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Submitting an Expense Report Amendment 

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

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

 

Submitting an Expense Report Amendment 
 

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. 
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Steps Actions 
 

3. Access the My Expense page: 

To access the Expense page, select [My Expenses] from the Expenses sub-menu or by clicking the 
Details link in the Expenses grid. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Expense Reports to be Submitted page is displayed: 
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Steps Actions 

 

4. 
 

Access the Completed Expense Reports Page: 

Click the [Completed Expense Reports] button. 

 

Based on the registration period selected from the ‘Registration Period’ drop-down, the grid on the 
Completed Expense Reports page will display all submitted expense reports for that registration 
period. 

 

 

Note: If a previously submitted expense report is currently being amended, the status of the 
submitted report is ‘Being Amended’. 
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Steps Actions 

 

5. 
 

Select the Expense Report to be Amended: 

Click the Amend link for the desired expense report. 
 

 
 

 

6. 
 

Amend the Submitted Expense Report: 

Navigate through the expense report to the page which needs to be edited. Make the desired 
changes and then navigate to the final page. 
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Steps Actions 

7.  
Check the “Affirmation” checkbox. The user has the ability to submit the “Do you have a statement 
as to inability or refusal of lobbyist/lobbying firm to sign report” checkbox. If you do not wish to 
sign the refusal report, proceed directly to Step 11. 
 

 
 
 
 
 
 
 
Please 
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8.  
Upon selecting “Yes” to the checkbox, the lobbying firms and lobbyists associated to the principal 
registration will appear in the grid. Click on the RefusalToSign link to open the report. 
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9.  
The filer information and the lobbying firm or lobbyist information will be prepopulated on the 
report based on the selection chosen from the grid. Select a “Method of Contact” and a “Reason for 
Inability” from the options. Check the Affirmation checkbox, enter the First Name, Last Name, and 
click [Submit]. 
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10.  
The report is closed. The grid updates the “Action” column to include a “Delete” link for the signed 
report. The “Unsigned/Refused” date is displayed under the “Lobbyist Affirmation Status” The user 
can select another lobbying firm or lobbyist or click [Submit] to submit the expense report. 
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11. 
 

Click “Submit”. The expense report is submitted successfully. User can print a friendly version of the 
expense report, return to their dashboard or return to the expenses page. 

 

 

 

 

 


