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What Is Different in the New System?

1. The new system requires you to electronically file (e-file) the 
following UCC documents: 

• Initial financing statements (UCC1) 
• Amendments (UCC3) including amendments, continuations, 

in lieu of filings, terminations
• Corrections (UCC5) 
• Farm liens (UCC1F)
• Farm lien amendments (UCC3F)
• Perform searches (UCC 11)



What Is Different in the New System?

2. You can no longer print the UCC form from the MSOS website to 
hand write or type in the information. 

3. NOW all you do is type your information online using  our easy new 
“online wizard. “ 

4. The system verifies your information as you type it in.

5. After you finish typing your information, you can submit the filing 
one of two ways.



What Is Different in the New System?

The two ways to submit your filing are:

1. Submit the filing online with your credit card payment and a minimal 
convenience fee.  Your filing is committed and available to view within 
15 minutes (at a reduced cost).

NOTE: The convenience fee is on a sliding scale. The more filings you 
submit at one time for payment, the less the fee per transaction.

OR



What Is Different in the New System?

2. Print out the completed filing and mail it to the Secretary 
of   State’s (SOS) Office with a check in the amount  printed 
on the filing. 

The Secretary of States office will process the data you 
provided online when the check arrives. When your 
payment is received and posted, the filing is complete and 
your electronic acknowledgement will be sent within 
minutes. 



How Do I Pay For E-filings?

You can pay for UCC filings in the following ways:

o Credit  Card: American Express, Visa, and Mastercard are 
acceptable

o ACH account for corporations that are approved by the SOS 
Office

o Searches (UCC11) are free if you do them online.



Where is the Login Screen?

o In the middle left of the 
screen (facing you), under 
the title Business Services, 
is a tab labeled User Login. 

o Click on the tab and you 
will see the Login Screen.



Create an Account or Log in

o At this screen, you can 
create a user by clicking on 
“Register.”

OR
o If you already have a user 

account, enter your user 
name and password and 
click “Login.”



To Register/Create an Online Account

1. Enter the characters
shown on screen to
identify yourself as a
person. 

2. Click Next.



To Register/Create an Online Account

1. Name Information:
o Title (not required)
o First
o Middle Name
o Last Name
o Suffix (not required)

2. Physical Address:
o Address 1: street number ,name
o Address 2: if second address line 

is needed
o City, State, Zip



To Register/Create an Online Account

3. Click box if mailing address and physical 
address.  If not, enter the mailing address.

4. Enter contact numbers: 
o Primary
o Mobile 
o Fax

5. Enter email address. *Required. 
This will become your online user name.

6. Click Confirm to continue.

Note: The system will verify that your address is a
valid address.  If correct but not verified, click box.



To Register/Create an Online Account

You will get a message that
states “Account Created.”

1. Click “Close.”
2. The system takes you back 

to the log in screen.



To Create an Online Filing Account

• Click on Online Filing tab.



To Create an Online Filing Account

• The system will require you 
to apply for filer status.

• Click on UCC Filer 
Request.



To Create an Online Filing Account

• Click on Individual or 
Corporate Representatives.
Individual is self-explanatory.

• Assume you are a Corporate 
Representative for this 
tutorial.

• You can search for your 
company name or enter a new 
one.



To Create a Corporate Online Filing Account

• Enter the required data and 
click next.

• A message stating “filer 
access granted” is displayed.



To Create a Corporate Online Filing 
Account

• You can apply to become a 
representative on a 
corporate account.



To Create a Corporate Online Filing 
Account

• An email will be sent to the 
account manager requesting 
approval of your request.

• This screen is where the 
manager approves the 
request.



Filing a New Financing Statement

1. Enter your user name.
2. Enter your password.
3. Click Login.



Filing a Financing Statement (UCC1)

1. Click on “Online Filing”
and this screen displays.

2. Select the type of filing you 
want to file:

o Financing Statement (UCC1) 
– includes UCC1F

o Amendment (UCC3) –
includes UCC3F

o Statement of  Claim  (UCC5)

3. Click on UCC1.



Filing a Financing Statement (UCC1)

Filing Information:

1. Filer Name: Your name is 
displayed.

2. Packet Number:  This field is a 
tracking number for customer 
use only. Required.

3. Farm Lien: Please choose Yes 
or No.

Note: A thumbnail image of the form is shown on the 
side – highlighted to show  you where  you currently 
are.



Filing a Financing Statement (UCC1)
Alternate Filing Information:
1.The Filer Name and Packet Number 
are pre-filled.
2.The system assigns a Tracking 
Number for the filing.
3.Alternate Filing Type: Click to select 
if  filing will be a a transmitting utility, 
a  manufactured home, or a public 
finance transaction.   This will 
determine the lapse date.
4.Additional Information:  This is for 
customer use only.
5.Click Next.



Filing a Financing Statement (UCC1)

The next screen is the debtor screen.

1.Click “Add debtor” and this screen 
is displayed.
2.Enter the name, address and 
county. These fields are required. 
3.Click Save or you can edit/delete 
your entry.
4.Click Next.

Note: The thumbprint image on the side shows 
you where you are on the actual filing 
document.



Filing a Financing Statement (UCC1)
The next screen is the secured party screen.

1.Click “Add secured party” and this screen is 
displayed.

2.Select secured party type:
Organization or Individual

3.Enter the name, address, and county.
4. Multiple secured parties can be added. 
5. Click Save.
6. The secured party information 
displays.

7. Click Next or you can edit/delete your 
entry.

Note: The thumbprint image on the side shows 
you where you are on the actual filing document.



Filing a Financing Statement (UCC1)

This is the collateral screen.

1. This is not a required field.
2. You may enter text or attach 

a document from your 
computer.

3. Click Next.



Preview of UCC1 Filing

This screen displays a preview 
of your filing.

1.Review your information to 
ensure it is accurate.
2.You may choose Print, Back, 
Cancel, or Confirm.

Confirm takes you to 
the

Payment Page.



Paying for a UCC
1. This screen offers two payment 

options:
o Pay with a credit card for $8.00
o Mail in with a check for $10.00
o If you are a corporate filer, you 

may have an additional option for 
ACH.

2. Click on your choice OR
3. “Pay Later” and add item to your 

cart for filing all at once.



UCC1 is Filed
o You will receive an email Acknowledgement within 15 

minutes notifying you that your filing is successful.
o The email will include the acknowledgement and a .pdf  of the 

filing image.
o Your  debtor information will be available on the web.
o If you have a subscription, you will access to view the image 

of the filing on the web.



Can you E-file Farm Liens?

Yes!  You enter a UCC1F and UCC3F using the same online 
process  that you use for a standard UCC1 and have faster 

results!
o When you finish typing your information using the online 

wizard, you can print out the filing, sign it, then mail it to the 
Secretary of State’s (SOS) Office.

o The data you typed online is already processed at the SOS 
Office and is waiting for the check to arrive.  Within minutes 
of posting your check, your UCC1F or UCC3F is filed and  
available to view on the web.



File a Farm Lien (UCC1F)

1. Enter your user name.
2. Enter your password.
3. Click Login.



File a Farm Lien (UCC1F)

Filing Information:

1. Filer Name: Your name is 
displayed.

2. Packet Number:  This field is a 
tracking number for customer 
use only. Required.

3. Farm Lien: Please choose Yes.

Note: A thumbnail image of the form is shown on the 
side – highlighted to show  you where  you currently 
are.



File a Farm Lien (UCC1F)

1. The online wizard will take you through the next screens that 
are the same as the UCC1:

o Alternate Filing Information
o Add Debtor
o Add Secured Party

2. Then you will see the Collateral screen. This screen and the 
instructions follow.



File a Farm Lien (UCC1F)

The collateral screen is 
different from the UCC1 
screens.

1. Click on Add Crop.
2. If you have any attachments, 

you can download them 
from this screen. (not to 
exceed 50 pages)



File a Farm Lien (UCC1F)

This collateral screen displays.

1. Enter farm product description.
2. Enter quantity.
3. Select crop code from 

dropdown box.
4. Enter your crop year – you  

may choose a range.
5. Select county from a dropdown 

box.
6. Click Save.



Preview of Farm Lien (UCC1F)

This screen displays a preview 
of your filing.

1.Review your information to 
ensure it is accurate.
2.You may choose Print, Back, 
Cancel, or Confirm.

Confirm takes you to 
the

Payment Page as shown 
previously in this demo.



File an Amendment  (UCC3 )
Filing an amendment (UCC 3) follows the same general process
as an initial filing statement.  The following rules apply to UCC3s.

o You must have the initial file number and it must exist in the SOS records.

o The online wizard will assign an internal tracking number when you start entering your 
information.

o Only one action is allowed per e-filing amendment.

o You only enter information regarding what you are amending.  For example, if you are 
amending a debtor’s name, you will enter the debtor information only.

o The online wizard will walk you through the filing process.



File a Correction  (UCC5 )
Filing a correction to an existing filing (UCC5) follows the same general process 
as the others.  The following rules apply to UCC5s:

1.You must have the initial file number and it must exist in the SOS records.

2.The online wizard will assign an internal tracking number when you start 
entering your information.

3.You can select the correction type from the dropdown box:
oWrongfully filed
o Inaccurate

4. Enter the correct information and download attachments, if needed.


