OBTAINING A LOGIN

The system will allow only one account per email address. Every person that
uses the system will need to obtain a login by clicking the “Sign Up button.”

The login that you obtain in the first step is the login just for the person to enter
the registration system.

@ Safari File Edt View History Bookmarks Window Help i = ) @) Suni0:35PM Kathryn Kanemor Q =

@ test-ag.ehawali.gov

Professioafl Fundraiser Registrat

% & Charties Division; Hawra.ﬁé&grney’ General

Welcome to the Professional Fundraiser Registration System

To start, log intoeH awaii.gov Professional Fundraisers and Solicitors Can:
What s eHawali eaou? + Initially register In the State of Hawall,
o + Submit surety bonds and contracts.
(N 2 LR + Renew an existing registration
i g 2 ¥ + Manage your Hawaii registration.

+ Receive ragistration renewal remindars,

+ Submit end of campaign reports.
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COMPLETING AN INITIAL REGISTRATION

1. When completing the completing the initial registration, in Step 1 of the
registration for the solicitor or fundraising counsel organization, we ask that you
enter the email address of the solicitor or fundraising counsel and not use your or
your firm's email address.

2. The system is programmed to accept a maximum of 2 registrations per FIEN
therefore, an organization that has both solicitor and fundraising counsel
contracts, separate registrations for a solicitor and fundraising counsel must be
completed.

5 m & test-ag.ehawall.gov & i I

16 unread) - pelieswestis - Yahoo tal

Profossional Fundraisor Registration

(&’ Registration Form

* All fields are required, unless otherwise specified.

PROGRESS

Step 1. Organization

ORGANIZATION TYPE ORGANIZATION NAME
Select B
FEIN EMAIL PHONE
‘ .
. = g
Format; 12-1234567 format username@provider.ext Format: (BOSY 123:4567

w
jrd
o
n
a
<

A Flease fill these cut: Organization Typa, Name, FEIN, Emall, Phane and Form of Dreanization.
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ADDING A CHARITY

This system is linked to the Hawaii Charity Registry database and the list of
organizations that have been granted exemptions from registration. Therefore
when adding the charities that the solicitor or fundraising counsel has contracts
with, in Step 5 you would insert the date that services started for the charity and
click “Add Charity.” A second screen will appear and you may search for the charity
by word search or FEIN.

@ Safari File Edil View History Bookmarks Window Help I %= o) @) Moni1:14AM Kathryn Kanemod Q. =
e < M ﬁlashag.mwa.ll.qw. &

‘Al Stebﬁﬁformation Continued

o

SERVICES START
b Date that you first bagan ar will begin providing fundraising counsel senvices with raspedt to a charitable organization's soliciation of contriputions {rom Hawsii residents
)

b

month/dayfyear

@ The dara s valid, month/dayfyear

Counsel Service Names

Are any persons at your organization in charge of any counsel services?

Associated Charities
Charitable organizations you are cusrently or will be providing sereces to in Hawail.

+Add Charity,

W ASSOCIATED CHARITIES CONTRACT WITH CHARITY

UPLOADED CHARITY CONTRALTS

| ' EVOERV & 0ovnload | x Remove

@ Ssfarl Flle Edl View History Bookmarks Window Help ; @ = W) @ Mon11:14AM Kathryn Kanemori Q=

@00 <| @O N (i test-ag.ehawall. gov & lal a | FF

NAME FEIN NTEE CODE

|
Charity Name 12-1234455 :‘Select—
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MANAGING / LINKING TO EXISTING REGISTRATIONS

Once the initial registration for a solicitor or fundraising counsel has been created,
the registration, adding of contracts, bonds, submission of renewals, and financial
reports may be done by anyone that has a login and who has “linked” to that
solicitor or fundraising counsel’s registration.

EXAMPLE: Both Hugh and Kathy have logins to the Hawaii Professional Fundraiser
Registration System. Tobby’s Friends is a professional solicitor account that is first
assigned to Hugh and Hugh completes the initial registration for Tobby’s Friends.
The account is then assigned to Kathy to manage. Kathy may gain access to Tobby’s
Friends’ registration to upload contracts, submit financial reports and renewals by
“linking” to Tobby’s Friends’ registration.

@ Sefari Fllo Edil View History Bookmarks Window Help =R = 4) E3 Euni0:34PM  Kathryn Kanemori Q. =

| Atesvegenavallooy

Bunrad pchawsma vahoobla Profasconal Fursrales Fogistaton

puppies Professional Solicitor 585551165

Rooster Teeth Professional Solicitor 234232093

Jessie’s Nest Professional Fundraising Counsel 850BB6LSS

Sy

Link Existing Registration

T & Char ties Division - Department of the Ararney General Cooyright © 2015 Skte of Hawa) < .

425 Quesn Sirest, Honaluiy, Hi 96313 : Al rights reseivad.
Powered by HC
e
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Phone. (504) 5561450 - Fac.
sealiny Fesdbiscl Frivacy Terms
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In order for a person with a login to “link” to an existing registration, they will need :
1. The link code from the registration.
2. The type of registration (professional solicitor or fundraising counsel)
3. The FIEN for the solicitor or fundraising counsel.
These 3 pieces of information are stated on the registration for the organization. A
PDF copy of the registration may be printed out.

& Safari File Edit View History Bookmarks Window Help e I = o) [E} Sun10:34 PM  Kethryn Kanemari

Q. =

 tast-ag.ahawall gov &

LINK CODE ORGANIZATION TYPE

-Select-

sk sur=you have correctly fllad in afithiea

x Cancel

= o) Sun 10:34 PM  Kathryn Kanemari =
7 test-ag.shawall.gov
W aatica ==t s — e = i %Y B b |
! '7_ B et s ) T |
i
' ' . |
¢® (= Tobby's Friends | o
A¢ | *
@
I@ i B Previous Regist-ations Status Physical Address 425 quesn street {‘
= FEIN Number 000000000 henoluly, HE 95813 "
ﬂ ’ ® Chavlties Link Code  fNSEHSSPO Phone  (303)586-1430 ke
e Type Fn nal Solicitor Email “ATHRYN-
m | Registration PDF nad JEANT KANEMORI@HANAIL GOV
|
Users with Access  DeAnna Niderost =
Hugh fones
keathy kanemeri
{ & e
g
-?’Up‘ii—“’ Re:jgnsﬁ;anm\ 3 S Unfink Regisiration | "% Beariate Regstration ]
|
.J!"'- 0
: s
Name Effective Date Expiration Date
2 Fieagan Dave Jan'1, 2015 Dec 31,2015
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Each person with a login will be able to see all of the organizaiton’s whose
accounts/registrations they have either created or linked to and the status.

@ Sofori Fle Edit View History Bookmarks Window Help

Professional Fundraiser Registration

i Hava.wrney General

W

# Registrations

Welcome ta the Hawal Attarney General'z onling Professianz] Selicer ana Fundraising Counsel Regist
vaill help you manage your Professional Schcitor and/or Furndraising Counzel registration information anline.

sian

L Systerr. This orline system

Name Type FEIN Status
Tobby's Friends Profess:anaI.So\imer 000000000
We Counsel U Professional Fundraising Counsel 999530000 =3
Peedess Peachface Friends Professional Fundraising Counsel Go1inm [ Active |
Daove Tails Professional Fundraising Counsel 123456789 Rending |

To add documents to an existing registration click the Charity button on the left and
charities that the solicitor or fundraising counsel have on file will come up. Under
“documents” click “view/add.”

fii
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@ Safari Fila Edit View Hislory Q
B E-EE

p8ee < m 7 test-ag ehewailgov =

1

= Tobby's Friends : 1

% Linked Charities

Name FEIN NIEE Documents
Codes

Aleha Ballraom Dance Academy, Inz. 51-0440283 B

Boy Scouts Of Americs - Aloha
Council

98-0073482 Q

So Liink New Charity

ol £ T T G e T
Tax & Chartties Division - Depariment of the Attorney General Cq&f@lﬁ%@'{%ﬁt@le of Hawail
425 Queen Strest, Honalulu, HI 96813 2 :‘_'I o ' M‘Mg 'r"_ ",..3
Priane; (808) 5861480 - Fax (ROE) 586:8116 - Emall . —.‘nt,l.;t' A“h%ﬁé@&fﬁ’ i
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You may upload additional contracts or a financial report. You may enter as
many contracts as you wish for each charity. If the solicitor or fundraising
counsel has a current contract that extends past June 30, 2015, you will
need to upload a copy of the contract even if you have provided a paper
copy to our office. After a registration is completed and when new contracts
are signed, anyone that has a login and is linked to that organization’s
registration would login and “update” the registration and add a new contract to
that associated charity.

All documents (i.e. contracts, bonds, end of campaign reports) that are uploaded
to the system remain in the system and will be made available for the public to
access. You need not upload a multi year contract more than once however, if
there are addendums or supplements executed for a contract you would need to
upload the addedums or supplements as they become available.

@ Safari File Edi View History Bookmarks Window Help (o=l 2 Wl E} Sun10:54 PM Kathryn Kanemori

Q
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@298 < (in] o test-gg.ehawallgoy & th a F
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(= Tobby's Friends
W Boy Scouts Of Amerlca - Aloha Council Dacurments
Name Date Type User Remove
5-Publicaror-4991 -Rev-2-2014 pdi Apr7, 2015 Charity Contract kathy kanemaorl
Page1ofl
e
¢ Back t Details 1 load All 7 ”i,f;;;? + Add Document = H
X Add Charity Cantract
—= == = = _’L*-":; _7 i o _‘ ‘ @ Add Financial Repart
Tax & Charitias Division - Department of the Attorney General Copyrght @ 2015, State of Hawail
425 Queen Streer, Honaiuly, HI 96813 ’ All Tights reserved,
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END OF CAMPAIGN FINANCIAL REPORTS

When completing the end of campaign financial reports for professional solicitors,

you will be prompted to inter the name, title, email address of an authorized agent

for the professional solicitor and the names of 2 officials of the charity and the date
that each signed off on the financial report. For each of these persons please enter

an email address that is personal to that person and not your email address or the

email address for your firm or another person.

@ Sofari File Edit View History Bookmarks Window Help

| 7= o)) =)} Mon11:01AM Kathryn Ksnemori Q=

Ll

1est-ag.shawali.gov

{21 Add Financial Info

PROGRESS

* All fields are required, unless otherwise specified.

Authorized Contracting Agent
NAME EMAIL

[ Tobby Mypal ] Atg.charities@hawail.gev

@ Vou have entered an agent nzme Format; usarname@provider ext

@ Email formatis valid,

TITLE DATE SIGNED

[ President ] [ 05/25/2015 ]

& You have entered an agent tite @ The dateis valid. month/day/year

& Yay! You're ready to move on to the next sigp!

& | test-ag.shawall.gov .- G |
Organization Official

NAME EMAIL

{ Carter Lovebird ] Hillbillybird@yahoo.com

@ You have entered 3 charity name. Format; usarnama@provider ext

@ Emall format is vald.

TITLE DATE SIGNED

{ President ] [ 05/25/2015

@ You have entared 3 charity tile. @ The date is valid. months/day/year

Organization Official 2

NAME EMAIL
[ Murphy Lovebird ] [ Howdledoodie@yahoo.com
@ You have entered a charity narme. Format: username@provder.ext

@ Email format 15 valic

TITLE DATE SIGNED
[ Vice President J [ 05/25/2015
& You have entered a charlty ttle. & The date iz valid. month/day/fyear
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SYSTEM GENERATED EMAILS
When you complete a registration 2 emails go out and this is who they go to:

1. confirmation that the registration has been submitted: goes to anyone that
has a login and is linked to that registration and the solicitor or fundraising
counsel at email address listed for the solicitor or fundraising counsel.

2. confirmation that the registration has been accepted : goes to the same
people

There are certain questions in the registration just as it was on the paper form
such as whether there have been legal actions against the solicitor or if they
employ persons convicted of a felony having to do with misrepresentation - if
those are answered "yes" those registrations are flagged for us to look at so the
system does not automatically approve them. Our office will receive a
notification that there is a pending application and will review it and may ask for
additional information, accept the registration, or deny it through the system.

When an end of campaign report is submitted for a solicitor the system will send
out an email that the report has been received to everyone that has a login that is
linked to that solicitor’'s registration, the authorized agent for the solicitor and the
2 officers for the charity.

The system has a 30 minute inactivity period until the user is automatically
signed out. This means that if the user does not interact with the system (click
buttons, upload a file, navigate through pages, etc), it will automatically sign the
user out. The user will need to then log back in to the system to access
information again.

Hawaii Professional Fundraiser Registration 9
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QUESTIONS ABOUT HOW TO USE THE SYSTEM

Live chat is available Monday—Friday, 7:30 AM to 4:30 PM Hawaiian Standard
Time.

Email: info@ehawaii.gov
Phone: (808) 695-4620 | Toll-free: 1 (866) 448-0725
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~ lax & Chariicoiision, Halali Attorney General

Welcome to Hawaii Charities Online

Pay annual registration fees that are due and search for charitable organizations registered @ in the
State of Hawail.

B Pay Fees | Q Search

Pay annual fees for registered charitable organizations. Search for Registered Charities (and Review their Registration

o - and Annual Financial Reports).
K Pay Now

Tax & Charitles Dnision - Department of the Antorney General Copyright © 2015

425 Queen Street » Honelul, H 86813 Stats of Hawari. All rights resanyed
Phona: (802) 586-1430 - Fax: (808} 5868116 An Equal Opportunity Employer.
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