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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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LESSON

The Lobbyist

The Lobbyist Home Page

Home  Search Lobbyist Records  Help

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Welcome to Lobbyist Tracking System

Citizens Lobbyists

Search ForLobbyisisand lssues » LoginorRegister

Ethics OMce Coniact Informatn

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

Home  Lobbyist Dashboard  Clients lssuos Holp Registor  Login

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office
Login an
existing account

Login

User name

Password

t e

4 Create a new account

Ethics Office Contact Information

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.
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Forgot the password

Home Lobbyist Dashboard  Clients Issues Help Register Log In

LOBBYIST TRACKING SYSTEM

Clty of Jacksonville Ethics Office

Forgot Password?

Enter your email address below and we'll send you password reset instructions.

Enber your emal address

Send Reset Instructions Back

A note about spam fiters (T you don't get an emai from us within a few minules please be sure 10 check your spam filter

Ethics OMce Contacl Information

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

Create a new lobbyist account.

Registration Form

First Name
User name

Last Name
Password

Florida 1D Number (Drivers License)
Confirm password

Email Address

Address

City

State

Please select v

Zip

Primary Phone

Cell Phone

Bar Number

ics Office Contact Information
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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:
e 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.

L obbyist Dashboard

TulName

Slatus

Uscmame

Florida ID Mumber (Drivers License)
Addess

city

State

Zip

Emall Address

Primary Phone

Cell Phone

Mar Number

nilial Regisbation Cale
Latcst Henewal Date

Reqistration expiration

The Lobbyist will be able
to edit their personal
information

Lahbyist COJ
COJLobDyist
C123-545-64-646-3
124 NHOGUN 51

Jacksonvlle

(304) 630-1648
M A1414 The system will notify the
Lobbyist with the expiration date
971412015 10.32.5 )
Click here to create a

WAL DT AM

new client.

108 days

Lobbyist Tracking System
User Guide
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The Lobbyists will be able to update their information by editing.

Edit
Lobbyist

First Name
coJ
Last Name
Lobbyist
Florida 1D Number (Drivers License)
C123-545-64-646-3
Email Address
suma_p@yanoo.com
Address
124 N HOGON ST
City
Jacksonvlle
State
Florida v
Zip
32202
Primary Phone
(904) 630-1818

Cell Phone
Bar Number
13131141414
Cancel Save
- The Lobbyist will be
able to save new
information.
Ethics Office Contact 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.

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Ethics Office C

Create Client

Client

Client Name
John Smith
Business Type
Fastfood
ClientType
Business e
Address
123 Nowhere sireet
city
jacksonville

State

Florida v+

32246
Phone
(904) 352-5252

Protected

[7] Check this box if your Client's information is protected according to Law Florida Statutes Section 288 075

oo (00
The Lobbyist will be
able to create a new

ontact Information CIlent

Lobbyist Tracking System
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The Lobbyists will be able to update their client information by editing.

Click here to
view client
details.

Lobbyist Dashboard

My Information

FullName

Status

Usemame

Florida ID Number (Drivers License)
Address

City

State

Zip

Email Address

Primary Phone

Cell Phone

Bar Number

Initizl Registration Date
Latest Renewal Date

Registration expiration

Active Clients
Client Individual or Business

John Smith Business

Active Issues

Mo lssues

Ethics Office Contact Information

Lobbyist COJ

 Active ]

COJLobbyist
C123-545-54-645-3
124 N HOGON 5T
Jacksonvile

FL

32202
suma_pi@yzhoo.com

(304) 630-1813

13131141414
142015 10:32:51 AM
B142015 10:32:51 AM

108 days

Business Type

Fastfood

Number of lssues

0

na

Lobbyist Tracking System
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Jrne

Client Details

Click here to
edit client

details.

John Smith

Edit Client List

Client Details

Lobbyist Lobbyist CCJ
Client Status Active
Business Type Fastfood
Address 123 Nowhere street %
City jacksonville
State I
Zip 32246
Phone (904) 352-5252
Ethics Office Contact Information
Lobbyist Tracking System Last printed: Monday, Sep, 14, 2015 Page 9 of 26
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Edit Client

Client

Client Name

John Smith
Business Type

Fastfood
Client Type

Business
Address

123 Nowhere street
City

jacksonville
State

Florida
Zip

32246
Phone

(904) 352-5252

Frotected

Check this boex if your Client's information is protected according to Law Florida Statutes Section 2838.075

Cancel mz

The Lobbyist will be
able to save updated
Client’s details.

Lobbyist Tracking System
User Guide

Last printed: Monday, Sep, 14, 2015

Page 10 of 26



Created by: ,
Information Technology Department aﬂéf ﬂﬂ/é

City of Jacksonville “Where Florida Begins,

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.

Home Lobbyist Dashboard Clients Issues Help Lobbyist COJ

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

List of All Clients

Active Clients Inactive Clients

Create New Client

Client Name Business Type Address City State Zip
Edit | Details \ John Smith  Create Issue Fastfood 123 Nowhere street Jjacksonville FL 32246
L
Ethics Office Contact information o
1.0.1.0
Lobbyist Tracking System Last printed: Monday, Sep, 14, 2015 Page 11 of 26

User Guide



Created by: ,
Information Technology Department gaﬂéf ﬂﬂ/é

City of Jacksonville “Where Florida Begins,

Creating a new issue

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

Lobbyist Dashboard

My Information

FullName Lobbyist COJ

Status [ Active]|

Usemame COJLobbyist

Florida ID Mumber (Drivers License) C122-545-64-646-3

Address 124 NHOGON ST

City Jacksonvile

State FL

Zip 32202

Email Address sums_p@yahoo.com

Primary Phone {904) 630-1818

Cell Phone

Bar Mumber 13131141414

Initizl Registration Date S14/2015 10:32:51 AM

Latest Renewal Date 914/2015 10:32:51 AM

Regisiration expiration 105 days

Active Clients m
Client Individual or Business Business Type Number of Issues
John Smith Business Fastfood o

Active Issues Click here to create a new m

issue for their clients

No Issues

Ethics Office Contact Information

1010
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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.

Create Issue

The drop down list to
choose form the client list
Issue

Client /

Select a Client E| = Please select |Z|

Issue Name

Issue Description

Application Number

Legislation Number

Bid Number

Issue Type

Please select |Z| *

Financial Interest - See 602.803,Jacksonville Code for more information
No E|

Financial Interest Description

Cancel
The Lobbyist will be
able to create a new
issue
Ethics Office Contact Information
Lobbyist Tracking System Last printed: Monday, Sep, 14, 2015 Page 13 of 26
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The Lobbyists will be able to view their issue deials.

Lobbyist Dashboard

My Information

FullName

Status

Username

Florida ID Number {Drivers License)
Address

City

State

Zip

Email Address

Primary Phone

Cell Phone

Bar Number

Initial Registration Date
Latest Renewal Date

Registration expiration

Active Clients
Client Individual or Business

John Smith Business

Active Issues

Issue

Business development

Lobbyist COJ

 Active

COJLobbyist
C122-545-64-646-3
124 NHOGON ST
Jacksonvile

FL

32202
suma_pifiyshoo_ com

(904) 630-1818

13131141414

S4201510:32:51 AM

SM42015 10:32:51 AM
108 days
Business Type
Fastiood
Client
John Smith

Click to show the
details for issue.

Number of Issues

2

Issue Status

Pending

Lobbyist Tracking System
User Guide
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The Lobbyists will be able to update their issue information by editing.

Home Lobbyist Dashboard Clients Issues Help Lobbyist COJ Log Off

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Issue Details

Business development

Back o List

Lobibyist Lobibyist COJ
Client John Smith
IssueStatus Active
IssueType Other

Issue Description MNew Business
ApprovalStatus Pending
Application Mumber 254wS252
Legislation Mumber 92235355

Bid Number 538353
Financial Interest No:

Financial Interest Description

Ethics Office Contact Information
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LESSON

The Citizen

The Citizen Homepage

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

Home Search Lobbyist Records Help Lobbyist Home  Administration Home

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Click to search for

Welcome to Lobbyist Tracking System| Lebbyists, clients, and

issues
Citizens / Lobbyists
Search For Lobbyists and Issues » Login or Register »
Ethics OMice Conlacl Information
Kentico CMS Desk Content Management Last printed: Thursday, September 17, Page 17 of 63
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The citizen will be able to search through the following page:

Home Search Lobbyist Records Help Lobbyist Home  Administration Home

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Search for lobbyists, clients, or issues

Lobbyist * Search

Full List
Active Lobbyists

View All Active Lobbyists
View All Active Clients

View All Active Issues

Inactive Lobbyists

View All Inactive Lobbyists
View All Inactive Clients

View All Inactive Issues

Ethics Office Contact Information
1.010
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Search Lobbyist

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

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Search for lobbyists, clients, or issues

Need to type the Lobbyist’s name

And the result will be the following page:

Home  Search Lobbyist Records Help  LobbyistHome  Administration Home

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Search Lobbyists

1 Result(s) for admin

Page 1 of 1 %
Lobbyist Name t Active Address § City t State § Zipt Phone § Email §
Admin COJ Active 214 N. Hogan St Jacksonville FL 32202 (904) 630-1818 sparisapogu@coj net

1 Result(s) for admin
Page 101

Ethics Office Contact Information
1.0.1.0
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Search Client

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

Home Search Lobbyist Records Help Lobbyist Home

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Search for lobbyists, clients, or issues

Type the client name and click
search

The result will be as following:
Home  Search Lobbyist Records  Help  Lobbyist Home

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Search Clients

1 Result(s) for Randy

Page 1 0f 1
Client Name Lobbyist Name § Business Type Addre@l City 1 State § Zipt Phone § Status
Randy Clayton Taylor Cory Wholesale 326 NOWHERE STE Jacksonville EL J2221 (904) 255-8698 Active

1 Resuli(s) for Randy
Page 1 0f 1
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Search Issue

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

Home Search Lobbyist Records Help Lobbyist Home

LOBBYIST TRACKING SYSTEM

City of Jacksanville Ethics Cffice

meteisue |S€arch for lobbyists, clients, or issues

name and

click search F ]
i business Issue ~

The result will be as following:
Home  Search Lobbyist Records  Help

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Search Issues

1 Resuli(s) for business

Page 10f1
Issue Name 1 Clientt Lobbyist 1 Issue Description Issue Type Last Updated 1 Status
Business development John Smith Lobbyist COJ New Business Other 914/2015 Active

1 Result(s) for business
Page 1 0f1
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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”

Search Lobbyist ds Help

LOBBYIST TRACKING SYSTEM

City of Jackszonville Ethles Office

Search for lobbyists, clients, or issues

Full List

\ctive Lobbylists

Click to view all
active Lobbyists

Inactive Lobbylsts

The result will be as the following:

Home Search Lobbyist Records Help Lobbyist Home

LOBBYIST TRACKING SYSTEM

City af Jacksoenville Ethics Office

Search Lobbyists

5 Result(s) for All Active Lobbyists

Page 101
Lobbyist Name 1 Active Address I city 1 Sl Zipl Fhene T Email 1
Agirmin GO Active 14 N Hogan St JACKSOnVIRE Fl WIIOF (904) G30-1818
abtryist GO Active 124 N HOGON ST Jdacksonvile Fl aza02 (504) 6301810
Mina Michasl Active 214 N Hogan S1 Jax FL 32202 (904) 5551212
Taylor Cory Active 214 HOGAN 8T N Jacksonville FL azan (904) 255-8898 corytggcol net
Taylar Cary Atlive 214 HOGAN ST N Jacksonvilie FL Jzzn (904) 255-3898 CONYIERCO) Mt

5 Result(s) for All Active Lobbyists
Page 1011

Efhics Offce Comtact ifarrmation
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View All Active Clients

2

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

Homa Lobbyist Homoe

Soarch Lobbyist Records Help

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Search for lobbyists, clients, or issues

Search »

Lobbyist ~

Full List

Actlve Lobbylsts

wview All Active Lobbyists

Click to search for
all active clients

View All Active Clients

View All Active Issues

Inactive Lobbyists
Wiew All inactive Lobbyists

Wiew All Inactive Clients

Wiew All Inactive Issues

The result will be as the following:
Home Search Lobbyist Records Help

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Search Clients

3 Result(s) for All Active Clients

Page 1 of 1
Client Name | Lobbyist Name § Business Type § Address City State | Zipt Phone § Status
Anderson Test Taylor Cory Test 214 BLACK HOLE DR Jacksonville FL 32221 (904) 255-8898 Active
John Smith Lobbyist COJ Fastfood 123 Nowhere street Jjacksonville FL 32246 (904) 352-5252 Active
Randy Clayton Taylor Cory Wholesale 326 NOWHERE STE Jacksonville FL 32221 (904) 255-8895 Active

3 Result(s) for All Active Clients

Page 1 of 1
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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”

Home Search Lobbyist Records Help Lobbyist Home

LOBBYIST TRACKING SYSTEM

Clty of Jacksonville Ethics Office

Search for lobbyists, clients, or issues

Full List

Active Lobbylists

View All Active Lobbytsts

Click to search for
all active issues

View All Active Clients

View All Active 1ssues

Inactive Lobbyists

Wiew All Inactive Lobbyists
View All Inactive Chents

View All Inactive Issues

The result will be as the following:

Home Search Lobbyist Records Help

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Search Issues

5 Resuli(s) for All Active Issues

Page 1 of 1
Issue Name 1 Client § Lobbyist§ Issue Description § Issue Type Last Updated § Status
Business development John Smith Lobbyist COJ New Business Other 9/14/2015 Active
Test Randy Clayton Taylor Cory Test Contract 9/10/2015 Active
Test Issue John Smith Lobbyist COJ Test Other 91412015 Active
Test Issue 3 Anderson Test Taylor Cory Procurement 9/14/2015 Active

5 Result(s) for All Active Issues
Page 1 of 1
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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”

Home Senrch Lobbyist Records Help Lobbyist Home

LOBBYIST TRACKING SYSTEM

Clty of Jacksonville Ethics Office

Search for lobbyists, clients, or issues

Full List
Active Lobbylists

View All Active Lobbyisis
View All Active Clients

View All Active 1ssues

Click to search for
all inactive lobbyists Inactive Lobbyists

Wiew All Inactive Lobbyists

View All Inactive Chents

View All Inactive Issues

The result will as the following.

Home Search Lobbyist Records Help

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

ks Search Lobbyists
1 Resuli(s) for All Inactive Lobbyists
Page 10f 1
Lobbyist Name 1 Active Address T City t State I Zipl Phone ] Email T
Neal Chantel Inactive 214 N. Hogan St Jacksonville FL 32202 9042558800 chantelneal@rocketmail. com

1 Resuli(s) for All Inactive Lobbyists
Page 1 of 1
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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”

Home Senrch Lobbyist Records Help Lobbyist Home

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Offilce

Search for lobbyists, clients, or issues

Full List
Active Lobbyists

View All Active Lobbyisis
View All Active Clients

View All Active Issues

Click to search for

all inactive lobbyists iRactive boobyis s

wWiew All Inactive Lobbyists

View Al Inactive CRents

Wi All Inactive Issues

The result will as the following.

Search Lobbyist Records Help

LOBBYIST TRACKING SYSTEM

City of Jacksonville Ethics Office

Search Clients

4 Resuli(s) for All Inactive Clients

Page 1 0f 1
Client Name t Lobbyist Name Business Type t Address t city t statet zZipt Phone Status
Protected Protected Protected Protected Protected Protected 00000  (904)630-1015 Inactive
Randy Clayton Taylor Cory Wholesale 326 NOWHERE ST £ Jacksonville FL 32221 (904) 255-8898 Inactive
Protected Protected Protected Protected Protected Prolected 00000  (904)630-1015 Inactive
Protected Protected Protected Protected Protected Protected 00000  (904)630-1015 Inactive

4 Result(s) for All Inactive Clients
Page 1 0f 1
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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”

Home Senrch Lobbyist Records Help Lobbyist Home

LOBBYIST TRACKING SYSTEM

Clty of Jacksonville Ethics Office

Search for lobbyists, clients, or issues

Full List
Active Lobbylists

View All Active Lobbyisis
View All Active Clients

View All Active 1ssues

. Inactive bbyists
Click to search for nactive L obby

all inactive issues View All Inactive Lobbyists

View All Inactive Chents

View All Inactive Issues

The result will be as the following:
Home  Search Lobbyist Records Help  Lobbyist Home

LOBBYIST TRACKING SYSTEM

City of Jacksenville Ethics Office

Search Issues

1 Result(s) for Al Inactive Issues

Page 1071
Issue Name § Client | LODbyi51I Issue Description 1 Issue Type Last Updated 1 Status
Test Issue John Smith Lobbyist COJ Test Cther 91412015 Inaciive

1 Result(s) for All Inactive Issues
Page 1 0f1
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