
 

 
        

     

DCED Invoicing 
and 

Electronic Signature 
Nadine Ibberson, Director of Quality Assurance and Operational Support 

Sarah D. Smith, Customer Service Representative 



   DCED Electronic Invoicing Update 



     

      
   

       
          
            
   

            
  

            
   

         

CDBG and HOME Electronic Invoicing 

• Our goal = avoid any unnecessary denials 

• Tips and friendly reminders: 
1. Review for accuracy prior to submitting your invoice 
2. Ensure that there are available funds in IDIS prior to submission 
3. Ensure the IDIS activity number on the invoice is associated with the 

correct DCED Contract number 
4. Make certain that an Environmental Review Clearance Date is on file for 

each activity invoiced 
a) For activities that are multi-year activities, an annual re-evaluation form must be 

submitted and approved 
b) ER clearance dates must be prior to the invoicing period 



     
    

      
           
        

           
      

              
           

   
              

            

CDBG and HOME Electronic Invoicing, cont’d 
• Tips and friendly reminders (continued): 

5. Utilization of the Comments field is key 
a. Notation of ER clarifications (e.g. activity is for Engineering and Design only) 
b. Multiyear activity (e.g. activity originally cleared on specific date) 
c. Invoicing period clarification (e.g. when multiple activities are on the same invoice— 

especially as it relates to ER dates) 
6. If there is a change in the Chief Elected Official or the designated signatory, 

please be sure to complete an new Delegation of Signator Authority form 
for each open contract. 

7. End of year submissions – please avoid waiting until the last week or two to 
submit invoices, if possible. Otherwise, your invoice may be delayed in 
processing 



    

        

       
            

       
          

             

CDBG and HOME Electronic Invoicing 

• Went live with electronic process on January 1, 2019 

• We now would like to hear from you…. 
• If you have a suggestion that would enhance the electronic invoice process, 

please submit your suggestion to Nadine Ibberson (nibberson@pa.gov) 
• When submitting an enhancement suggestion, please include details on what 

you are requesting as well as how it would enhance the overall process 

mailto:nibberson@pa.gov


    
    

E-Signature for DCED Contracting 
(with PA log in instructions) 



    

                 
               
              

                
             

        
      

  
      

       
   

  

           
     

            
       

   

 

Walkthroughs 
Application Watkthrguqh (For mos/ of the 
program applications) 
Condensed Application Walkthrough (For 
spedfic program applications that do not require 
a project narrative) 

Applicationsarebestappliedforby using 
Internet Explorer or Google Chrome and have 
not been tested with other browsers. 

Login 

What's New? 
For an overviewofthe changesinthenewSingle 
Application, pleaseread ~ 

User Name 

Password 

Single Application Registration Information 

ln0<<leJICUHlheWtbS!lbmiuionofSingll~lorA.sslstanalyou.....ih1>e1,11dPAPowe rPor1....r n.1me1ndpasoword ~Y""do!ICM 
ho .. 1 PAPow-.Portp,olile, llmply ■ outlht formbelow1ndprns 1"e "s..timr" bu!lon.Tohoipprovidl 1,,,... det1hclanduoiefprouuwhill 
ili-'!joutyaur awiulion 1Har1ND>g lofinlormrionlh1twilhelp""prowioyouwihlhobnlposoit>lopmgr•ms1ndaaH<11 f"!J ---~ ~ Subm,ttedApplic.ations UserSetlings 

Begin a New Application 
To~• ..,,.-SingleAwli<:11ionfo,Aulsl1n.ca, enl<!<1Drieln1me kltlheptojeel(upto >ilcly eha,aete11)and 1nswe,wllolheryou needhelpseleetiftOyour p,ogr1m. llyo11 
a~udy kft- Ille""""' ollhe P1"9lltn ~"" wl<I! lo • """1 for , aft...,er "tlo" 

ProjectName 

~ needtlelpselectingyourprogram? 

IYHL".J 

Part 1. PA Login/eSignature Portal Registration Instructions 

*Please note:* If the email address currently registered to access the Electronic Single Application (ESA) is a shared 
email (Ex: info@yourcounty.com), each person who may be required to Electronically Sign contract documents, will 
need to register an individual email address within the PA Login system (ex: jdoe@yourcounty.com). 

Please follow the instructions below to register an individual email address for access to the eSignature 
portal to sign contract documents that may have been requested by the program office. 

1. Visit: http://dced.pa.gov/singleapp 
a. If you already have an individual email 

address registered, you may use it and 
skip the registration process. 

2. Click on Register 

3. Fill out all required fields 
4. Click Submit 

5. You will be automatically taken into 
ESA; confirming your registration is 
complete. 
6. Please click Logout at the top right of 
the screen (unless you need to personally 
submit a new application). 

http://dced.pa.gov/singleapp
mailto:jdoe@yourcounty.com
mailto:info@yourcounty.com


                  
  

                     
                

     

        
           

   
       
   
  

eS1gnature 

pennsylvania 
DEPARTMEN T OF COMMUNITY 
& ECONOMIC DEVE LOPMENT 
ELECTRONIC SIGNATURE PORTAL 

ooc me I .__ ____ __, :Jr.t1n AqJIOi1111I 

1..,, ::t.N"t rl'IIC 

1.,., .nil • 
f<ll.i r Ti~ 
v._.r!fr.t iil A~~s 

CUCKTO ACCESS ESJGNATURE PORTAt: 
h:tms://aims.dced.~a.g,ov/eSi~ ture 

eS1gnature 

Login. 

~ Net account to log In. 

~ 

Rf!91SteJ as a~ user 

FOfg(llyourpasswool? 

Part 2. eSignature Process 

7. An eSignature Request email will be sent from: esignature@dced.gov to your individual email address if you are responsible for signing 
contract documents. 

a. Please make sure to add this email address to your safe list so that it does not go into your spam folder. 
8. Click on the link inside the email labeled: “Click here to review and sign this request” 

9. You will be routed to the Electronic Signature 
Portal (pictured on left). Click LOG IN at the top 
right of the screen. 

10. Enter your username and password on log in 
page (pictured on right). 

11. Click Log In 

mailto:esignature@dced.gov


     

  
  
 
  

     
 

                 
               

       
          

                 
   

         
                   

        

Department of Community and Economic Deve lopment 
ESA 

Request Information: 
0.licriphon: 

E.JipirationD.ata-· 

Signer Information: 
To :IIOn 01'1 bfh.llf or thli p.tt~M, PIHU Cbtck Olis be!•. and fAltt '(DI.It lnJorm.a.tiCn 

l>fclCIW □ 
FirSI t.l•illt.! 

Lu:tN-11me• 

TIU.. 

EJNllAddftH. 

..... 

Y fot 'fO'lt IPPt'OV.11 

Additional Information: 
Bt:IOW it • liibnO Of &ddltlOMI lnfOml:IWfl to con,ldt-l Wl'IM N~G G'fl lbo!H 

docun.'HL!:l'WI 

eStgnature 

This signature request has been Approved . 
T?!ils ,-.quasi I\.H bffft AppNWtd by yat.1 • .lnd ttl•rl-fON b COMpfott.-. II you ~1ft'• 

you h.lV. lKftVIHII Ull'I In fflOf PINM conQ'1 YCK!f l,)''11em ildmlnlillBtof. 

A~ty: 
APllfilc:~11:ton: 
A•qff'Jilf'C;t,n,:: 

Part 2a. eSignature Process 

Requesting Agency Name & Document Title 
Expiration Date 

Your First Name 
Your Last Name 
Your Title 
Your Email Address 

12. To view contract documents prior to E-Signing; click on the PDF(s) which are listed under “Documents for Approval.” 
13. To sign the document(s), confirm that your “Signatory’s Information” is correct, check the legal disclaimer box, and 

then click: Sign, Sign with Comments or Deny. 
a. Sign- will accept your “signatory information” and advance to the confirmation screen 
b. Sign with Comments- will allow you to make a comment that will be submitted with your signer information 

(comments are not required) 
c. Deny- will return your E-Signature as a denial to the requesting agency. 

14. Once the legal disclaimer box has been checked and sign has been clicked, a confirmation screen will auto-generate as 
your E-Signature is routed back to the requesting agency. 
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oocml£ I .._ _____ _. 3r.an b.,n,utr,,11 rt .. curr 1<w111i•~"'"'"'-l •~N erui•I txl'O.,,,. 
,---------, 

CLICK TO ACCESS ESIGNATURE PORT At: 
htt,Ps~//aw s.dced.pa.rwv/eSimature 

Department of Community and Economic Development 
ESA 

Request Information: 
Ot~oe"plion: 

Ellipiration Oat.· 

Signer Information: 
To Sltn on be'1-itr oUhls penon, p lnH cttec:~ ih,, bcu,. 1.nd ""~' yO\.lf lnft>rm1ti0 

Mlow-0 
f'irj,IN•mt.:. 

U.U HMme 

nu.. 
ENIIAddrus~ 

PfHH sti.c:t on• or o,, o,pUon1 ~,,ow ,no p,o I 

Is, •• I I 8'"""'"'°"""' .... 1 Io.., 1 

0 
..... 

s. d-acument must be • 

Documents for Approva l: 
B~ IS f bfirio c,f the. docvn\'!ltU Nil t'i1ve bNfl ,:ub,n ed fo, )'O\lt IPPf'OV 

- cantr.~ment.~ 

~ It :e btll'O 01' l<ldltlOMI WDrmti,on 1D ooni!Otf wt,tc11"9YJffiw!C11M NOl#f 

documt:n.b 

0 
eS1gna1ure 

This signature request has been Approved . 
1"11t. ftq!Mlt I\H Mfin App,cwld ey )IIMI • .Incl 'ltl*rfl'ON it complottt>. d you Mllh'• 
you fu'ff fHIHVN ll\lt. In UTOf p!H'MI contxt: yOllr l)'ltlffl 1-dmlnillntof. 

A~y: 
AppllUOOn: 
Rt,q14$IN;i,ne: 

Quick Print Single Page eSignature Reference Guide 
Email generated to customer’s registered email address 1. 

• The Signatory's Username & Password must be registered with the same email 
address that the E Signature request is sent to. 

• The login and email must be unique to the Signatory and not a generic account. 
• If the Signatory’s email address (on file) is not registered within the PA Login 

System, it will need to be prior to accessing E Signature Portal. 

Register Here: https://www.esa.dced.state.pa.us/UserPaLoginRegistration.aspx 

E Signature Portal: https://apps.dced.pa.gov/eSignature 

To view the documents prior to E-Signing; click on the PDF(s) which are listed 
under “documents for approval.” 
To sign the document(s), confirm that your “Signatory’s Information” is correct, 
check the legal disclaimer box, and then select either: Sign, Sign with 
Comments or Deny. 

• Sign- will accept your “signatory information” and advance to the 
confirmation screen 

• Sign with Comments- will allow you to make a comment that will be 
submitted with your signer information (comments are not required) 

• Deny- will return your E-Signature as a denial to the requesting agency. 

• Once the legal disclaimer box has been checked and sign has been 
clicked, a confirmation screen will auto-generate as your E-Signature is 
routed back to the requesting agency. 

2. Link to access E-Signature Documents 

Your First Name 
Your Last Name 
Your Title 
Your Email Address 

Requesting Agency Name & Document Title 
Expiration Date 

3. E-Signature Portal; documents for review 

4. Customer’s E-Signature 

5. Legal Disclaimer 

• 

• 

6. Confirmation Screen 

https://apps.dced.pa.gov/eSignature
https://www.esa.dced.state.pa.us/UserPaLoginRegistration.aspx


 
     

       
   
 

  
 

      

       
     

Coming Soon: 
• PA Login will become Keystone Login 

• Applications using Keystone Login include (not limited to): 
• Electronic Single App (ESA) 
• Municipal Statistics 
• TEDTRAC 
• KOZ 
• Local Share Report 
• Electronic Signature 
• Business Registration and Enterprise Navigation Tool (BRENT) 

• Account migrations and instructions will be made available 

• SUBMIT APPS BY FRIDAY DECEMBER 13. 


