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Creating a New Registration 
  

This Help Document describes the steps to electronically submit a new Lobbyist, Lobbying Firm or 

Principal registration with the Philadelphia Lobbying Information System (PLIS). 

Step 1:  Access the PLIS Website: 
Enter www.phila.gov/Lobbying in your internet browser’s address line. 

 

 

 

Step 2: Log In 
 

To log into the system, the user must be registered with the PLIS system.  Once you have registered, 

enter your account credentials and click [Login]. 

http://www.phila.gov/Lobbying
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The Filer Dashboard displays the user’s existing Registrations by Status and by Type. 

 

 

 

 

 

 

 

 

Step 3:  Select Add New Registration 
Hover over the Registration button located in the left navigational pane to display the Registrations sub-

menu options.  From the sub-menu, select ‘Add New Registration’. 
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Step 4:  Select the Entity Type 
A user may register as a Principal, Lobbying Firm or Lobbyist.   

 

Use the radio buttons to select the type of Registration (Lobbyist, Lobbying Firm, or Principal) that you 

wish to create.  Based on your selection, the appropriate name fields will be displayed: 

Principal: 

 

 

Lobbying Firm: 
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Lobbyist: 

 

Step 5: Enter a Registration Name 
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You should always use the search tool to determine whether or not a registration already exists with the 

same name.  After selecting the registration type, enter the desired registration name and click ‘Search’.  

The system will search the PLIS database for registrations which may already exist with that name.   

If the system finds a registration by the same name in either Expired or Submitted Status and it is 

owned by the logged in user, the system will automatically populate the registration’s information based 

on that existing registration.  If the registration is in Expired status, the system will proceed with the 

registration as a renewal.  If the registration is in Submitted status, the system will proceed with the 

registration as an amendment.   

If multiple matches are found, the user will be presented with a pop-up screen displaying potential 

matches: 

 

If the user is the owner of the registration, he or she may select the appropriate action directly from this 
screen.  If none of the results match the user’s search request, click [Registration Not Found] to be 
returned to the My Registrations page. 

Step 6 Enter the Remaining Registration Information 
 
If no matching Registration has been found, the remaining registration information fields will be 
displayed based on the registration type.   
 

Lobbying Commenced Date 
 

Enter the date when lobbying has both begun and all thresholds have been met and no exemptions 

from registration apply.   
 
If you are creating a Lobbyist Registration, you will be asked whether or not the Lobbyist is admitted to 

the practice of law by a court of record of the Commonwealth of Pennsylvania. 
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Address Information 

 

Contact Information 

 

 

  

These fields will appear only for 

a lobbyist registration. 
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Additional Registration Specific Information: 
 

Principal Registration: 

If you are creating a Principal Registration, you will be asked to select from a drop-down menu to report 

the primary nature of the Principal’s business.  If the primary nature of the Principal’s business is not in 

the drop-down list, you may select “Other” and enter the Type of Business. 

You will also be asked whether or not the Principal is an association or organization.  If the answer is yes, 

click on the Yes radio button and you will be asked to insert the approximate number of dues-paying 

members in the most recently completed calendar year. 

 

 

Lobbying Firm Registration: 

 

 

Step 7 Advance to Next Page 
Click [Next] at the bottom of the page to advance to the next page of the registration process. 

 

Lobbyist Registration: 

If you are submitting a Lobbyist registration, the next step will be to upload the lobbyist’s photo.  The 

user may select any photo that is located on his or her computer by clicking ‘Choose File’. 
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Step 8 Upload Lobbyist Photo (if applicable) 
 

 

A new window will open allowing the user to browse their computer for the desired picture.  Double-

click the desired photo or select it and click open. 

 

 
The user is returned to the Photograph Upload page and the file name is displayed.  Click [Upload]. 
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Once the photo is successfully uploaded, the page will refresh and will display the uploaded photo and a 

message stating ‘Upload Successful’. 
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Step 9 Advance to Next Page 
After reviewing the photo, click [Next] to advance to the next step of the registration process. 

 

Step 10 Enter Registration Affiliations  
 

You will be asked to identify those entities with which you have a lobbying relationship or affiliation.  For 

example, a Principal will be asked to report the Lobbyists and Lobbying Firms who will engage in 

lobbying on behalf of the Principal.  A Lobbyist will be asked to report the Principals that he or she 

represents.   

Principals and Lobbying Firms will also be asked if they are affiliated with any Political Action 

Committee(s).  Lobbyists will be asked if they are affiliated with any Political Action Committee(s) or 

with any Candidate Political Committee(s). 

From the Affiliations pages, the user can either search for affiliated entities that may already be in the 

PLIS database or enter information about other affiliated entities.  The questions presented on the 

Affiliations pages are therefore specific to the registration type (Lobbyist, Lobbying Firm or Principal) 

that you selected at the start of the registration process.  
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Principal: 

 

Lobbying Firm: 

 

Lobbyist: 
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Below are the steps to add affiliations.  The example below illustrates only one affiliation type (Adding 

Principal affiliations to a Lobbyist Registration), however these steps apply to all affiliation types. 

Affiliation Step 1:  If the answer is “Yes,” select the ‘Yes’ checkbox for that question.  Once the 

checkbox has been selected, the registration name field will be displayed and the user may use 

the Lookup feature to search the PLIS database for the entity with which they are affiliated.  

 

 

Affiliation Step 2:  Enter the name of the affiliated Principal and click [Lookup].  A lookup screen 

will display all Principal registrations in the PLIS database that meet the search criteria. 
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Affiliation Step 3:  Select the desired registration(s) by clicking the checkbox in the Action 

column.  Then click [Add].  The selected registrations are added to the lower grid and that 

information will be added to the user’s registration. 

 

The user may add additional affiliated Principals by using the Search field or by using the 

Alphabet bar and performing the same actions listed above.   

Affiliation Step 4:  Once you have added the Principal affiliations that already exist in the PLIS 

database, click [Save and Continue].   

To add an affiliated Principal that you cannot locate in the PLIS database, select the 

‘Registration not in the list’ checkbox and then click [Save and Continue].   
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After clicking the [Save and Continue] button, the user will be returned to the Affiliations screen 

and a grid with the names of the Principals that you located in the PLIS database will now 

appear below the ‘Do you represent any Principals?’ question. 

 

NOTE:  The Affiliation start date will be defaulted to the current date. To change this date, click 

the Edit action link.  Make the desired correction to the Affiliation Start Date and click [Add] to 

save the updated Affiliation start date.   
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Affiliation Step 5 If you selected the checkbox for ‘Registration not in the list,’ the system will 

also present the fields to enter the information for a Principal whose name was not found in the 

PLIS database. 

 

 

Affiliation Step 6  After entering the information for all required fields, click [Add].  To add more 

than one unregistered Principal, click [Save and Add Another] until all Principals are added.   

Follow this same process to add all affiliations.   
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Step 11 Advance to Next Page 
Once all affiliations have been added, click [Next]. 

 

Step 12 Review the Registration and Complete the Registration Affirmation 
Once all affiliations have been added and you click [Next], a Summary Page is displayed.  Review the 

information on the Summary Page for accuracy.  You may go back to prior pages to make corrections.  

You may wish to generate and print a copy of the Summary Page by clicking on “Printer Friendly 

Version.” 

 

 

Each Registration must be affirmed.  A Lobbyist Registration must be affirmed by the Lobbyist.  A 

Principal Registration or a Lobbying Firm Registration must be affirmed by a named officer or other 

individual who has the authority to sign documents on behalf of the principal.  If a Principal or Lobbying 

Firm is an individual, that individual must affirm the Registration.  

After reviewing the data, the user must read and check the affirmation checkbox and enter the name 

and title of the individual affirming the contents of the Registration. 



Philadelphia Board of Ethics 
Philadelphia Lobbying Information System 

Creating a New Registration 
January 2014 

Page 18 of 26 
 

 

 

After entering all required data and affirming the Registration, click [Next] to advance to the payment 

screens. 

 

Step 13 Submit Payment 
Upon clicking [Next], the electronic payment process will begin.  Please note that the City of Philadelphia 

electronic payment system will accept credit card and E-Check payments and that it will also add a 

processing fee.   
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Payment Step 1:  Populate the fields and click [Complete]. 

 

 

 

Payment Step 2:  Verify the payment details on the Lobbying Registration Payment page and 

click [Pay Now]. 
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Payment Step 3:  Select the Payment Type and click [Continue]. 
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Payment Step 4:  Click [Accept] to agree to the Official Payments Terms and Conditions.  

 

Payment Step 5:  Verify the Payer Information, populate the Payment Option fields and click 

[Continue].  You may make a payment by Credit Card or by E-Check: 
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Payment Step 6:  Verify the entered details and click [Submit]:   
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Payment Step 7:  If desired, print the payment confirmation message.  Click [Continue]. 
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Step 14:  PLIS Registration Number Assignment 
 

After clicking [Continue] the user will be returned to PLIS.  Be sure to make note of your PLIS registration 

number that appears on this page.  You may click Go Back to My Registrations. 

 

 

 


