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Elections Funds Management - Voter Registration Expense System
Instructions to submit VR Chapter 19 Purchase Request &
VR Application Postage Submissions

OVERVIEW

The County Voter Registrar/ Election Administrator may utilize the automated Voter
Registration Expense system located at: https://chapter19.sos.state.tx.us/index.aspx to submit VR
Chapter 19 purchases and VR application postage submissions.

GETTING STARTED:

The County Voter Registrar/ Election Administrator will use their county’s Voter Registration
(VR) vendor identification number (VIN) as the initial password and user ID to gain access to
the system. The County VIN is printed on the County’s Purchase Request VVoucher under the
Payee Number. Once you have logged into the system, you must change your password.

County Vendor Identification Number (VIN)

CINMIRTOQLESTVE Plea: Fus Submit O
FiTeciive 272007 :C'hapler ] 9 P'l.! rchase RL"QUES( [Co ."G:;'H::::lgrcf‘;\::il: SR
v g ; : = Hlection Funds Management
Voucher Detzail for Voter Registration |[/550on Tnds |
A COUNTY Auslin, “Cexas 78711
T ransd nae ) Cmide PCA FLIND Doc “'1.“_"[ L
225 Tel2: ) 13eail o I'N'li'li :
Ceomptroller Projoct MNe A._'ppr. Yeor| S08 Yowcher & Tuoial Voucher Asipmunt Fayer Number
Duate 5
: @usecowip
i Total S

|I’;l,3' to: (Mame, Address, City, State, Zip) (Fuods Will be Dirceily Deposited 1f ¥ eniddor Identification Number (VIN)

Account) Enter the Paves or Vendor Maine e acionl Porchasc in this section. l |

Our office will not maintain or have access to your password nor reissue the password. If
you lose your password, there is an option to reset the password. Once your password has
been reset, you will need to start over as you did in the beginning with your county VIN.
Only after a successful password match, will the next screen appear.
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https://chapter19.sos.state.tx.us/index.aspx

Voter Registrar Expense System Overview
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Voter Registration Chapter 19 Request Process Design Model

The County Voter Registrar will submit the VVoter Registration Chapter 19 purchase vouchers
using the online expense system. Once submitted, the SOS staff will review the request for
approval. There are three SOS approval levels of a purchase request. After SOS has
reviewed the purchase request, the county is notified of the deposition of the purchase

request by e-mail. Approved purchase vouchers will initiate payment to the county by direct
deposit.

VR Request for Reimbursement - Overview

VR gathers
receipts, atc,
related to
request

VR uses online o
i VR is informed by
See VR page flow ——————— app to enterledit I
|: recuest email of status

F

S05 staff and
managemert
revlew the request

Is request
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amail and raguest
is submitted for
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COUNTY VOTER REGISTRAR HOME PAGE

County - Voter Registrar Home

Elections Administrator
203 W. Nueva, Suite 3.61
San Antonio, TX 78207-4045

Select from links below

Chapter 19
Voter Registration Application Postage

At the County Voter Registrar Home page you will have the following options:

1. Chapter 19- link to the Chapter 19 Main Menu page
2. Voter Registration Application Postage- link to the Postage Main Menu page

CHAPTER 19 MAIN MENU PAGE

o B
+te Index | Help | Contacts | Press Office

County - Chapter 19 Main Menu
Select a Chapter 19 activity from links below

Ilake a Request for Reimbursement

Check Status of Request

View Ledger

Change password...

At the Chapter 19 Main Menu page the user will be able to:
1. Make a request for reimbursement
2. Check status of their requests
3. View ledger
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MAKE A REQUEST FOR REIMBURSEMENT -T YPES
—‘.,_U__y-lwn_elu\ef

2 | Site Index | Help | Contacis | Press Office

Return To Main Menu Sign Off

County - Chapter 19 Request

Select type of request from links below

Purchase

Temporary Personnel Expense

Travel

From the Chapter 19 Main Menu page the user will click on “Make a Request for
Reimbursement” link to initiate the electronic reimbursement. When requesting reimbursement
the user will first need to identify that type of request by the services the county is seeking
reimbursement from.

Types of Requests Available:
1. Purchase Request(s) - for eligible goods and services received as per TAC
Rule 81.13
2. Temporary Personnel Expense(s) - for eligible temporary personnel support as
per TAC Rule 81.22
3. Travel - for reimbursement of eligible travel expenses as per TAC Rule 81.23

After the user selects the appropriate type of reimbursement, the user will be prompted to the
following certification page. The Voter Registrar will certify the purchase request adheres to the
applicable state rules by checking the appropriate boxes. Once the boxes are checked, click
“continue.”

.~

Stte Index | Help | Contacts | Press Office

Retum To Ch19 Request

County - Chapter 19 Request

Funds Availability Summary

FY2008 Balance: $9639.34 Lapse on August 31, 2010
FY2009 Balance: $2,169.85 Lapse on August 31, 2011
Pending request(s) Total < §7,305.99 >

Chapter 12 Fund Balances

Currently Available: $4,503.20

Purchase will be used to (check all that apply)

[“lincrease the number of registered voters in the State

[[]Maintain and report an accurate list of the number of registered voters

[increase the efficiency of the voter registration office through the use of technological equipment

Voter Registrar Certification: | certify that the services were rendered, or the goods were received, and are in compliance with rules
designating which goods and/or services are reimbursable with Chapter 19 funds. | certify that the invoices(s) are true and paid. | likewise
certify that these goods or services are for voter registration in accordance with the Texas Administration Code 811.11 - 81.29; and Texas
Election Code, Chapter 19, 19.002(b) and 31.003. | understand pursuant to TAC 81.29 failure to adhere to these rules may result in the denial of
reimbursement of Chapter 19 Funds.

| agree to the Voter Registrar Certification
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PURCHASE REQUEST(S) SUBMISSION

Step 1:
Click on the “Make a Request for Reimbursement” link

e Ce————
ite Index | Help | Contacts | Press Office

County - Chapter 19 Main Menu
Select a Chapter 19 activity from links below

Iake a Request for Reimbursement
Check Status of Request

View Ledger

Change password

Step 2:
At the County’s Chapter 19 Request screen click on the “Purchase” link to initiate a
purchase request.

5me | Site Index | Help | Contacts | Press Office

Return To Main Menu

County - Chapter 19 Request
Select type of request from links below

Purchase

Temporary Personnel Expense

Travel
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Step 3:

The Voter Registrar will certify the purchase request adheres to the applicable state rules
by checking the appropriate boxes. Once the boxes are checked, click “continue” at the
bottom of the page.

CormouaNe,

Site Index | Help | Contacts | Press Office

Step 4:

Retum To Ch19 Request

County - Chapter 19 Request
Chapter 12 Fund Balances

Funds Availability Summary

FY2008 Balance: $0639.34 Lapse on August 31, 2010
FY2009 Balance: $2,169.85 Lapse on August 31, 2011
Pending request(s) Total < §7,305.99 >

Currently Available: $4,503.20

Purchase will be used to (check all that apply):

[MIncrease the number of registered voters in the State

[OMaintain and report an accurate list of the number of registered voters

[increase the efficiency of the voter registration office through the use of technological equipment

Voter Registrar Certification: | certify that the services were rendered, or the goods were received, and are in compliance with rules
designating which goods and/or services are reimbursable with Chapter 19 funds. | certify that the invoices(s) are true and paid. | likewise
certify that these goods or services are for voter registration in accordance with the Texas Administration Code 811.11 - 81.29; and Texas
Election Code, Chapter 19, 19.002(b) and 31.003. | understand pursuant to TAC 81.29 failure to adhere to these rules may result in the denial of
reimbursement of Chapter 19 Funds.

| agree to the Voter Registrar Certification

The user will then be forwarded to a data entry page to identify details of the request type
To support the purchase request, enter the following data:

Purchase Request Entry Page

M. W

Category — select the appropriate category from the drop down menu
Description — type a clear description of the goods/ services

Obtained From — enter the vendor or the source of the goods/ services

Quantity — number of units acquired

Amount — the total cost amount

Date Paid — the date the county paid the invoice. Reminder, Chapter 19 funding
requests must be received within 30 days of payment to vendor as per TAC Rule
81.15.

® | Site ilﬁex | Help | Contacts | Press Office

Retum To Main Menu

County - Purchase Request Entry

Provide purchase details and click Add To Cart

Category: Technology Purchases Encouraged - Computer hardware - 1 TAC 81.26

Description: Dell Computer Workstation

Obtained From: Dell.com

Quantity: 1 Amount: $(840.00 Date Paid: 4/1/2010 i

Click to Continue —_, | AddToCat

Cart (total is $0.00; $4,503.20 of funds remain available) «———{ Funds Availabie

After the data has been entered click on the “Add to Cart” button to review the entry.
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Step 5:
Upon review of the entries, the user will have the following options:

. Edit - links the user back into the Purchase Request Entry screen so the user may
make changes to the entry line item.

« Remove from Cart — link deletes the entry line item from the request.

« Add Another — allows the user to add another line item entry to the purchase
request.

« Finished? Click here — allows the user to submit the Purchase Request to SOS for
review and approval.

W, | Site Index | Help | Contacts | Press Office
Return To Main Menu

County - Purchase Request Entry

Entry was added to cart
Use the links below te remove or edit entries. Add a new entry by clicking Add Another.

Add Another

Description / Obtained From / Category Quantity Date Paid Amount
1 - Dell Computer Workstation 04/21/2010 $840.00

Dell.com
Technology Purchases Encouraged - Computer hardware - 1 TAC §81.26 Remove From Cart  Edit

Cart (total is $840.00; $3,439.84 of funds remain available)

Purchase Request with Multiple Entries
At the Purchase Request Entry page the county may add multiple items to their request
by clicking on the “Add Another” tab.

Example: User wants to submit a request for a computer and Internet expenses:

The user completes the data entry of the 1% entry item, and then clicks on the
“Add Another” tab to complete the 2" data entry for the Internet expense. Once
all the data entries for the request are completed, click on the “Add to Cart” tab.

Return To Main Menu

County - Purchase Request Entry Example: Entry 2 VR Internet Expense

Provide purchase details and click Add To Cart.

Category: .Techno\mgy Purchases Encouraged - Dedicated InternetLine - 1 TAC 81.26

Description: ‘H\ghspeed“\ﬁtemetApri\ 5 MayZD-DQVR users

Obtained From: Windstream Inc.

Quantity: 1 Amount: $ /16000 Date Paid: 5/10/2010 iz

| AddTaCat

Description / Obtained From / Category Quantity Date Paid Amount

1 - Dell Computer Workstation 1 04/21/2010 $840.00
Dellcom
Technology Purchases Encouraged - Computer hardware - 1 TAC §81.28

Cart (total is $840.00; $3,439.64 of funds remain available)
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The user will then be prompted to a summary screen, which itemizes each entry in the
request. If everything looks good click on the “Finished? Click here” tab to submit the
request for SOS review and approval.

County - Purchase Request Entry

Use the links below to remove or edit entries. Add a new entry by clicking Add Another.

Add Another

Description / Obtained From / Category Quantity Date Paid Amount

1 - Dell Computer Workstation 1 04/21/2010 $840.00
Dell.com
Technology Purchases Encouraged - Computer hardware - 1 TAC §81.26 Remove From Cart

2 - Highspeed Internet April - May 2009 VR users 05/10/2010
Windstream Inc.
Technology Purchases Encouraged - Dedicated Internet Line - 1 TAC §81.26 Remove From Cart  Edit

Cart (total is §1,000.00; $3,279.64 of funds remain available) Finished? Click here

Step 6:
The submission of the purchase request will automate a reference number to identify the
request. The county will use this number to check the status, edit or delete the request.
Once SOS has opened the request for review, the county user will no longer have the
options to delete or edit the request.

Ste Edex | Help | Contacts | Press Office
Return To Main Menu

County - Request 4341 (total $1,000.00) ‘_( Request Reference ID # ‘ N

This request has baen submitted for review. The review process has not started,
Click Edit if you need to correct or add/remove items.

Click Delete to delete the entire request

Description / Obtained From | Category Quantity Date Paid Amount

ftem 1 - Dell Computer Workstation 1 0412112010 §840.00
Dell.com
Technology Purchases Encouraged - Computer hardware - { TAC §81.26

ltem 2 - Highspeed Internet April - May 2009 VR users 08/1012010 $160.00
Windstream Inc.
Technology Purchases Encouraged - Dedicated Internet Line - 1 TAC §81.28

After submission of the request, the user may either “Return to Main Menu” or “Sign Off” by
clicking on the tabs in the upper right corner of the page.
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TEMPORARY PERSONNEL EXPENSES SUBMISSION

Step 1:
From the Chapter 19 Main Menu page, the user will click on “Make a Request for
Reimbursement” link to a temporary personnel expense request.

VO, TS
ite Index | Help | Contacts | Press Office

County - Chapter 19 Main Menu
Select a Chapter 19 activity from links below

Iake a Request for Reimbursement
Check Status of Request

View Ledger

Change password

Step 2:
Click on the Temporary Personnel Expense request link.

TEMPORARY PERSONNEL EXPENSES

Lex@BISecretary

Home | Site Index | Help | Contacts | Press Office

Return To Main Menu

County - Chapter 19 Request
Select type of request from links below

Burchase

Temporarig'ersonnel Expense

Travel
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Step 3:

The Voter Registrar will certify the request adheres to the applicable state rules by
checking the appropriate boxes. Once the boxes are checked, click “continue” at the
bottom of the page

VOTER REGISTRAR CERTIFICATION PAGE
(o7mSEae,

Site Index | Help | Contacts | Press Office

Retum To Ch19 Request

County - Chapter 19 Request
Chapter 19 Fund Balances

Funds Availability Summary

FY2008 Balance: $9,639.34 Lapse on August 31, 2010
FY2009 Balance: $2,169.85 Lapse on August 31, 2011
Pending request(s) Total < §7,305.99 >

Currently Available: $4,503.20

Purchase will be used to (check all that apply)

Increase the number of registered voters in the State

[JMaintain and report an accurate list of the number of registered voters

[Cincrease the efficiency of the voter registration office through the use of technological equipment

Voter Registrar Certification: | certify that the services were rendered, or the goods were received, and are in compliance with rules
designating which goods and/or services are reimbursable with Chapter 19 funds. | certify that the invoices(s) are true and paid. I likewise
certify that these goods or services are for voter registration in accordance with the Texas Administration Code 811.11 - 81.29; and Texas
Election Code, Chapter 19, 19.002(b) and 31.003. | understand pursuant to TAC 81.29 failure to adhere to these rules may result in the denial of
reimbursement of Chapter 19 Funds.

[¥]1 agree to the Voter Registrar Certification

The Voter Registration Certification page includes a box which summarizes the County’s Voter
Registration Chapter 19 funding availability.

b
W REMINDERS:

Page 13 of

County part/ full-time employees are NOT eligible for reimbursement. A temporary
employee may only be used for special projects related to voter registration (TAC Rule
81.22).

Reimbursements are limited for temporary staffing at a maximum of any weeks out of
the 52-week state fiscal year (September 1 through August 31). For tracking purposes,
working one day of one week counts the same as working an entire week (TAC Rule
81.22).

The fee or rate of pay to be paid to temporary employees must reflect the fee or rate
prevailing in the locale for the same or similar services. The state unemployment tax is
not eligible in the “total eligible” cost and will not be reimbursed from this fund.

Chapter 19 funding requests must be received within 30 days of payment to vendor (TAC
Rule 81.15).

24



Step 4:
Temporary Personnel Request Entry screen — the user will need to complete the
following data fields to support the county’s request:

« Temp Agency/ Employee’s Name
« Dates: Start (first day worked) and End (last day worked)
. Amount Paid - the total eligible cost amount

. Date Paid — the date the county paid the invoice.
Temporary Personnel Request Entry Page

County - Temporary Personnel Request Entry

Provide purchase details and click Add To Cart

Temp Agency/Employee Name Quick Temps/ John Handyman

s St 5002 End: (45200 2

Amount Paid / Date Paid: $ 5000 |/ [opopoe @ Add To Cat

Funds Available " — (Cart (total is $0.00; $10,476.61 of funds remain available)

Step 5:
At the Temporary Personnel Request Entry summary screen, the user will have the
following options:
« Add Another — allows the user to add another line item entry to the purchase
request.
« Finished? Click here — allows the user to submit the temporary personnel expense
request to SOS for review and approval
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Temporary Personnel Request Entry Review Page

R ASGIESITSPE UL CldAal )
N VASTic e G

ne | Site Index | Heip | Contacts | Press Office:

Return To Main Menu

County - Temporary Personnel Request Entry

Entry was added to cart
D\gse the links below to remove or edit entries. Add a new entry by clicking Add Ancther.

Add Another

Temp Agency Name Start End Date Paid

1 - Quick Temps/ John Handyman 04/05/2010 04/22/2010 04/30/2010
Remove From Cart Edit

Cart (total is $250.00; $265.34 of funds remain available)

Compact With Texans | Open Records Policy | Privacy Policy | Accessibility Policy | Link Policy | Disclaimer

Step 6:
The submission of the request will automate a reference number to identify the request.
The county will use this number to check the status, edit or delete the request. Once SOS
has opened the request for review, the county user will no longer have the options to
delete or edit the request.

Retur To Main Menu Sign Of

County - Request 4421 (total $250.00)
This request has heen submitted for review, The review process has not started.

1@ Click Edit if you need to correct or addiremove items,

Click Delete to delete the entire request

Temp Agency Name End Date Paid Amount

1- Quick Temps! John Handyman 04/08/2010 04/30/2010 §25000

After submission of the request, the user may either “Return to Main Menu” of “Sign Off” by
clicking on the tabs in the upper Right corner of the page.
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TRAVEL REQUEST SUBMISSION

Step 1:
Click on the “Make a Request for Reimbursement” link

Secretary
Sileaitic

s Ste index | Help | Contacts | Press Office

i Courty ot Sgron

County - Chapter 19 Main Menu
Select a Chapter 19 activity from links below

Make a Reguest for Reimbursement
Check Status of Request

View Ledger

Change password

Step 2:
Click on the Travel link.

Return To Main Menu Sign Off

County - Chapter 19 Request
Select type of request from links below

Purchase

Temporary Personnel Expense

Travel

Step 3:

The Voter Registrar will certify the request adheres to the applicable state rules by
checking the appropriate boxes. Once the boxes are checked, click “continue” at the
bottom of the page

CoTmSNaRe,,.

Site Index | Help | Contacts | Press Office

Retumn To Ch19 Request m

County - Chapter 19 Request

Funds Availability Summary

FY2008 Balance: $9,639.34 Lapse on August 31, 2010
FY2009 Balance: $2,169.85 Lapse onAugust 31, 2011
Pending request(s) Total < §7,305.99 >

Chapter 12 Fund Balances

Currently Available: $4,503.20

Purchase will be used to (check all that apply)

Increase the number of registered voters in the State

[[JMaintain and report an accurate list of the number of registered voters

[increase the efficiency of the voter registration office through the use of technological equipment

Voter Registrar Certification: | certify that the services were rendered, or the goods were received, and are in compliance with rules
designating which goods and/or services are reimbursable with Chapter 19 funds. | certify that the invoices(s) are true and paid. | likewise
certify that these goods or services are for voter registration in accordance with the Texas Administration Code 811.11 - 81.29; and Texas
Election Code, Chapter 19, 19.002(b) and 31.003. | understand pursuant to TAC 81.29 failure to adhere to these rules may result in the denial of
reimbursement of Chapter 19 Funds.

| agree to the Voter Registrar Certification

b

W The Voter Registration Certification page includes a box which summarizes the
County’s Voter Registration Chapter 19 funding availability.
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Step 4:
The user will be prompted to questions that identify what type of travel request. There
are two types of travel requests:

Travel Advance Request — advancement of eligible travel expenses for each
traveler. TAC Rule 81.23

Actual Travel Request - reimbursement for each travelers actual travel expenses

Depending on the response to the questions the user may be prompted to the County’s Travel
Advance Request list to select the appropriate request reference ID to submit the actual costs of
the travel. All approved Travel Advances must be followed up with the correlating Actual Travel
Request submission within 30 days of the completion of travel. TAC Rule 81.23(b)

Home | Stendex | Help | Contacts | Press Office

Retum To Ch19 Request
County - Travel Advances

The following lists travel advances submitted by your county, Ifthe travel request you are submitting had an advance, please
click the Request D fink. f no advance was requested, click No Advance.

RequestID Purpose Destination Departure Date # of Travelers Amount Advanced
442§5 505 Election Law VR Seminar Austin, Texas 082012010 3
4 S0 Election Law VR Seminar Austin Texas 0B/182010 1

164500
§,11000

Goioin
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Step 5:
A Travel Advance Reguest Entry — the user will need to complete the following data
fields to support the county’s request for each traveler:
« Purpose — name of the training
« Destination - (City, State)
« Departure and Return Date
. Traveler Name
« Expenses: as per the official state rates
o Airfare, Auto Rental, Taxi, Mileage, Gasoline, Parking, Registration Fees,
Hotel Nights, Hotel Charge without taxes (Hotel taxes are NOT eligible for
advance payments .)

Travel Advance Request Entry Page
7 [ CIUR)

Ste Index | Help | Contacts | Press Office

Return To Main Menu

County - Travel Advance Request Entry

Provide travel details and click Add To Cart
Travel Advance FAQ

Purpose |S08 Election Law VR Seminar

Destination(City, State): Austin, Texas Departure Date: 8/18/2010 _‘ﬁ Return Date: bz [

Traveler Name: \John Srmith

Airfare: $380 | Auto Rental: § 5000 Tax:
Mileage: $ 10000 Gasoline: sl | Parking:
Registration Fees: $‘1__50_ 0 | Hotel Charges: $ 46000{ Hotel Nights:

[ AddToCart

Cart (total is $0.00; $196,082.80 of funds remain available)

All approved travel advance requests must have a correlating actual travel request
submitted within 30 days of the completion of travel. Failure to do so will result
in the withholding of all pending and future VR funding requests until the Office
of the Secretary of State receives confirmation of the actual expenses.
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B. Actual Travel Request Entry — the user will need to complete the following data fields
to support the county’s request for each traveler:
« Purpose — name of the training
« Destination - (City, State)
« Departure and Return Date
« Traveler Name
. Expenses: as per the official state rates
o Airfare, Auto Rental, Taxi, Mileage, Gasoline, Parking, Registration Fees,
Hotel Charges, Hotel Nights, Incidental Expenses and details, and Meals.

Actual Travel Expense Request Entry Page

Return To Main Menu

County - Actual Travel Expense Request Entry
Provide actual travel expense details and click Add To Cart
Travel Actual FAQ

Purpose: TEAM Training - VR ) |
Destination(City, State): Austin, Texas Departure Date: lanpoin B Return Date: 4/2/2010 ==

Traveler Name: John Wayne

Airfare: $|7900 | AutoRental: $ D:.DD Taxi: $ 34
Mileage: §/5000 | Gasoline: (3 _25 00 Parking: $ [25.00
Hotel Charges: sjafs.uu | Hotel Taxes: /25 00 Hotel Nights: #1
Incidental Expenses: s:ﬂ(_i?S_ | Incidentals Detail:  |Intemet access

Registration Fees:  §[2000 |  Meals Total sl4s %

Add To Cart

Total Advanced: $0.00 Total Actual Expenses: $0.00 Total Reimburseable: $0.00

Cart (total is $0.00; $192,596.80 of funds remain availabie)

Once the data of the request type has been enter the user clicks on the Add to Cart tab.
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Step 6
At the Request Entry summary page, the user will have the following options:

« Add Another — allow the user to “add another” line item entry into the purchase
request.

« Finished? Click here — allow the user to submit the Purchase Request to SOS for
review and approval.

« Remove from Cart — allow the user to remove the line item entry from the request

. Edit —allow the user to edit the line item entry

Return To Main Menu Sign Off

County - Travel Advance Request Entry

Entry was added to cart
Use the links below to remove or edit entries. Add a new entry by clicking Add Another.

Add Another

Traveler / Travel Dates Transportation Lodging QOther

1-John Smith Airfare $35000 Hotel Charges $480.00 Registration Fees $150.00
Depart 08/18/2010 Auto Rental $50.00 Hotel Nights 4 Parking $0.00
Return 08/22/2010 Mileage $100.00

Gasoline $0.00

Taxi $0.00 Remove From Cart  Edit

Cart (total is $1,110.00; $194,972.80 of funds remain available) |__Finished? Click here

B. Actual Travel Expense Request Entry Page

Return To Main Menu

County - Actual Travel Expense Request Entry

Entry was added to cart
Use the links below to remove or edit entries. Add a new entry by clicking Add Another.

Add Another

Traveler [ Travel Dates Transportation Lodging Other

1-John Wayne Airfare $79.00 Hotel Charges §145.00 Registration Fees $20.00
Depart 04/01/2010 Auto Rental $0.00 Hotel Nights 1 Incidental Exp $16.75
Return 04/02/2010 Mileage/Gas $7500 Hotel Taxes $2500 Meals Total $49.00

Taxi $34.00 Parking $25.00
Incidentals detail: Internet access

Meal ltemization: Date Meal 1 Meal 3
04/01/2010 $7.50 $11.00
04/02/2010 $7.50 $8.00
Total all expenses: $468.75 Remove From Cart  Edit

Total Advanced: $0.00 Total Actual Expenses: $468.75 Total Reimburseable: $§468.75

Cart (total is $468.75; $192,128.05 of funds remain available) Finished? Click here

The user will review the request type data entry information and “Finish?Click’ here tab.
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Step 7
The submission of the purchase request will automate a reference number to identify the
request. The county will use this number to check the status, edit or delete the request.
Once SOS has opened the request for review, the county user will no longer have the
options to delete or edit the request.

5 | Site index | Help | Contacls | Press Office

Retum To Main Menu Sign Off

County - Request 4423 (total $1,110.00)
This request has been submitted for review. The review process has not started.

Edit Click Edit if you need to correct or addiremove items.

Click Delete to delete the entire request

Traveler ! Travel Dates Transportation Lodging Other

1-John Smith Airfare $350.00 Hotel Charges $460.00 Registration Fees
Depart 08/18/2010 Auto Rental $50.00 Hotel Nights 4 Parking
Return 08/22/2010 Iileage $100.00
Gasoline $0.00
Taxi $0.00
For travel to Austin, Texas re SOS Election Law VR Seminar

After submission of the request, the user may either “Return to Main Menu” of “Sign Off” by
clicking on the tabs in the upper Right corner of the page.
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CHECK STATUS OF REQUEST

The county may check the status of the submitted request to SOS for approval by clicking on the
Check Status of Request link.

Step 1
Click on the Check Status of Request link

s —e——
iite index | Help | Contacts | Press Office

Return To Home: Sign Off

County - Chapter 19 Main Menu
Select a Chapter 19 activity from links below

lMake a Request for Reimbursement
Check Status of Request

View | edger

Change password

Step 2:

Status of Request levels:

1. Pending review — county submitted the request and is waiting for SOS to

review the request.
Being reviewed — SOS has open the request to review for approval
Rejected — purchase request not approved
Approved — purchase request approved
Deleted — SOS/ County has deleted the request
Resubmitted — County has resubmitted request for review

S Uk wN

L

Home | Site Index | Help | Contacts | Press Oﬁ'n:e

Retun To Main Menu Sign Off

County - Status of Request

Requests for the last 30 days appear in the list below, with the most recent request appearing first. Click a Request ID link to see
more information about the request.

Date Submitted Goods/Services Obtained From Amount Status
5/17/2010 2:45:45 PM TACT: Austin, Texas - John Wayne $4688.75 Pending review
5/17/2010 2:39:05 PM PUR: Dell.com, Windstream Broadband, Buy More $731.00 Pending review

TADV: Austin, Texas - Patsy Cline, VR Dupty, Austin, Texas - Beth Midler, VR
Deputy, Austin, Texas - Jack Bean

5/17/2010 2:25:54 PM TADV: Austin, Texas - John Smith $1,110.00 Pending review

5/17/2010 2:02:49 PM TEMPS: Quick Temps/ John Handyman 4/5/2010 - 4/8/2010 $250.00 Pending review

5/17/2010 11:17:58 AM TEMPS: Quick Temps/ John Handyman 4/5/2010 - 4/8/2010 $250.00 Pending review
Go to top

5/17/2010 2:35:30 PM

$1,645.00 Pending review

After review of the status request(s), the user may either “Return to Main Menu” of “Sign Off”
by clicking on the tabs in the upper Right corner of the page.
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VIEW LEDGER

Step 1
Click on the View Ledger link

PO, S
+te Index | Help | Contacts | Press Office

Return To Home Sign Off

County - Chapter 19 Main Menu
Select a Chapter 19 activity from links below

IMake a Reguest for Reimbursement
Check Status of Request

View | edger

Change password

Step 2
The user selects from the current fiscal year links listed below and the ledger will be
available in a pdf format for the user to print up.

| Sfe index | Help | Lontacts | Fress Uthce

Return To Main Menu

County Ledger - Fiscal Year Selection

Select a current funding year from links below

For prior years, select desired fiscal year from drop-down list and click Run

El - |

After review of the status request(s), the user may either “Return to Main Menu” of “Sign Off”
by clicking on the tabs in the upper Right corner of the page.
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VOTER REGISTRATION APPLICATION POSTAGE

The Voter Registration Application Postage activities available on this page are still under
development.

Monthly Postage Depletion Account — Currently Not Available
County may submit a hardcopy of the Postage which is located on our website at
http://www.sos.state.tx.us/elections/forms/vrpost.pdf

Voter Registration Application Activity Report — Currently Not Available

Annual Business Reply Permit 4511 and Trust Accounting Fee Posting — a copy of
this information is posted on our website located at
http://www.sos.state.tx.us/elections/funds/memos/permit-account-121708.shtml

A —— AR
.

Sile index | Help | Contacts | Press Office

Return To Hame

County - Voter Registrar Postage Main Menu

Select an activity from links below

Monthly Postage Depletion Account

Voter Reqgistration Application Activity Report

Annual Business Reply Permit 4511 and Trust Accounting Fee Posting

Change password..
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