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1 Access the Business Services Filing System Online

1.1 Creating a New User Account
Business Services Filing System Online users can create filings as an unauthenticated

user (guest). However, unauthenticated users have less access to the system. A user ID

should be created in order for a user to access all of the online functionality. This

process begins at the Log In screen, which is the first screen displayed when the user

visits the Business Services Filing System Online.

State of Wisconsin Department of Financial Institutions

Strengthening Wisconsin's Financial Future

* - Required Fleig

Customer Login Register

Please enter your User ID and Passward

User ID:*

Password:”*

. Create a User Account

The system displays the Personal Details screen.

-

Enter Your Personal Details

- Required Fiel

@® This is an Individual O This is an Organization
First Name-* Middle Name:
Last Name:* Suffic:
Address Line 1% Address Line 2:
Couniry™ | United States v Zip Code™
Stale™ | Wisconsin ~

City

Contact Number*

Confirm Email Address*

Email Address ™

2. Complete the fields on the Personal Details screen.



NOTE: The user may click the Back button to return to the Log In screen or the
Clear button to clear all the fields on the Personal Details screen.

. Conti
Click the button.

The system displays the User ID Detalils screen.

o

-~

Choose Your User ID - Requirad Fisld

Enter Your Desired User ID:* o

Choose Your Password

Password:* v Password Strength

Choose a Security Question

Security Question* | - Please Select - v

Your Answer.* o

Create My Account

Enter a user ID in the Enter Your Desired User ID field.

NOTE: The user ID must be between 8-32 characters in length and may only
include alphabetical characters (A-Z, a-z) and/or numbers (0-9).

Enter the desired password in both the Password and Re-enter Password fields.

NOTE: The password must match in both fields. It must be between 8-26
characters long and must contain at least one character from three of these
four character types: Uppercase alphabetical, Lowercase alphabetical,
Numeric, and Special Character.

Select a security question from the Security Question drop-down menu.

Enter an answer for the selected security question in the Your Answer field.

. Create My Account

The system displays confirmation that the new user ID has been created and
sends an email to the registered email address. The confirmation screen displays
the User ID and Filer ID.




o o

Congratulations User Manual

Your account has been created successfully, please note your information below.

User ID: userguide

Filer ID: 000012531

| NOTE: The user may click the Login button to proceed to the Log In screen.

1.2 Logging In
The user may log in to the application from the Log In screen. This is the first screen
displayed when the user visits the Business Services Filing System Online.

State of Wisconsin Department of Financial Institutions

Strengthening Wisconsin's Financial Future

" - Required Fiekd

Customer Login Register

Please enter your User ID and Password

User ID:* I P 10 the Cnline L
e button bekow to C

Create a Wser Account

Password:®

Forgel User 1D

The: websiie supports

e -8 B2 )

Fargot Password

Benefits of Creating a User Account

1. Enter the user ID in the User ID field.

2. Enter the password in the Password field.

3. Click the button.

The system displays the Dashboard screen upon the user’s successful log in.

NOTE: A user that is not already associated with a Filing Organization will be
asked to create one immediately upon logging into the system for the first time.
Refer to the Filing Organization section of this document for details.




State of Wisconsin Department of Financial Institutions

Strengthening Wisconsin's Financial Future TEST ACCOUNT
Friday, December 21, 201

Dashboard Update Filing Organization
Inbox
0 )0 70 v © V3 i 0
~ Receipts Submission History b, '??: Shopping Cart Data Subscriptions m FAQ's . '!F: Hold Shopping Cart

2 User Maintenance

2.1 Changing Account Information

The user may edit most of their Business Services Filing System Online user information at
any time. The user’s address information, contact information, and security question
may be changed. The user ID may not be changed.

1. Select Personalization > Change Account Information from the header menu.

The system displays the Change Account Information screen with the user

information prepopulated.
Changa Account Information E

2. Edit the user information as necessary.

3. Click the button.

The system saves the changes.

2.2 Changing a Password

The user may change their Business Services Filing System Online password at any time.



NOTE: This section of the document pertains to users that know their current password
and are able to log into the system. If the user is unable to log in due to a lost password,
refer to the Recovering a Password section of this document.

1. Select Personalization > Change Password from the header menu.

The system displays the Change Password screen.

Change Password m

Password Change

Confirm Password

2. Confirm the old password.

3. Enter the new password in the New Password and Confirm Password fields.

NOTE: The password must match in both fields. It must be between 8-26
characters long and must contain at least one character from three of these
four character types: Uppercase alphabetical, Lowercase alphabetical,
Numeric, and Special Character.

4. Click the button.

The system saves the new password.

2.3 Recovering a User ID
If the user has forgetten their previously issued user ID, they can initiate the user ID
recovery process.



State of Wisconsin Department of Financial Institutions

Strengthening Wisconsin's Financial Future

* - Required Fleig
Customer Login Register
Pleaze enter your User ID and Passward

User ID:*

Password:”*

Remember me

Forgot User 1D

Forgot Password

Bensfits of Creating a User Accsunt

. Forgot User ID
1. Click o the button.

@ Back to Login

Forgot User ID

Email Address*

Please enter the email address vou provided while creating your
account or contact the Wisconsin UCC Unit at 517-322-1144 for help.

2. Enter the email address associated with the user ID in the Email Address field.

= .
3. Click the button.

The system sends an email to the provided email address that contains the user’s
name and ID.

2.4 Recovering a Password
If the user has forgetten their current password, they can initiate the password recovery
process.



State of Wisconsin Department of Financial Institutions

Strengthening Wisconsin's Financial Future

* - Required Fleig
Customer Login Register
Pleaze enter your User ID and Passward

User ID:*

Password:”*

Remember me

Forgot User 1D

Forgot Password

Bensfits of Creating a User Accsunt

. Forgot Password
@ Back to Login

Forgot Password - Step 1

Enter your User ID

User ID:*

2. Enter the user ID in the User ID field.

3. Click the button.

The system displays the security question for the user ID.



@ Back to Login

Forgot Password - Step 2

Security Question: In what city does your nearest sibling live?

Your Answer:* |

4. Enter the answer to the security question in the Your Answer field.

) Submit
5. Click the button.

The system sends an email to the previously provided email address that contains
the user ID and a temporary password.

6. Access the password recovery email.

NOTE: It can be helpful to copy the temporary password to the clipboard so that
it can be pasted in the Password field during log in.

7. Log into the system using the provided user ID and temporary password.

The system displays the Dashboard and prompts the user to create a new
password.

Dashboard Update Filing Organization [iRILGESE
Inbox
0 0 0
~ Receipts SUbmISSIon HIS  you have had an administrative password reset since your last login. You are required to reset |05 W8k Hold Shopping Cart

your password at this time. Please click the button below to go to the change password screen.

. Ch e Pas d
PSRN ciange password NN

The system displays the Change Password screen.



Change Password

Password Change

Confirm Password

9. Confirm the old password.

NOTE: The old password is the temporary password provided in the password
recovery email.

10. Enter the new password in the New Password and Confirm Password fields.

NOTE: The password must match in both fields. It must be between 8-26
characters long and must contain at least one character from three of these
four character types: Uppercase alphabetical, Lowercase alphabetical,
Numeric, and Special Character.

11. Click the button.

The system saves the new password.

3 Filing Organizations

3.1 Creating a Filing Organization

All users must create a filing organization. The user is prompted to complete this process
immediately upon logging into the system for the first time. This may also be accessed
by click the Personalization > Set Up Filing Organization in the header menus.



Welcome to the State of Wisconsin Department of Financial Institutions, Uniform Commercial
i) Code. Before you begin filing, you must create at least one filing organization. A filing
organization is the name under which your filing activities are grouped. Multiple filing o
organizations may be created, which will allow you to organize your filing activities. Please click -
below button to begin the process.

Submission His

Create Filing Organization

1. Click the Create Filing Organization button.

The system displays the Set Up Filing Organization screen.

Saot Up Filing Organization

Filing Organizaion

2. Complete the fields in the Filing Organization section.

3. Click the button.

The system saves the filing organization information and displays it in the data

grid.

Fiing g ] 123 Filng Org Lane Amsery W1 54001 US4

2 Fiing Grg 2 ] 123 Filing Crg R Delgium W1 53004 USA

after the initial filing organization is created.

NOTE: The user may repeat steps 2 and 3 to enter multiple filing organizations




3.2 Adding or Editing a Filing Organization Secondary User

Multiple users may be associated with the same filing organization.

1. Select Personalization > User Creation from the header menu.

The system displays the Secondary User Maintenance screen.
Secondary User Maintenance

User Search

User 1D First Name:

Middle Name: Last Name:

Suffix:

Status | Select v Filing Organization

User ID Name Status Action

. .. . . Search
2. Enter search criteria in the User Search section and click the button to
search for users.

NOTE: The search can be used to find a specific user for editing or to verify that a
user has not already been entered before proceeding.

3. Perform one of the following...

To... Then...

Add a new user...
Click the I b Utton.

Edit an existing user... Select the user from the search results and click the
Edit button.

The system displays the Add/Edit User screen.

1. Complete or Edit the User Account Information and Contact Information sections.

NOTE: The User ID and Password should be retained so that they can be provided
to the new user.

2. Click the button.




The system saves the new user and sends an email to the new user with their log
in details.

4 Navigation
4.1 Dashboard

The Dashboard is the first screen that users see upon logging into the system. The user
may navigate from this screen to any subsequent screen via the header menus. The
Dashboard also displays selected statistics at a glance. The user may click the title for
any of the dashboard items to view additional details about the selected item.

ancial Institutions

Dashboard

Inbox

4.2 Menus and Navigation

4.2.1 Menus

The Header Menus are displayed on every screen in the WDFI Business Services Filing
System Online. The user can hover over a menu item to expand the menu. The user
may click the menu item to navigate to the selected screen.

State of Wisconsin Department of Financial Institutions

Strengthening Wisconsin's Financial Future

Menu Sub-Menus

Dashboard

Search Trademark/Tradename Search
ucc-11
Debtor Quick Search

UCccC UCC Filing

Trademark/Tradename Trademark/Tradename Filing

Personalization Auto-Fill Maintenance
Change Account Information




User Creation
Change Password
Set Up Filing Organization

Subscriptions Notification Subscriptions
Image/Data Subscriptions

Logout

4.2.2 Breadcrumbs
The user may use the system’s breadcrumbs function to understand their progress in a
particular filing.

) Select Filing Additional Acknowledgement Debtor Info Secured Party =\ Collateral Info =L Lien Info 7| Review 3 Payment +" Done
! ! s)

Back
The user can use the - button to return to a previous page in the filing.

NOTE: Do not use the internet browser’s Back button to attempt to return to a previous
screen.

4.2.3 Pagination Controls

The system may display information like search results, work queue items, or filing history
in a data grid consisting of lists of records spanning multiple pages. The current page is
shown shaded brown.

BE o] reeron [ (o)

The pagination control allows the user to navigate the data grid in the following ways:

o Click the page number to navigate to a specific page in the data grid.

o Clickthe button to navigate to the previous page in the data grid.
e Clickthe button to navigate to the next page in the data grid.

e Clickthe E] button to show the next 5 pages in the pagination control.

e Enter a page number in the gray field and click the buttonto goto a
specific page in the data grid.

4.3 Session Timeout

The system will prompt the user to confirm that they wish to remain logged in if they are
inactive for 15 minutes. The user will be logged out of the system automatically if they
do not respond to the prompt within 30 seconds.




4.4 Logging Out

The user can click the Logout menu item on the right side of the header menu to log
out of the system.

USER MANUAL

Sunday, December 23, 2018

* _ Required Field
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