
Tax Certification Request
taxcert.KeystoneCollects.com

This guide is designed to provide an overview of the Tax Certification Request 

process. Users can enter multiple tax certification requests in one transaction, 

view the fee for each requested property, pay one time using credit card or 

bank account, and receive a confirmation email containing the properties 

requested and payment information.  
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Tax Certification Dashboard

• Access taxcert.KeystoneCollects.com

• View the “Help?” section for answers to questions about 

Keystone and the Tax Certification site. 

• Click “Enter Tax Certifications” to enter your tax certification 

requests. 



Request Tax Certification

When searching for the property to obtain a tax certification:

• Enter Property ID* (with or without dashes). 

– Parcel Identifier (Parcel ID), Uniform Parcel Identifier (UPI), 

Geographic Information Systems (GIS), or Lot Block 

• Enter Property Address - this is NOT mandatory.
– First address line only

• Click “Search”.

* Required field



Choose Properties for Tax Certification 

Note: If no results meet the 

search criteria, message 

presented is “No data found 

for the searched property, 

Search for another or click 

“Next” to manually enter 

data.”

The search results will be displayed.

• Click on a specific row to select property.
– The chosen property will highlight, and the Property ID 

will appear above the “Next” button. 

• Click “Next” to view selected properties.



Enter Information about Property

• Information 

defaults from 

search/selection.

• Confirm 

information is 

correct.

• Enter additional 

fields needed for 

your records.

• Click “Add 

Request”.

Supporting information can be added using this screen.

Note: Once the municipality is determined, the fee is calculated. 

If Keystone is not the tax certification provider for the requested area, a 

message will prompt the user to verify the information.



Request Summary

Add Request - search for 

additional properties and 

request additional tax 

certifications.  Returns user to 

the search screen.

Click Check Out to proceed. 

Edit - update any information 

related to the property.

Delete - remove the 

property from the tax 

certification selections. 

Total number of tax certifications 

requested and total fees are displayed.

Displays requested tax certifications and provides additional 

action options.



Enter Requestor Information

Click “Next” to proceed. 

Enter contact information for who should receive the tax 

certification and respond to questions about the request. 



Enter Payment Information

• Summary of requested tax certifications and total fees is 

displayed.

• Select payment method from drop down menu:

‒ Bank Account  (ACH Debit)

‒ Credit/Debit Card*

• Then click “Next”. 

*Note: A 2.5% credit/debit card service fee is assessed ($0.50 minimum 

per transaction) for each card transaction other than ACH check 

payment.



Enter Payment Information

• Enter payment account holder details.

• Click “Use Requestor Info” to prepopulate this form with the 

requestor information.



Enter Payment Information

• Based on payment method selected, fields below will be 

presented for completion. 

• Add required information, then click “Next”.

*Note: A 2.5% credit/debit card service fee is assessed ($0.50 minimum 

per transaction) for each card transaction other than ACH check 

payment.



Review & Submit

Verify account holder details, payment information, requested 

tax certifications and total amount due.  

Click “Submit” to proceed. 



Payment Confirmation

Displays confirmation number and verifies the request is 

submitted for processing.

Summary email is sent to the 

requestor.
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