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Copyright 
 

 
2023 VistaSG Software All rights reserved. 

You may not reproduce this material without the prior express written permission of VistaSG 

Software 9020 N. Capital of Texas Hwy. Bldg. 1 Suite 210 

VistaSG Software and/or affiliates and its licensors retain all ownership rights to this product 

(including but not limited to software, software libraries, interfaces, source codes, documentation, 

and training materials). 

This product's source code is a confidential trade secret. You may not decipher, decompile, develop, 

or otherwise reverse engineer this software. 

All brand names and product names used in this document are trade names, service marks, 

trademarks or registered trademarks of their respective owners. 

 

 
Contact Information 
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Austin, TX 78759 
 

Phone: 
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Website: 

http://www.vistasg.com
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Welcome to the VistaSG Campaign Finance for dms3! 
 

Overview 

 
Expectations: 

The following document is to be used as an informative guideline for the use of VistaSG 

Campaign Finance. 

For technical issues and support with The VistaSG Campaign Finance and dms3 please 

contact Vista Solutions Group at 1-512-986-7650 or visit us online at www.vistasg.com and one 

of our knowledgeable Client Services Representatives will assist you. 

 

 
Objectives: 

The following documentation will assist in the use of the VistaSG Campaign Finance.  

VistaSG Campaign Finance for dms3 is intended to aid Elections offices in keeping up with 

candidate finance documents. The automation eliminates saves time and keeps elections 

offices and candidates in compliance.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://vistasg.zendesk.com/hc/en-us/restricted?return_to=https%3A%2F%2Fvistasg.zendesk.com%2Fhc%2Fen-us
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Using the VistaSG Campaign Finance Tool 
 

Using VSG Campaign Finance makes it easy for Election Officials and Candidates to 

stay in compliance with candidate finance documents.  

 

Candidates can easily create and maintain their own login, submit documents with 

fillable forms or by uploading. Email notifications are sent to both the candidates and 

elections officials to notify of new documents and status changes. 

 

Elections Officials with administrative access are then able to Reject or Publish the 

documents. The published documents are then viewable by the public online.  
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Candidates Account Set-Up: 
 

Candidates will be able to set up their own account by following the steps below. 

 

1. Select “Click Here to Register” 

             

 

2. Fill in the requested information, then select “Next” 
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3. Candidates will see all of their filings under “Filings”  

a. This will show the Document Type, Date Submitted, Approval Status, Document 

Version, and Document Description.  

 

 
4. To add additional files, the candidates have two options. They can upload OR fill in a 

fillable form.  

** Candidates can also view “Form Instructions” from the Texas Ethics Commission website, by 

selecting the link on the Filings page.  
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Candidates: To Upload a document  
 

5. To upload, click “Upload Document” 

 

 
 

 

6. Select the document Type 

7. Choose the file to upload 

8. Select “Save” 

 

** If a candidate does not know how to fill out a particular form, there is a link to the form 

instructions on the left hand side of the filings page until “Form Instructions” 

Candidates: To use fillable forms 
 

9. Select “Fillable forms” on the left hand side of the screen.  



9 

 

10. Select the hyperlink of the “Document Type” this will take you to the fillable form.  

11. Fill in the information on the forms.  

Candidates: Fillable Form Buttons Explained from left to 
right:  
 

 
a. “Back to Documents”: This will take the candidate back to the document list  

b. “Save Draft”: This will allow the candidate to save the progress on the PDF at any point 

and come back later to complete.  
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c. “Revert to Last Saved”: This will allow the candidate to revert to the last version of the 

saved draft in the event the new information entered needs to be removed and start 

over.  

d. “Add”: This is a drop down with the following options: Add Contributor, Add 

Expenditures, Add Investments.  

i. Select either Add Contributor, Add Expenditures, or Add Investments  

ii. Fill in all the information and select “Save”  

 
e. “Manage: This is a drop down with the following options: Manage Contributor, Manage 

Expenditures, Manage Investments.  

i. In order to edit any Contributor, Expenditure, or Investment that have been 

added, you will select the Manage drop down and select either: Manage 

Contributor, Manage Expenditures, or Manage Investments.  

ii. In order to make an edit, locate the Contributor, Expenditure, or Investment 

that needs to be edited and select the blue pen and paper icon.  

iii. Update the information that needs to be modified, then select the blue pen and 

paper icon again to save the changes.  

*To delete the Contributor, Expenditure, or Investment click the red “X” icon 

under the Delete Column. 
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f. “Load PDF”: This allows the candidate to apply eSignatures automatically in all the areas 

where signature is required and allows all the added contributors, expenditures, and 

investments that have been added to automatically be added to the documents.  

i. Select the check box that says, “Check if you want to add the automated filter 

signature”  

ii. Candidate needs to enter in their name for the signature in the Filer Name box. 

iii. Select “Submit” 

 

g. “Submit”: Once the form is filled out completely, the candidate can select submit which 

will then trigger email notifications. This will also automatically stamp the document 

with the date and time once received on the admin side! 
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Email Notifications for Candidates Submitting  
 

Candidates will receive the email below when they successfully upload.  

 
 
 
Email Notifications for Elections Admins  
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Elections Office Admin Filings View 
 

To manage candidate filings, Elections Admins will have their own view when they log in. (different from 

the candidates view) Admins can reject/publish, manage users, and even upload documents on a 

candidates behalf.  

 

 
Managing Users 

 

1. Select “manage users.”  

2. Select the pen and paper icon under “Action” if the user’s information needs to be updated 
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3. Update the necessary information and select “Save” 

 
4. Select the red “X” to remove a user 

Send Email’s to Users  
 

 
In the event Admins need to email users of an update or specific reminder, Admins can choose to select 

specific users by individually clicking the check box to the left of their names OR clicking the check box 

and the top of the list which will automatically select all users.  

1. Once users are selected, select “Send Email to Selected.”   

2. Update the subject and body as you wish. 

3. Select “Send Email” 
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Upload Documents manually received from Candidates 

  
1. Select “Upload Document” 

2. Select from the drop-down menu which user you are uploading for. 

3. Select from the drop-down menu which document type you are uploading. 

4. Select the little calendar icon inside “Date Submitted” and update the date and time submitted. 

5. Select “Choose File” and select the file from the computer.  

6. Select “Upload” 
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Review to Publish/Reject

 
1. Select the drop down arrow next to the candidate you would like to view.  

2. To View the submitted documents, select the hyperlink of the Document Type 

3. To publish the filing, select “Publish” 

4. To Reject the filing, select “Reject” 

 
Email Notifications for Document Status Updates 

 
 
Navigated from Public View to Admin Filings 
 

To return to the public view as an admin, select the VistaSG icon in the top right. Then from there you 

will see the Admin Filings button on the right to return to view the candidates’ uploaded documents.  
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Public View 
 

Public viewers without a login (candidate or Election Admin) will still be able to view the published 

documents from the link posted on the Election’s Office website.  


