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CITY CLERK DEPARTMENT 

CAMPAIGN FINANCE eFILING SYSTEM  
USER GUIDE FOR COMMITTEES  

 

HOW TO UPLOAD INFORMATION USING THE EXCEL TEMPLATE 
 

Four campaign finance reporting schedules are available to upload data using a formatted Excel template that must 
be downloaded from within the eFiling application. The maximum number of entries that can be uploaded for each 
schedule, using the Excel template, is 4,990 entries.  The four schedules are:  

• SCHEDULE A(1)(A) - MONETARY CONTRIBUTIONS RECEIVED FROM INDIVIDUALS - MORE THAN $50 DURING 
ELECTION CYCLE 
 

• SCHEDULE A(1)(D) - MONETARY CONTRIBUTIONS FROM POLITICAL ACTION COMMITTEES 
 

• SCHEDULE B(1) - DISBURSEMENTS FOR OPERATING EXPENSES 
 

• SCHEDULE B(2)(A) - MONETARY CONTRIBUTIONS TO CANDIDATE COMMITTEES 

LOG ON TO THE CAMPAIGN FINANCE eFILING SYSTEM: 
Go to https://apps-secure.phoenix.gov/CampaignFinance/ 
 
Select the eFiling tab and log on: 

 
 
Select Finance Reports: 
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NAVIGATE TO THE REPORTING SCHEDULES: 
Navigate to the report you would like to input data into by clicking on Enter Data for the Reporting Period Name:  

 

There are only four schedules available to upload data using the Excel template. All other schedules will accept 
entries by selecting the schedule and entering the data for each entry directly into the system, not using the 
template Excel. 
 
Select one of the four reporting schedules from the list on the left side.  
 

 

 
DOWNLOAD THE EXCEL TEMPLATE: 
Click on Excel Upload Template to download and save the Excel template: 

 

Click OK on the pop-up warning: “No total cumulative amount this election cycle has been entered for this schedule. 
The cumulative amount will need to be entered manually.” NOTE: The cumulative amount for this Election Cycle 
must be entered manually on each of the reporting schedules after the data is uploaded using the Excel template. 

 
 

The Excel template will download. Open the file, go to FILE and SAVE AS, rename the file and save it to your PC. 
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The templates cannot be modified other than entering the required data. Fields in red, are required fields and must 

contain information prior to uploading. The fields highlighted in blue are format specific, the information entered 

into these fields must have the specific format requested. To assist with formatting, there is a ‘Format Checker’ in 

the last column to alert the user on whether the data entered is in the correct format or if there is a formatting issue 

that needs to be fixed prior to uploading. 

Example: Schedule A(1)(a) Template 

 

Example of template formatting checker: Sample schedule with data entered in Excel template with correct and 
incorrect formatting. For the data to upload successfully all formatting issues need to be corrected prior to 
uploading. Example Issue: G13, incomplete zip code.

 

BEGIN ENTERING DATA: 
Open the saved template and begin inputting data. Once finished entering data, ensure all items on the ‘Format 
Checker’ look good (are shaded green). Save the completed Excel file. 

UPLOAD BULK DATA: 
Go back to the Campaign Finance eFiling System page for that schedule online. Click on Choose File, select the File 
Name for the Excel template you completed, then Click Open. The file name selected now appears next to the 
Choose File. Click on Upload. 

 

Formatting Issue: If there is an issue with the data upload, an Upload Error message will appear along with a list of 
the issues identifying the Column and Row number needed to be fixed in the Excel file you completed. Return to the 
Excel file you completed and correct the formatting issue(s). Re-save the file. And click on Upload again. 

 

 

CORRECT 
INCORRECT 
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No Formatting Issues: If the data formatting is correct, a list of all the records to be uploaded will display and you 
will have the option to Cancel or Submit the data. To view the Cancel or Submit options, scroll to the bottom of 
the table. 

 

If you select to Cancel: you will go back to the Schedule currently being worked on and the uploaded data will not 
be uploaded. 
 
If you select Submit: the data displayed on the table will be added to the schedule selected in a bulk upload. A 
message will display the number of records added successfully. 
 
NOTE: Large data uploads may take several minutes.  Please do not double click the submit button, that will 
duplicate the data upload.  All duplicated uploaded records will need to be individually and manually removed by 
the user within the application. 
 
Once a sucessful upload is completed, the user will see the following screen with this green header message. 

 
 
The user may add manual entries, edit or remove records for any of the uploadable schedules within the application: 

 
 
Repeat for any other of the four template schedules with the bulk upload function.  
Remember to preview and file each report.  
 
More information about other functionality and/or additional instructions can be found online in the Campaign 
Finance eFiling User Manual. 
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