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Assigning Registration Permissions to Another PLIS User

This Help Document describes the feature that permits the owner of a PLIS account (the Lobbyist,
Lobbying Firm, or Principal) to grant permission to another individual to access the owner’s PLIS account
and to prepare amendments to Registrations and to perform other tasks.

The user with permission will not be able to affirm and submit the registration amendment. The
amendment prepared by the user with permission is saved in PLIS and the owner of the registration will
be responsible for reviewing, affirming and submitting the registration amendment.

Please Note: A registration must initially be submitted by its owner before registration permissions can
be assigned.

Step 1. To Grant permission, the Owner Must Access the PLIS Website:
Enter www.phila.gov/Lobbying in your internet browser’s address line.
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Step 2. Log In
To assign permissions, a registered PLIS owner must log into the system, enter his or her account
credentials and click [Login].

User Id:
Password:

News User? Click here to
Register

The user is presented with the Filer Dashboard which displays the user’s existing Registrations by Status
and by Type.
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Step 3. Access the Filing Permissions Page

Hover over the Registration button located in the left navigational pane to display the Registrations sub-
menu options.

Select Filing Permissions from the Registrations sub-menu.
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The Filing Permissions Page is displayed.

Filing Permissions

Filing permissions for new user

User Email:
Page 1 of1
[ POD0OS0 payment test
] POO049 Sample 3
] P00048 Sample 2
[ POO04T Sample
Step 4. Enter the Email Address of the PLIS User/Preparer

Enter the email address in the User Email field of the PLIS User/Preparer to whom you wish to give
permissions.

NOTE: The user must already be a registered PLIS user.
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Filing Permissions

Filing permissi
ser Email:

Page 1 of1
[ POD0OS0 payment test
] POO049 Sample 3
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[ POO04T Sample
Step 5. Select the Registrations for Which You Are Granting Permissions

From the lower grid, select the checkboxes of the registration(s) to which the Preparer will have access
to prepare amendments. You may select more than one registration.

Filing Permissions

Filing permissions for new user

User Email: test@test com

Page 1 of 1

Registration Mumber Reaqgistration Mame

PO0O0OS0 payment test

PO0049 Sample 3
PO0048E Sample 2
PO004T Sample

Save Cancel
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Step 6. Save your Permission Assignments
After you have selected the desired registration(s) click Save.

Filing Permissions

Filing permissions for new user

User Email: test@test com
Page 1 of 1
PO00OS0 payment test
[ PO0049 Sample 3
PO0O0D48 Sample 2
[ PO0O0D47 Sample

Cancel

Save

The upper grid is updated to reflect the newly added permissions.
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Filing Permissions

Page 1 of 1

User Email

dit Deactivate  test@testcom PO0050,PO00D4E

Registrations

Filing permissions for new user

User Email:
Page 1 of 1
POOOS0 payment test
| POD0D49 Sample 3
PODO4S Sample 2
O PO004T Sample

Save Cancel

Editing A User’s Permissions
A registration owner may edit a user’s permissions by adding or removing registrations by following the
steps below.

Step 1. Access the Filing Permissions Page
Hover over the Registration button located in the left navigational pane to display the Registrations sub-

menu options.

Select Filing Permissions from the Registrations sub-menu.
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The Filing Permissions Page is displayed.

Filing Permissions

Page 1 of 1

dit Deactivate  lacym@acclaimsystems.com L0001

Filing permissions for new user

User Email:
Page 1 of 1
Registration Number Registration Name
Loo011 Lobbyist, Test
FOOO010 TestFirm 1-10-14
FOOO09 Nincolle's Firm
POOO0DS Test Principal 01-10-14
POO00O7 Mincolle Test
POOOOZ P payment 1

Save Cancel
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Step 2. Select the User’s Whose Roles You Wish to Edit
Click the Edit link for the desired user.

Filing Permissions

Page 10of1

lacym@acclaimsystems.com L0001

Filing permissions for new user

User Email:
Page 1 of 1
Registration Number Regisiration Mame
[ LO0011 Lobbyist, Test
| FOOO010 Test Firm 1-10-14
1 FOOOO9 Mincolle's Firm
| POOODDS Test Principal 01-10-14
1 POOOOT Nincolle Test
| POOOO2 P payment 1

Save Cancel

The email address field will populate with the user’s email address and the lower grid will update to
include the checkmarks for each registration for which the user currently has permissions.
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Filing Permissions

Page 1 0of1

dit Deactivate  lacym@acclaimsystems.com L0001

Filing permissions for new user

User Email: lacym@acclaimsystems.com
Page 1 0f 1
LOo011 Lobbyist, Test
= FOO010 TestFirm 1-10-14
= FOOO09 Mincolle’s Firm
&= PO00OS TestPrincipal 01-10-14
= POOOOT Nincolle Test
] POO0O0O2 P payment 1

Save Cancel

You may add or remove permissions by selecting or de-selecting each desired registration. Once all
changes have been made, click [Save].

Filing Permissions

Page 1 of 1

dit Deactivate  lacym@acclaimsystems.com  LO0011, FO0010, POD00S

Filing permissions for new user

User Email:
Page 1 of1
Registration Number Registration Name
LO0011 Lobbyist, Test
FOOO10 TestFirm 1-10-14
| FOO009 Mincolle's Firm
POOO0S TestPrincipal 01-10-14
=1 POOOOT Nincolle Test
1 PO0002 P payment 1

Save Cancel
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Deactivating A User’s Permissions

A registration owner may completely deactivate a user who has permissions for their registrations by
following the steps below.

Step 1. Access the Filing Permissions Page

Hover over the Registration button located in the left navigational pane to display the Registrations sub-
menu options.

Select Filing Permissions from the Registrations sub-menu.

Y Dash Board Filer Dashboard

a7 . : Add New Registration
sy Registrations.
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The Filing Permissions Page is displayed.
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Filing Permissions

Page 1 of 1

Edit Deactivate lacym@acclaimsystems.com  L00011, FOO010, POO0OS

Filing permissions for new user

User Email:
Page 1 of 1

Registration Mumber Registration Name
[ LO0011 Lobbyist, Test
= FOO010 Test Firm 1-10-14
[ FOOOD9 Mincolle’s Firm
= POOO0S Test Principal 01-10-14
[ POOOOT Mincolle Test
[ POOO02 P payment 1

Save Cancel
Step 2. Click Deactivate

Select the Deactivate link for the user for whom you want to remove all permissions.
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Filing permissions for new user

User Email:

Page 1 of 1
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lacym@acclaimsystems.com  L0O0011, FOO010, PO000S

Registration Mumber Registration Name

L0001
FOOO10
FOOO09
POO0OOS
POOOOT
POO0OZ

o000 3

Lobbyist, Test

Test Firm 1-10-14
Mincolle's Firm

Test Principal 01-10-14
Mincolle Test

P payment 1

Save Cancel

The user is removed from the upper grid and all permissions have been removed.
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Filing Permissions

User Email Registrations

Filing permissions for new user

User Email:
Page 1 of 1
Registration Number Registration Name
[ Loo011 Lobbyist, Test
[ FOOo10 Test Firm 1-10-14
[ FOOOo0g Mincolle’s Firm
[ PO0O0S Test Principal 01-10-14
[l POOOOT Mincolle Test
& PO0002 P payment 1

Save Cancel
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