
After filling out the relevant document, find the respective Shopping Cart link in the Shopping Cart section 
of the Business Entity’s page.  Select either the Expedited or non-Expedited link, and you’ll be taken to 
the page below. 
 

 
 
 
Enter the document type and the name of their business in the Additional Information field, then click 
ADD TO CART.   
 

 
 
 
 
 
 
 



After you click ADD TO CART you’ll be taken to your cart and shown a summary of what filing(s) you’ve 
ordered.  If it is correct, click CHECKOUT. 
 

 
 
After clicking CHECKOUT, you’ll be taken to a page to input your information.  If there is an issue with 
your order, this is the information that is used to contact you. If you have the entity number for an existing 
entity, you can fill it in here, which will show up on our order page. 
 

   
 



 
 
After clicking continue on their shipping info, you’ll be taken to the upload page.  This is where you’ll 
upload your completed documents (typed and signed).  Please note that depending on your internet 
connection, and the size/type of document, these could take some time to upload.  
 

 
 



 
 
After ensuring all files are fully uploaded, click PROCEED TO PAYMENT. 
 

 
 
 
 
 
 
 



Please enter your payment information on this screen.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



If paying with multiple cards, please indicate this in the bottom section. 
  

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



This is the last page before payment is processed.  Please verify that all information is correct before 
clicking YES. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once this page appears, payment has been processed, and you may print a receipt or take a screenshot 
of your transaction for your records.  After you print, click CONTINUE. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



This page is a confirmation that the order has been placed.  As before, you may print this or take a 
screenshot for your records.  Once the Success page appears, the order is complete!  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


