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Getting Started with the Portal

This training is focused on the process registrants use to log-in to the portal and
select which type of document they want to file. To begin, open a web browser and
go to https://corporations.pa.gov/

Note, available navigation options are limited if a user is not logged in. A user can
navigate the website prior to logging in but will be prompted to login if executing an
action such as filing.
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Create a New Account

New users must create an account to log into the web portal. Begin by selecting
Login'.

W An Official Pennsylvania Government Website
" pennsylvania

{3} Home

File Your Business"

Business Filing Services

Welcome to the Pennsylvania Department of State's online filing portal. Business Filing Services enables businesses to file,
search and order records online. Whether you are startmg a new business, updatlng or requestmg business records, filing
a Uniform Commercial Code financing statement, searching for a registered business, fictitious name or trademark, this
hub consolidates all your information needs. Get started by selecting any of the online services below.

From this page select Register' to create an account.

W An Official Pennsylvania Government \

Business Help Guides ~ [fFeedback [£ FAQs [ Help
One-Stop Shop

If you have a Keystone Login username and password, please use it below. If not, you will need to create one. Please do not use your PENN File credentials on this page, you will
be given the opportunity to link your new Keystone Login to your PENN File account once your Keystone Login has been created

Login to your account Register a new account

Username Register
Password ‘Q Keystone Login is an int management system for

commonwealth onli ervices. You can use your Keystone

Login username and password to log into any online service
Log in that participates in Keystone Login.
Powered by
Powered by
KEYSTONE LOGIN
KEYSTONE LOGIN
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To Register, enter the following information:

e Account Information’
o Username
o Password - The password should be between 6 and 20 characters and
should not contain any spaces or '@' or &'
o Confirm password
¢ User Information?
First Name
Last Name
Date of Birth
Email

O O O O

Confirm Email
o Mobile Phone Number

e Multi-Factor Security Information?®
o Select three security questions

When finished, select Submit*. Note, asterisks indicate required fields. Messages with
Red text will appear next to a field if there is an error that needs to be corrected.

] =
Business Help Guides = [ZFeedback (£ FAQs (£ Help
One-Stop Shop

Register
Account Infermation

Paseword Strength:

User Information

e

Multi-Factor Security Information

tecuity.com
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A confirmation email will be sent for account verification. To verify, select click here'
and the verification screen will be displayed.

PA Business One Stop Hub : Your account has been successfully created. lwexx & B
RA-DCBOSSDoNotReply@pa.gov 11:44 AM (1 minute ago) 11
tome =

Thank you for creating a Keystane Login ID with the Business One-Stop Shop Hub. Pleas@ €lick here 1o verify your email address and return 1o the Business One-510p Shop Hub. In the Hub, you
can create a checilist with steps for registering your business and create your business’ profile.

DoaNyBNM T ZWhIAENFVZUS
ARHRIBCOZKIRVVE 12h "."!rfi'.l_'l','-'! RO

1S ZHRTI
R

fHEF

TEmMV0z 1 VEAERSOIRLEZECY 165 T
SHBCZ TNV DY w W TLI2 B RPN YZ OV i

It you have ary questions reganding the Business One-Stop Shop Hub please contact the Department of Community and Economic Devilopment a1 1-833-722.6778 Call 1.833.722:6778 Option
0.

Regards,
PA Business One-Sicg Shop
This emad was sent from an unmonitared account. Flease do not reply.

NOTICE: This confidential message/attachment contains information intended for a specific individual(s) and pwpose. Any inapprapriate use, disiribution or copying is strictly prohibited, If received
n error, immediately detete this message.

From the Verification screen, select click here to Login’.

W A Ofcal Pesnaytvania Coverment Wt

mBuslnGSS Feedback [ FAQs (4 Help
One-Stop Shop

Thank you for veritying your emal address
p

Pioase click heco %o Login

Powered by
w KEYSTONE LOGIN
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Login

Users are now able to enter the Username® and Password?, then select Login®

Business
One-Stop Shop

P3R4 Deploymen

Login to your account

. Username

Password E

Powered by

KEYSTONE LOGIN

Forgot Uisarmame?
Forgot Password?

Meed your account unlocked?

The user will now be directed to the PA BizFile home page.

{P] i lvania Government Website
Wl emtuacse

Home

A

Q sea .nte A S, v sl s R . ;
File Your Business

With the bepartment of State
& Workview Manager . e

&3 My Work Queue
&) My Records

B i i Business Filing Services

Welcome to the Pennsylvania Department of State's online filing portal. Business Filing Services enables businesses to file,
search and order records online. Whether you are starting a new business, updating or requesting business records, filing
a Uniform Commercial Code financing statement, searching for a registered business, fictitious name or trademark, this
hub consolidates all your information needs. Get started by selecting any of the online services below.

B Forms Manager
[ Dashboard

$ Accounting
&R Tools

? Help

Information & Business
@ Ues Resources @ Entity
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Forgot Username

If the Username has been forgotten and needs recovered, users can select Forgot

Username' below the login options.

Login to your account

Username

Password

Powered by
w KEYSTONE LOGIN

"' Forgot Username?

Forgot Password?
Need yvour account unlocked?

The Forgot Username window will appear. Enter the email associated with your

account then click ‘'Submit’.

Business
One-Stop Shop
Forgot Username
Email
N
m Return to Login

Please enter the email address associated with your user account.

tecuity.com
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A message will be displayed on the screen that if the email entered is correct, then an
email with your username will be sent shortly.

Business
One-Stop Shop

Forgot Username

Please enter the email address associated with your user account.

. If your email address is correct, your username will be sent to this email address shortly.
Email

Return to Login

Below is an example of the email that will be received from: noreply@pa.gov.

Keystone Login Forgot Username - UAT

o o S Reply | RepyAl | > Foward | B[ v+
noreply@pa.gov

This email address was used to request a forgotten username from Keystone Login. The username associated with this email address is: Contact the
Keystone Login Help Desk for all questions, concerns and issues with Keystone Login. The help desk can be reached at the following phone number: 877-328-
0995, If you did not recently register with Keystone Login, please contact the Help Desk. This message was sent by the Commonwealth of PA Copyright © 2020,
Commonwealth of Pennsylvania. All nights reserved.

tecuity.com
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From the login screen select Return to Login' to enter the username and password.

Business
One-Stop Shop

Forgot Username

Please enter the email address associated with your user account.

If your email address is correct, your username will be sent to this email address shortly.
Email

rRetum to Login

Forgot Password

If the password has been forgotten the user can select Forgot Password’, below the
login options.

Business
One-Stop Shop

If you have a Keystone Login username and password, please use it below. If not, you
be given the opportunity to link your new Keystone Login to y|

Login to your account

Username

Password \Q

Powered by
W KEYSTONE LOGIN

Forgot Username?

Forgot Password?
Need your account unlocked?
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The Forgot your password window will appear. Enter the Username’ associated
with your account and select Submit?.

Business
One-Stop Shop

Forgot your password?

Enter your username

Username

R

The password reset options will be displayed. Users can reset the password by

answering security questions that were selected during registration or elect to receive
a temporary password via email.

w An Official Pennsylvania Government Website

Business
One-Stop Shop

Forgot Password Reset

Select your reset method
°o Reset By Security Questions

°© Reset By Email (Temporary Password)

tecuity.com
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If the Reset by Email temporary password option was selected, a One-Time
Password (OTP) will be sent to the email address entered. The email will contain a 6-
digit passcode'’ which will be used to verify the account.

Keystone Login One Time Passcode - UAT

& 8 P A % En
= Reply ) Reply A * Forward
o noreply@pa.gov ) e ) Repl L

One Time Passcode
Your one-time passcode is 508004,
If you did not initiate this passcode, please contact the Keystone Login Help Desk to report an incident.

Contact the Keystone Login Help Desk for all questions, concerns and issues with Keystone Login. The help desk can be reached by phone at 877-328-0995 or by

email at KeystoneloginSupport@randstadusa com,

This message was sent by the Commonwealth of PA
Copyright © 2020, Commuanwealth of Pennsyhvania, All rights reserved,

After verification, enter a new Password’ and re-enter to Confirm Password?. Once
the password meets all the criteria given, click Submit3.

o sl

mBusiness @Feedback
One-Stop Shop

Change your password

The password must pass these rules:
~ ® Must be between 12 to 128 characters in length
Dor s )
m Password ©
= The password must pass 3 out of 4 of these rules:

& One uppercase iotier

Password Strength:

tecuity.com
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An email will be sent stating the password was successfully reset, and the page will
display Return to login® to allow the user to login with the new password.

m An Official Pennsylvania Government Website

Business
One-Stop Shop

Password Reset

Password was successfully reset and user has been notified

Return to login

Account Locked

Account lockout keeps the account secure by locking the login after failed login

attempts. If for any reason the account is locked, select Need your account
unlocked' below the login options.

Business
One-Stop Shop

If you have a Keystone Login username and password, please use it below. If not, you
be given the opportunity to link your new Keystone Login to y
Login to your account

Username

Password Q

Powered by
W KEYSTONE LOGIN

Forgot Username?
Forgot Password?
Need your account unlocked?
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The Unlock Account? window will appear. Enter the Username? associated with the
account and select Submit?.

Business
One-Stop Shop

Unlock Account?

Enter your username

Username

A page with the user’s security questions will be displayed. After answering the
questions, click Submit1 to unlock the account.

Business
One-Stop Shop

Security Questions

Please answer the following security questions to proceed:

Question: In what city does your nearest sibling live?

Answer

Question: What is the name of the school where you started 1st grade?

Answer

Question: What was the name of your favorite childhood pet?

Answer

\M Return to login

tecuity.com
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If the questions are answered correctly, the screen will be displayed that the account
is successfully unlocked and the user can click Return to login'.

Business
One-Stop Shop

Unlock Account

Account has been successfully unlocked

Return to login

Migrate an Existing PALogin Account

If the user has an existing PA Keystone Login these credentials can be used. To begin
select Migrate an existing PALogin account?’ to migrate the existing credentials to
the Keystone.

Login to your account

Username

Password \Q

Powered by
w KEYSTONE LOGIN

Forgot Usemame?
Eorgot Password?
Need your account unlocked?

Migrate an existing PALogin account?
Keystone Login FAQ [
Having trouble registering? (4

For all questions, concerns and issues with Keystone Login,
please contact the Help Desk by using the following phone
number: 877-328-0995.

tecuity.com
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The PALogin to Keystone Login Migration window will appear. Select, | have not
logged into Keystone Login before' if the user has never registered with Keystone
before, or select | have an existing Keystone Login account? if the user has already
registered for Keystone.

=Ty
=

KEYSTONE LOGIN s

Information

Contact the Keystone Login Help Desk for all questions, concems and issues with Keystone Login. The help desk can be reached by phone at 877-328-0995 or by email at KeystoneL oginSupport@randstadusa com

PALogin to Keystone Login Migration

Please select one of the following
.+ | have not logged into Keystone Login before

« | have an existing Keystone Login account

The following window will appear if the user has never logged into Keystone before.
Enter PALogin Credentials', New Keystone Login Account Details?, and Security
Questions?, followed by Submit*.

-y :
.. .'.% s
KEYSTONE LOGIN = . \

Information

Contact the Keystone Login Help Desk for all questions, concerns and issues with Keystone Login. The help desk can be reached by phone at 877-328-0995 or by email at KeystoneLoginSupport@randstadusa.com.

Keystone Login Migration

Migrate a user from PALogin to Keystone Login

PALogin Credentials

PALogin Username = =2
PALogin Password * &

New Keystone Login Account Details

The password must pass these rules:
New Keystone Login * P lust pe

Username Must be between 12 to 128 characters in length

Do not include any of your usemame, your first name, o your last name.
Email Address »

The password must pass 3 out of 4 of these rules:
Date Of Birth «

] One upper
1 One lowercase lette
New Password * -]
Clonen er
Confirm New Password » = One non-c (su etc)

Password Strength: Invalid

Security Questions

Security Question 1+ | Select a security question v

Security Answer 1+

Security Question 2« Select a security question v
Security Answer 2+

Security Question 3+ Select a security question v
Security Answer 3«

tecuity.com
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The PALogin Migration window will appear if the user already has a Keystone
account. Enter PALogin Credentials' and Keystone Login Credentials?, followed by
Submit® to migrate.

PALogin Migration

Entes your crac

Password

tecuity.com
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Keystone Login FAQ

If the user has any questions regarding login or is unable to login, the user can select
Keystone Login FAQ' below the login options to find answers to common questions
regarding the Keystone Login.

Business
One-Stop Shop

If you have a Key Login and please use it below. If not, you will ne]
opportunity to link your new Keystone Login to your PH

Powered sy

WKEYSTONE LOGIN

Log In Register Help What's New

KEYSTONE LOGIN

1formation

ontact the Keystone Login Help Desk for all questions, concerns and issues with Keystone Login. The help desk can be reached by phone at 877-328-0995 or by email at KeystoneLoginSupport@randstadusa.com

Keystone Login Frequently Asked Questions

1. What is Keystone Login?
Keystone Login is an account management system for commonwealth online services. You can use your Keystone Login username and password to log into any online service that

participates in Keystone Login.

2. How does Keystone Login protect my information?

Keystone Login uses modern security and authentication methods to ensure that your information is protected from unauthorized access or use.

Itis equally important that Keystone Login users protect their login credentials. For example, do not share them with anyone else, do not write them down and do not use the same
usermname and password for other, unrelated accounts.

3. What is PALogin?

PALogin is an older online account management system used by many state agencies for their online services. Like Keystone Login, it allows a user to log into multiple online services
with the same credentials. The commonwealth plans to transition all PALogin users to Keystone Login and decommission the service. Commonwealth agencies will notify users with
online accounts when it is time to transition to Keystone Login. You can choose to migrate your existing PALogin user account to Keystone Login and retain all your account information

hia,

tecuity.com
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Trouble Registering

If the user is experiencing any issues registering select Have trouble registering?’
below the login options.

Login to your account

Username
Password \&

Log in

Powered by

KEYSTONE LOGIN

Eorgot Username?
Forgot Password?
Need your account unlocked?

Migrate an existing_ PALogin account? 4

Keystone Login FAQ [
Having_ trouble registering? -

For all questions, concerns and issues with Keystone Login,
please contact the Help Desk by using the following phone
number: 877-328-0995.

The page displays options to help the user register, including contact methods for
Keystone, if needed.

KEYSTONE LOGIN

formation

intact the Keystone Login Help Desk for all questions, concerns and issues with Keystone Login. The help desk can be reached by phone at 877-328-0995 or by email at KeystonelLoginSupport@randstadusa.com

Keystone Login Frequently Asked Questions

1. What is Keystone Login?
Keystone Login is an account management system for commonwealth online services. You can use your Keystone Login username and password to log into any online service that
participates in Keystone Login.

2. How does Keystone Login protect my information?

Keystone Login uses modern security and authentication methods to ensure that your information is protected from unauthorized access or use.

Itis equally important that Keystone Login users protect their login credentials. For example, do not share them with anyone else, do not write them down and do not use the same
username and password for other, unrelated accounts.

3. What is PALogin?
PALogin is an older online account management system used by many state agencies for their online services. Like Keystone Login, it allows a user to log into multiple online services
with the same credentials The commonwealth blans ta transition all PAl aain 1isers to Kevstone | oain and decommission the service Commanwealth agencies will notifv 1isers with

tecuity.com
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Navigating the Portal
Once logged in, icons along the left side of the screen are displayed. The icons seen
are dependent on security access to the system.

m An Official Pennsylvania Government Website

'J pennsylvania

Q Search

F|Ie Your Busmess

Forms
With the Depa rtment of State :

(A“:i%9 My Work Queue
My Records

% Data Requests

Business Filing Services

Welcome to the Pennsylvania Department of Stat]
search and order records online. Whether you arg
a Uniform Commercial Code financing stateme
hub consolidates all your information n|

Dashboard

? Help

Home
The home page is a starting point for the website. It is the default webpage that will
load when registrants visit the website.

Search

To get ownership of the entity to file amendments, search for the entity record by
clicking on the Search feature (the magnifying glass icon on the left pane) to locate a
business, UCC, trademark, or miscellaneous entities. A screen will appear with a
search bar, where users can search by name or file number.

tecuity.com
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Business Search

To access the Business Search select Search', then select Business? from the top of
the page. Any record of business filing can be searched for here. Example, entering
the text test in the search box® and selecting the Search? icon will display® all the
businesses with test in the title.

‘E An Official lvania Covernment Website
' pennsylvania i
DEPARTMENT OF STATE Business ucc Trademark CROP
"/
4} Home

Business Search

This tool allows you to search and order business registration records that are filed
in the Pennsylvania Department of State. As of 09/28/2022 we have processed all
business filings received in our office through 09/21/2022.

Forms
Business Search Info: v
3 My Work Queue
teSt - a
S lbiiRacords Advanced v
B Dpata Requests
Filing Information g‘;‘z' Filing Status Formed In Agent

Dashboard
ATEST OF NAMES INC (3525312) 07/29/2022 Active PENNSYLVANIA

? Help
: Ally Test address Corp (3524582) 06/13/2022 Active ALASKA

DMS Test 2 FAN Inc (3525945) 09/07/2022 Active PENNSYLVANIA

QA Conv Final LLC (3524343) 05/26/2022 inactive - Merged | 4 agama 1AAAINC

After performing the Search click on the entity record to review the information on
the slide-out drawer’ to ensure this is your entity as many entities have similar
names. From here, users can see the Filing Type, Entity Type, Status, Formed in
(State), Registered Office, and Initial Filing Date.

5
f pennsylvania )
DEPARTMENT OF STATE Business ucc Trademark CROP
£} Home ATEST OF NAMES INC (3525312) X
Business Search
This tool allows you to search and order business registration records thot are filed
nia Department of State. As of 09/28/2022 we have processed all cDquuEsl
busines: s received in our office through 09/21/2022. ertfieate
Forms
Business Search Info: N Crfeiieees
Active
{8 My Work Queue
PENNSYLVANIA
test e  Domestic Business
. Corporation
& My Records Advanced v L .
Filing Subt Business
Registered Office | 6535 GRAYSON RD
B Data Requests HARRISBURG, PA 171115141
e ounty:
Filing Information E‘I‘(Ial Filing Status Formed In Agent s
ate
Dashboard
A TEST OF NAMES INC (3525312) 07/29/2022 Active PENNSYLVANIA
View History Request
? Help Access
Ally Test address Corp (3524582) 0613/2022 Active ALASKA
DMS Test 2 FAN Inc (3525945) 09/07/2022 Active PENNSYLVANIA

tecuity.com
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Users can further refine the Search by selecting Advanced'.

Business Search

This tool allows you to search and order business

business filings received in our office through 09/21/2022.

Business Search Info:

Advanced Search
Search Filter

Contains

@ Starts with

Filing Type
All ~

Status

[Select a Status] v

Filing Date
Start End

Clear Filters

~ Advanced ~

UCC Search

The second Search option is UCC! which displays the UCC Search. Any record of
UCC filing can be searched here. By selecting Advanced? the search will expand with
more options that may be utilized to refine the Search.

w An Official Pennsylvania Government Website

f pennsylvania i
DEPARTMENT OF STATE Business & UCC Trademark CROP

£3 Home UCC Search

This tool allows you to search and order Uniform Commercial Code (UCC) records
Q, search that are filed in the Pennsylvania Department of State. As of 09/28/2022, we have
processed all UCC documents received in our office through 09/21/2022.
Forms Disclaimer: The data provided by this search is not certified. To order a Certified

UCC Search (UCCT), submit a UCCIT here.

% My Work Queue UCC Search Info: v

My Records

Advanced Search
% Data Requests
@) Lien Number Search

Dashboard Debtor Name Search
Secured Party Name Search

? Help Filing Date
Start End

M/DDAYYYY MM/DD/YYYY

@ Include lapsed records in search response

Clear Filters

Advanced A

tecuity.com
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Trademark Search

The third option is Trademark" which displays the Trademark Search. Any record of
Trademark filing can be searched here. By selecting Advanced? the search will
expand with more options that may be utilized to refine the Search.

' pennsylvania
AL bl Business vce D Trademark CcrOP
Home
2 vame Trademark Search
[l Forms
= Trademark Search Info: v
ER My Work Queue
A My Record: Advanced Search
Trademark Type
E Data Requests Al v
A Dashboard @ Contains
Starts with
? Help Active trademarks only

Search Owners

Clear Filters

“Advanced A

CROP Search

The fourth option is CROP" which displays the CROP Search. Any record of
Trademark filing can be searched here. By selecting Advanced? the search will
expand with more options that may be utilized to refine the Search.

W An Official ia Government Website

1 pennsylvania i
EPARTMENT OF Business ucc Trademark S CROP

3 Home CROP Search

Crop Search Info: v

£3 My Work Queue

& My Records
Advanced Search

So o " Contains
= Data Requests

@ Starts with

@1 Dashboard Registration Date
Start End

? Help

Status
Al v

Agent Type
All v

County

Any ¥

“Advanced A

tecuity.com
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Forms
Select Forms' from the navigation pane to choose a form to create a new business

filing.

A screen with several different options will appear.

The registrant can choose between the tabs? at the top of the page to select different
types of records (Business, UCC, UCC Information Request, Trademark) to file. The
image below shows some of the business entities that can be filed in Pennsylvania:

T pennsylvania ~ =
Eemnn o 1Ak = Business Orders uce UCC Information Request  Trademark =

£} Home Filter

r | == articies of Incorporation

) Nonprofit u' ’\
(&)

atement of Summary of
ecord

L =
hority @

Other Initial Filings

ds
—_| certificate of Organization (—_| Foreign Registration
£ oute Requests . Limited Liability Company @ Statement

—| certificate of Limited

7@ Partnorshis = Business Trust Instrument

Name Registrations/Reservations

__ Name Reservation ._ Fictitious Name Registration

Canversion (In) from Nen-registered Foreign Asseciation

— ] sta

—.| Sstatement of Canversion (in) "
.' and Articles of Incorporation .' Tt

ersion (In)
f

My Work Queue

This page holds information (Status) for recent filings which are:

~N O~ O

Draft - incomplete filings

In Cart - filings that are pending completion and are waiting to be paid
through the web portal.

Pending Print and Mail - filings that were completed with the ‘print and mail’
option and need to be mailed to the Secretary of State’s office with payment
for processing

Pending Review - filings that were completed and need to be reviewed by
the Secretary of State's office

Rejected - filings that have been rejected by the Secretary of State’s office
Approved - filings that have been reviewed and approved

Needs Correction - filings that have been sent back for corrections and need
to be resubmitted to the office without the payment

tecuity.com
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The work queue allows the registrant to review, make corrections, and download
forms. Under the actions column there are four options:

1) View Filing - select to display the filing screen and saved data for the entity
and make payment

2) View Downloads - select to display the download options like Form, Receipt,
BE Filing Acknowledgement, Correction Letter etc.

3) Make a Correction OR Resume Editing - select to display the form to make
needed corrections or resume editing if saved as draft.

To view, select My Work Queue' from the navigation pane, followed by the
applicable tab? from the top of the page.

fj pennsylvania ) )
DEPARTMENT OF STATE " Business Orders ucc UCC Information Request Trademark
{3y Home -
My Business Work Queue Search My Work Queue
Q se:

£8 My Work Queue

{2 My Records

tecuity.com
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My Records

My Records displays any records the registrant is assigned or has access to. To view,
select My Records’. The Entity Information, Initial Filing Date, Status, Formed In,
Agent, and Actions are displayed. After selecting a record?, the slide-out drawer®
will display more details.

Wpenmsybania L

(AIG My Business Records S e e 7]

Q, search

Forms

,rg My Work Queue

B Data Requests

€3 Dashboard Ve History Mageter

2 Help

From the slide-out drawer the following options are available:

1. File Amendment’ - You can file an amendment under this feature. Note, in
order to file an amendment on an entity, you must have ownership of that entity
in your portal account.

2. Request Certificate? - Here a customer will order a subsistence certificate or
other certificates for a specific filing record. (PA Certificates are not yet
configured)

3. View History? - Here you can see the history of the entity - filings and
amendments

4. Manage User Access* - Please refer to the Customer PIN user guide

Test Company (3521273) X

Domestic Limited Liability Company

File Reguest
Amendment Certificate

01/12/2022
Status ~ Active
Formed In = PENNSYLVANIA

Domestic Limited Liability
Company

Limited Liability Company

WEST READING, PA 19611

View History Manage User
cess

tecuity.com
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Data Requests

Records will appear in Data Requests’ for six months following the listed completion
date.

Y pennsyvania
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are available.
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