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Account Actions 

Creation 
1. From the main Login page, https://publicportalmig-conv.msbus.civixapps.com/, 

click the Create a new account button found in the Login box. 

 
2. You will be directed to the account creation flow where you will be required to 

provide: 
a. First Name 
b. Last Name 
c. Mailing Address Line 1 
d. County 
e. Zip Code 
f. City 
g. State 
h. Email Address 
i. Phone Number 
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3. Once the required information is entered you may click Continue to move to the 
Login Details screen. 

a. If you no longer want to proceed with the account creation, you may click the 
Back button to go to the Login page. 

b. If you need to clear the fields to start entering information again, click the 
Clear button. 

4. On the Login Details screen, you will be required to provide: 
a. User ID 

i. An onscreen message will indicate if the User ID is available or not. 
b. Password 

i. Password must be between 16-26 characters long and must contain 
at least one character from three of these four-character types: 
Uppercase alpha, Lowercase alpha, Numeric, Special Character 
(space cannot be the last character). 

ii. Click the eye to view the password entered in either box. 
iii. The password checklist will verify each password requirement as they 

are met. 
c. 3 Security Questions with Answers 

i. Three separate questions must be selected. 
d. Before creating the account, you must acknowledge the I am a Human 

checkbox.  
e. After all required fields are completed, you may click Create My Account. 

http://gocivix.com/
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i. If you need to fix something on the previous step, click the Back 
button. 

 

5. Your account will be created, and you will receive a verification email. You are ready 
to log in and start filing or submitting search requests. 

 

Forgot Password? 
1. If you’ve forgotten your password, you may click the Forgot Password link from the 

Login page. 

http://gocivix.com/
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2. Once clicked, you will be required to provide your User ID. (If you’ve forgotten your 
User ID, please see the next section) 

a. Provide your User ID and click Continue. 
i. If the User ID is not found, you will receive an alert with additional 

instructions. 
ii. If the User ID is found, click Continue to proceed to the Security 

Question step. 
b. If you wish to cancel this process, click the Back to Login button. 

 

3. On the Security Question step, you may select any one of the three questions you 
set up. 

a. Once a correct answer is given, you may click Submit. A temporary password 
will be sent to your email address. Upon logging in with the temporary 
password, you will be required to change the password. 

b. If the answer given is incorrect, you will receive an alert to try again. 
c. If you wish to cancel this process, click the Back to Login button. 
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Forgot User ID? 
1. If you’ve forgotten your User ID, you may click the Forgot User ID link from the Login 

page. 

 

2. Once clicked, you will be required to provide your Email Address.  
a. Provide your Email Address and click Submit. 

i. If the Email Address is not found, you will receive an alert with 
additional instructions. 

ii. If the Email Address is found, you will receive a message that your 
User ID has been sent to your email address. 

iii. The email will contain your User ID, if you’ve created more than one 
account using the email address, the email will contain a list of User 
IDs.  

b. If you wish to cancel this process, click the Back to Login button. 

 

My Profile 
1. If you wish to change your account details, follow the below steps: 

http://gocivix.com/


 

 

 

8 GOCIVIX.COM  
 

a. From your Dashboard screen, click the My Profile option in the left-hand 
menu. 

 

b. Click My Profile Information. 
c. From this screen, you will be able to update all your profile information. 

 

d. If you desire to change your password or security questions, click Continue 
at the bottom of the screen. 

i. Clicking Clear will remove all information. 
ii. If you wish to get out of this process, click the Dashboard option in the 

header or in the left-hand menu under My Profile. 
e. From this screen, you can change your password or security questions, but 

you will not be able to change your User ID. 
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f. Once completed, click Save and the information will be updated. 
i. Clicking Back will return you to the account details screen. 

ii. Clicking Clear will remove all information. 
iii. If you wish to get out of this process, click the Dashboard option in the 

header or in the left-hand menu under My Profile. 

Lien Searches 

Unauthenticated Searches 
1. Searching without an account is called an unauthenticated search.  From the Login 

page, click the Lien Search link under Additional Options. 

 

2. You may search by Filing Number or Debtor Name. 
a. The Filing Number search is an exact match search. Once the filing number 

is entered, click the Search button. 
i. If no lien is found with that Filing Number, you will receive a message 

indicating no records match that criteria.  
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b. If Debtor Name is searched: 
i. Select Search Logic 

1. Defaults to Starts With 
2. Options: 

a. Standard 
i. This replicates the UCC-11 search logic, it uses 

RA-9 search logic where punctuation, spaces, 
and noise words are stripped 

b. Starts With 
i. Search will return all records that start with the 

entered information 
c. Exact Match  

i. Search will only return records that match the 
exact information entered, spaces, punctuation, 
etc. 

d. Contains All Words – In Order 
i. Search will return results for the phrase entered, 

whether it is in the beginning, middle, or end of 
the debtor’s name 

ii. Surname must have at least two characters. 
iii. Organization name must have at least three characters. 
iv. Advanced Search Options may be desired when searching by Debtor 

Name. 
1. Options include: 

a. Lien Type 
b. Filing Type 
c. Filing Action (based on Filing Type) 
d. Lien Status 
e. Filing Date From/To 
f. Lapse Date From/To 
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v. Once criteria is entered, click Search to find results. 
1. If no results are found, you will receive a message indicating 

that no record matches that criteria. 
c. Once results are found, from either search type, results will be shown on the 

Lien Search Results screen. 
i. Click the Lien Number in the first column to view the lien details. 

 

d. Lien Details will show: 
i. Lien Number  

ii. Status  
iii. Date Filed 
iv. Lien Type 
v. Subtype 

vi. Lapse Date 
vii. Debtor Information 

viii. Secured Party Information 
ix. Filing History 
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Authenticated Searches 
1. If you have an account, you may search from your dashboard. Click Lien Search 

from the left-hand menu. 

 

2. You may search by Filing Number or Debtor Name. 
a. The Filing Number search is an exact match search. Once the filing number 

is entered, click the Search button. 
i. If no lien is found with that Filing Number, you will receive a message 

indicating no records match that criteria.  

 

b. If Debtor Name is searched: 
i. Select Search Logic 

1. Defaults to Starts With 
2. Options: 

a. Standard 
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i. This replicates the UCC-11 search logic, it uses 
RA-9 search logic where punctuation, spaces, 
and noise words are stripped 

b. Starts With 
i. Search will return all records that start with the 

entered information 
c. Exact Match  

i. Search will only return records that match the 
exact information entered, spaces, punctuation, 
etc. 

d. Contains All Words – In Order 
i. Search will return results for the phrase entered, 

whether it is in the beginning, middle, or end of 
the debtor’s name 

ii. Surname must have at least two characters. 
iii. Organization name must have at least three characters. 
iv. Advanced Search Options may be desired when searching by Debtor 

Name. 
1. Options include: 

a. Lien Type 
b. Filing Type 
c. Filing Action (based on Filing Type) 
d. Lien Status 
e. Filing Date From/To 
f. Lapse Date From/To 

 

v. Once criteria is entered, click Search to find results. 
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1. If no results are found, you will receive a message indicating no 
record matches that criteria. 

c. Once results are found, from either search type, results will be shown on the 
Lien Search Results screen. 

i. Click the Lien Number in the first column to view the lien details. 

 

d. Lien Details will show: 
i. Lien Number  

ii. Status  
iii. Date Filed 
iv. Lien Type 
v. Subtype 

vi. Lapse Date 
vii. Debtor Information 

viii. Secured Party Information 
ix. Filing History 

 

UCC-11 Information Requests 
Note: The Standard Search logic described in the sections above can be used to determine 
what results will return when requesting a UCC-11 search. 

1. To request a UCC-11 Search, from the left-hand menu, click UCC Filing and select 
the UCC-11 Information Request link. 
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15 GOCIVIX.COM  
 

 

2. Two search options are available. Debtor Name and Specified Copies search. 
a. If Debtor Name is searched, only a search report will return. 
b. If specified Copies are requested, full lien image(s) will be returned. 

3. If searching by Debtor Name, filing fee $5.00: 
a.  The following fields are required: 

i. Individual Surname 
ii. First Personal Name 

b. Search response options are: 
i. All (Lapsed and Unlapsed) – this includes results for active and lapsed 

liens (lapsed date is less than 365 days from current date) 
ii. Unlapsed Only – this will only include active liens 

c. Additional fields such as city and filing date are available on the Additional 
Search step. 

 

4. If searching by specified copies, base filing fee is $2 per filing number returned in 
search.  

a. Filing Number is required 
i. If you want to include the full filing chain, click the Include All Related 

Documents Checkbox. 
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1. This will result in the full filing chain appearing in the grid. (this 
step has not added the lien to this search at this point, see next 
step) 

ii. Click Add once the correct filing number is entered. 
1. If the filing number is invalid, the system will return an error. 

Update the number and try again. 
2. Filing number(s) will appear in the grid. 

iii. More filing numbers may be added before continuing to the next 
screen. 

 

5. The UCC-11 Additional Search step is only available for Debtor Name searches. 
(this step is not required, it is optional) 

a. Requestors may refine their search by a date range (this is filed date) and city 
(this is the city associated with the debtor address). 

b. Check the box in each section to open the fields for entry. 

 

6. On the UCC-11 Copy Request Fee screen, the new total of the UCC-11 search will 
be reflected. Once verified, click Next to be directed to the Review screen. From 
there, if everything looks as expected, click Add to Shopping Cart. 

http://gocivix.com/
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7. Once payment is completed, you should expect to receive two emails. The first 
email will indicate the request was received and will contain the receipt. Once the 
search is completed, you will receive a second email with the search results. 

Note: All correspondence will be available on your Dashboard under the Correspondence 
Widget. 

 

Authenticate Certificate 
1. If a UCC-11 is certified, the Certificate number assigned can be validated through 

the application. From the Login page, click the Authenticate Certificate link found 
under Additional Options. 

 

2. Enter the Authentication Number found on the bottom of the certificate. 
3. Once it returns the record, click the View button to see what the system generated 

for that Authentication Number. 

 

Dashboard 
The Dashboard is the landing page seen upon logging in.  
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1. Header Links 

a. Notifications Icon  
i. Click to view notifications. 

b. Shopping Cart Icon  
i. Click to return to the shopping cart. 

c. Dashboard  
i. Click at any time to return to the Dashboard. 

d. Contact Us  
i. Click to be directed to the Mississippi Secretary of State contact page. 

e. Logout  
i. Click to logout of the account.  

2. Left-Hand Menu 
a. My Profile 

i. My Dashboard 
ii. My Profile Information 

iii. In Progress Filings 
iv. Link Secondary Account 
v. Secondary Account 

b. Search 
c. UCC  
d. Subscriptions 

3. Drafts (Not Submitted) 
a. Shows total count of filings that have been started but not completed. 
b. Click widget to see all incomplete filings. 
c. Click the green pencil action icon to return to the filing. 
d. Click the red trash can icon to remove the filing from drafts. 
e. If draft was submitted using Voucher as the payment type, a return to 

shopping cart option will also be seen. This option may be used to return the 
transaction to the shopping cart and pay for the transaction using another 
payment method. 
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4. Orders Completed 
a. Shows total count of filings that have been completed by the filer. 
b. Click widget to see all completed filings. 

 

5. Purchased Subscriptions 
a. Once a subscription is purchased, the Bulk Subscription files will be 

available from the Dashboard under the Purchased Subscription Widget. 
i. Farm Lien and UCC Subscription will display and show the purchase 

and expiration date. 
b. Once clicked, all purchased subscriptions will be shown. Click the Data link 

in the far-right column to view the file. If no link is available, the file has not 
been generated yet. Once generated, the link will appear. 

 

6. Notifications 
a. To expand, click the Chevron icon in the header. 
b. Notifications are listed in grid.  
c. If there are more than five notifications in the grid, click the View All button to 

see all notifications. 
d. To remove the notifications, click the Clear All button. 
e. To refresh the notifications, click the Update button. 

 

f. To select what Notifications will appear, click the Manage button. 
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i. Select the desired notifications and click Update. 

 

 

 

7. Recent Filings 
a. To expand, click the Chevron icon in the header. 
b. Click View All if there are more than 5 items to view. 
c. Widget shows all recent filings in descending order. 

 

 

8. Recent Payments 
a. To expand, click the Chevron icon in the header. 
b. Click View All if there are more than 5 items to view. 
c. Widget shows all recent payments and receipts for download in descending 

order. 
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9. Filings In Progress 
a. To expand, click the Chevron icon in the header. 
b. Click View All if there are more than 5 items to view. 
c. Click widget to see all incomplete filings. 
d. Click the green pencil action icon to return to the filing. 
e. Click the red trash can icon to remove the filing from drafts. 

 

 

10. Correspondence 
a. To expand, click the Chevron icon in the header. 
b. Click View All if there are more than 5 items to view. 
c. Widget shows all correspondence created by the system for the filer’s 

submissions. 
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d. Correspondence can be filtered using the filters provided in the View All 
screen. 

e. Click the correspondence hyperlink to download the desired image. 

 

 

Secondary Accounts 
If you are an Account Manager, you will be able to link Secondary Accounts to your online 
account. This action will allow you to see what all secondary accounts have filed in your 
Recent Filings, Recent Payments, and Correspondence widgets. To link a secondary 
account to your account, follow the below steps: 

1. From the left-hand menu, under My Profile, select Link Secondary Account. 

 

http://gocivix.com/


 

 

 

23 GOCIVIX.COM  
 

2. From the Search Secondary Users screen, enter in the users User ID or Email 
Address. 

Note: They do not have to have an online account created, you may start an account for 
them during this process. 

 

3. If the desired user is found, select that user from the grid and click the Select 
button. 

Note: If the users account type is Secondary, this means they have already been 
designated as a Secondary Account by another Primary Account. They cannot be selected 
as a Secondary to another Primary Account. You will receive an alert indicating this. 

 

4. Once the account is selected, you will receive an alert stating, “The account holder 
will receive an alert upon login. They may choose to accept or decline the secondary 
account request.” 

a. The Secondary Account will have the opportunity to accept or reject the 
account designation upon log in. 
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5. If the desired Secondary Account is not found (the account has not been created 
yet), click the Create Secondary Account button. 

 

6. On the Secondary Account Creation screen, enter in the information as it pertains to 
the filer that will be using the Secondary Account. 

a. You will be required to provide: 
i. First Name 

ii. Last Name 
iii. Mailing Address Line 1 
iv. County 
v. Zip Code 

vi. City 
vii. State 

viii. Email Address 
ix. Phone Number 

 

7. Once this information is completed, click the Create button.  
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a. At this time, the Secondary Account will receive an email with a link to 
complete the account creation process.  

8. The Secondary Account filer will be required to complete the second part of the 
account set-up. 

a. On the Login Details screen, they will be required to provide: 
i. User ID 

1. An onscreen message will indicate if the User ID is available or 
not. 

ii. Password 
1. Password must be between 16-26 characters long and must 

contain at least one character from three of these four-
character types: Uppercase alpha, Lowercase alpha, Numeric, 
Special Character (space cannot be the last character). 

2. Click the eye to view the password entered in either box. 
3. The password checklist will verify each password requirement 

as they are met. 
iii. 3 Security Questions with Answers 

1. Three separate questions must be selected. 
iv. Before creating the account, you must acknowledge the I am a 

Human checkbox.  
v. After all required fields are completed, you may click Create My 

Account. 
1. If you need to fix something on the previous step, click the 

Back button. 
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Secondary Accounts 
After the Secondary Accounts have accepted or completed their account creation, they 
can be found under My Profile → Secondary Accounts option in the left-hand menu. 

 

From this screen, Primary Accounts will be able to view and edit their Secondary Accounts. 

Upon screen load, all Secondary Accounts will be displayed. If the list is long, the search 
results grid may be filtered by the filter options provided. 

1. Results can be filtered by: 
a. User ID 
b. Email Address 
c. Last Name 
d. First Name 

http://gocivix.com/
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2. To make updates to an account, click the icon under the action column. 
3. Update actions include: 

a. Account Status 
b. Account Type 

i. If an account needs to return to a Primary Account status, the update 
can be made here. 

ii. By returning to a Primary Account status, the current primary account 
will no longer have access to that accounts records. 

iii. If the newly updated Primary Account needs to select now be the 
Primary Account of the previous Primary Account, they may follow the 
above steps to associate them as a Secondary Account. If this 
happens, any secondary accounts that the primary has will now be 
Secondary Accounts under the new Primary Account.  

c. Email Address 
d. Last Name 
e. First Name 
f. Subscription Statuses 

i. This can be toggled on and off based on account requirements.  
ii. Image Subscriptions can only be turned on for the number of 

subscriptions paid. 
g. Once all updates are made, click the Save button to lock in the account 

changes. 
h. If not changes are necessary, click the Cancel button to close out the 

Secondary Account Information section. 

Lien Filings 

UCC-1 Filings 
1. Front the left-hand menu, select UCC then select UCC-1. 
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2. On the Select UCC Filing screen, select one of the available Filing Actions (Initial 
Financing Statement is selected by default). The filing fee for each is $8.00. 

a. Initial Financing Statement 
i. This option will require an additional selection. Select if the filing will 

be an agricultural farm lien or not. 
b. Manufactured Housing 
c. Public Financing 
d. Transmitting Utility 

 

3. The steps in each of the above references are as follows: 
a. Send Additional Acknowledgement 

i. This step is not required but will send the filing acknowledgement, 
upon acceptance, to an email address other than the filers. 

ii. Check the checkbox if the additional acknowledgement is desired. 
This will make the entry of an email address required. If you decide to 
proceed without adding an email address, you must uncheck the box 
or you will be stopped and unable to proceed. 

 

b. Debtor Information 
i. At least one debtor must be added before proceeding to the next step. 

ii. To add a debtor, complete the information in the Debtor to be Added 
section. All required fields are denoted with a red asterisk (*). Once all 
required information is entered, click the Save button to add the 
debtor to the grid below. 

iii. If your debtor is an Organization, the below fields are required: 
1. Organization Name 

a. Note: If this is an agricultural farm lien, Tax ID is 
required for each Debtor that is an Organization. 
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2. Street Address Line 1 
3. Zip Code 

a. City and State will update based on zip code entered 
but can be updated if needed. 

4. City 
5. State 
6. County 

a. This is only required when the debtor address is in 
Mississippi 

 

iv. If your debtor is an Individual, the below fields are required: 
1. Individual’s Last Name 

a. Note: If this is an agricultural farm lien, Social Security 
Number (SSN) is required for each Individual Debtor. 

2. First Name 
3. Street Address Line 1 
4. Zip Code 

a. City and State will update based on zip code entered 
but can be updated if needed. 

5. City 
6. State 
7. County 

a. This is only required when the debtor address is in 
Mississippi 
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v. Once your debtor is added to the grid, they can be edited or deleted 
using the action buttons, Edit or Delete. 

 

vi. When debtor(s) are added, click the Next button to proceed to the 
Secured Party screen. 

c. Secured Party 
i. At least one secured party must be added before proceeding to the 

next step. 
ii. To add a secured party, complete the information in the Secured Party 

section. All required fields are denoted with a red asterisk (*). Once all 
required information is entered, click the Save button to add the 
secured party to the grid below. 

iii. The Add Previous Secured Party button is available in the upper right 
of the screen. When this is clicked, a pop-up will open with the last 
ten secured parties the filer used listed. To select one, click the select 
radio button next to the record and click Select. If the secured party is 
not found, click Close to close the pop-up and manually add the 
party. 
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iv. If your secured party is an Organization, the below fields are required: 
1. Organization Name 
2. Street Address Line 1 
3. Zip Code 

a. City and State will update based on zip code entered 
but can be updated if needed. 

4. City 
5. State 
6. The “This Secured Party is an Assignor” checkbox will be 

enabled after the first secured party is added to the grid. 

 

v. If your secured party is an Individual, the below fields are required: 
1. Individual’s Last Name 
2. First Name 
3. Street Address Line 1 
4. Zip Code 

a. City and State will update based on zip code entered 
but can be updated if needed. 

5. City 
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6. State 
7. The “This Secured Party is an Assignor” checkbox will be 

enabled after the first secured party is added to the grid. 

 

vi. Once your secured party is added to the grid, they can be edited or 
deleted using the action buttons, Edit or Delete. 

 

vii. When all secured parties are added, click the Next button to proceed 
to the Collateral Information screen. 

d. If the lien is an Agricultural Farm Lien, the next screen will be the FSA 
Products screen 

i. The below fields are required, at least one product must be added 
before proceeding to the next step. 

1. A Farm Product Description 
2. Crop Code 
3. Quantity 
4. County(ies) 

a. Hold the CTRL key to select more than one in the 
counties box or use the checkbox to check all counties. 

5. Years 
a. This can be entered individually, or a range can be 

entered. If a range is entered, click the Add Range 
button once the range years are added. 

6. Once a crop is entered, hit the Save button to add to the grid 
below. More crop(s) may be added at this point. 
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a. Once your crop is added to the grid, they can be edited 
or deleted using the action buttons, Edit or Delete. 

7. Once all crops have been added, use the Next button to 
continue to the next step. 

e. Collateral Information 
i. Collateral can be added to the text box on the screen  

ii. Collateral is required; text must be present before continuing to the 
next step. 

1. For an Agricultural lien, this step is not required. 
iii. Once collateral has been added, use the Next button to continue to 

the next step. 

Note: The limit on collateral text entered is 64,000. If copy and pasting from another 
source, it is best to remove formatting before proceeding. 

 

f. Miscellaneous Information 
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i. Sections 5 – 7 are optional and are not required to proceed to the 
review step. 

1. If this is an agricultural lien, 6B will automatically select 
Agricultural Lien and cannot be updated. 

ii. If section 13 is checked, sections 13 – 17 will open for entry. 
iii. Once any desired selections are made, click the Next button to 

proceed to the next step. 
4. Note: Sections with checkboxes can only have one option selected. Use the 

checkbox to check and uncheck options as needed. 

 

a. Review  
i. The review screen will show a snapshot of all the previous steps for 

final review before adding the transaction to the shopping cart.  
ii. If information needs to be edited, you may click the Edit link in the 

upper right of the section and will be directed back to that page for 
editing.  

iii. Once all the information appears correct, click Add to Shopping Cart. 
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iv. Once payment is completed, you will receive an email with your 
receipt, acknowledgement, and copy of your filing if the filing was not 
sent to the internal review. The correspondence will also be available 
in your Correspondence Widget on your Dashboard. 

v. If Voucher is chosen as the payment type, the payment must be sent 
in with the voucher. Once received, the filing will be processed. 

Note: Five (5) transactions can be added to your shopping cart before you are required to 
check out.  

 

UCC-3 Filings 
1. Front the left-hand menu, select UCC Filing then select UCC-3. 
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2. On the Select UCC Filing screen, select one of the available Filing Actions. The filing 
fee for each is $8.00. 

a. Amendment Collateral Delete 
b. Amendment Collateral Restate 
c. Amendment Collateral Add 
d. Debtor Add 
e. Debtor Change 
f. Debtor Delete 
g. Secured Party Add 
h. Secured Party Change 
i. Secured Party Delete 
j. Continuation 
k. Assignment  
l. Termination 

3. Once a Filing Action is selected, an Initial Financing Statement number is required. 
a. The Financing Statement must be active, it cannot be in lapsed or inactive 

status. 
b. A Continuation may only be filed on a lien in the six (6) months prior to the 

lapse date. 
c. When Search is clicked after the Initial Financing Statement Number is 

entered, the results will return in the grid below for selection. Validate the 
Filing Date, Debtor Name, and Secured Party when making the selection. 
Click Next once the correct lien is selected. 

 

4. Each UCC-3 flow will have a Confirmation screen. This screen will appear after the 
selection screen. Use this screen to verify the lien is correct. Once verified, click 
Next to proceed. 
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5. Send Additional Acknowledgement 
a. This step is not required but will send the filing acknowledgement, upon 

acceptance, to an email address other than the filers. 
b. Check the checkbox if the additional acknowledgement is desired. This will 

make the entry of an email address required. If you decide to proceed 
without adding an email address, you must uncheck the box or you will be 
stopped and unable to proceed. 

6. Steps in each UCC-3 flow are defined below: 
a. Amendment Collateral Delete 

i. Confirmation (described above) 
ii. Send Additional Acknowledgement (described above) 

iii. FSA Product Screen (if Agricultural Farm Lien) 
iv. Collateral Information 
v. Authorizing Party 

1. This screen is required, and the Authorizing Party may be an 
individual or an organization. Only one Authorizing Party may 
be provided. 

2. Optional filer reference data may also be provided. There is a 
maximum of 100 characters in this field. 
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vi. Review 
b. Amendment Collateral Restate 

i. Confirmation (described above) 
ii. Send Additional Acknowledgement (described above) 

iii. FSA Product Screen (if Agricultural Farm Lien) 
iv. Collateral Information 
v. Authorizing Party  

vi. Review 
c. Amendment Collateral Add 

i. Confirmation (described above) 
ii. Send Additional Acknowledgement (described above) 

iii. FSA Product Screen (if Agricultural Farm Lien) 
iv. Collateral Information 
v. Authorizing Party 

vi. Review 
d. Debtor Add 

i. Confirmation (described above) 
ii. Send Additional Acknowledgement (described above) 

iii. Debtor Information 
iv. Authorizing Party 
v. Review 

e. Debtor Change 
i. Confirmation (described above) 

ii. Send Additional Acknowledgement (described above) 
iii. Current Party Information 
iv. Debtor Information 
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v. Authorizing Party 
vi. Review 

f. Debtor Delete 
i. Confirmation (described above) 

ii. Send Additional Acknowledgement (described above) 
iii. Current Party Information 
iv. Authorizing Party 
v. Review 

g. Secured Party Add 
i. Confirmation (described above) 

ii. Send Additional Acknowledgement (described above) 
iii. Secured Party  
iv. Authorizing Party 
v. Review 

h. Secured Party Change 
i. Confirmation (described above) 

ii. Send Additional Acknowledgement (described above) 
iii. Current Party Information 
iv. Secured Party  
v. Authorizing Party 

vi. Review 
i. Secured Party Delete 

i. Confirmation (described above) 
ii. Send Additional Acknowledgement (described above) 

iii. Current Party Information 
iv. Authorizing Party 
v. Review 

j. Continuation 
i. Confirmation (described above) 

ii. Send Additional Acknowledgement (described above) 
iii. Authorizing Party 
iv. Review 

k. Assignment  
i. Confirmation (described above) 

ii. Send Additional Acknowledgement (described above) 
iii. Assignee Information 

1. The assignee may be an individual or organization. 
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2. Add Previous Assignee button may be used if the filer has filed 
an assignment before.  

 

iv. Assignor 
1. This screen is required, and the Assignor may be an individual 

or an organization.  Only one Assignor may be added. 
2. Optional filer reference data may also be provided. There is a 

maximum of 100 characters in this field. 

 

v. Collateral Information 
vi. Review 

l. Termination 
i. Confirmation (described above) 

ii. Send Additional Acknowledgement (described above) 

http://gocivix.com/


 

 

 

41 GOCIVIX.COM  
 

iii. Authorizing Party 
1. This screen is required, and the Authorizing Party may be an 

individual or an organization. Only one Authorizing Party may 
be provided. 

2. If the termination is authorized by the Debtor, check the 
checkbox in the upper section. 

3. Optional filer reference data may also be provided. There is a 
maximum of 100 characters in this field. 

 

iv. Review 
7. Once the filing(s) are reviewed, click Add to Shopping Cart to checkout and 

complete the transaction. 

 

UCC-5 Filing 
1. Front the left-hand menu, select UCC Filing then select UCC-5. 
2. An Initial Financing Statement number is required. The filing fee for each is $10.00. 

a. The Financing Statement must be active, it cannot be in lapsed or inactive 
status. 

b. A Continuation may only be filed on a lien in the six (6) months prior to the 
lapse date. 

c. When Search is clicked after the Initial Financing Statement Number is 
entered, the results will return in the grid below for selection. Validate the 
Filing Date, Debtor Name, and Secured Party when making the selection. 
Click Next once the correct lien is selected. 

http://gocivix.com/


 

 

 

42 GOCIVIX.COM  
 

 

3. The UCC-5 flow will contain the below steps: 
a. Confirmation screen 

i. This screen will appear after the selection screen. Use this screen to 
verify the lien is correct. Once verified, click Next to proceed. 

b. Send Additional Acknowledgement 
i. This step is not required but will send the filing acknowledgement, 

upon acceptance, to an email address other than the filers. 
ii. Check the checkbox if the additional acknowledgement is desired. 

This will make the entry of an email address required. If you decide to 
proceed without adding an email address, you must uncheck the box 
or you will be stopped and unable to proceed. 

c. Correction Statement 
i. Section 1 is read-only and contains the initial financing statement 

number and filing type. 
ii. Section 2 is the place to select the claim for this UCC-5. This section 

is required. 
iii. Section 3 is to enter why the statement selected in Section 2 was 

made. This section is required. 
iv. Section 4 is read-only and identifies the filing date and time of the 

record being corrected. 
v. Section 5 is to enter the name of the person filing the UCC-5 is 

required. This may be an individual or an organization. 
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d. Review 
4. Once the filing is reviewed, click Add to Shopping Cart to checkout and complete 

the transaction. 

Subscriptions 

Purchasing Subscriptions 
1. From the left-hand menu, click the Subscription option. 

 

2. Data and Image subscriptions available are: 

Note: Subscriptions are only available to Account Managers for purchase. 

a. Bulk Subscription 
i. This file is generated on the 5th of every month and contains all the 

active and lapsed (lapsed + one year) data in 4 data files. 
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ii. In the application process, the following fields are required: 
1. Submitter/Business Name 
2. Address Line 1 
3. Country 
4. Zip Code 

a. Zip Code will populate city and state fields 
5. City 
6. State 
7. Phone Number 
8. Title 
9. Last Name 
10. First Name 
11. Subscriber Type 
12. Business purpose for purchasing the subscription 
13. Will the subscription be used for Farm Liens question 

iii. After all required information is provided, you may proceed to review 
screen. If all the information entered is correct, you may add the 
request to the shopping cart and proceed to checkout. 

iv. The subscription request will go the State staff for internal review. 
v. This subscription is good for one year from the approval date. 
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b. Farm Lien Subscription 
i. This subscription will allow users to search for farm liens by Tax ID, 

SSN, or Farm Product. 
ii. In the application process, the following fields are required: 

1. Submitter/Business Name 
2. Address Line 1 
3. Country 
4. Zip Code 

a. Zip Code will populate city and state fields 
5. City 
6. State 
7. Phone Number 
8. Title 
9. Last Name 
10. First Name 
11. Subscriber Type 
12. Business purpose for purchasing the subscription 
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iii. After all required information is provided, you may proceed to review 
screen. If all the information entered is correct, you may add the 
request to the shopping cart and proceed to checkout. 

iv. The subscription request will go the State staff for internal review. 
v. Once the subscription is approved, on the Lien Search screen, a new 

option, Farm Lien is available for use.  
vi. This subscription is good for one year from the approval date. 

 

c. UCC Image Subscription 
i. This subscription is to view UCC images from the Lien Search screen.  

ii. In the application process, the following fields are required: 
1. Submitter/Business Name 
2. Address Line 1 
3. Country 
4. Zip Code 

a. Zip Code will populate city and state fields 
5. City 
6. State 
7. Phone Number 
8. Title 
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9. Last Name 
10. First Name 
11. Subscriber Type 
12. Business purpose for purchasing the subscription 
13. Number of users who will be using the subscription 

a. Do not include yourself in this count 
iii. After all required information is provided, you may proceed to review 

screen. If all the information entered is correct, you may add the 
request to the shopping cart and proceed to checkout. 

iv. The subscription request will go the State staff for internal review. 
v. Once the subscription is approved, after a lien is searched and 

selected from Lien Search, the lien Filing History will show a 
magnifying glass icon to view the image in the far-right column. 

vi. This subscription is good for one year from the approval date. 

 

Viewing Purchased Subscriptions 
1. Once a Bulk Subscription is purchased, the files will be available from the 

Dashboard under the Purchases Subscription Widget. 
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2. Once clicked, all purchased subscriptions will be shown. Click the Data link in the 
far-right column to view the file. If no link is available, the file has not been generated 
yet. Once generated, the link will appear. 

3. For Farm Lien subscriptions, under Search → Lien Search in the left-hand menu, 
subscribers will see a Farm Lien radio button. When selected, subscribers will have 
additional search fields. 

 

4. For UCC Image subscriptions, under Search → Lien Search in the left-hand menu, 
subscribers will be able to see a view option in Lien Details after a lien has been 
searched by filing number or debtor name. The filing image may be viewed by 
clicking the magnifying glass. 
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