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Online reporting in CERS is required for all candidates and committees. CERS is a user-friendly system that aids in tracking things like total-to-date,
contribution limits, and other required reporting information. Montana's campaign finance laws ensure that the public can engage with a transparent
reporting of money in elections. Candidates and committees ensure transparency in Montana's democratic processes by periodically filing legally-required
campaign finance information as campaign finance reports. It is the candidate’s and committee’s responsibility and obligation to understand and comply
with all Montana campaign finance laws.

If at any time you need assistance, feel free to contact the Office of Political Practices. The office can be reached at (406) 444-2942 or at cpphelp@mt.gov.
Reporting calendars and other helpful information is available on the website at www.politicalpractices.mt.gov.

Good luck with your campaigns!

TIP: Don't use your browser 'back’ or ‘forward' buttons to move among pages. Use the buttons you will find within the service to ensure the process
completes properly.

TIP: CERS will perform best in Google Chrome, Firefox, or Edge browsers. Safari is preferred for Mac users. Internet Explorer does not function as highly and
should be aveided when using CERS.
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1209 & Avenue, Helena
(406) 4444270
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Introduction to the Campaign Electronic Reporting System

What is the Campaign Electronic Reporting System (CERS)?

Online reporting in CERS is reeuiffor all candidates and committe€s3-37-225, MCA) CERS is a user
friendly system that helps candidates and committees disclose arattrépe money they receive anspend
to support oroppose candidates and bal issues.

Montana's campaign finance laws ensure that the public can engage with a transparent reporting of money i
elections.Eachcampaign finance repofiled in CERS jmiblicly availableand searchablé¢data is not public

until the reportisfilegd / I yYRARF G0S& FyR O2YYAGGSSA SyadzaNB NI
by filing legallyrequired campaign finance report€ampaigrfinance reports are reviewed by th@ffice of

Political Practicegl3-37-121[1], MCA.

COPRCompliance Specialists are availafiliétime during work hours (80 a.m. to 5:00 p.m., Monday-Friday)
to providecampaign finance reportingupportto candidates and committees

Who must use CERSRegisteras a Candidatend DiscloseéCampaignFnanceReporting?

In accordance witi3-37-225and226 MCA all candidategstatewide, state districtcounty, municipal, and
school candidateghust:

1. File all forms electronicalip the Campaign Electronic Reporting System (CERS).
2. All candidates will follow the same reporting schedule (Sedrilgating Calendarsvebpage for
report periods and report due dates).

To regiser, all candidates must first create a CERS account. Then, the candidatilerai§tatement of
Candidate. This same account will be used to ecéenpaign finance reports.

Craating a CERS account dilithg a Statement of Candidate is detailed below,iart 1.

BEST PRACTICES REMINDHEROffte of the Commissioner of Political Practices strongly recommends tl
candidates run every campaign expenditure out of their campaign bank account.

I Best practices would be for candidat®sobtain a debit card attached to the campaign bank account
usefor all campaign expenditures. Exclusive use of a debit card connected to the campaign bank g
when making campaign expenditures ensures thahgaign funds are utilized and simpi reporting
requirements for the candidate.

9 Exclusive use of a carmign debit card also reduces the chances that a candidate would need to pro
personal banking records or other personal financial informatiorheo@OPP in the event a campaign
financS O2YLX I Ayd A& FAE{SR® [ A YA Burt odizinds fo’ camphaignO |
purposes is allowable if the activity is properly reported and disclosed by the candidate.
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Part 1: File a%atementof Candidaten CERS

Step 1:/Access the CERS system

ONLINE SERVICES REPORTING CONTRIBUTION LIMITS BALLOT cou.u:cnou
CALENDARS

ACCESS CERS TO ENTER

T\ AT AN N /T

AND VIEW CAMPAIGNE
—ZFINANCE DATAS] %

Practice's
site!

Comminsioner Jeft Manga:

ACCESS CERS
HARD C]F‘ SFIR{N

COMPLAINT DOCKET

Fax: 406-444-1643
! Emait: cpphei;
“

Access CERS through the COPP's homepage

What is ePassiNew users should notihat the Campaigtlectronic Reporting Systeil@ERHs astandalone system

that isdirectly administered by the Office of Political Practices. To access CERS, ylmgimugia ePass Montana

ePass is a State of Montana application that is not uniqubeadCOPP but issed as a portal to access a variety of
statewide resources. Whilasers must use ePass to log into CERS, the two systems are different. Whereas CERS is
administered directly by the COPP, ePass is not.

Each candidate musbg into theirePass account to aess CER$0 access the CERS system:

1. +AaA0 0KS /whw.goliéalpracteesim.do®i the homepage, click the red Access CERS button
above the Contact Us information on thigint side.

2. Fromthe CERS dashboard, select 8ign In (with arrowicon. This wli take you to the ePass Montana login

3. Access CERS via ePass:
i If you already have an active ePass Montana accoimt may log in using that username and
password
1 If you do notalready have an active ePass accountamnot remember your login infornian, Click
the Login button. From theregPass gives you the option to create a new account (SeleheUser
section on the ePass home page).
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1 If you have trouble accesgjryour e a a

I OO02dzyils 2NJ R2 y2i NBYSYo:

password, youan reset the username or password through ePass itself. The COPP cannot assist yol
with resetting an ePass account username or password or retrieving an existing usernaassword

you have forgotten.

Existing User

Username:

Password:

our username

Create an ePass Montana account by selecting the button

below:
Create an Account

4. After you successfully login via ePass, youautibmatically be redirected back the CER8ashboardIf you
are experiencing difficulty logging in to ePass or are nalirected to the CERS dashboard after loggito in

ePassplease contact the COPP for assistance.

5. To register a new candidate orropaign for a new electiormake sure you have selected the Candidates tab,
and thenclick Add\New Registration(See image below)

Display 5 v | records

Candidate Name $ Year $ Staws * (3 Address

No data available in table

Showing 0 to 0 of 0 entries

Candidate List

Search

Campaign ¢ Office $  County

Candidate andreasurer Guide to CERS
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Step 2Determineif Your Candidite NameAlreadyExists in CERB Needed,RegisterName

Beforeyoucanaddane@AA AG NI A2y > GKS /9w{ &2aGSY NIBITdis NB &
search avoids duplicate entries for the same candidate for a single electiorifybarcandidate has previously
filed a Statement of Candidate CERSorrectly searchig and finding their nameill auto-populatepreviously
entered information (e.g. candidate and treasupemtact and mailing information).

Regardless of whether you reever filed a Statement of Candidate in CERS, you muststearthe candidate
name.To search:

1. CAff 2dzi G§KS OGandfiRtndried SQa f+Fad yrYS

2. Then, click the Search Candidate button.

Middle Initia County

Election Year Political Party

3. Ifthe candidatepreviouslyregisteredin the CERS sysh for aprior election yeay selectthat candidate
by clicking the box to the left diie prior registration for that candidateand select the Add New
Registratioricon. Continue to Step §ageb).

4. LT GKS Ol YRARI (i S& the oyirrenelectiBrRy&ad, thad @ears thdrtlde candidate has
already registered in the CERS systentHat currentelection yearlf this is the caselease contact the
COPRor assistanceccessing the existimccountinsteadof creating a secongrofile.

5. IftheO y R A Ramei ddahat come upfrom a searchclick Add New Registratita add a new
registration for that candidate for the current election ye@ontinue to Step 8age 6)

Candidate andreasurer Guide to CERS Page/



Step 3Enterin CandidateCampaigninformation

1. Click the upper dropdowoptionfrom the Statement of Candidate foremd select youCampaign Type
(City, CountySchool, State District, or Statewide)
a. Are you uncertain whichspecificoffice you will run for? Read about your optidios filingas an
exploratory candidatdere.

2. Fill outall information in the Candidate Information sectidiny field with an *asterisk* is equired field
that must have data entered.
a. Inthefieldd h F FA OA I £ OI Y LJtha &nil aBdvebslefiterdd RilRrd:Bive adiifications
about filed campaigfinance reports. This email address will also receive communications from the
Office of Blitical Practices (e.g. with report reminders, trainingportunities, etc.).
b. City, county, andchool candidates muselect whether their campaign wilvea combned total
of contributions and expendituresf $500 or moren the Affidavit of Reportingstatussection. Select
option B box for campaigns that Wipendandreceive under $500 combined, option C for
campaigns that will spenandreceive over $500 cobined (Statewide and State District candidates
will not see this field).
c. Forinformationabout campaign bank requirements, clioére.

3. Fill ou information inthe Campaign Treasurénformation section.

a. A treasurer must be appointed and certified on the Statement of Candidate form. Candidates can
appoint themselves to beheir own treasurers. If there are changes, an amended candidate
statement(G1 or G1A fam) must be submitted within 5 days.

b. Treasurers are responsible for depositing and disbursing funds and keeping accurate accounts. Th
treasurerand deputy treasurerr@ the onlypeopleauthorized to make deposits or draw checks on
the campign account.

c. Often candidates appoint themselves @isher treasurer odeputy treasurer so they have access to
their campaign accounts.

4. If relevant to your campaign, fill out theeputy Treasurer Information section. Not all campaigns will have a
DeputyTreasurerYoug A f f ySSR (2 &aStSO0 (GKS LJzNLX S ! RR 0 dz
and click Submit.

5. When all candidate information is entered, select Savénatiiottom of the page.

6. Verify all candidate information is correctylu need to makedits, click the Edit Information button,
update info, and then click Save.

7. Certify all information is true by clicking tiertificationbox at the bottom of the pge.
8. Select Submit and File.

9. You will now receive an email verifyipgur successfdlling to the email address you provided.
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10. You have the option to file BormG3 (Code of Fair Campaign PracticdesCER3\ny candidate who desires
to subscribe tdhe Code of Fair Campaign Practices may file a FeBnSigning the form is voluntg and a
failure or refusal to sign is not a violation of election law.

11. You willnow be able to navigate back to yoGERS homepagErom this page, you can:
Addanew registrationor campaign finance repqrt

Viewyour registration,

Amendyour candidate statemenbr a campaigrinance report

Fileand vew C3, and

Createfinance repors (Finance Reports)

®oo0oTo

Step4: How to Updat@ Statement of Candidate

lfany2 T G KS Ay T2 N)YI (statémént &f gandidat€hbngeR, Ahigandidat® ust file an amended
Statement ofCandidate that providethe new information within five days aftehe changeoccurs(13-37-204,
MCA 44.11.303(2), ARM

You candidate registration mst be updated in CERS if any of the below inforomathanges:

1 The campaign type,

1 Candidatetreasurer, or deputy treasuraontact information (address, email, phe number, etc.),
1 Political partyand

M Bank information

¢2 FYSYR | OFgoRARIFGSQa NBIAAGNT

=

Navigate tothe/ 9 w{ Q K Zani®gidlvia &Pass Montana
Check the bonextti 2 G KS OF vy BAdRett thérQurenyelistr&ion ancclick Amend Rgistration.

n

(0 oo Il oo B e [l vl D

3. 9RAUO YR FYSYR (KS NBfS@lIyd AyTaiNarelClckSaye. Ay (KS
Finally check andcertify that the registration information is true, complete, and correct, and then select
Submit and File to save the update

»
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Part 2: Createa Campaign Finance Report

Selecthe Campaign Finance Report Typ®& (€ G7, G7E and Set the Reporting Period

Once logged into CERS, candidates can easily file campaign financial f@igkirtee Access My Accounts
button on theWelcome page (see below).

g Campaign Electronic Reporting System Sign Our B | {&8]

@8 Dashboard # Welcome &, ePass Home 1 \Version
[ Candidate Y . . - )

Welcome to the Campaign Electronic Reporting System Dashboard » vou are nowlogged in
[ Commitee e

@ State of Montana v ~ CERS for Candidates and Committees

Online reporting in CERS is required for all candidates and committees. CERS is a user-friendly system that aids in tracking things like total-to-date,
contribution limits, and other required reporting information. Montana's campaign finance laws ensure that the public can engage with a
transparent reporting of meney in elections. Candidates and committees ensure transparency in Montana's democratic processes by periodically
filing legally-required campaign finance information as campaign finance reports. It is the candidate's and committee’s responsibility and obligation
to understand and comply with all Montana campaign finance laws.

If at any time
cpphelp@mt

1 need assistance, feel fres to contact the Office of Political Practices. The office can be reached at (4
. Reporting calendars and other helpful information is available on the website at www.politicalp

6) 444-2042 or at

Good luck with your campaigns!

TIP: Don't use your browser "back’ or 'forward’ buttons to move among pages. Use the buttons you will find within the service to ensure the process
completes properly.

TIP: CERS will perform best in Google Chrome, Firefox, or Edge browsers. Safari is preferred for Mac users. Internet Explorer does not function as
highly and should be avoided when using CERS.

Contribution Search | - please Select - v

Expenditure Search | - please Select - v

CERS TIPS:

1. A new campaign finance report cannot be created if armeport has a status of
WYt SYRAYIDQ

2. Finance reports can be amerdiat any time after they have been successfully
filed (See Part 9 for details on amending reports).

3. Campaign finance di@ can be entered at any time. Data is not public until a rep
hasbeen filed.

Select the candidate campaign accounyt checking thdox next to therelevantelection yeamand select the
Fnance Reports button.

_______

© Add New Registration ‘ B View Registration ' # Amend Registration ' [ Finance Reports |

Candidate andreasurer Guide to CERS Page



From the following pageselectthe relevant campaign finance report to adéidd New C5 Add New C7or Add
New C7E)

1 Form G5 details all contributions received and expdandes made by a campaign during a specific
time frame and must be filed periodically by all candidates whbreceive or spend a total of $500 or
more for their ampaign(13-37-226, MCA

1 Form G7, the Notice of PréElections Contributions, nst be filed by any candidate who receives $100
or more fom a single source between the 16th day before an election and the date of the election (fo
both primary and general elections) and must be filed within business days after receipt of a
contribution of $100 or morg13-37-226,MCA.

I Form G7E, the Notice of PrElection Expenditures, must be filed by any candidate who makes a
campaign expenditure or incurs a debt of $100 or more betwne 17th day before an election (for
both primary and general elections) and the day &f glection must. Form-ZE must be filed within
two business days of the expenditure being made or thbtdeing incurred3-37-226, MCA

1 Other Campaign Finance Reports such as tieRDsiness Disclosure and the pekction 8, G118,
and G118C forms must be filed as paper copies. Refergnsevebpagdor more details.

After creating a new finance repqrselect the date rangthe report will coverby usingthe dropdown calendar
option (see image below)

Contributions Expenditures C sy Mo Tu We Th Fr sa File

Individuals Committee Fun n

Entity Electior 19 20 21 22 23 24 25 1} Cash/Ch In-Kind Value In-Kind Total to Date
Type eck Description
I L s -

This time period must mior the reporting periods as defined ontiten t t Q& NI LFheé\tiina peabd LI =
covered by the repdrincludes up to the fifth day before the due date of the appropriate report. All accounts
mug be current up to the fifth day before the report due date.

Candidate andreasurer Guide to CERS
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Navigaé Tab Options in CERS (Eagntributions, Expenditures, Debts, Paymeets.)

Campaign finance informatioris entered intothe CERS systelny candidate®r treasurers vidhe following tabs
(the functions and purpose ofiehtab are detailed in Part hrough Part):

Reporting Period *From | 01/01/2020 2 *To | 03/15/2020 AES N

[

Contributions Expenditures Debrs Payments Summary File Help

ndividuals Committee Fundraiser Refunds, Erc Loan Self | Help

Entity Election Type Occupation Employer Date Cash/Check In-Kind Value In-Kind Description Total to Date
Amount

Add ¢ Edit [i] Delete Page of 0| > )[2]|5 M No records to view

1. Contributions
By law 13-1-101(9), MCAI O2y (i NR o dziA2y Aa RSTAYSR & | &>
value to support or oppose a candidate or ballotiEsS ®¢ L F 'y AY RA JAdRatded >
entity provides a campaign with money or goods or services of value for fraeaaeduced rate in
an effort to support your candidacy, that would be considered a contribution. In the Contributions
tab, report contributions received from 1) indduals, 2) committees, 3) fundraisers, 4) refunds, etc.,
4) loans, and 5) candidate coittations (contributions made personally by the candidate).

2. Expenditures (Expenses)
By law 13-1-101 (17) (a), MOAan expenditure is d&fy SR & & LJzZNOKI aS3z L
loan, advance, promise, pledge, or gift of money or anything of value madedydidate or
political committee to suppdli 2 NJ 2LJJ24S | OFYRARIGS 2NJ ol f ¢
disclosed irthe Exgnditures tab. An expenditure is any money a campaign spends in support of tha

candidate. There are a few exceptions tlatnot need to be reportedl3-1-101(18) (b), MCA

3. Debts
A candidate must report the full name and mailing address of each personitr enwhom the
campaign owes a debt onfincial obligation. Debt details must include: the amount, the date the
debt or obligationwas contracted, anthe purpose of the debt or contracted obligation. If the exact
amount is unknown at the time of filinghe estimated debt amount must be repodé44.11.506

ARM.

4. Payments
A candidate must report information aboatlLJ- @ YSy 4a YIRS 2y GKS OF YL
or loans in the Paymentsib. In this tab, previouslyeported debts or loans can be selected to
record payments.
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5. Summary
The Summary tab keeasrunning total of money received and spent by the campaign during the
current reporting period. The summary deftai G KS OF YLI A3y Q& ol yl ol f
reporting period, all reported contributions received by the campaign, total campaign sgpeand
the ending bank balance for both the primary and general election accounts.

6. File
The File tab is whertie final steps of filing a campaign finance reqgre completed. To file a
report, check the box to certify that all informationis coriect YR G KSy Of A 01 @K
button.

7. Help

Help tabs are available at both the main tab and subtabl&e\Reference these for tab overviews,
tips, andlinks to resources and Montana campaign finance law.

Candidate andreasurer Guide to CERS Pageld



Part3: Add Contributions in CERS

Types of Contributions

Contributions can come fronindividualscommittees (political committees, political action committees (PACs), and
political party committes), andthe candidate.

Gontributions limitsexist for both a primary and general electiand apply to all contributions received from

committees or individuals (candidate contributiorstheir own campaign are exempt from contribution linits

If a candidate does not have &irpary election, they can receive contributioaslyfor the geneal election.
Referencdhis linkfor information on bank requirements if a candidanay have both a primary and a general

election.

All contributions are entered into CERS unither Contributions parent (main) tab. A contribution will be entered in
the below subtabs basl on the contribution type.

Expenditures Debes Payments Summary File

Committee | | Fundraiser | |Refunds, Etc| || Loan | [Self | Hely

1.

IndividualContributions

QYUiNROodziA2zya NBOSAOSR FNRBY AYRAGDARdzZ fa Yuiohi 0°
details must include whether the contribution is designated for the primary or general@bettie date

the contribution was receivednformation about the individual (name, address, employer and occupation
are all required for individuals who cwibute $35 or more), and whether it was a monetary okind
contribution. All inkind contributbns must include a description of the sgdacitems or services received

by the campaign.

** |ndividual contribution limit@apply to all contributions received from individudonors and aggregate
contributions are atomatically tracked by CERS. Candidates cannot accept anonymous contributions.
Details at13-37-217 MCA.**

Commitee Contributbns

| 2YGNROdziA2ya NBOSAGSR FNRBY | LREAGAOLE O2YYAl
contribution details must include: whether the contribution is designated for the primary or general
election the date the contribution wageceived, information about the committee (committee type,
committee name, and the committee address), and whether the cbuation was a monetary or +kind
contribution. All inkind contributions must include a descriptiofithe specific items or sends received

by the campaign.

** Committee cofribution limits apply and aggregate contributions are tracked and displayed in CERS.**
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3. Fundraisr Contributions

Contributions of$35 or less received at mass collection events (lasdat event, selling campaign t

shirts, raffle tickets, an auctionfieO ®0 YIF & 6S NBO2NRSR | yR NBLIR NI SF
sum entry. Each individualridraising event held by the camign should be reported separately as its

own event. For example, if you held a fundraising dinner that also had a silditraand a passhe-hat
FOGAGAGEY GKIFG NBLINBaSylda (KSHFE NBDdx-BEEEO 0I5 BIA N.
Repated fundraiser information must include: whether the contributions received at the event go to the
Ol YRARLI (i S Q &erdedodnt, ti@date andl IakcStion of the event, the type of event, the
approximate number of a¢ndees, the number of tickets kb(if relevant), and the total amount raised
(44.11.406 ARMAny individual contributions of $35 or more received at a fundraiser everst be

reported in thelndividual Contributors section of the report.

** Anonymous contributions are illegal. The source of contributions from a fundraisstr always be
NBEO2NRSR>X S@Sy AT -eitedicohiRbutdi ddegindt Reet #BFyeRoihgh a A y 3
threshold This also ensures that if an individual contributes $35 in the aggregate or more, their
contributions can be correctly reported (Aimdividual contribution of $35 or more must be reported

dzy RSNJ 4 KS &/ 2y 0 NKD dzE A 2YHA 2§108Qa dLYRADAR

4. Refunds, Etc.

¢ KS dwé?dzyr?é“z Si O}Dé it 6 Aa éKSN:S AN\B?'dszlv?é z VN\B() I
campaign are reported. Arkel YLX S g2dZf R 06S AydSNBaid SFHNYySR TN
given to a campaign fdaills already pal to vendors, or refunds given to a campaign for services the

campaign reported paying for but were not actually provided, so the money etased to the
campaign by the vendor.

5. LoanContributions

By definition, any loan to a campaigna contributionfARM, 44.11.406 All contribution limits apply to
canmpaign loans. Any loan (regardless of its amount) made to the campaign during the current reporting
periodisNBLI2Z NI SR Ay (GKS a[2lyaé¢ Glox SOSYy AT GKS f
candidate would report their own personal loans madeitK SA NJ OF YLI A3y Ay GKAA
(referencethis stepby-step guidg. Any repayment for a loan is reported in tRaymentdab.

6. SelfContributions
Contributions maderbomacandR S G2 GKSANI 26y OF YLI A3JYy | NB Sy
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Add a New Contribution

To add ircontributioninformation, open the relevantontribuions subtab (ndividual, Committee, Fundraiser,
Refunds, Etc., Loan, or §e#nd select the pyle Add button.Contribution information can also be edited and deleted
in the subtabs.

Add Edit Delete

Once the purple Add button has been selected, the below screeapp#ar. Within the screen, there are two tab
options: Row Details and EntiBearch.

The Ently Search tab is a great way to streamline entering in contribution data. This tab gives users the option to au
populate previously entered contributorfiormation. If an individual or entity has already been entered into CERS, this
search optiorallowsthe information to be pulled up and does not require a manual entry.

TIP: Use the Entity Search tab to quickly add in and auto-populate details for entities that hawve already been entered in the CERS system (e.g. for

To search for an individual or entity to identify them as the source of a cortitvitn

1. Select the Entity Type (Bank, Business, or Individual).
2. Enterinthe entity orindiv Rdzl feQa vy I Y
3. Make sure to select the Search All Campaigns box to search data beyond the data your campaign has ente
in CERS.
4. Select the Search button to sdehe entity or individual already exists in the system.
i FGKS O2NNBOG Ay T2 NBI NOKy wSa dA Y ag KEASOIYX@yEe OKS
entity, and hit Select. You will then be redirected automatically to the Row Details screen.
i. fy2 a9y dAade {SINOK wSadz ytamanlalyleifer thbinfotnatiorO Pncd NB
the information is entered, click Submit. The next screen redirectsedrow Details screen.
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The Row Details tab is where users enter specific agntifgting information about campaign contributions.

1. SelectKk S @& 9 f S Odropddwnto®dsigitatéthe election the contribution will supportPrimary or
Genera),

2. Thedate the contribution was receivedhge date the contribution was received by the cpaign must
be used NOTthe datethe contributionswas depoged into the campaign account)

3. If the cortributor was not found in the Entity Seartdib, enter in the informationto identify the
contributor source (e.grame, addressyccupation and employeor individual contributionsthe
committeetype, name andaddress for committee contributions).

4. An in-kind contributionmeans the furnishing of services, property, or rights without charge or at a
charge which is less than fair market valdé.(1.702, ARM Frequently, irkind cantributions come in
the form of services for which charges usually are made but which are rendered to the campaign free
charge or at a discatied amount. If something is sold to the campaign at less than fair market value,
the difference must be recorakas an irkind contribution. A detailed description is required for all in
kind contributions.

5. Theln-Kind Descriptiosection mustdescribe than-kind contribution the candidate has reported
receiving and must bdetailed enougho distinguish betweentéms or services that may be similar in
nature.

6. When entering data into the Refunds, Etc. tab, select the dropdown dctina Type (Refund, Rebate,
Interest, Other) and add in information about the original transaction (date, description).

Once all contbution details have been entered into the Row Details section, select the Submit button, and then sele
the blue Savéutton.

The Save button must belected after every entrgr the CERS system may override that entry or dupliteentity
for each sibsequent entry you make.
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Often-Missed Contributions

1. wSLRNIAYI tFeaYSyid TexpéhditureMadg EnBBhaliioSTRar Canfdigh 2 v | f

Fa a candidate to reimburse themselves for personal expenditures made on behalf of the campaign, the
candidate must first report the activity as a loan provided to the campaign. This provides candidat@y two
options:

Option 1 is for the candidate to pviade a direct monetary loan from their personal bank account to
the campaign, depositing those fundstite campaign bank account. This monetary transfer would be
reported as a loan from the candidate@mtributions tab and the Loan subtab tloa the rebvant
campaign financial report. A candidate may use campaign funds to reimburse themselves for any
monetary loan they have made to their own campaign. Reimbursement payments made from the
campaign accounwould be recorded using the Payments tab.

Report Detail Entry

FYILIEU RN YOR - | _ Salact Entity Type -

Election Type | - Please Select -

Option 2 is for a candidate to report each campaign expenditure made using their personal bank
account ompersonal funds as an-kind loan from the candidate it KS / 2 Y i NA 6 dzi A 2y
Each IKirnd loan must provide the date the activity was é¢adrout, the monetary value of the

activity, the name of the vendor or business entity the candidaigioally paid, andm@in-kind

description of the nature of the specific itéghor servicés) provided.This description would require

the same level ofletail or information as is required for campaign expenditures. Any reimbursement
payments made from th campaign account back to the candidate would be recorded using the
Payments tab.
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Part4: Add Expenditures CERS

All campaign expenditures muse lentered in the Expenditures subtab.

Delxs

To add in a expenditure, select th&xpendituresultab, andclick the purple Add button. Expenditure information
can also be edited and deleted inglsubtab.

Add Edit Delete

Once the purple Add button has been selected below screen will appear. Within the screen, there are two tab
options: Row Details and Entity Search.

TIP: Use the Entity Search tab 1o quickly &

The Entity Search tab is a great wagt@amline entering in expenditure dat@histab gives users the option to auto
populate previously ented expenditure information. If an individual or entity has already been entered into CERS,
this search opbn allows the information to be pulled up and does not require a manual entry.

To ®arch for an individual or entity to identify them as the souof@n expenditure,

5.
6.
7.

Select the Entity Type (Bank, Business, or Individual)
Enter in the entity or individzl £ Q& y I Y S
Make sure to select the Search All Campaigns box to search data beyodalt#your campaign has entered
in CERS.
Select the Search bHon to see if the entity or individual already exists in the system.
i. Ifthe correct informationisinthé 9 y G A& { SI NOK wSadzZ Ga¢ aSoOliAizy
entity, and hitSelect. You will then be redirected automatically to the Roval@escreen.
i. fy2 a9yaGAGe {SFNOK wSadzZ Gaé¢ I LIS NE Ofok.Ofce / NB
the information is entered, click Submit. The next screen redirects to the Row Details screen.
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TIF: L

The Row Details tab is where users erdeecific and idetifying information about campaign expenditures.

1. If the expenditure was not found in tHentity Search, enter in the information to identify the expenditure
entity (e.g. name, address),
2. {StSOG GUKS a9t SOGA2Y (eltdton thaxidndiliRewaymadeXdPRiay dar3 y I (i S
General),
G5F 0S¢ NBLINBaSylda (KgidR théisdividukloushdss s gtieheintdgNS & | &
The amount of the expenditure,
Check the bo¥ the expenditure is a refund for a contributidhat was over the contribution limit,
Iy R Péstription of Expengeé  OF Y RARIF GSa | N¥endifSrg dizhiNdd Rrovidlefficeit a Of
detail soexpenditures are both distinguishable from ethexpenses and are easily attributed back to their
source Paid communications must identify: 1) thel (i S Matlortn/@nadium 2) quantity of the materials
and/or the dates the paid materid)ran, and 3)i K S Y | sul§edPmiatterQ3ehis linkfor guidance on
reporting paid communicatias.
7. hyOS 'y SELISYRAGIINBEQa RSiGIAf&a KIS 6SSy SyiSNBR
then select the blue Save buttolhe Savéutton must be selected after every entoy the CERS system may
override that entry or duplicatéhe entityfor each subsequent entry you make.

ook W

PLEASE NOTiat the CERS software limasch fielddescription to al50-character limit. If more detail is
needed, include an addenduro add an addendum for an expenditure,

1. Hrst, note in theDescription of Expensdescription "See addendunbrief item descriptioh (e.g See
addendum: Facebook ads 01405/31/20).

2. Then,emaila copy of the addendum toppcompliance@mt.go&ndexplain thatthe addendumgoes
with the reportdated xx/xx/xxxxxx/xx/xxxx While the COPP will make sure the addendum is saved
the report and easilavailable for the public to find, addenda cannot be uploaded or entered directly
into CERS by the COPP
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Often-Missed Expenditures

1. Candidate FilingFe¢ KS OF YRARI GSQa TAft Ay sxpehdtGe Thafiling feavah geR | { 2
LI AR SA{KSNJ 2 dadampigracton§if fubdds AR avaibld) & Quiof-pocket by the candidate
using personal funds. If personal funds are used, thgffee needs to besported aseither an inkind
candidate contribution (if the candidate does not want to be reimbursed fait #xpense) or asrain-kind
candidate loan (if the candidate wants to be reimbursed).

2. SociaMedia Any campaigithat spendg money on social media ads must disclose this expaedvith the
same level of detail as any other paid communication expendiug telegram, radio aghrint/digital
newspaper ad, Spotify ad, yard signs, efEhjis expenditure listing must directly reference the fact that the
material was a social ndéa ad by providing the date(s) the ad ran, the social media platform the ad appeared
on, and a brief dagiption of the subject matter. Reference tBxpenditures: Paid Communicationsebpage.

3. Paymentdo nsuting Frms, Advertising/PRgenciesReferencePart 12Frequently Asked Questions in this
document,particularly questiortt, dHow do | report expenditures made to consultants, firms, agenciesgetc.?
for in-depth details orrequired diglosurefor corsultants or othelindividual prdessional service providers

4. Vendor Fees (e.g. ActBlue, Revy, etc.)

Any vendor fees, processing fees, or other costs associatecwidntributionprocessing vendor (e.g. PayPal,
ActBlue, Revv, etc.) must be reported as apesxditure.

Example: a candate uses PayPal as an intermediary for individuals to make contributions to the campaign.

The campaign receives a $100.00 contriboiimm an individual via PayPal, and PayPal assesses a
processing fee of $2.00 on this traitian. The candidate wouldeed to report receiving $100.00 (the
full amount of the contribution) from the individual, as well as an expenditure of $2.00 to FayPal
the processing fee.

If a vendor fee, processing fee, or other cost is applied to caritabs received, the followg detail must
be included to fully describe the expenditure:

1. Entity Name: The vendor name (e.g. PayPal, ActBtag,
2. Election The election relevant to the contribution fees (primary or genenad),

3. Description of Expenseh& dates and total value die contributions represented by the fees. For
SEFYLX SY dabop Ay ! OG. ft dzS TSSa10/F@mMa wmgwpn &g/ O2

Candidate andreasurer Guide to CERS Pageld


http://politicalpractices.mt.gov/Home/Campaign-Finance-and-Practices/Expenditures-Paid-Communications

5. Gas and MileageGas and mileage must be reported as an expenditure if paid for from the agmgecount
(e.g.withakt YLI A3y Qa RSO0AG OF NRO®

T LT GKS OFYRARFGSQa OF YLI-klatel exjpenses, thé codNd tiditahtar O |
and the cost of fuel must each be reported as expenditures.

1 The COPP recommends that candidates wheotheir personal vehicleof campaigrrelated travel
report the use of the vehicle and fuel costs basedtanfederal reimbursement ratevhich accounts
for both the cost of thegas and the cost of the teA Of S Q& dza S @ -milg mundirip fromLIt S°
Billings to Helena, has a value of $278.40 (480 x $0.58).

i If a cadidate uses their personal vehicle, they would report the mileage as eitherkindroan (if
they seek reimbrsement from the campaigror as an irkind contribution.

6. ExpenseBelated toPaid Communicationge.g. Facebook, billboard, newspaper, aliceads) must reportthe
1) platform, 2) quantities (the number afaterials/adsand'or the datesthe ad(s)an, and the 3) subject
matter of the ads.

INRSLIGTK RSGIF AT a | NBExpeAditeds:IPaid COmnduyficatinéeBpage.h t t Q&
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Part5: Add Debts in CERS

All debtsor other monetaryobligations(e.g.debts orloans)owed by a campaigmust be reported irthe subtab of

the Debts tab

Contributions Expenditures Payments

Debt/Loan Payments Help

Summary

To add in a debt or loan, select the Debt/Loan Payments subtab, and click the purple Add buttcsmdiean
information can also be edited and deleted in this subtab.

Add Edit Delete

Just like with adding in contributions and expenditures, campaigns are also advised to use the Entity Séarch tab
streamline entering imebt and loardata.

TIP. Use the Entity Search tab ¢

TheEntity Searchab gives the option tauto-populate previously entered expenditure infoation. If an individual or
entity has already beeanteredin CERS, this search option allows the information to be pulled up and does not
require a manual entry.

To search for amdividual or entity to idetify them as the source & debt or loan,

1.
2.
3.

Candidate andreasurer Guide to CERS

Sdect the Entity Type (Bank, Business, or Individual).

OYGUSNI Ay GKS SyiGaade 2N AYRADGARdzZ £t Qa ylYSo

Make sure to select the Search All Campaigns box to search data beyond the datanypaigoahas entered
in CERS.

Select the Search button to see if the éywr individual already exists in the system.

i. FGKS O2NNBOG AYTF2NXIOA2Y A& Ay GKS aoyiAaite {S
entity, and hit Select. You Iihen be redirected automtically to the Row Details screen.
i. fy2 @moiye {SIFNDODK wSadzZ da¢ | LIISFNE Ot A0l / NBIGS

the information is entered, click Submit. The next screen redirects to the Row Detaéds scr
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The Row Details tails where users enter specific and identifying information about campaign debts and Taans.
enter a debtor loan disclose:

1. The full nameentity type,and complete mailing address of the individual or business to whom the
debtis owe,

2. The election thathe debt or loan serves,

The date the date was incurréaigreed to,

4. The debt or loan amount (If the exact amount of a debt or obligation is not known, the estimated
amount must be reportedd4.10.525(2), ARM.

5. Adetailed descriptiorof the debt or loarin the Purpose of Debt section (a debt or loan description
must have the same level of detail as an expenditure detszn)y

w

Once anew debt hadeen eriered into the Row Detailsection, select the Submit button, and then select the blue
Save buttonThe Save button must be selected after every entrthe CERS system may override that entry or
duplicatethe entity for each subsequent entry you make.
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Part6: AddPaymentgon Debts and Loansh CERS

All outstanding loans reported ithe Contributions taland debts or obligations reported the Debts talappear in
the Payments tab.

Contributions Expenditures Debxs Payments Summary File Help

To enter payments oaloan or debt

1. Select the check boxext to the relevantoan or cebt in the Payments tab
2. Then,selectthe purple + Add button to record rrew payment.
3. Enter in the date of the loan or debt payment, the amount paid, click Submit, and thenT®&v8ave button

must be selected after evemntry or the CERS system mawerride that entry or duplicate the entity for each
subsequent entry you make.

To view recorded payments that have been made on a loan or debt,

1. Select the check box next to the relevant loan or debt in the Payments tab,
2. Then reference the data in thedyments History section.
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Part7: Understand theSummarylab

The Summary takeeps a running total of money received and spent by the campaign during the current reporting
period.

Contributions Expenditures Debrs Payments Summary File

Cash Summary: Money Recelved and Spent

Subtotal

TheSummarytalRS G | A f & ({ A&k Malancddt theSteroRe reporting period, alinonetarycontributions
received by the campaigthe total amount of alicampaign expeditures, and the ending bank balance for both the
account (this is done for both therimary and general accounts

1 Cash irBank is the endig balance of the previous repothis will be$0 for the initial report). Please note
that the beginning balance (cash in bank) inclualéiindsthe candidate reported as having received on
previous fhance reportsthis includes both contributions anildans

1 Receiptgepresent all contributions received during the curreaporting period These ar@added tothe
Cash in Bankalance andeflected in theSubtotalamount

1 Expendituresepresent alcampaign expendituremade by the candidate during ¢éhcurrent reporting
period andare subtracted from the Subtotal

1 The difference between the Subtotal and current reporting period Expenditures is sholeiash in

Bankg Ending BalanceThisbalance should correspondivik G KS O Yy RA Roftiieslsing | OO
date of the reporting period; that is, the fifth day before the report is due.
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Part8: File a Campaign Finance Report

Select the File tab tble acampaign financeeport.

There are a few options on¢hFile tab:

1. Display the names ahaddress of contributors who have contributed less than $3&fect tisfirst box if
you want your publicly available campaign finance reports to show informationt contributors who
made contributions less than $3%.the option is not selected, CERwtomatically aggregates those
contributions and includes them as one mass contribution on the public view version of the report.
2. Closing ReporSelect the secahbox ONLY ifthisisK S O yclRsing lepor§ @ éking report should
ONLY be filedhen a@andidateta RSo6dGa |yR 206t A3l GA2y A | NB13BBG (0§
228(3), MCA Seethis linkfor details about how to close a campaign account and disperse surplus funds.
3. Certification: Selectthe third box to certify that the informationin the report is true, complete, and correct
to the best of your knowledge. Then, click Certify and File.

If afiled campaign finance report needs to be amended later, this is possible by gointplihelcommittee
dashboard, seldcA y3 (GKS &LISOAFTFAO NBLRNIZI yR aStSOdAy3a GKS
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