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Overview and Quick Tips
This document serves as a training guide only.

e You must have an invitation code to access the system.

e Contact the Lobbyist Registration Office with questions at (850) 922-4990 or
help@floridalobbyist.gov.

e  Access the application at www.floridalobbyist.gov with Google Chrome, Firefox, Safari and
Internet Explorer from a computer or tablet.

e If you are creating and renewing registrations for multiple lobbyists, complete all actions
for one lobbyist, log out and close browser. Open a new browser to begin work on the
next lobbyist’s registrations.

e Once logged into the system, access video tutorials to help you navigate the system.
Look for Video Help in the upper right corner.

Video Help
John Smith o ~

Create New Registration

NEW LOBBYISTS — Access the Application
If you are a new lobbyist or an existing lobbyist who did not have effective registrations in 2014, contact
the Lobbyist Registration Office (LRO) at (850) 922-4990.

2014 LOBBYISTS — Access the Application

Lobbyists with effective registrations in 2014 received a letter in the mail in early December 2014. That
letter contained a unique invitation code. If you misplaced your letter/code, contact the LRO at (850)922-
4990. Once you have your code:

1. Click the Lobbyist button, enter your code, and click the Submit button.

o
D (i o i i) 5= O Ceniicate eiod 8 56| 25 Account Signin - Lobipet #a_ | [H] My Rmspatrmions - Labisi A -

LLLLL Public Records Requirements Account Login

Related Websites Help / FAG
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= Invitation to Register as a Lobbyist

Plea.

nter your Invitation Code

:
Enter the code and click Submit.

Contact Us. Related Websites Help / FAQ

o = wwo% - o

2. Your Site Profile page opens. New lobbyists must complete all fields indicated by the red
asterisks.

& Site Profile

Complete the registration entries below to conclude your account creation.

# First Name Middle Name + Last Name Suffix
* Address Line1 Suite, Room, Building, Apt.
* City * State * Country Zip
United States =
+ Phone Number ©@US ©Other + Email + Confirm Email

All email notifications will be sent to this email address.

* User Name & + Password @ + Confirm Password

+ Enter the answer to the CAPTCHA challenge below to submit your form

[ | Privacy & Terms

3. Lobbyists with 2014 registrations will have a partially completed site profile. The invitation code
linked most of your personal details and previous registrations to your account. Confirm the
information and make changes if necessary. Then complete the remaining required fields.
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4. You may be asked to verify the address you entered or select a postal service-verified address.

Ic Verify your address details
eqgic

Matching address(es) based on your entry” Address you entered:

@ 123 Main St 123 Main St.
Monticello FL 32344 Tallanassee FL 32308

© Main St
Tallahassee FL 32310

Edit this address Replace my entry with the matching address

Keep my address as entered

5. You will receive a Success message directing you to check your email.

Floridal obbyist

+ Registration and Compensation Home

¥% Profile Confirmation Link Emailed

You must click the link in the
« Success email the system sends you to
, x " proceed.
To complete your site profile, check Your email for a confirmation link.

IMPORTANT: To ensure that all emails are received, add @floridalobbyist gov to the 'safe senders' list in your email program.

6. You will receive an email from ‘NOREPLY.” Click the link in the email to complete the account
access. Login using the user name and password you just established.

Tent with High importance.
NOREPLY_LobbyistRegistration @ir-d8088.leg.state, fl.us
ILobby Registration Project Team

Subject: byist Registration Account Confirmat

To complete your registration and activate your account. click on the confirmation link below.

Full name: Robert Jones
Requested user name: bjones
Confirmation Link: https:/lobbvregistration-d8088 leg.fla.int/Account/Confim/] HDLRvrCozvh3EmxdkB0fg2

Account access does not confer permission to begin lobbying.

Do not reply to this email as it is genarated automatically and electronically and cannot accept electronic replies.
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7. The electronic signature agreement appears. Read and sign the agreement, then click the | Agree
button.

€, Electronic Signature Agreement
By typing my name and clicking the “1 Agres” button below, I

= Agies to conduct this lobbyist registration transaction by electionic means with the Office of Legisiative Services, Lobbyist Registration Office (LRO), hereinafier colectively refermed o
as State, and hereby apply for a user name and password for that purpose.

- Agres that my usar name and password will be considersd my electionic signature. When my usar name and password are used 1o creals, generate of send an elecironic recond of
transaction, they will identify that recard of transaction as mine:

- Agres inal BecausS AN sleciionic rEcond of IFANSACHGN undaraken with my USer name and password will be atiributed to me, | must keep them sacure. | will not discioss my user

name and password 1o another person, and | will not allow anolher person 10 gain access 10 my user name and password,

- Argee Ut the LRO will communicati wilh me and send all notifications via e-mail 10 the e-misil addresses provided by me and that it is my duly 1o keep updated e-mail addresses
along with all other contact information with the LRO for this purpose and failure 1o keep an updated address with LRO may subject me to Kabily or harm of any noncompliance with
Fhaeida law,

= Agree that the LIRO will send future communicalions regarding regrstration 1o iy emad agdress. Also L reganding lion reporting meluding, but not limited to,
communications reganding reminders of compensation repons, failure to file compensation repons, and application and coliecion of fnes for failure to file timely compensation repons
will be sent 10 the firm email address provided,

+ Agree thal the laws of the State of FIoNada will apply 10 This 3eCtronic Iransadton,

State’s place of business for this electronic fransaction will De deemed fo be in Tallahassee Flonda. and that exclusive venue of any kegal or equitable action that anses
5 1 i transaction shall be Cireuit Coust in Leon County, Flonda. and in any sieh action, Flords b shall apply, 3nd | frnammone waive any nght 10 3 jury tral

= Agpree that this ekectronic ransaction i subject ko Florda public records b,

« Pursuant o Joen Rule One. Joinl Rules of the Flonda Legistature (2012-2014) and section 1123215 F.5., agree 1o preserve 100 a penod of 4 years ail accounts, Dills, receipls,
COMPULET FEXOMS, DOOKS, PAPErs, and oNer GocUMENts and records Necessarny 1o substantiate registrabion and COMPENsaNon repars

» Acknowledge that any person required o be registered or 1o provide mformation who knowingly falls to disclose any matenal fact in accordance with Fiorda Law or who knowingly

ine information on any repart commits a noncriminal infraction. punishabile by a fine not 1o excead 45 Such penaty shall be in addition to any other penally assessad by
2 Legistature for legisiative lobbyists and ihe Governor and Canne! for executive lobbyists pursiant io sections 11 045 and 112 3215, Flanda Statutes

I herely cerlify 1o he veracity and comgleieness of the mformation provided herein, il | am ihe person whose name s represented below, and thxt | intend 1o emer o this elecironic
transaction with the State

Fuli Name

[ENTEEE You must click 1 Agree” DULon 10 contine:

8. The first time you log in you will be asked to declare any associations with legislators or state
employees. If you do not have any associations to declare, click the Continue link and you will
be taken to your home page.

& Legislator and/or Agency Employee Associations

To lobby the Legislature, you must state the name and extent of any direct business association or partnership you have with any member of the Legislature.

To lobby the Executive Branch, you must state any direct or indirect business which you are
registering to lobby. If there are no associations to disclose, click the Continue

link. To disclose Legislator associations, use the drop
down arrows to select the name and relationship for each
association. Click the Add to Legislator button. The
name and relationship will app bel the button. A red
X will display to the right of the relationship; click the X to
remove the association.

If you do not have an association to disclose, click Continue.

Legislator Association(s)

Legislator Relationship

| EEET N | | | Select Relationship .. ]

Add to Legislator List

Legislator

To add an executive agency employee association,
enter the employee’s name and using the drop down
arrow, select the relationship. Click the Add to
Employee List button. The name and relationship will
appear below the button. Use the red X to remove
the association.

Executive Branch Agency Employee Assocj

(s)

Employee Name Relationship

Select Relationship ...

1 Add to Employee List

D

Employee Name Relationship
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9. This s aclose-up on a dashboard. You can always declare an association by clicking the
Lobbyist drop down arrow at the top of your home page.

Take a Tour

Floridal obbyist .

Registration and Compensation Home Lobbyist ~ John Smith & ~

Create New Registration

Manage My Firms Create New Registration
Firm Associations

Legislator andfor Employee Associations,
My Tnvaic:

View f Download Oaths

0

=2

Authorized Registrations

Pending Authorizations Declined Authorizations

0

0

Effective Registrations Renewals

Navigate Your Home Page
10. Let’s get acquainted with the dashboard. Wherever you are in the application, the Home link at
the top of the page will bring you to this page of your dashboard. The tiles in the center of the
page display at a glance the status of your registrations.

Clicking the Home link will take Take a Tour

Floridal obbyist you to this page. :

Registration and Compensation Home Lobbyist ~ Click this button to create [BRLLLE: L IIRF-E2
a new registration.

332 My Registrations

Authorizations that have been
declined by the principal. Here
you can resend the

authorization request.

Registrations for which a
principal has approved and
0 awaiting payment.

Registrations awaiting
authorization from the
principal.

Pending Authorizations Declined Authorizations Authorized Registrations

Registrations that have been

authorized, oath, if applicable, has

been received and notarized if
licable, and pay t )

At beginning of calendar year,
registrations from prior year will
show. Click this tile to begin

T process.

Renewals

Effective Registrations

Helpful resources

/

Contact Us Related Websites Help / FAQ
Lobbyist Registration Office = myfloridahouse.gov + FAQs for Lobbyists before The Florida Legislature
111 West Madison Street Room G68 - fisenate gov - FAQs for Lobbyists before Executive Branch
Tallahassee, Florida 32399 - Commission on Ethics Agencies
Phone: (850) 922-4990 - Online Sunshine - Application User Guide

) = = NAICS Codes

help@floridalobbyist.gov
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Take a Tour

Click the Take

a Tour button

John Smith & ~
to watch a 2-

minute
Alerts |
overview of the
Update Lobbyist Profil application.

e
é— View alerts,
Cnange Password

update profile
and password,
and logout.

Logout (9

0

Authorized Registrations

Create New Regqistration
11. From your home page, click the Create New Registration button or select the same from the
Lobbyist drop down.

Take a Tour

John Smith & =

[£) Create New Registration

Select a registration type

Begin by selecting the branchies) of

¥ Legisiative " both
ol Howse chambers, you must check both House and
¥ Senate " the branch, you

@ Executive must enter an area of interest.

# Enter area of interest e’/

Search for a principal

Typ# & principal name than préss snter to search our records, | B29IN entering the name of the principal and a list will

|display. Either select from the principals in the database
Enter prinipal name &—-—- ar enter the name of a new principal. If in the database, Q
principal details will display. Make changes if necessary
and enter phone and emall. if a new principal, enter
|address, phone and email. The authorization request will
O/be sent to this email.

List any lobbying firm associated with this principal

Associale Ancther Firm < A lat toa firm
by clicking this button and entering the
detalls required.

Agency reglsiration
Leave box checked 1o lobby before ALL Ex
AQENCY

& Branch Aganciss. Unchieck bax o dispéay the kst of agencies and Chack of UNChEck Bai 1o INCIude oF Extiude 8 speilic

For atiy you must indi
¥ All precutive branch agencies ‘which agencies you will be lobbying. Leave the

box checked to lobby all agencies.

Contact Us Related Websites Help / FAQ

Loblryist Registrabon Ofce

111 West Madison Streel Room G&8
Tamahassee, Flonda 32399

Phone: (850) 90

E
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12. After you submit the registration, you should receive a Success message.

After you submit the registration, you should receive
@ Create New Registr n a Success message. An email authorization request
has been sent to the principal. You will receive an

email after the principal authorizes or declines your
" Success request.

Your registration has been submitted successfully and is “pending authorization.” You cannot lobby for the specified principal yet
= An email has been sent to the email address you specified for the principal.

= The email will enable the principal to “authorize” you to lobby for them

= As soon as you are authorized, you will receive an email at the email address saved in your profile, which will
- show the principal's response

= notify you to pay for the registration if it was authorized.

If you need to create additional new

registrations, begin by selecting the branches
) To continue submitting registrations, enter another principal below. of government as shown previously.

13. Below is an email sent to the principal, who should click the link contained in the email.

O This message was rent with High impadance.

brem PR T o Saget e S <009 e tatm L Tt Wed LUTL0N 637 A
= £l Mably Regrtratos Project Team

Subjedt Authprizatian Reguet

John Smith is attempting to register to lobby the Legislative andor Executive branches of Florida g for “Florida
Reporting System to authorize this lobbyist 1o represent vou

Inc.” Click the link below 10 access the Florida Lobbyist Registration and Compensation

hitpslobbhregistration-d80E 7 leg fla int 443 Lobbyv Registration Confinm 1oc 2626450+ 4066-88da- 1b6Fhdcd 1a68

e advised that 2 labbyist is nat permitted to lobby for 3 principal prior to receiving authorization from that principal.

Do ot reply to thes email as it &5 gemavated autamanically and elactronically and cannat accept electranic raplies

14. If the information is accurate and the principal wants to authorize this lobbyist to lobby, click the
Authorize button.

FloridalLobbyist

Regqistration and Compensation

& Principal Authorization

Principal Authorization

The lobbyist shown below has requested authorization to represent you before the Executive and Legislative branches of Florida government. If any information below is incorrect,
click “Decline” and provide a reason.

Lobbyist Information Principal Information

Name: John Smith Name: Florida Agritourism Association, Inc
Address; 111 Main St. Address; Po Box 15878

Tallahassee, FL 32309 Tallahassee, FL 32317-5878
Email Email prin@email.com
Phone: Phone: (850) 222-1212
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15. The principal is taken to this screen. Complete name and title, enter NAICS code. Tab to the
Description field and the table below expands. Select the appropriate description which will
populate to the asterisked Description field. Click Submit.

byiE Principal Authorization
mpens

Type your name, title and 2012 NAICS Code of your primary business before submitting
your authorization.
+ Name * Title

Robert Jones

# NAICS Code « Description

111110 Soybean farming, field and seed
production

The 20 IAICS Codes are accessible at hitp//www census govieos/www/naics/
Code Description (Select from the descriptio low)

11111 Soybean farming, field and seed produgfion "Sel

If principal does not know the
NAICS code, click the link.

16. The principal receives a Success message. No further action is required by the principal.

& Principal Authorization

Principal Authorization

Success

You have authorized this lobbyist to represent you, and he/she will be notified.
No further action is required of you. This screen can be closed by clicking the X in the upper right hand corner.

The lobbyist shown below has requested autho
click “Decline” and provide a reason.

€ Executive and Legislative branches of Florida government. If any information below is incorrect,

Lobbyist Information Principal Information
Name: John Smith Name: Florida Agritourism Association, Inc
Address: 111 Main St Address Po Box 15878

Tallahassee, FL 32309 Tallahassee, FL 32317-5878
Email: js@email.com Email prin@email.com
Phone: (850) 555-1212 Phone: (850) 222-1212

17. If the principal declines the authorization request, he or she should provide a reason and click
Yes.

D byIS Principal Authorization
n ne

ompe
Are you sure you want to decline this authorization request?

Reason

Mr. Smith is no longer representing FFAA|
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18. Below are two emails to the lobbyist: one in which the principal authorizes the lobbyist, and the
other in which the principal denies the authorization.

O This message was 1ent with High impomance,
From:

NOREPLY_LobbytiegatrabonGl 45087 e, ctate A s
Tox

Sent Wed 12/31/2014 &
6 Wobly Reghiration Project Team
[ iobly Registration Project Team
Authodization Appraved - Florida Agritauriim Association, ine

Ce
Subject

Robert, Jones, on behalf of "Flarida Agri
below to be taken to the Flarida Lobbyist Regi.

Association, Inc,” Q. request 1o represent "Florida Agritourism Association, Tnc” before the Legisdative and/or Executive branches of Florida govemment, Click on the link
jon and Compensati ng Svstem to complete your registration by paying the required fee(s)

hutps: lobl istration 48087 leg fla int

Be advived that a lobbyist is not permitted to lobby for a principal prior to paying the required registration fee(s), and for an

we branch ing an vath.
Do ot raply to this ammi ax ir ix g iy el al v and canmor accapr alacronic raplies.
© This misichge v St with High g ortance.
from NOREPLY _LobboisRegistrason G-38007 Jeg stase s Sent: Wed 12302004 6461
Tor ) Nably Regitration Project Tram
o @ iLobby Registration Project Team
e P Flonds eiatar & Ag Anotiation

The principal, “Flarida Ferilirer & Agrichemical Association,” ; declined request to represent them before the Legislative and/or Executive branches of Florida government. The request was declined based on the following reason from
the principal: Mr., Smith is no longer representing FFAA.

Click on the link below to access the Florida Lobbyist Registration and Comp R

Svstem should vou need to submit the authorization again.
hasps: lobbyieginmation-dE08 T leg. flaint

Be advised that a lobbyist is wot permitted to lobby for a principal without receiving authorization from that principal.

Lo ot raply to this email as it & generated auomancally and electremically and carmot accapt elecranic replies.

Pay and Print Oath (Registration)

19. Once a principal authorizes you to lobby on their behalf, you will receive an email notifying you

of the approval. Clink the link to access and log in to the application. From your home page,
click the Pay button that is contained in the Authorized Registrations tile.

0 Thus masage et st wh bgh ingartancs

W
e
Subjet

Be advised that a lobbyist is net permitted to bbby for a primcipal prior 1o paying the required registration fee(s), and for

Do ot rapiy o chis emasl ax & it gemeraed ausomanically and slecronically and cannat accapt electonic raples.

MCRERLY bt aton 6 0K e state. s Lot Wed 12310004
0 Robby Registration Project Team

0 Mobby Registration Project Team

Ausharizatien Agpraved - Flonda Agntounim Assediation, ing

Robert, Jomes, on behalf of “Florida Agritourism Association, [M."h@m‘:m “Florida Agr Associati
below to be taken to the Florida Lobbyist Registration and Compensation Reparting System to complete your registrasion by paying the required fee(s)

Inc” before the Legislative and 'or Executive branches of Florida governmens. Click on the link

ive bramch regi z hamitting an oath.

Take a Tour
Floridal obbyist

Registration and Compensation Home Lobbyist =

John Smith & ~

222 My Registrations

0

Effective Registrations

Create New Registration

0

Pending Authorizations

0

Declined Authorizations

5

BPay$140 P
Authorized

Registrations

0

Renewals

20. Legislative registrations do not require a notarized oath; however, executive branch registrations
do. To create the oath, click the Create Oath button. Then click the Download Oath link.
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i

130

WANT TO PAY BY CHECK?
——
You carnat change payment method o ce you have selacted to pay by chick Pay by Credit Card
* Yoar registration(s) wil not be effective is received by the Lobby

o lundarstand

B Payment Details

«" Success

Your oath document has been created. Please click the link to downk F*Download Qath Document

Executive Registrations ate Oath Document

Executive Registrations must include a notarized oath before they are effective

Principal Branch Amount
Florida Agritourism Association, Inc Executive $25.00
Florida Fertilizer & Agrichemical Association Executive $25.00

10
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21. Print the oath and have it notarized. To return to the Lobbyist Registration Office, scan and email

to help@floridalobbyist.gov, fax to (850) 921-5345, or mail to 111 W. Madison St., Room G68,
Tallahassee, FL 32399.

Executive Branch Lobbyist Registration
Information Required Under Oath

Lobbyist Information:
Smith, John

111 Main 5t., Tallahassee, FL 32309
(850) 555-1212

The individual identified herein has registered as a lobbyist via the Lobbyist Registration and
Compensation Reporting system located at www.floridalobbyist.gov. The registrant has been authorized
by the principal(s) listed below to represent the principal(s). Pursuant to the requirements of Section
112.3215(3), Florida Statutes, the following information must be provided under oath. Thus, to complete
your registration print this form, sign this document, and have this document notarized. Completed
forms may be scanned and sent via email to the Lobbyist Registration Office at help@floridalobbyist.gov,
or sent by fax to 850-921-5345 or mailed to the Lobbyist Registration Office located at 111 W. Madison
Street, Room G-68, Tallahassee FL 32399-1425. The registration(s) referenced herein will not become
effective until the Lobbyist Registration Office has receivad this completed form and the requisite
payment has been provided for each principal represented. The form will be returnad if the registrant’s
signature is missing or the attestation is incomplete. Any changes to the registration information
contained herein or the cancellation of your representation of any principals identified below prior to the
completion of your registration will require that you regenerate this form and thereby provide the
corrected information under oath. You are responsible for retaining the original, signed document.

Principal (s) Represented:

Flarida Agritourism Association, Inc
Po Box 15878, Tallahassee, FL 32317-5878
(352) 333-4444
Area of Interest: agriculture
Agency Registration: All
Florida Fertilizer & Agrichemical Association
411 E Orange 5t, Ste 119, Lakeland, FL 33801
{343) 333-3333
Area of Interest: agriculture
Agency Registration: All

Direct or indirect business association, partnership, or financial relationship with any employee of an agency
before which you are registering to lobby:

Mary Jones(Rent real property from)

Executive Branch Lobbyist Registration
Information Required Under Oath
Lobbyist Information:
Smith, John

111 Main 5t., Tallahassee, FL 32309
(850) 555-1212

OATH

I do solemnly swear that oll the foregoing facts are true and correct.

Signature of Lobbyist

STATE OF FLORIDA

COUNTY OF

Sworn to (or affirmed) and subscribed before me this day of
20 by

(Signature of Notary Public—State of Florida)

(Print, Type, or Stamp Commissioned Name of Notary Public)
Personally Known OR Produced Identification
Type of Identification Produced

11
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22. You can pay for the legislative registrations at any time; however, you must create the executive
registration oath in the application before you can pay for executive registrations.
23. Pay by credit card online or paper check.

Exccutive Registrations must include a notarized oath before they arc cffective

el Princinal Branch Amount

Legisiaiive {House & Senate) 520.00

Annuizl | egistativa Chamber Fee © Fees are calculated for you. Select

payment completes the registration

process and makes registrations
effective more quickly.

Total Registration Fees $140.00 .
WANT TO PAY BY CHECK)
 cuange payment n

IMPORTAMT:

oy theck.
by the Lebb st Regstiation Office.

o linderstnd

24. To pay by credit card, click the Pay by Credit Card button and enter your name, address and
credit card information. Click Submit Payment; then Confirm Payment. (Your credit card
information is not retained in the application for security reasons so each time you pay for a
registration, you must enter the credit card details.)

B Submit Payment
Billing Information Summary
Invoice: 22630669
+ First Name * Last Name
# Address Suite, Room, Building, Apt.
* City * State *Zip $120.00

Subrnit Paymsnt

S —

Credit Card Information
# Credit Card Type

+ Credit Card Number

+ Expiration Month + Expiration Year *CWE

January E 2014 E

12
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IS Confirm Payment Details

s John Smith
Card Type: Visa

Card Number: FERREREEAAK() D
3/2015
$120.00

Expiration Date:
Total Amount:

25. Your paid invoice will display on the screen, itemizing the registrations. Remember, executive
registrations are not effective until the notarized oath is received by the Lobbyist Registration
Office.

26. You may print a paper copy for your records; however, you will have access to all of your
invoices by clicking the Lobbyist drop down area and selecting My Invoices.

Back lo Home Page / Back lo Invokces

Flonida Lobbyist Registration
111 W. Madison St Room GE&
Taltahassee, FL 32359

(850) 9224330

O

Jehn Smilh

111 Main St
Tallahassee, FL 32309

Print for your ar your
any time from the system. You also will receive I nv0| ce
an email containing the invoice inf o

Invoice o 22630659
Invoice Dale 1273172014

Dwscription Branch Amount
Flonada AQrtounsm ASSOCIaton, inc Exatulive £25.00
Florida Agritourisim Associalon, Inc Legistative (House & Senale) 520.00
Fhonda Fedilzer & Agnchemical Association Exelutive £25.00
Water and Soil Solutions, LLC Legistative (House & Senate) 520.00
Annusal Legesiative Chamber Fee Legissative $30.00
Total Amount $120 00

Please be advised that Executive Branch obbyist regestrabion(s) 00 not become effective until all of the requirgd information, INCluding infarmation
TEquIred to be provided under oath, @ and the principal BUhorzation(s) have been received by Ihe Loboyis! Registration OMce, and (ne fé Nas been

paid

MNOTE: Renewals do not require a notarized oatn

I you have guestions. contact the Lobbyist Registration Office al (050) 922-4980 or help@oridalobtyist gov
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Florida Lobbyist Registration and Compensation Reporting System

27. If you prefer to pay by check, click the Pay by Check button. The invoice displays and contains
the remittance instructions including the payable entity and mailing address. Print and mail the
invoice and check to the address shown on the invoice.

ivi Principal Branch Amount

[

[

& Water and Soil Solutions, L1C
Annual Legislative Chamber Fee L] $30.00
To pay by check, ciick the Fay by
Total Registration Fees $140.00

Check button. Note that you

ge< pa 3
once you have selected a method. Pay by Credit Card
WANTT0 PAY BY CHECK?

o You cannat change payment method once you have selected to pay by check

\ ®  Your regstration(s) will not be effective until the check is received by the Lobbyist Registration Office.

o lunderstand
Pay by Check

Follow the remittance |nV0|ce

instructions to pay by paper
check. Invoice # 41868241
Invoice Date 12/31/2014
Florida Lobbyist Registration REMITTANCE
111 W. Madison St Room G638 In order to ensure the proper processing of your registration(s). please make check(s) payable to

Tallahassee, FL 32399 Florida Legislature.

(850) 922-4930
Please mail your check(s) and a copy of this inveice to:
Lobbyist Registration Office

TO
John Smith 111 W. Madison Street, Room G-68
111 Main St. Tallahassee, FL 32399-1425

Tallahassee, FL 32309 (850) 922-4390

Description Branch Amount
Florida Fertilizer & Agrichemical Association Legislative (House & Senate) $20.00
Total Amount $20.00

If you have questions, contact the Lobbyist Registration Office at (850) 922-4990 or help@floridalobbyist gov
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Florida Lobbyist Registration and Compensation Reporting System

28. Your home page records the results of the actions taken.
R B _ The Authorized Registrations have moved to the Effective ) )
H-H My Reg istrations Registrations tile; the Lobbyist Registration Office is

awaiting receipt of a notarized oath for 2 registrations and 1
paper check. Click the tiles for more details.

0 0

Pending Authorizations Declined Authorizations Authorized Registrations

2 1 2

Pending Receipt of Oath Pending Receipt of Payment Effective Registrations

0

RELENETH]

Submit Oath
29. Once the executive branch oath is notarized, you may scan and send via email to
help@floridalobbyist.gov, fax to (850) 921-5345; or send in the mail to Lobbyist Registration
Office, 111 West Madison St., Room G68, Tallahassee, FL 32399

Renew Registrations
30. At the beginning of each calendar year, the system will display the number of
registrations from the previous year for which you are eligible to renew. Click the
Renewals tile in the center of your home page.

£22 My Registrations

0 0 0

Pending Authorizations Declined Authorizations Authorized Registrations

0

Effective Registrations Renewals

T —

31. The prior year’s registrations display. You must enter the principal phone numbers and
emails to proceed with the renewals. In subsequent years, you will not need to enter a
principal’s email and phone on this renewal screen.

15



Florida Lobbyist Registration and Compensation Reporting System

3 civeck mank in
. L ez have 3

If you have

lobbying firms,
. |the firm names

N
eI Test6Principal6 - execuive PR A

=
= Test Address Exec —
Jacksonville FL 43894 estorirm

#Principal Email & Phone | Principal Email Principal Pho

Go back io Home page ubmit Renewa

32. The payment details screen opens. Renewals do not require an oath. Proceed with your
preferred payment method as shown in the Pay and Print Oath section.

B Payment Details

Executive Registrations

Principal Branch Amount

Test6Principalé Executive $25.00

Legislative Registrations

Principal Branch Amount
TestePrincipals Legislative (House & Senate) $20.00
Annual Legislative Chamber Fee 9 $30.00
Fees are calculated. Select your method of
payment - credit card or check.
tal Registration Fees $75.00

f Pay by Credit Card
'WANT TO PAY BY CHEf
IMPORTANT: —=

o You camnon flange payment method ence you have selected t pay by check.
] will not be eff I the check is receved by the Lobbyst Registration Ofice.

Print Invoice to send a check

€

o lunders

Pay by Check
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Florida Lobbyist Registration and Compensation Reporting System

Manage Firms
33. From the lobbyist’s home page, click the Lobbyist drop down arrow and select Manage My
Firms.

Take a Tour

Floridal obbyist

Registration and Compensation Home Lobbyist - John Smith & -

Create New Registration

sss - = Manage My F

=2z My Registrations bl

Trrm ASsoClations

Legislator andior Employee Associalions

My Imvoices

Wiew | Download Catns

4 = Pay $120

Pending Authorizations

Declined Authorizations

Authorized
Registrations

0

Effective Registrations

0

Renewals

34. You may make changes to a firm’s business address, phone number and email address if you are
associated already with that firm. Confirm the email address.

35. Or you can add a firm. Click the Add Firm button and begin entering the name of the firm. If the
firm exists in the system, select the firm and its details will populate. Confirm the email address
and click Submit. If the firm is not in the system, enter the business address, phone and email
address, then click Submit.

& Manage My Firms

Changes made to this lobbying firm will only change for your associated registration(s). Only the persons responsible for filing the quarterly compensation reports or with access
to a lobbying firm’s login/password will be allowed to change a lobbying firm's primary information that is reflected on that lobbying firm's compensation report. A lobbying firm's
primary information is created the first ime a lobbying firm is logged into the system.

If you have associated a registration to a
firm, the firm will be listed in the drop down
under My Firms. After you select a firm

Add Firm

List of My Firms

My Firms e

The Amold Law Firm
Selected Firm: The Arnold Law Firm

* Address Line 1

6279 Dupont Station Ct

* City * State

Jacksonville FL

+ Phone Number ©@Us ©Other

(904) 731-3800

@- Clear

+* Email

is@arnold.com

from the list, the details display. You must
confirm the email address and click
Submit. To add a firm, click the Add Firm
button.

Suite, Room, Building, Apt.

# Country Zip

United States = 32217

# Confirm Email
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Firm Associations
36. To associate a firm to a registration, click the lobbyist drop down, then Firm Associations.

ELCER g

Floridal obbyist

Registration and Compensation Home Lobbyist ~ John Smith & ~

Create New Registration

Create New Registration
Manage My Firms.

Legislator and/or Employee Associations

iz My Registrations

My Invoices

View / Download Oaths

0

Pending Authorizations

~

4 E Pay $120

Declined Authorizations Authorized

Registrations

0

Effective Registrations

0

Renewals

37. Select a firm. The registrations associated with the firm will display under Active Registrations.

The registrations not associated with the selected firm display under Registrations Not
Associated.

i Existing Firm Associations

Associate/disassociate existing firm with one or morg registrations,

adideanin associated with the firm selected show below. Registrations

not assoclated with the selected firm will show at the hottom of
the screen

4 |Click the drop down under Select a Firm. Registrations

Active registration(s) for the selected firm.

e €

Principal Name

Branch Status
Florida Agritourism Association, Inc Executive Authorized
Florida Agritourksm Assocition, Inc Legistative (House & Senate) Authorized
Florida Ferlilizer & Agrichemical Association Executive Authorized
Florida Ferlilizer & Agrichemical Association Legislative (House & Senale) Authorized

To an click the box to the left of the
Il ion, then click R A iati That
{registration will move below under Registrations Not

Associated.

ion(s) not with the

Principal Name

e <————

firfm

This feature works the same as above. To create an
assoclation, if thare was a ragistration listad, click the box
than Craata Assoclation. Thea ragistration would move to
the Active Registrations section above.
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Leqgislator-Employee Associations
38. To disclose a business relationship with a Legislator or employee of a state agency, click the
lobbyist drop down and select Legislator and/or Agency Employee Associations.

Take a Tour

John Smith & ~

Create Mew Registration

Manage My Fims Create New Registration
Firm Associations

wdior Employee Assoctition

My Invoices

Wiew | Downiload Ciaths

4 = Pay $120

Authorized
Regisirations

Declined Authorizations

Pending Authorizations

0

(0]

Effective Registrations Renewals

39. Select the legislator’s name from the drop down, then select the relationship. Click the Add to
Legislator List button. The legislator’s name and relationship appears below. To remove an
association, click the red X and confirm that you want to remove the association.

40. To disclose a business relationship with an agency employee, enter the name of the employee
then select the relationship. The name and relationship display below. Remove the association
by clicking the red X.

«” Success

Your agency employee association(s) has been added_ If you do not have additional associations to disclose, click Continue
To lobby the Legislature, you must state the name and extent of any direct business association or partnership you have with any member of the Legislature:

To lobby the Executive Branch, you must state any direct or indirect business association, partnership, or financial relationship with any employee of an agency before which you are
registering to lobby

Legislator Association(s)

Legislator Relationship

Select Legislator - [=] Select Relationship ..

». Add to Legislator List
e ———

Legislator Relationship

Abruzzo, Joseph (S) Partner in a business CD‘

Executive Branch Agency Employee Association(s)

Employee Name Relationship
Select Relationship __
‘ Add to Employee List ’
Employee Name Relationship

Mary Jones Rent real property from ®
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Florida Lobbyist Registration and Compensation Reporting System

Firm Overview
41. Once a lobbyist associates a firm to a registration, the firm will receive an email notifying them of
the compensation reporting requirements. That email will contain a link to allow the firm
representatlve to complete the account creation steps. Click the link in the email.

O This message was 1ot with High &
Froar

Sent  Wed 12302004 10cL:
Subjest: Electramic Filing of Lobbying Firm Quarterty Compeniation Reports

Lebbying Finm: The Beckham Group

This email is 1o notify you that at least ane registration associated with vour lobbying firm has became effective in the Florida Lobbyist Registration and Compensation Reparting System

Sections 110455 and 112 32155, F S, require lobbying firms ta file dectronically their quanterly compensation reparts via the Lobbyist Registration Office’s dlectronic filing system. The filing deadline is by 11:59 pm EST of the 45th day
after the end of each quarter. A listing of the four quarters and the filing deadlines is accessible online at hitps lobbregistration-dS087 leg fla int/Accoans FirmUreate | ff2ea8 2564847 ad 16-c 56534425 7ed)

Your lbbying fim must fle n dectronic compensation report for each quaster a lobbyist is segistered, even if mo compensation was provided or owed diwing the quaster. A epart thatis ot filed by the deadlne s subject t0 penalties undes

sections 11.043(3)d)1. and 112 3215(5)d)1, F 5. The fine for failing c per report for each day the report is late up to 3 maximum of $5,000.

To creale your accously
system 1o file compensati

istsation-d 8087 leg fla it Accoust FimCreate L2 cal-1c56-

w the instructions to establish your user name and password, which are required te log into the
il comtinue to receive this email until you establish your

Do rat raply to this email az it is genarated automarically and electronically and cannat accept electronic raplios.

42. A new firm not in the system must complete all of the details on this page. For an existing
lobbying firm in the system, the partially completed details display automatically. Enter the
email address, user name and password. Then answer the Captcha challenge and click submit.

43. The lobbying firm summary page opens. Here a firm may amend a previously submitted report
or start a new report. For a new report, select the reporting year, branch and quarter from the
drop down arrows and follow the prompts. The compensation reporting segment of this
application is much like OLCR, the Online Lobbyist Compensation Reporting system firms have
been required to use since 2006.

44. Also from this page, firms may view fines and invoices by clicking the Firm drop down arrow.
And from the firm name drop down, alerts can be viewed, and the firm profile and password can
be updated

Update Profile
45. To update your profile, click the drop down arrow by your name and select Update Lobbyist
Profile.

Floridal obbyist

¥ Registration and Co

if My Registrations

46. After your site profile opens, make the necessary changes and confirm your email address. Click
Submit. Select one of the US postal service verified-addresses or keep the address you’ve
entered. A success message displays on the screen and you receive an email confirming that you
made the profile change. If you receive this email and you did not make a profile change, contact
the Lobbyist Registration Office.

ate Lobyist Prafile

Change Password

47. To change your password, click the drop down arrow by your name and select Change Password.
Enter your current password, then enter and confirm your new password. Click Submit. Click
the Home link to return to your home page.
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Florida Lobbyist Registration and Compensation Reporting System

Aderts

i My Registrations E L o e

Change Fasswoid

Logout ¢

View Invoices

48. To view your invoices, click the lobbyist drop down arrow and select My Invoices.

Take 2 Tour

idalLobbyist

ion and Compensation  Hame John Smith & -

Create New Registration

22 My Registrations Marnage iy P Create New Registration

D View T Downlcad Qaths
Pending Autharizations Declined Authorizations

[2) My Invoices
/ {8elect the appropriate year, then click

Calendar Year 2018

Firm Associations

Legisiator andior Employee Assoclations

Authorized Registrations

49. Select the year, then click the hyperlinked invoice number to view the invoice. Click the My
Invoices link or the back button to return to the list of invoices for further viewing. When you
are finished, click the Home link to return to your home page.

Invoice Number Invoice Diate Branch Invoice Status Inwoice Tolal
1202014 Legisiatve Pending £20.00
1Zrzod Registration Paid $120.00

View/Download Oaths

50. Click the View/Download Oaths link under the Lobbyist drop down. Select the View Oath button
to open a pdf of the oath.

Take a Tour

Reqgstrabon and Compensation Home Lobbyist = John Smith gy =

@5 Floridalobbyist

Create New Registration

S My Registrations
Firm Associations

Legisiator andior Employes ASSociatons

My Invoices

Wiew | Download Oaths

0

Authorized Registrations

Declined Authorizations

Pending Authorizations

&) Manage Oaths the Reas ot

Click the appropriate button. To modify the oath, click

i

Control Numbaer Date Created Status View Oath View | Cancel Registrations

1

T2BU2014 FHT30 PM Pending Approval Reqistrations. (ViewHide)
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& Manage Oaths

Control Number Date Created Status View Oath

1 12/31/2014 9:57:30 PM Pending Approval Registrations (View/Hide)

Registrations associated with the Oath document are listed below. You may cancel selected registrations here and a new Oath document will be created. Recreating the Oath
will require you to resubmit your notarized form to the Lobbyist Regisiration Office. Canceling all of the registrations associated with an Oath will remove the Oath document.

[IFlorida Agritourism Association, Inc To remove a registration from the oath and create a new oath,
[IFlorida Fertilizer & Agrichemical Association | click the box next to the appropriate registration. Then click

Cancel Selected Registration button. You may then print the

revised oath by clicking the View Oath button.

End of Manual
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