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Welcome Screen 
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Enter the payment portal and document upload site via one of the three icons on the bottom of the 
Welcome screen 

 

 

 

 

 

For a transaction for a Principal, click on the Principal icon on the bottom of the Welcome screen. 
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This will take you to the Principal transaction landing page 

 

 

 

For Principal and Pubic Body Registration, click on the tab ‘Principal/Public Body Registration 
Payment)’ 

 

 

 

 

*If you are requesting a waiver of the $25.00 registration fee, click on the Non-Payment option and 
mark the waiver request checkbox. 
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Please complete all fields with an asterisk 

 

 

Select “Choose File” to upload your registration form, select your file, and click the blue Upload 
button 
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Click the Fee Confirmation radio button acknowledging that there is a non-refundable $0.40 
convenience fee associated with any credit card payment. Click “Pay Now”  

 

 

Complete the payment screen and click ‘Continue’ 

 



7 | P a g e  
 

Proceed to the payment authorization screen, review your payment information and if correct, click 
‘Authorize’ 

 

 

If your payment is successful you will receive the Checkout Utility confirmation screen 
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Click continue and you will receive a second Confirmation screen 

 

 

You will receive a confirmation email once your payment has posted 
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For Lobbyist filings please click the Lobbyist Icon and select your filing and upload your document  

(NOTE: No lobbyist filings require payment. Only Principal or Public Body Registrations and registration 
renewals require payment) 

 

 

 

 

For Principal or Public Body filings that do not require a payment, please select your filing type and 
upload your document 
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Click Browse, select your file to be uploaded, click Upload and once the file is uploaded, click Submit 
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You will receive an email confirmation that your document upload is complete, and a follow up 
confirmation email from your lobbying specialist once your filing has been reviewed and processed. 

Thank you for filing with us! 

If you have any questions, please do not hesitate to call. 

 

Regards, 

Gina Swoboda 
Campaign Finance & Lobbying Supervisor 
602 364 3219 
gswoboda@azsos.gov 
 


