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1. From the City of Pickering Lobbyist Registry webpage, click the “Register as a Lobbyist” button.

Creating an Account
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2. Select “Sign up now

Creating an Account
3. Enter your Email Address and Click 

“Send Verification Code”.
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4. Once you receive the Verification Email, enter your Code and click “Verify Code”.

Creating an Account
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5. Enter your email address, password, confirm 
password, First Name, and Last Name. Select 

Preferred Language, Click “Create”.

Creating an Account
6. Read the Terms and Conditions and click 

“Accept” to continue. 
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1. Your account set up is now complete. The next step is to create a profile. Click “Create Profile”.

Creating a Profile
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2. Enter Lobbyist Details and click “Next”.

Creating a Profile
3. Enter Client Details and click 

“Continue to next step”.
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4. Read and agree to the City of Pickering Lobbyist 
Registry By-law and Lobbyist Code of Conduct. 

Click “Continue to next step”.

Creating a Profile
5. Review the information and click “Save”.
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6. Your lobbyist profile has been created and will be submitted for review prior to becoming available in 
the public registry. You will receive an email notification indicating that your submission is under review.

Creating a Profile
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7. Once the Lobbyist Registry Administrator has reviewed the submission, you will receive an email 
notifying you that your status has been updated. Should your submission require any edits, you will 

receive an email notifying you of the item that requires clarification. If sufficient information is submitted, 
you will receive an email notifying  you that your status is now Active.

Creating a Profile
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8. You have successfully created  your lobbyist profile, now click “Declare Activity” 
to start entering lobbying activity details.

Registering Lobbying Activity
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9. Select “City of Pickering” under “Municipality to 
be Lobbied” and click “Next”.

Registering Lobbying Activity
10. Enter Lobbying Activity details and click “Save”.
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11. Click “Yes” to confirm submitting the lobbying 
activity to the City of Pickering Lobbyist Registry.

Registering Lobbying Activity
12. Your lobbying activity has been created and will 
be submitted for review prior to becoming available 

in the public registry.
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13. Your Application Status will now show as “Pending Review”.

Registering Lobbying Activity
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NOTE: The Review Process is to check for administrative issues 
only. The review process does not imply that any submissions 
have been vetted or checked for accuracy and legitimacy. The 
Lobbyist will ultimately be responsible for ensuring accurate 

Lobbyist Registration.

Review Process
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14. Upon submission of a lobbyist profile/activity, the lobbyist will receive an email notification:
 If you do not receive a notification email at any stage throughout the Registry Process, 

remember to check your Junk and/or Spam Folder

Review Process
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15. Once reviewed by the City Administrator, the lobbying profile/activity will become available in the 
public search.

 In the event a profile/activity is declined, the lobbyist will receive an automated notification email with
comment from the Administrator and the ability to edit according to the administrators comments and 

resubmit.

Review Process
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1. Click “Forgot your password?” from 
the sign in page.

Resetting Your Password
2. Enter your email address and click “Send 

verification code”.
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3. Receive email with verification code.

Resetting Your Password
4. Copy/paste verification code and click 

“Verify code”.
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5. Enter a new password and “Continue”.

Resetting Your Password
6. User is logged into Lobby Registry.
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