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Copyright 
© 2010 Information Technology Department, City of Jacksonville, FL. All rights reserved. 

Information Technology Department 
City of Jacksonville, Florida 
214 North Hogan Street 
Jacksonville, FL 32202 

Portions of the software described in this document copyright Lobbyist Tracking System. All rights reserved. 

Disclaimer of Liability 
Information in this documentation is subject to change without notice. The information provided is on an “as is” 
basis. 

Every effort has been made to prepare this guide as completely and as accurately as possible. However, the 
publishers and/or authors shall be held harmless to any person or entity in the event that errors or omissions may 
arise in this document. Furthermore, the publishers and/or authors shall assume neither responsibility nor any 
liability for any damages or loss resulting from the use of the information contained herein. No warranty or fitness is 
implied. 

The examples depicted herein are for demonstration purposes only and are fictitious. No association with any real 
company, product, person, e-mail address, or event is intended or should be inferred. 
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The Lobbyist Home Page 

The Home Page contains with the following options: 
• Home
• Search Lobbyist Records
• Lobbyist Home

Also, the home page displays two sections. The first section allows citizens to search for 
lobbyists, clients, and issues, and the second section allows lobbyists to register or login in their 
accounts.  
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Login   

When you click at Lobbyists Login or Register, the following web page displays, where you 
can either login to your account or you can register for a new account. 

To login in your account you must provide a valid user name and password combination to the 
Login pane.  If you do not have an account you can create a new account by clicking the 
Register button. Upon providing a valid username and password, you will have a view of the 
Lobbyist information page. 

1 

Login an 
existing account 

Create a new account 
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Forgot the password 

If the user forgot his/her password the system will faciltate him to reset his password. 
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Register 

The user will  be able to register a new account

2
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This Lobbyist web page displays the lobbyist information. Also, it will display how many days 
until the registration expires or if the registration has expired. If the registration has expired, you 
can click on the button Renew Registration which will allow you to reactivate your account.  
On this page you can: 

• Click on the New button to create a new client.  For existing Lobbyists it displays Active Clients
and Active Issues details if they have any.

The system will notify the 
Lobbyist with the expiration date 

The Lobbyist will be able 
to edit their personal 
information 

Click here to create a 
new client. 
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The Lobbyists will be able to update their information by editing. 

 

 

 

 

 

The Lobbyist will be 
able to save new 
information. 
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Creating a new client 

When you click on the New button, the following form is displayed where you can enter a 
client’s information.  When you click the Create button if the information was entered correctly, 
it will be submitted. Otherwise, a message will display indicating to reenter the correct 
information. The Lobbyist will be able to check a box if the client’s information is private. 

3 

The Lobbyist will be 
able to create a new 
client 
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The Lobbyists will be able  to  update their client information by editing. 

Click here to 
view client 
details. 
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Client Details 

Click here to 
edit client 
details. 
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The Lobbyist will be 
able to save updated 
Client’s details. 
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When you click on the link Client List, it displays the below screen. The Lobbyist will 
be able to deactivate this client and also he can create a new issue. 
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Creating a new issue 

After Lobbyist logins into his/her account, he will be able to create a new issue to his 
client. 

 

 

4 

Click here to create a new 
issue for their clients 
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After clicking on New link, the following form will be displayed for Lobbyist to enter the 
issue’s information. Lobbyist can choose the active client related to that issue using the drop-
down list. After entering the issue’s information, click on the Create button.   

The drop down list to 
choose form the client list 

The Lobbyist will be 
able to create a new 
issue 



Created by: 
Information Technology Department 
City of Jacksonville 
—————————————————————————————————————————————————————————— 

——————————————————————————————————————— 
Lobbyist Tracking System 
User Guide 

Last printed: Monday, Sep, 14, 2015 Page 14 of 26 

 The Lobbyists will be able  to  view their issue  deials.   

Click to show the 
details for issue. 
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The Lobbyists will be able  to  update their issue  information by editing. 
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L E S S O N M

2  The Citizen 

The Citizen Homepage 

The citizen will be able to search for Lobbyist, client, and issue through the following screen: 

Click to search for 
Lobbyists, clients, and 
issues 
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The citizen will be able to search through the following page: 
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Search Lobbyist 

The citizen types the Lobbyist’s name to make the search for Lobbyist 

And the result will be the following page: 

1 

Need to type the Lobbyist’s name 
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Search Client 

The citizen will be able to search for Client by his/her name. 

The result will be as following: 

2 

Type the client name and click 
search 
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Search Issue 

The citizen will be able to search for the issues by issue’s name 

The result will be as following: 

3 

Type the issue 
name and 
click search 
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View All Active Lobbyist 

The Citizen will be able to view a list of all active Lobbyists by clicking in “view all active 
Lobbyists” 

The result will be as the following: 

4 

Click to view all 
active Lobbyists 
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View All Active Clients 

The Citizen will be able to view a list of all active Clients by clicking in “view all active Clients” 

The result will be as the following: 

5 

Click to search for 
all active clients 
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View All Active Issues 

The Citizen will be able to view a list of all active Issues by clicking in “view all active issues” 

The result will be as the following: 

6 

Click to search for 
all active issues 
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View All Inactive Lobbyists 

The Citizen will be able to view a list of all inactive lobbyists by clicking in “view all active 
lobbyists” 

The result will as the following. 

7 

Click to search for 
all inactive lobbyists 
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View All Inactive Clients 

The Citizen will be able to view a list of all inactive clients by clicking in “view all inactive 
clients” 

The result will as the following. 

8 

Click to search for 
all inactive lobbyists 
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View All Inactive Issues 

The Citizen will be able to view a list of all inactive Issues by clicking in “view all inactive 
issues” 

The result will be as the following: 

Click to search for 
all inactive issues 

9 
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