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This guide applies to business corporations, limited liability companies and 
limited liability partnerships that file Annual Reports online. 
 
Users will access the online filling application on the web at  
 
www.sosnc.com or 
 
http://www.secstate.state.nc.us/ or  
 
http://www.secretary.state.nc.us/corporations/ 
 
Examples of these pages follow. 
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“Click here to file Annual Reports ONLINE”  appears in red on both pages.  When 
you click on the text, you will see the following screen. 
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You have the option to find the business entity by clicking Search by Name 
 
OR 
 
entering the business entity’s Profile ID number and clicking “Submit”. 
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If the business entity’s Profile ID is entered, a screen similar to this one will 
appear. 
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If the Search by Name feature is clicked, the following screen will appear. 
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Type in the name, or part of the name, of the entity for which you wish to file an 
Annual Report.   
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After clicking “Search”, a screen similar to the following will appear.  Select the 
entity you wish to file an Annual Report for by clicking on the name of the entity.  
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A screen similar to the following will appear.  At this time, you can either print a 
pre-populated Annual Report and mail it in with payment, or, you can file an 
Annual Report online by clicking the File an Annual Report option. 
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If you click on File an Annual Report, a screen similar to this will appear.  Click 
the “File Report” button.  
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The General Information tab will appear first.  This is the first of four tabs that 
contain information about your business.  Review and update any information as 
necessary.  You will then submit in the form of an Annual Report.   
 
It is very important to remember when adding or editing data under any of the 
four tabs, that the “Save” button be clicked PRIOR to selecting another tab, 
otherwise, the edited data will NOT  be saved. 
 
 
 
 
 
 



 13

 
 
 
The second tab is Registered Agent information.  Changing any information in 
this tab will require that the report be printed and mailed to the Secretary of 
State’s office.  For example, adding the middle initial of the registered agent 
when it did not exist before is considered a change.  You will receive a pop-up 
message that the Registered Agent has changed, please print the report, have 
the Registered Agent sign it, and mail it in.  
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The third tab is Principal Office information.  Update any information necessary. 
 
Remember that the “Save” button must be clicked prior to selecting another tab, 
otherwise, the edited data will NOT  be saved. 
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At the fourth tab, the Officers and Managers currently on file with the Secretary of 
State’s office will appear.*  Here, you have the option to Add a new 
officer/manager, Edit data about an existing officer/manager, or Delete an 
officer/manager.    
 

 
 
*If this is the first time you are filing an Annual Report online, these fields will be 
blank and you will have to enter all of the information.  Next year, when you file 
online again, the officer information will already be there for you to edit.  
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Clicking Add from the previous screen will bring up a blank form to add the new 
officer information.  Remember to click Save after adding each officer. Continue 
adding officers by clicking the Add button.  
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When you have finished adding, editing or deleting officers, click the “Submit 
Report” button.  Clicking this button submits the report and begins the payment 
process.  The Annual Report will not be considered filed until this process is 
complete.  
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If for any reason the Annual Report is deficient, it will be rejected.  A screen 
similar to the one below will appear, along the reason(s) for the rejection. 
 

   
 
These errors must be corrected and the Annual Report re-submitted.  Use the 
“Back to Report Info” button to return to the screen that requires additions or 
changes.   
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The following is an example of the screen that will be appear when there are no 
errors on the Annual Report. 
 

 
 
After reviewing the Annual Report, click on the “Continue” button to begin the 
payment process.  Click on “Back to Report Info” to make any corrections. 
You will NOT be able to make corrections after you checkout unless you file an 
amendment. There is a $10 charge for an amendment plus a $2 electronic 
transaction fee if the amendment is filed online. 
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The following is the screen displayed during the payment process. 
 

 
 
The names of the officers, managers or partners will appear in a drop down box 
the Name field.  Choose the name of the person that is signing the report.  The 
name in the name box constitutes a signature, and certifies that the Annual 
Report information being submitted is accurate and current.   
 
The payment method can be selected by clicking the Payment Type field. Your 
options are Credit Card (Visa or MasterCard), or ACH (Automated Clearing 
House).  
 
If using the shopping cart feature, select the “Add to Cart” option in the payment 
type field.  Then click  “Continue”.  A screen similar to the following will appear. 
 
NOTE: The shopping cart feature is only available to users that have an account 
set up with the Secretary of State.  Please see the next page for more 
information on setting up an account.   
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You have selected the “Add to Cart” option in the payment type field on the 
previous screen.  The page below appears.   
 

 
 
Enter your User Name and Password at this time.  If you do not have a User 
Name and Password, you must create one in order to use the shopping cart 
feature. Click on the sentence “Click here to create a new account”.  The 
following screens will appear.   
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Enter all of the required data fields on the previous page.  
 
A description of the email fields fo llows: 

E-mail – The primary e-mail address for contacting an entity.  If no other e-mail 
addresses are specified then all document notifications and invoices will be e-
mailed to this address when they are available for download. 

Notification E-mail - If supplied, then all document notifications will be e -mailed 
to this address when they are available for download. 

Billing E-mail - If supplied, then all invoice images will be e-mailed to this 
address when they are available. 

When entering ACH Account information, the Account Routing and Account 
Numbers assigned by financial institutions to checking or savings accounts are 
the ONLY numbers that should be entered in these fields.  
 
DO NOT enter credit card numbers in the Account Routing or the Account 
Number fields.  For security purposes, credit card information is not stored and is 
only collected at the time of checkout.   
 
After entering the Account Routing and Account Numbers, click on the “Enable 
ACH” button.   After creating a User Name and Password chosen by you, click 
the “Continue” button.  
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A screen similar to the following will be displayed if ACH was NOT enabled.  
Notice that the fields with ACH information are NOT populated.  To enable ACH 
these fields must be populated. 
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A screen similar to the following will be displayed if ACH was enabled.  Notice 
that the fields with ACH information are populated.  This only confirms that 
information was keyed into these fields.  It does NOT verify that this information 
is correct.  These numbers will be verified when the bank receives notification of 
the ACH transaction.  If the numbers are incorrect, the Cash Management Office 
within the Department of the Secretary of State will contact the person filing the 
Annual Report. 
 

 
 
Clicking the “Continue” button below the account information or “Start An Order” 
from the gray navigation bar to the left, will display the screen on the next page.  
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Additional Annual Reports can be filed or orders placed at this point by entering 
the name of the next business entity. 
 

 
 
By using the links in the gray menu bar to the left a variety of other options are 
available.  For example,  
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Clicking on “Shopping Cart” displays this page.  
 
 

 
 
In the example, the 2003 Annual Report has been filed twice.  This, of course, is 
a mistake.  Click on the button in the delete column to flag the item for deletion.  
If the item is accidentally marked for deletion, clicking on it again it will remove 
the flag.  When the “Delete Marked Items” button is clicked, any items marked for 
deletion will be deleted, and an updated Current Shopping Cart will then be 
displayed.   
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If you are ready to pay for the Annual Reports and/or Orders, click on the  “Check 
Out “ button.  
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The page below will appear.  Select the method of payment, ACH or Credit Card, 
and click the “Complete Checkout” button.  If the “Go Back to Cart” button is 
clicked, the previous page will be displayed. 
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NOTE: The example on the previous page reflects the $20.00 cost of a Business 
Corporation Annual Report, and a $2.00 charge for the Electronic Fee.  The 
Electronic Fee a fixed fee based on charges of $50.00 and under.   
 
An LLC Annual Report would reflect a cost of $200.00 with a $5.00 charge for the 
Electronic Fee.  It is also a fixed fee but it is based on charges of $200.00 and 
under. 
 
Please refer to the table below for additional fixed fee information. 
 

Transaction Value 
From 

Transaction Value 
To 

Electronic Payment 
Fee 

$0.00 $50.00 $2.00 
$50.01 $100.00 $3.00 
$100.01 $150.00 $4.00 
$150.01 $200.00 $5.00 
$200.01 $250.00 $6.00 
$250.01 $300.00 $7.00 
$300.01 $350.00 $8.00 
$350.01 $400.00 $9.00 
$400.01 $450.00 $10.00 
$450.01 $500.00 $11.00 
$500.01 Over 3.5% of Transaction 
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If the payment type is by credit card, the page below will appear.  Enter the 
required information and click the “Continue” button. 
 

 
 
 
After clicking the “Continue” button, (or the “Complete Check Out” button on the 
previous page if paying by ACH), the following page will appear. 
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You must click on the “I AGREE to the terms of the agreement” button in order to 
complete the payment transaction. 
 

 
 
After agreeing to the terms, the next  page will appear.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 33

 
 
The Invoice Number serves as a reference number to the transaction. 
 
If the “View Orders” button is clicked, or the “Check My Orders” button in the gray 
menu bar to the left is clicked, the following page will appear.  
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The invoice number under the column labeled Number is a hyperlink to a 
particular invoice.  Notice the three tabs at the top. 
 
Invoices Last 10 Days 
 
Unpaid Invoices 
 
Paid Invoices 30 Days 
 
Depending on how many days have passed since the Annual Report was filed, 
you may have to look under the Paid Invoices 30 Days tab to view the invoice. 
 
Clicking on the invoice number will display a page similar to the following. 
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The Orders and/or Annual reports are displayed.   
 
Clicking on the Item number will display the actual document filed or ordered.   
 
The Purchase Order Number may also be clicked to display a record the items 
filed or ordered, and the cost of the transaction.    
 
The Annual Report process is complete.   
 


