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Welcome

This "City Official Reporting 101" information packet is intended to provide
information to City elected officials, the at will staff of elected officials, City
directors and appointees to certain commissions who are subject to the reporting
requirements of City Code Chapter 2.12 and Administrative Rule
ARB-ADM-15.02.

The City Auditor is charged with the administration of this program by City Code
Chapter 2.12. Specifically, the Auditor:

shall prescribe and provide forms for registrations, statements and reports
shall accept registrations and reports in an electronic format

shall make registrations, statements and reports available for public
inspection

may audit registrations and reports

is authorized to adopt administrative rules to administer this program.

00 000

Authority

Use of this information packet is intended solely as a reference guide. Every
effort has been made to present accurate and reliable information, however,
information in the packet changes periodically. As a result, this packet may
contain some inadvertent errors. The Auditor's Office would appreciate your
kindness in notifying us of any inaccuracies by phone, e-mail or in person.

Readers of this information packet should take note that the information
contained herein should not be considered as having the same weight and
authority as City Code or City Administrative Rules. In the event any information
conflicts, this packet is not controlling and users must instead follow relevant
legal authority.

Contact Information

Office of the City Auditor

Lobbying Entity Registration Program
1221 SW 4™ Ave Room 140

Portland, OR 97204-1987
www.portlandonline.com/auditor/lobbyist
phone 503-823-3546 fax 503-823-4571
e-mail lobbyist@ci.portland.or.us
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Purpose of the Program

"The City finds that to preserve the integrity of its decision making process, lobbying
entities that engage in efforts to influence City officials, should report their lobbying
efforts to the public.”

-(City Code Section 2.12.010)

Program Implementation Timeline

S December 21, 2005
o City Council passed Ordinance No. 179843
S April 1, 2006
o Effective Date of Ordinance No. 179843 and City Code Chapter 2.12
o Auditor began accepting online lobbying entity registrations
< October 1, 2006
o Auditor may begin imposing penalties
S November 15, 2006
o Commissioner of Public Utilities submitted report to Council on
implementation and effectiveness of program; next review in six months
S November 22, 2006
o City Council passed Ordinance No. 180620, amending City Code Chapter
2.12
o December 22, 2006
o Effective Date of Ordinance No. 180620
< June 20, 2007
o Commissioner of Public Utilities submitted second report to Council on
implementation and effectiveness of program
< August 8, 2007
o City Council passed Ordinance No. 181204, amending City Code
Chapter 2.12
S September 7, 2007
o Effective date of Ordinance No. 181204; lobbying entity cumulative
reporting threshold reduced from 16 hours to 8 hours beginning with Q4
(10/1/07 — 12/31/07)
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Online Lobbying Entity Registration & Reporting System
The Auditor's Office partnered with the Bureau of Technology Services to develop an
online registration and reporting system. This system was launched in 3 Phases:

< Phase One
o Lobbying Entity Registration
o Launch Date April 1, 2006

2 Phase Two
o Lobbying Entity & City Official Report Submission
o Launch Date June 2006

< Phase Three
o Lobbying Activity Reports available for review & download by public
o Launch Date July 2006

Definitions

2 "Lobbying Entity": Any individual, business association, corporation, partnership,
association, club, company, business trust, organization or other group who lobbies
either by employing or otherwise authorizing a lobbyist to lobby on that person's
behalf.

< Unregistered Lobbying Entity”: Any individual, business association, corporation,
partnership, association, club, company, business trust, organization or other group
who lobbies either by employing or otherwise authorizing a lobbyist to lobby on that
person's behalf, but does not meet or exceed the cumulative 8 hour quarterly
reporting threshold required for registration as a lobbying entity with the City.

S "Lobbyist": Any individual who is authorized to lobby on behalf of a lobbying entity.

< “Unregistered Lobbyist”: Any individual who is authorized to lobby on behalf of an
unregistered lobbying entity.

S "Lobby" or "Lobbying" or "Lobbies": Attempting to influence the official action of
City Officials. Lobbying includes time spent preparing emails and letters and
preparing for oral communication with a City official. Lobbying does not include:

1. Time spent by an individual representing his or her own opinion to a City
official.

2. Time spent participating in a board, committee, working group, or commission
created by City Council through approval of resolution or ordinance.
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3. Time spent by a City Official or City employee acting in their official capacity
as an official for the City.

4. Time spent submitting a bid, responding to related information requests, and
negotiating terms on a competitively bid contract or intergovernmental
agreement.

5. Oral or written communication made by a representative of a labor
organization that is certified or recognized, pursuant to ORS 243.650 et seq.,
as the exclusive bargaining representative of employees of the City of
Portland, to the extent that such communications do not deal with actual or
potential ordinances that are unrelated to the collective bargaining process, or
implementation or application of any collective bargaining agreement
provision.

6. Formal appearances to give testimony before public hearings or meetings of
City Council.

7. Work performed by a contractor pursuant to a contract with or grant from the
City.

8. Time spend by any person holding elected public office, or their specifically
authorized representative, acting in their official capacity.

o "Calendar Quarters": One of the following four three-month periods

First Quarter - January 1 to March 31
Second Quarter - April 1 to June 30

Third Quarter - July 1 to September 30
Fourth Quarter - October 1 to December 31.

PwbdPE

2 "Calendar Year": The period of January 1 through December 31.
2 "City Official":
1. Any City elected official (Mayor, Commissioner or Auditor)
2. At will staff of a City elected official
3. City Directors - Director or individual in charge of:

a) Bureau of Development Services

b) Bureau of Emergency Communications

c) Bureau of Environmental Services

d) Bureau of Housing & Community Development
e) Bureau of Parks & Recreation

f) Bureau of Planning

g) Bureau of Police
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h) Bureau of Revenue

i) Bureau of Water Works

j) Office of Cable Communications and Franchise Management
k) Office of Government Relations

[) Office of Management & Finance

m) Office of Neighborhood Involvement

n) Office of Sustainable Development

0) Office of Transportation

p) Portland Development Commission

g) Portland Fire & Rescue OR

r) Portland Office of Emergency Management

4. Appointee to the:

a) Design Commission

b) Fire & Police Disability & Retirement Board
c) Portland Development Commission

d) Portland Planning Commission

2 "Consideration": Gift, payment, distribution, loan, advance or deposit of money
or anything of value. Includes a contract, promise, or agreement, whether or not
legally enforceable.

2 “Gift”: something of economic value given to a City official without valuable
consideration of equivalent value, including full or partial forgiveness of
indebtedness, which is not extended to others who are not City officials on the
same terms and conditions; and something of economic value given to a City
official for valuable consideration less than that required from others who are not
City officials.

Note: “gift” does not mean:

1. Campaign contributions as described in ORS Chapter 260;
2. Gifts from family members.

2 "Official Action™: Introduction, sponsorship, testimony, debate, voting or any
other official action on any ordinance, measure, resolution, amendment,
nomination, appointment, or report, or any matter, including administrative action,
that may be the subject of action by the City.

< "Person": Any individual, business association, corporation, partnership,
association, club, company, business trust, organization or other group.
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Basic Information

In addition to the reports of lobbying activities required for lobbying entities, City Code
Chapter 2.12 and Administrative Rule ARB-ADM-15.02 also place the following
reporting requirements on City Officials:

<o City Officials (defined on pages 4 and 5) must file Quarterly Statements
documenting:

1. Gifts, meals or entertainment received from a lobbying entity or lobbyist, or
unregistered lobbying entity or unregistered lobbyist, in excess of $25 OR

2. Any donations or gifts of personal or real property to the City requested (and
agreed to) from a lobbying entity or lobbyist, or unregistered lobbying entity or
unregistered lobbyist.

< City Officials, other than elected officials, are not required to file reports with the
Auditor if the amount of the gift, meal or entertainment is less than $25.00 or if no
gifts or donations have been requested in the calendar quarter.

< Elected officials must always file Quarterly Statements.

< City Elected Officials and City Directors (defined on pages 4 and 5) must post their

Calendars of activities related to official City business to the web each quarter, unless a

City Elected Official or City Director determines that such posting poses a safety threat.

Reporting Periods & Deadlines

Quarter Reporting Period Last Day to File Report

4 10/1/07 — 12/31/07 Tuesday January 15, 2008

1 1/1/08 — 3/31/08 Tuesday, April 15, 2008

2 4/1/08 — 6/30/08 Tuesday, July 15, 2008

3 7/1/08 — 9/30/08 Wednesday, October 15, 2008
4 10/1/08 — 12/31/08 Thursday, January 15, 2009

2 All reports are due by 5:00 pm on the last day to file.

2 If afiling deadline falls on a Saturday, Sunday or other legal City holiday, the report
shall be due by 5:00 pm the next business day.

< A City Official may amend a quarterly report without penalty if he or she files the
amended report within 25 days after the end of the calendar quarter.

City Official Reporting 101 Page 6
December 2007


http://www.portlandonline.com/auditor/index.cfm?c=41773
http://www.portlandonline.com/auditor/index.cfm?c=41772&a=119386

How do City Officials File Their Quarterly Reports and Post Their Calendars?
Per City Administrative Rule ARB-ADM-15.02:

2 City Officials must use the Online Lobbying Entity Registration & Reporting
System to file their Quarterly Statements. This system can be accessed by
clicking on the words "Click Here to Enter Online Application™" at
www.portlandonline.com/auditor/lobbyist.

< City Elected Officials and Bureau Directors must provide the Auditor with a link to
their Official Calendars located on their Portland Online website. The Auditor will
include a link on the Lobbying Entity Registration & Reporting website.

Any City Official (defined on pages 4 and 5) who:

< receives gifts, meals or entertainment in excess of $25 from a lobbying entity
or lobbyist, or an unregistered lobbying entity or unregistered lobbyist, or

< requests (and request is agreed to) donations or gifts of personal or real
property from a lobbying entity or lobbyist, or an unregistered lobbying entity
or unregistered lobbyist
must file a City Official Quarterly Statement.

To Create your City Official Quarterly Statement:

1. Go to the Lobbying Entity Regulation website
www.portlandonline.com/auditor/lobbyist

2. Enter the Online application by clicking once on the words "Click Here to Enter
Online Application."”

3. You will be prompted to sign in with your Portland Online user name and
password. Enter the information and click once on the ' sign-In | button. You will
be taken to City Official Reporting Main Menu.

NOTE - if you are a City staff person completing the report for a City Official, you
will need to use the City Official's personal Portland Online username and
password! Any other username will result in an invalid filing.
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4. Click once on the words "Manage Quarterly Statements."

Address I@ http: 4 v, portlandonline, com/auditor/lobbwyist/lobby. cfm faction=Displayt enu

Auditor's Office .=

City of Portiand, Oregon > o

Fuhblic:

FCOL - Government —+ Elected Officials — Auditar — Divisions — Lobbyist -
Online Application

Lobbying Entity Registration & Reporting
Your Lobhwying Entity account is active.

You can perorm the following tasks:

Manadge Registration & Loblyists
Manadge Quarterly Staternents

File a Certificate of Limited Expenditure
Wiew Training Materials

Wiew Program Administrative Rules

-#

You will be taken to the City Official Statements page. Click once on the "ADD"
button to the far right of your screen to begin a new Quarterly Statement.

Auditor's Office o ’m B =ic

City of Portiand, Oregon e L i

Services | Calendar | Puhblications | Charer, Code & Policies

ssments & Liens  Audit Services  City Recorder  Elections  Hearings  IPR mbudsman
FOL = Government —+ Elected Cfficials =+ Auditor —+ Divisions = Lobhyist —
Online Application

Lohbying Entities enter here to register - requirds Portland Online
Account

Malh Menu  Logoff
Lobbying Entity Statements

To begin a new GQuarterly Staternent, click the "ADD" button to the far right of your screen.

To update an existing Quarterly Statement, click once on the applicable quartar.

QuarterEndingI 'I Searchl Statusl \
Quarter Amount Estimate Finalized Active | created Last Updated 00

Copyright @ 2007 City of Partland - Disclaimer & Privacy Policy

6. You will be taken to the City Official Quarterly Statements entry page. Follow the
instructions below to complete your report.
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7. Select the current quarter from the drop down menu to the right of the words
"Quarter Ending.”

City Official Quarterly Statement

Selectthe quarter you would like to createledit from the drop down menu. Ifyou do not see a quarter date in the drop down
mmenu, you may have already finalized your report. Contact the City Auditor's Office at lobbyistigci.pofland.or.us ifyou need
assistance.

Statements are due hy the 14th day after the quarter ending date. Priar to that date, you may return to this page as often as
needed to update your staterment. Be sure to click the "Sawve" or "Save & Exit' buttons before you leave the application. When
vau have completed all necessary information, click the "Finalize" button.

City Official : weCullough save| SaveaBit | Finalize | cancel | Delste |
Quarter Endipg

ADD

8. Personal Benefits. City Officials must report any gifts, meals or entertainment
in excess of $25.00 received from a lobbying entity or authorized lobbyist, or
unregistered lobbying entity or unregistered lobbyist.

nal Benefits ( =
al Benefits to Report

that | have not received any gifts, meals or entertainment in excess of $25.00 from a lohbying entity or authorized
is calendar quarter.

List any gifts, meals or entedainment in excess of $25.00 received from a lobbying entity or any person autharized to lobby on
the lobbying entity's behalf, including the name of the lobbying entity and if applicable name of lobhbyist(s), subject(s) of
lobbying, value of gift, rmeal or entettainment, and date of receipt. All infarmation fields are reguired. Click the "AD0" button to
the far right of yvour screen to start a new entry.

Noneg

No personal benefits to report? Click once on the check box below the words
"No personal benefits to report.”

Personal benefits to report? Click once on the "ADD button to the far right of the
screen to start a new entry.

Personal Beneiits

Mo Personal Benefits to Report
[T | affirrn that | have not received any gifts, meals or entertainment in excess of $25.00 from a lobhying entity or authorized lobbyist this
calendar quarter.

Li=t any gifts, meals ar entettainment in excess of $25.00 received fram a lobhwing entity ar any person autharized to lobby on the
labbying entity's behalf, including the name of the lobbying entity and if applicable name of lobbyist(s), subject(s) of lobbying, value of qift,
meal or entertainment, and date of receipt. All information fields are required. Click the "ADD" button to the far right of your screen to start
a new entry.

n Lobbying Entity |Home Builders Associstion of Metru:u;:;l Lobhyist(s) Huld [Ctri] for muktiple

Subjects Hold [Ctr] for muttiple
Date IDdIDSIEDDE
Armount |35_[|u

Description |

Fire, Rescue and Emergency Service -
Housing and Community Developmen
Human Resources - diversity

Human Resources - general ;I

Other

City Official Reporting 101 Page 9
December 2007



2 Lobbying Entity: Select the name of the lobbying entity from the drop down
menu. If the lobbying entity is unregistered, select “Unregistered Entity.”

S Lobbyist: Select the name of the authorized lobbyist from the drop down
menu. If “Unregistered Entity” has been selected in the “Lobbying Entity” drop
down menu, highlight the line in the “Lobbyist(s)” field.

< Date: Enter the date (MM/DD/YYYY) the benefit was received.

< Amount: Enter the dollar value of the benefit without a dollar sign or commas
(decimal points are ok).

2 Description: Enter a brief description of the personal benefits received.

2 Subject of Interest: Select the general subject of the lobbying activity. If you
select "Other" include a description of the subject in the text box.

9. City Benefits. City Officials must report any gifts of personal or real property
requested from and agreed to by a lobbying entity or authorized lobbyist, or
unregistered lobbying entity or unregistered lobbyist, on behalf of the City.

ity Benefits

ity Benefits to Report
™1 3ffirrn that | have no gifts or donations of personal or real propery to the City to report this calendar quarter.

=T below any gifts or donations of personal or real property that a lobbyist or lobbying entity has agreed to make to the City,
including the name ofthe lobhying entity and if applicable name of lobbyist, git or donation requested, and date of request. All
infarmation fields are required. Click the "ADD" huttan ta the far right of your screen to start a new entry.

None

No City benefits to report? Click once on the check box below the words "No City
benefits to report.”

City benefits to report? Click once on the "ADD button to the far right of the screen
to start a new entry.

City Benefits
Mo City Benefits to Repoart
[ 1 affirm that no lobbying entity agreed to make gifts or donations of personal or real property to the City this calendar quarter hased on a regquest from me.

List any gifts or donations of personal ar real propery ta the City that a lobhbyist or lobhying entity has agreed to make upon request by a City Official including the name of the
labbying entity and if applicahle name of lobbyist, gift or donation requested by the City Official, the date of request, and the purpose ofthe donation.

[l Lobbying Entity [ Z Do Mot Use - Test Entity x| Lobbyistis) Hold [Ctrl] for mutiple
Date |—5I22IUT Liokbbryist &
GitttDonation |F00d for reception
Purpose |
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< Lobbying Entity: Select the name of the lobbying entity from the drop down
menu. If the lobbying entity is unregistered, select “Unregistered Entity.”

2 Lobbyist: Select the name of the authorized lobbyist from the drop down menu. If
“Unregistered Entity” has been selected in the “Lobbying Entity” drop down
menu, highlight the line in the “Lobbyist(s)” field.

> Date: Enter the date (MM/DD/YYYY) the benefit was requested.

< Gift/Donation: Describe the benefit in the text field.

2 Purpose: Describe the purpose of the benefit in the text field.

10.Saving & Finalizing Your Report. Quarterly Reports are due by the 15" day after

the quarter ending date. Prior to that date, you may return to this page as often as
needed to update your statement. Be sure to click the "Save" or "Save & Exit"
buttons before you leave the application. When you have completed all necessary
information for the entire quarter, click the "Finalize" button. See page 12 for
instructions on submitting your report.

Quarterly Reports are due by the 15" day after the quarter ending date.

Prior to that date, you may return to the Online Lobbying Entity Registration & Reporting
System as often as you need to update your quarterly statement.

1.

Go to the Lobbying Entity Regulation website
www.portlandonline.com/auditor/lobbyist

Enter the Online application by clicking once on the words "Click Here to Enter
Online Application."”

You will be prompted to sign in with your Portland Online user name and password.
Enter the information and click once on the "Sign In" button.

You will be taken to the City Official Reporting Main Menu.
Click once on the words "Manage Quarterly Statements."

You will be taken to the City Official Statements page. Click once on the applicable
quarter to open your Statement.
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Main Menu  Logoff
City Official Statements

To hedgin a new Quarterly Statement, click the "ADD" button to the far right of your screen.

To update an existing Quarerly Staterment, click once on the applicahle quarter.

Garter Ending j Searchl Status j Gol
Quarter Total Finalized Active Created Last Updated ADD)

_> 0B/2006 $55.00 Mo Mo 0BM5/2006 02:57 P DB/5/2006 05:05 PM

Copyright & 2006 City of Portland - Disclaimer & Privacy Policy

If you have already finalized your report, you will be able to view the printed
statement but not able to amend it. Contact the Auditor's Office at
lobbyist@ci.portland.or.us to arrange access if necessary.

7. You may now amend any of the information on this form. Follow Steps 7 to 10 in the
previous section on Creating Your Quarterly Statement.

Each Time You Amend Your Report: Be sure to click the "Save & Exit" button.

When You Are Ready to Submit Your Report: Click the "Finalize Button.

1. When you have entered all required information for your Quarterly Statement, you
may finalize the report by clicking the "Finalize" button on the Quarterly Statement

page.

Wam Meng Logom
City Official Quarterly Statement

Selectthe quarter you would like to create/edit fram the drop down menu. Ifyou do not see a quarter date in the drop down menu, you may
hawe already finalized your report, Contact the City Auditor's Office at lobbyist@ei portland.or.us ifyou need assistance,

Staterments are due by the 15th day after the quarer ending date. Prior ta that date, you may return to this page as often as needed to update
your statement. Be sure to click the "Save” ar "Save & Exit' huttons befare yau leave the application. Ywhen vou have completed all necessary
infarmation, click the "Finalize" buttan.

Gity Official Lee, Dorathy McCullough save | Save & Exit(| Finalize | Chncel | Delste |

Quarter Ending I.June 302006 'l
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2. A pop-up menu will appear asking you if you are sure you want to finalize your
guarterly statement. Clicking yes will lock you out of the ability to edit your statement
any further (you will be able to view and print the statement).

icrosoft Internet Explorer x

9 ) Finalizing your statement will prohibit Further editing.
h_‘_'/ Are vou sure you want ko finalize your quarterly statement now?

Ok = Yes
Cancel = No

(04 I Cancel

Click OK to finalize your statement.

3. You will be taken to a Confirmation page. Your filing is not considered final until you
print the Quarterly Statement, sign it and mail or fax to the Auditor's Office.

4. Click once on the words "Print the Quarterly Statement.” Your form will be printed.
5. Sign and date the declaration at the end.

6. Mail or fax the signed form to:
City of Portland
Office of the City Auditor
1221 SW 4™ Ave Room 140
Portland, OR 97204
FAX 503-823-4571

7. Click once on the words "Logoff" to exit the application pending the Auditor's receipt,
review and approval of your Quarterly Statement.

8. You will receive an automated email once the Auditor has accepted your report.
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City Elected Officials and City Directors (defined on pages 4 and 5) must post their
calendars of activities of official City business to the City website by the 15" day after
the end of the calendar quarter for the previous calendar quarter.

How to meet this requirement:

2 Post your calendar on your bureau's City website. There are different methods that
your schedulers/assistants can use to post your calendars to the website.

o Use a WordCal program of Outlook to transport the Outlook calendar into
a Word document. Contact Jessi Rhodes in the Mayor's Office for
assistance with this process.

o The Bureau of Technology Services recommends that calendars be
turned into PDF's through Outlook and then posted to the Internet. There
are instructions in Appendix A of this packet.

2 Once you have established your calendar page on your Bureau website, contact the
Auditor's Office lobbying regulation staff at lobbyist@ci.portland.or.us. The Auditor's
Office will place a link on the Lobbying Regulation website to your calendar.

2 City Code Section 2.12.070 D. allows for a public safety exemption to the calendar
reporting requirement. If a City Elected Official or City Director determines that such
posting poses a safety threat, he or she may file a public safety exemption
declaration with the City Auditor in lieu of posting their calendar.
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Prohibited Conduct

No former City Elected Official, City Director or other employee shall, for a period of one
year after the termination of the employee's term of office or employment, lobby for
money or other consideration a City Official, regarding any subject matter on which the
employee participated personally and substantially during the employee's term of office
or employment; provided, that if the employee exercised contract management authority
with respect to a contract, this prohibition shall be permanent as to that contract.

These prohibitions shall not apply to:

1.

2.

3.

Prevent any former City Elected Official or other City employee from representing
himself or herself, or any member of his or her immediate family, in their
individual capacities, in connection with any matter pending before the City;

The activities of any former City Elected Official or other City employee who is an
elected or appointed officer or employee of any public body, when that former
City Elected Official or other City employee is solely representing that agency in
his or her official capacity as an officer or employee of the public body;

Any ministerial action. A ministerial action is one that does not require a City
official or other City employee to exercise discretion concerning any outcome or
course of action;

Prevent City officials or other City employees from seeking information or
participating from former City Elected Officials or other City employees where the
public interest would be served by the information or participation.

Declaration Required by Lobbyist
A lobbyist must declare which lobbying entity he or she is authorized to represent:

2 Prior to offering public testimony before City Officials

2 At the beginning of any meetings or phone calls with City Officials

2 In emails or letters to City Officials.
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Lobbying Entity Registration & Reports
Lobbying entities that spend a cumulative 8 or more hours (combined total for all
authorized lobbyists) lobbying during a calendar quarter must:

1. Register each calendar year in which they meet or exceed the 8-hour threshold.

2. Report their lobbying activities each calendar quarter in which they meet or
exceed the 8-hour threshold. The report includes:
o Subjects of lobbying and description of contacts with City Officials
o Total amount of lobbying expenditures
o Information about City Officials benefited by expenditures in excess of $25.00

Penalties & Enforcement
A person may be subject to a civil penalty in an amount not to exceed $500.00 per
violation if the person:
2 violates any provision of City Code Chapter 2.12 or
2 falils to file any report, registration or statement required by Chapter 2.12 or
< fails to furnish any information required by Chapter 2.12.
At the request of the Auditor, the City Attorney may seek civil penalties and enforcement

of any provision of Chapter 2.12 in Multhomah County Circuit Court or other appropriate
venue.
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Appendix A - Publishing Outlook Calendars to Acrobat PDF format

This process can be used to save part or all of an Outlook Calendar to a PDF file. If you have any
guestions please call the BTS Helpdesk at 3-5199. This process assumes you've made any adjustments
you need to make in the Calendar prior to publication.

Exporting an Outlook Calendar
1) Open the Calendar you wish to export.
2) Click File->Print
3) Select Adobe PDF in the printer dropdown box

Pt L 2
~ Prinker
ame: RS, ~ | Froperties |

Skatus:
Twpe: Adobe POF Converter

—Prink style

Where: My Documents ™ Print ko file
Comment: Creates Adobe PDF
—Print this calendar; —Copies
ICaIendar j Mumber of pages: [l -

Murmber of copies: I 1 ﬁ

[ collate copies

LIl

Page Setup. .. |
Define Styles, . |

Daily Style

Weekly Skyle

iaEaE PAmmbbll e ;I
—Prink range
Start: | Thu 5/11 /2008 |
End: | Thu 5/11/2008 |

[ Hide details of private appaoinkments

Figure 1. Adobe PDF print driver selected.

Note: If you do not have the Adobe PDF print driver (or a printer with a similar name - the name has
changed over the years) please call the BTS Helpdesk at 3-5199 to either get Adobe Acrobat
reinstalled or to purchase a license of Adobe Acrobat.

4) Chose the desired Print style from the available list. Example: Monthly Style

5) Optional: Chose the desired dates from the Print range: Start and End boxes.

6) Optional: select the Hide details of private appointments (To use this option you must label an
appointment private by opening the appointment and clicking the private box in the lower right
corner. You cannot mark an individual meeting in a recurring series “private” but you can mark an
entire series “Private”)

If this option is selected then the appointment will be displayed in the pdf calendar but most of the
details will be replaced with the phrase Private Appointment. (start/end times are shown)
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7) Optional: click Preview to review your calendar.
8) Click OK to print.

Note: Please review Additional Information for tips on editing calendars styles.

Additional Information
There are many ways to customize the calendar that is printed or exported to a PDF file.

Editing a Calendar Print Style

1) Open the Calendar you wish to export.

2) Click File->Print

3) Select Adobe PDF in the printer dropdown box

4) Click Define Styles..

5) Chose a style then click Edit... or Copy... (It is recommended copy the default styles when making
changes.

The various options under the Format / Paper and Header/Footer tabs vary depending on which style
is being edited. Here are some of the most commonly edited features for several of the styles:

Daily Style
Format Tab
Uncheck TaskPad (useful if someone has shared their calendar but not their taskpad)
Uncheck Notes area (blank)
Print from: 8:00am
Print to: 5:00pm

Weekly Style
Format Tab
Arrange Left to Right

Monthly Style
Format Tab
Don't Print Weekends
Note: In Monthly style there’s a limit to the number if items that will appear on a given day.
If that happens frequently, consider publishing weekly calendars instead

All Styles
Header/Footer Tab  These options are similar to other Office applications.

The buttons in the middle can be clicked to quickly place variables. | ||{,}}| e

The buttons from left to right are: [Page #] [Total Pages] [Date Printed] [Time Printed] [User Name]
You can also type text in manually. This example puts the owner's name in the center of the

calendar view in a large font, a brief disclaimer at the bottom along with the date the calendar was
printed.
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Page Setup: Monthly Style

Skyle name: |Monthly Style

Format I Paper I Header|Footer I
Header:

|36 pt. Tahama

HER

Joe McCalendar

Footer:

|8 pt. Tahoma Font. .. |

City of Portland. &l

information accurate as of
[Date Prinked]

2\ &
QK I Cancel

| Prink Preyiswm |

Prink. ..

Once you've created your pdf version of the calendar follow the instructions you will
receive from the Auditor’s for where/how to post it to the Lobbyist ordinance site.
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