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How	to	Begin	an	Application	for	a	Lobbyist	License	
 
You must have a user account and must be logged on to the site before you can apply for 
a Lobbyist License.  If you do not have a user account or are having problems logging on 
to the site, please refer to the Eye on Lobbying user guides “How to Create a User 
Account” and “Log On”. 
 

1. After you have logged on to the site, click on “Registration and Licensing” from 
the left-hand menu beside the Welcome page. 

 
2. On the next screen, click on “Apply For A Lobbyist License” from the left-hand 

menu. 
 

3. When applying for a license for the first time in Wisconsin, click on the button 
labeled “For New Lobbyists” and go to page 3 of this user guide. 
 
If you have ever been licensed in Wisconsin at any time in the past, choose the 
button labeled “Previously Licensed Lobbyists” and refer to the section in this 
user guide titled “How to Renew a Lobbyist License”, page 10. 
 

 
4. If you have started an application and were interrupted, select an incomplete 

Lobbyist License Application from the dropdown selection box and click on the 
button “Resume An Incomplete Lobbyist License Application”.   
If you would like to delete an application in process, click on the button “Delete 
An Incomplete Lobbyist License Application”.   
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Apply	for	a	New	Lobbyist	License	
 
After you have clicked on the button “For New Lobbyists”, you will be taken to an area 
to enter contact information. 
 

1. Enter your contact information.  All fields with a red asterisk must be completed.
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2. Click “Save and Continue” 
 

 
“Start” and “Back” will take you to the beginning of the process where you can 
choose to apply for a new license or re-apply as a previously licensed lobbyist. 
 
 
3. Choose whether you will lobby on behalf of one or more organizations. 
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Click “Save and Continue” 

 
 
 
 
 
 
 

4. Upload a photo of yourself. (optional) 
 

 
 
Click “Upload” to add a picture to your profile. 
Click “Continue” if you choose not to upload a photo. 
 
Click “Browse” to search your computer for a picture that you would like to use.  
You can only use pictures formatted as .jpg or .gif 
When you have selected a picture, click “OK”. 
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Verify your picture.  If you would like to choose a different picture, click 
“Upload” and browse for a different picture.  If you would like to delete your 
picture and proceed without one, click “Delete”.  If you are satisfied with the 
picture you have chosen, click “Continue”. 
 

 
 
 

5. Assign permissions to other people so they can amend your contact information, 
pay your fees, and enter your 6 month time report. This is optional.  If you do not 
want to assign permissions to Users to perform tasks on your behalf, click 
“Continue” to proceed to the next step. 
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Click “Add User Permissions”. Search for a User Account by entering the 
person’s last name.  If an account does not exist, you may create one for that 
User. 
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Click on the name to highlight it, and click on the button “Select User Account”. 
Place checkmarks in the boxes next to the permissions that should be granted to 
the User.  Click “Save”. 
 

 
 

6. Review your Lobbyist License application. 
You must provide your Social Security Number, read the certification statement, 
and click “Certify” before your license application can be submitted. 
 
NOTE: You will not be a licensed lobbyist until we receive your payment and you 
have passed checks against the Department of Children and Family and 
Department of Revenue databases. 
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How	to	Renew	a	Lobbyist	License	
 
This application process is for any Lobbyist who has been licensed to lobby in Wisconsin 
in the past. 
 

1. After you have logged on to the site, click on “Registration and Licensing” from 
the left-hand menu beside the Welcome page. 

 
2. On the next screen, click on “Apply For A Lobbyist License” from the left-hand 

menu. 
 

3. Click on the button “Previously Licensed Lobbyists”. 
 

4. Search for your lobbyist record by typing your last name in the search box.  Click 
“Search” or press the enter button. 
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5. Highlight the correct record by clicking on the name and click the button “Select 

Lobbyist”. 
 

 
 

6. Verify the old record and click “Continue” to update your information, if needed, 
and proceed with the license application. 
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7. Update your information in the fields provided, if necessary.  Click “Save And 

Continue”. 
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8. Choose whether you will lobby on behalf of one or more organizations. Click 

“Save and Continue” 

 
 
 

9. Upload a photo of yourself. (optional) 
 

 
 
Click “Upload” to add a picture to your profile. 
Click “Continue” if you choose not to upload a photo. 
 
Click “Browse” to search your computer for a picture that you would like to use.  
You can only use pictures formatted as .jpg or .gif 
When you have selected a picture, click “OK”. 
 



Eye on Lobbying 
Government Accountability Board  Apply for a Lobbyist License 
 

15 
8/16/2012  Apply for a Lobbyist License 

 
 
Verify your picture.  If you would like to choose a different picture, click 
“Upload” and browse for a different picture.  If you would like to delete your 
picture and proceed without one, click “Delete”.  If you are satisfied with the 
picture you have chosen, click “Continue”. 
 

 
 
 

10. Assign permissions to other people so they can amend your contact information, 
pay your fees, and enter your 6 month time report. This is optional.  If you do not 
want to assign permissions to Users to perform tasks on your behalf, click 
“Continue” to proceed to the next step. 
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Click “Add User Permissions”. Search for a User Account by entering the 
person’s last name.  If an account does not exist, you may create one for that 
User. 
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Click on the name to highlight it, and click on the button “Select User Account”. 
Place checkmarks in the boxes next to the permissions that should be granted to 
the User.  Click “Save”. 
 

 
 

11. Review your Lobbyist License application. 
You must provide your Social Security Number, read the certification statement, 
and click “Certify” before your license application can be submitted. 
 
NOTE: You will not be a licensed lobbyist until we receive your payment and you 
have passed checks against the Department of Children and Family and 
Department of Revenue databases. 
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