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USER ACCOUNT CREATION

Create User Profile

e Begin creating a new account by selecting “Create User Profile.’

Click to Login

Learning Center

e After creating an account, existing users will skip this step and

select "Click to Login.”

e The "Learning Center” will provide resources for users and the

Boards of Elections on all facets of the system.

Create User Profile °

* Email Address
* Password

1 Numiber,
* First Name
* Last Name B3 Please

* Phone Number Please

Enter a valid email address

&, Please enter passw

1 Symbel (I@#5%0 &%)

I

Password must be at least 15 characters long and contain each of the following:
1 Uppercase Letter,
1 Lowercase Letter,

Eg: 1234567890 or 123-456-7890

»

o

e Enter information into all user profile fields.

e Make sure to use a valid email address as it will be utilized for

multifactor authentication when submitting reports and Designation

of Treasurers (DOT).

e Providing an accurate phone number will allow the Board of
Elections to contact you in case of filing issues.

e Select “"Continue” to proceed when complete.
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Email Venfication °

n
o Please enter the pin sent to the following email address.

Email Address cfreports@ohiosos.gov

e A PIN will be sent to the email address associated with your user
account to confirm the identifying information provided.

e The email may take a few moments to arrive; check your spam folder
if you do not receive it promptly.

O If you still do not receive the email, confirm the email address
entered is correct. If the email address listed is incorrect or
needs changed, click “Change Email Address” to enter a new
email and have a new PIN sent.

e Enter the PIN from the email to continue.

Email Verification °

|
o Please enter the pin sent to the following email address.

Email Address cfreports@ohiosos.gov

( Change Email address Submit ~" 3
ng

e Click "Submit” to complete your account creation.
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MANAGING MULTIPLE COMMITTEES

Designation of Treasurer Form @ Reports o Committee Approvalsm @ Change Password e

(=) user Details

First Name  Test
Last Name  Test
Email cfreports@ohiosos.gov

Phone Number 6144665515

e For users associated with multiple committees, you will log in to
your account profile as normal, then click “Reports” to proceed.

2 Home

Designation of Treasurer (30-D) 1} Report Center

Reports

* Select Commities TEST CANDIDATE COMMITTEE
Committee Actions

@ View Committee Be advised only a Treasurer or Deputy Treasurer may submit reports on behalf of a committee. If you are the Candidate or Authorized Party and
intend to file reports on the committee’s behalf you will need to appoint yourself as the Treasurer or Deputy Treasurer to create reports, enter
data, and submit reports.

No reports created yet.

e Click the field for “Select Committee” to choose the committee you
intend to manage.

Are you sure you would like to view and manage
reports for the CAMPAIGN FINANCE TESTING PAC
Committee?

Role(s) assigned: Authorized Party, Treasurer,
Deputy Treasurer

Cancel m

e An additional confirmation message will appear.

e Click "OK" to proceed with managing the committee.

e When finished and seeking to manage a different committee simply
return to the report center as described above and select the next
committee.
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