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Using Your Account – 
Employers – Home
1. Once credentials are set, and you 

have logged in, you will land on the 
Home page. This page includes 
cards in the Immediate To Do 
section that give you an overview 
of your account.

2. The Home page also lists 
upcoming reports and recently 
filed reports, so you are informed 
about your filing obligations.
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Using Your Account – 
Employers – Filer’s 
Dashboard
1. The next page in the menu is the 

Filer’s Dashboard. This contains 
important information and account 
controls.

2. The Lobbyist grid allows you to view 
associated lobbyists and real parties 
in interest.

3. You can view and make payments in 
the Fees and Fines tab.

4. The Correspondence tab includes a 
history of your system generated 
communications.

5. The filing year dropdown allows you 
to view relationships by year.
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Using Your Account – 
Employers – Filer’s 
Dashboard
6. User Settings allows you to change your 

password and security questions.

7. Update Registration (when available) allows 
you to submit an updated registration for the 
new fiscal year.

8. Terminate Registration allows you to mark 
your account as inactive if you are no longer 
conducting lobbying activity.

9. Amend (pencil icon) allows you to amend 
your registration in the event you need to 
update any information.

10. The Lobbyist grid action menu allows you to 
view, authorize, and terminate a lobbyist 
relationship.

11. View Registration allows you to view your 
registration form.
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Using Your Account – 
Employers – Reports
1. The Reports page is where you will 

file your annual employer activity 
reports. The Date Due will be 
shown in red if the report is late.

2. The action menu allows you to 
preview and file your report.

3. The year dropdown allows you 
filter by year.

4. The status tabs allow you to view 
reports by status.
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Using Your Account – 
Employers – Filing
1. To file, first select File from the action menu 

for the report.

2. On the filing page, select Statement of No 
Activity if you had no activity.

3. Enter Compensation information for the 
reporting period.

4. Enter any Executive Agency Decisions you 
sought to influence.

5. Enter any expenditures made during the 
reporting period.

6. Enter any financial transactions made by you 
or your immediate family during the reporting 
period.

7. Preview a draft version of the report and file 
when ready.
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Using Your Account – 
Employers – Reports
1. Once you have filed, you can go to 

the Filed tab to see your filed 
report.

2. You can view the PDF using the 
action menu.

3. You can also amend your report 
using the action menu. This will 
take you back to the filing page and 
allow you to edit or add any 
necessary data.
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