UCC Search Guide

Free Search
Step 1: Navigate to the free UCC Search

The free UCC Search may be accessed from the home page without logging in.

Or, when logged in, this search is available under the Search menu.
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Step 2: Enter Search Criteria
The system displays the Lien Records Search screen.
o Select the Debtor Name or IFS/Filing Number tab to begin your search.

e |f searching by Debtor >Select the Individual or Organization drop down selection. See Search Tips for
exceptions.

e When searching by name, either Surname for an Individual or Organization Name for an Organization are
required.

e Select how the name search is to be conducted using the radio buttons under the Individual or
Organization selection.

0 Starts With: this search will return records that start with the name entered. There can be
characters after, but not before. Example: searching for “Sanders” will return “Sanders” and
“Sanderson” but will not return “Sander” or “O’Sanders”.

0 Contains: this search will return any record where the name contains the string of characters that
you entered, anywhere in the name. Example: searching for an organization name of “Cordwood”
will return “Cordwood Farms” and “Chuck’s Cordwood” but will not return “Cords of Wood R Us”™.

0 Exact Match: this search will return all records where the debtor’s name matches what you entered
exactly. Example: searching for “The Prawn Shop” will only return records where the name is “The
Prawn Shop”. It will not return “Prawn Shop” or “The Prawn Shop LLC”.

0 Standard Search Logic: this search is based on the Model Administrative Rules (MARS) developed
by the International Association of Commercial Administrators (IACA). This is the standard used for
the paid UCC-11 search. See Search Tips for detailed guidance and keying standards.
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e Debtor Name search has additional, optional search options to help refine the search. The results
can be narrowed by Lien Status, City and/or State of Debtor, and IFS Filing Date/Time.

e Click the Search button.

Step 3: Review the Search Results

The system displays the search results in a data grid.

Click on the link in the IFS # column to view certain details about the record, such as Filing Type, Filing Date
and Lapse Dates, Status and Filing History.
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UCC-11 Search Request

Step 1: Navigate to the UCC-11 Information Request

Select Filings > UCC from the menu after logging into the online account. Then, select UCC-11 Information
Request from the tiles.

The system displays the Search Criteria page of the UCC-11 Information Request. On this screen there will be
several sections.

e Through Date: This is the date that the Department of Financial Institutions is certifying that all
lien filings received as of that date have been processed.

e Search Criteria: Choose to search by Debtor name or Record Number (s)
o Certified Type: Choose Non-Certified or Certified

e Search By Debtor: (if Debtor was chosen in the Search Criteria) enter the name of the
individual or organization that you are searching for.

e Search by Record Number: (if Record Number was chosen in the Search Criteria) choose up to
six IFS numbers to search per request.

Click on the Next button.
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Step 2: Enter information options if you chose by Debtor

The system displays the Information Options page of the UCC-11 Information Request. On this screen, you will see
several sections.

e Status for Financing Statements: The database consists of all active records and those
records that have been lapsed for less than one year. This option allows you to choose to see
all records or unlapsed records only.

e Include Record Copies: You will always receive a listing of the financing statement that meet
your search criteria. If you also want to receive copies of the images of those filings, select
Yes. If you do not need copies and only want the listing, select No.

e Additional Search: This section is optional if you would like to narrow the search results based
on time period, specific city, town or village of the debtor that you are searching for and the
state of the debtor that you are searching for.

Click on the Next button.
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Step 3: Review your selections

The system displays the Review page of the UCC-11 Information Request. On this screen, you will have an
opportunity to review the search criteria that you entered for accuracy and review the charges for your selections.
You can click the edit button in each section to make corrections or click on the Back button.

Step 4: Add to the Shopping Cart

Click on the Add to Cart button to add this UCC11 Information Request to the Shopping Cart.
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Secured Party Search

Step 1: Go to the online website home page. Log into your account. If you don’t have a user account, follow
the instructions in the section labeled Create a New Online Account.

Once logged in, click on the Start UCC Filing button or navigate to the UCC selection in the Filings menu.

Either of these actions will open the UCC Filings page.

Step 2: Select Secured Party Search.

Select Secured Party Search from the options. This will begin the flow for selecting your search criteria.
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Step 3: Enter Search Criteria

e Through Date: This is the date that the search results are certified through and is kept up to date based on
the received date for all filings being fully processed in the system.

e Search by Secured Party: In this section, enter the name of the Secured Party that you would like search
results returned for. This may be an Individual Name or an Organization Name. If you choose Individual
Name, you must enter a minimum of the Last Name.

e Status for Filing Statements: Make your selection regarding which records you would like to receive
results for. Records in the database are either Active or Lapsed. Lapsed items remain in the database for
one year after the lapsed date. Choose either All records or Unlapsed records only.

e Additional Search: Search criteria in this section are optional. If you choose to limit your search results
based on these items, check the box for the additional criteria that you would like to add. When checked,
additional fields open to allow you to specify that criteria.

Step 4: Review your search criteria.

Review what you’ve chosen to ensure accuracy. If you see an error, click the Edit icon or click the Back button to
update your search criteria.

After ensuring accuracy, click the Add to Cart button to move your request to the Shopping Cart.
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Step 5: Proceed to Payment

Your request will appear in the shopping cart. Click on the Proceed to Pay button.

On the next screen, click on Pay Now. This will bring you to US Bank’s website to enter your credit card information
and submit your payment. Follow the instructions on US Bank’s website to submit your payment.

Step 6: View Notification of Completed Status and Print Receipt

When your payment is made, you will be returned to the DFI system and will see that your search has been
successfully completed.

From this screen you may print your receipt by clicking on the Print Receipt button. The receipt can also be found
on the dashboard in the Receipts tile.
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Step 7: View Your Search Results

Navigate to your Dashboard and click on the View All link in the Submission History tile.

In the Submission History, you will see all the items that you have submitted from your user account. The most
recent will be on the top of the list. Click on the download icon to download your search results.
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