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Affirm an Expense Report 

This job aid will outline the steps necessary to perform the below operations: 

1. Affirm an expense report electronically to the Division of Lobbying Disclosure Registration and 
Reporting (LDR) at the Pennsylvania Department of State. 

Affirm an Expense Report 

Steps Actions 

1.  Access the LDR Website: 
Enter www.palobbyingservices.pa.gov in your internet browser’s address line. 

 

 
 
 
 
 
 
 
 

 

http://www.palobbyingservices.pa.gov/
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Steps Actions 

2.  Log In: 
Enter your Keystone Login account credentials and click [Login]. 

 

The user is presented with the Public Dashboard which displays the users Number of Registrations 
by Status, Number of Registrations by Type, any Expense reports which are late or due as well as 
the status of any Affirmations. 

 

 

 

 

 

 



 

 
Pennsylvania Department of State 

Statewide Uniform Registry of Electors (SURE) 

Affirm an Expense Report 

June 6, 2019 

 

 

Page 3 of 7 

Steps Actions 

3. Access My Affirmations page: 

To access the My Affirmations page, either click on Affirmations from the left navigation or by 
clicking on the Details action link in the Affirmations grid on the Public Dashboard.   

 

The My Affirmations page is displayed defaulted to the Expenses Requiring Affirmation tab: 
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Steps Actions 

4.  Select the Expense Report to Affirm: 

Click on the ‘View and Affirm’ action link in the row for the expense report for which you want to 
affirm.   

 

5.  Review Expense Report: 

Review the expense report summary that is displayed. 
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Steps Actions 

6.  Entering the Affirmation Details: 

The Expense Affirmation fields are displayed below the expense summary.   

 



 

 
Pennsylvania Department of State 

Statewide Uniform Registry of Electors (SURE) 

Affirm an Expense Report 

June 6, 2019 

 

 

Page 6 of 7 

Steps Actions 

If applicable, select the checkbox to indicate the affirmation is being submitted with a Statement of 
Limited Knowledge. 

 

Selecting this checkbox will display the fields for the Statement of Limited Knowledge: 
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Steps Actions 

7.  Submitting the Affirmation: 

After entering the affirmation details, the user will select the Affirmation checkbox, enter their 
name and title and click [Submit]. 

 

 


