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How	to	Submit	a	15	Day	Report	–	Notification	of	a	Lobbying	Matter	
 
You must have a user account, be logged on to the site, and have permission from the 
Principal before you can enter a notification of a lobbying matter, known as a 15 day 
report.  If you do not have a user account or have problems logging on to the site, please 
refer to the Eye on Lobbying user guides “How to Create a User Account” and “Log On”. 
If you have not received permission to submit 15 day reports for a Principal, please 
contact the organization and refer to the “Permissions” section in the Eye On Lobbying 
“Register a Lobbying Principal” user guide. 
 

1. After you have logged on to the site, click on “Submit 15 Day Report” from the 
left-hand menu beside the Welcome page. 

 
2. On next screen, click on the appropriate option for the task that you would like to 

complete.   

 
 

The following sections of the user guide will provide step-by-step instructions for 
reporting new interests and amending existing interests in legislative proposals (bills), 
budget bill subjects, administrative rule-making proceedings, and topics. 
  



Eye On Lobbying 
Government Accountability Board  New 15 Day Report 
 

6/26/2012 3 New 15 Day Report 

 

How	to	Submit	a	15	Day	Report	–	Legislative	Proposal	(Bill)	
 

1. Select “Report Interest in Legislative Proposals” from the 15 Day Reporting 
selection menu.  

 
2. Select the appropriate Principal for the 15 Day Report. 

 

 
 

3. Click “Next”. 
 
4. Search for and select the appropriate bill number. 
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You can choose to search for a bill specifically by house, number, or text.  You may 
select any combination of search options to narrow your results or broaden your search, 
depending on your needs. 
 
If you would like to search both houses, choose “select one” from the dropdown which 
leaves the option open to search both.  
 
You can choose to search for a bill by proposal type: Bill, Joint Resolution, or 
Resolution.  If you would like to search for all three, choose “select one” from the 
dropdown which leaves the option open to search all of the types. 
 
If you know the bill number, you may enter it as a search option.  You do not have to 
enter a number.  If you do not enter a number, your search may produce more results than 
expected. 
 
If you know the legislative session, you may also choose to search in the specific session.  
If you would like to search all possible sessions: regular, special, and extraordinary, you 
may choose “select one” from the dropdown and it will search all legislative sessions 
within the two year period.  
 
You may also choose to search by text that may be in the proposal.  If you do not enter a 
keyword from the text of a bill, your search will produce more results. 
 
When you have chosen your search parameters, click “Next”. 
 
If you require assistance to notify the G.A.B. of communication on a bill, please contact a 
staff member at (608) 266-8005. 
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How	to	Record	a	Position	on	a	Legislative	Proposal	
 
After a proposal is selected, you may record your position on the bill. 
 

1. Enter the reporting period: 

 
 
2. Enter the position on the bill.  You may choose undisclosed at any time. 
 

 
 
3. Enter a comment on your position.  This is optional 
 

 
 
4. Upload supporting documentation, if you have it.  This is optional, not required. 
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5. Enter a Web Site URL if you would like to.  This is optional, not required. 
 
6. Click “Create”. 

 
7. Review your position.  If the information on the screen does not look correct, 

click on the “Back” button to change or add any information to the notification 
report. 

 
If the information is correct, click on the “Submit” button to report your interest 
in the bill. 
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After you have clicked “Submit”, you will see a status message: 
 

 
 
The lobbying application will also send you confirmation of your position via email. 
 
If you have another interest in a bill to report for the same Principal, click on “Create 
Another Report For This Principal”. 
 
If you need to enter additional notifications of interests in bills for other Principals, click 
on “Create a New Report”. 
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How	to	Record	an	Interest	in	a	Budget	Bill	Subject	
 

1. Select “Report Interest in Budget Bill Subjects” from the 15 Day Reporting 
selection menu. 

 
2. Select the appropriate Principal for the 15 Day Report. 

 

 
 

3. Click “Next”. 
 
4. Using the dropdown box, scroll through the list to search for and select the 

appropriate budget bill subject. 
 

 
 

5. After selecting a budget bill subject, click “Next” to report your position. 
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6. Enter the reporting period: 
 

 
 

7. Enter a comment to add to your notification report.  This is optional. 
 

 
 
8. Upload supporting documentation, if you have it.  This is optional, not required. 

 
9. Enter a Web Site URL if you would like to.  This is optional, not required. 

 
10. Click “Create”. 

 
11. Review your interest in the budget bill subject.  If the information on the screen 

does not look correct, click on the “Back” button to change or add any 
information to the notification report. 
 
If the information is correct, click on the “Submit” button to report your interest 
in the budget bill subject. 
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After you have clicked “Submit”, you will see a status message: 
 

 
 
The lobbying application will also send you confirmation of your position via email. 
 
If you have another interest in a budget bill subject to report for the same Principal, click 
on “Create Another Report For This Principal”. 
If you need to enter additional notifications of interests in budget bill subjects for other 
Principals, click on “Create a New Report”. 
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How	to	Record	an	Interest	in	a	Proposed	Rule	(Rule‐making	
Proceeding)	

 
 

1. Select “Report Interest in Proposed Rules” from the 15 Day Reporting selection 
menu. 

 
2. Select the appropriate Principal for the 15 Day Report. 

 

 
 

3. Click “Next”. 
 
4. Using the dropdown box, scroll through the list to search for and select the 

appropriate agency proposing the rule of interest. 
 

 
 
 

5. Click “Next”. 
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6. In the following grid, search through the pages to select the appropriate proposed 

rule (scope statement).  Click “Select” on the right-hand side of the rule to select 
it. 

 
7. Click “Next”. 
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8. Enter the reporting period: 
 

 
 
9. Enter the position on the proposed rule.  You may choose undisclosed at any time. 
 

 
 
10.  Enter a comment on your position.  This is optional. 
 

 
 
11. Upload supporting documentation, if you have it.  This is optional, not required. 
 
12. Enter a Web Site URL, if you would like to.  This is optional, not required. 

 
13. Click “Create”. 
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14. Review your position.  If the information on the screen does not look correct, 

click on the “Back” button to change or add any information to the notification 
report. 
 
If the information is correct, click on the “Submit” button to report your interest 
in the proposed rule. 
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After you have clicked “Submit”, you will see a status message. 
 

 
 
The lobbying application will also send you confirmation of your position via email. 
 
If you have another interest in a proposed rule for the same Principal, click on “Create 
Another Report For This Principal”. 
 
If you need to enter additional notifications of interests in rules for other Principals, click 
on “Create a New Report”. 
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How	to	Record	an	Interest	in	a	Topic	
 

1. Select “Report Interest In Topics” from the 15 Day Reporting selection menu.  
 

2. Select the appropriate Principal for the 15 Day Report. 
 

 
 

3. Click “Next”. 
 
4. Enter the reporting period: 
 

 
 

5. Enter the Topic subject: 
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6. Enter the Action Type: 
 

 
 
7. Upload supporting documents. (optional) 
 

 
 
8. Enter a web site URL. (Optional) 
 

 
 

9. Click “Create”. 
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10. Review your topic submission.  If the information on the screen does not look 

correct, click on the “Back” button to change or add any information to the 
notification report. 
 
If the information is correct, click on the “Submit” button to report your interest 
in the topic. 
 

 
  

 
 After you have clicked “Submit”, you will see a status message: 
 

 
 
The lobbying application will also send you confirmation of your topic submission via 
email. 
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