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Ohio Lobbying Activity Center (OLAC) 
II. Renewing Existing Engagements Tutorial 

 

A. Renewing Engagements: 

1. Enter your User ID and Password.  Click Login. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Following the welcome screen, you will be directed to your Agent Homepage.  This screen will serve as the 

main page where you will access all filings required by JLEC.  To renew an engagement, select the link for 

the appropriate engagement type (Executive, Legislative, Retirement).   

 

Note:  for purposes of this tutorial, an Executive Engagement is displayed.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

           Note:   Legislative engagements do not expire until December 31, 2012. 
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3. You will then be directed to your Registration Page for the corresponding type of engagement.  To renew an 

engagement select the Renew Button.   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. From the Renew button, you will be provided with all previously filed registration information.  

a. Please verify all contact information and make any necessary changes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To update or change 

employer information, 

please do so in the 

employer OLAC 

account. 

 

 
1/1/2012 
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b. Review and/or edit all information relative to this engagement. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Once you have entered the appropriate information for this engagement type, you have the options to Close, 

Continue & File, Save, or Print the registration.  If you choose to discontinue entering the engagement the 

Close option will remove all changed information.  The Save option allows you to save the information you 

have entered; so you may return to the form at a later time (note: Saving the engagement does not file the 

engagement).   

 

If all information is correct and you are ready to proceed in renewing the engagement select the 

Continue & File option. 
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6. You will then be provided with a summary page.  If you need to make corrections please click Go Back & Edit.  

If the information is correct, click File.   

 

Note: Once you select file you will not be able to make changes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Once your registration renewal has been filed, you will be directed to a confirmation page.  It is recommended 

that you print this page for your records.  For the engagement to become active you must print and submit an 

invoice page along with the filing fee ($25 for each engagement).  Please select Print Invoice to access this 

form.  
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8. You will need to send the Invoice page with your $25 registration fee (you may include multiple Invoices and 

only one check).  Your engagement will not be active until the invoice page and filing fee are received by the 

OLIG. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Employer and Lobbyist signatures are not required for registration renewals.  If registration 

renewals are not filed by January 31, 2012, a signature page will be required. 

 

9. Please submit the invoice page and filing fee to: 

The Office of the Legislative Inspector General 

50 West Broad Street, Suite 1308 

Columbus, OH 43215 

 

10. Once you have printed the invoice page, you may return to your agent homepage to renew additional 

engagements or check the status of your submitted renewals. 
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B. Viewing the Status of Submitted Renewals: 

 

1. From your agent homepage, under the Initials heading, select the appropriate engagement type (Executive, 

Legislative, Retirement). 

 

2. A listing will display all filed engagements and/or renewed for the selected engagement type.  You may select 

the View option to view the submitted initial.  The Status of your initial will be marked as Received, Filed, or 

Saved.  Any initial you have saved from a prior OLAC session will be available here.   

 

 

 

 

 

 

 

 

 

 

 

*An Initial in Received status indicates that you have electronically submitted your initial and the OLIG is 

waiting to receive the invoice and filing fee. While the status of the engagement is listed as Received, you 

may reprint the invoice page if necessary.  Your engagement is not active until the invoice page and 

filing fee has been received by the OLIG. 

 

 

 

 

 

 

 

 

 

 

 

 

 

*An Initial in Filed status indicates that your invoice page and filing fee have been received by the OLIG.  

Your engagement is now active.  Once your engagement is listed as Filed, you will no longer be able to 

print an invoice page. 

 

 

***If you have any questions please feel free to contact our office at (614)728-5100. 

 

 


