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General Information 

 

 
Did  you  k n ow  -  ?  

 
 
 

As a public  user,  a 

registration will be  
entered  using The  
Guardians'  public  
site  where  a login  is 
not  required.  
 
 

Once a registration 
is entered in the 

system (The 
Guardian), it will be 
placed in a 
ñpendingò status 
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.  
 

 

 

The guidelines provided here describe one option or a series of steps to complete the 

task described. (Alternate) steps may be available. The ability to execute the 

transactions and steps described 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 a set 

of tabs to separate functionality and aid navigation. 

 

 

If you are a... Then... 

New User of The Guardian Click Registration Tab 
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Public Site Homepage 

 

 
Did  you  k n ow -  ?  

 

 

 

1. Click in the address bar of your web browser and go to 

https://guardian.ok.gov/PublicSite/HomePage.aspx 

 

The Public Site Homepage is displayed. 

 

2. Click the Registration 

 

 

 

 

 

 

 

 

 

 

 

https://guardian.ok.gov/PublicSite/HomePage.aspx
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The Guardian Registration 

 

 
Did  you  k n ow -  ?  

 

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)  

 

 

 

 

The Select type of entity listing is displayed 

 

3. Click the Lobbyist or Liaison radio button. 

4. Click the Register button to proceed with registration process. 

5. Click the Cancel button to cancel the registration process and return to the 

Public Site Homepage. 

 

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

registration. 

 

6. Click Create New. 

a. The Create New button is used to create a new registration. 

b. The Continue In-Progress Registration button is used to continue a 

preciously started, but not yet finished, registration.  

c. The Filer Login tab is used to amend a current registration. 

 



Section 1 - Lobbyist Registration 

 
 
Did  you  k n ow -  ?  

 

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.  

The Registration page is displayed. 

Important:  Required fields are indicated by a Red (*) Asterisk 

If... Then... 

 User Registration Date defaults to current date.  
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Registration Details 

 

 

 

 
Did  you  k n ow -  ?  

 

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 Year will default to 2015. 

8. Select the Registration Type of Lobbyist for this registration from the list in 

the dropdown. For this example we are registering an Executive Lobbyist. 

a. At least one Lobbyist is required. 

b. Lobbyists can simultaneously be of types Legislative and Executive. 

 

Lobbyist / Legislative Liaison Details 

 

Full Legal Name: 

9. Enter First Name. 

10. Enter Middle Name. (Optional) 

11. Enter Last Name. 

 

Name used when Lobbying, if different: 

12. Enter First Name. (Optional) 

13. Enter Middle Name. (Optional) 

14. Enter Last Name. (Optional) 

 

Name used when Lobbying, if different: 

If you have used a different name while lobbying, you must complete this section. 

Enter the first name, middle name, and last name used while lobbying in the 

corresponding fields. 
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Tip  t o  Rem em b er .  

All fields marked 
with  a red asterisks 
( * )  are  required 
fields and  must  be 
completed  before  
proceeding with  
the  registration  

process.  

 

 

 

Contact Information: 

15. Enter Email Address. 
16. Enter Business Phone. 
17. Enter Extension. (Optional) 
18. Enter Other Phone. (Optional) 
19. Enter Extension. (Optional) 
20. Enter Web Address. (Optional) 
21. Enter Facebook URL. (Optional) 
22. Enter Twitter URL. (Optional) 
23. Enter Social Media. (Optional) 
24. Enter Social Media. (Optional) 
25. Enter Social Media. (Optional) 

 

 

Address Details 

Physical Address: 

26. Enter Street Address 1. 

27. Enter Street Address 2. (Optional) 

28. Enter City. 

29. Enter State. 

30. Enter Zip Code. 
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Tip  t o  Rem em b er .  

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 Address is different than Physical Address, click the box to add a 

checkmark. A Mailing Address section will display with the same fields as the Physical 

Address. (Optional) 

 

Designated Filing Agents 

A Designated Filing Agent is someone you authorize to enter data and file reports on 

your behalf. Any number of Designated Filing Agents may be added to the 

registration. 

Note:  Officer Type defaults to Designated Filing Agent. 

31. Enter First Name. 

32. Enter Middle Name. (Optional) 

33. Enter Last Name. 

34. Enter Suffix. (Optional) 

35. Enter Phone. 

36. Enter Email Address. 

37. Click the Add to List button to save information. The saved information will 

display in a grid below the Add to List button. 

38. Repeat steps until all designated filing agents have been added.  
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Did  y ou  k n ow . ? 

 

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) 

hƴŎŜ ŀ 5ŜǎƛƎƴŀǘŜŘ CƛƭƛƴƎ !ƎŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ Ƙŀǎ ōŜŜƴ ŀŘŘŜŘΣ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ 

display in a grid below the data entry fields. 

 

To Update/Correct information displayed in the data grid, select the Update link 

which corresponds to the agent you wish to update. 

To Delete an entry in the data grid, select the Delete link. 
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Update and Delete Links 

 

 

 

 
 
Did  y ou  k n ow . ? 

 

Designated Filing 
Agents and 

Principals can be 
updated during the 
registration 
process.  

 

Before information 

is deleted, a popup 

message will 

display . This 

prevents a user 

from accidentally 

deleting 

information.  

 

 

Update links are used to change information. When the update link is clicked, the 

ƛƴŦƻǊƳŀǘƛƻƴ ŘƛǎǇƭŀȅǎ ƛƴ ǘƘŜ ŦƛŜƭŘǎΦ hƴŎŜ ŎƘŀƴƎŜǎ ƘŀǾŜ ōŜŜƴ ƳŀŘŜΣ ŎƭƛŎƪ ǘƘŜ ά¦ǇŘŀǘŜέ 

button to save changes. 

Delete links are used to delete the individual or information. When the delete link is 

clicked, a pop-ǳǇ ŘƛǎǇƭŀȅǎ ǘƻ ŎƻƴŦƛǊƳ ǘƘŜ ŀŎǘƛƻƴΦ /ƭƛŎƪ ǘƘŜ άhƪέ ōǳǘǘƻƴ ǘƻ ŎƻƴǘƛƴǳŜ ƻǊ 

ŎƭƛŎƪ ǘƘŜ ά/ŀƴŎŜƭέ ōǳǘǘƻƴ ǘƻ ŎŀƴŎŜƭΦ 

 

¶ Click the Next button to continue with the registration process. 

¶ Click the Cancel button 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  y ou  k n ow . ? 
 

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 begin to  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 the Next button is clicked, the system displays the Step 1 Complete page.  

The Step 1 Complete page provides information regarding the registration process as 

well as the Registration ID and Temporary Access Code.  

The Send me an email with this information button sends the Registration ID and 

Temporary Access Code to the email address specified on the previous page.   

The Add Principals button directs the user to the Add Principals page where they will 

enter information for each Principal. 

Note:  If the registration is not completed and submitted within the next 7 days, it will 

be removed from the system. 

 

39. Click the Add Principals button to continue with the registration process. 
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Section 3 - Lobbyist Registration 

Add Principals ς 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 
Stateôs database so 
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.  
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Registration Information 

 

 
 
Did  y ou  k n ow . ? 

 

 

The Lobbyist Name, Registration Date and Registration ID pre-populate in the 

Registration Information fields. 

 

Principal Name: 

 

40. Select Entity Type from dropdown menu. 

If your Principal is registered with the Oklahoma Secretary of State, you must use that 

option below. If your Principal is not registered with the Oklahoma Secretary of State, 

ǎǳŎƘ ŀǎ ǎǘŀǘŜ ŀƎŜƴŎƛŜǎΣ ȅƻǳ Ƴǳǎǘ ǎŜƭŜŎǘ ǘƘŜ άƴƻǘ ǊŜƎƛǎǘŜǊŜŘ ǿƛǘƘ ǘƘŜ {ŜŎǊŜǘŀǊȅ ƻŦ {ǘŀǘŜέ 

option and enter the official entity name. If you do not know whether your principal is 

registered with the Secretary of State, you must find out from the Principal. 

 

a. When SOS Registered Company is selected, 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 database. 

 
















