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Eye on Lobbying Lobbyist Time Reporting
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How to Enter Lobbyist Time

You must have a user account and must be logged on to the site before you can
enter time reports. 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 “Submit 6 Month Report” from
the left-hand menu beside the Welcome page.

2. On the next screen, click on “Enter Reports For Lobbyists”.
3. Select the correct Reporting Period, Lobbyist Name, and Principal Name from

the appropriate dropdown boxes. Refer to Appendix A to view a complete
screen shot of the Lobbyist Time Reporting selection page.
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2011-2012 Legislative Session
Specify Reporting Period, Lobbyist, And Principal

Reporting Period

IJ:muar,( 2012 to June 2012 || - ’

Lobbyist Name

I Doe, Johnny | v "

Principal Name

| 1234 Corp || -l

Report Lobbyist Time

4. Click on the button “Report Lobbyist Time”.

5. Refer to Appendix B to view screen shots of the Lobbyist time reporting
calendar.

6. Click on the arrow to the right side of the calendar month name to expand the
calendar. Enter communicating and other hours for the days of the month.
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7. When you have finished entering the hours for the day and/or month, click on
the button “Save Changes”.

You may enter hours daily, weekly, or monthly until you are ready to submit
the 6 month lobbying time report.

8. If you are ready to formally submit your 6 month time report to the G.A.B.,
ensure that all of the hours are filled in correctly for each month, then scroll
down to the bottom of the screen and click on “Certify And Submit Time
Report”.

After the certification and submit button is clicked, you will see a submission
status page with the following language:

Submission Status

Your lobbyist time report has been has been successfully submitted to the Government
Accountability Board for review.

You should receive a confirmation email of your submission within a few minutes.

Refer to Appendix C to view a full screen shot of the submission status page.

If you have any problems entering hours or submitting the 6 month time report,
please contact at G.A.B. staff member at (608) 266-8005.
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E Eye On Lobbying Saturday, June 16, 2012

=

Government Accountability Board

Welcome tporter! [Log Out]

R e
Who Is Lobbying? | What Are They Lobbying About? Principal Lobbying Efforts FOCUS

How To Complete Your Report Online During the :Leglslatlve Session Impersonating: jdoe

Enter Reports For Lobbyists

Lobbyist Time Reporting Brint

Enter Reports For Principals

e ™~

2011-2012 Legislative Session
Specify Reporting Period, Lobbyist, And Principal

Reporting Period

%

| 3anuary 2012 to June 2012 |~

Lobbyist Name

I None Found I =

Principal Name

Report Lobbyist Time
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0 | ||o |
18 - Wednesday o | |[o [
19 - Thursday o | |0 [
20 - Friday o | ||o [
21 - Saturday o | ||o |
22 - Sunday 0 | 0 |
23 - Monday 0 | |[o |
24 - Tuesday 0 | |[o |
25 - Wednesday 0 | | o [
26 - Thursday 0 | 0 |
27 - Friday o | ||o |
28 - Saturday o | |lo [
29 - Sunday o | ||o |
30 - Monday o | |[o |
31 - Tuesday 0
Sum Hours: 0.00 0.00
’ February 2012 Hours e ‘
| March 2012 Hours e ‘
‘ April 2012 Hours M ‘
’ May 2012 Hours e ‘
‘ June 2012 Hours e ‘
Total Lobbyist Hours
L s
Communicating Other
Total Hours: 0.00 0.00
Certification and Electronic Signature
| certify | am Tracey Porter and the information entered and reported to the Government Accountability Board is an
accurate record of my lobbying activities on behalf of 1234 Corp.
| further understand that if | know or believe that the records | submit are not complete or that any part of it is not true, |
may be fined $10,000 or imprisoned for 5 years or both. | understand that Wisconsin Statutes require me to retain until 3
years from the date that the records are filed documents necessary to substantiate these reports.
<Back || Certify And Submit Time Report I
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Saturday, June 16, 2012

Welcome tporter! [Log Out]

=
Who Is Lobbying? | What Are They Lobbying About? | Principal Lobbying Efforts FOCUS

570 T G T R @e During the _:Leglslatlve Session Impersonating: jdoe

Enter Reports For Lobbyists

Lobbyist Time Reporting ET

Enter Reports For Principals

Principal Certify

e ™
2011-2012 Legislative Session
January-June 2012 for Johnny Doe

1234 Corp

Submission Status

Your lobbyist time report has been has been successfully submitted to the Government
Accountability Board for review.

You should receive a confirmation email of your submission within a few minutes.

[ Submit Another Time Report For This Lobbyist

.
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