The State Register Portal allows you to:

« Upload a pdf document for publication in the State
Register.

« Add any publication notes.

* Receive an eStamped copy of the document for
your records.

All without leaving your desk, whether its at the
office or aremote location.

West Virginia Secretary of State’s Office

Mac Warner
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Secretary of State > Register Documents Upload

Upload a PDF file

Browse...
Agency Sos
Notes
Upload
Instructions

Use this service to upload documents that are required to be published in the State Register. This portal is
not for the submission of rule filings, FOIA information, or meeting notices.

Documents uploaded and data entered here will be made available to the public. It is the responsibility of
the agency to redact any confidential information prior to submitting.

Uploaded documents will be processed during normal business hours. If you have any questions or
concerns, please call the Administrative Law Division at (304) 558-6000 or email AdLaw@wvsos.gov

Converting to a PDF (method 1)

Click on “File” at the top left of the screen

Scroll down and select "Save As." Select where you would like to save the document

Beneath the title of the document, you should see Word Document, Power Point Presentation, Excel
Workbook, etc., indicating the current format. Click the drop-down and select "PDF."

Note where the file is being saved (a folder, desktop, downloads, etc.), then click “Save”
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Converting to a PDF (method 2)
1. Click on “File” at the top left of the screen
2. Scroll down and select "Print.”
3. Select "Print to PDF™ as your printer location
4. Note where the file is being saved (a folder, desktop, downloads, etc.), then click “Save™

Converting Google Docs to a PDF

1. Click on “File” in the top left comer of the screen (not to be confused with the File for your web
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GETTING STARTED

To submit documents through the State
Register Portal, you need:

West Virginia Secretary of State
Mac Warner

Account Setup

Fill in the information below to create a new account. Highlighted fields are required.

‘Your username is what you will use to login to the system with your password. It must be at least five (5) characters in length. It must be unique to our system_ It is case sensitive. TestUser is not . .

. @ 1. AUniversal Access Account —
https://apps.sos.wv.qov/universalaccess/accountsetup.aspx
(if you already have an account, skip this

step. The same account can be used.)

Wednesday, October 13, 2021 — 3:17 PM

© 2021 State of West Virginia

2. A signed authorization form.

West Virginia Secretary of State’s Office Administrative Law Division



WEST VIRGINIA SECRETARY OF STATE
STATE REGISTER PORTAL
ACCESS AUTHORIZATION FORM

of this form allows the bels d user to upload documents or enter data to
the State Register Portal created and maintained by the West Virginia Secretary of State.

Entry of information into the portal is strictly for the purposes of complying with W. Va. State Code
§§29A-2-2, 29A-2-3, 29A-2-9, and W. Va. 153CSR6 for submission of documents other than rules to be
published in the State Register.

User ID for account creation

Send the signed form to the Administrative

Agency Address

Law Division for permissions to be added.

Email Title

By signing below, the Authorized Agency Signatory grants the above-named user permission to upload
documents or enter data into the portal on behalf of the agency.

Itis understood that documents uploaded and data entered into the portal will be made available to the

public. It is the responsibility of the agency to redact any ion prior to sub
Portal User Signature Date
Authorized Agency Signatory (Printed) Title
Authorized Agency Signatory (Signature) Date

West Virginia Secretary of State’s Office Administrative Law Division




Things to Remember
1. Only PDF documents can be uploaded.

2.The State Register Portal is for submitting documents for publication in the State Register.

O This does not include:
= Rule Filings
= Meeting Notices
= FOIA Information

O This does include (but not limited to):
= QOrders
= Public Information
= Filings Required by Law

3.All documents and information submitted through the Portal will be made available to the
public.

4. It is the submitting Agency’s responsibility to redact all confidential information prior to
uploading a document.

West Virginia Secretary of State’s Office Administrative Law Division L)




West Virginia Secretary of State’s Office

&+

C———— “ac P
| WVSOS - Universal Access L]
‘You are viewing this page over a secure connection. Click here for more information.
———

West Virginia Secretary of State e
g Mac Warner

West Virginia Secretary of State — Online Data Services

Online Data Services

Law i & Lii

User Tool Bar | g Logout | il Account Settings
£ Home | I Print | @ Help
Welcome Maureen B Lewis
Quick links:
Register Documents Upload
eRules Online Rule Filing System
Update your account information

Your last login was Wednesday, October 20, 2021 - 10:24 AM.

WV State Agency Directory | WV Online Services | Privacy, Security & Accessibility

WVS05.Com | wv.gov | usa.gov

Wednesday, October 20, 2021 — 10:54 AM

@ 2021 State of West Virginia

Once permissions are added, log in to your Universal Access Account:

Click on “Register Documents Upload”

Administrative Law Division



West Virginia Secretary of State
Mac Warner

Home | Business4WV
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Secretary of State > Register Documents Upload

Upload a PDF file

Browse...

Agency Sos
Notes
Upload
Instructions

Use this service to upload documents that are required to be published in the State Register. This portal is
not for the submission of rule filings, FOIA information, or meeting notices.

Documents uploaded and data entered here will be made available to the public. It is the responsibility of
the agency to redact any ial i ion prior to

Uploaded documents will be processed during normal business hours. If you have any questions or
concems, please call the Administrative Law Division at (304) 558-6000 or email AdLaw@wvsos.gov

Converting to a PDF (method 1)

1. Click on “File” at the top left of the screen.

2. Scroll down and select "Save As." Select where you would like to save the document

3. Beneath the title of the document, you should see Word Document, Power Point Presentation, Excel
Workbook, etc., indicating the current format. Click the drop-down and select "PDF."

4. Note where the file is being saved (a folder, desktop, downloads, etc.), then click “Save”.

Converting to a PDF (method 2)

1. Click on “File” at the top left of the screen.

2. Scroll down and select "Print."

3. Select "Print to PDF" as your printer location

4. Note where the file is being saved (a folder, desktop, downloads, ec.), then click “Save”

Converting Google Docs to a PDF

1. Click on “File” in the top left coner of the screen (not to be confused with the File for your web

hrowser if vou are workina on a Mac)

£ Home | 5} Logout | [ Settings

West Virginia Secretary of State’s Office

1. Click on “Browse”

2. Find the saved PDF
document

3. Add Notes, If any (this is not
required).

4. Click on “Upload”

This page contains instructions
for converting a document to
PDF if needed.

Administrative Law Division




ome/Success

Mac Warner Lt

‘}( West Virginia Secretary of State Home | Business WV

Secretary of State = Register Documents Upload &» Home | (53 Logout | [ Settings

Upload Successful

The document will be reviewed by Administrative Law Division staff in the order received. Upon
acceptance, you will receive an email confirmation. If the document cannot be accepted, you will receive an
email notification stating the reason.

Click here to upload another document

Home | Contact Us | Site Map | Disclaimer

m State Agency Directory | Online Services Privacy, Security and Accessibility | WWV.gov | USA.gov | © 2021 State of West Virginia

Multiple documents can be uploaded at the same time if your
browser supports it. If not, they must be sent individually.

West Virginia Secretary of State’s Office Administrative Law Division



After uploading a document, you can check it's status. The status type will automatically update.

Mac Warner 6.

L
West Virginia Secretary of State Home | Businass4WV
LA

Secretary of State = Register Documents Upload £y Home | 53 Logout | [} Setftings

These include:

Browse.

* Processing

Notes

=

 Awaliti ng Approval
Document Status

-

[ S ta m p I n g View your uploaded documents here
Instructions
Use this service to upload documents that are required to be published in the State Register. This portal is

° not for the submission of rule filings, FOIA information, or meeting notices.

ta I I l p e Documents uploaded and data entered here will be made available to the public. It is the responsibility of

the agency to redact any confidential information prior to submitting.
Uploaded documents will be processed during normal business hours. If you have any questions or
concerns, please call the Administrative Law Division at (304) 558-6000 or email AdLaw@wvsos.gov
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ReJ eCted Converting to a PDF (method 1)

Click on *File” at the top left of the screen

. Scroll down and select "Save As.” Select where you would like to save the document.

. Beneath the title of the document, you sheuld see Word Document, Power Point Presentation, Excel
Workbook, etc., indicating the current format. Click the drop-down and select "PDF."

. Note where the file is being saved (a folder, desktop, downloads, atc), then click “Save”
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Converting to a PDF (method 2)

1. Click on *File” at the top left of the screen
2. Scroll down and select "Print.
2 Qalnct "Dring tn DNE™ ac
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s.wv.gov/AdLawDocs/Decuments

| West Virginia Secretary of S...

West Virginia Secretary of State Home | Businass AWV
Mac Warner e
Secretary of State > Register Documents Upload £ Home | £ Logout | [ Settings

Your Uploaded Documents

T a
DateUploaded Status DateProcessed h I N
1072172021 11:22:16  Stamping... 1072172021 11:23:52  Download IS page a SO Se eS

AM AM Qriginal
10/20/2021 1:41:33 Stamped 10/20/2021 1:42:16 Download Download Stamped L
" - o . aS a re OS I 0 0
10/20/2021 11:43:32  Stamped 1072072021 11:44:19 Download Download Stamped
AM AM Qriginal Copy
a
10/19/2021 10:34:41  Stamping...  10/21/2021 112330  Download
AM AM Qriginal
10142021 10:36:35  Stamped 10/1472021 10:43:02 Download Download Stamped
AM AM Qriginal Copy
10/13/2021 1:35:41 Stamped 10/13/2021 1:46:09 Download Download Stamped
PM PM Original Copy .
10/13/2021 1:35:27 Stamped 10/20/2021 12:46:06 Download Download Stamped
PM PM Qriginal Copy
10/13/2021 1:05:24 Stamped 10/13/2021 1:06:15 Download Download Stamped
PM PM Original Copy
10122021 11:5200  Stamped 10/13/2021 10:21:26 Download Download Stamped
AM AM Qriginal Copy
10/7/2021 3:48:47 Stamped 10/7/2021 3:49:59 PM  Download Download Stamped
PM Qriginal Copy
10/7/2021 3:48:16 Stamped 10/7/2021 3:49:41 PM  Download Download Stamped
PM Qriginal Copy
10/7/2021 3:42:50 Stamped 10/7/2021 3:47:33PM  Download Download Stamped
PM Qriginal Copy
10/4/2021 12:22:13 Stamped 10/472021 12:22:43 Download Download Stamped
PM PM Orrininal Canu

West Virginia Secretary of State’s Office Administrative Law Division
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Mac Warner
Office of the Secretary of State St nei e
State Capitol . b e

ate o F e R GO S
Charleston, West Virginia 25305 State.of West Virginia

TO: Agencies

FROM: The Administrative Law Division
DATE: November 2021

RE: The Register Portal

document for your records.

FILED
WV SECRETARY OF STATE
OCTOBER 20, 2021 01:42 PM

Telephone: (304) 558-6000
Toll Free: 1- OS-VOTE
Fax: (304) 558-0900

WWW. WVS0s.g0V

The Administrative Law Division is proud to introduce the Register Portal. This will be used for
submitting non-rule documents to be published in the State Register. The portal will allow you
upload a pdf document, add any publication notes, and receive an eStamped copy of the

This is an example of what a Stamped document will look like.

West Virginia Secretary of State’s Office

Administrative Law Division *




WVSOS Register Documents System

Secretary of State Phone: 304-558-3000
State Capitol Building Mac Warner 877-826-2954
Charleston, West Virginia 25305 Visit us online:

WWW WVS0S,Com

Register Documents System

Your State Register document has been accepted for processing by the Secretary of State’s Office. You may log in and view your document online here. If you have any questions, please contact the Administrative Law Division
during normal business hours at (304) 558-6000 or email AdLaw@wvsos.gov for assistance.

You will also receive an emaill notification when
the document is accepted.

West Virginia Secretary of State’s Office

Administrative Law Division



A similar notification will be received for rejections as well.

WWVSOS Register Documents System

Secretary of State Mac W Phone: 304-553-3000
State Capitol Building ac warner §77-826-2954
Charleston, West Virginia 25305 Visit us online:

WWW. WWVE0S. Com

Register Documents System
Your State Register document has been rejected by the Secretary of State’s Office for the following reason:

+ This is a test document.

If you have any questions, please contact the Administrative Law Division during normal business hours at (304) 558-6000 or email AdLaw@wvsos.gov for assistance.

West Virginia Secretary of State’s Office Administrative Law Division * @b




The goal is to make things more effective and efficient for those with

filing requirements as well as those searching for information.
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News & Announcements

WV Secretary of State Mac Warner issues
statement on latest attempt to take control of
local elections

10/20/2021

In response to today’s defeat of the so-called
"Freedom to Vote Act"...read more

Secretary of State Mac Warner Reports 1,214
New WV Business Registrations for September
2021

10/06/2021

Pleasants County led the state in new business
growth for the month...read more

West Virginia to celebrate National Voter
Registration Day on Tuesday, September 28
09/24/2021

National Voter Registration Day will be observed

Q

West Virginia Secretary of State’s Office

Our website
SOS.WV.QOoV




Contact us for more info

Administrative Law Division:
AdLaw@wVvso0S.goVv

304-558-6000

West Virginia Secretary of State’s Office Administrative Law Division W




