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Warning
Creating an EasyVote Account
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WARNING: This booklet is intended to assist candidates in 
using the online portal, EasyVote, for filing financial 
disclosures.

If you have not already filed for candidacy, please note that 
creation of an account through EasyVote serves as notice to 
our office that you are a candidate as defined by Chapter 
2.72A.101 of Salt Lake County Ordinance.

All candidates are subject to the campaign finance laws 
and deadlines as dictated by State Code and County 
Ordinance. 



Registering

Go to EasyVote.

Click on Register.

Creating an EasyVote Account
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https://saltlakecountyut.easyvotecampaignfinance.com/login


Select the matching name 
and contest for the 
Candidate you will be filing 
disclosures for.

If their correct name and 
contest are not listed, 
select [New Candidate].

Creating an EasyVote Account

User Account Info
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Committee types:
• Candidate: Running for office 

this year.

• Incumbent: Running for re-
election this year.

• Officeholder: Currently holds 
office and is not running for that 
office this year.

• Campaign: Someone who does 
not hold an office and is not 
running for office this year but is 
collecting donations or making 
expenditures.



Complete all fields marked 
with a red or green bar. 

Creating an EasyVote Account

User Account Info
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Select Next. 



Login

Enter your email address 
and create a password.

Select Submit. 

Creating an EasyVote Account
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*For candidates, the email 
address should be the one 
provided to us on your 
declaration of candidacy.



Review and Approval

The Election Division will 
review your account and 
accept your registration.

While registrations may be 
approved the same day, we 
reserve the right to take up 
to three days to approve 
your registration.  

Creating an EasyVote Account
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Login

You will receive an email 
once your account has 
been approved. 

Once your account has 
been approved, you will be 
able to see your campaign 
portal.

Creating an EasyVote Account
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Dashboard

After logging in, your screen will 
automatically navigate to the 
“News” tab of My Campaign 
Finance.

The Clerk’s Office may occasionally 
post information here, like updated 
instructions to using EasyVote or 
helpful tips.

Navigating EasyVote
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Dashboard

Select Edit Candidate to update the 
information for your Filing Entity.

Navigating EasyVote

Updating Candidate Information
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Dashboard

Information in this section will be 
used to send your filing entity 
notices and information regarding 
Campaign Finance.

Input a phone number, mailing 
address, and email address, and 
select “Save”.

Do not change anything listed 
under Filing Information.

Navigating EasyVote

Updating Candidate Information
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Dashboard

Edit Account Manager allows you to 
update the contact info for your 
user account. 

It’s recommended that you check 
OK to Send SMS and provide a cell 
phone number. This will allow you 
to reset your password via text. 

Navigating EasyVote

Updating Account Information
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Dashboard

Under User Access, you can check 
to see who has access to your 
committee’s campaign finance 
portal.

If you see anyone who shouldn’t 
have access, notify our office.

Navigating EasyVote

Viewing User Account Access
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Dashboard

Forms are found under File Reports.

Navigating EasyVote

Where to File Reports
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Dashboard

Previously submitted documents 
are found under My Submissions.

Navigating EasyVote

Where to See Filed Reports
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File Reports

Before an entity receives or 
expends more than $250, they must 
file a Statement of Organization.

To file a Statement of Organization, 
select File Reports.

Select the Wizard button next to 
Statement of Organization and click 
Create New Filing.

Statement of Organization

21



Document Name

It’s recommended that you name 
your document after the type of 
document or the due date. 

Ex. Statement of Organization or 
April 5, 2026. 

Click OK. 

Statement of Organization
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Candidate Info

Complete all fields marked with a 
red or green bar.
 
Click Save/Next.

Statement of Organization
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Secretary Info

A campaign secretary may submit 
financial disclosures on your 
behalf*.  Their information can be 
entered here. 

If you choose to not have a 
campaign secretary, please enter 
your information again. 

Click Save/Next.

Statement of Organization
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Secretary Info (Cont.)

*If you choose to have a secretary 
submit financial disclosure forms 
on your behalf, they must also 
register for a user account to 
access your committee.

Make sure they select the correct 
candidate’s name and contest from 
the dropdown.

They must also select their position 
as Campaign Secretary.

When they input their email, ensure 
it is the same address as what was 
provided on the Statement of 
Organization.

Statement of Organization
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Committee Members

If you wish to add committee 
members, you can do so here. 

Statement of Organization
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Preview

You must review your Statement of 
Organization to verify that the 
information entered is correct. 

Select Preview. This will open a new 
window or tab with the Statement 
of Organization. 

Once you have confirmed the 
information is correct, you may 
close this preview tab and return 
to the EasyVote window or tab.

Statement of Organization
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Corrections

If you noticed any information you 
would like to change, you can 
navigate back to a previous page 
and make the corrections. 

Quick links to previous pages can 
be found under the Wizard Steps, 
highlighted here. 

Statement of Organization
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Sign and Submit

To submit your Statement of 
Organization, you must enter your 
password, check the box, and 
click submit.

You will receive an email that your 
submission has been received.

You will then receive an email once 
your document has been accepted 
or rejected.

*Note: Clicking “Save” will only save 
the document for you to continue 
editing later. You must click 
“Submit” to complete the 
document.

Statement of Organization
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Viewing

You can view the submitted 
document at any time by selecting 
My Submissions and clicking on the 
name of the document.

Document Statuses are:

 Work in Progress

 Submitted
 
 Rejected

 Accepted

Statements of Organization are not 
published publicly on the website.

Statement of Organization
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File Reports

In an election year for a candidate, they may file a Small Budget Campaign Certificate if their campaign will not exceed 
$2000 in contributions or expenditures during the calendar year.

Doing so means the candidate will only need to file Financial Disclosure Reports seven days before the general election, 
and again for the Year End or Dissolution Reports.

If contributions or expenditures exceed $2000, the campaign committee must file a financial disclosure report within seven 
days.

Candidates wishing to go this route must submit their Small Budget Campaign Certificate by April 5th.

Small Budget Campaign Certificate
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File Reports

Select File Reports and select the 
Wizard for the Small Budget 
Campaign Certificate.

Select Create New Filing.

Small Budget Campaign Certificate
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File Reports

It’s recommended that you name 
your document after the type of 
document.

Ex. Small Budget Campaign 
Certificate.

Click OK. 

Small Budget Campaign Certificate
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File Reports

Make sure the information listed in 
these fields is correct.

Small Budget Campaign Certificate
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Preview

You must review your Small Budget 
Campaign Certificate to verify that 
the information entered is correct. 

Select Preview. This will open a new 
window or tab with the Small 
Budget Campaign Certificate.

Once you have confirmed the 
document is correct, you may 
close this preview tab and return 
to the EasyVote window or tab.

Statement of Organization

36



File Reports

To submit your Small Budget 
Campaign Certificate, you must 
enter your password, check the 
box, and click submit.

You will receive an email that your 
submission has been received.

You will then receive an email once 
your document has been accepted 
or rejected.

*Note: Clicking “Save” will only 
save the document for you to 
continue editing later. You must 
click “Submit” to complete the 
document.

Small Budget Campaign Certificate
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My Submissions
Small Budget Campaign Certificate
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You can view the submitted 
document at any time by selecting 
My Submissions and clicking on the 
name of the document.

Document Statuses are:

 Work in Progress

 Submitted
 
 Rejected

 Accepted
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File Reports

To file a Financial Disclosure 
Report, select File Reports. 

Financial Disclosure Reports 
should be completed through the 
Wizard tool. It is strongly 
recommended that you use the 
Wizard tool. 

Click Wizard and select Create New 
Filing. 

Financial Disclosure
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File Name

This will open a window prompting 
you to name your report. 

It’s recommended you use the date 
the report is due as the name. 

Ex. June 18, 2024

Click OK. 

Financial Disclosure

41



Candidate Info

Do NOT click copy. 

Boxes with a red or green tab must 
be completed with the candidate’s 
info.

If the race is non-partisan (local 
school board) write N/A for the 
political party.

If the race doesn’t have a district 
number (countywide) write N/A.

Click Save/Next.

Financial Disclosure
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Report Type

Select the Report Type.

Click Save/Next.

Financial Disclosure
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Contributions

Each contribution must be added 
individually. 

Click Add Contribution. 

Financial Disclosure
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Contributions

Toggle whether the contribution is 
from an individual or an organization. 

You must enter the date you received 
the contribution, the contributor’s 
name and address, and the amount 
of the contribution. 

Contributions of $200 or more must 
include the contributor’s 
occupation/employer. 

Click Save. 

*If you navigate away from this page 
without saving, it will not save the 
information you entered. 

Financial Disclosure
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Contributions In-Kind

*In-kind donations are                     
non-monetary contributions. They 
can be either goods or services. 
You must record the amount or the 
estimated amount of the in-kind 
contribution. 

Enter the necessary information. 

Check the In-Kind box. 

Click Save.

This entry will also need to be 
recorded as an in-kind expenditure. 

Financial Disclosure

46



Expenditures

Each expenditure must be added 
individually. 

Click Add Expenditure.  

Financial Disclosure
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Expenditures

You must enter the date of the 
expenditure, who is receiving the 
money, the purpose of the expense, 
and the amount of the expenditure. 

Click Save. 

*If you navigate away from this page 
without saving, it will not save the 
information you entered. 

Financial Disclosure
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Expenditures In-Kind

*An in-kind donation must also be 
recorded as an in-kind expenditure. 

Enter the necessary information. 

Check the In-Kind box. 

Click Save. 

Financial Disclosure
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Summary

You must hand enter the year-to-
date contributions and 
expenditures. These are the totals 
for the year. 

You must also hand enter the 
Balance at Beginning of Reporting 
Period. This is your carryover 
balance from your previous report. 

Financial Disclosure

Total Contributions Year-to-Date is calculated by adding 
up all prior contributions reported on any interim reports 
since the last-filed Year-End Report.

The Balance at Beginning of Reporting Period is the 
Balance at Close of Reporting Period from the previous 
report. 

Total Expenditures Year-to-Date is calculated is 
calculated by adding up all prior expenditures reported on 
any interim reports since the last-filed Year-End Report.
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Preview

You must review your Financial 
Disclosure Report to verify that the 
information entered is correct. 

Select Preview. This will open a new 
window or tab with the unsigned 
document.

Once you have confirmed the 
information is correct, you may 
close this preview tab and return to 
the EasyVote window or tab.

Financial Disclosure
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Corrections

If you noticed any information you 
would like to change, you can 
navigate back to a previous pages 
and make the corrections. 

Quick links to previous pages can 
be found under Wizard Steps, 
highlighted here. 

Financial Disclosure

52



Sign And Submit

To finalize your report, enter your 
password, select the box, and 
select Submit. 

You will receive an email that your 
submission has been received.

You will then receive an email once 
your document has been accepted 
or rejected.

*Note: Clicking “Save” will only 
save the document for you to 
continue editing later. You must 
click “Submit” to complete the 
document.

Financial Disclosure
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My Submissions
Financial Disclosure
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You can view the submitted 
document at any time by selecting 
My Submissions and clicking on the 
name of the document.

Document Statuses are:

 Work in Progress

 Submitted
 
 Rejected

 Accepted



Public Viewing
Financial Disclosure
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You can view any accepted financial 
disclosure by clicking the Home 
button at the top of the screen.

Entries are sorted by office by 
default, but you may click the “Full 
Name/Committee Name” Header to 
sort that way instead.

Selecting the arrow next to a name 
will allow you to see all financial 
disclosure reports approved for that 
entity.



s
Filing a Report:

 Financial Disclosure Amendment

56



My Submissions

To file an Amended Financial 
Disclosure Report, select the 
“Amend” button listed next to the 
document you wish to amend.

Financial Disclosure- Amendment
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File Name

This will open a window prompting 
you to name your report. 

It’s recommended you use the prior 
name of the document plus 
amended as the report name. 

Ex. June 18, 2024- Amended

Click OK. 

Financial Disclosure- Amendment
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Candidate Info

Do NOT click copy. 

Boxes with a red or green tab must 
be completed with the candidate’s 
info.

If the race is non-partisan (local 
school board) write N/A for the 
political party.

If the race doesn’t have a district 
number (countywide) write N/A.

Click Save/Next.

Financial Disclosure

59



Report Type

Check Amendment Report and 
enter the date the original 
document was submitted. 

Check the box next to the type of 
report you are amending.

Click Save/Next.  

Financial Disclosure- Amendment
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Contributions

If you need to add or remove a 
contribution, do so here. 

Financial Disclosure- Amendment
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Expenditures

If you need to add or remove an 
expenditure, do so here. 

Financial Disclosure- Amendment
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Summary

Confirm that the year-to-date totals 
and the beginning balance are 
correct. 

If you made any changes to your 
contributions or expenditures, you 
will need to recalculate your end-of-
year totals. 

Financial Disclosure- Amendment

Total Contributions Year-to-Date is calculated by adding 
the Total Contributions from this report with the Total 
Contributions Year-to-Date from the previous report. 

The Balance at Beginning of Reporting Period is the 
Balance at Close of Reporting Period from the previous 
report. 

Total Expenditures Year-to-Date is calculated by adding 
the Total Expenditures from this report with the Total 
Expenditures Year-to-Date from the previous report. 
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Preview

You must review your Financial 
Disclosure Amendment Report to 
verify that the information entered is 
correct. 

Select Preview. This will open a new 
window or tab with the Statement of 
Organization. 

Once you have confirmed the 
information is correct, you may 
close this preview tab and return to 
the EasyVote window or tab.

Financial Disclosure- Amendment

64



Corrections

If you noticed any information you 
would like to change, you can 
navigate back to a previous page 
and make the corrections. 

Quick links to previous pages can 
be found under Wizard Steps, 
highlighted here. 

Statement of Organization
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Sign And Submit

To finalize your report, enter your 
password, select the box, and 
select Submit. 

You will receive an email that your 
submission has been received.

You then receive an email once your 
document has been accepted or 
rejected.

*Note: Clicking “Save” will only 
save the document for you to 
continue editing later. You must 
click “Submit” to complete the 
document.

Financial Disclosure- Amendment
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My Submissions
Financial Disclosure- Amendment
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You can view the submitted 
document at any time by selecting 
My Submissions and clicking on the 
name of the document.

Document Statuses are:

 Work in Progress

 Submitted
 
 Rejected

 Accepted
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Final/ Dissolution Disclosure

A Final / Dissolution Disclosure Report is filed when you are dissolving your campaign committee and closing 
your campaign account. Your campaign account must have a $0 balance to file the Final / Dissolution Report. 

You must also submit copies of all bank statements received by the campaign committee since it last filed a 
Financial Disclosure Report.

Final/ Dissolution Disclosure
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Wizard Tool

To file a Final/Dissolution Report, 
select the Wizard button next to 
County and Local School Board 
Financial Disclosure Form.

Final/ Dissolution Disclosure
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File Name

This will open a window prompting 
you to name your report. 

It’s recommended you use the type 
of report as the name.

Ex. Final/Dissolution Disclosure

Click OK. 

Final/ Dissolution Disclosure

71



Report Type

Check Final/ Dissolution Report. 

Click Save/Next.  

Final/ Dissolution Disclosure
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Contributions

If you need to add a contribution, 
add it here. 

Final/ Dissolution Disclosure
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Expenditures

If you need to add an expenditure, 
add it here. 

Final/ Dissolution Disclosure
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Summary

Confirm that the year-to-date totals 
and the beginning balance are 
correct.

The Balance at Close of Reporting 
Period must be $0.

Final/ Dissolution Disclosure

Total Contributions Year-to-Date is calculated by adding 
the Total Contributions from this report with the Total 
Contributions Year-to-Date from the previous report. 

The Balance at Beginning of Reporting Period is the 
Balance at Close of Reporting Period from the previous 
report. 

Total Expenditures Year-to-Date is calculated by adding 
the Total Expenditures from this report with the Total 
Expenditures Year-to-Date from the previous report. 
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Preview

You must review your 
Final/Dissolution Report to verify 
that the information entered is 
correct. 

Select Preview. This will open a new 
window or tab with the Statement 
of Organization. 

Once you have confirmed the 
information is correct, you may 
close this preview tab and return to 
the EasyVote window or tab.

Final/ Dissolution Disclosure
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Corrections

If you noticed any information you 
would like to change, you can 
navigate back to a previous page 
and make the corrections. 

Quick links to previous pages can 
be found under Wizard Steps, 
highlighted here. 

Final/ Dissolution Disclosure
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Sign And Submit

To finalize your report, enter your 
password, select the box, and click 
Submit. 

You will receive an email that your 
submission has been received.

You then receive an email once 
your document has been accepted 
or rejected. 

Final/ Dissolution Disclosure
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My Submissions
Final/ Dissolution Disclosure
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You can view the submitted 
document at any time by selecting 
My Submissions and clicking on the 
name of the document.

Document Statuses are:

 Work in Progress

 Submitted
 
 Rejected

 Accepted



Upload Bank Statements
Final/ Dissolution Disclosure
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To upload your bank statements, 
navigate back to File Reports and 
click Upload.



Upload Bank Statements
Final/ Dissolution Disclosure
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Enter a name for the document. It is 
recommended to use the date on 
the statement or, if the file is a 
combination of all required 
statements, “Dissolution 
Statements”.

Select Choose File and select the 
statement to be uploaded.

Enter your password.

Check the box to acknowledge that 
the bank statement must be 
coupled with a Final / Dissolution 
Report.

Click Submit.



Upload Bank Statements
Final/ Dissolution Disclosure
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Repeat these steps until you’ve 
uploaded all necessary Bank 
Statements.



sViewing Published Reports
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Viewing Published Reports

Reports that have been accepted, 
are redacted and published. Those 
reports can by found by clicking on 
the Home button. 

Public Search
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