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I. Introduction 
 

This guide provides instructions on how to perform the following functions using the UCC Online 

System: 

¶ Set up an Entity and Users 

¶ Enter UCC1 Financing Statements and UCC3 Amendments 

¶ Conduct UCC Searches/Obtain Copies of UCC Filings 

¶ Pay Associated Filing and Search/Copy Fees 

¶ View the Monetary Receipt for UCC Filings and Searches/Financial Reporting 

¶ View UCC Filing Details 

¶ View/Print/Save the Acknowledgement of UCC1 and UCC3 Filings 

 

The intended audience for this guide is users who submit UCC Financing Statements, 

amendments and conduct UCC Searches using the online system. 

 

The UCC Online System is an electronic representation of the UCC paper forms and does not 

attempt to provide guidance on how to file UCC Financing Statements, amendments or conduct 

searches. Refer to the UCC forms for instructions related to completing UCC Financing 

Statements, amendments and conducting searches. 

 

UCC Financing Statement: 

¶ UCC Financing Statement - UCC1 Form 

¶ UCC Financing Statement Addendum - UCC1Ad Form 

¶ UCC Financing Statement Additional Party ς UCC1AP Form 

 

UCC Financing Statement Amendment: 

¶ UCC Financing Statement Amendment ς UCC3 Form 

¶ UCC Financing Statement Amendment Addendum - UCC3Ad Form 

¶ UCC Financing Statement Amendment Additional Party - UCC3AP Form 

 

UCC Information Request: 

¶ UCC Information Request ς UCCII Form 

 

CONTACT US: 

Please contact us if you have questions, concerns or suggestions regarding the UCC Online System. 

 

 

State of Kansas 
Office of the Secretary of State 

 

Business Services 

Phone: (785) 296-4564 

Email: kbc@ks.gov 

http://www.sos.ks.gov/forms/ucc/ucc1.pdf
http://www.sos.ks.gov/forms/ucc/ucc1Ad.pdf
http://www.sos.ks.gov/forms/ucc/ucc1Ap.pdf
http://www.sos.ks.gov/forms/ucc/ucc3.pdf
http://www.sos.ks.gov/forms/ucc/ucc3Ad.pdf
http://www.sos.ks.gov/forms/ucc/ucc3Ap.pdf
http://www.sos.ks.gov/forms/ucc/ucc11.pdf
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II. System Security 
 

A. Initial User 
 

To submit UCC filings and perform searches online, your organization must first request 

to be set up as an entity in the UCC system. If your organization has not been set up as 

an entity, follow the instructions listed in the Entities section. As part of this process, an 

initial user will be established for your organization. 

 

B. Your User Account 
 

Your User Account page is where you can view information associated with your user 

record such as your PIN, your notification settings, the entities your user ID is associated 

with and your entity access level. From this page you can make changes to your user 

profile, change your password and view UCCs you have filed and searches you have run. 

 

To view your user account information, from anywhere in the UCC System, click the 

Account button at the top or bottom of the page. 
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The table below lists the information available on the Your User Account page. 

 

 
 

Field Name Description 

 
General Information Section 

User Full Name ¢ƘŜ ǳǎŜǊΩǎ Ŧǳƭƭ ƴŀƳŜΦ 

User Title ¢ƘŜ ǳǎŜǊΩǎ Ƨƻō ǘƛǘƭŜΦ 
User Operator ID ¢ƘŜ ǳǎŜǊΩǎ L5Φ 

User Password Reset PIN ¢ƘŜ ǳǎŜǊΩǎ tLbΦ 

Auto Notification Settings The notifications you have selected to receive. 
 
If your entity has selected to receive notifications, you 
may also receive notifications at no additional charge 
by following the steps listed under Making 
Modifications to Your User Account. 

Mailing Address/Address 
Country Code 

¢ƘŜ ǳǎŜǊΩǎ ƳŀƛƭƛƴƎ ŀŘŘǊŜǎǎΦ 

Email Address ¢ƘŜ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ 

Phone Number The ǳǎŜǊΩǎ ǇƘƻƴŜ ƴǳƳōŜǊΦ 

Entity Access Level ¢ƘŜ ǳǎŜǊΩǎ ŀŎŎŜǎǎ ƭŜǾŜƭ ǘƻ ǘƘŜ ¦// {ȅǎǘŜƳ ŦƻǊ the 
entity(ies) listed in the Accessible Entities field. 
 
View Only ς Ability to enter filings and conduct 
searches. 
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Field Name Description 
Modify ς Ability to enter filings, conduct searches, add 
additional users for the entity, and update the entity 
profile (including payment methods). 

Accessible Entities The entity(ies) the user is associated with. Click the  
link to view the Entity Details page. 

Record Modification Section 

Originally Entered The date, time and information about the user who 

created the user record. Click the  link to view the 
User Profile page. 

Last Updated The date, time and information about the user who last 

updated the user record. Click the  link to view the 
User Profile page. 

User Status Information Section 

User Status Will either be Active or Inactive. If Inactive, the user no 
longer has access to the UCC system. 

Available Options 

Modify Your User Profile To make changes to your user profile, click the Modify 
Your User Profile link. Make desired changes, enter your 
password and click the Modify Profile button. 

Change Your User Password To change your password, follow the Change Your User 
Password instructions. 

 

 
 

Field Name Description 

 

Archived Orders for Your Account 

This section lists the UCCs you have filed and the searches you have run. Prior filings 
and searches may be viewed by clicking on an entry in the list. You will be taken to the 
Monetary Receipt Details page. The Monetary Receipt Details page contains an option 
to view and print an image of the filing. 
 
Note: The entries in the list may be sorted in ascending or descending order by clicking 
on any of the column headings. 
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Field Name Description 
Code The monetary receipt number assigned to the filing or 

search. 

Order Date The date of the filing or when the search was run. 

Description The description of the filing or search. 
Pay Method The payment method used for the filing or search. 

Amount The payment amount. 

Ref # The Electronic Payment Portal reference code. 

 

1. Making Modifications to Your User Account 
 

a. To make changes to your user account, click Modify Your User Profile and make 

changes to the information in your profile as necessary. 

 

 
 

b. If your entity has selected to receive notifications, you may also select to receive 

one or more of the different types of notifications at no additional charge. 

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

to Auto-Notify Programs in the Entities section for a description of the different 

types of notifications. 

 

 
 

c. When finished making changes, enter your password and click the Modify 

Profile button. 

 

2. Change Your Password 
 

a. To change your password, click Change Your User Password. 
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b. Enter your current password in the Current Password field. Enter a new 

password in the New Password field, click the Verify button and enter it again. 

Click the blue Change Password button that appears under the New Password 

field after the second entry of the new password. 

 

If you receive the following message, click the OK button to finish creating your 

new password. 

 

 
 

Note:  The password rules are listed on the left side of the password change 

page. 
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c. Close the System Notice box. The System Main Menu (home page) will then be 

displayed. 
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3. Managing Users 
 

Additional options to manage users are available on the User Account page to users 

with Modify Access. ! ǳǎŜǊΩǎ ŀŎŎƻǳƴǘ Ŏŀƴ ōŜ ǾƛŜǿŜŘ ŦǊƻƳ ǘƘŜ Entity Details page. 

 

Option Description 
Entity Access Level ¢ƘŜ ǳǎŜǊΩǎ ŀŎŎŜǎǎ Ƴŀȅ ōŜ changed from View to Modify or 

from Modify to View using the Promote and Demote buttons. 

User Status A user may be made Inactive or Active using the Inactivate and 
Reactivate buttons. 

Change Log Changes made to the user record are viewable in the Change 
Log Entries section. 
 
The information displayed in the Change Log section can be 
changed by using the toggle buttons. 
 

 
Default View ς Displays changes made to 
the user record and related tables. 

 
Displays only changes made to the user 
record. 

 
No change log entries are displayed. 
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C. Forgot Your Password 
 

If you cannot remember your password, follow the steps listed below. 

 

1. Click the I forgot my password link. 
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2. Enter your email address and your PIN and click Reset My Account. 

 

If you cannot remember your PIN, contact the Secretary of StateΩǎ Office for 

assistance. 

 

 
 

3. A page will be displayed with the temporary password. Print this page; the 

temporary password will not be emailed to you, and the page will not be saved. 
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4. Close the System Notice box after printing. 

 

 
 

5. Close your browser. 

 

6. Follow the instructions in Appendix A ς User Validation. 
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D. Password Expiration 
 

Your password expires every 60 days. At the end of 60 days, you will receive the 

following notification when you sign on. 

 

 
 

When this occurs, follow the instructions below to change your password. 

 

1. Close the System Notice box. 
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2. Enter your current password in the Current Password field. Enter a new password in 

the New Password field, click the Verify button and enter it again. Click the blue 

Change Password button that appears under the New Password field after the 

second entry of the new password. 

 

If you receive the following message, click the OK button to finish creating your new 

password. 

 

 
 

Note:  The password rules are listed on the left side of the password change page. 
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3. Close the System Notice box. The System Main Menu (home page) will then be 

displayed.  
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E. Logging On/Off the UCC System 
 

1. Logging Into the UCC System: 
 

To log into the UCC System, follow the steps listed below. 

 

a. Go to https://mykansas.ks.gov/ucc/?p=user_login. Enter your email address and 

password and click the  button. 

 

 
 

b. Click the OK button. 

 

 
 

https://mykansas.ks.gov/ucc/?p=user_login
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c. The UCC System Main Menu (home page) will be displayed.  
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2. Logging Off the UCC System: 
 

To log off the UCC System, follow the steps listed below.  

 

a. From anywhere in the UCC System, click Log Off in the upper right-hand corner 

of the page. If you are on the System Main Menu (home page), you may also 

click User Logoff in the menu options. 
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b. You will receive a message indicating you have been successfully logged off the 

system.  Click the OK button. 

 

 
 

c. When prompted, click Yes to close your browser. 
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III. Navigating the UCC System 
 

Navigating the UCC System is accomplished in four main ways. 

1. From the Menu Bar 

2. From Breadcrumbs 

3. From Menu Options 

4. From Links 

 

Note:  Be sure to use the navigation options within the website and not the browser back and 

forward buttons. 

 

A. Menu Bar 
 

From the menu bar you may access the menu options for each of the main areas of the 

UCC system. 

¶ Reports 

¶ Entities 

¶ Filings 

¶ Financials 

¶ Your Cart 

¶ User Help 

 

Note:  The options available to users are ōŀǎŜŘ ƻƴ ǘƘŜ ǳǎŜǊΩǎ ǇŜǊƳƛǎǎƛƻƴǎ and may be 

different from user to user. 

 

  



 
 

Page 20 
 

 

B. Menu Options 
 

The same options as above (except for Your Cart) are also available from the System 

Main Menu (home page). 
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Each main area of the system has its own set of menu options. The options available to 

ǳǎŜǊǎ Ƴŀȅ ōŜ ŘƛŦŦŜǊŜƴǘ ōŀǎŜŘ ƻƴ ǘƘŜ ǳǎŜǊΩǎ ǇŜǊƳƛǎǎƛƻƴǎΦ 

 

Examples: 

 

Entities Menu: 

 

 
 

Filings Menu: 
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Financials Menu: 

 

 
 

C. Breadcrumbs 
 

Breadcrumb navigation gets its name from the Hansel and Gretel fairy tale in which the 

two little children drop breadcrumbs to form a trail back to their home. Breadcrumbs 

leave a trail from where you came from in the website and show your location within 

the structure of the website. The links can be clicked to take you to a previous location. 

In the example below, the user clicked Filings in the menu bar. If they were to click the 

Home link they would be taken back to the Home page. 
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D. Links 
 

Links are present throughout the UCC system to assist with navigation. 
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E. Misc 
 

Binoculars Window: 

 

{ƻƳŜ ǇŀƎŜǎ ƻǊ ǎŜŎǘƛƻƴǎ ǿƛǘƘƛƴ ǇŀƎŜǎ Ŏƻƴǘŀƛƴ ŀ άōƛƴƻŎǳƭŀǊǎέ ǿƛƴŘƻǿ ŦŜŀǘǳǊŜΦ ¢Ƙƛǎ ŀƭƭƻǿǎ 

you to mouse over the left-most column for a popup details (binoculars) window. 
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More Details: 

 

If more details are available, clicking on a line will take you there. 
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Additional Pages: 

 

Some pages or sections within pages consist of records on more than one page. Use the 

page forward and page backward icons or individual page numbers to navigate to 

additional pages. 
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Site Map: 

 

In addition to the navigation options above, you may always click Home in the top 

navigation bar to return to the Home page or click Site Map to navigate to different 

parts of the system. 
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IV. Entities 
 

A. Requesting a New Entity 
 

To submit UCC filings and perform searches online, your organization must first request 

to be set up as an entity in the UCC system. There is no fee for this. 

 

To request a new entity, follow the instructions listed below. 

 

Note:  The person who completes this process is the person who will have initial Modify 

Access for your entity. This will be the initial user for your entity. Their security settings 

may be changed in the future, but the first person in is the person who will add 

additional users and have access to financial information for the entity.  

 

Modify Access = Ability to enter filings, conduct searches, add additional users for the 

entity, and update the entity profile (including payment methods). 

 

1. Click the link below to go to the new UCC system. 

 

https://mykansas.ks.gov/ucc/secure/ 

 

  

https://mykansas.ks.gov/ucc/secure/


 
 

Page 29 
 

 

2. Click the link to Apply for Online UCC Entity. 
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3. Complete the application and fax or email it to the Kansas Secretary of State office. 

The application will be processed within two business days. 
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4. Once your application has been processed, an email will be sent to the contact 

email address with instructions on how to complete entity set up. 
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5. As specified in the instructions, go to the Request A System User Account page and 

complete the Request A System User Account form. When complete, click the  

 button. 

 

https://mykansas.ks.gov/ucc/?p=user_request 

 

 
 

  

https://mykansas.ks.gov/ucc/?p=user_request
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The table below lists the information 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 ¢ƘŜ ƴŜǿ ǳǎŜǊΩǎ Ŧǳƭƭ ƴŀƳŜΦ Required 40 

Email Address The email address for the 
new user. 
 
Enter the email address of 
the new user and click the 
Verify button and enter it 
again for verification. 
 
If you receive a message 
indicating you will be 
required to enter this field 
ǘǿƛŎŜΧΣ ŎƭƛŎƪ ǘƘŜ hY 
button. 

Required  

What type of 
account do you 
want? 

Select Business Partner. 
 
 

Required  

Entity Code Enter the Entity Code 
from the email 
attachment that was sent 
to you. 

Required 9 

Entity Name Enter the Entity Name 
exactly as it appears on 
the email attachment that 
was sent to you. 
 
Note ς If the name is 
incorrect, you will have 
the opportunity to change 
it later. 

Required 40 

User Title ¢ƘŜ ƴŜǿ ǳǎŜǊΩǎ Ƨƻō ǘƛǘƭŜΦ Required 40 
Mailing Address ¢ƘŜ ƴŜǿ ǳǎŜǊΩǎ ƳŀƛƭƛƴƎ 

address. 
 
Note:  If the mailing 
address is not a USA 
address, use one of the 
address lines for the 

Required Address Line 1 ς 30 
Address Line 2 ς 30 
Address Line 3 ς 30 
City ς 30 
State ς 2 
Zip ς 10 
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Field Name Description Required/ 
Optional 

Field 
Length 

(for data entry 
fields) 

comparable city, state and 
zip code. 

Country ς Pick 
from drop down 
list. 

Phone Number ¢ƘŜ ƴŜǿ ǳǎŜǊΩǎ ǇƘƻƴŜ 
number. 

Required 15 

Phone Extension ¢ƘŜ ƴŜǿ ǳǎŜǊΩǎ ŜȄǘŜƴǎƛƻƴ 
(if they have one). 

Optional 5 

Fax Number ¢ƘŜ ƴŜǿ ǳǎŜǊΩǎ ŦŀȄ 
number. 

Optional 15 

Are you a human? Select Yes. Required  

 

6. A page will be displayed with the temporary password. Print this page; the 

temporary password will not be emailed to you, and the page will not be saved. 

Close your browser. Follow the instructions in Appendix A ς User Validation. 

 

 
 

Note:  If you miss printing the temporary password or if problems are 

encountered with this process, call ǘƘŜ Yŀƴǎŀǎ {ŜŎǊŜǘŀǊȅ ƻŦ {ǘŀǘŜΩǎ hŦŦƛŎŜ for 

assistance: 785-296-4564. 
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B. Completing Your Entity Setup 
 

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

 

Note:  Only users who have modify permission for your entity will be able to complete 

these steps. 

 

1. Accessing Your Entity Record 
 

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

 

a. From the System Main Menu (home page), click System Entities Menu. 
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b. Click View Your Approved Entities. 
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c. Click the Modify button. 

 

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

you will have multiple entities in your list. Repeat the steps listed below for each 

entity. 

 

 
 

The Entity Record Modification page will be displayed. When changes are 

complete, enter your password and click the  button. 

 

  










































































































































































































































































































































































































































































