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Submitting an Expense Report or Expense Report Amendment 
This guide outlines the steps to electronically submit a new expense report or to amend an already-

submitted expense report in 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 the user is registered, 

enter your account credentials and click [Login]. 

 

http://www.phila.gov/Lobbying
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The user is presented with the Filer Dashboard which displays the user’s Registrations by Status, 

Registrations by Type, Expense Reports for the selected year (defaulted to the current year), and 

Affirmations Due for the current year. 

 

 

Step 3. Access the My Expenses Page 
Access the My Expenses page either by selecting ‘My Expenses’ from the Expenses sub-menu or by 

clicking Details for the desired Expense Reporting Period on the Filer Dashboard. 

 

Or 
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The My Expenses page is displayed and is defaulted to show the expense reports due or submitted for 

the current Registration Period.  To prepare an Expense Report for a prior quarter or to amend a 

previously submitted Expense Report, the Registration Period may be changed by selecting a previous 

Registration Period from the ‘Registration Period’ drop-down.  The user may also view all submitted and 

due expense reports for all Registration Periods by clicking the View All link. 

 

Step 4. Access the Expense Report to be Submitted  
From the My Expenses page, the user may enter information for a new Expense Report by clicking 

Submit or may amend an existing Expense Report by clicking Amend.  Advance to the ‘Submitting an 

Expense Report Amendment’ section of this job aid if you are submitting an expense report 

amendment. 

Clicking Submit for any Principal Registration will open the first page of the Expense Report wizard. 

 



Philadelphia Board of Ethics 
Philadelphia Lobbying Information System 

Submitting an Expense Report 
March 2014 

 

4 
 

NOTE:  If you are submitting the expense report as a Lobbying Firm or Lobbyist, clicking Submit will open 

a new screen containing each Principal with which you were affiliated during that expense quarter.  

Clicking the Submit link on this grid will open the Expense Report wizard for the selected Lobbying Firm 

or Lobbyist and its affiliated Principal. 

 

Step 5. Verify the Filer Information 
Your Filer Information will be populated based upon your most current Registration.  Verify that the Filer 

Information is correct for the registration for which the expense report is being submitted and click 

[Next]. 
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Step 6. Verify the Identification of Affiliations 
If submitting an expense report as a Principal, all affiliated registrations will be displayed on the 

‘Identification of Lobbying Firm(s) and Lobbyist(s) Lobbying on Principal’s Behalf’ page. 

If you are submitting an Expense Report as a Lobbying Firm or Lobbyist, the Affiliations page will not be 

displayed. 

Click [Next] to advance to the next page of the wizard. 

 

Step 7. Submit the Lobbying Expenses for the Quarter 
The following steps will explain how to enter the following details: 

 Indication that Total Lobbying Expenses did not exceed $2,500 during this quarter.   

 Total Lobbying Expenses 

o Total Expenditures for Direct Communications 

o Total Expenditures for Indirect Communications 

o Total Expenditures for Gifts, Hospitality, Transportation, and Lodging to City Officials, 

Employees or their immediate families 

 Lobbying Subject 

 Direct Communication details 

 Indirect Communication details 

 Gifts, Hospitality, Transportation or Lodging to a City Official or Employee details 

 Repayment details 

 Source(s) of Contributions details 
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NOTE:  Periodically clicking the [Save] button as you enter Expense Report details will save the details 

you have already entered up to that point.  Otherwise, the data on the page will not be saved until the 

you click [Next] to advance to the next page of the wizard. 

Indicate if Lobbying Expenses did not exceed $2,500 during the quarter 
The user may indicate that the total lobbying expenses for the quarter did not exceed $2,500 by 

selecting the ‘Total Lobbying Expenses did not exceed $2,500 during this quarter’ checkbox.  Selecting 

this checkbox will hide the remaining expense report details fields. 

The user may proceed to the Summary and Affirmation page by clicking [Next]. 

 

If Lobbying Expenses Exceeded $2,500, Enter Total Lobbying Expense Details 
Enter the following Lobbying Expense details as applicable: 

 Total Expenditures for Direct Communications 

 Total Expenditures for Indirect Communications 

 Total Expenditures for Gifts, Hospitality, Transportation, and Lodging to City Officials, Employees 

or their immediate families 
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Select Lobbying Subject(s) 
Select the desired Subject of Lobbying by clicking on the relevant subject in the list and click [Add].  You 

may select multiple lobbying subjects by holding the ‘ctrl’ key while clicking on the desired lobbying 

subjects.   

 

If the desired Lobbying Subject does not appear in the list, select ‘Other’ from the list.  A new field will 

be displayed for the user to enter the desired subject. 

 

 

Enter any Direct Communication Details 
If the user has any Direct Communications details to report, first select the ‘Yes’ checkbox for ‘Do you 

have Direct Communications to report?’.  Upon selecting this checkbox, the Direct Communication fields 

will be displayed. 
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Select the desired Lobbying Category from the drop-down list: 

 

If there is no applicable Lobbying Category in the drop-down list, select ‘Other’ and enter the Lobbying 

Category into the textbox. 
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Enter the Specific Subject Matter  
Enter the specific subject matter (e.g., Bill number or contract number) by typing in the ‘Specific Subject 

Matter’ textbox: 

 

 

 

Select the Position Taken 
Select the appropriate Position Taken from the drop-down. 
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If none of the listed positions is correct, select ‘Other’ and enter the Position Taken in the textbox. 

 

 

 

Select the Department or Agency 
Select the appropriate radio button for a list of Departments and Agencies or Boards and Commissions: 
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Based on this selection, either the Departments and Agencies or Boards and Commissions drop-down 

will be populated.  Select the desired Department/Agency or Board/Commission.  Select “Other” if the 

Department, Agency, Board or Commission is not on the list. 

 

 

Enter the Name of the City Official or Employee 
Based on the selected Department/Agency or Board/Commission, the Name of City Official or Employee 

will either be a drop-down or a textbox.  Select an Official/Employee name from the drop-down, if 

available.   If the name of the desired Official/Employee is not available in the drop-down, select ‘Other’.  

A textbox will be presented where the user may type the name of the Official/Employee. 
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Enter Additional Officials  
If there have been additional direct communications with other City officials and employees on the 

identical item (Category, Specific Subject Matter, and Position Taken), click the [Add Another Official] 

button.  Then add the name of the additional City official or employee who was contacted on the 

identical matter.  You will therefore not have to re-enter the ‘Lobbying Category’, ‘Specific Subject 

Matter’, and ‘Position Taken’ fields for that same matter.   

 

 

Clicking the [Add Another Official] button will add the existing entry to the Direct Communications grid 

and only clear the ‘Department or Agency’ radio button selection, the drop-down and the ‘Name of City 

Official or Employee’ fields.   
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Enter a new Direct Communication 
To report a new Direct Communication click [Add Another Direct Communication].   

 

Clicking this button will update the Direct Communications grid with the currently populated Direct 

Communication details and will clear all Direct Communication fields so that you can add a new 

communication. 
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If this is the user’s final Direct Communication entry, click [Finish].  Clicking [Finish] will update the Direct 

Communications grid and the Direct Communication fields will be hidden. 

 

 

 

At any point the user may cancel an entry without deleting the grid entry by clicking [Cancel This Entry].  

Upon clicking [Cancel This Entry], the Direct Communication fields will be hidden. 

 

 

 

The user may add additional Direct Communication entries by clicking the [Add Another Direct 

Communication] button directly below the Direct Communications grid. 
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Enter Indirect Communication Details 
If the user has any Indirect Communications details to report, first select the ‘Yes’ checkbox for ‘Do you 

have Indirect Communications to report?’.  Upon selecting this checkbox, the Indirect Communication 

fields will be displayed. 

  

 

Select the desired Lobbying Category from the drop-down list: 

  

If there is no applicable Lobbying Category, select ‘Other’ and enter the Lobbying Category into the 

textbox. 

  



Philadelphia Board of Ethics 
Philadelphia Lobbying Information System 

Submitting an Expense Report 
March 2014 

 

16 
 

 

Enter the Specific Subject Matter  
Enter the subject matter by typing in the ‘Specific Subject Matter’ textbox: 

  

 

Select the Position Taken 
Select the appropriate Position Taken from the drop-down. 

  

  



Philadelphia Board of Ethics 
Philadelphia Lobbying Information System 

Submitting an Expense Report 
March 2014 

 

17 
 

If none of the listed positions is correct, select ‘Other’ and enter the Position Taken in the textbox. 

 

 

Select a Method of Communication 
Select the appropriate Method of Communication from the drop-down. 
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If none of the listed methods is correct, select ‘Other’ and enter the Method in the textbox. 

 

Enter the Description of Recipient Group 
Enter the recipient group description by typing in the ‘Description of Recipient Group’ textbox. 
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Clicking the [Add Another Method] button will add the existing entry to the Indirect Communications 

grid and will clear the ‘Method of Communication’ and ‘Description of Recipient Group’ fields.   

 

 

Enter a new Indirect Communication 
Report another Indirect Communication by clicking [Add Another Indirect Communication].   
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Clicking this button will update the Indirect Communications grid with the currently populated Indirect 

Communication details and will clear all Indirect Communication fields. 

 

 

If this is the user’s final Indirect Communication entry, click [Finish].  Clicking [Finish] will update the 

Indirect Communications grid and the Indirect Communication fields will be hidden. 

 

At any point the user may cancel the current entry without deleting the grid entry by clicking [Cancel 

This Entry].  Upon clicking [Cancel This Entry], the Indirect Communication fields will be hidden. 

 

The user may add additional Indirect Communication entries by clicking the [Add Another Indirect 

Communication] button directly below the Indirect Communications grid. 
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Enter any Gifts, Hospitality, Transportation, or Lodging to a City Official or Employee 
If the user has any Gifts, Hospitality, Transportation, or Lodging to a City Official or Employee details to 

report, first select the ‘Yes’ checkbox for ‘Do you have any Gifts, Hospitality, Transportation, or Lodging 

to a City Official or Employee to report?’.  Upon selecting this checkbox, the Gifts, Hospitality, 

Transportation, or Lodging to a City Official or Employee fields will be displayed. 

 

Enter the Name of Recipient 

Enter the name of the recipient City official or employee by typing in the ‘Name of Recipient’ textbox. 
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Enter the Position of the Recipient 

Enter the position of the recipient City official or employee by typing in the ‘Position of Recipient’ 

textbox. 

 

 

Select the Department or Agency 

 

Use the radio buttons to select either the Department and Agency or Board and Commission drop-down 

list.   
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Enter the Item Description 
Enter the description of the item by typing in the ‘Description of Item’ textbox. 

 

Enter the Item’s Value 
Enter the value of the item by typing in the ‘Value of Item’ textbox. 
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Enter the Date 
Enter the date the item was given by typing in the ‘Date’ textbox. 

 

Enter the Place of Receipt 
Enter the place of receipt of the item by typing in the ‘Place of Receipt’ textbox. 
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Indicate if the Source of the Gift was not the Principal 
If a source other than the Principal provided the item on behalf of the Principal, click the “Yes” checkbox 

to report the ‘Source of Gift if other than the Principal.’   

 

This will display additional fields to capture the source details. 

 

Populate the ‘Name’ and ‘Address’ fields. 
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To Submit another Gift, click on the [Add Another Gift] button.  This will update the Gifts grid with the 

current Gift data and clear the fields for a new entry. 

 

If this is the final Gift, click the [Finish] button.  This will update the Gifts grid and hide the Gifts fields. 

 

At any point the user may cancel the current entry without deleting the grid entry by clicking [Cancel 

This Entry].  Upon clicking [Cancel This Entry], the Gifts fields will be hidden. 

 

The user may add additional Gifts entries by clicking the [Add Another Gift] button directly below the 

Gifts grid. 

 



Philadelphia Board of Ethics 
Philadelphia Lobbying Information System 

Submitting an Expense Report 
March 2014 

 

28 
 

Enter any Repayments from City Officials or Employees for Gifts, Hospitality, 

Transportation, or Lodging 
If the user has received any Repayments from City Officials or Employees for Gifts, Hospitality, 

Transportation, or Lodging, first select the ‘Yes’ checkbox for ‘Do you have any Repayments from City 

Officials or Employees for Gifts, Hospitality, Transportation, or Lodging details to report?’.  Upon 

selecting this checkbox, the Repayments from City Officials or Employees for Gifts, Hospitality, 

Transportation, or Lodging details fields will be displayed. 

Enter the Recipient Name 

Enter the name of the City official or employee who made a repayment to you by typing the name into 

the ‘First Name’, ‘Middle Initial’ (if applicable) and ‘Last Name’ fields 

 

  



Philadelphia Board of Ethics 
Philadelphia Lobbying Information System 

Submitting an Expense Report 
March 2014 

 

29 
 

Select the Department or Agency 
Select the appropriate radio button for either Departments and Agencies or Boards and Commissions: 

 

Use the drop down list to select the desired Department or Agency or Board or Commission.   
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Enter the Item Description 
Enter the description of the item for which you received the repayment by typing in the ‘Description of 

Item’ textbox. 

 

Enter the Item’s Value 
Enter the value of the item by typing in the ‘Value of Item’ textbox. 
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Enter the Repayment Amount 
Enter the amount that was repaid by tying the value in the ‘Repayment Amount’ textbox. 

 

 

To Submit another Repayment, click on the [Add Another Repayment] button.  This will update the 

Repayments grid with the current Repayment data and clear the fields for a new entry. 
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If this is the last Repayment item, click on the [Finish] button.  This will update the Repayments grid and 

hide the Repayment fields. 

 

At any point the user may cancel a current entry without deleting the grid entry by clicking [Cancel This 

Entry].  Upon clicking [Cancel This Entry], the Gifts fields will be hidden. 

  

The user may add additional Repayment entries by clicking the [Add Another Repayment] button 

directly below the Repayments grid. 
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Enter any Sources of Contribution 
If any individual, association, corporation, partnership, business trust or other business entity 

contributed more than 10% of the principals resources in this quarter, select the ‘Yes’ checkbox for ‘Do 

you have any Source(s) of Contributions of more than 10% of your resources in this quarter details to 

report?’.  Upon selecting this checkbox, the Sources of Contribution detail fields will be displayed. 

 

Enter the Source of Contribution Name 
Enter the name of the Source of the Contribution by typing in the ‘Name’ textbox. 
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Enter the Address of the Source of the Contribution  
Enter the address of the Source of the Contribution by typing in the address fields. 

 

 

 

Enter the Contact Details for the Source of the Contribution  
Enter the contact details of the Source of Contribution by typing in the contact fields. 
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To Submit another Source of Contributions, click on the [Add Another Source] button.  This will update 

the Source of Contribution grid with the current Source of Contribution data and clear the fields for a 

new entry. 

 

 

If this is the final Source of Contribution, click on the [Finish] button.  This will update the Source of 

Contribution grid and hide the Source of Contribution fields. 

  

At any point the user may cancel the current entry without deleting the grid entry by clicking [Cancel 

This Entry].  Upon clicking [Cancel This Entry], the Source of Contribution fields will be hidden. 
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The user may add additional Sources of Contributions by clicking the [Add Another Source] button 

directly below the Source of Contribution grid. 

 

Save or Submit the Expense Report 
Click [Next] to advance to the Expense Report Summary page.   

 

User with Filing Permissions: 
 

If the user is a User with Filing Permissions, the user will see a [Save and Close] button. 

 

Registration Owner: 
 

If the user is the Registration Owner, click to Affirm, complete the identification fields, and click the 

[Submit] button. 
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Submitting an Expense Report Amendment 
To amend an Expense Report, click Amend next to the Submitted Expense Report to be amended.  

Proceed through the Expense Report Wizard making the desired changes.   

 


