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Registration Transfers

This job aid will outline the steps necessary to perform the below operations:

1. Transfer or accept a Lobbying Disclosure Registration

You may encounter the following scenarios related to this process:
e Scenario A: Registration Transfers
e Scenario B: Accepting a Registration Transfer

Each of these scenarios are addressed on the following pages:

e Scenario A: page 1
e Scenario B: page 7

Scenario A: Registration Transfers

Steps Actions

1. | Access the Lobbying Disclosure Registration (LDR) Website:

Enter www.palobbyingservices.pa.gov in your internet browser’s address line.

W pennsytvania

Welcome

Thank you for visiting the C 's Lobbying Di site. In order for you to successfully register,
you may log on to the Keystone Login Site lf you do not have an account, you may create one when you are redirected to that site.

User Id:

If you already have a Keystone Login account you may use it o sign in

A Welcome to LDR.
Login & k.

New User? Click here to
Reaister

Password:

{ Previous | 1] 2 | 3 | Next |

Ethics Complaints
Click here to visit the Commonwealth of Pennsylvania State Ethics Commission and file a complaint
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Actions

Log In:

Enter your Keystone Login account credentials and click [Login].

User ld:

Password:

New User? Click here to

Register

The user is presented with the Public Dashboard which displays the user’s Number of Registrations
by Status, Number of Registrations by Type, any Expense reports which are late or due as well as

the status of any Affirmations.

'J perm;();ls\gnia

pennsylvania %y

Public Dashboard

3:' Registrations

Transfer
Registration

Registrations by Status

Count

Completed 3 Details
D Affirmations Pending 1 Details
Expenses
e Search Year:| 2013 | Quarter:

Status

Due Date

1 Lobbying
! Directory

Jan - Mar 2013 04/15/2013 Due

Registrations by Type
Count

Principal

Details

Lobbying Firm
Lobbyist

Details
Details

Affirmations

Awatting Affirmation

Details Completed
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Access the Transfer Registration page:

Select Transfer Registrations from the left navigation.

g pennsylvania
DEPARTMENT OF STATE

pennsylvania 0¥

~n, Registrations

Transfer
{ Registration

e

! Affimmations
4

Registrations by Type
Registration

Completed Details Principal Cetails

Lobbying Firm Details

Pending Details

Lobbyist Details

Expenses Affirmations

wear:| 2g13 | Quarter Go

1 Lobbying
! Direc

Period Due Date Status Action

Awatting Affirmation g Details.

04/15/2013 Due Details Compicted 1 Letails

If you are having trouble with this website. email ra-lobbydisclosure@state pa us or call 717-787-5280 for assistance.
This site works best with Internet Explorer version 6 or 7.
Any information submitted within this website is a public record under the Pennsylvania Right to Know Act_
Privacy Policy and Security Policy
ight ® 2012, of ia. All rights reserved
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Steps Actions
The Transfer Registrations page is displayed:
e = =
|= 1 Transfer Registration
Transfer Registration
“rou may transfer completed registration that you own to another user. Select the registrations to transfer and specify the email
address of the user to transfer to. The transfer will not be complete until the user accepts the transfer.
Page 1 of 1
Selection
el Registration Registration Details Transfer To
Clear All
= L40876
= F40852 Wiews
= L40850 Wiew
Enter the email of the user to whom yvou wwant to transfer the registration. To remowve a transfer assignment simphr leawve the email
field blank.
Recipient Email : Transfer Registration
Accept Transfer Registration
“'ou may take ownership of registrations that have been assigned to be transferred to yvou by another user.
Page 1 of 1
Accept Reject Pa0E544 Wiew
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4. | Select the Registration to be Transferred:
From the upper ‘Transfer Registration” grid, select the registration(s) to be transferred by selecting
the check box in the “Selection” column.
Transfer Registration
You may transfer completed registration that you own to another user, Select the registrations to transfer and specify the email
address of the user to transfer to.The transfer will not be compiete untd the user accepts the transfer.
Page 1 0of 1
Selection
Leizfe Transfer To
Clear AN
L40876 View
F403852 View
L40850 View
5. | Enter the Email Address to Whom the Registration will be Transferred.

After selecting the registrations to be transferred, the user will enter the email address of the owner
to whom they wish to transfer the registrations and click [Transfer Registration].

Please note, this email address must be an address already registered with Keystone Login.

Transfer Registration
You may transfer completed registration that you own to another user. Select the registrations to transfer and specify the email

address of the user to fransfer to.The transfer will not be compiete unti the user accepts the transfer

Page 1 of 1

Selection

Select All Regsstration Detais Transfer To

Clear All

#] L40878 View

] F40852 View
[ L40850 View

Enter the emai of the user to whom you want to transfer the registration. To remove a transfer assignment simply leave the email

fiekd blank
Recipient Email : @e}@yahoo.com > ‘ Transfer Registration '
| ———
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The user will be presented with a message indicating the transfer was successfully initiated and the

grid will be updated to show the email address to which the registration was transferred.

Transfer Registration

You may transfer completed registration that you own to another user. Select the registrations to transfer and specify the email
address of the user to transfer to. The transfer will not be complete until the user accepts the transfer

Page 10f 1

Selection

Select All i ; Registration Details Transfer To

Clear All

] L40876 View nincolej@yahoo.com
] F40852 View
] 140850 View

Enter the emall of the user to whom you want {0 transfer the registration. To remove a iransfer assignment simply leave the email
field blank

The registration transfer has been su initiated.
Recipient'Sgail : Transfer Registration
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Scenario B: Accepting a Registration Transfer

Steps

Actions

1.

Access the LDR Website:

Enter www.palobbyingservices.pa.gov in your internet browser’s address line.

lvania i A S~ gy " VOIEE|
W pernsytvania Lt N Y

pennsylvania Y

[+ Lobbying |
I Directory Welcome

Thank you for visiting the Commonwealth of Pennsylvania's Lobbying Disclosure Registration site. In order for you to successfully register,
you may log on to the Keystone Login Site If you do not have an account, you may create one when you are redirected to that site.

Userld: If you already have a Keystone Login account you may use it fo sign in
Password:
73 Weicome to LDR.

| Previous | 1 ] 2 | 3 | Next |

Ethics Complaints
Click here to visit the C State Ethics C: and file a complaint

Log In:

Enter your Keystone Login account credentials and click [Login].

User ld:
Pazsword:

New User? Click here to
Register
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The user is presented with the Public Dashboard which displays the user’s Number of Registrations
by Status, Number of Registrations by Type, any Expense reports which are late or due as well as
the status of any Affirmations.

“ pennsylvania
DEPARTMENT OF STATE

pennsylvania ¥

Registrations by Type
Registration

Principal Details

Completed Details

Pending Details Lobbying Firm Details

Lobbyist Details

ExXpenses
e Search Year:| 2013 Quarter: Go

Affirmations

Period Due Date Status Action Awaiting Affirmation 9 Detailz

1 Lobbying
! Directory

Jan - Mar 2013 04/15/2013 Due Details Completed 1 Details

If you are having trouble with this website. email ra-lobbydisclosure@state.pa.us or call 717-787-5280 for assistance.
This site works best with Internet Explorer version 6 or 7.
Any information submitted within this website is a public record under the Pennsylvania Right to Know Act.
Privacy Policy and Security Policy
ight ® 2012, of B Ivania. All rights d.
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Access the Transfer Registration page:

Select Transfer Registrations from the left navigation.
W pennsytvania “SEEX |

pennsytvania ¥ Registration Requirements.

il welcome Kevin White BB Logout

Registrations by Type

Registration Count

Frincipal Details.

Completed Details

Pending Details Lobbying Firm Details

Lobbyist Details.

E Affirmations
%

B2 searcn — e
F1  Lobbying Period Due Date Status. Action Awaiting A ffirmation 5 Details
! Directory
Jan - Mar 2013 04/15/2013 Due Details. Compieted 1 Details

Expenses Affirmations

If you are having trouble with this website. email ra-lobbydisclosure@state pa us or call 717-787-5280 for assistance.
This site works best with Internet Explorer version 6 or 7.
Any information submitted within this website is a public record under the Pennsylvania Right to Know Act.
Privacy Policy and Security Policy
nt® 2012, = A Fe
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Steps Actions

The Transfer Registrations page is displayed:

= ~ ) Transfer Registration

Transfer Registration
“ou may transfer completed registration that you own to another user. Select the registrations to transfer and specify the email
address of the user to transfer to. The transfer will not be complete until the user accepts the transfer.

Page 1 of 1

e e

L40BF6 Wieew
F40852 Wiews
L40&850 Wieww

Enter the email of the user to whom you want to transfer the registration. To remowve a transfer assignment simpty leave the email

fisld blank
Recipient Email : Transfer Registration

Accept Transfer Registration

“ou may take ownership of registrations that have been assigned to be transferred to ¥ou by another user

Page 1 of 1

——

4. To accept a registration transfer, the user will click on the “Accept’ action link in the *Accept

Transfer Registration” grid for the registration to be accepted.

Accept Transfer Registration

“You may take ownership of registrations that have been assigned to be transferred to you by another user.

Page 1 of 1
P40244 View
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