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Requesting Additional Users 
 

Once an entity and the Account Administrator for your organization has been established, the Account 

Administrator user can request additional users for your organization. To request additional users, 

follow the steps listed below. 

 

1. From the System Main Menu, select System Entities Menu. 

 

 
 

 

  



 

2. From the System Entities Menu, select Request Additional User Account. 

 

 
 

  



 

3. Complete the Request A System User Account form and click on the Request Account button. 

 

 
 

  



 

The table below lists the information about the new user to be completed and whether or not it is 

required or optional. 

 

Field Name Description Required/ 
Optional 

Field 
Length 

(for data entry 
fields) 

User Full Name The new user’s full name. Required 40 

Email Address The email address for the 
new user. 
 
Enter the email address of 
the new user and click on 
the Verify button and 
enter it again for 
verification. 
 
If you receive a message 
indicating you will be 
required to enter this field 
twice…, click on the OK 
button. 

Required  

Entity For User This field will be pre-
populated with the entity 
your user ID is associated 
with. 
 
If more than one entity 
has been established for 
your organization, you will 
need to select the 
appropriate entity from 
the drop down list. If a 
user needs to be 
associated with more than 
one entity, contact Kansas 
Secretary of State staff. 

Required  

User Title The new user’s job title. Required 40 

Mailing Address The new user’s mailing 
address. 

Required Address Line 1 – 30 
Address Line 2 – 30 
Address Line 3 – 30 
City – 30 
State – 2 
Zip – 10 



Field Name Description Required/ 
Optional 

Field 
Length 

(for data entry 
fields) 

Country – Pick 
from drop down 
list. 

Phone Number The new user’s phone 
number. 

Required 15 

Phone Extension The new user’s extension 
(if they have one). 

Optional 5 

Fax Number The new user’s fax 
number. 

Optional 15 

Text Phone Number Not currently used.   

Text Phone Carrier 
Company 

Not currently used.   

Preferred Contact 
Method 

Not currently used.   

Entity Record Access 
Level 

The new user’s access 
level to the UCC System 
for your entity. 
 
View Only – Ability to 
enter filings and conduct 
searches. 
 
Modify – Ability to enter 
filings, conduct searches, 
add additional users for 
the entity, and update the 
entity profile (including 
prepaid account and 
eCheck account 
information). 

Required  

Are you a human? Select Yes. Required  

 

  



 

4. Once the new account has been requested, a page will be displayed with the temporary password 

for the new user. 

 

 
 

Notify the new user of the temporary password and that an email has been sent to them with 

instructions on how to validate their new account. Their user ID will be their email address. Walk 

them thru setting up their new account and/or refer them to the New User Validation instructions. 

 

Note:  If your organization requires a more advanced setup for your entity(s) and/or users, contact 

the Kansas Secretary of State’s Office and we will work with you to find a configuration that will 

work for your organization. 

 


