Adjutant Workshop Customer Support
Tech Notes

Document Title: Creating RED Records (Update 2)
Document Number: 058

Applies to: Campaign ToolBox FL
SUMMARY

Florida requires special reporting for any expenses that are not done on a cash basis. This includes reimbursements,
prepayments, and credit card (but NOT debit card) purchases. This Tech Note describes how to create the Related
Expenditure Distribution (RED) records. It is important to note that the best way to handle this type of
reporting is to simply avoid the need by operating on a cash basis.

In this example, we will report the following transactions:

1) The candidate has paid for two items out of his own pocket during the current reporting period — postage from the
Post Office, and food for a staff meeting from Chick-Fil-A. These are recorded as Other Distribution records.

2) He is being reimbursed from the campaign account at the end of the reporting period with a check.

3) RED records must be created to link the reimbursement check with the two distributions.

Details may vary, but all RED records follow these same basic procedures.

PROCEDURE

Create the Other Distribution records for the postage and the food. For this example, make sure that you select RMB
for the Distribution Code, and Other for the Recipient Type. Enter the election ID. Hold your cursor over that field
for the correct format. Enter the Year, Report Type, and Sequence Number in the fields on the left side of the form
(or add later if unknown at this time, but it MUST be entered before linking the record to an Expense record).

£+ RED-Demo.mdb - Other Distribution - Bxpire date = 12/31/2018 (=39
[Chick-Fila, 12/06/2017

Organization Date

Last Name First Mame Mid Name Suiffi Prefiz : —
233 CFa Road : Business [includes corporations, - |
Address Type of Entity Infarmal Mame |
|DeLand |FL [33333 -
N Delete
City State Zip Code Telephone
| 18.50 |Food for staff meeting << < > > |
Amount Purpose [Refer to Help far info on this field)
“When |sf’wa%rd raporte{ f Bakipient/Candidate Information
| a7 | M2 | 1 ] ] en - |20181105-GEN
‘Year Fieport Type Expen SegMum i Election 1D
I Allocable tovard limits Dtz | M
Recipient Type Cand. Office Code
= | | [
‘ Cand. District/Circuit Cand. Gioup

Commentz (Other Distribution]

IMPORTANT MOTE: If this is part of a RED record [Related Expenditure Distribution), the Expense Sequence Mumber must be entered both here AND on the RED recaord. They are entered separately and
reported separately. They are NOT linked, but they must agree.
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Enter the Expense Record to report the reimbursement check. Be sure to select RMB in the field just to the right of
the amount.

T ——— e — —

Arnend  IR/Special Election Exemnpt address  EditList Morelnfo. Check Limits  Search  Report  Spreadsheet View Tabs LinktoDist Help

£3+ RED-Demo.mdb - Expense - Expire date = 12/31/2018

Expense data I Maore demographic | Agzociation, misc, l

| nzsss2m7
Organization Date
IEandidate IEarI | |
Last Mame Firzt Mame id Mame Suffis Prefiz
I444 Ordinary Road 5 Candidate to Then
Address y; Type of Ertity Informal Marne
[beland F [ P
City State Zip Code Categony
| 42.50 | IHeimbursement for expenses lF'FIINT
Amount Type of Exp Purpose [or Office Sought] Check Mumber
Occupation
-  Recipient/Candidate Information
| )
- Cand. Office Code
Comments [Expensze] I I
Cand. Group Cand. District/Circut

Save the record, then click on the Link to Dist. Menu item.
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Click on an Other Distribution record that should be linked to this expense record, then click on the OK button.
Repeat for all Other Distribution records that are part of this expense record. If you mistakenly select the same one
twice or if you select the wrong one, you can delete it in a later step.

-,

|1.5. Post Office

Recards are sarted by columng frarm left ta night.
Drag a column header to the far left edge to zort on that column.
Select record and click OF. ta ink it the one curently dizplayed.

ok

Cancel

There iz nothing in the software to enforce correct BED records, so use caution when creating links.
Links can be deleted or amended using the “Activities > RED Records" menu item. Print repart

el
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Create a test Statutory Report to get the sequence numbers for these records. This is generally best done after all
other records for this report have already been entered. Entering more records later could cause the sequence

numbers to change.

-

B3+ Statutory Reports

b Auguzt report
k43 September report
M10  Octaber report
k11 Movemnber report

December repart

D1 Draily report

[ Amendment report
| Addrezs change

[12/01/2017 12312017 BE |01/0142017
Start Date End Date Report Code  Election Cycle
Start Date

Prepare Statutary repart |

| Disband Pol. Cornrn,
| Dizband Electioneering Comm.

{* Report all records
i~ Report Contribution records anly

Sl through |+ ¢+

Haold cursor over fieldz for detailled description.

Cancel

Fartial Feporting (D aily reports only - Statewide CAM, PC, ECO)

i~ Repaort all records EXCEPT Contributions between

In this example, the Expense record has sequence number 1.

CAMPAIGN TREASURER'S REPORT - ITEMIZED EXPENDITURES

(1) Name TEST (2)1.D. Number 12345
{3) CoverPeriod  12/01/2017 - 12/31/2017 (4)Page 10f1
N (M) (&) (9) (10) (1)
U Full Nams
(5) {Last, Suffoc, First, Middiz) Purpose
Sequen oe Strest Address & (2dd ofice sought if Expenditure
Numbsar City, State, Zip Code contribition to 3 candidaE) Type Amendment Amount
12/06/2017 Candidate, Carl Reimbursement for RMB 54250

444 Qrdinary Road
Deland, FL 32720-0000

1 f—r—

expenses
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In this example, the Other Distribution records have sequence numbers 1 and 2.

CAMPAIGN TREASURER'S REPORT - ITEMIZED DISTRIBUTIONS

(1) Mame TEST (2)1.D. Number 12344
(3) Cover Period  12/01/2017 - 12/31/2017 (4) Page 1of1
Al 7) (8) (9) (10) (1)
Date
Full Name
6) (Last, Sufix, First, Middle) Purpose
Sequence StrestAddress & {add ofiice sought if Relaed
Number City, S, Zip Code contribution to a candidat} Expenditurss xmendment Amount
12/04/201T U5 Post Office Postage 2017 $24.00
222 Mailbox Road M12
Deland, FL 32720-0000 1
- M
1|
12/05/2017 Chick-Fil-A Food for staff meeting 2017 518.50
333 CFARoad M12
Deland, FL 33333-0000 1
M
—3
2 *_——-

Create the RED records by going to Activities > RED Records.

ISR —

File [Acth.rities Reports Tools Internet  Help

Contribution
Expense
Fund Transfer
Other Distributigns
RED Records

3

Nemnaranhic Records
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Note that you can show or hide additional columns on the RED records form by clicking on the menu item. These
columns identify specific records. Click on the Help menu item for a detailed description of what each column is.

If any records do not yet have data in the Year, Report, or ElectionID fields, select that record, then click the “Delete
the selected link record” button. You will need to go to that Other Distribution record, enter the information, save it,
then re-create the link record. This must be done BEFORE the sequence numbers are added.

In this step, we are adding the Expense Sequence numbers and the Distribution Sequence numbers.

OPTIONAL: If you have more that a couple of items, you will probably find it easier to click on the “Print Report”
button to create a printed copy of these records. Use that report to determine what records need to be linked, and
write the sequence numbers in the “Expen Seq” and the “Distrib Seq” fields on that report. You will then use this
Related Expenditure Distribution Records form to set those fields to the correct Sequence Numbers.

~Help  Show RecID Columns

ElectionlD
20181105-GEN
RMB  20181105-GEN

Repo Distrib Seq| Amend
M12 REG
M12

Year
2017

~Help  Hide RecID Columns

ReclDl ExpenlD| OtherDIsID| Expen Seg| Type ElectionlD| Year| Report| Distrib Seq| Amend

RME  20181105-GEM 2012 M12
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For each Other Distribution Reimbursement record shown on this list, you will need to enter both the Other
Distribution sequence number AND the Expense sequence number. In this example, both will have the same
Expense sequence number because both Other Distributions are being paid for with one Expense record.

Click on the “Show RecID Columns” to see database record ID information on these records.

Select the first line, enter “1”in the box, then click on the Expense button on the bottom.
Select the second line, and repeat for that record.

point, we

Distrib Seq
20181105-GEM
20181105-GEM

These records are created from the Expense form ar the Other
Distrita farm.

Cancel/Close |

Delete the selected link record |

Set Seqguence

Set Selected Expense Sequence Mumber |

Mark as Amend ADD | Frint report |

Set Selected Distribution Sequence Number | Mark as Amend DEL | M Areh et PG |
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Now, we need to set the Expense sequence numbers. From the test report, we see that the sequence number is 1. To
set this, select the RED record, then change the Sequence Number field (in this case, change the 0 to 1), then click
the “Set Selected Expense Sequence Number” button.

In the screen shown, Other Distribution sequence numbers have already been set. This is done exactly the same was
as for Expenses, except that you click the “Distribution” button after you have entered the correct number in the Set
Sequence Number field.

RMB  Z0181105-GEN 2017

These records are created from the Expensze form ar the Other Distab form. Cancel/Cloze |

— Set Sequenc mbers

Delete the selected link record |

Set Selected Expenze Sequence Mumber I Mark gz Amend ADD I e p— I

Set Selected Distribution 5equence Mumber | Mark s Amend DEL | Mark Amend as REG |

IMPORTAMNT MOTE: The Expenze Sequence Mumber muszt be entered both here AMD on the Other Digtribution record. They are entered
zeparately ahd reported separately. They are MOT linked, but they must agree. IF a change needs to be made, delete the RED record and enter
it again with the new information.

NOTES

1) While Campaign ToolBox will handle all of the record linking involved in Related Expenditure Distributions. It
is still a manual linking process, and as the number of records involved increases, it can become confusing to keep
track of what records must be linked. If at all possible, you should avoid making any transactions that require this
type of record linking by avoiding reimbursements or prepayments.

2) Tech Support specifically does NOT include help with sorting out records in your campaign account.
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