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2. Edit Organizational Report 

This sub-menu allows you to edit the Organizational Report and 
file the amended report.  The Edit Organizational Report screen 
is the same screen that appeared when you logged on to the 
NCFS for the first time.  To file an amended Organizational 
Report, make the needed changes then click the “File Report” 
button at the bottom of the page.  Remember, only the 
Commission can change the Chairperson and Treasurer’s names 
after receiving an amended Electronic Filing Form. 

 

3. Change Password 

This sub-menu allows you to change the passwords for the 
Administrator and User accounts.  Only the Administrator can 
change passwords. 
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Enter the new password in both the Password field and Confirm 
Password field then click the “Submit” button.  Click the 
“Cancel” button to return to the Home Page.  The Commission 
highly recommends that the Administrator change passwords for 
the Administrator and User accounts after logging on to the 
NCFS for the first time. 

4. Reporting Schedules 

This sub-menu allows you to develop the noncandidate 
committee’s reporting schedule.  The Commission suggests that 
you obtain the noncandidate committee reporting schedule from 
our website or office to guide you through this step.  To add a 
report to your reporting schedule, click the Add New link. 

 
The following screen will appear: 

 

Select the applicable Election Period and Reporting Schedule 
from the pull-down menus and then click the “Search” button. 
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The following screen will appear: 

 

Click the Add link next to the report you would like to add to 
your reporting schedule.  The report is added and appears as 
follows: 

 

Repeat these steps to add additional reports.  Each report must 
be added separately in the chronological order provided on the 
noncandidate committee reporting schedule.  You may add all the 
reports for the reporting period when you first login or you may 
add each reporting period as the report is due. 
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10. Schedules Menu 

The seven sub-menus under the Schedules menu perform different 
functions: 

 

1. Name Table 

This sub-menu stores all names that are entered into the NCFS.  
Names can be added, modified and deleted from this screen. 

Enter a name in the Name field and click the “Search” button to 
search for a name already added to the NCFS.  Note: Some 
Internet browsers require that the name be entered in ALL 
CAPS. 

To add a new name to the NCFS, click the Add New link. 
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The following screen will appear: 

 
Information must be entered in the following fields to add a new 
name: 

1. Name Type (Required field) 

Click on the down arrow to expand the pull-down menu.  The 
available name types are Candidate Committee, Individual, 
National Political Party, Noncandidate Committee, Other 
Entity and Vendor/Business. 

 
2. First Name (Conditionally required field) 

Enter the first name only if the Individual name type is 
selected. 
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3. Middle Initial (Optional field) 

Enter the middle initial, if any, only if the Individual name type 
is selected. 

4. Last / Business Name (Required field) 

Enter the last name only if the Individual name type is 
selected.  If the Candidate Committee, National Political Party, 
Noncandidate Committee, Other Entity or Vendor/Business 
name type is selected, enter the name of the 
business/organization. 

5. Suffix (Optional field) 

Enter the suffix, if any, only if the Individual name type is 
selected.  Click on the down arrow to expand the pull-down 
menu and select the applicable suffix. 

 
6. Address 1 (Required field) 

Enter the address. 

7. Address 2 (Optional field) 

Enter the apartment, suite or room number, if any. 

8. City/State/Zip Code (Required fields) 

Enter the city, state and zip code.  Click on the down arrow to 
expand the pull-down menu and select the applicable state. 
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9. Occupation (Conditionally required field) 

Enter the occupation only if the Individual name type is 
selected.  The occupation information is required if an 
individual contributes that aggregate more than $100 during 
the noncandidate committee’s two-year election period 
currently November 8, 2006 to November 4, 2008.  The 
Name Validation sub-menu under the Validate Report menu 
will also check if an individual made contributions that 
aggregate more than $100 and if the occupation information is 
missing. 

10. Employer (Conditionally required field) 

Enter the employer only if the Individual name type is 
selected.  The employer information is required if an individual 
made contributions that aggregate more than $100 during the 
noncandidate committee’s two-year election period.  The 
Name Validation sub-menu under the Validate Report menu 
will also check if an individual made contributions that 
aggregate more than $100 and if the employer information is 
missing. 

Click the “Add” button to add a new name or click the 
“Cancel” button to return to the Name Table sub-menu. 

Note: A name cannot be deleted from the Name Table sub-
menu if the name was used for a transaction previously 
entered into the NCFS.  If an attempt is made to delete such a 
name, the following screen will appear: 
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Remember: To expedite the reporting of contributions, you 
may enter names for potential contributors whether they made 
contributions or not. 

2. Schedule A - Contributions Received 

This sub-menu is used to enter contributions received by the 
noncandidate committee.  Enter a name in the Name field and 
click the “Search” button to search for a contribution already 
added to the NCFS.  Note: Some Internet browsers require that 
the name be entered in ALL CAPS. 

To add a new contribution to the NCFS, click the Add New link. 
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The following screen will appear: 

 
If the name of the contributor is not already in the NCFS, it must 
be entered from this screen.  Names can be added, modified and 
deleted from this screen as well as from the Name Table sub-
menu previously mentioned on page 28. 

To add a name, click the Add Name link and a screen will appear 
as follows: 

 
Follow the instructions on pages 29-32 to add the name.  The 
difference between adding a name in the Name Table sub-menu 
and adding a name in this Schedule A sub-menu is that the 
Schedule A sub-menu has the “Add Contribution” button.  
Clicking this button will take you directly to the contribution 
entry screen on the next page. 
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Clicking the “Add” button will take you to the following screen: 

  
To add a contribution if the name of the contributor is already in 
the NCFS, click the Add Contributions link on the same row as 
the contributor’s name and the following screen will appear: 

 
The Name, Address 1, Address 2, City, State and Zip Code fields 
will be pre-filled with the name of the contributor.  Information 
must be entered in the following fields to add a new contribution 
for that contributor: 

1. Date (Required field) 

Enter the deposit date of the contribution in the following 
format mm/dd/yyyy or click the calendar icon to the right of 
the Date field and select the date from the following pop-up 
window: 
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Your Internet browser must allow pop-up windows to get this 
pop-up.  Double arrow left takes you back one year, single 
arrow left takes you back one month, single arrow right takes 
you forward one month and double arrow right takes you 
forward one year.  The default date will be the date set on your 
computer’s calendar. 

2. Deposit No. (Optional field) 

Enter the deposit number from the bank.  The deposit number 
can be used to reconcile your accounts. 

3. Amount (Required field) 

Enter the contribution amount.  For a $1,000.00 contribution, 
enter 1000.  For a $1,000.50 contribution, enter 1000.50. 

4. Non-Monetary (Optional field) 

Click this check box if the contribution is non-monetary.  A 
non-monetary contribution must also be entered as an 
expenditure on Schedule B2 to avoid inflating your cash on 
hand. 
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5. Category (Conditionally required field) 

A category can be selected only if the Non-Monetary check 
box is selected.  Click on the down arrow to expand the pull-
down menu and select the applicable category. 

 
6. Description (Conditionally required field) 

A description can be entered only if the Non-Monetary check 
box is selected.  Enter a description of the non-monetary 
contribution. 

7. Parent Name, Parent Address 1, Parent Address 2, Parent City, 
State and Zip Code (Optional fields) 

Click the LookUp Name link next to the Parent Name field if 
the contributor is a minor and a pop-up window will appear.  
Select the minor’s parent or guardian by clicking on the Name 
link.  This will insert the parent or guardian’s name and 
address, and close the pop-up.  If the parent or guardian’s 
name does not appear in the pop-up, you will have to add the 
name into the Name Table sub-menu before entering the 
minor’s contribution.  Note: The contribution will be reported 
in the name of the minor but aggregated with the parent or 
guardian’s contributions. 

Once all the information has been entered, click the “Add” 
button to add the new contribution, click the “Cancel” button 
to return to the Schedule A sub-menu, or click the “Add 
Another” button to add another contribution. 

Only Schedules A, B1 and B2 have the “Add Another” button 
to speed up the data entry process.  Clicking the “Add 
Another” button will take you directly to the Names list as 
follows: 
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Clicking the “Add” button will take you to the Schedule A sub-
menu where the Add New link must be clicked to enter 
another contribution. 

 
3. Schedule B1 - Contributions to Candidates 

This sub-menu is used to enter contributions made to candidates 
by the noncandidate committee.  Click on the Candidate Name 
down arrow to expand the pull-down menu and select the 
candidate name or enter the partial candidate committee name in 
the Candidate Committee Name field and click the “Search” 
button to search for the name and contribution already added to 
the NCFS.  Note: Some Internet browsers require that the name 
be entered in ALL CAPS. 

To add a new contribution to the NCFS, click the Add New link. 
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The following screen will appear: 

 

The names of all active registered candidates will be provided.  
Click on the Candidate Name down arrow to expand the pull-
down menu and select the candidate name or enter the partial 
candidate committee name in the Candidate Committee Name 
field and click the “Search” button to search for a candidate.   

To add a contribution, click the Add Contributions link on the 
same row as the candidate’s name and the following contribution 
entry screen will appear: 
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The Candidate Name, Candidate Committee Name, Address 1, 
Address 2, City, State and Zip Code fields will be pre-filled with 
the name of the candidate. 

Information must be entered in the following fields to add a new 
contribution to that candidate: 

1. Date (Required field) 

Enter the date of the contribution in the following format 
mm/dd/yyyy or click the calendar icon to the right of the 
Date field and select the date from the following pop-up 
window: 
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Your Internet browser must allow pop-up windows to get this 
pop-up.  Double arrow left takes you back one year, single 
arrow left takes you back one month, single arrow right takes 
you forward one month and double arrow right takes you 
forward one year.  The default date will be the date set on your 
computer’s calendar. 

2. Check No. (Optional field) 

Enter the check number.  The check number can be used to 
reconcile your accounts. 

3. Amount (Required field) 

Enter the contribution amount.  For a $1,000.00 expenditure, 
enter 1000.  For a $1,000.50 contribution, enter 1000.50. 

4. Non-Monetary (Optional field) 

Click this check box if the contribution is non-monetary. 

5. Category (Conditionally required field) 

A category can be selected only if the Non-Monetary check 
box is selected.  Click on the down arrow to expand the pull-
down menu and select the applicable category. 
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6. Description (Conditionally required field) 

A description can be entered only if the Non-Monetary check 
box is selected.  Enter a description of the non-monetary 
contribution. 

Only Schedules A, B1 and B2 have the “Add Another” button 
to speed up the data entry process.  Clicking the “Add 
Another” button will take you directly to the Names list as 
follows: 

 
Clicking the “Add” button will take you to the Schedule B1 
sub-menu where the Add New link must be clicked to enter 
another contribution. 
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4. Schedule B2 - Expenditures Made 

This sub-menu is used to enter expenditures made by the 
noncandidate committee.  Enter a name in the Name field and 
click the “Search” button to search for an expenditure already 
added to the NCFS.  Note: Some Internet browsers require that 
the name be entered in ALL CAPS. 

To add a new expenditure to the NCFS, click the Add New link. 

 

The following screen will appear: 



 

 
Page 43 of 88 

 

 

If the name of the vendor is not already in the NCFS, it must be 
entered from this screen.  Names can be added, modified and 
deleted from this screen as well as from the Name Table sub-
menu previously mentioned on page 28. 

To add a name, click the Add Name link and a screen will appear 
as follows: 

 
Follow the instructions on pages 29-32 to add the name.  The 
difference between adding a name in the Name Table sub-menu 
and adding a name in this Schedule B2 sub-menu is that the 
Schedule B2 sub-menu has the “Add Expenditure” button.  
Clicking this button will take you directly to the expenditure entry 
screen on the next page. 

Clicking the “Add” button will take you to the following screen: 
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To add an expenditure if the name of the vendor is already in the 
NCFS, click the Add Expenditures link on the same row as the 
vendor’s name and the following expenditure entry screen will 
appear: 

 
The Name, Address 1, Address 2, City, State and Zip Code fields 
will be pre-filled with the name of the vendor. 

Information must be entered in the following fields to add a new 
expenditure for that vendor: 

1.  Date (Required field) 

Enter the date of the expenditure in the following format 
mm/dd/yyyy or click the calendar icon to the right of the 
Date field and select the date from the following pop-up 
window: 
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Your Internet browser must allow pop-up windows to get this 
pop-up.  Double arrow left takes you back one year, single 
arrow left takes you back one month, single arrow right takes 
you forward one month and double arrow right takes you 
forward one year.  The default date will be the date set on your 
computer’s calendar. 

2. Check No. (Optional field) 

Enter the check number.  The check number can be used to 
reconcile your accounts. 

3. Amount (Required field) 

Enter the expenditure amount.  For a $1,000.00 expenditure, 
enter 1000.  For a $1,000.50 expenditure, enter 1000.50. 

4. Category (Required field) 

Click on the down arrow to expand the pull-down menu and 
select the applicable category from the pull-down menu: 
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5. Purpose of Expenditure (Required field) 

Enter the purpose of expenditure. 

Once all the information has been entered, click the “Add” 
button to add the new expenditure, click the “Cancel” button 
to return to the Schedule B2 sub-menu or click the “Add 
Another” button to add another expenditure. 

Only Schedules A, B1 and B2 have the “Add Another” button 
to speed up the data entry process.  Clicking the “Add 
Another” button will take you directly to the Names list as 
follows: 

 
Clicking the “Add” button will take you to the Schedule B2 
sub-menu where the Add New link must be clicked to enter 
another expenditure. 
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5. Schedule C - Other Receipts 

This sub-menu is used to enter other receipts received by the 
noncandidate committee.  Enter a name in the Name field and 
click the “Search” button to search for an other receipt already 
added to the NCFS.  Note: Some Internet browsers require that 
the name be entered in ALL CAPS. 

To add a new other receipt to the NCFS, click the Add New link. 

 

The following screen will appear: 
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If the name of the other receipt source is not already in the 
NCFS, it must be entered from this screen.  Names can be added, 
modified and deleted from this screen as well as from the Name 
Table sub-menu previously mentioned on page 28. 

To add a name, click the Add Name link and a screen will appear 
as follows: 

 
Follow the instructions on pages 29-32 to add the name.  Once a 
name has been added into the NCFS, the following screen will 
appear: 
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To add an other receipt if the name of the vendor is already in the 
NCFS, click the Add Other Receipts link on the same row as the 
source’s name and the following screen will appear: 

 
The Name, Address 1, Address 2, City, State and Zip Code fields 
will be pre-filled with the name of the source. 

Information must be entered in the following fields to add an 
other receipt from that source: 

1. Date (Required field) 

Enter the date of the other receipt in the following format 
mm/dd/yyyy or click the calendar icon to the right of the 
Date field and select the date from the following pop-up 
window: 
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Your Internet browser must allow pop-up windows to get this 
pop-up.  Double arrow left takes you back one year, single 
arrow left takes you back one month, single arrow right takes 
you forward one month and double arrow right takes you 
forward one year.  The default date will be the date set on your 
computer’s calendar. 

2. Deposit No. (Optional field) 

Enter the deposit number from the bank.  The deposit 
number can be used to reconcile your accounts. 

3. Amount (Required field) 

Enter the other receipt amount.  For a $1,000.00 other receipt, 
enter 1000.  For a $1,000.50 other receipt, enter 1000.50. 

4. Category (Required field) 

Click on the down arrow to expand the pull-down menu and 
select the applicable category.  The following are the contents 
of the pull-down menu: 
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5. Description (Required field) 

Enter the description of the other receipt. 

Once all the information has been entered, click the “Add” 
button to add the new other receipt or click the “Cancel” 
button to return to the Schedule C sub-menu. 

6. Schedule D - Unpaid Expenditures 

This sub-menu is used to enter unpaid expenditures of the 
noncandidate committee.  Unpaid expenditures are services 
rendered or products delivered to the noncandidate committee 
and not paid for.  Enter a name in the Name field and click the 
“Search” button to search for an unpaid expenditure already 
added to the NCFS.  Note: Some Internet browsers require that 
the name be entered in ALL CAPS. 

To add a new unpaid expenditure to the NCFS, click the Add 
New link. 

 

The following screen will appear: 
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If the name of the vendor is not already in the NCFS, it must be 
entered from this screen.  Names can be added, modified and 
deleted from this screen as well as from the Name Table sub-
menu as previously mentioned on page 28. 

To add a name, click the Add Name link and a screen will appear 
as follows: 

 
Follow the instructions on pages 29-32 to add the name.  Once a 
name has been added into the NCFS, the following screen will 
appear: 
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To add an unpaid expenditure if the name of the vendor is 
already in the NCFS, click the Add Unpaid Expenditures link on 
the same row as the vendor’s name and the following screen will 
appear: 

 
The Name, Address 1, Address 2, City, State and Zip Code fields 
will be pre-filled with the name of the vendor. 

Information must be entered in the following fields to add an 
unpaid expenditure for that vendor: 

1. Date (Required field) 

Enter the date of the unpaid expenditure in the following 
format mm/dd/yyyy or click the calendar icon to the right of 
the Date field and select the date from the following pop-up 
window: 



 

 
Page 54 of 88 

 

 
Your Internet browser must allow pop-up windows to get this 
pop-up.  Double arrow left takes you back one year, single 
arrow left takes you back one month, single arrow right takes 
you forward one month and double arrow right takes you 
forward one year.  The default date will be the date set on your 
computer’s calendar. 

2. Amount (Required field) 

Enter the unpaid expenditure amount.  For a $1,000.00 unpaid 
expenditure, enter 1000.  For a $1,000.50 unpaid expenditure, 
enter 1000.50. 

3. Category (Required field) 

Click on the down arrow to expand the pull-down menu and 
select the applicable category from the pull-down menu: 
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4. Purpose of Expenditure (Required field) 

Enter the purpose of expenditure. 

Once all the information has been entered, click the “Add” 
button to add the new unpaid expenditure or click the 
“Cancel” button to return to the Schedule D sub-menu. 

Schedule D - Unpaid Expenditure Payments 

The Schedule D - Unpaid Expenditures sub-menu is also used to 
enter unpaid expenditure payments by the noncandidate 
committee.  To add a new unpaid expenditure payment to the 
NCFS, click the Add Payment link on the same row as the unpaid 
expenditure you would like to make a payment for. 

 

The following screen will appear: 
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The Name, Address 1, Address 2, City, State and Zip Code fields 
will be pre-filled with the name of the vendor. 

Information must be entered in the following fields to add an 
unpaid expenditure payment to that vendor: 

1. Date (Required field) 

Enter the date of the unpaid expenditure payment in the 
following format mm/dd/yyyy or click the calendar icon to the 
right of the Date field and select the date from the following 
pop-up window: 

 
Your Internet browser must allow pop-up windows to get this 
pop-up.  Double arrow left takes you back one year, single 
arrow left takes you back one month, single arrow right takes 
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you forward one month and double arrow right takes you 
forward one year.  The default date will be the date set on your 
computer’s calendar. 

2. Check No. (Optional field) 

Enter the check number.  The check number can be used to 
reconcile your accounts. 

3. Amount (Required field) 

Enter the amount of the unpaid expenditure payment or the 
forgiven amount, whichever is applicable.  For a $1,000.00 
unpaid expenditure payment, enter 1000.  For a $1,000.50 
unpaid expenditure payment, enter 1000.50. 

4. Forgiven (Optional field) 

Click this check box if the unpaid expenditure has been 
forgiven by the vendor.  A forgiven unpaid expenditure must 
also be entered as a contribution on Schedule A. 

5. Expenditure Pay Off? (Optional field) 

Click this check box if the unpaid expenditure has been fully 
paid or forgiven.  Checking this box will eliminate the Add 
Payment link for that unpaid expenditure. 

Once all the information has been entered, click the “Add” 
button to add the new unpaid expenditure payment or click the 
“Cancel” button to return to the Schedule D sub-menu. 

7. Schedule E - Durable Assets 

This sub-menu is used to enter durable assets received by the 
noncandidate committee.  Enter a name in the Name field and 
click the “Search” button to search for the name of the source of 
a durable asset already added to the NCFS.  Note: Some Internet 
browsers require that the name be entered in ALL CAPS. 
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To add a new durable asset to the NCFS, click the Add New link. 

 

The following screen will appear: 

 

If the name of the durable asset source is not already in the 
NCFS, it must be entered from this screen.  Names can be added, 
modified and deleted from this screen as well as from the Name 
Table sub-menu as previously mentioned on page 28. 

To add a name, click the Add Name link and a screen will appear 
as follows: 
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Follow the instructions on pages 29-32 to add the name.  Once a 
name has been added into the NCFS, the following screen will 
appear: 

 
To add a durable asset if the name of the source is already in the 
NCFS, click the Add Durable Assets link on the same row as the 
source’s name and the following screen will appear: 
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The Name, Address 1, Address 2, City, State and Zip Code fields 
will be pre-filled with the name of the source. 

Information must be entered in the following fields to add a 
durable asset for that source: 

1. Date (Required field) 

Enter the date that the durable asset was acquired in the 
following format mm/dd/yyyy or click the calendar icon to 
the right of the Date field and select the date from the 
following pop-up window: 

 
Your Internet browser must allow pop-up windows to get this 
pop-up.  Double arrow left takes you back one year, single 
arrow left takes you back one month, single arrow right takes 
you forward one month and double arrow right takes you 
forward one year.  The default date will be the date set on your 
computer’s calendar. 

2. Description (Required field) 

Enter the description of the durable asset. 
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3. Acquisition Amount (Required field) 

Enter the acquisition amount of the durable asset.  For a 
$1,000.00 durable asset, enter 1000.  For a $1,000.50 durable 
asset, enter 1000.50. 

Once all the information has been entered, click the “Add” 
button to add the new durable asset or click the “Cancel” 
button to return to the Schedule E sub-menu. 

Schedule E - Disposition of Durable Assets 

The Schedule E - Durable Assets sub-menu is also used to enter 
the disposition of durable assets by the noncandidate committee.  
To add a new durable asset disposition to the NCFS, click the 
Add Disposition link on the same row as the name of the source 
of the durable asset you would like to dispose of. 

 

The following screen will appear: 
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The Name field will be pre-filled with the name of the source. 

Information must be entered in the following fields to add a 
durable asset disposition to the source of the durable asset: 

1. Date (Required field) 

Enter the date of the durable asset disposition in the following 
format mm/dd/yyyy or click the calendar icon to the right of 
the Date field and select the date from the following pop-up 
window: 

 
Your Internet browser must allow pop-up windows to get this 
pop-up.  Double arrow left takes you back one year, single 
arrow left takes you back one month, single arrow right takes 
you forward one month and double arrow right takes you 
forward one year.  The default date will be the date set on your 
computer’s calendar. 

2. Disposition Amount/Fair Market Value (Required field) 

Enter the disposition amount or fair market value, 
whichever is applicable.  For a $1,000.00 durable asset 
disposition, enter 1000.  For a $1,000.50 durable asset 
disposition, enter 1000.50.   If the item is sold, enter the sale 
price here and as an other receipt on Schedule C. 
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3. Method of Disposition (Required field) 

Click on the down arrow to expand the pull-down menu and 
select the applicable method of disposition from the pull-down 
menu: 

 
4. To Whom (Required field) 

Enter the name of the person or organization to whom the 
asset is sold or donated to. 

Once all the information has been entered, click the “Add” 
button to add the new durable asset disposition or click the 
“Cancel” button to return to the Schedule E sub-menu. 
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11. Preview/Print Report Menu 

 
The two sub-menus under the Schedules menu perform different 
functions: 

1. Disclosure Report 

This sub-menu allows you to preview and print the Disclosure 
Report and Schedules A-E. 

 
1. Reporting Period (Required field) 

Click on the down arrow to expand the pull-down menu.  The 
pull-down will contain reporting periods that were added in 
the Reporting Schedules sub-menu under the Administration 
menu.  Select the reporting period and click on the button for 
the Disclosure Report or Schedule that you would like to 
preview.  Each report will have to be previewed and printed 
separately.  Use your Internet browser’s “Back” button to 
return to the Disclosure Report sub-menu after you finish 
previewing and printing a report. 

Note: Once a report has been filed, it will no longer be 
available from the Reporting Period pull-down unless the 
NCFS is in Amend Mode. 
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Here are samples of the reports: 

• Schedule A - Contributions Received 

 

• Schedule B1 - Contributions to Candidates 

 

• Schedule B2 - Expenditures Made 
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• Schedule C - Other Receipts 

 

• Schedule D - Unpaid Expenditures  

 

• Schedule E - Durable Assets 

 
 



 

 
Page 67 of 88 

 

• Disclosure Report 
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2. Special Report 

This sub-menu allows you to preview and print the Late 
Contributions Report. 

 

1. Election Type (Required field) 

Click on the down arrow to expand the pull-down menu and 
select the applicable election from the pull-down menu: 

 
2. Select Report (Required field) 

 
Click on the down arrow to expand the pull-down menu and 
select the applicable report from the pull-down menu: 

 
Once you select the applicable election and report, click on the 
“Preview” button to preview and print the report.  Use your 
Internet browser’s “Back” button to return to the Special 
Report sub-menu after you finish previewing and printing a 
report. 
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Here are samples of the reports: 

• Late Contributions Report 

Primary Election Late Contributions Report 

 
 
General Election Late Contributions Report 
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12. Validate Report Menu 

 

The three sub-menus under the Validate Report menu perform different 
functions: 

1. Name Validation 

This sub-menu allows you to check for missing employer and 
occupation information for individuals that contribute an 
aggregate of more than $100 during the noncandidate committee’s 
two-year election period.  Any error resulting from this 
validation means that the noncandidate committee will not 
be able to file the report until a correction is made. 

 

1. Reporting Period (Required field) 

Click on the down arrow to expand the pull-down menu.  The 
pull-down will contain reporting periods that were added in the 
Reporting Schedules sub-menu under the Administration 
menu.  Select the reporting period and click the “Validate” 
button for contributions that are missing information about the 
contributor’s employer and occupation. 

Note: Once a report has been filed, it will no longer be 
available from the Reporting Period pull-down unless the 
NCFS is in Amend Mode. 
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Here is a sample of the report: 

 
If there are no errors, continue with the other validation 
reports. 

If there are errors (like the screen above), click on the Name 
link to enter the missing information.  A pop-up window will 
appear as follows: 

 
Enter the missing information and click the “Submit” button.  
Click the Close Window link to close the pop-up.  The missing 
information can also be entered in the Name Table sub-menu. 
Click the “Validate” button after the missing information has 
been entered and the name of the contributor will disappear. 
The “No errors” message will be displayed as follows: 
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2. Contributions Received Limit Validation 

Contributions are validated based on the following criteria: 

• Noncandidate Committee (Regular) - $1,000 aggregate in an 
election (primary and general); 

• Noncandidate Committee (Political Party) - $25,000 
aggregate in a two-year election period; and 

• Noncandidate Committee (Ballot Issue Committee) - 
Unlimited 

This sub-menu allows you to check for contributions that exceed 
the applicable contribution limit.  Any warning resulting from 
this validation will not prevent you from filing your report. 

 

1. Reporting Period (Required field) 

Click on the down arrow to expand the pull-down menu.  The 
pull-down will contain reporting periods that were added in the 
Reporting Schedules sub-menu under the Administration 
menu.  Select the reporting period and click the “Validate” 
button to view contributions in excess of the limit. 

Note: Once a report has been filed, it will no longer be 
available from the Reporting Period pull-down unless the 
NCFS is in Amend Mode. 
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Here is a sample of the report: 

 
If there are no warnings, continue with the other validation 
reports. 

If there are warnings (like the screen above), click on the Name 
link to view the contribution or contributions (in the case of 
multiple contributions).  A pop-up window will appear as 
follows: 

 
Click the Close Window link to close the pop-up. 

3. Contributions to Candidates Limit Validation 

The contribution limits vary according to the office that a 
candidate is seeking.  The contribution limits that apply to the 
three types of offices are as follows: 

• A candidate seeking nomination or election to a two-year 
office-Aggregate contributions not to exceed $2,000 
during an election period; 

• A candidate seeking nomination or election to a four-year 
nonstatewide office-Aggregate contributions not to 
exceed $4,000 during an election period; 
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• A candidate seeking nomination or election to a four-year 
statewide office-Aggregate contributions not to exceed 
$6,000 during an election period. 

The following is a list of offices and their respective 
contribution limits: 

Two-Year Office ($2,000 Limit for the Election Period) 

State House of Representative 
County Council (Hawaii, Maui, Kauai) 

Four-Year Nonstatewide Office ($4,000 Limit for the 
Election Period) 

State Senate 
Mayor 
Prosecuting Attorney 
City Council (Honolulu) 
Board of Education  

Four-Year Statewide Office ($6,000 Limit for the Election 
Period) 

Governor 
Lt. Governor 
Office of Hawaiian Affairs 

This sub-menu allows you to check for contributions to 
candidates that exceed the applicable limit.  Any warning 
resulting from this validation will not prevent you from filing 
your report. 
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1. Reporting Period (Required field) 

Click on the down arrow to expand the pull-down menu.  The 
pull-down will contain reporting periods that were added in the 
Reporting Schedules sub-menu under the Administration 
menu.  Select the reporting period and click the “Validate” 
button to view the contributions in excess of the limit. 

Note: Once a report has been filed, it will no longer be 
available from the Reporting Period pull-down unless the 
NCFS is in Amend Mode. 

Here is a sample of the report: 

 
 
If there are no warnings, continue with filing the report. 

If there are warnings (like the screen above), click on the Name 
link to view the contributions made to that candidate (in the 
case of multiple contributions).  A pop-up window will appear 
as follows: 

 
Click the Close Window link to close the pop-up. 
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13. File Report Menu 

 

The two sub-menus under the File Report menu perform different 
functions: 

1. Disclosure Report 

This sub-menu allows you to file the Disclosure Report and 
Schedules A-E.  The report should be previewed, printed and 
validated prior to filing. 

 
1. Reporting Period (Required field) 

Click on the down arrow and expand the pull-down menu.  
The pull-down will contain reporting periods that were added 
in the Reporting Schedules sub-menu under the 
Administration menu.  Select the reporting period and click the 
“File Report” button (only ONCE) to file the report.  The 
following pop-up window will appear: 

 
 
Click the “OK” button to file the report or click the “Cancel” 
button to return to the Disclosure Report sub-menu.  The 
process may take a few seconds or more to complete.  Please 
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be patient.  DO NOT RE-CLICK THE “FILE REPORT” 
BUTTOR OR CLOSE THE INTERNET BROWSER 
DURING THE PROCESS.  The following screen will appear 
to confirm that the report has been filed: 

 
Click the applicable link to print your filing confirmation 
receipt for your records or click the public website address to 
view and print the filed report, if necessary.  If the report is not 
listed in the filing confirmation or if it does not appear on the 
public site, then it was not filed successfully and you must 
contact the Commission immediately. 

Note: Once a report has been filed, it will no longer be 
available from the Reporting Period pull-down unless the 
NCFS is in Amend Mode. 

2. Special Report 

This sub-menu allows you to file the Late Contributions Report.  
The report should be previewed and printed prior to filing. 
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1. Election Type (Required field) 

Click on the down arrow to expand the pull-down menu and 
select the applicable election from the pull-down menu: 

 
2. Select Report (Required field) 

Click on the down arrow to expand the pull-down menu and 
select the applicable report from the pull-down menu: 

 
Once you select the applicable election and report, click the 
“File Report” button (only ONCE) to file the report.  The 
following pop-up window will appear: 

 
Click the “OK” button to file the report or click the “Cancel” 
button to return to the Special Report sub-menu.  The process 
may take a few seconds or more to complete.  Please be 
patient.  DO NOT RE-CLICK THE “FILE REPORT” 
BUTTOR OR CLOSE THE INTERNET BROWSER 
DURING THE PROCESS.  The following screen will appear 
to confirm that the report has been filed: 
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Click the applicable link to print your filing confirmation 
receipt for your records or click the public website address to 
view and print the filed report, if necessary.  If the report is not 
listed in the filing confirmation or if it does not appear on the 
public site, then it was not filed successfully and you must 
contact the Commission immediately. 
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14. Amend Mode 
 

The Amend Mode menu option functions like an on and off switch 
toggling between normal and amend mode. 

To ensure that you are in Amend Mode, a red bar with the words 
“AMENDMENT MODE” appears under the menu bar. 

 

Click on the Amend Mode menu option to switch back to normal mode 
and the red bar will disappear. 

In Amend Mode, the Administrator can: 

• Add, modify, or delete any transaction in a report that was 
previously filed; 

• Preview and print previously filed reports; and 

• File amended reports. 

When a report is filed, transactions for that report in Schedules A-E are 
locked as indicated by the unclickable Date link and the check in the 
“Lock” column checkbox as follows: 

Schedule A - Contributions Received 
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When the NCFS is in Amend Mode, the Date link is clickable as 
follows: 

 
By clicking the Add New link, transactions can be added by entering 
them in the normal manner. 

Clicking the Date link for a particular transaction will display the 
following screen: 
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You can modify the transaction and click the “Submit” button to 
confirm the change, click the “Delete” button to delete the transaction, 
or click the “Cancel” button to return to the previous screen. 

Once the changes have been made, you should preview, print, validate 
and file the amended report.  If the amended report affects the cash on 
hand of subsequent reports that have already been filed, those reports 
must also be amended. 

When an amended report is previewed under the Preview/Print Report 
menu, a check will appear in the “Amended” checkbox to indicate it is 
an amended report. 
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15. Filing Confirmations Menu 

 

The sub-menu under the Filing Confirmations menu performs the 
following function: 

1. Disclosure/Late Contributions Reports 

This sub-menu allows you to view a list of all Disclosure/Late 
Contributions Reports that have been filed with the Commission.  
Click the Printable version link to print a copy for your records 
after each report is filed. 
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16. Export Data Menu 

 

The seven sub-menus under the Export Data menu can be used to 
export data from the NCFS. 

1. Name Table 

This sub-menu allows you to export all names in the Name Table 
sub-menu. 

 
To export the data, click the Export to Microsoft Excel link and 
the following pop-up window will appear: 

 
Click the “Open” button to view the data in Excel, click the 
“Save” button to save the data as an Excel file, or click the 
“Cancel” button to return to the Name Table sub-menu. 
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The exported data will appear in Excel as follows: 

 
2. Schedules A-E 

These sub-menus allow you to export all or selected transactions 
based on a specified date range. 

Schedule A - Contributions Received 

 
To export all transactions, click the Export to Microsoft Excel 
link.  To export selected transactions, enter the applicable dates in 
the Date Range fields, click the “Search” button, then click the 
Export to Microsoft Excel link. 
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 The following pop-up window will appear: 

  
Click the “Open” button to view the data in Excel, click the 
“Save” button to save the data as an Excel file, or click the 
“Cancel” button to return to the previous screen. 
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The exported data will appear in Excel as follows: 
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17. Help Menu 
Click on the Help menu option to access this User Guide in Adobe 
format.  You will need Adobe Reader to read and print the guide. 

18. Logout 
Click on the Logout option to end your session on the NCFS. 




