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Overview

This article walks through the steps setup a credit card bank account. Then it covers how to create an invoice for your credit card bank account
(payee), and record the detailed memo items (payments) so they display properly on your FEC report. The steps involve:

- Creating a credit card bank account (if you haven’t already)

- Creating the payees and invoices for the payments you made with a credit card

- Creating the invoice and payment (memo items) for the credit card payee

- Running the FEC report to verify the memo entries display correctly

v Tip: Prefer video? This video tutorial walks through the steps to complete this task. Trail Blazer also provides unlimited free training and it’s
pertinent that your campaign treasurer attends a 30 minute GoToMeeting session with one of our financial trainers to make sure they can
accurately record the finances for your campaign.
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Steps

1) Navigate to the Accounts list by following Application Menu > Financial > Banking > Accounts. Requires security clearance.
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o-l  Settings  Help

Application Menu €

[E]: =

Tazks
fs Dashboard
[ % Committee
» & Calendar/Tasks
[ % Canvassing
[+ @ Voter
b ¢ Polling
i+ 7% Communications
4 5 Financial
V] 5 Banking
1 5 Accounts I
ﬁ" Deposits
ﬂ'ﬁ Account Transfers
[» ﬁ Disbursments
- [ Receipts
> [ Reports
[» % Disclosure
i &g System Manager

2) Click [Search] to populate the list of current accounts. Click [+ New] from the Search tool strip. *If your credit card account is already setup you
can skip this step.
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2. Click [+ New] to create a new account. *If your account
1 already exists you can skip this step.

<3 Search Resetl 4k New E =l e File -+ Edit - |« | Bank Accounts |

L

Favortes | SQL
Q
% Favorite Searches

R Sort ) Format ~ =3 Wrap E Export & Print | B Pivot |
Bank Accounts [ 5 records found ]

Account . Account
D Committee Account Name Bank Mame Balance

Demo Campaign Database - Joel Bank of America Eank of America -1,471,727 .40
Demo Campaign Database - Joel First Mational Bank 2,886,232.00

Demc- Campaign Database - Joel Credit Card American Express Credit Card -4 043,00
00
0o

Demo Campaign Database - Joel Cash Drawer

lwn | 4= S e |

Demo Campaign Database - Joel Old Account Skip Juck Old Account

1,410,461 .60
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3) Enter all the information under the Bank tab including the Committee, Address, and Contact info.
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Fill out all the information for the new credit card bank account i.e. the Committee,
Address, Contact Info, etc.

Y
File - Edit - | & [ Edit [5] Show Cleared | \
Bank | Account
a Committee: [Demu Campaign Database - Joel v] Contact Name: Ted Flanegan =
Bank Mame: Credit Card (Wells Fargo) ABA Number:
Mation: |United States v| Phone Number:  (612) 667-0654
Address: 90 5 7th 5t Fax Number: [B00) 1434538
City: Minneapolis This Account is Inactive
State or Territory: | Minnesota [MIN] hd ]
Zip Code: 55415
Wweb Site https:/fwww.wellsfargo.com/locator/bank/0, -
Reconcile Account | Bank Fees | Bank Interest | Account Notes |
E% Eyport & Print | ) Pivet | Bank Statement
Reconcile Account Statement Date: 12/22/2016 [+
i Ending Balance: 00
Cleared E:tn gacticn Check # Payment Depaosit Description Payee Cleared Depasit ID ng
e Date
Cur Records
Current Balance: 00
- Uncleared Deposits: 00
+ Uncleared Fayments: .00
= Cleared Balance: 00

Statemert Balance = Cleared Balance?
Difference: 00

After entering the Statement Ending =
balance, and checking cleared D]
deposits and checks, the above

amount will be zero [.00) when the -
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4) Navigate to the Account tab and fill in all of the relevant information (Name, Address, Starting Balance, Etc). Make sure the Account Type is
categorized as Credit Card. My example is below.
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Fill out all the information for your new credit card account (address, account number, account
type, starting balance, etc.).

m Account

File ~ Edit - | & (B} Edit [ Show Cleared |

4

Nation:
Street:

City:
State or Territory:
Zip Code:

Wells Fargo (Credit Card)

United 5tates

90 57th 5t

Minneapolis

Minnesota [MN]

55415

78-1122458

Credit Card

Federal

0014
00
.00

12/22/2016 [EThg

00

«.

N

Mark the Account Type
as 'Credit Card'.

Reconcile Account | Bank Fees | Bank Interest | Account Notes

Reconcile Account

Cleared Data

Transaction

&% Export (% Print | R Pivot |

Check# Payment Depaosit

Description

Cleared

Date

D

Bank Statement

Statement Date: 12/22/2016 [~

Ending Balance: 00
eposit ID

Cur Records
Current Balance:

- Uncleared Deposits:
+ Uncleared Payments: |
= Cleared Balance:

Statement Balance = Cleared Balance?
Difference: 0o

After entering the Statement Ending  »
balance, and checking cleared Ij
deposits and checks, the above

amount will be zero [.00) when the -
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5) Click [Save and Close] to finish.
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File ~ Edit - | 0 [} Edit [5 Show Cleared |
Ié Account Name: Wells Fargo (Credit Card) Account Number: 78-1122456 =

Nation: United States ~| Account Type: | Credit Card -

Street: 90 5 7th 5t FEC Account Type: |Federal -
Starting Check Mumber: 0014

City: Minneapolis Starting Balance: .00 E

State or Territory: | Minnesaota [MIN] - | Starting Balance Date: 12/22/2016 E-

Zip Code: 55415 Last Statement Balance: .00
Last Statement Date: 12/22/2016 [ER |
Current Balance: .00 -

Reconcile Account | Bank Fees | Bank Interest | Account Notes

“¥ Export & Print | R Pivot | Bark Statement
Reconcile Account Statement Date: 12/22/2018 v
Cleared 'g:.tl:?sadiun Check # Payment Depaosit Description Payee S!:timd Deposit ID ST o0
Our Records
Current Balance: 00
- Uncleared Deposits: .00
+ Uncleared Payments: .00
= Cleared Balance: 00

Statement Balance = Cleared Balance?
Difference: 00

After entering the Statement Ending =
balance, and checking cleared |j|
deposits and checks, the above

amount will be zero (00) when the -
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6) Click [Search] and the new account will display in the Accounts list. My example is below. To reiterate, these steps will also create a Credit Card ‘Payee’
which is used in later step.
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B Settings  Help

Application Menu « Il <3v Search % Reset | 4k New M| o @ File - Edit - |« | Bank Accounts |
Blx& |

|
Tasks Favortes | SQL
I+ Dashboard
i @z Committee QD .
» & Calendar/Tasks Favorite Searches
[ % Canvassing % -
> % Voter :H:f
1 7 Polling .
i+ 5% Communications )D
4 a Financial
. -
)
m Account Transfers
> 3 Disb[usmenis fEF) Sort [ Format ~ 53 Wrap | %% Export % Print | ) Pivot |
> I Receipts T T ————
» [ Reports
[+ % Disclosure }&E;cnunt Committee Account Mame Bank Mame ’;;T::::
’ % System Manager 1 Demo Campaign Database - Joel Bank of America Bank of America -1,471,727.40
2 Demo Campaign Database - Joel First National Bank 2,886,232.00
3 Demo Campaign Database - Joel Credit Card (American Express] American Express Credit Card 00
4 Demo Campaign Database - Joel Cash Drawer 00
5 Demo Campaign Database - Joel Old Account Skip Juck Old Account 00
3 [ Demo Campaign Database - Joel Wells Fargo (Credit Card] Credit Card (Wells Fargo) 00
Bl s 1,414,504.60

The new credit AP BEAR SLLGUERAN display. 12
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7) Navigate to the Payee list by following Application > Financial > Disbursements > Payees (Invoicing).
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ot Settings  Help
Application Menu

[ Dashboard
[ {% Committee
» & Calendar/Tasks
[ % Canvassing
[ % Voter
i ¥ Polling
i+ 4 Communications
F a Financial
[ E Banking
Fl H Disbursments
H Payees [Invoicing)
ﬁ Transfers COut
ﬁ Lenders
H Loans
ﬁ Invoices

ﬁ Payments
¢ [ Receipts
[ @ Reports
[» % Disclosure
- % System Manager
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8) Search for the payee you made a credit card payment too and open their record card. If they don’t exists, click [+ New] at the top and create a
new payee record. In my example | used Trail Blazer Campaign Services.
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1. Run a search for the payee you paid with a credit card.

<o Search [y, Reset |Gk New [B|E ™ | L) O @& (2| File - Edit - | @ | Payeelist

W

|
| Favorites | 4% Name | Address | SQL

Q|
Company
Search all
name/address Last Name :
meﬁd) i First Name :
1D:

EE edit | B Sort FE Format - S3Wrap | 5% Export = Print | R Pivot |
Payee List [ 1 records found ]

ID - CompanyMame - Payments  Payments

Suite 103 Golden Valley MK 55416

Payme
This Year Last Year Priar Ye
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9) Click [+ New] under the Invoices tab.

KNOWLEDGE BASE www.trailblz.com/kb 17



http://www.trailblz.com/kb

& TrailBlazer

Organize. Leverage. Succeed. Entering Credit Card Memo Details for a Credit Card Invoice that was Paid
— Political Only (Required for Federal FEC Reports)

File - Edit - [ 3 | @
General FEC Filing Information/Cther
Company: Trail BElazer Campaign Services Entity Type: ’[}rganizatiun (not a committee and not a | VI
First Name: Brian Creditor Type: []nmlpulated Commercial Vendor V]
Last Mame: Hanf Pa}’BB Filer ID:
MNation: .] Filer Entity: ’[nune} v]
Street: 5115 Excelsior Blvd Set Voter
Suite 103 EIN/SSH:
City: Golden Valley
State or Territory: | Minnesota [MN] v] L
Zip Code: P User Field 1:
Phone/Ext: (B00) 446-1375 Yser Field 2
Fax: (952) 767-2655 User Field 3.
Email: support@trailblz.com STk

Invoices | Payments | Extemal Memos |

- == m . -
B Mew | [ Refresh | ) Sort ) Format + 53 Wrap | &% Export (2 Print | B Pivot |

Invaice  Invoice Invaice . Adjusted COpen Memo . - '
/ i) Date Amount Deductions Amjount Payments Refunds Baﬁance PrTE Election Event Description
Create a 750.00 .00 750.00 750.00 .00 .00 .00 | Primary 2006 Software -
- - 3 2/22/2006 850.00 .00 850.00 350.00 .00 .00 .00 | Primary 2006
new lnv°|ce' 4 2/22/2006 250,00 00 250,00 250,00 Q0 00 A0 | Primary 2006 L4
5 2/22/2006 350,00 00 350,00 350,00 a0 00 A0 | Primary 2002
[ 2/22/2006 425.00 00 425,00 425,00 i} 00 A0 | Primary 2004
25 4/3/2006 750.00 .00 750.00 .00 0o 750.00 .00 | Primary 2002 software
27 4/24/2006 500.00 .00 500.00 500.00 0o .00 .00 | Primary 2002
28 4/28/2006 500,00 00 500,00 500,00 00 00 A0 | Primary 2002
29 4/28/2006 500,00 00 500,00 500,00 i} 00 A0 | Primary 2002
30 5/9/2006 150.00 00 150.00 150.00 00 00 A00 | Primary 2006 Fundraiser Din... | potato's
33 5/31/2006 125.00 .00 125.00 125.00 0o .00 .00 | Primary 2002 Fundraiser Din...
34 6/1/2008 60.00 .00 60.00 60,00 00 .00 £00 | Primary 2002 Fundraiser Din...
33 6/20/2006 250,00 00 250,00 250,00 Q0 00 A0 | Primary 2006 Consulting -
45 | | 230,215.00 00| 230,215.00 | 214,465.00 .00 15,750.00 .00 | |
a4 I | »
Logon = Joel Kristenson | L—_I Save | |»@ Save and Close | [@Cannel ]
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10) Fill out the invoice information and click [Save and Close]. If you’re going to record a payment right away you can just click [Save] and begin
recording a payment. For the purpose of this article the payment steps are covered in step #12.
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Trail Blazer Campaign Services 1. Fill out the invoice information.

12/22/2016 B

500,00

[ﬁdministratiueﬂalaw!ﬂverhnad Expenses
[Regular Committee Operating Expense

[General 2018

[{nune}
|FEC Filing Software & Fundraising Software

Payments | Refunds | Deductions | Summary |
Bl New | [ Refresh |AF Sort ) Format - =3 Wrap | <% Export ¢ Print | B} Pivot |

Invoice Payments

FEC Memo Memo Payee Mame

Description

Faymeni Payment Payment Payment Check
- i} Date Amount Method Mumber Memo  Amount

00 0 00

Logon=  Joel Kristenson
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11) Repeat these steps and create invoice records for *all* payees who you paid with a credit card. In my example | recorded 3 invoices for 3

different payees.

12) Once the invoices have been recorded, open the payee record, and open the invoice by clicking on the Invoice ID. In my example | used Trail
Blazer Campaign Services again, and the $500.00 invoice that was created in step #10.
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1. Open the payee record card from the Payee list that contains the invoice you paid
with a credit card.

File ~ Edit - |3 | @

General FEC Filing Information/Other
Company: Trail Blazer Campaign Services Entity Type: [Dlganizatiun (not a committee and not a | V]
First Name: Brian Creditor Type: [lnculpulated Commercial Vendor v]
Last Name: Hanf Payee Filer ID:
Nation: vl Filer Entity: [Inune} v]
Street: 5115 Excelsior Blvd Set Vioter
Suite 103 EIN/SSN: il
City: Golden Valley l
State or Territory: | Minnesota [MN] '] Cther
Zip Code: P User Field 1:
Phone/Ext: (300) 446-1375 User Field 2
Fax: [952) 767 -2655 User Field 3:
Email: support@trailblz.com User Field &

Invoices | Payments | Exemal Memos|

E .= w : -
&0 New Refresh | Sort EEF) Format ~ 53 Wrap | ®% Export 2 Print | ) Pivot |
Invoices [49 records found]

Invoice  Invoice Invaoice Deducti Adjusted
(v Date Amount eauetions  amaunt

1/30/2009 1,200.00 1,200.00 1,200.00
1,30/2009 .00 .00
3/12/2009 6,500.00
4/7/2009 1,000.00
3/11/2009 650,00
5/20/2009 1,200.00
7/7/2009 6,500.00
9/9/2009 6,500.00
10/21/2009 4,800.00
10/28,/2009 1,000.00
11/20/2009 3,900.00 Primary 2010 campaign software

500.00 00 00 500.00 00 | General 2016 FEC Filing Software & Fundraising ...

\ | 23071500 | 00| 23071500 214,465.00 00| 16,25000 | 00| q
1

mn

Open Memo
Balance Amounts

<]

Payments Refunds Election Drescription

g

Primary 2010
Primary 2010

Primary 2010 Software for FEC and campaign
Primary 2010
Primary 2010 software
Primary 2010
Primary 2010 Campaign Software
Primary 2010 FEC software

Primary 2010 campaign finance software

Primary 2010

SEEHEHEEEEEE

2B B &Ek&slslg el
2/ B&skeslglg gt

2|2 82 &glglglg gl

2

=S EEEEEEIEE
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13) Under the Payments tab click [+ New].
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O BT

File ~ Edit ~ [ X | @ |

Trail Blazer Campaign Services
| 222016 B |
500.00

[Administlaihreﬁalawﬂerhnad Expenses

[ Regular Committee Operating Expense

[General 2016

[{nune}
Description: FEC Filing Software & Fundraising Software

Payments | Refunds | Deductions | Summary |
& Mew Refresh |@Surl @Farmat - 53 Wrap |Iiﬁ Export &Print |@Pi'.rot |

Invoice Payments

gymeni Payment Payment Payment Check FEC Memo _—
1D Date Amount Method MNumber Memo  Amount LTI SETT IR LR

0 00 0 00

b Save | |g#iSaveand Close | [(@)Cancel ]
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14) Fill out the payment form. Make sure to select the Payment Method as ‘Credit Card’ and select the correct credit card ‘bank’ from the drop-
down menus. My finished example is below where | entered a full $500.00 payment against the $500.00 invoice using the Wells Fargo Credit Card
bank account.
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1. Enter all the required information for the payment, including:
- Date

- Election

- Type (credit card)

- Correct credit card bank account

- Amount

) Create New Invoice Payment

File - Edit ~ ¢) Returned Check <= Print Check

Imvoice Payment

Fayes: Trail Elazer Campaign Services

Invoice: £797 :12/22/2016 : 5500.00

Date: 12/23/2016 ~
Amount: 500,00

Election: [ General 2016 - ]
Description: FEC Filing Software & Fundraising Software

Payment Method:  |Credit Card  +|

Bank Account: [Credit Card (Wells Fargo) Wells Fargo (Credit Card T]
Check Mumber: o

Check Mema:

Ethics Memo

If Mema, Payes:

ect the correct crgdit card

ailb zgom
UserFieldT: 11 bank account from the drop-

sasare sbbar alvancimmre bhva "Dassess s d

Force |temization [] Prevent ltemization
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15) Click [Save and Close]. My finished payment example for one of my payees is below.
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&) [797] Invoice Card
File ~ Edit = | 3 | @ |

Trail Blazer Campaign Services
12/22/2016 B~
500,00

’Administlaliueﬁalam‘ﬂuerhnad Expenses

’ Regular Committee Operating Expense

’General 2016

’{nune]
Description: FEC Filing Software & Fundraising Software

Paymerts |Hd'1nds. | Deductions | &maﬂ
rl—‘: . == B . -
Bl New | [ Refresh | Sort ) Format - 53 Wrap | E Export & Print | ) Pivot |
Invoice Payments
Paymeni Payment Payment Check FEC Memo
i Date Amount MNumber Memo Amount LEITILIET SELT Pa]ree SEE

12/23/2016 500.00 | Credit Card 00 | FEC Filing Software & Fundraising S« -ﬂ'ware

bl Save | |#fSaveand Close | (@ Cancel ]
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16) Click [Cancel] or the red [x] in the top-right of the invoice record to close out of it.
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Close the invoice record after recording the payment.

A

@) [797] Invoice Card - — » Sel: I
File - Edit ~ | 3¢ | i@ I
Payee: Trail Blazer Campaign Services
Date: 12/22/2016 [
Original Amount: se000 00
Expense Category: ’Administraﬂreﬁalawm"ﬂhnad Expenses v]
Expenditure Type: [ Reqular Committee Operating Expense - ]
Election: [General 2016 b ]
Event: [{nune} v]
Description: FEC Filing Software & Fundraising Software
Payments | Refunds | Deductions | Summary |

Bl New | [ Refresh | B Sort ) Format = =3 Wrap |BE Export & Print | ) Pivot I

Invoice Payments

Pa}-meni Payment Payment Payment Check FEC Memo
. Date Amount Method Mumber Memo Amount Descrphicn Hema Paree hame

|b| 818 272 (] 500.00 | Credit C D0 | FEC Filing Software & Fundraising Softw are

bk Save | |@#SaveandClose | (@ Cancel ]
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17) Click [Refresh] in the payee record and the results will update below to reflect the payment. Repeat these steps for all payees you paid with a
credit card. My example is below.
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File - Edit -~ | % | @

General

FEC Filing Information./Other

Company: Trail Blazer Campaign Services Entity Type:
First Mame: Brian Creditor Type:
Last Name: Hanf Fayee Filer 1D:
Nation: v] Filer Entity:
Street: 5115 Excelsior Blvd Set Voter
Suite 103 EIM/SSN:
City: Galden Valley
State or Territory: | Minnesota [MN] vl Other
Zip Code: coa16 User Field 1
Phane/Ext: (300 4461375 User Field 2
Fax: [952) 767-2655 Hser Field 3
Email: support@trailblz.com Seag

[ Organization (not a committee and not a § v]

~)
~)

[]ncurpurated Commercial Vendar

[tnune}

Invoices | Paymente | Fvtamal Mamsl
& New Ho Sort @ Format -~ =3 Wrap DE Export & Print @ Pivot |
igwoice E:&ice rr:?:ui::t Deductions iiJs:Eftd Payments Refunds g;:: o fr::)nfnts Election Event Drescription I
1328 1/30/2009 1,200.00 .00 1,200.00 1,200.00 00 .00 00 | Primary 2010
129 1/30/2009 .00 .00 .00 00 00 00 00 | Primary 2010
730 3/12/2009 ©,500,00 00 ©,500,00 ©,500,00 L0 00 00 | Primary 2010 Software for FEC and campaign
747 4/7/2009 1,000,00 00 1,000,00 1,000,00 00 00 00 | Primary 2010
745 5/11,/2009 650.00 .00 650,00 650,00 00 .00 00 | Primary 2010 software
750 5/20,/2009 1,200.00 .00 1,200.00 1,200.00 00 .00 00 | Primary 2010
752 7772009 6,500.00 .00 6,500.00 6,500.00 00 .00 00 | Primary 2010 Campaign Software
756 9,/9/2009 6,500,00 .00 6,500,00 6,500,00 00 .00 00 | Primary 2010 FEC software
758 10/21/2009 4,500.00 .00 4,500.00 4,800.00 00 .00 00 | Primary 2010 campaign finance software 1
759 10/28/2009 1,000.00 .00 1,000,00 1,000,00 00 00 00 | Primary 2010
V] | 760 11‘20‘2009 _3900.00 ,00 BM_BBQG.DG L0 00 00 | Primary 2010 campaign software E
197 12/22/2016 500.00 00 500.00 A0 00 00 00 | General 2016 FEC Filing Software & Fundraising ...

| 230,715.00

00| 230,715.00

EIEI : . .

214,465.00

00

15,750.00
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18) Close out of the payee record card by either clicking [Cancel] in the bottom-right or the black [x] in the top-right.
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File - Edit ~ | 3 | @ |
|| General FEC Filing Infamation/Cther
Company: Trail Blazer Campaign Services Entity Type: ’ Organization (not a committee and nota - ]
First Name: Brian Creditor Type: ’]ncmpolated Commercial Vendar - ]
Last Name: Hanf Payee Filer ID:
Mation: = ] Filer Entity: [ (nonej - ]
Street: 5115 Excelsior Blvd Set Voter
Suite 103 EIN/SSN:

City: Golden Valley
State or Territory: | Minnesota [MM] hd ] Bhes
Zip Code: teate User Field 1:
Phone/Ext: (2800) 446-1375 User Field 2
Fax: (952) 767-2655 User Field
Email: support@trailblz.com User Field &

Invoices | Payments | Extemal Memos|

&8 New | [ Refresh | Sort B Format ~ 53 Wrap @3 Export &Print &) Pivot

= Invoice  Inwvoice Invoice - Adjusted Open Memo - e
D Date o Deductions D Payments Refunds Balance ACITTE Election Event
127 1/13/2009 00 .00 00 .00 00 00 .00 | Primary 2006
7128 1/30/2009 1,200.00 .00 1,200.00 1,200.00 00 00 .00 | Primary 2010
729 1,/30/2009 00 .00 00 .00 00 00 .00 | Primary 2010
730 3/12/2009 6,500.00 .00 6,500.00 6,500.00 00 00 .00 | Primary 2010
l 747 4/7/2009 1,000.00 .00 1,000.00 1,000.00 00 00 .00 | Primary 2010
748 5/11/2009 650.00 .00 650.00 650.00 .00 00 .00 | Primary 2010
150 3/20/2009 1,20000 .00 1,200.00 1,200,00 00 00 .00 | Primary 2010
752 7/7/2009 6,500.00 .00 6,500.00 6,500.00 00 00 .00 | Primary 2010
756 9/9/2009 6,500.00 .00 6,500.00 6,500.00 00 00 .00 | Primary 2010 AN
158 10/21/2009 4,800.00 .00 4,800.00 4,800,00 00 00 .00 | Primary 2010
759 10/28/2009 1,000.00 .00 1,000.00 1,000.00 00 00 .00 | Primary 2010 g
760 11,/20/2009 3,900.00 .00 3,900.00 3,900.00 .00 00 .00 | Primary 2010
197 12/22/2016 500.00 .00 500,00 .00 00 00 00 | General 2016 -
(= | 230,715.00 00| 230,715.00 | 214,465.00 | 00 | 15,750.00 | .00 | |
4 m | 3

Logon =  Joel Kristenson

| e save

| |h@Sa‘.re and Close

Close out of the payee record
after recording the payment against the
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19) Once all the individual invoices and outstanding payments have been recorded for the payees (that you paid with a credit card), run a search
(from the Payees list) for the credit card ‘bank’ payee record, and then open the payee record. This payee record automatically gets created in
step #1 when you create a new credit card bank account. In my example | used the Credit Card (Wells Fargo) payee record.
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1. Run a search for the credit card (bank) payee.

Q Settings  Help

Application Menu « p. Reset | New [B|E o | k) ¥ @ (@ | File - Edit - | @ | Payee List
=R #

I
fcks [ Favortes | & Name | ddress | saL

[ Dashboard
[ ﬁh Commititee
» 5 Calendar/Tasks

Q)
» Eg canvassing H Searchall
B % Voter name/address
rts (& rein ;
» 2 Polling g'?eﬁeild)m credit card

I+ 54 Communications
4 a Financial
4 3 Banking
a Accounts
ﬁ Deposits

m Account Transfers
4 [F{_Disbursments S8 edit | Sort [ Format - S3Wrap | ©% Export & Print | ) Pivot |

I Payees (nvoicing) Payee List [ 2 records found ]
Code

s
i Lenders j(a] Company Mame T Last Mame First Mame Street
i Loans ype

i Invaoices 511 1th Ave S
i Payments " - !
i [ Receipts
i+ [l Reports
I % Disclosure
i+ &g System Manager

2. Open the credit card payee record that was used to pay
off the invoices in the previous steps.
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20) Click [+ New] under the Invoices tab.
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File ~ Edit - | X | @ |

General FEC Filing Information./Other
Cormﬂ'ly Credit Card [(Wells Falgu]l Entity Type: [Drganizaﬂun [not a committee and not a ¢ vl

First Name: Creditor Type: [lncurpurated Commercial Vendaor v]
Last Mame: Fayee Filer 1D:

Nation: | United states Filer Entity: ((nane) -
Street 90 5 7th St Set Vioter

Bank Account Infermation
City: Minneapaolis Bank
State or Territory: | Minnesota [MM] Credit Card
Zip Code: 55415
Phone/Ext: (B66) 454-5987

Account |D:
EINISSN:

Fax: [y -

Email: wellsfargo-banking-mn@email.com Cther
User Field 1:

Invoices | Edemal Memos |
B New Refresh |@Sort @ Format - 53 Wrap |Ba Export & Print |@ Pivot |

DICes ecords found

Invoice Invoice Invaoice Adjusted
(o] o

. Open Memo . .
Date e Deductions Amount Payments Refunds Ealance e Election Descrip
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21) Fill out the invoice form and click [Save]. Make sure that the box in the top-right for ‘Credit Card Principle Payment’ is checked. My example is
below.
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) Create New Invoice Card

File ~ Edit ~ | ) | @ |

Description:

Credit Card [Wells Fargo) i [¥] Credit Card Principal Payment I

12/26/2016 @

e 2. Fill out all of this information:
[Administlathreﬁalam‘{werhsad Expenses

[Regular Committee Operating Expense = Date

[General 2016 - Amo“nt

[(none) < .-
see mema items below = DESCI’I pt' on

-
I Paymerts | Refunds | Deductions | Credit Card Detail | Summary | ‘_E"Pe"d‘t“’e_fype

Invoice Payments

Paymeni Payment Payment Payment Check FEC Memo
D Date

Bl MNew | [ Refresh | Sort B Format ~ 53 Wrap |Bﬁ Export &Plilﬂ: | B Pivat | = Etc

Amaount Method MNumber Memo  Amount P T R

00 0 00

Logon= Joel Kristenson

) save || @saveandClose | [(9)Cancel ]
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22) Click the [+ New] button under the Payments tab.
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@) [800] Invoice Card
File - Edit - | X | @ |

Credit Card [¥] Credit Card Principal Payment
] © Wit ot bl
4,535.12 File = Edit + | ) | @) Returned Check (& Print Check |

(Acministraf Invoice Payment

Regular ol | payee: Credit Card (Wells Fargo)
Gener) 2 #800 : 12/27/2016 : §4,555.12

- : 1 Wl12/28/2006 1. FII.I out the payment
Description: see memo : _4'55512 deta“s for

Payments |pﬂr._,,d5 | Dedm:hmsl i . ion: [Generalzulﬁ. vl
| BB New | Refrech |@Surt @ - iption: ! | by Credit Card (Wells Farga) - see mema items belmd|

: Check
Invoice Payments [ EC h

- © | First National Bank v
B e -
1 Ethics Memo
If Memo, Payee: [
Farce ltemization Prevent ltemization
User Field 1:

2

([ seve | [#Saveand Close ] [@Cancel |

i save | |gf¥Saveand Close | (@ Cancel ]



http://www.trailblz.com/kb

& TrailBlazer

Organize. Leverage. Succeed. Entering Credit Card Memo Details for a Credit Card Invoice that was Paid
— Political Only (Required for Federal FEC Reports)

23) Fill out the payment form for the credit card invoice and then click [Save and Close].
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@) [800] Invoice Card
File - Edit - | X | @ |

Credit Card [¥] Credit Card Principal Payment
] © Wit ot bl
4,535.12 File = Edit + | ) | @) Returned Check (& Print Check |

(Acministraf Invoice Payment

Regular ol | payee: Credit Card (Wells Fargo)
Gener) 2 #800 : 12/27/2016 : §4,555.12

- : 1 Wl12/28/2006 1. FII.I out the payment
Description: see memo : _4'55512 deta“s for

Payments |pﬂr._,,d5 | Dedm:hmsl i . ion: [Generalzulﬁ. vl
| BB New | Refrech |@Surt @ - iption: ! | by Credit Card (Wells Farga) - see mema items belmd|

: Check
Invoice Payments [ EC h

- © | First National Bank v
B e -
1 Ethics Memo
If Memo, Payee: [
Farce ltemization Prevent ltemization
User Field 1:

2

([ seve | [#Saveand Close ] [@Cancel |

i save | |gf¥Saveand Close | (@ Cancel ]
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24) Navigate to the Credit Card Detail tab and click [+ New].
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) [800] Invoice Card

File - Edit ~ | X | @ |
[7] Credit Card Principal Payment

Credit Card (Wells Fargo)

[ 12/27/2016 @~
4,555.12
’Administraiiueﬁalawfﬁuerhnad Expenses
’ Regular Committee Operating Expense

’GEnElal 2016
’{nune}

see mema items below

Credit Card Detail

ormat - =3 Wrap |Bﬁ Export & Print |@ Pivot I

B New | Delete | Refres ol

d Deta

Date Amount Payee Description

00

lld Ssve | [#SaveandClose | [(@ Cancel ]
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25) Check the boxes for the items that were included in the outstanding credit card invoice (which will need to add up to the original credit card
invoice once you’ve checked them), and click [OK]. My example is below where | checked all the boxes which equaled 54,555.12.
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) [800] Invoice Card
File - Edit - | ) | @ |

Payee: Credit Card (Wells Farga) Credit Card Principal Payment

Date: | 12/27/2016 B~
455512

[Administratweﬂalam{werhnad Expenses vl
[ Regular Committee Operating Expense - l

Expenditures for Credit Card Payment

S5 Clear All =8 Check All |

de ComparnyMame Amourt FirstM.. LastM... Description
2h00.00  Bran Hanf FEC Filing Software & Fund. ..

Payments

A BB New | X Del Trail Blazer Cam ...
: Champian Air £4000.00 Flights

At 2hh12 Atét Cell Phones
1. Check the boxes for the credit card items

0
X which should equal the total for the credit car
outstanding invoice.

14| i

W D

$4,5585.12

Flease select Expenditures for Credit Card Payment

k) save | |g#SaveandClose | [(@Cancel ]
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26) Now that you’re finished with the data entry part it’s time to run the FEC report. Once the report is run you can view the credit card principle
payment and the memo items on Schedule B. My example is below.
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SCHEDULE B (FEC Form 3)
ITEMIZED DISBURSEMENTS

Use separate schedulefs)
for each category of the
Detailed Summary Page

FOR LINE NUMBER:

PAGE 31 OF 34 |
(check only one)
17 18 19a 19b
20a 20 20c 21

Any information copied from such Reports and Statements may not be sold or used by any person for the purpose of soliciting contributions
or for commercial puposes, other than using the name and address of any political committee to solict contributions from such committes.

MAME OF COMMITTEE (In Full)
TestingDatabase_FEC

Full Name (Last, ﬁmL Middle Initial)
A. Trail Blazer Campaign Services

Date of Disbursement

L | L | o o ¥ ¥ ¥ ¥

Mailing Address 620 Mendelssohn Avenue N 12 22 2016
Suite 186
City State dp Code Amount of Each Disbursement this Period
Minneapolis MM 55427
Pue:osa_of Disbursament N 500_.00
FEC Filing are & Fundraising Softwars 001 ] 1
> Mema ltem
Candidate Mame Category/
Type Transactidp : SB17-EX4279

Gffics Sought: House Disbursement For: 2016 FEG Filing & Fundraising Software
Senate Primary General
Prosidant Other (specify) General 2016
State: District:
Full Mame (Last, First, Middle Initial)
B AT&T Date of Disbursement

U] DD L ¥ ¥

Mailing Address p o Bax 8212

12 22 2016

| _—

City Stata 4p Code Amount of Each Disbursement this Period
Aurora IL 60572
Purposa of Disbursament 55,
Cell Phones 001 1
M It
Candidate Name Camgonyr | EH o
Type Transaction ID : 8B17-EX4281
Office Sought: House Disbursement For: 2016 Cell Phones
Senate Primary General
President Other (specify) General 2016
State: District:
Full Mame (Last, First, Middle Initial}
c. Champion Air Date of Disbursamant

— M M D

Mailing Address gpog 34th Ave S 12
Suite 500

City State Zip Codes Amount of #ch Disbursement this Period
Minneapolis MM 55425
Purpose of Disburseament 4000.00

ig 001 L H s

» Memo ltem

Credit card memo
items will display on
Schedule B (Itemized
Disbursements).
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The related resources below link to a variety of other useful articles and videos related to this topic.

999

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources

KNOWLEDGE BASE www.trailblz.com/kb
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Related Resources

Article: How to Enter a New Payee

Article: How to Enter a Payment for an Invoice

Article: How to Enter an Invoice for a Payee

Article: How to Enter an Invoice and Payment with the New Payment System, and How to Add a Refund and Deduction

Article: Delete an Invoice/Payment

Article: How to Deposit a Contribution

Article: How to Print Checks through Trail Blazer

Article: How to Un-Deposit a Contribution (Primarily for Political Customers)

Article: Delete a Contribution

Video: Deposits — Setup Bank Account — Set Bank as Default — Create Deposit

Video: Credit Card Memo Entry (using 2015 version of Financial)

Trail Blazer Live Support

© Phone: 1-866-909-8700
® Email: support@trailblz.com
El Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
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B Twitter: https://twitter.com/trailblazersoft

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.
Click here to view our calendar for upcoming classes and events. Feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live

interactive trainings.

* This service is included in your contract.
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