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From Internet Explorer access the EFS at https://efs.dos.state.fl.us. 

Enter your current ID Number (this is not the  4 digit PIN number). 

Enter your confidential Password. (IMPORTANT: Your password is case sensitive.) 

Click        

 

 

 
 
 
 
 

Sign In 

https://efs.dos.state.fl.us
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Click on  and select .  Click on Go To Annual Reports at the 
bottom of the screen. 
 

 
 
 
Click on 2010. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Filed Reports Filings 
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UPDATING INFORMATION 

 
Click on View beside “OFFICER LISTING.”  Print the document.  The information on 
this document will be used to verify information that is currently on file with the Division.  
Information is updated by direct entry into the EFS and by uploading documents, 
depending on the information to be updated.  Using this document, verify the 
information below and make changes as necessary. 
 
 

 
 
COMMITTEE NAME: 
 

 
 

No Change - If the name of the committee has not changed, click on the drop 

down box and select “Verified as accurate and complete.”  Click on . 
 
Name Change - To change the committee name, click on the drop down box and 
select “Name has changed.” Type the new name of the committee in the space 

provided.  Click on . NOTE:  If the name of the committee is 
changed, you must submit a new registered agent form.  See the 
Registered Agent section below. 

  
Spelling Correction - To correct a spelling error in the name, click on the drop 
down box and select “Correct Spelling Error.” Type the corrected name of the 

committee in the space provided.  Click on . 

Save 

Save 

Save 
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Save 

 
 

COMMITTEE ADDRESS AND TELEPHONE NUMBER: 
 

No Change - Verify the committee address and telephone number from the 
“OFFICER LISTING” document.  If the information has not changed, click  

 Verified All Treasurer’s Address & Phone and then click on                                     . 
 

Update Contact Information - If the address and/or telephone number of the 

committee has changed, click on   in the EFS toolbar.  Enter 
the updated information.  Enter the chairman’s pin at the bottom of the screen.   

Click on  and select .   
 

 
 
 

(To return to the annual report screen, click on .  Select 

 and then click on Go To Annual Reports at the bottom of the 
page.  Click on 2010) 

 
 
 

Filed Reports 

Filings 

Account 

Campaign Account 

Save 
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TREASURER(S): 
 

 
 

No Change - If the treasurer(s) has not changed, click on the drop down box 

and select “Verified as accurate and complete.”  Click on . 
 
New Treasurer/Deputy or Remove Deputy Treasurer - If the committee has 
designated a new treasurer or deputy treasurer(s) or removed a deputy 
treasurer, click on the drop down box and select “Information has changed.” Click 

on .  This information will be updated by adding it to the Changes 

Template.  Click on  to open the document. Fill in the 
information for the new treasurers or removed deputy treasurer and save your 
changes to the computer.  Close document after saving. 
 
 

TREASURER(S) ADDRESS AND TELEPHONE NUMBER 
 

No Change - Verify the contact information for the treasurer and any deputy 
treasurers.  If all information is correct, click   Verified All Treasurer’s Address & 

Phone and then click on . 
 
Update Contact Information - If the address and/or telephone number of the 

treasurer or deputy treasurer(s) has changed, click on  in 

the EFS toolbar.  Click on the  and click on the drop-down box to 
select the name of the treasurer or deputy treasurer.  Enter the updated 
information.  Enter the chairperson’s pin at the bottom of the screen.   Click on 

 and select .  See screen shot on page 4. 
 

(NOTE:  To return to the annual report screen, click on .  Select 

 and then click on Go To Annual Reports at the bottom of the 
page.  Click on 2010.)  
 

Click   Verified All Treasurer’s Address & Phone and then click on . 
 

Save 

Filed Reports 

Filings 

Account 

Treasurer 

Campaign Account 

Get Changes Template 

Save 

Save 

Save 

Save 
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CHAIRPERSON: 
 

No Change:  If the chairperson has not changed, click on the drop down box and 

select “Verified as accurate and complete.”  Click on . 
 
Address Change for Current Chairperson:  If the address for the current 
chairperson has changed, this information will be updated by adding it to the 
Changes document.  If you have not previously opened this document, click on 
Get Changes Template.  If you previously added information to the document, 
retrieve the saved copy of the document.  Fill in the new contact information for 
the current chairperson.  Save and close the document.   
 
New Chairperson:  If the committee has designated a new chairperson, click on 

the drop down box and select “Information has changed.” Click on .  
This information will be updated by adding it to the Changes document.  If you 
have not previously opened this document, click on Get Changes Template.   If 
you previously added information to the document, retrieve the saved copy of the 
document.  Fill in the information for the new chairperson.  Save the document to 
your computer and close the document.   
 
 

UPLOAD CHANGES DOCUMENT: 
 

To upload information provided in the Changes document, click on 

. 
 
 

  
 

Click on .   
 
 
 
 
 
 
 

Browse 

Upload Changes 

Save 

Save 
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Select the Officer_Changes.doc document from your computer and click on 

.  
 

 
 

Click on .   
 
 

 
 

 
Click on View to see the information that has been uploaded.  If necessary, the 
document can be changed and uploaded again. 

 

Upload File 

Open 
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REGISTERED AGENT: 
 

 
 
No Change:  If the registered agent/office has not changed, click on the drop 

down box and select “Verified as accurate and complete.”  Click on . 
 
You do not need to file/upload the registered agent form if there are no changes.  

 
Change(s): 
New Registered Agent, Address or Committee Name Change - If the 
registered agent/office has changed or the name of the committee has changed, 
click on the drop down box and select “Information has changed.” Click on 

.     
 
Click on Get Agent Template to open the document.  Once complete, save the 
document to your computer.  The registered agent and the chairman must 
sign the document in order to process the change.   
 
A signed copy of the registered agent form may be uploaded to the EFS by 
scanning and saving it to your computer.  If you can not upload a signed copy 
of the registered agent form an unsigned copy may be uploaded and the signed 
hard copy mailed to the Division of Elections.  Registered Agent forms may also 
be faxed to (850) 245-6259.  
 

UPLOAD AGENT DOCUMENT: 
 

To upload the Agent document, click on .   
 

Click on .   
 

 
 

 
 
 
 
 

Browse 

Upload Reg. Agent 

Save 

Save 
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Select the DSDE41_Agent.doc (or the signed scanned copy) document from 
your computer.   

 
 

  
 

Click on .   
 

 Click on .   
 

 
 
 
Click on View to see the information that has been uploaded.  If necessary, the 
document can be changed and uploaded again. 

 

Upload File 

Open 
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DS-DE 1 INFORMATION FORM: 
 

 
 

Click on the Get Info Form Template.   Fill in the required information.  All 
information must be provided. (If not applicable, please indicate this by typing 
“Not applicable” or NA.)  Save the DS-DE1_Info form to your computer for 
upload. 
 

To upload the Info Form, click on . 
 

 
 

Click on .   
 
Select the DSDE1_Info.doc document from your computer and click on 

.    
 

 
 

Open 

Browse 

Upload Info Form 
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Click on .   
 

 
 
Click on View to see the information that has been uploaded.  If necessary, the 
document can be changed and uploaded again. 
 

 
BY-LAWS AND DUES ASSESSMENTS: 
 
 

 
 

Select “Verified No Change has occurred,” if NO changes have been made to the 
charter or bylaws since the last filing.  If this is the committee’s first time filing 
an annual report, you will be required to upload the bylaws and dues 
schedule. 
 
Click on the drop-down list next to “By-Laws & Dues Assessments” and select 

one of the options.  Click on .  
 

 
 
 

 To upload the document, click on .    
 

 
 

Upload ByLaws 

Upload File 

Save 
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Click on .   
 

 
 

Select the document from your computer (Screen shot) and click on .   
 

  
 

Click on .    
 

 

Browse 

Upload File 

Open 
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If you selected the option of having the by-laws and the assessment schedule in 
separate documents, repeat the up-loading process for the second document. 
 
Click on View to see the information that has been uploaded.  If necessary, the 
document(s) can be changed and uploaded again. 
 

Review and Error Messages 
 

Click on  at the bottom of the page.  Any applicable error message will 
appear in red in the top right hand corner of the screen.  Note:  The system will not 
allow you to proceed to the Financial Statement until all information is entered 
and uploaded in this portion of the report. 

 
**Missing New Name – the report indicates that the name has changed or 
corrected, but the new name is not provided 
 
**Missing Verification – one of the verification boxes has not been checked.  

Click on the box and then click on . 
 
**Missing Upload File(s) – if this error appears, one or more of the required 
documents have not been uploaded.   
 

After you correct the errors, click on  and then .   
 
 
Below is an example of what the first screen of the annual report will look like once 
completed: 
 

 

Save Review 

Review 

Save 
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Financial Statement 

 
 

At the bottom of the screen, click on .   
 
Financial Statement Screen: 

 
 

Enter the data in the Financial Statement and click on .  
 

 
REVIEW AND ERROR MESSAGES 

 
 

 Click on  at the bottom of the page.  Any applicable error message will 
appear in red in the top right hand corner of the screen.   
 

**Totals Do Not Reconcile – Information pulled from the reports filed in the 
previous year do not equal the amounts entered in the financial statement.  
These amounts must be the same. 
  
**Dues are not 25% of Total – Membership dues do not equal at least 25% 
of the contribution received during the year. 

 

After you correct the errors, click on .   
 

Review 

Review 

Go To Finance 

Save 
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FILE REPORT 

 
 
At the bottom left hand corner of the Financial Statement, enter the chairperson’s pin 

and click on .    
 

 
 
 

To print the receipt, click on . Click on .  If the annual 
report has been filed, the File Status will show “FIL.” 
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