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Completing the Lobbying Activity Schedule

Download the Excel (Macro-enabled) Form.
Then Click open.
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You will see the following:

(@@ -

VoM | BT PAGELAOUT  OWAAAS  DATA RGN OGP Tou .
T Calibni o g x ==l & Bwepte Geneal Bad
fae « Mru- 2. -4 sE= &5 Swesescan - $-% W8 Neutral
) .
™ F || ceneraicavegory .
A s 3 3 3 u t
Description ¥ Register Title Previous
1 General Category Type prefix Musmber o D Position and Agency ity Session

In order to enter information utilizing the drop-down selections, click on the box under the
column. A border will appear around the box with a drop-down arrow to the right. Click
the arrow to select the desired information over Columns A (General Category), B (Type), C
(Prefix), E (Position) and I (Previous Session).
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Column D (Number or ID) requires you to type directly in the box. Click in the box to
enter the required information. Please note that only numbers can be entered when
“Legislation” is selected in Column B (Type). Letters and numbers may be entered when
“Regulation” and “Governmental Process” are selected. **NO COMMAS may be entered
in the excel form**.
s ) c o e ;
High Level Official ~ Description t

General Category Type Prefix Number or ID Position and Agency Of Rule Or
Agriculture and Food L_Legislation A_Assembly Bill 4585 hd

[ R T R SRR,

Invalid dhtry =]

‘Q' Must be a numeric value!
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Columns F (Agency), G (Description of Bill ...) and H (Represented Entity) also require you
to type directly in the box. No commas may be entered in the Excel form.

High Level Official = Description Of Bill or New Jersey Register Title
Number or ID Position and Agency Of Rule Or Governmental Process Or Notes  Represented Entity

Describe in this colmn. NO COMMAS allowed in
45852 P_Promoted ELEC columns -H.

NO COMMAS 4 [=]

Please Remove Commas

Retry ] [ Cancel ] [ Help

6. All Columns on the Excel Form are required to be completed, except for Column G

(Description of Bill or NJ Register Title or Rule or Governmental Process Or Notes) in
otder to upload the information for filing.
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Saving as a .CSV file
1. Click “FILE”.
[To upload the file, you will need to save the Excel Spreadsheet as a .CSV file (comma delimited).]

=k & Qaxdsm - Bxcel [ca e
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER TEAM
Props Map P Import
e Export
Add-Ins  COM Insert
Add-Ins Run Dialog
Addng Contrals XML Maodity
YES
B C D E F G H 1
ELEC - Q4 Form (V 1.0) Description Of Bill or New Jersey Register Title Previous
1 General Category hedule Type Identifier Prefix Identifier No Position Agency  OfRuleor Process Or Notes Entity  Session
N Describe the Bill in this column. NO COMMAS

2 |Agriculture and Food L_Legislation A_Assembly Bill 45852 P_promoted ELEC allowed in columns D; F-H. ELEC NO
3 |civil Rights. R_Regulation PL_PublicLaw BSEWWW 0_Opposed sa ‘We will Oppose this Bill for a while sal NO
a d Regt Oversight GP._( Process  BP_Bidding Procedure 123abc A_Amendment o Adjusting the way Bids go out to SUBS. orr
5 |Banking and Insurance R_Regulation NJAC_New Jersey Administrative Code 7833 P/O_Promated in Part/Opposed in Part AG Final Row for this test AG
6
7
8
[}
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1
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13
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2. Click “SAVE AS” and select a location to save your document.

Qd.xlsm - Excel

Save As

E;I Computer

: % Other Web Locations

Current Folder

Etl Computer Desktop
Recent Folders
Add a Pl
+ arlace Deskiop
M:
Account
Options
Browse
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3. Click on the “Save As Type:” and select “CSV (Comma Delimited)”

Save As

X3
@-\ 10 v Q4 Schedule A [ #3 | [ Search @ Schedule 4 o]
Organize +  New folder @
P Desktop ~ Neme ’ Date modified Type Size
|Jg Downloads
] Recent Places No items match your search.
4 Libraries
Documents
& Music
=] Pictures
[B# videos
8 Computer
& osc
=
File name:  Q4.xlsm -
o, Excel Workbook ("xisy)
% Excel Macro-Enabled Workbook (*.xism)
Excel Binary Workbook (*xIsb)
Excel 97-2003 Workbook (*1s)
XML Data (aml)
Single File Web Page (. mht:*.mhtmi}
Web Page (*htm;" html)
Excel Template (*adt)
Excel Macro-Enabled Template (“itm) —

Excel 97-2003 Template (“xit)
Text (Tab delimited) (*:txt)
Unicode Text (*.bxt)

Text (Macintosh) (*6d)
Text (MS-DOS) (".bct)
CSV (Macintosh) (.csv)

4. Click on the “SAVE” button.

®-| b Q4, Schedule A - |4,|| Search Q4 Schedule A p|
- @

Organize « MNew folder

B Desktop o Mame Date modified Type Size
j Downloads
“El Recent Places Mo items match your search.

| Libraries

Documents
J’ Music

|5 Pictures
B¥ Videos

1% Computer

&os
=
— -
File name: Qd.csv -
Save as type: | CSV (Comma delimited) (*.csv) -]
Authors: eamaya; brobbins Tags: Add a tag Title: Q4
(' Hide Folders Tools ~ sve | [ Cancel
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Click “OK”

Microsoft Excel @

The selected file type does not support workbooks that contain multiple sheets,

Pl l % +To save only the active sheet, click OK.
= To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

0K l [ Cancel

Click “YES”

-

Microsoft Excel @

Some features in your workbook might be lost if you save it as C5V (Comma delimited).

Do you want to keep using that format?

Yes ] [ Mo ] [ Help ]

You will notice that certain columns have been programmatically (or abbreviated). This is
programmed to occur upon saving the excel spreadsheet as a .csv file.

BH S Qh.avn - Exsel 7 ® o 5
HOME  DNSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW | DEVELOPER | TEAM -

ELEC - 4 Form (v 1.0) Description Of Bll or New lersey Register Title
dentifier Mo i

asasz "
(-~ o
4 Regulations and Regulatory Oversig 1230be A
8 [Banking and insurance. R frres fPaay o)

fLEC
scl
or

ac

Close the “CSV” file.

You will receive a prompt “Want to Save your changes...... 7,
Click on “SAVE”.

Microsoft Excel @

Want to save

r changes to "OQ4.csv'?

[Dog'tSa\re] [ Cancel ]
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10. Select a location to save your file.

3] Save As

Ou | . v Computer » O5(C) » Users » v Desktop » Q4, LobbyingActivity »
Organize = Mew folder

Bl Desktop “+  MName Date modified Type

4. Downloads

. — . code 2/17/201611:09 AM  File folder
il Recent Places

4l Libraries
3 Documents
J‘. Music
=/ Pictures
B videos

m

M Computer
£, 0s(C)
S

B Qdesv 2/12/2016 10:59 AM  Microsoft Excel C...

~ [ #2] [ Search Q4, LobbyingActivity

Size

42 -

1KB

File name:

Save as type: [CS\" (Comma delimited) (*.csv)

Authors: Tags: Add atag Title: Add a title

“ Hide Folders

Tools

-

save | |

Cancel

11. You will be prompted, that it already exists. Click....”YES”.

Confirm Save As

I Q4.csv already exists,
Do you want to replace it?

Yes ] [ Mo

12. Click “YES” on the final prompt.

Microsoft Excel

Help
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Upload the .CSV file

1. On ELEC’s homepage, click “LOBBY”, “File Forms” and “Q-4-Quarterly Report of
Governmental Affairs Agent”.

) i v clecstatenjus’ | o-¢l@ & New Jersey Election Law En ‘ |

File Edit View Favorites Tools Help

¥ & New Jersey Election LawE. o

N

search
ihome | services 2 to 2] departmentslagencies | fags

Stare or New Jenser )

S
New Jersey Cavparon Frvancne anp Lossfine Discrosure @
E. oN Law ENFORCEMENT CoMmissIol L=t

=8 pusiic idates & Lobbying |20 v Legal Resources | About ELEC

ELEC Oniine ~

7
Electronic Filing lmg_@_ctlve
View A Report Guide toFogms
Lobbyists Annual Reports - =
Report Disclosure Dates.

Contribution Limits Chart
‘Search the Database

e New Location

Subscribe to ELEC News

R Planned for Spring 2016

News Room
Stockton St, Trenton, NJ {formerfy NJN Building)

ELEC-Tronic Newsletter
Publications
ELEC Statutory Authority

Website Help
Commission Meeting & Minutes For ELEC Filers
‘The New Jersey Election Law Enforcement B information about fiing requirements,
Jefi Brindle Talks About Commission will have a meefing at 11:00 am. on access forms, manuals, electronie fling options,

e —

njhome | services a to z | departments/agencies | fags

2 1B

SraTe oF NEW JERSEY
NEew Jersey CamparN Financing aND LosByYING DiscLOSURE
ELecTiON LAW ENFORCEMENT COMMISSION
Home Public Information | Candidates & Committees Pay-to-Play Legal Resources About ELEC
Overview and Training
Public Information
File Forms

+ Overview and Training »

+ Public Information - View Reports and Summary Data »

=——————J» - File Forms »

Contact Us | Site Map/ o

OPRA| Open
Pubiic Reconds Act

Statewide: Privacy Notice | Legal 1 ibil 1 @
©2016 State of New Jersey

Mew Jersey Election Lew Enforcement Commission. P.O. Box 185. Trenton, NJ 08625-0185
Tel (809) 202-8700 or Toll Free within NJ 1-888-213-ELEC (3532)

o —

njhome | services a to z| departments/agencies | fags

Stare oF New Jensey St
New Jersey CampareN FinancinGg anp LoseyinGg DiscLoSURE @

ELEcTiON LAW ENFORCEMENT COMMISSION -

Home | Public Information | Candidates & Committees Pay-to-Play | Legal Resources | About ELEC

Overview and Training

Public Information File Forms
File Forms
Effective February 16, 2016 all lobbying forms are required to be submitted
electronically. A Registration Number and PIN is required to electronically sign each
form.
To obtain a Registration Number and PIN click here »
Guide to Forms
Registration and Termination (GAA)
REG - Registration (New Agent Registration) Instructions »
NR - Notice of i jistering a Entity) Instructions »
NT - Notice of Termination Instructions »
L-3 - Consent to Service Form Instructions »
Quarterly Filing
——k Q-4 - Quarterly Report of Governmental Affairs Agent Instructions »

Annual Filing
Steps to Filing Electronically

+ Obain a G ion issued IN. Registrati ication Form >
+ Follow the instructions to enable "Trust This Document”

+ Electronic Filing Instructions for Lobbying Forms >>

+ Upload completed form to ELEC. File the Form >>
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2. Enter your “Registration Number” and “PIN”.

‘a@m@ 0610253701 dicles B = & Cetificate etor €]  New ersey Fection LowEn.. % | |

File Edit View Favorites Tools Help
W

search =]

njhome | services a to z | departmentsiagencies | fags

State oF New Jersey ESILDN
Ew JERSEY CaMPATGN FINANCING AND LoBBYING DIscLOSURE ‘..®"
ErEcTiON LAW ENFORCEMENT COMMISSION Nemi
Home Public i Candi &C i Pay-to-Play Legal Resources About ELEC
Lobby E-Filing . - N
View Lobbyist Reports Electronic Filing For Quarterly Lobbying Reports
Registration/PIN Forms Q-4
Application
i Click here for the annual forms and instructions. Complete and save the form on your computer.

Electronically File
File the Form Enter the information below to access the electronic filing web page to file electronically.
Annual Report

Summary Data
Enter your Registration Number and PIN

* heder [Regisiraton to || | aLerT: ONLY QUARTERLY REPORTS WILL
R ¥ aisas |

view and print POF (Portable
Document Format) Fies.
Upgrade todsy by downloading
the Istest version of Adobe:
Reader software for FREE

Share [Contact Us [Site Map/Search | Employment Opportunities
OPRA|Open
Public Records Act
Statewide: Privacy Nofice | Legal Statement | Accessibility Statement | @

©2015 Stste of New Jersey
New Jersey Election Law Enforcement Commission, P.0. Box 185. Trenton, N D3625-0185
Tel. (BD8) 282-5700 or Toll Free within NJ 1-335-313-ELEC (3532)

3. Click on “Create New Q-4 button”.
(Your name should appear at the top-right corner of the webpage.)

StaTE OF NEW JERSEY
NEew Jersey CamraieN Frvancing anp Lossymi DiscLosure

ELEcTiON LAW ENFORCEMENT COMMISSION

Welcome YOUR NAME ! Logout
Q-4 Filing Manager

4. Fill out Page 1 of the Q-4 Form.

(GOVERNNENTAL AFFAIR ACENT
GUARTERL REPORT
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5. Scroll to the bottom of the page to “Upload CSV File”.

Message(s) : Activity rows - ) \

| save Q4 || Add/Edit |[ Back To Q-4 Filing Manager ||| Upload CSV File ||| Preview PDF ||| TOP

6. Click the “Browse” button to locate the .CSV file.

State oF NEw JERSEY o Ilky"
N
3 EwW JERSEY CaMPAIGN FinanciNG AND LoesyiNG DiscLoSURE o @ﬂ.‘

ELEcTION LAW ENFORCEMENT COMMISSION

Q-4 CSV Activity File Upload Manager

GAA Name NEW NEW
Filing Year 0
Filing Quarter 0

Select a CSV File

Is First Row Header

Validate and Upload

Back To Add/Edit Activity || BackToQ4Form || Back To Q-4 Filing Manager

7. Locate your file and select it, then click ‘Open’.

D+ O Centificate . €| @ wwnwneta.state.nj.u x| |
+| 2 ChooseFileto Upload TSEdractor - Admin - ] AGAA - Admin & Pay-To-Play Admin
n @C-\ |+ Q4 Schedule_A [ 4 |[ Search Q4 Schedule_a 2|
Organize New folder =~ 0l @
X Favorites 2| Name ’ + Date modified
B Desktop Appendix Adoc 2/11/2016 416 PM
18 Downloads Filling out Q4_Schedule_A docx 2/11/2016 11:41 AM

] Recent Places 2uos2zaen pd Manager
2/11/2016 229 M

2/11/2016 3:32 PM [

m

4 Libraries
[Z) Documents
& Music L4
&) Pictures
BE videos

Saving_Q4_Schedule g

—

/8 Computer
&, os(C)
= <] :l
@ ® « it ]

File name: ~  |AllFiles (*%) -

G

Back To Q-4 Filing Manager
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8. Verify that the checkbox “First Row Header” is selected.
Click the “Validate and Upload” button.

State oF New Jersey

7/ New Jersey CamparcN Fivancing anp Lossying DiscLosURE
ELecTiON LAW ENFORCEMENT COMMISSION

R B
7 & O3

CELII
Fenn

Ny

Q-4 CSYV Activity File Upload Manager

GAA Name NEW NEW
Filing Year [}
Filing Quarter 0

Select a CSV File
|C:\Users\| \Desktop\Q4, Schedule_A\Q4 csv ” Browse. .

s Fust Row Header

" Validate and Upload | <

Back To Add/Edit Activity || BackToQ4Fom || Back To Q-4 Filing Manager

9. Verify your Information and Click on one of the 3 buttons.

Q-4 CSV Activity File Upload Manager

GAA Name NEW NEW
Filing Year 0
Filing Quarter 0

Select a CSV File
[ Browse...
Is First Row Header
\
] \ Back To Add/Edit Activity H Back To Q-4 Form \ \ Back To Q-4 Filing Manager \ |
Uploaded the following 4 records.
‘Valid Rows List - 4
GeneralCategory Type IdentifierPr ifierNumber Position A Description RepEntity Pr
Describe the Bill in this
Agriculture and Food L A 45852 P ELEC column. NO COMMAS ELEC
allowed in columns D; F-H.
Civil Rights R L 856www o | scr  Wewl OT’"‘:;;:“S Billfora | goq
Regulations and Adjusting the way Bids go out
Regulatory Oversight GP BP 123abc A oIT to SUBS OIT
Banking and Insurance R NJAC 7833 P/O AG Final Row for this test AG

10. Your information will now be displayed in the Lobbying Activity Page.

HIGH LEVEL OFFICIAL:
TYPE: L eton - g e G,
o 5 e of s Exicubo FrCh, oy oy, COS, SR,k Gt B340 X PRty 0 13
GP- Goverrmentss Processes. el degariment of e Executes Branch of State Govermment e
POSITION: P Framted O Cppcasd A At
AGENCY:
10 Promcln n ParOrscnmd 1 Pt . ——
Covarert
Lobbying Activity - Legislation, Regulations, and Governmental Processes Add | Edn
. High Leval "
K Tove | Pria | e | Pokion el s T o R o Soprwmed | Proiow
Category & = Goreramenta Procesor Notes il
| | | | Awmoy |
52 = Desceibe the Bl m tho column, NO COVMAS . =
Mo amdrood L A oes2 mzc | rrlpbed ELEC
Civa Righis S C) sa We will Oppose this Bill for a while sci
[Reulatioes sod . v
Resuimory versghe (7B e a |orr dsting e way Bids goowwSUBS  O17
[Basking and lnswance & NAC 7853 PO AG Fal Row for tha tet A
[P ST P p——— P 2 [T yr—p—_—
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11. Click “File With ELEC” button in order to file the form.

Form Q-4 Revised.Jan. 2016

File With ELEC

12. You will receive a message stating that your “QQ-4 has been submitted”.
You may proceed to Logout.

Stare oF NEW JERSEY

NEew Jersey CampareN Fivancing anp LosByiNGg DIscLOSURE
ELecTiON LAW ENFORCEMENT COMMISSION

Welcome
Q-4 Filing Manager

Your Name fLogout]
Q-4 has been Submitted

FILED Q-4 List
Document  Action Last First Badge Filing Filing Amend Business

Year Quarter No. Name
IName FName (200 2015 4

Create New Q-4

Name Name No.

=

Business
Address

Business Business Business Business
City State Zip
Amend Copy

Report

Phone No.
ELEC

28'W. State St Trenton NJ 0B611 609-292-8700 15
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