
SIMPLIFY YOUR BUSINESS FILINGS 
Webinar: Preparing to File Online with the  

MT Secretary of State’s Office 
October 2016 

sos.mt.gov 

For Business Owners with an ENTITY ACTIVATION CODE 

Audio Conference: 
US Toll free: +1-855-797-9485 

Event number: tbd# 
 



Welcome to SIMS (BE)! 
We are pleased to announce that we 
are updating our business filing system 
to allow for online business registration 
and management.   

The Secretary of State Information 
Management System (SIMS) Business 
Entity (BE) system will allow you to file 
and maintain all of your business 
documents online 24/7 from the 
convenience of your home or office.  

Save time, money, and get results 
in minutes instead of weeks! 
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Agenda 

■ Welcome to SIMS (BE)! 
■ What’s New? What’s Not? 
■ About Authority 
■ Account Registration 
■ Q&A 
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Presenter
Presentation Notes
This webinar slide presentation will provide brief overview of What’s New and What’s Not with SIMS (BE).It will explain the importance of Authority, and walk you through step-by-step instructions to register your account.Responses to questions asked during the webinar are available through the FAQ section of the Help Center on our website sos.mt.gov.



What’s New?   
File Online Assumed Business Names (ABN) 

Corporations (Profit, Nonprofit) 
Limited Liability Company (LLC) 
Partnerships (LP, LLP) 
Trademarks 

ePass Integration ePass Montana allows you to access 
authorized eGovernment services using one 
username and password 

Order and 
download copies 
online 

Business Documents 
Certificate of Fact 

Personalized 
Dashboard 

Quickly access frequently used tasks with Do 
It Now 
Track the status of your document(s) 
Track your unfinished business 
Receive important business reminders 
Monitor your subscription services 
Monitor your online payments 

Associations Cooperative Associations 
Agricultural Associations 
Cooperative Agricultural Marketing Association 
Rural Cooperative Utilities  
Rural Cooperative Associations 
Water Users Association  

Bonds Geophysical Exploration Bonds 
School Text Book Bonds 
Pesticide Bonds 

Corporation 
Authorities 

Regional Water and Wastewater Authority 
Cemetery Associations 
Mausoleum-Columbarium Authorities 
Regional Resource Authorities 
Municipal Housing Authorities 
County Housing Authorities 

Districts Special Districts 
Resort Area Districts 
Water &/or Sewer Districts 
Conservation Districts 
Conservancy Districts 
Grazing Conservation Districts 

Financial 
Institutions 

Credit Unions 
Investment Companies 
Trust Companies (except Business Trust and 
Fiduciary Trusts may be filed online)  
Development Corporations 
Building and Loan Associations  

Mergers All Mergers 

What’s Not?   
The following items must be filed by paper: 

4 

What’s Next?   
Check out this section of our website for a list of planned 
enhancements and improvements that will be released in 
the upcoming weeks and months. 

Presenter
Presentation Notes
What’s New?The new system allows you to file business documents online, such as ABNs, LLCs and more.SIMS will be using ePass, Montana’s secure login.You’ll be able to order and download copies online, and monitor your business as well as others.Plus you’ll have access to a personalized view of your business activities also known as your dashboard, which we’ll see on the next slide.What’s Next?Additional features planned for release after launch will also be included in the What’s Next? section of this page.What’s Not?Some rare items will still need to be filed by paper, as shown in the list on the right.

http://sos.mt.gov/business/help/whats-new.asp


SIMS (BE) Welcome Page 
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Presenter
Presentation Notes
From the SIMS (BE) Welcome Page, you can…Register or Login with ePass.Quickly access common activities such as Search for a Business or File an Annual Report under the Get Started section.Find answers to frequently asked questions, step-by-step instructions, how-to videos, and more through our Help Center.After you register and login, you will be routed to your personalized SIMS (BE) Dashboard.



SIMS (BE) Dashboard 
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Presenter
Presentation Notes
From your SIMS (BE) Dashboard, you can…Quickly access frequently used tasks with Do It Now.Access all of your business documents in one place on the My Items tab.Track the status of your document(s), including your unfinished business documents.Receive important business reminders.And monitor your online payments.



About Authority 

What are the 
Types of 

Authority? 

Principal 
Authority 

Authorized 
Authority 

Registered 
Agent 

Authority 

Principal Authority – 
Business owners can grant 
this type of authority to an 
officer, director, member, 
manager, partner, etc. 

Authorized Authority – 
Business owners can grant 
this type of full authority to a 
Services Company, Law 
Firm, and/or Accounting 
Firm. 

Registered Agent Authority - 
Business owners can grant 
this type of limited authority to 
a Registered Agent. 
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Presenter
Presentation Notes
Only authorized individuals or organizations will have authority to file and maintain businesses online.There are multiple types of authority depending on whether you are a principal, service company, or an agent.  



About Authority 

Authority is the ability to file 
documents online on behalf of a 
company. 
 

What is Authority? 

• Principals, Directors, Owners, 
Managers, Members, etc. 

• Certain Authorized Persons 
(such as Registered Agents, 
Service Companies, etc.) 

Who can have Authority? 

If the company was in 
existence before launch, 
authority must be established 
using an Activation Code as 
described in the Account 
Registration process the 
Webinar: Preparing to File 
Online with the MT Secretary 
of State’s Office. 

Existing Companies 

The person who forms the 
company online will be 
automatically granted 
Authority. If that user has 
incorporated the company on 
behalf of an organization (for 
example, their employer), that 
user will then need to grant 
Authority to the principals of 
that organization. 

New Companies 

How do I get Authority? 
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Presenter
Presentation Notes
For existing companies, authority must be established using an Activation Code.  Within the past few weeks, you should have received a mailer with a ACTIVATION CODE in a BRIGHT PURPLE box. PLEASE KEEP THIS CODE IN A SAFE PLACE!You will need this code after logging into ePass to register your account with the proper authority.



Activation Code Mailers 
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ENTITY 
ACTIVATION 

CODE 

SECURITY 
ACTIVATION 

CODE 

REGISTERED 
AGENT 

ACTIVATION 
CODE 

Business 
Owners 

 
 

Registered 
Agents 

 Representing 100 
or more entities 

Registered 
Agents 

Representing less 
than 100 entities 

PRINCIPAL 
AUTHORITY 

AUTHORIZED 
AUTHORITY 

REGISTERED 
AGENT 

AUTHORITY 

Presenter
Presentation Notes
Because Business Owners and Registered Agents have different types of authority, a separate account registration process is required for each group.For your convenience, the activation codes recently mailed to you have been color-coded to easily differentiate the process.A separate webinar presentation is available for each group.



ACCOUNT REGISTRATION 
For Business Owners with an ENTITY ACTIVATION CODE 
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Presenter
Presentation Notes
This webinar will focus on Account Registration step-by-step instructions for Business Owners with an Entity Activation Code.



Get Your Code 

Go to SIMS (BE) 

Register  
a New User 

Login with 
ePass 

Add User Details 

Enter Your Code Grant Principal 
Authority 

Simply  
File Online! 

1 

2 

3 4 

5 

6 7 
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Account Registration 
For Business Owners with an ENTITY ACTIVATION CODE 
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Presenter
Presentation Notes
There are eight steps to register your account.



Account Registration 

STEP 1: Get Your Code 
• Check your mailbox to receive your  

ENTITY Activation Code. 
I did NOT receive an ENTITY Activation Code. 

Why did I receive MULTIPLE Activation Codes? 

• You must have Authority to access SIMS (BE) 
and file online. 

What is Authority? 

 

For Business Owners with an ENTITY ACTIVATION CODE 
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Presenter
Presentation Notes
Step 1: In the past few weeks, you should have received a mailer with an ENTITY ACTIVATION CODE in a bright PURPLE box. You will need this code after logging into ePass to register your account for authority to access the businesses you represent.This Entity Activation Code will initially provide business owners with Authorized Authority.Then, the Business Owner will need to Grant Principal Authority to one or more Principals.Questions about receiving multiple activation codes, missing or misplaced activation codes will be addressed during the Q&A section of this webinar.

http://sos.mt.gov/business/faq/index.asp#no-code
http://sos.mt.gov/business/faq/index.asp#multiple
http://sos.mt.gov/business/help/authority.asp


STEP 2: Go to SIMS (BE) 
• Go to sos.mt.gov 

• Click on Business Services, or… 

• Click on the SIMS (BE) icon in the middle of 
the page. 
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Account Registration 
For Business Owners with an ENTITY ACTIVATION CODE 

Presenter
Presentation Notes
Step 2:To access SIMS (BE), go to our website and click on Business Services.Or, you can click on the SIMS (BE) icon in the middle of the page.



STEP 2: Go to SIMS (BE), cont. 
• From the SIMS (BE) banner on the Business 

Services website, click on:  
• Learn: to learn more about activation codes, 

registration, FAQs and more. 
• Start: to login to SIMS (BE). 
• Search: to search for Business Names or Name 

Availability. 
• Request: to find Business Information (Copies, 

Certificates, Principals, and more). 

• Note: the icons in the middle of the website 
allow quick access to the UCC/Liens system, 
Paper Forms, Resources for Registered 
Agents and Attorneys, our Business Toolkit, 
and the Help Center. 
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Account Registration 
For Business Owners with an ENTITY ACTIVATION CODE 

Presenter
Presentation Notes
Step 2, cont.:From the Business Services website SIMS (BE) banner: Click on Learn: to learn more about activation codes, registration, FAQs and more.Click on Start: to login to SIMS (BE).Click on Search: to search for Business Names or Name Availability.Click on Request: to find Business Information (Copies, Certificates, Principals, and more).Note: the icons in the middle of the website allow quick access to the UCC/Liens system, Paper Forms, Resources for Registered Agents and Attorneys, our Business Toolkit, and the Help Center.



STEP 3: Register a New User 
• From the SIMS (BE) website, click Login with 

ePass on the bottom right of the screen under 
Register / Login. 

• You will be redirected to ePass. 

I did NOT get redirected back to SIMS (BE). 
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Account Registration 
For Business Owners with an ENTITY ACTIVATION CODE 

Presenter
Presentation Notes
Step 3:From the SIMS (BE) website, click Login with ePass on the bottom right of the screen under Register / Login.

http://sos.mt.gov/business/faq/index.asp#redirected


STEP 4: Login with ePass 
• From ePass, select Login with ePass 

Montana. 

• Then, Login with an Existing User Account, 
or Create a New User Account. 

• Enter ePass account information. 

• ePass will redirect you back to SIMS (BE). 

I am also a State Employee. How should I login? 

16 

Account Registration 
For Business Owners with an ENTITY ACTIVATION CODE 

Existing 
ePass 

Customer 

New  
ePass 
Customer 

Presenter
Presentation Notes
Step 4: From the ePass website, if you already have an ePass account to access other Montana State online services, you can login with that username and password.Otherwise, simply create a new ePass account.After you login to ePass or create a new ePass account, you will be redirected back to SIMS (BE).

http://sos.mt.gov/business/faq/index.asp#state


STEP 5: Add User Details 
• From the SIMS (BE) Security Activation Code 

screen, select the option: 

‘I did NOT receive a SECURITY Activation Code’ 

• Please note: There are multiple types of 
Activation Codes. Your ENTITY Activation 
Code that you receive in the mail will be 
entered NEXT, after you create your account. 

• Enter User and Contact Details to Register 
a New User with SIMS (BE). 

• Required fields are marked with an asterisk 
(*). 

• Click Create. 
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Account Registration 
For Business Owners with an ENTITY ACTIVATION CODE 

Presenter
Presentation Notes
Step 5:On the SIMS (BE) Security Activation Code screen, select “I did NOT receive a SECURITY Activation Code”. Then, create your SIMS (BE) account by filling in the required user information on the screen.Please note: There are multiple types of Activation Codes. Your PURPLE ENTITY Activation Code that you receive in the mail will be entered NEXT, after you create your account.



STEP 6: Enter Your Code 
A. From the Dashboard, Select Online Services. 

B. Then select ‘Confirm Receipt of ENTITY 
Authority’. 

C. Choose one of the following from the sub-
menu: 

• Business Names for your Assumed Business 
Names. 

• Business Entities for your Corporations, LLCs, 
etc. 

• Trademarks for your Mark.  
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Account Registration 
For Business Owners with an ENTITY ACTIVATION CODE A 

Select One… 

B 

C 

Presenter
Presentation Notes
Step 6:From the Online Services menu, select ‘Confirm Receipt of ENTITY Authority’ and choose Business Names for Assumed Business Names, Business Entities for Corporations, LLCs, and other business types or Trademarks for your Mark from the sub-menu. 



STEP 6: Enter Your Code, cont. 
D. On the ‘Confirm Receipt of Entity Authority’ 

page, enter the ENTITY Activation Code from 
your mailer, your authority type, and click 
‘Validate’. 

E. On the ‘Confirm Receipt of Authority’ page, 
check the confirmation box, and click ‘Submit’. 
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Account Registration 
For Business Owners with an ENTITY ACTIVATION CODE 

E 

D 

Presenter
Presentation Notes
Step 6, continued:On the ‘Confirm Receipt of Entity Authority’ page, enter the PURPLE Entity Activation Code from your mailer, select your authority type, and click ‘Validate’.On the ‘Confirm Receipt of Authority’ page, check the confirmation box, and click ‘Submit’.



STEP 7: Grant Principal Authority 
• After confirming receipt of authority, you must grant 

PRINCIPAL Authority to one or more Principals. 

• To do this, select ‘Grant Authority’ from the 
‘Maintain Authority’ menu on the ‘View Business 
Entity’ page. 

• Then, select ‘Principal’ for the Authority Type 
Requested, select the name of the principal, enter 
an email address to send the authority request to, 
and click ‘Submit’. 
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Account Registration 
For Business Owners with an ENTITY ACTIVATION CODE 

Presenter
Presentation Notes
Step 7:After confirming receipt of authority, you must grant PRINCIPAL Authority to one or more Principals.To do this, select Grant Authority from the Maintain Authority menu on the View Business Entity page.Then, select Principal for the Authority Type Requested, select the name of the principal, enter an email address to send the authority request to, and click Submit.



STEP 8: Simply File Online! 
• Welcome to SIMS (BE)! 

• You can View and Maintain the Entity you 
have been granted authority to from the ‘My 
Items’ tab on your Dashboard. 

Check out our Help Center to learn more 
 about how to get started. 
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Account Registration 
For Business Owners with an ENTITY ACTIVATION CODE 

Presenter
Presentation Notes
Step 8:You’re ready to go!  Welcome to SIMS (BE)!From here, you can View and Maintain the Entity you have been granted authority to from the ‘My Items’ tab on your Dashboard.

http://sos.mt.gov/business/help/index.asp


QUESTIONS? 
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DID ? know 
you 

Our office  
currently processes 

~315,000 
paper business 
filings a year. 

Time for an upgrade! 

Our current 
paper-based 

legacy business 
system was 
created in 

1977 

Today filing a 
typical paper 
business 
document may 
take weeks to 
complete 

After launch, 
you’ll be able to 

do it online in 
minutes! 

@SOSMcCulloch sosbusiness@mt.gov (406) 444-3665 www.sos.mt.gov 

Presenter
Presentation Notes
That wraps up our quick overview. The next two slides highlight some frequently asked questions around the activation code mailers.  Due to high call volumes, we encourage you to visit the Help Center on our website to quickly find answers to many of your SIMS (BE) questions.



Frequently Asked Questions 
■ Why did I receive multiple activation codes? 

There are several reasons why an entity may receive multiple activation codes.  
1. If you own a business and are also a registered agent you will receive two 

activation codes one for your business and the other as a registered agent for the 
entities you represent.  

2. In addition, depending on how your name is registered with our office or the way 
the address is displayed may result in you receiving multiple activation codes. 
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Frequently Asked Questions 
■ I do NOT have an activation code. What should I do? 

– If you do not receive an Activation Code mailer by the launch date, please check 
with your registered agent or service company prior to contacting our office. 

– If you misplaced the notice you received, please email (sosbusiness@mt.gov), fax  
(406.444.3976) or mail, on your company letterhead, the following information: 
■ Business Name 
■ Position/Role You Hold in Regards to the Business (e.g., Officer, Director, Member, 

Partner, Owner, Registered Agent, etc.) 
■ Preferred Return Method for Activation Code:  Email Address, Mailing Address or Fax 

Number 
■ Contact Name and Phone Number.  
■ Signature of Authorized Individual Making the Request 

 
– You must have an ePass account and SIMS (BE) account setup prior to us granting 

you authority through the new business filing system.       
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QUESTIONS? 
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DID ? know 
you 

Our office  
currently processes 

~315,000 
paper business 
filings a year. 

Time for an upgrade! 

Our current 
paper-based 

legacy business 
system was 
created in 

1977 

Today filing a 
typical paper 
business 
document may 
take weeks to 
complete 

After launch, 
you’ll be able to 

do it online in 
minutes! 

@SOSMcCulloch sosbusiness@mt.gov (406) 444-3665 www.sos.mt.gov 

Presenter
Presentation Notes
Thank you for viewing our webinar presentation!A recording of this presentation will be available on our website in the Help Center after the webinar.Similar to launching any new software, we are prepared to assist customers through any challenges that may occur.  This will be a fresh start for our Business Services Division and we are confident SIMS (BE) will allow us to provide even greater customer services for you.Please visit our website to learn more about SIMS (BE) and do not hesitate to contact us with any questions you have!Have a great afternoon!
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