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Step 1: Navigate to the UCC filing options 

Select Filings > UCC from the menu after logging into the online account.  You will see tiles for filing the 

following: 

 UCC1 Initial Financing Statement 

 UCC3 Amendment 

 UCC3 Assignment 

 UCC3 Termination 

 UCC3 Continuation 

 UCC5 Information Statement 

 

Click on the UCC filing type that you would like to file.  This will open the filing flows for that type.  The system 

will guide you through the necessary screens to collect the information needed to complete your filing.  

Each filing flow is different, depending on the filing type.  

Below, you will see an example of a UCC1 Initial Financing Statement.   

Click on the UCC1 Initial Financing Statement tile. 

Step 2: Enter Acknowledgement Information 

 

The system displays the first page of the UCC1 Initial Financing Statement filing flow.   

 

Enter the contact information for where you would like the filing confirmation sent.  Then, click Next. 

 

Note: The signed in user will always receive acknowledgement information but if you would like someone 

else to receive acknowledgement don’t check box for same logged in user, enter submitter information, like 

box A and B on paper form. Acknowledgement is like box C on paper form. 
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Step 3: Enter Debtor Information 

The Debtor Information screen will be displayed.   

 

Click on Add Debtor.  

 

 
 

This will open the Add Debtor form.  Fill in the information for the first debtor.  Then, click Save Debtor. 

 

 
 

Doing this will add the debtor to the grid.  Here, you can edit or delete the information as needed. 
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If your financing statement has more than one debtor, repeat this process to add multiple debtors to the 

debtor grid. 

 

After all the debtors have been added to the grid, click Next. 

 

 
 

Step 4: Enter the Secured Party Information 

 

The Secured Party Information screen will be displayed.   

 

Click on Add Secured Party.  

 

 
This will open the Add Secured Party form.  Fill in the information for the first secured party.  Then, click Save 

Secured Party. 
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Doing this will add the secured party to the grid.  Here, you can edit or delete the information as needed. 

 

If your financing statement has more than one secured party, repeat this process to add multiple secured 

parties to the secured party grid. 

 

After all the secured parties have been added to the grid, click Next. 
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Step 5: Enter Collateral Information 

 

First, you will be reminded not to enter any personally identifiable information (PII).  Click Ok. 

 

 
 

On this page, you can enter the collateral information in the text box, by uploading a pdf or both. 

 

When complete, click Next. 
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Step 6: Enter lien information. 

 

The Lien Information page will open.  This screen has several sections: 

 

 Collateral Is: Indicate whether the lien is held in Trust, administered by a Decedent’s Personal 

Representative or neither using the radio buttons. 

 

 

 

 Financing Statement relates to a: Indicate whether the financing statement relates to a Public-

Finance Transaction, Manufactured-Home Transaction, the Debtor is a Transmitting Utility or none 

using the radio buttons.  These selections carry different filing fees and lapsing rules. 

 

 

 Financing Statement is a: Indicate whether the financing statement relates to an Agricultural Lien, 

Non-UCC Filing or none using the radio buttons.  

 

 

 Alternative Designation: Indicate whether one of the listed alternative designations is to be used, or 

none, using the radio buttons.  
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 Optional Filer Reference Data: Enter any reference date here. 

 Click Next.  

 

Step 7: Enter Addendum Information 

The Addendum Information screen will be displayed.  This screen has two sections. 
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 This FINANCING STATEMENT is to be filed [for record] (or recorded) in the REAL ESTATE 

RECORDS: If true, check the box provided.  This will open several additional optional sections. 

 

 This Financing Statement: Here you will indicate whether the financing statement covers timbers 

to be cut, covers as-extracted collateral, is filed as a fixture filing or none using the radio buttons. 

 

 

 Record Owner: Enter the name and address of the real estate record owner. 

 

 

 Description of Real Estate: Enter a description of the real estate. 

 Click Next. 

 

 Miscellaneous: Enter miscellaneous information. 
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Click on the Next button. 
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Step 8: Review 

The system displays the Review page of the UCC1 Initial Financing Statement.  On this screen, you will have 

an opportunity to review the entered information for accuracy. You can click the edit button in each section to 

make corrections or click on the Back button. Once the information is reviewed, click Next. 
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Step 9: Preview your filing. 

 

A reminder that you are about to see a preview of your filing will appear.  The filing is not submitted to the 

state until payment is made.  Click Ok. 

 

 
 

 

The filing image that will be generated as the final filing document using the information that you entered on 

the processing screens will be displayed for your review.   

 

If you need to make changes at this step, you are still able to click the Back button and amend the 

information. 

 

When you are ready to file, click Add to Cart to add your filing to the shopping cart and proceed to the 

payment process. 

 

You will repeat many of the same steps for other UCC filings. UCC 3 and UCC 5 filings will require you to first 

enter an initial financing number to begin a subsequent filing. 
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