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Help Content: Advances

HOW TO ADD AN ADVANCE

1. Go to Advances.
Click Transactions and then Advances.

Transactions Documentation Reports Submission

RECEIPTS DISBURSEMENTS OTHER Tools

Monetary Contributions Bills Affiliations IMPORT CONTRIBUTIONS
In-Kind Contributions Candidate Personal Contributions

Loans Petty Cash Partnership/LLC Attributions

Other Receipts Committee Transfers Out Subcontractors MAINTAIN FUNDRAISERS

Committee Transfers In

MERGE DUPLICATE NAMES

2. Search for the advancer by Last Name or Entity Name.
Use the Search by Last Name or Entity Name box to see if the advancer’s name record already
exists. If so, click on the name. If the name is not there, click Add Name.
Advances &

Minuit, Pete Add Name

Minuit, Peter - 7306 Woodside Avenue

CANDIDATE SERVICES TIP(S):
V The advancer is the persentity who usedheir funds to make the purctsg onbehalf
of the campaign and needs be reimbursed.

3. Click Add Purchase.
You are now on the advancer’s page that will include all purchases and repayments involving
this advancer. Click the blue Add Purchase button to proceed.
p— ==

Transaction ID Date Transaction Type Vendor Amount

No records

4. Enter the details of the purchase and click Save.
C-SMART will alert you if you leave out required information. Complete the fields as follows:

1 Vendor: Select the vendor from which or whom the purchase was made. If the name is
not there, click Add Name.

9 Purchase Date: Enter the date the advance purchase was made. You may do this by
entering the date in the field using the MM/DD/YYYY format or by selecting a date from
the calendar that appears when you click on the blank field.

9 Amount: Enter the total amount of the purchase.

i Payment Type: Select the method of payment the advancer used to make the purchase
from the drop-down menu (cash, check, credit card, money order, other).
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9 Purpose Code: Select the purpose code from the available options in the drop-down
menu that most closely represents the purpose of the expenditure. Please refer to the
C-SMART Purpose Codes Guide for further information.

9 Explanation: Enter a brief reason or explanation describing the expenditure.

1 Exempt Code: If all or a portion of this expenditure should not be included in the
expenditure limit, select the appropriate exempt category from the available options in
the drop-down list. You must follow all rules for exempt expenditures, including
receiving CFB approval of your exempt expenditure methodology before disclosing
expenditures as exempt. Please see Chapter 3 of the Handbook for more information on
exempt expenditures.

 Committee: Select the committee incurring this expenditure from the list of committees
available in the drop-down list. C-SMART will automatically default to your principal
committee. You may select a different committee if the default does not apply to this
transaction.

9 Event: If the purchase was made for or as a result of a fundraising event, you can use
the drop-down list to select that event.

T Notes: Enter any additional notes relating to this transaction. Please be aware that this
same note field appears on both the main transaction and any associated transactions.
If you make changes on any one of the associated transactions, those changes will be
reflected in those associated transactions as well as the main transaction.

Important: Information entered and saved in this field is intended for ysthé
campaign only and isot part of any data submitted to the Campaign Finance Board
during any submission process.

CANDIDATE SERVICES TIP(S):

V Upon clickingsave if a warning message pops up, read it. It might notify you of a
potential compliance issubat you need to address immediately.

vV 1aS G4KS dlo 1Se G2 yI@A3arasS GKNRdzAK GKS

V An advance is considered arkind contributionsubject to the contribution limits and
source restrictionantil repaid.
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Enter Details

*Vendor: Tommy's Grocery M Add Name
*Purchase Date: 09/19/2016
*Amount: 3 8.00

*Payment Type: Cash v
*Purpose Code: Fundraising T

*Explanation: Ice

Exempt Code: A

*Committee: Sophia for Council M

Event: Sophia's Fundraiser v

@ Cancel

5. Your transaction has been successfully saved.
At this point, C-SMART will go back to the advancer’s Advances page. You will see that the
Totals box is updated to account for the saved transaction and the list of advances on the
bottom of the screen includes the purchase you just saved.

CANDIDATE SERVICES TIP(S):

V Notice that the transaction now Isa Transaction IDWrite this number on thadvance
repayment vouchemreceipt, and othedocumentatiorfor audit and recordkeeping

Profile Totals
Name: Minuit, Peter Employer: NYC Department of Education @ Total Contributions: View
Address: oodside Avenue Occupation: Teacher Total Purchases:
o de NY 11377 Address: 3501 Union Street Total Outstanding:
Boro: Queens Individual Flushing NY 11354 otal Qutstanding:

Total Forgiven:

Advances Add Purchase | Add Repayment | Add Forgiven

Cransactiun 1D Date Transaction Type Vendor Amnui
1293 09/19/2016 Purchase Tommy's Grocery $8.00 &
HOW TO EDIT AN ADVANCE

1. Click Edit.

From the advancer’s Advances page, click the Gear icon and then Edit OR use the Search
Transaction ID bar if you know the Transaction ID and click the Edit button.
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Add Repayment Add Forgiven

Amount

$8.00 o

Edit

OR

+ A

Totals

O Total Contributions:
Total Purchases:
Total Outstanding:

Total Forgiven:

2. Update and click Save.

Modify, add, or remove the applicable fields and then click Save.

=~ Back to Minuit, Peter

dd © Delete

$8.00
%8.00
$8.00

$0.00

WView

10/27/2017
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CANDIDATE SERVICES TIP(S):

V Notice that the timestamp will be updated to reflect who made the modificab the
transaction and when

Enter Details

*Vendor: Tommy's Grocery v Add Name
*Purchase Date: 09/19/2016
*Amount: $ 8.71

*Payment Type: Cash Y
*Purpose Code: Fundraising v

*Explanation: Ice

Exempt Code: v

*Committee: Sophia for Council v

Event: v

Entered By: Admin Date: 03/13/2016 02:24 PM  Updated By: Admin Date: 09/19/2016 02:24 PM

@ Cancel

3. The advance has been successfully edited.

HOW TO DELETE AN ADVANCE
1. Click on the Transaction ID or Search by Transaction ID.
From the advancer’s Advances page, click on the Transaction ID for the transaction you wish to
delete OR use the Search Transaction ID bar if you know the Transaction ID.
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Advances @

Search by Last Name or Entity Name

Profile
Name: Minuit, Peter Employer: NYC Department of Education
Address: 7306 Woodside Avenue Occupation: Teacher
Woodside NY 11377 Address: 3501 Union Street
Boro: Queens  Individual Flushing NY 11354
Advances
Transaction ID Date Transaction Type

09/19/2016 Purchase

Add Name

1293 -- Advance Purchase

+ Back to Advances

Add Name
Totals
@ Total Contributions: £8.71 View
Total Purchases: $8.71
Total Qutstanding: $8.71
Total Forgiven: $0.00

2. Click Delete.

10/27/2017

* Back to Advances

Add Name
Totals
© Total Contributions: $8.71 View
Total Purchases: $8.71
Total Qutstanding: $8.71
Total Forgiven: $0.00
Add Purchase | Add Repayment | Add Forgiven
Vendor Amount
Tommy's Grocery $8.71 -

Once you have reviewed the saved transaction and are positive that this was saved in error and

did not actually occur, you can click the Delete button.

Advance Purchase
Transaction ID: 1293 Statement: N/A

Profile
Name: Minuit, Peter Employer: NYC Department of Education
Address: 7306 Woodside Avenue Occupation: Teacher
Woodside NY 11377 Address: 3501 Union Street
Boro: Queens  Individual Flushing NY 11354

“+~ Back to Minuit, Peter

Totals
@ Total Contributions: $8.71 View
Total Purchases: $8.71
Total Outstanding: $8.71

Total Forgiven: $0.00
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3. The advance has been successfully deleted.

CANDIDATE SERVICES TIP(S):
V In most cases, you should delete a transaction only if you are sure it was entered or
saved in error and did not actually occur.

HOW TO ADD AN ADVANCE REPAYMENT
1. Click Add Repayment.
From the advancer’s Advances page, click the blue Add Repayment button to proceed.

* Back to Advances

Advances @
Search by Last Name or Entity Name Add Name

Profile Totals

Name: Employer: NYC Department of Education @ Total Contributions: $8.71

Address: Occupation: Teacher Total Purchases: 5871

Address: 3501 Union Street
Flushing NY 11354

Boro: Total Outstanding: $8.71

Total Forgiven: $0.00

—
Advances Add Purchase | Add Repayment | Add Forgiven
—

Transaction ID Date Transaction Type Vendor Amount

1293 09/19/2016 Purchase Tommy's Grocery $8.71 -]

2. Enter the details of the repayment and click Save.

C-SMART will alert you if you leave out required information. Complete the fields as follows:

9 Repayment Date: Enter the date the campaign issued the repayment. You may do this
by entering the date in the field using the MM/DD/YYYY format or by selecting a date
from the calendar that appears when you click on the blank field.

i Amount: Enter the amount of the repayment.

Check Number: Enter the check number.

9 Committee: From the list of committees available in the drop-down menu, select the
committee repaying the advance. C-SMART will automatically default to your principal
committee. You may select a different committee if the default does not apply to this
transaction.

9 Bank Account: From the drop-down menu of bank accounts, select the account from
which the repayment was made. C-SMART will automatically default to your primary
bank account. You may select a different bank account if the default does not apply to
this specific transaction.

9 Segregated: Check this indicator if the advance was for your campaign’s segregated
bank account. A segregated bank account is used for raising funds to pay debt from a
previous election, making contributions to other political committees, or engaging in
other types of spending that would cause a deduction in public funds pursuant to Rule

=
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5-01(n). You must disclose the segregated bank account to the CFB and follow all the
guidance contained in the Segregated Bank Accounts Guidance Document.

9 Runoff/Rerun: Check this indicator if the expenditure was incurred for an anticipated
runoff or court-ordered rerun election. You can incur expenses for a runoff only if the
Campaign Finance Board has announced that one is reasonably anticipated. See the
Runoff Guidance Document for more information.

1 Notes: Enter any additional notes related to this transaction. Please be aware that this
same note field appears on both the main transaction and any associated transactions.
If you make changes on any one of the associated transactions, those changes will be
reflected in those associated transactions as well as the main transaction.

Important: Information entered and saved in tHisld is intended for use by the
campaign only and isot part of any data submitted to the Campaign Finance Board
during any submission process.

CANDIDATE SERVITES):
V' You maymake a singleepayment to the same advancer for more than one advance
purchasebnter the full amount thayou are repaying, which should match the amount
of the check issued to the advancer

Enter Details

Repayment Date: 0%9/19/2016
Amount: 3 8.00
Check Number: 5734
Committee: Sophia for Council v
Bank Account: Smart Savings Bank(****3522) v
O Segregated:

O Runoff / Rerun:

Notes:

@ -

3. Your transaction has been successfully saved.
At this point, C-SMART will go back to the advancer’s Advances page and you will see that the
Totals box is updated to account for the saved transaction, and the list of advances and
repayments on the bottom of the screen includes the transaction you just saved.

Pg. 8


http://www.nyccfb.info/PDF/guidance/segregated_bank_accounts.pdf
http://www.nyccfb.info/PDF/guidance/runoff_election.pdf

Help Content: Advances

CANDIDATE SERVICES TIP(S):

10/27/2017

V Notice that the transa@dn now haa Transaction IDWrite this number othe Advance
Repayment Vouchand copy ofthe canceled committee check.

Advances @

“ Back to Advances

Search by Last Name or Entity Name Add Name
Profile Totals
Name: Minuit, Peter Employer: NYC Department of Education © Total Contributions: $0.71 View
Address: 7306 Woodside Avenue Occupation: Teacher Total Purchases: $8.71
Woodside NY 11377 Address: 3501 Union Street Total Outstanding: $071
Boro: Queens  Individual Flushing NY 11354 otal Qutstanding: o
Total Forgiven: $0.00
Advances Add Purchase | AddRepayment | Add Forgiven
Transaction ID Date Transaction Type Vendor Amount
1293 09/19/2016 Purchase Tommy's Grocery $8.71 -
( 1294 09/19/2016 Repayment $8.00 ’ -]

HOW TO EDIT AN ADVANCE REPAYMENT
1. Click Edit.

From the advancer’s Advances page, click the Gear icon corresponding to the appropriate
repayment and then Edit OR use the Search Transaction ID bar if you know the Transaction ID

and click the Edit button.

Advances
Transaction ID Date Transaction Type
1293 09/19/2016 Purchase
1294 09/19/2016 Repayment

OR

Add Purchase | Add Repayment | Add Forgiven

Vendor

Tommy's Grocery

Amount

$8.71

-1
$8.00 o
Edit
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= Back to Minuit, Peter

+ 2dd Q Delete

Totals
0 Total Contributions: $0.71 View
Total Purchases: $£8.71
Total Outstanding: $0.71
Total Forgiven: $0.00

2. Update and click Save.
Modify, add, or remove the applicable fields and then click Save.

CANDIDATE SERVICES TIP(S):

V Notice that the timestamp will be updated to reflect who made the modification to the
transaction and when.

V If yourrepaymentcheck was voided)ickVoid Checland enterthe date voidedVoiding
the checkwill void theAdvance Repaymetrtansaction. If you have to issue the
advancera newrepayment checkyou must create a nefwdvance Repayment
transaction.
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Enter Details

*Repayment Date:
*Amount:

*Check Number:
*Committee:
*Bank Account:
Void Check:

O Segregated:
@ Runoff / Rerun:

Notes:

[For Campa

gn Use

10/27/2017

09/19/2016

3 8.71

5734

Sophia for Council v

Smart Savings Bank(****3522) v

Void Date:

Entered By: Admin Date: 09/1%/201602:47 PM Updated By: Admin Date: 09/19/2016 02:47 PM

@ Cancel

3. The repayment has been successfully edited.

HOW TO DELETE AN ADVANCE REPAYMENT
1. Click on the Transaction ID or Search by Transaction ID.
From the advancer’s Advances page, click on the Transaction ID for the repayment you wish to
delete OR if you know the Transaction ID for the payment, use the Search Transaction ID bar.

Advances

Transaction ID Date

1293 09/19/2016

09/19/2016

OR

Add Purchase | AddRepayment | Add Forgiven

Transaction Type Vendor Amount
Purchase Tommy's Grocery $8.71 o
Repayment $8.71 &
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1294

Add Name

1294 — Advance Repayment

4 Back to Advances

Add Name
Totals
O Total Contributions: $0.00 View
Total Purchases: $8.71
Total Outstanding: $0.00
Total Forgiven: $0.00

2. Click Delete.
Once you have reviewed the saved transaction and are positive that this was saved in error and

did not actually occur, you can click the Delete button.
Advance Repayment

Transaction ID: 1294 Statement: N/A + Add [# Edit

4 Back to Minuit, Peter

Profile Totals
Name: Minuit, Peter Employer: NYC Department of Education @ Total Contributions: $0.00 View
Address: 7306 Woodside Avenue Occupation: Teacher Total Purchases: $8.71
Woodside NY 11377 Address: 3501 Union Street Total Outstanding: s0.00
Boro: Queens Individual Flushing NY 11354 otal Qutstanding:

Total Forgiven: $0.00

3. The repayment has been successfully deleted.

CANDIDATEERVICES TIP(S):
V In most cases, you should delete a transaction only if you are sure it was entered or
saved in error and did not actually occur.

HOW TO ADD A FORGIVEN ADVANCE
1. Click Add Forgiven.
From the advancer’s Advances page, click the blue Add Forgiven button to proceed.
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Advances @
Search by Last Name or Entity Name

Profile

Name: Minuit, Peter Employer: NYC Department of Education
Address: 73 dside Avenue Occupation:  Teacher
Woodside NY 11377 Address: 3501 Union Street
Boro: Queens  Individual Flushing NY 11354
Advances
Transaction ID Date Transaction Type
1293 09/19/2016 Purchase
1294 09/19/2016 Repayment

2. Enter the details of the forgiven amount and click Save.

Totals

10/27/2017

@ Total Contributions:

Total Purchases:

Total Outstanding:

Vendor

Tommy's Grocery

Total Forgiven:

+ Back to Advances

Add Name

$0.00
$8.71
$0.00
$0.00

Add Purchase | AddRepayment | Add Forgiven |

Amount
$8.71

$8.71

C-SMART will alert you if you leave out required information. Complete the fields as follows:
i Forgiven Date: Enter the date the advancer forgave the amount. You may do this by
entering the date in the field using the MM/DD/YYYY format or by selecting a date from

the calendar that appears when you click on the blank field.

Amount: Enter the amount forgiven.

 Notes: Enter any additional notes related to this transaction. Please be aware that this
same note field appears on both the main transaction and any associated transactions.
If you make changes on any one of the associated transactions, those changes will be
reflected in those associated transactions as well as the main transaction.

Important: Information entered and saved in this field is intended for use by the
campaign only and isot part of any data submitted to the Campaign Finance Board

during any submission process.

Enter Details

Forgiven Date: 09/19/2016
Amount: % 8.7
Notes:

Candidate Services Tip(s):

V When an advances forgiven, iis onsidered an ikind contribution from the advancer
and is subject to contribution and expenditure linaitgl source restrictions
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3. Your transaction has been successfully saved.
At this point, C-SMART will go back to the advancer’s Advances page and you will see that the
Totals box is updated to account for the saved transaction, and the list of advances and forgiven
advances on the bottom of the screen includes the transaction you just saved.

CANDIDATE SERVICES TIP(S):
V The transaction now has Bransaction IDWrite this number on theopy of any
corresponding documentatiosych as a letter from the advancer indicating that the
advancewas forgiven in full or in part).

 Back to Advances
Advances @
Search by Last Name or Entity Name Add Name
Profile Totals

Name: Minuit, Peter Employer: NYC Department of Education @ Total Contributions: $8.71 View

Address: 7306 Woodside Avenue Occupation:  Teacher Total Purchases: $8.71

NY 11377 Address: 3501 Union Street Total 0 ding: 0.0

Boro: Queens  Individual Flushing NY 11354 otal Outstanding: :
Total Forgiven: $8.71

Advances Add Purchase | Add Repayment | Add Forgiven

Transaction ID Date Transaction Type Vendor Amount
1293 09/19/2016 Purchase Tommy's Grocery $8.71 &
(zes 09/19/2016 Forgiven 5871 ) -3

HOW TO EDIT A FORGIVEN ADVANCE
1. Click Edit.
From the advancer’s Advances page, click the Gear icon corresponding to the appropriate
forgiven amount and then Edit OR use the Search Transaction ID bar if you know the
Transaction ID and click the Edit button.

Advances Add Purchase | Add Repayment | Add Forgiven

Transaction ID Date Transaction Type Vendor Amount
1293 09/19/2016 Purchase Tommy's Grocery $8.71 &
1295 09/19/2016 Forgiven $8.71 L]

Edit

OR
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Advance Forgiven
Transaction ID: 1295 Statement: N/A

Profile
Name: Minuit, Peter Employer: NYC Department of Education
Address: 7306 Woodside Avenue Occupation: Teacher
Woodside NY 11377 Address: 3501 Union Street
Boro: Queens  Individual Flushing NY 11354

2. Update and click Save.

Modify, add, or remove the applicable fields and then click Save.

CANDIDATE SERVICES TIP(S):

Totals

@ Total Contributions:
Total Purchases:
Total Outstanding:

Total Forgiven:

10/27/2017

“~ Back to Minuit, Peter

+ Add © Delete

V  Notice that the timestamp will be updated to reflect who made the modiboaid the

transaction and when.

Enter Details

*Forgiven Date: 09/19/2016
*Amount: 3 8.00
Notes:
[For Campaign Use Only]

Entered By: Admin Date: 09/13/2016 03:06 PM Updated By: Admin Date: 09/139/2016 03:06 PM

@ Cancel

3. The forgiven advance has been successfully edited.

HOW TO DELETE A FORGIVEN ADVANCE

1. Click on the Transaction ID or Search by Transaction ID.

From the advancer’s Advances page, click on the Transaction ID for the forgiven amount you
wish to delete. Or, if you know the Transaction ID for the forgiven advance, use the Search

Transaction ID bar.
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Advances @

Search by Last Name or Entity Name

Profile
Name: Minuit, Peter Employer:
Address: 7306 Woodside Avenue Occupation:
Woodside NY 11377 Address:
Boro: Queens  Individual
Advances
Transaction ID Date
09/19/2016
08/19/2016

NYC Department of Education
Teacher

3501 Union Street
Flushing NY 11354

Transaction Type

Purchase

Forgiven

1295

Add Name

1295 -- Advance Forgiven

*+~ Back to Advances

Add Name
Totals
O Total Contributions: $8.71 View
Total Purchases: $8.71
Total Qutstanding: $0.71
Total Forgiven: $8.00

2. Click Delete.

10/27/2017

= Back to Advances

Add Name
Totals
© Total Contributions: $8.71 View
Total Purchases: $8.71
Total Outstanding: $0.71
Total Forgiven: $8.00
Add Purchase | Add Repayment | Add Forgiven
Vendor Amount
Tommy's Grocery $8.71 -]

$8.00 &

Once you have reviewed the saved transaction and are positive that this was saved in error and
did not actually occur, you can click the Delete button.

Advance Forgiven
Transaction ID: 1295 Statement: N/A

Profile

Name: Minuit, Peter Employer:
Address: 7306 Woodside Avenue Occupation:
Woodside NY 11377 Address:

Boro: Queens Individual

NYC Department of Education
Teacher

3501 Union Street
Flushing NY 11354

3. The forgiven advance has been successfully deleted.

“ Back to Minuit, Peter

Totals
© Total Contributions: 8.7 View
Total Purchases: 38.71
Total Outstanding: $0.71
Total Forgiven: $8.00
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CANDIDATE SERVICES TIP(S):
V In most cases, you should delete a transaction only if you are sure it was entered or

saved in error and did not actually occur.
V After you delete a forgiven advandbe advance will remainonsidered an ikind

contribution until the advance is repaid.
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HOW TO ADD ADVANCE PURCHASE/REPAYMENT/FORGIVEN DOCUMENTATION

1. Click on the Transaction ID or search by Transaction ID.

From the advancer’s Advances page, click on the advance’s transaction ID. Or, if you already
know the advance’s transaction ID, use the Search Name or Transaction ID bar. If you are
uploading documentation for an advance repayment or forgiven advance, click on or search for
the corresponding transaction ID for the repayment or forgiveness.

Advances @
Search by Last Name or Entity Name Q
Profile
Name: Hernandez, David Employer:
Address: 75-24 Broadway 1B Occupation:
Elmhurst NY 11373 Address:
Boro: Queens  Individual
Advances
Transaction ID Date Transaction Type

1042772017 Purchase

OR

2149 - Advance Purchase

2. Click Add Document.
Click the blue Add Document button to proceed.

4 Back to Advances

Add Name
Totals
© Total Contributions: $31.22 View

Total Purchases: $31.22

Total Outstanding: $31.22

Total Forgiven: $0.00

Add Purchase Add Repayment Add Forgiven
Vender Amount
Tommy's Grocery £31.22 -]
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Purchase Details

Vendor: ommy's Grocery

Address:

Purchase Date: 10/27/2017

Amount: $31.22

Payment Type:
Purpose Code: Fundraising
Explanation: Food for fundraiser

Exempt Code:

Committee: Sophia for Council

Event:

Notes:

ntered By: Admin Date: 10/27/2077 09:37 Al Updated By: Admin Date: 10/27/2017 09:37 AM

Documentation Add Document

Type Date Linked Submit Date Statement Number

No records

CANDIDATE SERVICES TIP(S):
V As a shortcut, you can click on the blue gear icon corresponding to the transaction ID on
thel RJ I y OS NDpage larikl $henytliorid Document

3. Enter the details of the document and click Save.

9 Select a PDF document to upload: Click Upload PDF to select the file from your
computer or other device. The file size cannot exceed 4 MB. Once you select the file, it
will be displayed in the PDF Preview field.

9 Select page(s) and type of document:

0 Enter the page number(s) of the PDF that is/are associated with the transaction.
You can use a dash to select a page range (3-4) or a comma to select non-
consecutive page numbers (1, 3). You also can choose Select All Pages if all
pages of the PDF correspond to the transaction.

0 From the drop-down list for Type:

A For advance purchase documentation, select Invoice/Receipt or Other.

A For advance repayment documentation, select Advance Repayment
Voucher, Advance Repayment Voucher and Canceled Committee Check,
Canceled Committee Check, or Other.

A For forgiven advance documentation, select Affirmation Letter or Other.

I Save: Click Save to store the document in C-SMART and link it to the transaction.
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Add Documentation

Last Name or Entity Name: Hernandez, David  Transaction ID: 2149  Amount: $31.22 Date: 10/27/2017 Advance Type: Purchase File Name: cfb-rules.pdf

Select a PDF Document to upload (File size limit 4 MB) Select page(s) and Type of Document (Indicate multiple pages by comma or dash)
Page(s) ® Select All Pages Type
Invoice/Receipt v
Save Cancel
PDF Preview

CANDIDATE SERVICES TIP(S):
V If your PDF contains more than one type of documentation, you can upload them
together under aingle document type.
V Even if a document is stored iB®MART and linked to a transaction, it is not submitted
to the CFB when uploaded. The documentation will be submitted when the underlying
transaction is submitted in a disclosure statement or an amesmdm

4. The document has been successfully saved.
At this point, C-SMART will go back to the transaction’s page and you will see that the
transaction will show that it has documentation linked to it.

Documentation
Type Date Linked Submit Date Statement Number
View PDF Invoice/Receipt 10/27/2017 ® Delete

HOW TO VIEW ADVANCE PURCHASE/REPAYMENT/FORGIVEN DOCUMENTATION
1. Click on the Transaction ID or search by Transaction ID.
From the advancer’s Advances page, click on the advance’s transaction ID. Or, if you already
know the advance’s transaction ID, use the Search Name or Transaction ID bar. If you wish to
view documentation for an advance repayment or forgiven advance, click on or search for the
transaction ID for the repayment or forgiveness.

* Back to Advances

Advances @
Search by Last Name or Entity Name Q Add Name
Profile Totals

Name: Hernandez, David Employer: O Total Contributions: $31.22 View

Address: 75-24 Broadway 18 Occupation: Total Purchases: $31.22

Elmhurst NY 11373 Address:
Bore: Queens  Individual Total Outstanding: $31.22
Total Forgiven: $0.00

Advances Add Purchase | AddRepayment | Add Forgiven

Transaction ID Date Transaction Type Vendor Amount

10/27/2017 Purchase Tommy's Grocery $31.22 o
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OR

Help~ Admin

Add Name

2149 — sdvance Purchase

2. Click View PDF.
In the Documentation section, click View PDF.

Documentation

Type Date Linked

Invoice/Receipt 10/27/2017

Submit Date

10/27/2017

Statement Number

® Delete

HOW TO DELETE ADVANCE PURCHASE/REPAYMENT/FORGIVEN DOCUMENTATION
1. Click on the Transaction ID or search by Transaction ID.
From the advancer’s Advances page, click on the advance’s transaction ID. Or, if you already
know the advance’s transaction ID, use the Search Name or Transaction ID bar. If you wish to
delete documentation for an advance repayment or forgiven advance, click on or search for the

transaction ID for the repayment or forgiveness.

Advances @
Search by Last Name or Entity Name Q
Profile
Name: Hernandez, David Employer:
Address: 75-24 Broadway 18 Occupation:
Elmhurse NY 11373 Address:
Boro:  Queens Individual
Advances
Transaction ID Date Transaction Type

10/27/2017

OR

* Back to Advances

Add Name
Totals
O Total Contributions: $31.22 View

Total Purchases: $31.22

Total Qutstanding: $31.22

Total Forgiven: $0.00

Add Purchase Add Repayment Add Forgiven
Vendor Amount
Tommy's Grocery $31.22 o
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2. Click Delete.
Once you have reviewed the saved document and are positive that this was added in error and
should not be linked to the transaction, you can click the Delete button in the Documentation
section.

Documentation Add Document

Type Date Linked Submit Date Statement Number

View PDF Invoice/Receipt 10/2772017

3. The document has been successfully deleted.
CANDIDATE SHRES TIP(S):

V Oncethe documentation has been submitted to the CFB, you will no longer be able to
delete it.
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