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General Information

Did you know - ?

As a public user, a
registration will be
entered using The
Guardians' public
site where alogin is
not required.

Once a registration
is entered in the
system (The
Guardian), it will be
placed in a
Apendi ngo
and will not be
viewable anywhere
until it is approved
by an Oklahoma
Ethics Commission
administrative user
through the secure
site.

After a registration
is approved A
Notice of
Acceptance of
Registration email
will be sent to all
authorized users
for the
corresponding
entity's

registration . A user
name and
password will arrive
in separate email
messages.

A registered user
may add
expenditures,
amend
registrations and
file reports.

st

The guidelines provided here describe one option or a series of steps to complete t
task described. (Alternate) steps may be available. The ability to execute the
transactions and steps dedged in this guide will depend upon your user logon

security role and the permissions for access you are granted.

Horizontal Page Navigation Tabs are located at the top of the page. Each one has ¢
of tabs to separate functionality and aid navigation.

Home Search Resources

Registration

Filer Login

If you are a...

Then...

New User offhe Guardian

Click Registration Tab
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Public Site Homepage

Did you know - ?

1. Click in the address bar of your web browser and go to
https://guardian.ok.gov/PublicSite/HomePage.aspx

ThePublic Site Homepagis displayed.

2. Click theRegistation

& https://guardian.ok.gow/PublicSite/HomePage aspx 0~

OKLAHOMA ETHICS COMMISSION

THE GUARDIAN

>MA ETHICS COMMISSION ELECTRONIC REPORTING SYSTEM,

Search Resources Reports Registration Filer Login

Welcome to the
o] Ethics C: i Reporting System

Dear Citizens of Oklahoma,

Welcome to The Guardian System. The Guardian System is both a filing and disclosure system that contains financial detail and related information that lobbyists, candidate committees, political party committees.
political action committees, special committees, and certain state officers and employees are required by law to disclose. Regulated users will use the system to file all required reports online. All lobbyist and

committee filings are available for you to review online, save, print or extract for further analysis
if you have any questions, please contact us
Sincerely,

The Oklahoma Ethics Commission
www ok gov/ethics

State of Oklahoma | Oklahoma Ethics Ct | About Oklahoma Ethics Commission Electronic Reporting System
© Copyright 2014. Al rights reserved.

Help witn this paged
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https://guardian.ok.gov/PublicSite/HomePage.aspx

The GuardiarRegistration

Did you know - ?

Registration is
required to be done
electronically
unless ordered
otherwise by the
Executive Director
of the Commission.

Lobbyists are
required to  register
or renew every

year in December
for the next calendar
(lobbying) year OR
within 5 days  of
lobbying his or her
employment or
retention as a
lobbyist.

Legislative Liaisons ,
Executive Lobbyists
Legislative Lobbyists
are required to pay an
annual
registration/renewal
fee (processing fee
applied if paid

online)

TheSelect type okntity listing is displayed

OKLAHOMA ETHICS COMMISSION

THE GUARDIAN

OKLAHOMA ETHICS COMMISSION ELECTRONIC REPORTING SYSTEM,

Home Public Site Registration Filer Login
Registration v20141219.1
@ Heto wih this page.
|Begin Regl for the P g System
\Se\eﬂ type of entity, and click the Register button

@ Lobbyist or Liaison
Polttical Action Committee
Poltical Party Committee
Special Function Commitiee

3. Click theLobbyist or Liaisomadio button.

Clickthe Registerbutton to proceed with registration process

5. Click theCancebutton to cancel the registration process and return to the
Public Site Homepage

B

The page is displayed with options to create, continue or amend a
registration.

OKLAHOMA ETHICS COMMISSION

THE GUARDIAN

OKLAHOMA ETHICS COMMISSION ELECTRONIC REPORTING SYSTEM,

Home  PublicSite  Registration  Filer Login

Registration

@ Heip wath s page

|Begin Registration for the Electronic Reporting System

To create a new registration, click the "Create New” button
To continue a previous registration, click the “Continue In-Progress Registration” button
To amend a current registration, log into the system by clicking “Filer Login" above

Continue In-Progress Registration

6. ClickCreate New
a. TheCreateNew button is used to create a new registration.
b. TheContinueln-ProgressRegistrationbutton is used to continue a
preciously started, but not ydtnished registration
c. TheFiler Logirtab is used to amend a current registration.
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Section 1- Lobbyist Registration

Did you know - ?

Oklahoma requires
all lobbyists to
register every
calendar (lobbying)
year for years in
which they will
conduct lobbying.
The system will
enable previously
registered lobbyists
to renew their
registrations rather
than complete a
new registration
form.

Already registered
lobbyists/liaisons
will keep their ID
number. The
system will display
separate history for
each lobbyist for
each lobbying year.

TheRegistration pages displayed.

Important: Required fieldare indicated by &ed(*) Asterisk

If... Then...

User Registration Date defaults to current date.

OKLAHOMA ETH

. GUARDIAN

ELEC REPORTI

Public Site Registration Filer Login

Registration V201412191

16D b with this page

|Registration Details

Registration Date" 12/2902014
Registration 1D
Registration Year 2015 v

Registration Type

Select at least ane registration type from the following st

Registration Type’ [ v

Lobbyist / Legislative Liaison Details

Full Legal Name

First Name*
Middle Name
Last Name*

Name used when Lobbying, if different

First Name
Middle Name
Last Name

Contact Information

Business Phone”

Extension

Other Phone

Extension |

Web Address I
Facebook URL EX
Twittor URL [http 17
Social Media g
Social Media [http 17
Social Media hitp i

Eddress Details

Physical Address

<|<¢l<] <<

Street Address 1°
Street Address 2
City’

State” [

Zip Code’

[IMailing address is differsnt than physical address.

Designated Filing Agents

Any number of Designated Filing Agants may be added o the registration using the area below. A Designated Filing Agent is sameone autharnzed by the lobbyist to enter data and file reports on their behail

Click the Ads to List bution o save the specified Entiy information
Required fields ave indicated by red asferisks.

Officer Type Designated Fiing Agent v

First Name"

Widdle Name

Last Name"*

State of Oklahoma | Oklahoma Ethics Commission | About Oklahoma Ethics Commission Electronic Reporting System
© Copyright 2014. All rights reserved.




RegqistrationDetails

Did you know - ?

A registration type
can include both

Legislative and
Executive. If this
type is selected,

the lobbyist must
follow the rules of

a legislative
lobbyist.

Lobbyist
Registrations can
be Conditionally
Accepted until all
requirements for
registration are
met . Conditionally
accepted
registrations have
limited access and
cannot file reports.

7. Registration Yeawill default to 2015.
8. Select theRegistration Typef Lobbyist for this registratiofrom the list in
the dropdown For this example we are registering an Executive Lobbyist.
a. Atleast one Lobbyist is required.
b. Lobbyists can sintaneously be of types Legislatigad Executive.

|Registration Details

Lobbyist / Leqislative Liaison Details

Full Legal Name
9. EnterFirst Name
10. EnterMiddle Name (Optional)
11. EnterLast Name

Lobbyist/ Legislative Liaison Details
Full Legal Name

First Name" [dand]
Middle Nome
Last Name: Dos

Name used when Lobbying, if different

12. Enter FirsName (Optional)
13. EnterMiddle Name (Optional)
14. EnterLast Name(Optional)

Name used when Lobbying, if different

First Name
Middle Name
Last Name

Name used when Lobbying,dffferent:

If you have used a different name while lobbying, you must complete this section.
Enterthe first name,middlename,andlastnameusedwhile lobbyingin the
correspondindields.
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Tip to Remember.

All  fields marked
with a red asterisks
(*) are required
fields and must be

completed before
proceeding with
the registration
process.

Contact Information:

15. EnterEmail Address

16. EnterBusiness Phone

17. EnterExtension(Optional)
18. EnterOther Phone(Optional)
19. EnterExtension (Optional)
20. EnterWeb Addresg(Optional)
21. EnterFacebook URK(Optional)
22. EnterTwitter URL(Optional)
23. EnterSocial Media(Optional)
24. EnterSocial Media(Optional)
25. EnterSocial Media(Ogional)

Contact Information

Email Address* jdoe@gmail.com

Business Phone* (000) 00C-0000

Extension 0000

Other Phone (999) 999-9999

Extension 9999

Web Address hitp:lf

Facebook URL hitp:df |www facebook.comitest
Twitter URL hitp:df W |www twitter.com/test
Social Media htip:// ' |www.instagram.com/te ¥
Social Media http:lf ™

Social Media http:lf ™

Address Details

Physical Address:
26. EnterStreet Address 1
27. EnterStreet Address 2(Optional)
28. EnterCity.
29. EnterState
30. EnterZip Code

Physical Address

Street Address 1* 125 S DELAWARE 3T
Street Address 2

City” Anytown

State* QK
Zip Code® 99999
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Tip to Remember.

All  fields marked
with a red asterisks
(*) are required
fields and must be

completed before
proceeding with
the registration
process.

Information

entered in upper
and lower case text
will be converted to

all Uppercase .

Note: If Mailing Addresss different thanPhysical Addres<lick the box to add a
checkmark. AMailing Addresssection will display with the same fields as Btgysical

Address (Optional)

|Address Details

Physical Address

Street Address 1*
Street Address 2
City™

State”

Zip Code*

Mailing Address

Street Address 1
Street Address 2
City

State

Zip Code

125 5 DELAWARE ST

Anytown

OK
999939

I Mailing address is different than physical address.

PO Box 123654

Anytown

oK
99999

Designated Filing Agents

A Designated Filing Agent is someone you authorize to enter data and file reports o
your behalf Any number of Designhated Filing Agents may be adaol¢le

registration.

Note: Officer Typedefaults toDesignated Filing Agent

31. EnterFirst Name

32. EnterMiddle Name (Optional)
33. EnterLast Name

34. EnterSuffix (Optional)

35. EnterPhone

36. EnterEmail Address

37. Click theAdd to Listbutton to save information. The saved information will

display in a grid below th&dd to Listbutton.

38. Repeat steps until all designated filing agents have been added.
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Did you know . ?

Designated Filing
Agents are individuals
who are authorized by
the lobbyist to enter
data and file reports
on their behalf.

Designated Filing
Agents DO NOT appear
on the registration

form

Designated Filing Agents (Continued)

hyOS | 5SaA3aylriSR CAfAy3
displayin a grid below the data entry fields.

|Designated Filing Agents

Click the Add to List button to save the specified Entity information.
Required fields are indicated by red asterisks.

Officer Type Designated Filing Agent

First Name*
Middle Name
Last Name®
Suffix v
Phone”

Email Address” name@domain.com

Add to List

Name Phone Email

John Doe | (222) 222-22224) | johndoe@gmail com | Update | Delete

| Wext | Cancel |

Any number of Designated Filing Agents may be added fo the registration using the area below. A Designated Filing Agent is someone authorized by the lobbyist to enter data and file reports on their behaff.

To Update/Correct information displayed in the data grid, selectitpdatelink

which corresponds to the agent you wish to update.

To Delete an entry in the data grid, select eletelink.
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Update and Deletd.inks

Updatelinks areused to change information. When the update link is clicked, the
AYVF2NXYIGAZ2Y RAaALIXF@a Ay (GKS FAStEtRa® h

i ?
Did you know . button to save changes.

Designated  Filing Deletelinks are used to delete the individual or information. When the deletei$ink
Agents and clicked,apoplzL) RAALI I 2a (G2 O2YyFTANX GKS I OGA
Principals can be = < .». A . . XA - = Y - <31 = A
updated during the Ot AOl UKS a/lyOSte odzuuzy 02 OFyOSt®
registration
process. Message from webpage

X

Before information
is deleted, a popup
message will
display . This
prevents a user
from accidentally OF. ] ’ Cancel
deleting
information.

.:' Are you sure you want to delete this Designated Filing Agent?

=

T Click theNextbutton to continue with the registration process.
T Click theCancebutton to terminate the registration process

If click Cancel Then...

User Redirects to Public Site Homepage.
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Section 2- Lobbyist Registration

Step 1 Complete Registration

Did you know . ?

After you complete
step 1 you can come
back and finish
adding principals to
the registration at a
later day/time.

Instead of clicking

the Create New
button you can click
the Continue In-
Progress Registration
button . Use the
Registration ID  and
Temporary Access
Code to return to the
registration process
and beginto  enter
principal information.

You will be directed

to the Lobbyist
Principals page
where you can

View /Print a
Registration Card  or
Add Principal s

When theNext button is clicked, the system displays tB&ep 1 Completgpage.

TheStep 1 Completgpage provides information regarding the registration process as

well as theRegistration IDand TemporaryAccess Code

TheSend me an email with this informatiobutton sends theRegistrationlD and
Temporary Access Code the email address specified ¢ime previous page.

TheAdd Principas button directs the user to thé&dd Principalgpage where they will
enter information for each Principal.

Note: If the registration is not completed and submitted within the negtys it will
be removed from theystem.

Step 1 Complete

point of contact information (name, address, and email address) for all lobbyist principals.

For convenience, the system has generated a TEMPORARY Registration ID and Access cade (below) that you can use to continue registration at any time within the next 7 days if for some reasan you are not ready to
continue the registration process now.

To complete your registration now, dlick the Add Principals button.

To complete your registration at a later date, dick the "Send me an email with this information” button. An email with a TEMPORARY Registration 1D and Access code will be sent to the email address provided in the
Contact Information section of the Registration. That email contains a link that will direct you to the page where you can continue your registration.

Note: If the registration is not completed and submitted within the next 7 days, it will be removed from the system.

Registration ID: L2015128
Temporary Access Code: JADODD

Send me an email with this information | Add Principals [P

Now that you have submitted user and contact information, the next step is to enter information for all Principals for whom you will be lobbying. You will need to provide the legal name of lobbyists principals, as well as

39. Click theAdd Principaldutton to continue with the registration process.
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Section 3 Lobbyist Registration

Did you know . ?

Secretary of State
Registered Entity is

a Business
Corporation or

Partnership that
has been

registered with  the
Oklahoma
Secretary of State.

The Oklahoma
Ethics Commission
requires the legal
name of the
Lobbyist Principals
to be disclosed on
the Registration
form. For your
convenience the
Commission pulls
information from
the Secretary  of
St ateds dat a
you can search for
that information
within The
Guardian System.

If your Lobbyist
Principal is not
listed, contact the
Principal directly to
get their official
contact
information.

The Contact
Information section
requires a lobbyis t
to identify an
individual at the
Lobbyist Principal
place of business
for Commission
business. This
usually will be an
individual who can
authorize the
lobbyist contract.
This is not the
lobbyist
representing the
Principal.

Add Principals; Registration

OKLAHOMA ETHICS COMMISSION

THE GUARDIAN

OKLAHOMA ETHICS COMMISSION ELECTRONIC REPORTING SYS' ]\TI;‘

Home Public Site Registration Filer Login

Welcome back: OKCF ADMIN on behalf of JANE DOE (ID: 7052)

My Admin Homepsge

|Registration Information

Lobbyist JANE DOE
Registration Date 1212972014
Registration ID 12015128
Principal

If your Principal is registered with the Oklshoma Secretery of State, you must use that option below. If your Principal is not registered with the Oklahoma Secretary of State, such as state agencies, you must select the ‘not registered with the S
and enter the official entity name. If you do not know whether your principal is registered with the Secratary of State, you must find out from the Principal.

Entity Type* [ v

Doing Business As |

Address

Address 1° |
Address 2 |

City*
State*
Zip Code*

Contact Information

First Name*
Middle Name
Last Name*

Business Phone”

Extension

Email* name@domain com

|affitiated Entities

If appropriate, add Affiiated Entities to your Principal by choosing an Entity Type, adding details, then clicking Add o List'
If your Principal is registered with the Oklshoma Secretary of State, you must use that option below. If your Principal is not registered with the Oklahoma Secretary of State you must select that option and enter the official entity name.

Affiligted Entities are nof required.

Entity Type* [ v

Add to List

|agencies to be Lobbied

Executive [obbyists must identify all agencies they will be lobbying on behaf of their principals by choosing an Agency Type, adding detals, then clicking ‘Add to List’

Agency Type OK State Agency V'
Name” [ V]

Other
Add to List

Save Principal | Cancel |

State of Oklahoma | Oklahoma Ethics Commission | About Oklahoma Ethics Commission Electronic Reporting System
© Copyright 2014. All rights reserved.
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Registrationinformation

Did you know . ?

TheLobbyist NameRegistration Dateand Registration 1Dpre-populate in the
Registration Information fields.

[Registration Information

Lobbyist JANE DOE
Registration Date 12/8/2014
Registration 1D L2015128

Principal Name:

40. Selectentity Typefrom dropdown menu.

If your Principal is registered with the Oklaho8ecretary of State, you must use that
option below. If your Principal is not registered with the Oklahoma Secretary of Stat
4dzOK & aidlraS F3SyoOAaSax e2dz vYdzad asSt s
option and enter the official entity namé# you do not know whether your principal is
registered with the Secretary of State, you must find out from the Principal.

a. WhenSOS Registered Compaisyselected, the system will search
the SOS business registration database to populate the Name field.
The system requires at least 2 characters to search the SOS databa
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