Hecemned
b Park

2004-02-04 | wWoodburn J anet

-

_I ) button or press the F8 key on your keyboard. This new window will

9. Click on the Details (

appear:
i

Type
Political Entity Type: | Leadership Contestant |
Contbutor Type: [ERETERRG, -
|dentifization

Farmily Marne: [Pobvin

Given Mame: pacques

[rikialz:

r Informatian

Street nio.: I Street name: |

SLlite; City:

Pra: - I Postal Code:

Home Tel.:

Buzinesz Tel.: |

Business Tel Ext: |

E-mail:
Electaral District; ;I

] I Cancel |

Note: The Political Entity Type field has automatically defaulted to Leadership Contestant. For this
illustration, an individual selected is Jacques Potvin. The mandatory fields in this window are

marked with an underscore.
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10. Click on the OK button to return to the Directed Contributions tab page.

o
e | Ll e ah el Y - Directed Contributions m Transfers In | By oh Expenses | Transfers Out | Unpaid Claims | Optional Expenses | Budget Toal
—FRow (1 af 1]

Date Received Contributor Details| Leadership Contestant  |Detals| Contribution Amt Directed Amt Transfered Amt
by Party <F8»

é.; 2004-02-04 | 'woodbumn Janet

Save Add Delete | %

11. Enter a contribution amount in the Contribution Amt field (as shown below).

Contnbution At

$5.000.0

12. Enter a directed amount in the Directed Amt field (see below).

Directed Amt

13. Enter a transferred amount in the Transferred Amt field (as illustrated below).

Transferred Amt

$1.000.0

14. Click on the Save button to save the directed contributions information.
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1.1.1.6.1 The Print Preview Button

1. Click on the Print Preview ( @ ) button.

2. You will be able to view the EC 20239-P2b form (Statement of Directed Contributions Received
and Transferred to a Leadership Contestant).

3. You can magnify and print this form by using the Zoom and Print buttons, as shown below.

g &

Print Zoom

4. Click on the Close (

Claze

) button to return to the Directed Contributions tab page.

[!_1—

Note: Clicking on the Exit button (" _|) closes the EFR application entirely.
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1.1.1.7 Loans

To enter financial information within the Loans tab page, complete the following steps:

1. Select the Loans tab page for the political party (as illustrated below).

E Political Party: Candian Blue Party -|EI|5|
Persorinel Contributions - Post C24 | Directed Contributions Loansw y-election Expenses 3 Out | Unpaid Claims | Optional Exp: Budget Tool
— Fiow
Date Received Lender Details Guarantor Details| Hate Principal of Loan
<FE&> <F7>
Save Add Delete I @

2. Click on the Add button. A new row will appear, as follows:

E Political Party: Candian Blue Party - |EI|1|
el Contributions - 24 | Directed Contributions [IEELH w Jp-elect lut | Unpaid Claimz | Optional Expen Budget Tool
—Row 1 of 1)
Date Received Lender Details Guarantor Detail:| Rate Principal of Loan
<F&> <F7
@ 000-00-00 | <Mores = _I <Naone» - _I iy
Save Add Delete | @
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3. Enter a date in the Date Received ficld (as shown below).

E Political Party: Canadian Blue Party

Contribwt 24 | Directed [
—Fow [1 af 1]
Date Beceived Lender Detd
<FH
@ Qa00-0o-0 Rl e = ..
.................................... ot ==
Zopy
Paste
Select All

Show Calendar,..
Insert Today's Date

Note: You can enter the date in one of three ways: manually, or by using the built-in Calendar, or by
selecting the Insert Today’s Date (by right clicking on the date field).

4. Ensure that None is selected in in the Lender field (as illustrated below).

E Political Party: Canadian Blue Parkty

Contributions - Post C24 | Direct

Ferzonnel | Profile

—Faw [1 af 1]

Lender

0000-00-00

<Mones

5. Click on the Details ( —I ) button or press the F6 key on your keyboard. This new window will
appear:
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5

Twpe

Cortibuicr Tyoc: [FRRRGRG—G—G |

| dentification

Farnily M ame:
Given Mame;

| nitials:

r Infarmation

Street nio.; I Street name:

Suite: ity

Priov: - I Postal Code;

Home Tel.:

Business Tel.: |

Buzinesz Tel Ext.: |

E -mail: |

k. I Cancel |

6. Click on the drop-down arrow next to the Contributor Type field. A list of contributor types
will appear (as shown below).

x|

Type

[ndividual
[ dertification Corparation
Family Mame: | Trade union

Given Mame: | Association

Initials; | Jther

|7 Contributor Tope: -
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7. Select the appropriate contributor type (as illustrated below).

X

Type

Contibuior Type: [ERTETERNRG—G— |

Note: For this illustration, the Contributor Type selected is Individual.

8. Complete the contributor’s Identification and Information areas (as shown below).

X
Type
Contributor Type: | Individual j
| dentification
Farnily Name: [tnderson
Given Mame: [Greg
[ritials:
— Information
Street no.; |1 200 Street name: |Bank Street
Suite: 101 Ciby: [Ottawa
Brove: [OM = | Postal Code: (K15 44
Home Tel.:
Buziness Tel: |
Business Tel Ext.: |
E -rnail: I
ITI Cancel |

Note: For this illustration, an Individual named Greg Anderson was created. Only the fields marked
with an underscore are mandatory. Mandatory fields will change based on the Contributor Type

selected.

9. Click on the OK button to return to the Loans tab page.
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10. Select a guarantor by clicking on the down arrow next to the Guarantor field (as shown
below).

[auarantar

Sullivan Jim
Smithzon Patti -
Stewart Bettina

Syndicats #1
Taylar James

Tare Denis

Tanence Louize

W'hinzom Liza

Williarnz Billy

Williamsz Wwendy

Woodburn Janet

=rE Inc. -

Note: For this illustration, the guarantor selected is Jim Sullivan.

11. Enter the amount of the loan in the Principal of Loan field (as illustrated below).

Principal of Loan

$5.000.00

12. Click on the Save button to save the information in the Loans tab page (as shown below).

E Political Party: Candian Blue Party . =] ]

ol Cantributions - Post C24 | Directed Contributions [RIERS m Ey-election Expenses | Transfers Out | Unpaid Claims | Dptional Expenses | Budget Tool
—Fow [1af1]

Date Received Lender Dietails Guaratitor Detailz| Rate Principal of Loan

<FE> <F7
— |
@s 2004-02-05 |Anderson Greg | | Sullivan Jim - | O ﬁ,DDD.DD
Save Add Delete | @
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1.1.1.7.1 The Print Preview Button

1. Click on the Print Preview ( @ ) button.

N

You will be able to view the EC 20239 —P2¢ form (Statement of Contributions Received).

3. You can magnify and print this form by using the Zoom and Print buttons, as shown below.

=3 2
Print Zoom

4.  Click on the Close (__=°**_J) button to return to the Loans tab page (as shown below).

E Political Party: Candian Blue Party - |I:||1|
Perzonnel Contributions - Post C24 | Directed Contributions [NEE w By-election Expenses | Transfers Out | Unpaid Claims | Optional Expenses | Budget T ool

— Fow 1 of 1]

Date Received Lender Details Guarantor Detailz| Rate Frincipal of Loan
<FB> <F7>
— |
? 2004-02-05 | Anderson Greg - _I Sullivan Jirm - _I il %,DDD.DD
Save Add Delete | @
Ly
o o . Exit o o o

Note: Clicking on the Exit button (__ == 1) closes the EFR application entirely.
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1.1.1.8 Transfers In

To enter information into the Transfers In tab page, complete the following steps:

1. Click on the Transfers In tab page (as shown below).

E Political Party: Candian Blue Party
ses | Transfers Out | Unpaid Claim: | Optional Expenzes | Budget Tool
Date Bolitical E ntities Dietailz Tupe Amount
<Fax
Save Add Delete | @

2. Click on the Add button. This new row will appear:

E Political Party: Candian Blue Party - | D|ﬂ

UEEERN By-election Expen a ut | Unpaid Claims | Optiahal Expel Budget Tool
—FRow (1 af 1)
Political E ntities Details Tupe Amount
<FB»
00000000 | <Maone> | Monetary

|N0te: The date entered in the Date field must be after December 31, 2003.

3. Enter the date of the transfer in the Date field.
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4. Click on the drop-down menu and select the appropriate political entity from the list (as shown
below).

E Political Party: Canadian Blue Party

Contnbutions - Pogt C24 | Directed Contibubions

Perzonnel | Profile

—Faw [1 af 1]

D ate Puolitizal E ntities

E& 2004-02-08 =

<Mones

Baker Dusty

Friends af Lary Peterzon
Lepage Lucille

Lez amies de Spkvain Lerous
Levesque Robert

Patvin Jacques

Stewart Bettina

Sullivan Jim

Note: For this illustration, the Political Entity selected is Bettina Stewart.

5. Click on the Details ( — ) button or press the F8 key on your keyboard to review the details of
the political entity (as shown below).

=i

Type

Political Entity Tope: [N e e e

Iderntification

Farmily I ame: |5 tewvaart
Given Mame: |Bettina

Initials:

— Information

Strest no.: I Strest nanme: I

Suite: ] {TR
Prow: - Fostal Code:
Horne: Tel

Business Tel.:

Business Tel Ext.:

E-mail:
Electoral Districk: - |

Ok I Cancel I

6. Ensure that the Type, Identification and Information areas have been completed with the appropriate
information.
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Note: The fields marked with an underscore are mandatory.

7. Click on the OK button. You will return to the main Transfers In tab page.

8. In the Type field, select whether the transfer is monetary or non-monetary (as shown below).

Type

kd anetary

Maon-rmonetary

M onetary

Note: For this illustration, the Type selected is Monetary.

9. Enter an amount in the Amount field (as shown below).

10. Click on the Save button to save the information (as illustrated below).

Aot

$5.000.0

E Political Party: Candian Blue Party — |EI|£|
ergonnel Contributions - Post C24 | Directed Contributions i enzes ers Out | Unpaid Claimz | Optional Expenzes | Budget Tool
—Row (1 of1)

Date Political E ntities Dietails Type Aot
<Fa
©a 2004-0206 | Stewart Betina - o | [Moretay = $000.00
Save | | Delete | @

Note: An error message will appear if the date of the transfer was entered as being prior to January 1,
2004. Any transfer that occurred prior to January 1, 2004, must be reported as a contribution. You
can add or delete additional rows by using the Add and Delete buttons.
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1.1.1.8.1 The Print Preview Button

1. Click on the Print Preview (@) button.
2. You will be able to view the EC 20239-2¢ form(Statement of Transfers Received).

3. You can magnify and print this form by using the Zoom and Print buttons, as shown below.

g | =

Frint Zoom

4.  Click on the Close (__5== ) button to return to the Transfers In tab page (see below).

UEGECENN Ey-clection Expenses | Transfers Out | Unpaid Claims | Optional Expenses | Budget Too
— Row [1 of 1]
Date Palitical E ntities Detailz Type Amount
<Fa>
= 2004-0206 | Stewart Betting - | [Moretay = B000.00
Save Add Delete | @
m_+
Note: Clicking on the Exit button (" _|) closes the EFR application entirely.
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1.1.1.9 By-election Expenses

To enter information into the By-election Expenses tab page, complete the following steps:

1. Click on the By-election Expenses tab page (as shown below).

E Political Party: Candian Blue Party - |E||5|

Contributions - Past £24 | Directed Cantributions 9 By-election Expenses m Unpaid Claime | Optional Expe Budget Tool
[rate Electoral District Category Sub-category Arnount | Dizcount | Agreed Unpaid | Disg
Paid Claim
[ Kl | i
Save | Add Delete | %
2. Click on the Add button. This new row will appear:
al Party: Candian Blue Party — IEI 1'
hel Contributions - Post C24 | Directed Contributions | Lo E o By-election Expenses w Unpaid Claims | Optional Expenses | Budget Tool
—Row[1of 1]
Date | Electoral District | Cateqory Sub-categomy Amount | Digcount | Agreed Unpaid | Disputed Unpaid
Paid Claim Claim
(& [ou0ooa =] | =] |
Save Add Delete | @
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3. Enter a date into the Date field. You can do this manually, or by using the built-in Calendar
or the Insert Today’s Date feature (by right-clicking on the date field), as shown below.

E Political Party: Candian Blue Party

—HRow [1 af 1]
Date | Electoral District

? | Q000-00-0d —1
Zuk

Copy
Paste
Select All

Show Calendar. ..
Insert Today's Dake

4. Select an electoral district by clicking on the down arrow next to the Electoral District field
(as illustrated below).

—Faw [1 af 1]

Drate Electoral District | Cateqory

E? | 10004 - Labrador ;l Advertizing - Other
10007 - Avalan

10002 - Bonavista--Esploitz

10003 - Humber--5t. Barbe--Baie Verte
10004 - Labradoar

LI* ]

10005 - Randam--Burin-5t. George's
10006 - 5t. John's Marth

Note: For this illustration, the electoral district selected is 10004 — Labrador.

5. Select a category by clicking on the down arrow next to the Category field (as shown below).

Category

Advertizing - Other w || Mail out

Advertizing - Other
Advertizing - Badio/ TV
Election surveps or other surveps o rezearch

Mizcellaneous - Other
Mizcelaneous - Refrezhments
Mizcelaneous - Worker's meals

Note: For this illustration, the category selected is Advertising — Other.
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6. Select a sub-category by clicking on the down arrow next to the Sub-category field (as shown
below).

Sub-categaory

Signs -

b ail out costz
Famphletz
|nternet costs

Mewspaper adz

—

Note: For this illustration, the sub-category selected is Signs.

7.  Enter an amount in the Amount Paid field (see below).

Aot
Paid

$5.000.0

8. Enter a discount amount in the Discount field (as shown below).

Dizcoumnt

$100.00

9. Enter the agreed unpaid claim amount in the Agreed Unpaid Claim field (as illustrated below).

Agreed Unpaid
LClairn

$250.00

10. Enter the disputed unpaid claim amount in the Disputed Unpaid Claim field (see below).

Dizputed Unpaid
Clairm

$£300.00
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11. Click on the Save button to save all the values entered in the By-election Expenses tab page
(as shown below).

E Political Party: Candian Blue Party = IEIIﬂ
Personnel Cortributions - Post C24 | Directed Contributions | Loans | Transfers |n A= Se G w Unpaid Claims | Optional Expenzes | Budget Tool
—Row [10of1]
Date Electaral District Cateqory Sub-categary Amount Dizcount | Agreed Unpaid | Disputed Unpaid
Paid Claim Claim
@ | 2004-02-06 10004 - Labradar LI Advertizing - Other Ll Signs =l $5,DDU.DE| 4100.00 $250.00 $300.00
Save Add Delete | @

Note: You can add and delete by-election expenses by clicking on the Add and Delete buttons.

1.1.1.9.1 The Print Preview Button

1. Click on the Print Preview (@ ) button.

2. You will be able to view the EC 20239-P3a form (Statement of Election Expenses).

3. You can magnify and print this form by using the Zoom and Print buttons (as shown below).

=
Print Zoom

Claze

4.  Click on the Close (| ) button to return to the By-election Expenses tab page.

m_d-

Note: Clicking on the Exit button (" |) closes the EFR application entirely.
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1.1.1.10 Transfers Out
To enter information into the Transfers Out tab page, complete the following steps:

1. Click on the Transfers Out tab page (as shown below).

E Political Party: Candian Blue Party — | Ellil
Contribution: 24 | Directed Cantributions 3 || By-election Expenses [ULELEEST w Optional Expenses | Budget Tool
Date Electoral District Political E ntities Details Type Amount
<Fax
Save Add Delete | @
2. Click on the Add button. This new row will appear:
E Political Party: Candian Blue Party - Dlil

nel | Prafile | Contributions - 24 | Directed Contributions 3 In | By-election Ex

| Transfers Out w Optianal Ex Budget Tool

Row (1 of 1]

Date Electoral District Paolitical Entities Details Type Amount
<F8x
@ [ono-00-00 - || <Nane: | | [Moretay -

3. Enter the date of the transfer into the Date field (as shown below).

—Row [1 af 1]

2004-02-06
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4. Click on the drop-down menu and select the appropriate Electoral District (as shown below).

— Faowe [T af 1]

[ ate Electoral Dizstrict Puolitizal E ntities

Ca 2004-02-06 v [ <Nones
10007 - Avalan

10002 - Bonavista-Ewxploitz

10003 - Hurnber--5t. Barbe--B aie Verte
10004 - Labrador

10005 - Randarn--Burin--5t. George's
10006 - St. John's Morth

IC

Note: For this illustration, the electoral district selected was 10001 — Avalon.

5. Click on the drop-down menu and select the appropriate political entity from the list (as illustrated
below).

—Faw [1 af 1]

Electoral Dizkrict Puolitical E ntities

2004-02-06 10007 - Avalon

Note: For this illustration, the political entity selected was Lucille Lepage.

6. Click on the Details ( ] ) button or press the F8 key on your keyboard to review the details of
the political entity (as shown below).
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E Update x|
Type
Palitical Entity Type: [{#EtalkEE
| dentificatian
Family Mame: Lepage
Gven Name: |Lucille
[ritials;
r Information
Street no.; I Street name:
Suite: City:
Prove: vI Postal Code:
Haome Tel.:
Buzineszz Tel.: I
Business Tel Ext.: |
E -mail:
Electaral Dhstrct: j
] I Cancel |

7. Ensure that the Type, Identification and Information areas have been completed with appropriate
information.

Note: For this illustration, the political entity type for Lucille Lepage was changed to Candidate.
Registered political parties cannot make transfers out to leadership or nomination contestants.

The fields marked with an underscore are mandatory.

8.  Click on the OK button. You will return to the main Transfers Out tab page.

9. Select the Type of transfer out (Monetary or Non-monetary), as indicated below.

Type

bonetary -

Mon-monetary
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10.  Enter an amount in the Amount field (as shown below).

AmoLint

$500.0

11.  Click on the Save button to save the information (as illustrated below).

E Political Party: Candian Blue Party - Dlll

Personnel | Profie | Confributions - Post C24 | Directed Contributions | Loans | Transfers In | By-election Expenses

—FRow (1 af 1)

Transfers Out w

Optional Experzes | Budget Tool

Date

r& 2004-02-06

Electaral District Palitical E ntities Details Type Amount
<F8s
10007 - Awalon w || Lepage Lucille b2 _I Monetay  w (00,00

Save

Add Dekie | B

Note: An error message will appear if the Date of the transfer was entered as being prior to January
1, 2004. You can add or delete additional rows by using the Add and Delete buttons.
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1.1.1.10.1 The Print Preview Button

4.

%

You will be able to view the EC 20239-P3b form (Statement of Transfers to a Candidate, a
Registered Association, a Leadership Contestant or a Nomination Contestant).

Click on the Print Preview ( ) button.

You can magnify and print this form by using the Zoom and Print buttons (as shown below).

g £
Print Zoom

Click on the Close (L= _|) button to return to the Transfers Out tab page (see below).

E Political Party: Candian Blue Party

Personnel Contributions - Post C24 | Directed Contributions | Loans | Transfers In | By-election Expenses [RIEEEELN w

—Roaow [1af1]

Optional Expenses | Budget Tool

=101 ]

Date Electoral District Puolitical E ntities Dietails Type Amount
<F8
(&e| 20040208 [T0001 - Awalon ~ | Lepage Lucille ~| | [Moretay - $500.0

Add Dekte | B

[!_1—

Note: Clicking on the Exit button (" _|) closes the EFR application entirely.
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1.1.1.11 Unpaid Claims

To enter information into the Unpaid Claims tab page, complete the following steps:

1. Click on the Unpaid Claims tab page (as shown below).

=lolx|

Out MUGELENENTN [ ptional Expenses | Budget Taal

Agreed

<F3: Unpaid Claim Unpaid Claim

| Date | Supplier ‘ Details

Disputed |

Save Add Delete | @

2. Click on the Add button. This new row will appear:

E Political Party: Candian Blue Party =10 x|
2 | Contributions 24 | Directed Contributions
—Row [1of 1]
Date Supplier Detailz Agreed Digputed
<F9% Unpaid Claim | Unpaid Claim
(G [ 00000000 [<None> - .|

Save Add Delete | @
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3. Enter the date of the invoice in the Date field.

4. Click on the drop-down menu and select the appropriate Supplier from the list (as shown below).

—Faw [1 af 1]

Drate Supplier Dretailz Agreed
<F3: Unpaid Claim In

(& | 20040206 o

<Mones:
BBC Corp
Anderzon Greg

FS
—

Anonymausd anonyme —

Baker Dusty

B aldwin Alec

Best Business

Cantley Jack

Coleman Cathy

Cooper Sharon

Cozther Kevin

Dedraz Estelle -

Note: For this illustration, the supplier selected is ABC Corp.

5. Click on the Details button ('_él) or press the F9 key on your keyboard to review the details of the
supplier (as shown below).

(Flupdate =i

Type

Contributor Tyoe: [ERGTERGGG—— |

Thiz iz a numbered company: I

Identification
Corporation Mame: ABC Corp
Mame of CEO:

Initials:

— Information

Strest no.: |345 Strest name: I.Jac:kson St

Suite: City: [Calgary

Prow: | AB vI Bostal Code: [F1BYGEE

Horme Tel.:

Business Tel.:

Business Tel Ext.:
E-mail: I

Ok I Cancel I
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6. Ensure that the Type, Identification and Information areas have been completed with
appropriate information.

7. Click on the OK button. You will return to the main Unpaid Claims tab page.

8. Enter an amount in the Agreed Unpaid Claim field (as shown below).

Agreed
IInpaid Claim

9. Enter an amount in the Disputed Unpaid Claim field (as illustrated below).

Dizputed
IInpaid Claim

10. Click on the Save button to save the information in the Unpaid Claims tab page (as illustrated

below).
E Paolitical Party: Candian Blue Party - |I:I|5|
Date Dietails Agreed Disputed
<F9: Unpaid Claim | Unpaid Claim
@ 20040206 $200.00 $300.00
Save Add Delete | @
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1.1.1.11.1 The Print Preview Button

1. Click on the Print Preview ( ) button.

2. You will be able to view the EC 20239-P3c form (Statement of Unpaid Claims).

3. You can magnify and print this form by using the Zoom and Print buttons (as shown below).

=

Print

Zoom

4. Click on the Close (I

E Political Party: Candian Blue Party

) button to return to the Unpaid Claims tab page (see below).

=10[x]

rofile | Cortributions - Post C24 | Directed Cantibutions | Loans | Transfers In | By-glection Expenses | Trangfers Dut (ULERBENEN (ptional Expenses | Budget Toal
—Row 1 0f 1)
Date Detailz fgreed Disputed
<F9: Unpaid Claim | Unpaid Claim
@ 2004-02-06 o $200.00 $300.00
Save Add Delete | @

m_q-

Note: Clicking on the Exit button (" _|) closes the EFR application entirely.
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1.1.1.12 Optional Expenses

To enter information into the Optional Expenses tab page, complete the following steps:

1. Click on the Optional Expenses tab page (as shown below).

E Political Party: Candian Blue Party - | Dlﬂ
| Contributions - P 4 | Directed Contributions E Hy-election EX a i+ Optional Expenses w
~FRo
Date Category Amaunt
Paid
Save Add Delete

2. Click on the Add button. This new row will appear:

E Political Party: Candian Blue Party -0l x|

| | Prafile 4 | Directed Contributions | Lo ; y-election Ex Unpaid Claims DptionalEHpensesw
—Fow [10f1]
Date | Categomy ‘ Amaunt
Paid
r& | 0000-00-00 | jl
Save Add Delete
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3. Enter a date into the Date field. You can do this manually, or by using the built-in Calendar or the
Insert Today’s Date feature (by right-clicking on the date field), as shown below.

—Faw [1 af 1]
D1 ate |
(&= | 0000-00-0d |
Cuk
Copy
Paste
Select Al

Show Calendar. ..
Insert Today's Dake

4. Select a category by clicking on the down arrow next to the Category field (as illustrated below).

—Faw [1 af 1]
Date |

@ | 2004-02-06

Category

> ]«

GO0, Advertizing - R adia

B10. Advertizing - TV

G20, Advertizing - Other [signs, brochures, ads, etc.]
630, Bank charges and interest

B40. Depreciation and amartization

G50, Donations and contibubions

Note: For this illustration, the category selected is Advertising — Radio.

5. Enter an amount in the Amount Paid field (see below).

Aot
Paid

I $1.500.00
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6. Click on the Save button to save all the entered values in the Optional Expenses tab page (as
shown below).

E Political Party: Candian Blue Party - | Dlﬂ
Perzonnel Cortributions - Post C24 | Directed Cortributions | Loars | Trarsters In | By-election Expersss | Transters Out | Unpaid Clairns [REE RGNS w
—Row [1of 1]
Date | Category Amount
Paid
@s | 20040206 |SDD. Advertizing - Radio ﬂE 1500.00
Save Add Delete

Note: You can add and delete optional expenses by clicking on the Add and Delete buttons.

1.1.1.12.1 The Print Preview Button

=
1. Click on the Print Preview (J ) button.

2. You will be able to view the EC 20239-P3a form (Statement of Election Expenses for a By-
election).

3. You can magnify and print this form by using the Zoom and Print buttons (as shown below).

g £
Frint Eoom

4.  Click on the Close (L_="=%__ll) button to return to the Optional Expenses tab page.

J:!_«t-

Note: Clicking on the Exit button (" _|) closes the EFR application entirely.
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1.1.1.13 Budget Tool

To enter information into the Budget Tool tab page, complete the following steps:

1. Click on the Budget Tool tab page (as shown below).

=l0Ix]

ontributions ; | By lioh ; npaid C Optional Ex EudgetTouIl

—Row [1 of 15)

Categary Amount Spent Budget Yariance
E00. Advertizing - Radio $1.500.00¢ .00{[$1,500.00
B10. Advertising - TV

B20. Advertizing - Other [signs, brochures, ads,
elc.]

| »

=]

E30. Bank charges and interest

E40. Depreciation and amartization

E50. Donations and contributions

EBED. Fundraiging activities

E7D. Office expenses [insurance, supplies,
subscriptions, dues, rent, utlities, maintenance
efe.]

B0, Paling

EB30. Professional services
700. Research

#10. Salaries and benefits
F20. Travel and hospitality
730, Transfers j

e lm

2. Enter the budget amounts into the Budget column (as illustrated below).

T
i Wl Budget Taol |
—Fow (15 0f 15]
Category Amount Spent Budget ‘ariance -
GO0, Advertizing - Fladio $1.500.0 $15,000.00$13.500.0
B10. Advertising - TV $14.000.00$14.000.0
Et20.] Advertizing - Other [signs, brochures, ads, $13,000.001$1:3.000.0
elc
£30. Bank charges and interast $12,000.000%12,000.0
40, Depreciation and amartization $11.000.001$11,000.0
£50. Donations and contributions $10,000.001$10.000.0
BED. Fundraizing activities $9,000.00 $9,000.0
70, Dffice expenses [insurance, supplies, $8.000.00 $2,000.0
zttf?cnpt\ons, dues, rent, utilities, maintenance
£80. Polling $7.000.00 $7.000.0
E30. Prafessional services $£,000.00 $6.000.0
700. Research $5.000.00 $5,000.0
710, Salaries and benefits 44,000,000 $4,000.0 b
720. Travel and hozpitality $3.000.00 $3.000.0
730. Transfers $2,000.000 $2,000.0 j
Save @
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3. Click on the Save button to save the values entered in the Budget Tool tab page (as shown

below).
MEIE]
el Contributions - P Jirected Contributions | Lo ; 5 ction Ex g Out | Unpaid Claims | Optional Expenses YRS |
—Row (15 of 15)
Category Amaount 5pent Budget Variance =
E00. Advertising - Fladio $1,500.000  $15.000.00 $13.500.00
610, Advertizing - TV $14,000.00 $14,000.00
Bt20.] Advertising - Other [signs, brochures, ads, $13,000.00 $13.000.00
et
E30. Bank charges and interest $12,000.00 $12,000.00
640. Depreciation and amortization $11,000.00 $11.000.00
E50. Donations and contributions $10.000.00 $70.000.00
EEQ. Fundraising activities $9.000.00 $9,000.00
670. Dffice expenses [insurance, supplies, $8.000.00 $8.000.00
subscriptions, dugs, rent, utiities, maintenance
elc.)
E80. Poling 4700000 $7.000.00
£90. Professional services $6,000.00 $6.000.00
700. Research $5,00000 $5.000.00
710. Salaries and benefits $4.000.00 $4.000.00 P
720, Travel and hospitality $3,000.00° $3.000.00
730, Translers $2.000.00 $2.000.00 ﬂ
Save | @

1.1.1.13.1 The Print Preview Button

1. Click on the Print Preview ( @) button.

2. You will be able to view the Budget Report.

3. You can magnify and print this form by using the Zoom and Print buttons, as

=

Print

Zoom

4. Click on the Close (L_="=#__l)) button to return to the Budget Tool tab page.

shown below.

m_d-

Note: Clicking on the Exit button (" _|) closes the EFR application entirely.
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Adding a New Political Party (Event Based)

1.1.1.14 New Parties

To add a new political party (based on a specific event) within the EFR application, complete the
following steps:

1. Click on the Utilities drop-down menu and select Maintain Events (as illustrated below).

E Electronic Financial Return - 1.2p (Event: Event; Date: 2004-02-05)
File Edit Wiew Entity Reports | Utilities 'Window  Help
“ :_g: = { Enable Password Protection

“hange Password
Change Lanquage

Election Leadership  Mominakion F

Import Text File of Contributions. ..

Export Data...

Maintain Events. ..
Code Tables, ..

Backup...
Restore From Backup...

2. Review the Maintain Events window (as shown below).

E Maintain Events i ]
General |
—Row [0 of 0]
| English E vent Mame French Event Mame Ewent End D ate Ewent Tupe
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3. Click on the Add button. This new row will appear:

E Maintain Events

General |

—Fow (1 of 1)

=10 ]

Ewent End Date

Event Type

Endglish Event Mame French Event Mame
@ <Mom de I'événement>

2004-02-05

= 0
Election

Save Add Delete

4. Enter the name of the event in the English Event Name field (see below).

E Mainktain Events

General |

—Row [1 of 1]

Englizh Event Hame

E& EVEMT]

Note: For this illustration, the English Event Name entered is EVENT. You can also enter a
description in the French Event Name field, if required.

5. Enter a date in the Event End Date ficld (as shown below).

Ewvent End D ate

2004-04-26

26.

Note: You can enter a date manually, or by using the built-in Calendar or the Insert Today’s Date
feature (by right-clicking on the date field). For this illustration, the date entered is 2004-04-
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6. Select the event type by clicking on the down arrow next to the Event Type field (as shown below).

Ewvent Type
Election

Election
Fizcal vear End
Contestant Leadership Contest

Contestant Momination Contest

Note: For this illustration, the Event Type selected is Election.

7. Click on the Save button to save all the information on the General tab page (as illustrated below).

0] x]
=]
Gereral |
—Fow [1 of 2]
English E vent Mame Erench Event Name Event End Date Event Type
m—
<Mom de 'evénement> 2004-04-26 Election -
IEVENT <Mom de ['Evénement: 20041211 Fizcal Year End -
Save Add Delete

8. Click on the Close (L__="**_|) button to return to the EFR main window.

9. Click on the File drop-down menu and select Change Event (as illustrated below).

EC 20208 (01/04)



Electronic Financial Returns (EFR) User Guide /| 68

E Electronic Financial |
File Edit Wiew Entity

Change Event. ..

Ezxit

10. Review the Change Event window that appears, and select the newly created event (as shown

below).

E Change Event

k.

Event Type Event Mame Event End D ate
Contestant Leadership Contest Eent name 20040212
@—)—» Election EVEMT 2004-04-26
Electian Ewent name 2004-04-26
Caontestant Mamination Contest Ewent namne 2004-04-27
Fizcal vear End EVEMT 2004-12-3
ITI Cancel

through 6) was selected.

Note: For this illustration, the Election — EVENT with a date of 2004-04-26 (as described in steps 1

11. Click on the OK button. You will return to the EFR main window (as illustrated on the

following page).
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[ Electronic Financial Return - 1.2p (Event: EYENT; Date: 2004-04-26)
File Edit View Entity Reports Utlities ‘window Help

”@amﬂAt

Election Leadership  Momination Farty Aszociation Exit

Note: The newly created Event and Event Date (in this case, EVENT and 2004-04-26) are listed at
the top of the EFR window.

12. Click on the Party icon located near the top of the EFR main window (as shown below).

Party

13. Review the list of political parties on the Personnel tab page (as illustrated below).
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E Political Party: Canadian Blue Party

(ErEral i

=1olx|

—FRow [1 af 14]
Pait Entity M arie ED Cade Agent Auditar =
@; Paolitical Party Canadian Blue Party

Paolitical Party Chiristian Heritage Party

Paolitical Party I arijuana Party

Political Party Independent

Political Party Mo Affiliation

Political Party Canadian Action

Palitizal Party Cormnmunizt

Faolitical Party Matural Law Party

Political Party Bloc Québécaiz

Paolitical Party b arxizt-Leninizt

Paolitical Party Green Party

Political Party M.D.P.

Political Party Congervative Party of Canada o

Ready

14. Select the newly created political party (in this case, the Canadian Blue Party), and click on

the Profile tab page.

Note: The Canadian Blue Party was already created. Refer to the section on Adding A New
Political Party (Fiscal Year End) on page 13.

15. Review the Profile tab page (as shown below).

E Political Party: Canadian Blue Party
g = Ej === O ERETEES EER =) ele]

EC 20208 (01/04)

Tupe Fielationship:
F'Dlltlc:‘-al En.tlt_l,l Tupe: |F'D|It|c:a| Party ;I - <F2>:m _I
B el D & Auditor <F3>:|<N0ne> ;I _I
|dentification:
Mame: [Canadian Blue Party
 Infarmation
Street no.: |1 Street narme: IBIue St
Suite: City: |Qttawa
Brow: |OM + | Postal Code: [K2E 6J3
Home Tel.:
Buginess Tel:
Business Tel Ext.: I
E-mnail: I
Save Add I Delete | @

~=1al |
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Note: The Type area contains a Political Entity Type and Confirmation Date fields. You cannot edit
these fields.

16. Ensure that the Identification, Information and Relationships arcas have been completed.

Note: For this illustration, a new agent and auditor will be created.

17. Click on the details button next to the Agent field, or press the F2 key on your keyboard.
18. Review the new window (as illustrated below).

x

Type

Contrbutor Tope: NN

|dentification

Farmly M ame:
Given Marme:

[ritialz:

— | nformation

Street no.; I Street name:

Suite: Cliby:

Prow: - I Postal Code:

Hame Tel.:

Business Tel.: |

Business Tel Ext.: |

E -mail: I

Qk I Cancel |

19. Complete the Type, Identification and Information areas in this window (see following
illustration).

Note: For this illustration, a new agent by the name of John Smith was created.
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i

Type
Contributor Tope: | | ndividual ;l
| dentification
Farmily Mame: |Smith
Given Mame: Haokin
| rifialz:
r Infarmation
Street fio.; |1 Street name: Ifl'-.lbert Street
Suike: Ciby: |Ottawa
Prove: [OM vI Postal Code: (1 488
Haome Tel.:
Business Tel.: I
Business Tel Ext: |
E-mail: |
k. I Caricel |

20. Click on the OK button to return to the Profile tab page

21. Click on the details button next to the Auditor field, or press the F3 key on your keyboard.

22. Review the new window (as shown below).

Type
Contiibutor Tupe: [RGG—GG——GGG ~ |

Identification
Family Mame:

Given Mame:
Iritials

— Information
Street no.: I Street name: I
Cikyr:

Suite:
Proe: vI Po=ztal Code:
Home Tel:

Business Tel.:

Business Tel Ext.:
E -rnail: I

Ok I Cancel I
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23. Complete the Type, Identification and Information areas in this window.

Note: For this illustration, a new auditor by the name of Jane Smithson was created.

X

Type

Contributor Tepe: | [ndividual LI

|dentification

Farmily Mame: |5 mithizon
Given Mame: | ane

| rikials;

r Infarmation

Street nio.: |45 Street name: Ifl'-.lbert Street

Suiter Ciby: |Otkawa

Prove: [ OM vI Postal Code: (.1 488

Haome Tel.:

Busineszz Tel.: I

Business Tel Ext.: |

E -rmnail: |

] I Cancel |

24. Click on the OK button to return to the Profile tab page (as shown below).

E Political Party: Canadian Blue Party
=1 =t L5l r: A el =y i) E) AT =3 AL |

- Profile |EERErE ElE

Relationships

Type:
F'D|ItIC‘.3| En.tlty Type: |F'0I|t|c:a| Party LI Agent <Fzs: [T
Canfirmation Crate: Auditor <F32: | Smithson Jane

ldentificaticr

Mame: IEanadlan Blue Party

I nformnatioe:

Street no.: |1 Street name: IBIue St
Suite: I Lty [Ottawa

Prow: IDN vl Postal Code: [K2E B2
Home Tel.:
Buziness Tel.:

Business Tel Ext.:

E -mail: I

Save I Add | Delete | @

=]
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25. Click on the Save button to save the entered information in the Profile tab page. All the other
tab pages will become highlighted in white (as shown below).

E Poliical Party: Candian Blue Party -0x

Limtion of Election Expenses | General Electon Expenses | Unpaid Clams | Budge Tool

=T = Palzhonchin

26. Click on the Print Preview ( : ) button.

27. Review the EC 20240-P1 form for the newly created political party.

=]
28. Click on the Print (" Fri* ) button to print the EC 20240-P1 form.

29. This new window will appear, prompting you about the paper size for your printer.

The form you have requested to print requires legal size paper [3.5:14 inchesz). If your printer
supports thiz zize of paper then please click the OF buttan ta continue,

[f wour printer dogs not zuppart legal zize paper then vou must create a POF file of pour farm,. ou
may then open the POF file in Adobe Acrobat and print pour form to 8.5411 inch paper.

Pleaze click the Cancel buttan if wour printer does naot support legal zize paper.

[T Dorot show me this message again

Cancel |

30. Click on the OK button to start the print job on your computer.

31. You can enlarge the view of the form by clicking on the Zoom button (as illustrated below).
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32.

33.

34.

35.

x|

— Presview

-

EC20240-F1 (12403]

Park's il x@me - Nom completos part

Percent: SECTION A - PARTY"S IMFORMATION -

Select the appropriate magnification to enlarge the view of the

form.

Once you have selected the appropriate magnification, click on the Apply button, then on the
OK button, to examine the re-sized view of the EC 20240-P1 form.

Click on the Close button to return to the Profile tab page.

To close the EFR application entirely, click on the Exit button.

Entering Financial Information (Event Based Method)

1.1.1.15 Limitation of Election Expenses

To enter financial information within the Limitation of Election Expenses tab page, complete the

following steps:

1. Click on the Limitation of Election Expenses tab page (as shown below).

E Political Party: Candian Blue Party
ers enses | Unpaid Claims | Budaget Tool

=15

i Row [1 af 6]
Description Amount

ﬁs 1 Mumber of electoral disticts in which there was an official candidate endorsed by the registered party .00
2 Mumber of names on the preliminary list of electors in the electaral districts included in item 1 above .00
3 |Mumber of names on the revized list of electors in the electoral disticts initem 1 above 0.00
4 |Mumber of hames in item 2 or 3, whichever is greater, multiplied by $0.70
5 Inflation adjustment factor publizhed by the Chief Electoral Officer 0.04
=] Indexed limit of election expenszes: item 4 multiplied by item 5

Save | E
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2. For the Number of electoral districts in which there was an official candidate endorsed by the
registered pa, enter an amount in the Amount field (as illustrated below).

Row [1 of B

(T

Humber of electoral districts in which there was an official candidate endorsed by the registered pa

3. For the Number of names on the preliminary list of electors in the electoral districts included in
item 1 above, enter an amount in the Amount field (as shown below).

&

¢ |Number of names on the preliminary hst of electors in the electoral districts included initem 1 ab

4. For the Number of names on the revised list of electors in the electoral districts in item 1 above,
enter an amount in the Amount field (as shown below).

T

3 |Number of names on the revised ist of electors in the electoral districts in item 1 above

5. Click on the Save button to save the entered information on the Limitation of Election Expenses

tab page. The remaining rows will automatically be calculated (as shown below).

E Political Party: Candian Blue Party

g [m]

—FRow [3 of 6]
D escription Amount
1 |Mumber of electoral districts in which there was an official candidate endorsed by the reqistered party 20.0
2 |Mumber of names on the preliminary list of electors in the electoral districts included in item 1 above 500.0
@» 3 |Mumber of names on the revised list of electors in the electoral districts in item 1 above hSDD
4 |Mumber of names in item 2 or 3, whichever is greater, multiplied by $0.70 $350.0
5 |Inflation adjustment factar published by the Chief Electaral Officer 0.04
E |Indexed limit of election expenzes; item 4 multiplied by item 5 $14.0

Save | @

1.1.1.15.1 The Print Preview Button

1. Click on the Print Preview (%) button.
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2. You will be able to view the EC 20240-P2 form (Statement of General Election Expenses).

3. You can magnify and print this form using the Zoom and Print buttons (as shown below).

g £
Print Zoom
0
4. Click on the Close (__%*=== 1) button to return to the Limitation of Election Expenses tab

page.

m_d-

Note: Clicking on the Exit button (.5 _|) closes the EFR application entirely.

1.1.1.16 General Election Expenses

To enter financial information within the General Election Expenses tab page, complete the following

steps:

1. Click on the General Election Expenses tab page (as illustrated below).

E Political Party: Candian Blue Party
y TR General Election Expenses w Budget Taal

=loix|

Agreed Unpaid

| Cateqon Amount | Discount
Claim

Paid

— Row [0 of 0]
Dizputed Unpaid
Claim

Save Add Delete | @

2. Click on the Add button. This new row will appear:

E Political Party: Candian Blue Party

=10l ]

Personnel TR e General Election Expenses w Budget Toal
—FRow[1of 1]
Cateqary Amount Dizcount | Agreed Unpaid | Disputed Unpaid
Paid Claim Clairn

(2 [ | [
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3. Select a category by clicking on the down arrow next to the Category field (as shown below).

—FRow [1 af 1]

‘ Cateqory ArnoLnk
Faid

(&

Advertizing - Other
Advertizing - Badiod/Tw
Election surveys or other surveys or rezearch

Leader's tour [net)
M ational office expenzes
Others

Note: For this illustration, the Category selected is Advertising — Other.

4. Enter an amount in the Amount Paid field (as shown below).

E Political Party: Candian Blue Party

Fersonnel | Profile | Limitation of Election Expenses [MEEEERSERED
— Fow [T af 1]
‘ Cateqory Ao
Paid

@ |.ﬁ.dvertising - Other ;l $9,000.0

5. Enter a discount amount in the Discount field (see below).

Digcount

| $500.00

6. Enter an amount in the Agreed Unpaid Claim field (as shown below).

Agreed Unpaid
Clairmn

$400.00

7. Enter an amount in the Disputed Unpaid Claim field (as illustrated below).
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Digputed Unpaid
Claim

i $300.00

8. Click on the Save button to save the entered information on the General Election Expenses tab
page (refer to the following illustration).

E Political Party: Candian Blue Party

=lolx|

EX— I A e e e General Election Expenses w Budget Taol
—Fow [1af1]
‘ Cateqgorny Amount | Discount | Agreed Unpaid | Disputed Unpaid
Paid Claim Claim
Eﬁf’ | verising - Other =] 900000 $500.00 $400.00 [2o0.00
Save Add Delete | @

1.1.1.16.1 The Print Preview Button

1. Click on the Print Preview (%) button.
2. You will be able to view the EC 20240-P2 form (Statement of General Election Expenses).

3. You can magnify and print this form by using the Zoom and Print buttons, as shown below.

g =
Print Zoom

4. Click on the Close button (L_5***__J) to return to the General Election Expenses tab page.

m_d-

Note: Clicking on the Exit button (. 5" _|) closes the EFR application entirely.
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1.1.1.17 Unpaid Claims

To enter financial information in the Unpaid Claims tab page, complete the following steps:

1. Click on the Unpaid Claims tab page (as illustrated below).

weral Election Budgst Tool

| el i

2. Click on the Add button. This new row will appear:
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E Political Party: Candian Blue Party

Persarinel Limitation of Election Expenses | General Election Expenses [UETMEE w

Row 1 of 1)
Date Supplier Details Agreed Digputed
<F9: Unpaid Clam | Unpaid Claim
(& | 00000000 [<None> - |

Save Add Delete | @

3. Enter a date in the Date field. You can do this manually, or by using the built-in Calendar or
the Insert Today’s Date feature (by right-clicking on the date field), as illustrated below.

—Roaw [1 af 1]

Copy
Paste

Select Al

Show Calendar, .
Insert Taday's Date

4. Click on the drop-down arrow next to the Supplier field, and select the appropriate supplier
from the list (as shown below).
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—Faw [1 af 1]

D1 ate Supplier Dretailz Agreed
<F3 IInpaid Claim 1

(& | 200402103 M

<Mones -
ABC Corp
Anderzon Greg

Anorymouzdanonyme

Baker Dusty
Baldwin Alec
Best Business
Cantley Jack
Coleman Cathy
Cooper Sharon
Cozther Kevin

Degras Ezstelle -

Note: For this illustration, the Supplier selected is ABC Corp.

5. Click on the Details ( ) button, or press the F9 key on your keyboard, to review the details
of the supplier (as shown on the following page).

]

Type

Contibutor Tuoe: ETNGEIRGRG—_ - |

Thiz iz a numbered company: l-

| dentificatior
Corporation Mame: (&BC Corp
Mame of CEO:

Initialz:

- Infarmation

Street no.: I345 Street narme: Fackson St

Suite: City: |Calgary

Provw: | AR vl Postal Code: [P1B7GS

Home Tel:

Business Tel:

Business Tel Ext.:

E-mail: I

ok I Cancel I

6. Ensure that the Type, Identification and Information areas have been completed with
appropriate information.

7. Click on the OK button. You will return to the main Unpaid Claims tab page.

8. Enter an amount in the Agreed Unpaid Claim field (as shown below).
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Agreed
[Inpaid Claim

9. Enter an amount in the Disputed Unpaid Claim field (as illustrated below).

Dizputed
[Inpaid Claim

10. Click on the Save button to save the information on the Unpaid Claims tab page (as shown
below).

E Political Party: Candian Blue Party o IDIﬂ
Unpaid Claims w

Personnel | Profile

Limitation of Election Expenses | General Election Expenses

—Row [1of1)
Date Supplier Details Agreed Disputed
<F9> Unpaid Claim | Unpaid Claim
@ 20040209 [ABC Corp - .| $200.00 F300.00)

Save Add Delete | @

Note: You can add and delete unpaid claim expenses by clicking on the Add and Delete buttons

1.1.1.17.1 The Print Preview Button

1. Click on the Print Preview (%) button.
2. You will be able to view the EC 20240-P3 form (Statement of Unpaid Claims).

3. You can magnify and print this form using the Zoom and Print buttons (as shown below).

g £

Prink Zoom
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4.  Click on the Close ( cles ) button to return to the Unpaid Claims tab page.

m_d-

Note: Clicking on the Exit button (__®" _|) closes the EFR application entirely.

1.1.1.18 Budget Tool
To enter financial information within the Budget Tool tab page, complete the following steps:

1. Click on the Budget Tool tab page (as illustrated below).

I
rofile | Limitation of Electio General Election Ex ek Budget Tool |
—Row 1 of 9]
Category Amount Spent Budget “ariance
Advertizing - B adio/ T |00
Advertizing - Other $3,000.00) [$3,000.00

Election surwveyps ar other surveps or research

Mational office expenses

Frafessional services

Leader's tour [net]

Travel [ather than leader's taur)

Salaries and wages
Others

Save | @

2. Enter the budget amounts in the Budget column (as illustrated below).
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el | Profile | Limitation of Election Expenses | General Election Expenses | Unpz 8 BUdQEtTW'l

~Row (309
Category Amount Spent Budget Variance
Advertising - Radio/ TV $20,000.00 $20,000.00
Advertising - Other $3.00000  $19,000.00 $10,000.00
Election surveys or ather surveys or iesearch 418,000,001 $18,000.00
National office expenses 417,000,001 $17,000.00
Professional services $16,000.00 $16.000.00
Leader's tour [het] 415,000,001 $15,000.00
Travel [ather than leader's taur] 414,000,001 $14,000.00
Salaries and wages $13,000.00 $1:3,000.00
Others $12.000.00$12,000.00

E

3. Click on the Save button to save the values entered on the Budget Tool tab page (as shown
below).

n Blue Party

=10Ix]

el | Profile | Limitation of Election E General Election Ex

—Row [3of 3)
Categary Amaunt Spent Budget Yarance
Advertizing - Radio/TV $20,000.00 $20,000.00
Advertizing - Other $3.00000  $19.000.00 $10,000.00
Election surveys or other surveps or iesearch $18,000.00 418,000,000
Mational affice expenses 417.000.00417.000.00
Professional services $16,000.00 $16,000.00
Leader's tour [net) $15,000.00415,000.00
Travel [other than leader's tour) $14,000.00$14,000.00
Salaries and wages $13,000.00 $13.000.00
Others $12,000.00 $12,000.00

1.1.1.18.1 The Print Preview Button

1.  Click on the Print Preview ( @) button.

2. You will be able to view the Budget Report.
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3. You can magnify and print this form by using the Zoom and Print buttons, as shown
below.

g &£

Print Zoom

4. Click on the Close (L_=°** ) button to return to the Budget Tool tab page.

m_d-

Note: Clicking on the Exit button (" _|) closes the EFR application entirely.
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