
FILING AN ANNUAL OR 
BIENNIAL REGISTRATION 

REPORT
A STEP-BY-STEP GUIDE TO USING THE 

SECRETARY OF STATE’S ONLINE 
BUSINESS FILING SYSTEM (RegSys)

UNUM E PLURI BUS  



Log into the Business Services 
Online Portal and select “New 
Filing” on the left side of the 
screen.

Once you select a new filing, 
a new menu will open on 
the right side of the screen. 
Select the option to “Update a 
Company” and enter the name 
or entity’s charter number in 
the search box.
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Select your entity from the 
search results. A list of available 
filings will populate below. 
Once you make the selection 
to file a registration report, the 
form will load.
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Upon completion of each section, you will choose to continue by selecting “Next” or “Save Draft”.
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Once all required information is entered and the user submits the annual or biennial registration 
report, there will be an option to “Checkout” or to “Start New Filing”.

Selecting “Checkout” continues to the process of payment. The user will select Credit Card or 
Electronic Check to complete the transaction, and then select “Proceed to MagicPay”.
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The user will fill out payment information and select “Next Step: Review Payment”.

After reviewing the payment, the user will confirm the transaction and be taken to the order 
summary where the filing and receipt can be downloaded.
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