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1. Getting Started with the Online Filing Portal 

 
Before you can use our online filing portal, you’ll first need to create an account in our online portal. 
 
Important: If you had an account in the old system before January 25, 2024, you’ll still need to create a new 
account. 
 

Step 1: Go to the Login Page 
 
• Visit the online portal: https://bcs.sos.arkansas.gov  
• Click Login (top right corner). 

 

 
 
 

 
 
 

https://bcs.sos.arkansas.gov/
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Step 2: Sign In or Create Your Account 
 
If you already have an account: 

• Enter your Email and Password. 
• Forgot your password? Click "Forgot or Change Password" and follow the instructions to reset it. 

(Note – When you receive the email to reset your password, you may see the login screen popup on 
the page. Simply close the popup by clicking the “X” in the top right corner of the page.)  

 

 
 

If you need to create an account: 
• Click Create an account. 
• Fill in all required fields. 
• Create a password that meets the listed security requirements. 

 
Note: Your password will expire every 90 days. You’ll receive an email reminder a week before it expires. At 
any time you may reset your password by clicking “Forgot or Change Password?”  
 

 
 
 

(see image on next page) 
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Step 3: Complete Account Setup 
 

• After filling in your information, click Create Account. 
• You’ll be returned to the Login page. Sign in using your new credentials. 

 
If you run into any issues, contact our office: Phone: (501) 682-3409.
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2. Online Payments 
 

The web cart includes a payment wallet that allows you to add and save 
payment methods for future transactions. 
 
You may choose one of the following payment methods: 

• Credit Card 
• Debit Card 
• ACH (Electronic Check) 

 
To add a new payment method: 
 

1. Select Add Credit or Debit Card or Add ACH. 
2. Enter the required payment information. 
3. Select SAVE PAYMENT METHOD.  

 
  

IMPORTANT NOTE: 
Payment methods that are saved in the cart cannot be edited. You 

may either add a new payment method, or delete a payment 
method that is currently saved in the cart. 

IMPORTANT NOTE: Payment methods that are saved in the 
cart cannot be edited. You may either add a new payment 
method, or delete a payment method that is currently 
saved in the cart.  
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Once successfully added, the payment method will appear as an available 
payment option in the web cart for future transactions.  
 
 

Step 4: Complete Your Payment 
 

1. Review the amount displayed in the web cart. 
2. Select the payment method you wish to use. 
3. Select Checkout. 
4. If paying by ACH, complete the required ACH authorization. 
5. Allow the payment to finish processing before closing your browser 

or navigating away from the page. 
 

 
 
 
 
 

 
 

IMPORTANT PAYMENT PROCESSING INFORMATION: 
 
After selecting Checkout, a Processing status will appear in the web cart. 
 
Do not close your browser, click the Back button, or navigate away 
from the page while your payment is processing. Please remain on the 
page until payment processing has fully completed. 
 
Leaving the page before payment processing is complete may interrupt the 
transaction and may affect the processing of your filing. 
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ACH PAYMENT AUTHORIZATION 
 
When paying by ACH, an ACH authorization agreement will be displayed before the payment can be 
processed. 
 
Review the ACH authorization agreement, select Yes, I authorize this transaction, and then select Accept 
Agreement to continue. 
 
The ACH payment will not process until the authorization has been accepted.
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3. Submitting a New Notary Application - Web Filed 
 

To apply as a Notary Public in Arkansas, complete and submit the online New Notary Public Application form. 
You may follow the following steps in order to complete the form.  

 
Step 1: Find the Form 
 

• Log into the online portal. 
• Go to the Forms page. 
• Select New Notary Public Application under the Notary tab. 

 

 
 

Step 2: Fill Out the Application 
 

• Complete all required fields (marked with a red asterisk *). 
• Indicate whether you are an Arkansas resident. 

 
 
 
 

 
 
 
 
 

(image on next page) 

https://bcs.sos.arkansas.gov/forms/notary
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If you are not an Arkansas resident (resident in an adjoining state): 

• You must provide a valid Arkansas Employer/Business Address. 
• Additional documentation is required. Refer to our Notary Handbook for more details. 

 
If any field of the form is incomplete or has an error, the system will highlight it in red with a description of 
what needs to be fixed. 
 

 

 
 

Troubleshooting Note: If you do not list the name the same in both the Applicant Information and Required 
Documents sections of the form, you will receive an error message. 
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Step 3: Upload Required Documents 
 
You will need to upload the following: 

• Surety Bond (.PDF format) 
o Must be a $7,500 bond from an authorized surety insurer or qualifying Arkansas business. 
o In most cases your Surety Bond will include a Commission Start Date - use that on the online 

form.  
 Otherwise, use the current date.  
 If you have questions about this, contact our office. 

• Certificate of Arkansas Notary Exam Completion 
o Must be completed via Classmarker. 

 

 
 

Troubleshooting Note:  If you receive an error that says Upload Failed, check to make sure that you are still 
logged in. The system will “time out” after a period of inactivity.  
 
 

 
 
 
 
 
 

https://www.classmarker.com/online-test/start/?quiz=ey664f0d6f1e2c38
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Step 4: Navigate Through the Remaining Sections of the Form 
 
Step 5: Electronic Signature 

• Sign your application electronically by typing your name. 

• Your name must match exactly across all sections of the form and in this signature field. 
 

 
 

  Step 6: Submit & Pay 
 

Select File Online to submit the application and add it to your web cart. 
 

• Review the filing fee displayed in the web cart. 
• Select an available payment method. 
• Select Checkout. 
• If paying by ACH, complete the required ACH authorization. 
• Allow payment processing to fully complete before closing your browser or navigating away from the 

page. 
 
Important: Do not close your browser, click the Back button, or navigate away while your payment is 
processing. Leaving the page before payment processing is complete may interrupt the transaction and may 
affect the processing of your application. 
 
For additional payment instructions, see Chapter 2: Online Payments. 
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Step 7: Record Your Oaths 
• Track your filing status in the My Notary Work Queue page. 
• Once approved by the Secretary of State’s office, print two copies of your Notary Oath of 

Commission. 
o Troubleshooting Tip: Use a desktop or laptop when sending to printer. 

• Take the certificates and your Surety Bond to your county’s Recorder of Deeds (most of the time it is 
your County Clerk) for official recording. 

 

Step 8: Submit Recorded Oaths 
 
Mail the recorded oaths to: 
 
Arkansas Secretary of State 
Business and Commercial Services 
500 Woodlane Avenue, Suite 256 
Little Rock, AR 72201 
 
You may also drop off the recorded oaths to:  
 
Victory Building 
1401 W Capitol Avenue, Suite 250 
Little Rock, AR 72201 
 
Important Note: Your commission is not active until our office receives and processes your recorded Oath 
of Commission. 

 

At this time, oaths cannot be submitted online. 

https://bcs.sos.arkansas.gov/queue/notary
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4. Submitting a Notary Renewal Application – Web Filed 

You can renew your notary commission online if your current record is expired or within 60 days of 
expiration. 

Step 1: Start the Renewal Process 
• Log into the online portal: https://bcs.sos.arkansas.gov  
• Use the Notary Search to locate your notary record. 
• Search by your name or commission number.  
• Select the correct information in the results grid. 
• In the slide out drawer, select File Amendment. 
• From the list of amendments, select Notary Public Renewal. 

 
 

 

 

 

 

 

 

 

 

 

 

 

https://bcs.sos.arkansas.gov/
https://bcs.sos.arkansas.gov/search/notary
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Step 2: Fill Out the Renewal Application 
 

• Complete all required fields (marked with a red asterisk *). 
• Indicate whether you are an Arkansas resident. 

 
 
If you are not an Arkansas resident (resident in an adjoining state): 

• You must provide a valid Arkansas Employer/Business Address. 
• Additional documentation is required. Refer to our Notary Handbook for more details. 

 
If any field of the form is incomplete or has an error, the system will highlight it in red with a description of 
what needs to be fixed. 
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Troubleshooting Note: If you do not list the name the same in both the Applicant Information and 
Required Documents sections of the form, you will receive an error message. 

 
Step 3: Upload Required Documents 
 
You will need to upload the following: 

• Surety Bond (.PDF format) 
o Must be a $7,500 bond from an authorized surety insurer or qualifying Arkansas business. 
o In most cases your Surety Bond will include a Commission Start Date - use that on the online 

form.  
 Otherwise, use the current date.  
 If you have questions about this, contact our office. 

• Certificate of Arkansas Notary Exam Completion 
o Must be completed via Classmarker. 

 

 
 

 

 

 

 

 

Troubleshooting Note:  If you receive an error that says Upload Failed, check to make sure that you are still 
logged in. The system will “time out” after a period of inactivity.  

 

 

 

https://www.classmarker.com/online-test/start/?quiz=ey664f0d6f1e2c38
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Step 4: Navigate Through the Remaining Sections of the Form 
 
Step 5: Electronic Signature 

• Sign your application electronically by typing your name. 

• Your name must match exactly across all sections of the form and in this signature field. 
 

 
 

  Step 6: Submit & Pay 
 

Select File Online to submit the application and add it to your web cart. 
 

• Review the filing fee displayed in the web cart. 
• Select an available payment method. 
• Select Checkout. 
• If paying by ACH, complete the required ACH authorization. 
• Allow payment processing to fully complete before closing your browser or navigating away 

from the page. 
 
Important: Do not close your browser, click the Back button, or navigate away while your payment is 
processing. Leaving the page before payment processing is complete may interrupt the transaction and may 
affect the processing of your application. 
 
For additional payment instructions, see Chapter 2: Online Payments. 
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Step 7: Record Your Oaths 
• Track your filing status in the My Notary Work Queue page. 
• Once approved by the Secretary of State’s office, print two copies of your Notary Oath of 

Commission. 
o Troubleshooting Tip: Use a desktop or laptop when sending to printer. 

• Take the certificates and your Surety Bond to your county’s Recorder of Deeds (most of the time it is 
your County Clerk) for official recording. 

 
 

 

 

 

 

Step 8: Submit Recorded Oaths 
 
Mail the recorded oaths to: 
 
Arkansas Secretary of State 
Business and Commercial Services 
500 Woodlane Avenue, Suite 256 
Little Rock, AR 72201 
 
You may also drop off the recorded oaths to:  
 
Victory Building 
1401 W Capitol Avenue, Suite 250 
Little Rock, AR 72201 
 
Important Note: Your commission is not active until our office receives and processes your recorded Oath 
of Commission. 

 

At this time, oaths cannot be submitted online. 
 

https://bcs.sos.arkansas.gov/queue/notary
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5. Submitting a Notary Amendment - Web Filed 
 
You can update your contact information (county of commission, address, or email) online if you are a 
Notary in Good Standing. Below are the steps on how this can be done: 
 

Step 1: Start the Amendment Process 
• Log into the online portal: https://bcs.sos.arkansas.gov  
• Use the Notary Search to locate your notary record. 
• Search by your name or commission number.  
• Select the correct information in the results grid. 
• In the slide out drawer, select File Amendment. 
• From the list of amendments, select Notary Public Amendment. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://bcs.sos.arkansas.gov/
https://bcs.sos.arkansas.gov/search/notary
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Step 2: Select the Information to be Amended 
 
You can update: 

• Residential or Mailing Address: Check "I need to update my address." 
• Employer/Business Address (for non-residents): Check "I need to update my Employer/Business 

Address." 
• Email Address or Phone Number: Update these fields directly. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Important: Name changes cannot be submitted online. You must complete a paper application and include 
certified documentation (e.g., marriage license, divorce decree). 
 
Paper applications for name changes can be mailed or dropped off at: 
 
Arkansas Secretary of State 
Business and Commercial Services 
1401 W Capitol Avenue, Suite 250 
Little Rock, AR 72201 
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Step 3: Submit the Amendment 
• Review your changes carefully. 
• Click File Online to submit. 

 

Step 4: Track Your Amendment 
• Check the status of your filing and download any updated documents from your My Notary Work 

Queue page. 
 

 
 
 
 

 

 

https://bcs.sos.arkansas.gov/queue/notary
https://bcs.sos.arkansas.gov/queue/notary
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6. Preparing an Apostille/Certification Filing Online 
 

You can submit requests for Apostille or Certification of Authentication through the online portal. You may 
complete the following steps to submit this request. 
 

Step 1: Access the Request Form 
• Log into the online portal: https://bcs.sos.arkansas.gov   
• Go to the Forms page. 
• Select Apostille/Certification of Authentication Request Form under the Apostille tab. 

 
 
 
 
 
 
 
 
 

Step 2: Complete the 
Request Form 
 

• Fill out all required 
fields (marked with a 
red asterisk *). 

• Select the country 
where your 
documents will be 
used. This determines 
whether an Apostille 
or Certification of 
Authentication will be 
issued. 

 
 
 
 

https://bcs.sos.arkansas.gov/
https://bcs.sos.arkansas.gov/forms/apostille
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• Indicate who is submitting the documents (individual, firm, or agency). 
• Provide clear return instructions, including: 

o Mailing address for return. 
o Preferred delivery method. 
o Pre-paid return envelope or shipping label (optional but recommended for tracking). 

 
Note: You may also email a pre-paid shipping label to corprequest@sos.arkansas.gov. 
 

Step 3: Submit & Pay (Two Options) 
 
Option 1: Pay Online 

• Select Pay Online, then Print and Mail. 
• Select Payment Method to pay the filing fee. See Chapter 2 for more information.  
• After payment, print your Request Form from your My Apostille Work Queue. 

 
Note: Filing fees are non-
refundable. If your filing is 
rejected, you must resubmit 
and pay the fee again. 
 
Option 2: Pay by Check 
or Money Order 

• Select “Send in a 
check or money 
order” (without 
online payment). 

• Include your check or 
money order with 
your documents 
when mailing. 

 
 
 
 
 
 
 

mailto:corprequest@sos.arkansas.gov
https://bcs.sos.arkansas.gov/queue/apostille
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Step 5: Mail or Deliver Your Documents 
 
Send your printed Request Form along with the documents to be authenticated to: 
 
Arkansas Secretary of State 
Business and Commercial Services 
1401 W Capitol Avenue, Suite 250 
Little Rock, AR 72201 
 

• We recommend using expedited shipping (FedEx, UPS) for tracking. 
• You may also mail via USPS or drop off documents in person. 
• If no pre-paid shipping label or return envelope is provided, documents will be returned via standard 

mail without tracking. 
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7. Helpful Links & Contact Information 

 
Quick Links:  
 

• SOSE Online Portal Login  
• Notary Handbook (PDF) 
• Arkansas Notary Search 
• Apostille/Certification Verification 
• Classmarker - Notary Exam 
• Apostille/Certification Brochure (PDF) 
• Notary Frequently Asked Questions (PDF) 

 
 

Contact Information:  
 
If you need assistance or have questions, please contact us: 
 
Arkansas Secretary of State 
Business and Commercial Services 
1401 W Capitol Avenue, Suite 250 
Little Rock, AR 72201 
 
Phone: (501) 682-3409 

https://bcs.sos.arkansas.gov/
https://www.sos.arkansas.gov/uploads/bcs/NotaryHandbook2025.pdf
https://bcs.sos.arkansas.gov/search/notary
https://bcs.sos.arkansas.gov/apostille
https://www.classmarker.com/online-test/start/?quiz=ey664f0d6f1e2c38
https://www.sos.arkansas.gov/uploads/bcs/2025_Apostille_brochure-folds.pdf
https://www.sos.arkansas.gov/uploads/bcs/Notary_FAQs_2024_Updated_1.pdf
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