COUNTY06VENTURA CLERKS FOR:

Board of Supervisors
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COU nfy ExeCUhve OFHCG Air Pollution Control District Hearing Board
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Fire Protection District Board of Appeals
Ventura County Consolidated Oversight Board

Dear Filing Official:

The Clerk of the Board's records indicate that you are a Filing Official for your local government
agency's Conflict of Interest Code and Form 700 Filers. In preparation for the upcoming 2024 Annual
filing period, it is necessary to validate the agency's list of positions and filers by Monday, December
2, 2024, with the Clerk of the Board's Office.

The 2024 Annual Form 700 filing deadline is April 1, 2025. The first notice directing designated filers
to file the 2024 Annual Form 700 will be sent in January 2025, as soon as the 2024/2025 Form 700 is
configured in eDisclosure.

(Reminder: If April 1 falls on a Saturday, Sunday, or legal Holiday, forms that are received in person or
postmarked on the next business day shall be deemed to have been filed on time.)

Review Filing Officials’ Contact Information
Firstly, please review and confirm the following contact information for your organization, or if
necessary, provide updated, corrected or missing information to form700clerk@ventura.org.

Filing Official Name:
John Smith

Organization Name:

Resources and Development Management Department

Organization Address:

10293 Bloomfield Street
Los Alamitos CA USA 90720

If your agency has two or more Filing Officials, please use the following steps (screenshots are
attached) to verify your agency's Contact Person list (or see the attached Quick Reference Card):

1. Log in to eDisclosure: https://cobpublic.ventura.org/eDisclosure/

2. Once you have logged in to eDisclosure, go to the menu on the left side of the screen, under
the section “Contact Person”, select “Agency Profile”.

3. In the “Agency” drop-down, select your agency. This step is only necessary if you are the Filing
Official for multiple agencies.

4. Select the "Contact Persons" tab to view the complete list of Filing Officials for your agency.

GOVERNMENT CENTER, HALL OF ADMINISTRATION
800 South Victoria Avenue, Yentura, CA 93009-1920
www.ventura.org/cob ® clerkoftheboard@ventura.org  (805) 654-2251
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5. If necessary, provide updated, corrected or missing information to form700clerk@ventura.org.

Confirm List of Positions Report is Accurate

Secondly, please review your agency’s List of Positions Report to confirm all designated positions in
the Conflict of Interest Code are now available in eDisclosure. Follow the steps below (screenshots
are attached) to generate the List of Positions Report (or see the attached Quick Reference Card).

1. Log in to eDisclosure: https://cobpublic.ventura.org/eDisclosure/

2. Once you have logged in to eDisclosure, go to the menu on the left side of the screen, under
the section “Contact person”, select “Filer Reports”.

3. In the “Report” drop-down, select the “List of Positions” report located at the end of the list.

4. The default selection in the “Agency” drop-down is set to “All”. This will generate a single report
that includes all the agencies you manage. If you are a Filing Official for multiple agencies and
prefer to generate a separate report for each agency, you can select the appropriate agency
from the drop-down list.

5. Click the “Get Report” button.

6. You can print or save the report to your computer.

You can view your organization’s approved Conflict of Interest Code and designated filing positions
on the “Current Codes” tab at www.ventura.org/cob/coic to compare with the list of positions recorded
in eDisclosure.

Review List of Filers Report for Changes

Thirdly, please review the information contained in the List of Filers Report (follow the steps provided
above to generate a report, but select the “List of Filers” from the Report drop-down list) and verify the
following:

e The correct email/mailing address is on record for each filer.

e If afiler has left the agency, please notify form700clerk@ventura.org with the date the
official/lemployee left office, as well as the official/employee's forwarding address.

e |If a person has assumed a designated position, or you have identified someone that should be
filing with the Clerk of the Board’s Office, please notify form700clerk@ventura.org with the
official/employee’s name, position title, start date, and email address.

Please submit all changes to the Clerk of the Board by Monday, December 2, 2024 to
form700clerk@ventura.org.
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Filing Official Duties Reminder
Filing Official = You

Filing Officer = *Clerk of the Board of Supervisors

*Unless specified otherwise in your agency's Conflict of Interest Code, the Clerk of the Board
of Supervisors is the Filing Officer for all Form 700 filers.

Lastly, please remember that as a Filing Official you have the following duties as outlined in Section
18115, Regulations of the Fair Political Practices Commission, Title 2, Division 6, of the California
Code of Regulations:

e Forward statements to the Filing Officer no later than 5 days after the filing deadline or 5 days
after receipt in the case of a statement filed late. The official shall indicate the date of the
Agency's receipt on the face of the statement and shall also make and retain a copy of each
(original) statement forwarded to the Filing Officer.

¢ Notify the Filing Officer of the following events within 10 days of:
o Vacancy in office (i.e., retirement, resignation, or separation)
o Any other event affecting the Conflict of Interest Code or filing obligations (such as a
new hire, promotion, demotion, or transfer).

Your Filing Officer’s address:
Clerk of the Board of Supervisors
800 S. Victoria Ave., L# 1920
Ventura, CA 93009

Please contact me at (805) 654-2251, or email form700clerk@ventura.org if you have any questions
or require assistance in generating the List of Positions and/or List of Filers reports in eDisclosure.

Sincerely,

Jesse Nephew
Deputy Clerk of the Board of Supervisors
Ethics | Compliance

Attachments: (1) Annual Review of Form 700 Filers Screenshots, (2) eDisclosure Quick Reference
Card
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Review Filing Officials’ Contact Information

If your agency

has two or more Filing Officials, please use the following steps

(screenshots are attached) to verify the Contact Person list (or see the attached Quick
Reference Card):

(1) Log in to eDisclosure - _https://cobpublic.ventura.org/eDisclosure/

Login @ | | welcome to eDisclosure
Home You can ¢ and electronically submit your Form 700.
Chage Passwutd Clerk of the Board of Supervisors
Change Login ID 800 S. Victoria Ave.
et Ventura, California 93009
Change Email
1f you encounter any problems, please email us at Clerk of the Board.
Sign Out
Contact P ® We hope that you enjoy the ease of completing your application online.
Filer Management
Pending Transfers . e 5 A ’
Fair Political Practices Commission Hotline
Filer Issues Contact the Fair Political Practices Commission Toll Free Help Line at 1-866-ASK-FPPC (1-866- 275-3772) to speak with a Political Reform Consultant to receive
Filer Reports advice and ask technical questions. FPPC web site
Contact Person Profile
Agency Profile System Requirements
z -~ The e-Disclosure svstem works best with Windows 7. Internet Exolorer 9. 10. 11: Chrome: and Firefox: and a PDF reader.

(2) Once you have logged in to eDisclosure, go to the menu on the left side of the
screen, under the section “Contact Person”, select “Agency Profile”.

Login

Home
Change Password
Change Login ID
Change Email
Sign Out
Contact Person @®
Filer Management
Pending Transfers
Filer Issues
Filer Reports
Contact Person Profile

COI Code

Current Code

Amendments

| Agency Profile |

Agency: lVentura County Public Financing Authority -- Authorities and Non County AgencieE

Comments:

Divisions Contact Persons Jurisdiction
Address
Address 1: (800 S. Victoria Ave,, L#1920 ]
Address 2: | I
Gity: [ventura | state:[ca M zp: 03000
Phone:
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Filers Screenshots

(3) In the “Agency” drop-down, select your agency. This step is only necessary if you

are the Filing Official for multiple agencies.
Login ® ’ Agency Profile
Home
Shnos Pasmmoct Agency: Ventura County Public Financing Authority - Authorities and Non County Agencicd
Change Login ID o
Change Email
Sign Out
Contact Person ®
Address Divisions Contact Persons Jurisdiction
Re— s
Pending Transfers
Filer Issues Address
Filer Reports Address 1: (800 S. Victoria Ave,, L#1920 |
Contact Person Profile Address 2: [ ]
Agency Profile l City: [Ventura I State: |CA E] Zip:
COI Code @ e :}
CErentionde

(4) Select the "Contact Persons" tab to view the complete list of Filing Officials for your

agency.
Login ® ‘ Agency Profile ‘
Home
Shange Pasemord Agency: [Ventura County Public Financing Authority -- Authorities and Non County Aaencieg
Change Login ID T
Change Email
Sign Out
Contact Person L Address Divisions Jurisdiction
Filer
Pending Transfers Contact Persons
Filer Issues # | Lastame - |FistName | Phone Email Official Type = | Role
Fler Beports Martinez Mia - Primary DefaultRole =
Ciokact Paro Prole Nephew Jesse b Secondary Default Role
Agency Profile |
COI Code ®
(5) If necessary, provide updated, corrected or missing information to

form700clerk@ventura.org.
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Confirm List of Positions Report is Accurate

Secondly, please review your agency’s List of Positions Report to confirm all designated
positions in the Conflict of Interest Code are now available in eDisclosure. Follow the
steps below to generate the List of Positions Report.

(1) Log in to eDisclosure - https://cobpublic.ventura.org/eDisclosure/

(2) Once you have logged in to eDisclosure, go to the menu on the left side of the
screen, under the section “Contact Person”, select “Filer Reports”.

Login @ | | welcome to eDisclosure
You can complete and electronically submit your Form 700.
e Clerk of the Bozrd of Supervisors
i 800 S. Victoria Ave.
ChiangeLogiy 1D Ventura, California 93000
Change Email
If you encounter any problems, please email us at Clerk of the Board.

Sign Out

Contact P ® We hope that you enjoy the ease of completing your application online.

Filer Management
Pending Transfers . o . e "
Fair Political Practices Commission Hotline

Filer Issues Contact the Fair Political Practices Commission Toll Free Help Line at 1-866-ASK-FPPC (1-866- 275-3772) to speak with a Political Reform Consultant to receive
Filer Reports advice and ask technical questions. FPPC web site

Contact Person Profile

Agency Profile System Requirements
= -~ The e-Disclosure svstem works best with Windows 7. Internet Exolorer 9. 10. 11: Chrome: and Firefox: and a PDF reader.

Login o | Filer Reports |

Home
Change Password Reports l E

Change Login 1D Filing Year 2024 ] Due Date From:|1/1/2024 |
Change Email To:|10/10/2024 i
Sign Out

Contact Person >

o

@ Active () Inactive () Both ‘

Filer Type:
Agency: [camy [~}

Filer Management
Pending Transfers Filing Type: | (All Types) [~}
Filer Issues

Contact Person Profile

Get Report

Agency Profile
COI Code @
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(3) In the “Report” dropdown, select the “List of Positions” report, which is located at

the end of the list.

Lookn ® ‘ Filer Reports ‘
Home
Change Password Report El
i _ » Name | Description
poeluok D Filing Year List of Filers Shows a list of designated agency filers.
Change Email Filed Provides a view of forms which either 1) have been submitted to our office via
< “Electronically Submit” or 2) have been sent to our office, received and
Sign Out Filer Type: processed by Filing Officer.
Contact Person ~ General Status Show General Status of filing.
Agency: Filers Yet to File Provides a list of Filers who have either not filed or the Filing Officer has not yet
Filer Management processed their form 700.
Pending Transfers Filing Type: | LateFilers Provides a view of filers who filed after the due date.
eDisclosure — Not Started Provides a view of filers who have not started their filings online.
Filer Issues Filings
Filer Reports ‘ eDisclosure - Started Not Provides a view of filers who started their filing but have not finalized them.
| Finalized
Get Report
Contact Person Profile P9 | eDisclosure ~ Submitted Provides a view of filers who submitted their forms to our office via "Submit
Agency Profile Electronically Electronically”.
eDisclosure - File By Paper Provides a view of filers who completed their forms online using the Filed By
COI Code ® Paper option, and whose forms were received and processed by Filing Officer.
I t Cod eDisclosure - Finalized Not Provides a view of filers who completed their forms online using the Filed By
Pl Filed Paper option, but the Filing Officer has not yet received or processed this filing.
eDisclosure — Activity Shows a summary snapshot of online filing activity in eDisclosure.
Previous Code Summary Report
Amendments Filing Summary Report Show a summary snapshot of filing totals in your agency.
Contact Us @ Follow Up Activity Report Show Follow Up Activity Report.
e Aging Summary Report Show an Aging summary snapshot of filing totals in your agency.
List of Positions ~ Show List of Positions Assigned to Contact Person.
Help -» List of Vacant Positions Show List of Vacant Positions Assigned to Contact Person.
Filing Official’s User Guide Master List of Agency Filers  Show Master List of Agency Filers Assigned to Contact Person.

(4) The default selection in the “Agency” dropdown is set to “All”. This will generate a
single report that includes all the agencies you manage. If you are a Filing Official
for multiple agencies and prefer to generate a separate report for each agency,
you can select the appropriate agency from the drop-down list.

Filer Reports ‘

Login ® |

Home

lLiﬁofPosiu‘ons

L]

Report:

Filing Year | 2024

Change Password
Change Login ID

fom{yyae [
To:{10/10/2024

Due Date
Change Email

Sign Out

Filer Type: | @ Active O Inactive () Both ‘
Contact Person ®

[camy

[an Types)

Filer Management OENCY:

Pending Transfers
Filer Issues

Contact Person Profile
Agency Profile

Filing Type:

Get Report

(5) Click the “Get Report” button.
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(6) You can print or save the report to your computer.

Report

@‘35‘&4 Q Page [1 gjofmulAIdef__lﬂ

List of Positions

COUNTY ¢f VENTURA

| Authorities and Non County Agencies
Ventura County Public Financing Authority
Board Member

Grand Total: 1

You can view your organization’s approved Conflict of Interest Code and designated filing
positions on the “Current Codes” tab at www.ventura.org/cob/coic to compare with the list
of positions in eDisclosure.
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Welcome

Welcome to SouthTech Systems’
eDisclosure™, your electronic solution for
streamlining the management of FPPC Form
700 filers and management /review of
Conflict of Interest Code amendments.

What is FPPC Form 7007

The Political Reform Act requires most state
and local government officials and employees
who make or participate in the decision-
making process to publicly disclose their
personal assets and income. The Fair
Political Practices Commission (FPPC) is the
California state agency responsible for
requesting this process, interpreting statutes
and issuing the Statement of Economic
Interests Form 700. With eDisclosure™, filers
can fill out Form 700 electronically, 24/7, in
the privacy of their own secured filing area.

Logging into eDisclosure™

As a Filing Official / Contact Person, you will
be granted account access to eDisclosure™
by your Filing Officer. Once your account has
been created, you'll receive a new account
email that provides you with your username
and password. To login to eDisclosure™,
follow the steps below.

1.  Confirm your Internet connection.

2. Click the system link that was included
in your new account notification email.

3. Inyour browser window, enter the Login
ID and Password from your new
account notification email. Depending
on your organization, you may also
need to input a

unique security code Login ID:
that appears on the eric.johnson@agencyq.gov
login page. Eassword
Click “Login.” Enter the code below:
5. Ifthis is your first time Mei
logging in, you will Ngji ]
need to create a new
password and ieolo

security question.

6. After logging in, navigate the system
using the menu options on the left.

Note: If you are also a filer, your menu will
include the filer’s options as well.

The “Login” Menu

From the Login Menu, you can perform the
following actions:

Login +
Home
Change Password
Change Login ID
Change Email
Sign Qut

. Update your account with a new
password

. Update your account with a new login ID

e  Update the email address where you
receive system announcements and
messages.

© SouthTech Systems, Inc. 2009
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Managing your FPPC Form 700 Filers

The “Contact Person” Menu

The Contact Person Menu appears after
you have logged into eDisclosure™ and
contains the following options:

Contact Person +
Filer Management
Pending Transfers
Filer Reports
Contact Person Profile
Agency Profile

e  Filer Management — Conveniently
manage all filers that you are
responsible for from one,
centralized location. You may
perform a wide range of tasks,
including adding a filer, initiating a
transfer, resetting a password,
viewing forms and more.

. Pending Transfers — Manage
incoming and outgoing transfers to
or from your organization.

e  Filer Reports — Generate a variety
of filer and form submission
reports.

. Contact Person Profile — View
your personal profile—including
your agencies—and update your
contact address.

e  Agency Profile — View your
agency’s or agencies’ profile(s) and
update the associated address,
division(s) and Filing Officials /
Contact Person(s).

Note: As you navigate the system,
you'll find helpful tips and
references listed under the Help
Menu. If you find yourself stuck at
any point, take a look at the help
options for guidance.

Add a New Filer

1. Select “Filer Management” from
Contact Person Menu.

2. Click “Add Filer” button.

3. Enter the individual’s first and last
name, employee number and email
address.

4. eDisclosure™ will check to see if
that individual already exists in the
system. If it finds a similar or exact
match, you will receive a prompt. If
the system locates a match, select
the record from the list and click
OK. Once you click OK, the form
will auto-populate the rest of their
information and existing positions.

Last Hame: Patarso

Furst Name: carre

Maddle Name:

Employee Number: |5001

E-mat rmep@schooklistrcta.edu

Logn : camep@schookistricng.edu
Positions.

Postion Agency Entry start Date Disclosure Category

Data & Information  Dwision of Specal

Spaciaist School Detricts 10/01/2003 Cat-06

Page |1 of 2

5. If the filer that you are trying to add isn’t
in the list, click the “Not in the list” button
to return to the “Add Filer” page.

6. To add / assign the filer's position, click
the “Add Position” button.

7.  Input the position information. It is
critical that you properly input the
position start date, as this date
determines when the filer is required to
file their assuming office Form 700.

Note: The filer is required to file 30 days after
their start date.

e

Add Position

Entity: School Districts
Agency: Division of Specal Education

Position: Data & Information Specilst — Cat-06

Division: (none)

Employer Name: Rocky Beach School District
Jurisdiction: City of B4 [Rocky Beach
Position start date: |10/1/2009

Phone Number: (310)888-5559

Address is Different than Division or Agency's Address []

Add Position Gancel

8. Click “Add Position” to finish.

Add a Position to a Filer

1. Select “Filer Management” from Contact
Person Menu.

2.  Select the filer's record from the “Filer
Management” table.

3. Click “Filer Positions” button.

Add a new position by clicking the “Add
Position” button.

Edit Position due to Error or
Missing Information

Note: Do use the”Edit Position” function if a
filer is transferring or leaving office.

1. Select “Filer Management” from Contact
Person Menu.

2. Select the filer's record from the “Filer
Management” table.

3.  Click “Edit Position” button.

The Leave Office Function

Note: The Leave Office function is used
when the filer is transferring to a position that
is not required to file OR leaving/retiring from
the organization (e.g. the county, city, district,
etc.). The function will create a “leaving
office” statement requirement for the filer.

1. Select “Filer Management” from Contact
Person Menu.

2. Select the filer's record from the “Filer
Management” table.

3. Click “Leave Office” button.

4. In the pop-up window, verify the filer's
name and select the Position End Date.
The Position End Date determines when
the filer is required to file a leaving office
statement, so be sure to confirm the
date.

5. Click the “Leave” button to confirm and
continue.

@ SOUTHT=CGH
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Quick Reference Card

Viewing a Filer’s eDisclosure™
Account Information

1. Select “Filer Management” from Contact

Person Menu.

2. Select the filer's record from the “Filer

Management” table.
3. Click “Account Info” button.

=

“Account Tfo

Filer account details

Filer: Joan Robinson

E-mait joanr@schoodistricta.edu
Login ID: joanr.

Disable Online Account: [

save caneal

Reset a Filer’'s Password

Note: From time to time, a filer may ask you
to reset their password. Verify that their email
address is valid before doing so, as they will
receive their new, temporary password via

email.

1. Select “Filer Management” from Contact

Person Menu.

2. Select the filer's record from the “Filer

Management” table.
3. Click “Reset Password” button.

4. You will be prompted to verify whether

or not you want to continue with the

password reset. Click “Yes” to continue.
5. The system will automatically generate,

encrypt and send the filer a new
password.

View a Filer’s Submitted Form

1. Select “Filer Management” from Contact

Person Menu.

2. Select the filer's record from the “Filer

Management” table.
3. Click “View Forms” button.

4.  Select the form’s corresponding radio

button and click “View.”
5. A pop-up window will then appear,

displaying the filer's Form 700. Note that

you will either see an electronically
submitted document or a scanned
document, depending on how it was
received by the Filing Officer.

(LY

STATEMENT OF ECONOMIC INTERESTS
COVER PAGE

Log a Note Regarding
Correspondence with a Filer

1. Select “Filer Management” from Contact

Person Menu.

2. Select the filer's record from the “Filer

Management” table.
3. Click “Log a Note” button.
© SouthTech Systems, Inc. 2009

4. Complete the form and click “Log.”

Yoo o fote
& Lag 2 Phane Gal
Lag an Emal
Log 3 ote

Contact Person: Monica Bawers
Fler fren Elot

Postion: Data & Information Speciaist

Date-Time: o//2008 -] 2 M2 Ee M

Comments:

Bren calied to 35K 3bOVT I09QNG 1 £ N 3ccount. 1 walked him, stap by
step, though the process. He now is able to get Into hi account ang
compiete he assuming affce Fom 700,

View Correspondence Report

1. Select “Filer Management” from
Contact Person Menu.

2. Select the filer's record from the
“Filer Management” table.

3. Click “Correspondence” button.

History Of Letters, Calls, E-mails and Notes

T | et — [ ]

Fier - Brisa Eliot

Dista & T

Special

s Mosia sasom i

Transferring a Filer

Note: Transfers can occur within a
Department, from Position-to-Position or
from one Department to another. Do not
use the Transfer function if the filer is
leaving office (e.g. leaving County, City,
District, etc. employment) or if the filer is
transferring to a position that is not
required to file (use the “Leave Office”
Function).

1. Select “Filer Management” from
Contact Person Menu.

2.  Select the filer’s record from the
“Filer Management” table.

3. Click “Transfer” button.

In the pop-up window, verify the
filer's name and use the drop down
lists to identify the “Transferring to”
Entity, Agency, Division (if
applicable) and Old Position End
Date.

If the filer's new agency is one that
you manage, you will also be able
to select the Filer’s new position
and New Position Start Date.

5.  Click the “Transfer” button to
confirm and continue. To view the
pending transfer request, select
“Pending Transfers” from Contact
Person Menu.

6. If the transfer occurs within the
organization that you are
managing, the filer will appear in
your Filer Management table with
their new position. Otherwise, the
filer will disappear from your Filer
Management list (because you are

Page | 2 of 2
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no longer responsible for managing this
filer).

Once the Filing Official from the other
agency approves the transfer request,
you will see this filer’s record by clicking
the “Inactive” or “Both” radio button at
the top of the page.

View Pending Incoming and
Outgoing Transfers

1.

Select “Pending Transfers” from Contact
Person Menu.

Incoming transfers represent those
filers who are transferring from an
organization that you do not manage
into one that you do manage. You must
Accept or Reject an incoming transfer
by clicking the respective buttons.

. If you accept a Transfer, you will be
required to complete the “Accept
Transfer” page.

e If you reject a transfer, you will be
prompted to input a reason for the
rejection.

Outgoing transfers represent those
filers who are transferring from an
organization that you manage to one
that you do not manage. To cancel an
outgoing transfer request, click the
“Cancel Transfer” button.

Once an outgoing transfer is accepted
by the receiving party, the filer will
disappear from your Filer Management
list (because you are no longer
responsible for managing this filer).

Running Reports on Filer Activity

1.

Select “Filer Reports” from Contact
Person Menu.

Select a report type from the “Report”
drop-down list (please refer to your
User’s Guide for a list and description of
all available reports).

Identify your report parameters:

. Filing Year — the year that the filing
is for.

¢  Report Date — the “as of” date.

e  Entity (Optional) — the governing
body for which you are running the
report.

e  Agency (Optional) — the
organization—uwithin the selected
governing body—for which you are
running the report.

e  Filing Type — select from Annual,
Assuming Office, Leaving Office,
Amendment or All filing types.

TR . R | E—— T T T
[ s
I S S - — I I
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