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Overview  

¢ƘŜ aƛǎǎƛǎǎƛǇǇƛ {ŜŎǊŜǘŀǊȅ ƻŦ {ǘŀǘŜΩǎ hŦŦƛŎŜ (MSOS) is excited about its new business 

online filing system that was deployed in August 2014. The online system was the result of a 

directive from the Secretary to replace paper filing with an electronic filing system that would 

be easy for customers to use, provide robust search functionality and, most importantly, be 

fully automated. The Office provided a transition period of several months for customers to 

move from paper filing to the new online system. After experiencing phenomenal success and 

feedback from customers ς beyond wildest expectations ς the Secretary eliminated all paper 

filing effective January 1, 2015.   

The new system provides enhanced searches, replaces forms and form numbers with 

actions and functions, provides a secure business account for the customer filing, checks for 

name availability real time, and allows electronic signatures. Any data that is already in the 

system pre-populates in the forms, eliminating unnecessary data entry. Filings may be paid and 

submitted electronically, printed and mailed in with a payment, saved for future submission or 

emailed to a third party for review. When a form is approved, whether auto approved or 

approved internally by the Filing Office, the system sends an immediate email confirmation 

with the invoice and a link to the filed document. The following sections demonstrate some of 

the functionality of the new system and include screen shots for illustration. 

Secure Business Account 

 Every customer is required to set up an account to file with the MSOS. This account 

provides a secure environment for the customer to file, save work in progress, review pending 

filings, review submitted filings, correct returns and place/review customer orders. The 
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customer also has the capability to set up ACH payment accounts. After logging into the system, 

the customer is provided with a view of several filing management queues and all possible filing 

actions.   

At the top of the screen, the cǳǎǘƻƳŜǊΩǎ ŦƛƭƛƴƎ ǉǳŜǳŜǎ are displayed. These queues allow the 

customers to manage their filings from initiation through submission and approval, and can be 

accessed thereafter. Also if a filing is returned for any reason (generally, missing required 

supporting documentation), the customer can see the returned document and reason, and 

submit the correction online.  A brief description of the queues follows. 

¶ New Filings ς the initial screen that lists all available filing actions 

¶ Incomplete ς filings that were started but not finished; can be resumed from here 

¶ Pending Payment ς filings that are complete but have not been submitted for payment; 

can be submitted for payment from here 

¶ Pending Approval ς filings that were paid and submitted but require review and 

approval by the Filing Office; when the filing is approved, it moves to the Completed 

Queue 

¶ Returned ς filings that were returned for correction or for additional information  

¶ Completed ς filings that were successfully filed/approved and can be viewed on the 

website 

¶ My Orders ς lists all orders and active certificates with a link to view the ordered 

documents and related invoice(s) 

Below are descriptions and screen shots for several of the queues to provide an idea of their 

use and the ways in which customers can manage their filings with the MSOS.  

Incomplete Queue 

 The Incomplete Queue provides a place for the customer to save filings that were 

started but not finished. The cǳǎǘƻƳŜǊ ǎƛƳǇƭȅ ǎŜƭŜŎǘǎ ŀ ŦƛƭƛƴƎ ŦǊƻƳ ǘƘŜ ǉǳŜǳŜΣ ŎƭƛŎƪǎ ƻƴ άwŜǎǳƳŜ 

CƛƭƛƴƎέ ǘƻ ƻpen it, and continues working. The customer can save it again or send it through the 

submission and payment process. 
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Pending Approval Queue 

The Pending Approval Queue lists all filings that were submitted to the MSOS that 

require manual review and approval by the Filing Office. For example, a non-profit formation 

ŘƻŎǳƳŜƴǘ Ƴǳǎǘ ōŜ ǊŜǾƛŜǿŜŘ ǘƻ ŜƴǎǳǊŜ ƛǘǎ άǇǳǊǇƻǎŜέ ŎƻƳǇƭƛŜǎ ǿƛǘƘ ǘƘŜ statutory definition; 

some filings require supporting documentation to be attached at the time of filing. When a 

filing is approved, the system sends a confirmation email to the filer with a copy of the invoice 

and a link to the filing. This queue provides a list of filings with the tracking number of the filing, 

a description of the filing type and name of company, and the date submitted to the MSOS. 

 

 

 

Completed Queue 
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The Completed Queue shows the filings that have been submitted and approved. This 

queue lists the tracking number, Business ID, description and date filed for all approved filings. 

The customer can click on the link to open and view the filing. 

 

As stated above, there are other queues that assist the customer in managing their filings. 

These queues are described earlier in this document and function in a manner similar to those 

shown. 

Filing Actions  

The remainder of the Initial Business Filings screen presents all possible filing actions 

organized into the following categories: 

¶ Annual Reports 

¶ Name Reservations and Formation Filings 

¶ Amendment Filings 

¶ Order Certificates and Certified Copies 

The Initial Business Filings screen requires some scrolling from top to bottom to see all 

available filing options. The decision to scroll to see all of the available filing options rather than 

moving back and forth from screen to screen was made after much discussion with the team 

and participating focus groups. This screen is depicted below in two sections. 
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Initial Business Filings Screen ς Annual Reports and Names Reservations and Formation 

Filings 

The Annual Report option appears first on the list as it is the most commonly used of the 

possible filings. Next appears all formation related filings including registrations for foreign 

entities, reserving and transferring names, and registering fictitious business names.  
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Initial Business Filings Screen - Amendment Filings and Order Certificates and Certified Copies 

The final section of the screen provides a variety of amendment filings including 

corrections, mergers, Registered Agent changes and resignations, and business conversions and 

domestications.  Any filing that is initiated from these options is pre-populated from existing 

data in the system to reduce data entry and the possibility of errors.  

 

 

Using the Online System 

The new system is designed to lead a customer through the entire filing process including 

data entry and edits. Some of the features of the system are listed below:  

¶ Required fields are designated with a red *   

¶ Blocks of instruction and information are displayed in gold on the screens as needed  
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¶ ! ŎƻƳǇŀƴȅΩǎ existing information pre-populates and may be edited as needed 

¶ System and field validations show the customer missing data fields, incorrect 

information, required signatures, and other errors/items that must be corrected prior to 

submission 

¶ System warnings are also provided to inform the customer of potential issues with the 

filing that require review by the Filing Office prior to approval 

¶ Attachments may be added prior to submission 

¶ Titles provided for the signatures are only those authorized for that specific business 

type  

 

Forming a New Mississippi Business 

The first step for the customer is to identify the type of business to form: profit, non-

profit, LLC, etc. The type of form that is selected opens the data entry fields required for that 

business type. NOTE:  This screen is broken into several sections for easier explanation. 

 

/ƭƛŎƪ ƻƴ ά.ǳǎƛƴŜǎǎ ¢ȅǇŜέ ǘƻ ǎŜƭŜŎǘ ǘƘŜ type from the dropdown selections. 
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The screen shots below show the fields for a Profit Corporation. 

 

The system provides features to assist the customer in the formation process:   

¶ System immediately checks for name availability and warns or stops the customer from 

proceeding if the name is taken or a similar name exists in the system 
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¶ Instruction block specifies that required suffixes for a business name. In this example, 

the suffixes for a For Profit company are shown 

¶ Future dates can be entered ς an information block explains the requirements 

¶ Adding Stock provides a dropdown of Class Types  

¶ Clicking on the άSearch for NAICS Codesέ takes the customer to the NAICS Code website 

to select the appropriate code for the new business 

 

The system also provides assistance to the customer in selecting a Registered Agent.  

Commercial Registered Agents are statutorily authorized to register with the Mississippi 

Secretary of StŀǘŜΩǎ hŦŦƛŎŜΦ /ƻƳƳŜǊŎƛŀƭ wŜƎƛǎǘŜǊŜŘ !ƎŜƴǘǎΩ ƴŀƳŜǎ appear in a popup when 

clicking ƻƴ άCƛƴŘ /ƻƳƳŜǊŎƛŀƭ wŜƎƛǎǘŜǊŜŘ !ƎŜƴǘǎέ ς see below. 
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The names appear in a random order that changes each time the list is accessed to provide 

equal visibility to all Commercial Registered Agents. The customer highlights the name that is 

desired and clicƪǎ ƻƴ ά¦ǎŜ {ŜƭŜŎǘŜŘ ŀƴŘ /ƭƻǎŜΦέ The system populates that aƎŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ 

on the screen.  See below. 

 

 

At the end of the screen is a signature block for an electronic signature.   

 

 

The titles provided for the signature are only those authorized for that business type. When the 

cǳǎǘƻƳŜǊ ŎƭƛŎƪǎ άbŜȄǘ,έ ǘƘŜ ǎȅǎǘŜƳ ǾŀƭƛŘŀǘŜǎ ǘƘŜ Řŀǘŀ ŜƴǘǊȅ ŀƴŘ ŘƛǎǇƭŀȅǎ missing data fields, 

incorrect information, required signatures, etc.  
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Submitting and Paying for a Filing 

If the system finds no errors or warnings therefore, the customer can continue forward to pay 

for the filing. 

 

 

The next screen allows the customer to upload attachments from their computer. 

 



 
 

-ÉÓÓÉÓÓÉÐÐÉ 3ÅÃÒÅÔÁÒÙ ÏÆ 3ÔÁÔÅȭÓ /ÆÆÉÃÅ 
Jurisdictional Presentation 

 

12 
 

 

/ƭƛŎƪƛƴƎ άbŜȄǘέ ǘŀƪŜǎ ǘƘŜ Ŏustomer to the first Payment Screen. The screen specifies the fee 

amount in red print. It also gives multiple options for a customer to pay for a filing.   

¶ The customer can pay online using the State of Mississippi Payment Portal which 

provides credit card and e-check options 

¶ The customer can print the form and mail it in with a check   

¶ If a form requires review by a third party prior to submission, the customer can select 

ά9mail Form to Third Party for ReviŜǿέ ŀƴŘ ŜƴǘŜǊ ŀƴ ŜƳŀƛƭ ŀŘŘǊŜǎǎ 

¶ The last option allows the customer to save the document to the Pending Queue to file 

at a later time 

 

 

 

If the customer selects the first option, this screen appears: 
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¢ƘŜ {ǘŀǘŜΩǎ ǇŀȅƳŜƴǘ ǎŎǊŜŜƴǎ ŀǊŜ ƴƻt included in this submission. However, as soon as payment 

is made the screen below appears and the system immediately sends a confirmation email 

containing a link to the filing and to the invoice to the customer. 

 

The cǳǎǘƻƳŜǊ Ŏŀƴ ŎƭƛŎƪ ƻƴ ά{ŜƴŘ !ŘŘƛǘƛƻƴŀƭ 9Ƴŀƛƭǎέ ǘƻ ŦƻǊǿŀǊŘ ǘƘŜ ƭƛƴƪ ǘƻ the filing to other 

parties, or the customer can return to the home page. 

Filing for an Existing Company 

For an Annual Report, Amendment or Customer Order, the customer is required to first 

enter the Business ID. A search link is given to the customer to look up the Business ID. 
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The system takes the customer to the appropriate filing screen with pre-populated data for the 

company. Edit functionality is provided for any data that can be edited based on statute or 

business rule. 

Filing an Amendment 

The system provides functionality to file multiple types of amendments including: 

¶ Amendment for an Existing Business (Correct A Previously Filed Form, File an 

Amendment, Restate Articles of Incorporation) 

¶ Merger for an Existing Business 

¶ Articles of Dissolution or Certification of Withdrawal 

¶ Revoke Previously Filed Dissolution 

¶ Application for Reinstatement following Administrative Dissolution 

¶ Amend a Fictitious Business 

¶ Withdraw a Fictitious Business 

¶ Assign a Fictitious Business Name 

¶ File Registered Agent Address Change 

¶ File Agent Resignation 

¶ Business Conversion 

¶ Domestication 

The first step to file an amendment is to enter the Business ID. 
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/ƭƛŎƪ άbŜȄǘέ ŀƴŘ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ŀŘŘƛǘƛƻƴŀƭ actions. 

 

 

 

άFile an AmeƴŘƳŜƴǘ ŦƻǊ ŀƴ 9ȄƛǎǘƛƴƎ .ǳǎƛƴŜǎǎέ ƛǎ ǘƘŜ ƻǇǘƛƻƴ ǎŜƭŜŎǘŜŘ ŦƻǊ ǘƘƛǎ ŘƻŎǳƳŜƴǘΦ  The 

system pre-populates the existing data for the company. 

 

 

¢ƘŜ ŎƻƳǇŀƴȅΩǎ ƛƴŦƻrmation can be edited as needed. Also any attachments that required 

editing can be added prior to submission. The system validates for any missing data or errors. 
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Customer Orders 

Another feature of the online system that has received excellent response from 

customers is the ability to order business documents on file with the Office.   

 

 

As with all filings for existing companies, the business information is pre-populated. The 

customer can order Certificates of Fact and Certificates of Existence (Good Standing) from this 

screen.  The customer can specify άCertifiedέ copies and select the specific documents from the 

list of all filings for that business. The system also notifies the customer if the document is 

immediately available or requires retrieval from archives, which may delay processing. 
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 The customer can review the list of filings for the company and see those that have 

images readily available for processing the order. The customer can also specify a certified copy 

or a plain copy.  The system provides an opportunity to review the order before processing. 


