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Know these things: 

• Candidates and Campaign Committees both need to submit finance reports.  Even if you don’t spend 
$250 or more, there are still documents that must be submitted to the state in compliance with the 
reporting deadlines. 

 
Overview of Steps in this Process: 

1) Establish your Keystone Login 
2) Apply to File for your campaign in the Campaign Finance Online portal 
3) Create a campaign finance report 
4) Submit a campaign finance report 

 
1) Establish your Keystone Login 

a. https://keystonelogin.pa.gov/ 
b. This is the system that manages login profiles for on-line systems such as the campaign finance 

reporting. 
2) Apply to File for your campaign in the Campaign Finance Online portal 

a. Login using the username and password set up at the Keystone Login site 
b. https://www.campaignfinanceonline.pa.gov/Pages/Login.aspx  
c. You must complete this step whether you’re filing on behalf of a campaign finance committee or 

if you are a candidate filing a report on behalf of yourself 
d. STEPS TO FOLLOW: 

i. On the homepage you’ll want to click on “apply to file”.  

 

https://keystonelogin.pa.gov/
https://www.campaignfinanceonline.pa.gov/Pages/Login.aspx


ii. You’ll be asked to provide the “Filer ID” of the entity on behalf of which you wish to 
submit finance reports 

 
iii. You probably have the Filer ID somewhere in documents verifying receipt of candidate 

or committee filings; but it’s easily obtained from this site 
https://www.pavoterservices.pa.gov/ElectionInfo/electioninfo.aspx  Navigate to the 
Election Information site, make sure you’ve selected the applicable election, and use 
Basic or Advanced search options to locate the profile (candidate and/or committee) on 
behalf of which you want to submit finance reports. 

 Here’s a 
peak at the options in the advanced search window: 

https://www.pavoterservices.pa.gov/ElectionInfo/electioninfo.aspx


  When 
you locate the entity you’re looking for in your search results, just click on the name 

 The 
“filer ID” that you’re looking for is called the Candidate ID: 

 Or the 
Committee ID: 



 When 
you go back to the Report Filer Registration screen on the Campaign Finance page, enter 
the Filer ID# (Candidate or Committee ID from the Election Information page) and click 
Search, you should see the name associated with that ID populate, if it’s correct then 
you click on “Apply to File” 

    You should then see a 
screen like this verifying that your request to file has been submitted 

   



iv. You will receive automated e-mails from PA campaign finance verifying that the request 
was received and that the request was approved. 

3) Create a campaign finance report: 
a. It’s advisable that you create a draft report of your first report early.  You can save the draft 

without submitting, it is relatively easy to add expenses and donations as they arise and 
advisable not to leave everything until the last minute when you may experience unanticipated 
technical difficulties. 

b. The website will time out and you will lose your information if you haven’t saved the report, so 
be sure to save periodically (see step xii). 

c. STEPS TO FOLLOW: 
i. Login on the Campaign Finance Reporting site 

https://www.campaignfinanceonline.pa.gov/Pages/Login.aspx 
ii. Scroll down on the home screen and click on “Continue to Report Filing” 

 
iii. The next screen will show you all of the ID’s this login profile is authorized to file reports 

for, you may have more than one if you are filing on behalf of both the candidate and 
their committee. Click Select & Continue for the profile you are creating a report for. 

 

https://www.campaignfinanceonline.pa.gov/Pages/Login.aspx


iv. Select the applicable report type; your first report will most likely be DSEB-502 if you’ve 
received or spent more than $250, or DSEB-503 if receipts and expenditures didn’t 

exceed $250  
v. This first screen is very important, be sure you’ve selected the correct parameters in all 

of the highlighted sections.  The Report Date From should be no later than your oldest 
reportable donation or expense.  The Unitemized Contributions are where you add a 
tally of any donations worth $50 or less which you are not including on the report as a 
separate contribution with donor details.  So keep in mind that donations of $50 or less 
either get added here, or can be included in the report with full details if you wish, not 



both.  Click on “Show 
Summary” to advance to the next screen and enter more expenditures and receipts.  
**Note that the “Cycle” report automatically selected, may not be correct, don’t 
assume and examine all the details on this page before proceeding. 



vi. You can just click Save Report now if you want to come back and add details later.  Click 
Enter Data to add expenditure and contribution details.

 
vii. The first think you need to do is identify the type of data you are entering from this 

drop-down menu: 

 
Drop-down menu items are: 

1. Part A/C – Contributions Received from Political Committees 
2. Part B/D – Other Contributions 
3. Part E – Other Receipts 
4. Part F/G – In-Kind Contributions Received 
5. Expenditures 



6. Unpaid Debts 
viii. This example demonstrates adding two expenditures for the same “To Whom Paid” 

entity; the principles apply generally the same for all data entry category items.  Enter 
all required details and click Save:

     Then 
add the date/amount/description of another expenditure made to that same entity: 

 
ix. You must click “CLEAR” if you wish to enter expenditures or contributions from a new 

entity.  If you simply change the entity info and click save, you will be changing the 
entity info for all of the listed expenditures. 

 



x. Once you’ve created a profile for an entity, you’ll only need to select them from the list 
to add more expenditures or receipts associated with the entity: 

 
xi. As already mentioned, the function is very similar when entering contributions. 

 The advice 
given here about Retired donors is only based on experience with past submissions 
which haven’t been called out as erroneous. 



xii. When you’re done entering data for the session, click on “Go To Summary” 

   And then click on “Save Report” 

 
xiii. This is what your available reports will look like.  To add more line items to a 

“Saved/Incomplete Report” simply click on the “Edit” option 

 
4) Submit a campaign finance report 

a. You no longer need to get your campaign finance report notarized and mailed in separately.  As 
detailed in this memo 
(https://www.dos.pa.gov/VotingElections/CandidatesCommittees/CampaignFinance/Document
s/1-22-21-Final-Act%202020-15.pdf) you can submit the cover page of your finance report 
electronically. 

b. You must also send the corresponding version of the unsworn declaration form, for some reason 
there is no link to where those forms can be found in the state’s memo; you will find it here: 
https://www.dos.pa.gov/VotingElections/CandidatesCommittees/CampaignFinance/Pages/Uns
worn%20Statements.aspx  

https://www.dos.pa.gov/VotingElections/CandidatesCommittees/CampaignFinance/Documents/1-22-21-Final-Act%202020-15.pdf
https://www.dos.pa.gov/VotingElections/CandidatesCommittees/CampaignFinance/Documents/1-22-21-Final-Act%202020-15.pdf
https://www.dos.pa.gov/VotingElections/CandidatesCommittees/CampaignFinance/Pages/Unsworn%20Statements.aspx
https://www.dos.pa.gov/VotingElections/CandidatesCommittees/CampaignFinance/Pages/Unsworn%20Statements.aspx


c. As a matter of quick reference, ra-stcampaignfinance@pa.gov Is the e-mail address where you 
must send your cover page and unsworn declaration form. 

d. STEPS TO FOLLOW: 
i. When in the view of Editing the report you want to submit, click “Submit Report” 

 
ii. Then select “Print Cover Sheet” 

 
iii. If you cannot print the cover sheet, you can always choose to save the entire report, the 

cover sheet is just the first page of the file. 
iv. You don’t have to print and sign and scan the cover sheet, we’ve had success so far with 

electronically signing the document 

 
v. Download the appropriate Unsworn Declaration and sign that also 

https://www.dos.pa.gov/VotingElections/CandidatesCommittees/CampaignFinance/Pag
es/Unsworn%20Statements.aspx 

vi. Send an e-mail to ra-stcampaignfinance@pa.gov, attach the signed copies of the 
submitted Finance Report Cover Sheet and Unsworn Declaration.  There is no suggest 

mailto:ra-stcampaignfinance@pa.gov
https://www.dos.pa.gov/VotingElections/CandidatesCommittees/CampaignFinance/Pages/Unsworn%20Statements.aspx
https://www.dos.pa.gov/VotingElections/CandidatesCommittees/CampaignFinance/Pages/Unsworn%20Statements.aspx
mailto:ra-stcampaignfinance@pa.gov


subject to use for this e-mail, but it’s advised to use the candidate or committee name 
and the filing period.  It is best not to send multiple reports in one e-mail. 


