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Complete Your Entity Setup 
 

Follow the steps listed below to complete the setup of your entity record. 

 

Note:  Only the Account Administrator – the user who has modify permission for your entity – will be 

able to complete these steps. 

 

Accessing Your Entity Record 
 

To access your entity record, follow the steps listed below. 

 

1. From the UCC Main Menu, click on System Entities Menu. 
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2. Click on View Your Approved Entities.  
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3. Click on the Modify button. 

 

Note:  If you are an Account Administrator that is associated with more than one entity, you will 

have an entry in the list for each entity you manage. Repeat the steps listed below for each entity in 

the list. 

 

 
 

Once all necessary changes have been made to the entity contact information, notification preferences, 

and optional bank account information, click on the  button to save your 

changes. 

  



Page 4 
 

 

Contact Information 
 

1. Review any contact information that has been pre-populated in your entity record. If any of the 

information is missing or incorrect, update the field(s) with the correct information. 
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The table below lists the contact information to be completed and whether or not it is required or 

optional. 

 

Entity Contact Information 

Field Name Description Required/ 
Optional 

Field 
Length 

(for data entry fields) 

Entity Name The name of your 
organization. 

Required 40 

Mailing 
Address 

The mailing address of your 
organization 

Required Address Line 1 – 30 
Address Line 2 – 30 
Address Line 3 – 30 
City – 30 
State – 2 
Zip – 10 
Country – Pick from drop 
down list. 

Entity Contact 
Name 

The name of the contact 
person for your organization. 

Required 30 

Entity Phone 
Number 

The phone number for the 
contact person. 

Required 15 

Entity Phone 
Extension 

The phone extension for the 
contact person. 

Optional 5 

Entity Fax 
Number 

The fax number for the 
organization. 

Optional 15 

Entity Email 
Address 

The email address for the 
contact person. 
 
Note:  The email address 
listed here is the primary 
email address notifications 
will be sent to (if notifications 
are selected). 

Required  
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Auto Notify Programs 
 

Determine if your organization will subscribe to receive notifications. You may select to receive one or 

more of the following types of notifications. There is a monthly fee of $35.00 to receive notifications. 

The monthly fee covers as many different types of notifications you wish to receive. This fee would 

begin when the new system goes live July 1st.  

 

Note:  In order to receive notifications, your entity must have an eChecking account or prepaid 

account on file for payment. Notifications will not be available prior to July 1st due to test system 

limitations, but choosing notifications now will save time when we go live.  

 

Notification Type Description 

Pending Lapse Monthly email listing of all *owned or requested UCC’s that have 
become eligible for continuation. 

Non-Owner Amendments Daily email listing of any amendments filed against *owned UCC’s 
by system users other than those approved. 

Transparent Payments Daily email listing of any payment made against your entity bank 
account or prepaid account. 

Competition Area Listing Monthly email listing with PDF report attachment of all new 
filings with debtor address in chosen zip code(s). 

• Initial UCC Filings 

• Debtor Amendments (addition and changes) 

 

*Owned UCCs: 

• UCCs where your entity filed the initial financing statement in the new UCC system. 

• UCCs associated with your entity during conversion to the new UCC system. 

 

Notifications will be sent to the email address listed in the Entity Email Address field. If your entity 

selects to receive notifications, additional users associated with your entity can also receive notifications 

at no additional charge by following the steps listed under Making Modifications to Your User Account in 

the User Manual in the User General Help section. 
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Optional Bank Account Information for Payments 
 

The new online UCC system will allow filings and searches to be paid for using the following payment 

methods: 

 

Payment Method Checkout Options 

Credit Card 

 

If paying by credit card, you will be required to enter credit card information 
for each payment. The UCC system does not store credit card information. 
 

eCheck 

 
 

The eCheck option allows fees associated with UCC filings and searches to 
be paid via ACH from a checking account. Organizations have the option to 
have an eChecking account on file in the UCC system or the bank routing 
and checking account numbers can be entered for each payment. 
 
If you would like to have an eChecking account on file, follow the eCheck 
Setup instructions listed below. 

Prepaid Account 
 
 

A prepaid account allows organizations to deposit funds into an account 
with the Secretary of State that can be used to pay fees associated with UCC 
filings and searches. When the prepaid account option is selected, fees are 
automatically deducted from the prepaid account balance. 
 
Prepaid account balances can be automatically replenished if eCheck bank 
account information is stored as part of the entity record or manually 
increased using an eCheck or credit card. 
 
If you would like to establish a prepaid account, contact the Kansas 
Secretary of State’s Office. 

 

eCheck Setup Instructions: 

 

If your organization would like to setup a checking account that will be on file for payments of UCC 

filings and searches, click on the Enter Bank Account button and complete the required fields. 
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Note:  For testing, you must enter a valid routing number but the bank account number does not need 

to be a valid account number. No charges will be made to your bank account prior to our go-live date of 

July 1st.  

 

Department Funding Codes 
 

Department Funding Codes can be used to tie back purchases of UCC filings and searches to groups 

within entities. To setup department funding codes, follow the instructions listed below. 

 

1. The first step is to create department funding codes that can be selected as filings and searches are 

processed. 

 

2. Select the entity to add department funding codes to from the list of your approved entities. 
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3. The Entity Details page will then be displayed. 

 

 
 

4. Click on the  button in the Department Funding Records section. 
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5. Enter the Department Funding Key (a short descriptive key to represent the funding code) and a 

description for the funding code and click on the Add Department Funding button. 

 

 
 

6. You may then click on the link to view the department funding record just added, the link to Add 

Another Department Funding Record or go elsewhere in the system. 
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7. Working With Funding Codes 

 

From the Department Funding Record section on the Entity Details page, you have the following 

options. 

 

 
 

Department Funding 
Code Options 

Description 

 
 

This option allows you to add a funding record. 

 This options allows you to make changes to the 
Department Funding Key and Description. 

 This option inactivates the funding record so that it will 
no longer be available for assignment to new purchases. 

 
This option reactivates a funding record. 

 
This option deletes a funding record. A funding record 
must be inactivated before it can be deleted. Department 
funding codes that have been assigned to purchases may 
be inactivated but may not be deleted. 
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Making Modifications to Your User Account 

 

Additional users that are to receive notification need to follow the instructions listed below. 

 

1. Click on the Account button at either the top or bottom of a page. 
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2. Click on Modify Your User Profile 

 

 
 

3. Select the notifications you wish to receive under Auto-Notify Programs. 

 

 
 

4. When finished making changes, enter your password and click on the Modify Profile button. 

 


