
Instructions 
Financial Disclosure Online Filing Tool 

for 
Candidates and Officeholders 



WELCOME!  
This booklet is your guide to filing your financial disclosure reports with our new online tool.  These instructions are designed to 
be a reference as you learn to navigate the new tool.  
 
I think you will find it very intuitive, and we hope it makes filing your financial disclosures much easier. 
 
As you use this new tool, I would love to hear your feedback. Please do not hesitate to let us know! 
 
Sherrie 

To Get Started: 
 
Go to : 
slco.org/clerk/elections/financial-disclosure/, 
and click on the link identified by the arrow to 
the left. 
 
Or, you may go to: https://disclosure.slco.org/. 
 
 



To create a new account using the Salt Lake County Financial Disclosure Online Tool, start by clicking on “New User.”                                                       



Complete the form allowing you to create a new Web Account. All of the shaded fields must be completed. When the form 
is complete, click the “Register” button.  



At this screen, confirm that your name and username is correct (A). If  that is correct, log off  (B). If  your name and username are 
not correct, you will need to start as a new user again. 
 

A 

B 

You will be contacted within 3 working days by the Salt Lake County Election Division to finish setting up your online account.   



To finish up your account set-up, the Salt Lake County Election Division will contact you to get information to complete the 
Statement of  Organization form below. Once your account is established, you may edit this form at any time.  



You will receive an email, similar to the one below, indicating that your account is enabled. 



A 
B 

C 

After you log on, your “My Folder” page will have a number of  options. 
 A – Manage folder – This will allow you to see your Statement of  Organization and edit it; see your filed and 
 unfiled reports, and give you access to the ledger. 
 B – Public View – This will show you what the public will see when they look at your filed reports. 
 C – Financial Ledger – This will take you directly to the ledger for contribution and expenditure entries. 
 D – Account Management – Update your information here. 

D 



Your detailed “Manage Folder” allows you to go to the Financial Ledger to enter transactions. All reports that have been filed or 
that are pending will be listed under the reporting year tabs.  



After clicking on the Financial Ledger button, a worksheet will appear where you can record contributions and expenditures. 
(A)Click the “Add” button at the top of  each column to make entries.  
(B)  A pop-up window will appear. Once you click “Save”, the entry will appear in the ledger. You can create multiple entries 

each time you push “Add.”  When finished, hit “Cancel” to close the window. 
(C) The “Show Details” button at the left of  each row will reveal the entry’s information and buttons that allow you to edit or 

delete the entry. 

B 

A 

C 

A 



When you click on “Show Details,” the transactions for a particular reporting period are displayed.  
When you click on a particular transaction, you are allowed to amend or delete that transaction. 



When you have completed the ledger for a particular reporting period and are satisfied with your entries, click on “File Report.” 
A pop-up will appear to confirm your filing. After that, another pop-up window will appear confirming the filing. You will 
receive an email verifying the report submission similar to the one below. 

Dear Candidate: 
Thank you for filing your 2015 - Interim Report through March 31st. The submission for White, Robert, 2015 Sheriff-1 has been received by the 
Election Division. Please keep this email for your records. 
Please contact our office if you need any further assistance. 
Thank you, 
Salt Lake County Elections Division 
2001 South State Street, S1-200 
PO Box 144575 
Salt Lake City, UT 84114-4575 
Phone: (385) 468-8683 
Email: FinancialDisclosure@slco.org 
Salt Lake County Financial Disclosures  

mailto:FinancialDisclosure@slco.org
https://disclosure.slco.org/


When you return to “Manage Folder,” you will see that your report has been filed. You will also see upcoming reports and their 
associated period and filing dates.   



If  you want to see what the public will see when they look at financial disclosures, log off  and then click on “Public Search”. 
Then select a drop down menu for which type of  disclosure you wish to view. 



Click on the corresponding letter that is the first letter of  the last name, find your candidate and click on the name. A list of  
reports will appear. 



This is an example of  the public copy of  a 
filed financial disclosure report.  



You have the option to download the Import Sheet - a formatted Excel workbook designed to be uploaded 
to complete your financial disclosures.  
 
You may save it and enter information throughout the reporting period. It is important to know, that any modifications to this template 
will make the form unsuitable for uploading. 
First, click on “Download Import Sheet” and open the attachment. 



In order to use the template, first click 
“Enable Editing”  and “Enable Content.” 
Fill out the required information. At the 
bottom of  the page, you may select the 
worksheet for contributions or for 
expenditures. 



When you have opened a worksheet, go to the top and click “Enable Content.” Complete your entries by following the column 
headings. Save the file so that you can return to it later. 



When you are ready to upload your spreadsheet, go to Financial Ledger in “My Folder.” At the bottom of  the ledger, click on 
“Tasks,” and then on “Import Data.” 

A 
B 



An Import Wizard will appear. Choose the file that you wish to upload. Once selected, click on “Import.” 



You will receive an Import Summary. This is confirming that your file uploaded into the Ledger. Click “Finish.” 



If  you have any questions regarding your financial disclosures or using this online tool, please contact the Salt Lake County 
Election Division at 385-468-8683 or FinancialDisclosure@slco.org.  

Financial Disclosure Reporting Deadlines 
 
 

2015 Year End Summary – Due  February 1, 2016 (This is the next business day following the actual due date of 
January 31, 2016 according to ordinance.) 
 
Period January 1 to March 31, 2016 -  Due  April 6, 2016 
 
Period prior to the Primary Election April 1 to June 20, 2016 - Due June 21, 2016 
 
Period June 21 to September 10, 2016 - Due September 15, 2016 
 
Period prior to the General Election September 11 to October 31, 2016 - Due November 1, 2016 
 
2016 Year End Summary – Due January 31, 2017 
 

mailto:FinancialDisclosure@slco.org
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