West Virginia One Stop Business Portal — Annual Report Filing Instructions
Issued by West Virginia Secretary of State

Complete your West Virginia Secretary of State Annual Report and Attorney-In-Fact filings online through the West Virginia One Stop
Business Portal. Use a credit/debit to pay for the filings via our secure, online payment system. A
$1.00 WV portal fee will apply to all filings processed through the online portal.

File Annual Report

1. Goto https://onestop.wv.gov/.
2. Choose one of the following filing options:
a. Login to your existing User Account, or
b. File as a Guest User
Note: It is recommended that you register a user account log in if you wish to have the ability to save an in-progress filing
and/or to view a history of your submitted filings. These options are not available when filing the annual report as a Guest
User. Guest filing applies only to Secretary of State annual report filings. All other filings require a user log in.

a) LogIn to User Acount (recommended)
e Go to https://onestop.wv.gov/ to log into your existing user account or to create a new user account.
0 If you have an existing user account, go to Step 3.
O If you have not already created a user account, click the ‘Create an account here’ link to complete the User
Account Registration.

(=% LogIn

Please sign in by entering your User 1D and Password below and then click on the Log In button.

¥ User ID:

* Password:

» Forgot Password?

_ Log In
» Not yet registered? Create an account here. J——

O Enter your information into all required fields, marked by a red asterisk (*), and click ‘Register’ to submit your
account information.

User Account Registration

First Name Last Hama T NG
* Address 1 Adidness. 2 City Stale Country * Zipy Codie

. - v

Phone Fa Ema
" LUsar I Password -onfirm Passwoad
* Sacurity Queston Security Ansaer

- .
Canze Ragisier
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Note: User ID must meet the following criteria:
e 7 -40alpha-numeric characters
e User ID is case sensitive

Password must meet the following criteria:
e 7 -15 alpha-numeric characters
e Contain at least one of the following special characters: ~,!, $, %, &, *, _, +. It cannot contain any of the
following special characters: @, », or #.
e Password is case sensitive
Store your User ID and Password information in a safe place for future reference to log into your dashboard.
0 Go to Step 3 to log into your account.

b) File as a Guest User

e  From the dashboard home page, under the ‘Guest Annual Report Filing’ section, select the filing type for your

company.

0 File Annual Report (With Changes) — To file the annual report making changes to the company record (changes in
agent, addresses, and/or officers), click the ‘File Annual Report’ button.

Guest Annual Report Filing

You mary file your anrual nepor with the Secrotary of Stale a5 3 gues! which means you 0o not fanve 10 Register an actount and login. To proceed with filng the anral
repoit 35 8 guest, ook the File Annual Repor! bulfon I you hawve no changes B reporl, use |e File Annual Repart Mo Changes bution fof he sineamiined guest annus
repdxt filing

Lerd o] r:ll"-l;I appiies. orly to annual repor Tings wiin Ie Secretary of Blate. You miust creale an actount and L L] for all otner r':'l'-]'S-

I &= recommended that you regisher an acoount and login f you wish o have ine abeity to s2ve an inprogness fling and'or view 3 hisiory of your submibiad fings

H U Ravs quesSons, please comact our ofice a1 (304) 553-8000 or (BEG) TET-2582

File Armual Repert . Aokl D SR—

O Go to Step 4, ‘Access Your Company Record.’

O File Annual Report No Changes — To file the annual report with no changes to the company record, click the ‘File
Annual Report No Changes’ button.

Guest Annual Report Filing

Wiou may file your anrual nepor 'with the Secratary of Stale 25 3 guies! which means you 6o nol fave 10 Regisier an actount and login. To procesd with filing the annual
report 35 8 guest, cack the File Annual Repor buBon. I you Rave no changes: 5 report, use be Fie Annial Repdait No Changes bution Sor the sinearmiined Juest annial
repot filing.

Guest Ting applies ordy o annusl repod Tiings with the Secretary of State. You mus! cresle 3n actount and logen for all ofther Tikngs

1 s recommended That you regisier an actount and logn i you wish 1o have the abilty 1o sarve an In-progness Sing and'or wew a hisiony of your submitied ings

B o Farve quesslions, please comact our ofice 3l [304) 558-3000 o (B5E) TET-3582

£8 S Roper, O AR GRS,

0 Go to Step 4, ‘Access Your Company Record.’

3. Login by entering your User ID and Password then click the Log In button. If you forgot your User ID and/or Password, click
‘Forgot Password?’ to have a password recovery link emailed to you.
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(% LogIn

Plaase sign in by entering your User ID and Password below and then chck on the Log In bution
ser I
" Pas

¥ Fod
) Log in
» Not t here
e From the ‘Home’ tab, click the ‘SOS Annual Report’ button under the ‘Frequently Used Filing Options’ section.
& Home = Register a Business B Secretary of Stale i Stale Tax Department
Home
Nelcome bo the Busingss for Weest Virginia One-Siog b 55 & 7
Frequently Used Filing Options
S08 Annual Report New Business Registrabon
e On the ‘Secretary of State’ page under ‘Annual Reports,’ click the button that applies to your fiing:

File Annual Report No Changes — To file the annual report with no changes to the company record, click the

o]
‘Annual Report No Changes’ button.
# Home & Register a Business B Secratary of State g State Tax Department
Weelcome 1o § retar I business services page| Select n N beedcr e he=c| saved an
i Sechon belew Ta cont renrioushy atarbed filrg, chek the Business name
Annual Reports Other Filings
#nnual Report o Changes A
Annual Repart With Changes
0 File Annual Report With Changes — To file the annual report making changes to the company record (change in

agent, addresses, and/or officers), click the ‘Annual Report With Changes’ button.
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# Home & Register a Business B Secretary of State g State Tax Department

Secretarv of State

Veelcome 1o Bhe Sedrela

Filing sechon balow

Annual Reports Other Filings

Annual Report Mo Changes A

Annual Repart With Changes

e Goto Step 4, ‘Access Your Company Record.’

4. Access Your Company Record

a)

(=3

o Q

(]
—_— — — —

Enter the company name in the ‘Name Search’ field. If searching using the entire name, the name must be entered exactly as

it is registered with the Secretary of State. Remember, less is more. If the name cannot be found, search again using one or

two key words in the name.

Click ‘Search.’

Select your company by clicking on the name link under the ‘Organization Name’ column.

Click ‘Continue’ on the ‘Create new annual report for [company name]’ screen.

Review the Annual Filing - Data on File at the Secretary of State to confirm all the information on file is correct.

=  File Annual Report (with changes) — Review the company’s information by proceeding through the company
information edit screens and make any changes by editing the information in the fields as necessary.

=  File Annual Report (no changes) — If no information needs updated on the company record, go to Step 3f.

Click ‘Continue.’

v" Note to registered account users — ‘Save/Continue Later’ feature: If you are logged into your user account and need to
exit the online filing process, select ‘Save/Continue Later’ to save your information and return later to complete the
filing. This option is not available to Guest Users.

5. Annual Filing Summary

a.

b.

© o N

Enter your name in the ‘Name’ field to certify you are authorized to file the annual report on behalf of the company, and

the information you provided is accurate (required).

Select your ‘Capacity’ (title) from the drop down menu (required).

Click ‘Checkout’ to proceed to the payment screen.

Select ‘Credit card’ payment option.

Click ‘Checkout.’

. Enter all the information in the required fields marked with a red asterisk (*).

10. Click ‘Checkout/Submit.’
11. Enter all payment information in the required fields marked with a red asterisk (*).
12. Click ‘Submit.’

File More Than One Annual Report

After completing the filing for the first company, follow the steps below for your filing method.
1. Logged In to User Account — While still logged in to your filing cabinet, navigate to the ‘Secretary of State’ service page. Under
‘Annual Reports,’ click the button that applies to your fiing.

0 File Annual Report No Changes
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# Home & Register a Business B Sacratary of State & State Tax Department

Secretary of State

Welcome Lo the Secretary of Stale busness senvices pagel Select a Sling option below bo get stared. Your saved and
Filing sechon below. To continus 3 prewiously stamed fibng, ehek the busness name

Annual Reports Other Filings

#nnual Report Mo Changes Al

Annual Report With Changes

0 File Annual Report With Changes

# Home & Register a Business B Secretary of State # State Tax Deparbment
Secretary of State
Wiedcome 1o the Sacretary of Stale business senices pags| Select a fling option below bo get stared. Your saved and
Filing seschon balow To conbines 8 prevously st 2 150

Annual Reports Other Filings

fnnual Roport Mo Changes A

Annual Repant Wilh Changes

O Repeat Steps 4-12 in the File Annual Report section above.

2. Filing as a Guest User — Repeat Steps 2b-12 in the File Annual Report section above.
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