SC Change a Business Entity Name in the

Clerk’s Information System

STATE CORPORATION
COMMISSION

Virginia and foreign business entities authorized to do business in Virginia can file a name change online. To
do so, Virginia business entities can file Articles of Amendment — Name Change. Foreign business entities
can file an Application for Amended Certificate of Authority or Amended Certificate of Registration. This how-
to guide will walk you through changing a business entity name online in the new Clerk’s Information System
(CIS) https://cis.scc.virginia.gov/.

Virginia Business Entities

Log on to CIS at
httpS://CiS. SCC.Vi rq | n ia .QOV/. Name Reservations/Registrations/Fictitious Name

New Businesses
Existing Businesses

Dashboard || 141 Registration Fee ile

Note: Google Chrome, Internet Explorer or
Microsoft Edge are recommended. f fm o
Annual 1 am filing for a:[@}virginia Entity O Misc Entity
DASHBOARD Select—

Click Online Services on the top left.

Business Entities

EXISTING BUSINESSES
Under Business Entities, click Existing .
Businesses.
Business Entity Type:®  Stock Corporal
Select the Virginia Entity radio button. Select a fiing typo:* | C
Then, select the appropriate Business o A S A
Entity Type from the drop-down. At o Convrsion

Articles of Incorporation Surrender
Articles of Merger
Avrticles of Restatement

H Avrticles of Revocation of Dissolution
Select Articles of Amendment — Name ol

Avrticles of Termination

C ha nge frO m the d rO p'd OWﬂ . Garnishment Designation
Reinstatement
Statement of Change of Registered Office and/or Registered Agent
Statement of Resignation of Registered Agent

Click Continue on the bottom
right.
EXISTING BUSINESSES
Enter either the Entity ogEARCH o
Name or the Entity ID [Ervnere] oR
. Entity Name
number and click Search. 0 = E=T)
Click the Select button next —— —— —
to your bus'ness’ name- DO Select ID Name Type Entity Type  Address Date Status Date
NOT CIICk the green entlty name 11042811 Ecﬁg heagr:; f;t;;tm“m ;{?ﬂ():mirl\:jalcsl 04/22/2020 Active  04/22/2020
o 23219, USA
CIiCk Continue. Page 1 of 1, records 1 fo 1 of 1
= °|
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Change a Business Entity Name

Review the Entity Information. If
needed, update the Entity Email
Address and/or the Contact Number.
Click Next.

If you have reserved a name, click the
radio button next to Yes to update the
page. Otherwise, jump to step 15.

Note: Reserving a name is not required.

Enter the Reservation ID and
Reservation PIN.

Note: The ID and PIN can be found in the
“Application for Reservation of Name
Acceptance” letter located in the
Correspondence drop-down on your
dashboard.

Click Search.

Review the Entity Name that appears. If
correct, click Update Name and then
click Next on the bottom right.

If you have not reserved a name, you
must check that your proposed name is
available and acceptable. Click the radio
button next to No.

Enter an Entity Name and click Check
Availability.
Note: Click the & icon for name requirements.

Once the system indicates the name is
available and acceptable, click Next.

Enter the Date Articles were adopted
and select the appropriate method of
Approval.

@ Click Next.

www.scc.virginia.gov/clk

ARTICLES OF AMENDMENT - NAME CHANGE

Entity Name: DocHelp, Inc.

Entity Type: Stock Corporation

Entity ID: 11042811

Formation Date 04/22/2020

Status: Active

Entity Email Address: @scc.virginia gov X |

Contact Number: | (804)

=
Do you have a name reserved ES m
Reservation ID:*
Reservation PIN:*

Do you have a name reserved? ® Yes ©ONo

Reservation ID:* | 11015168 N

Update Name @

Reservation PIN:* | ALLP13

@ I Entity Name:* | Job Aids, Inc

Reservation ID Entity Name Expiration Date

11015168 Job Aids, Inc. 06/12/2020 1 4
=
ARTICLES OF AMENDMENT - NAME CHANGE E

Are you using a reserved name? Oves [©]

Entity Name: | HelpDocs, Inc. ] |

Check Availability
The Name is Available

Back

-

ARTICLES OF AMENDMENT - NAME CHANGE

Date of Adoption

ursuant to subsection B of § 13.1-706 of the Code of Virginia

ors on . Approval of the. board of directors and not required




Change a Business Entity Name

OPTIONAL: Upload Articles of
Amendment — Name Change.
Check the The uploaded
document will act as the filing
image radio button.

Click Attach and select the file
you want to upload.

submission will not be approved in

by the Clerk’s Office.

@ Click Next.
radio button.

Complete all fields marked with
an asterisk (*) in the Signature
Information section and click
Add.

@ Click OK in the pop-up box.

The signature information will
populate. Click Next.

needed.

9 Click Add To Shopping Cart
on the bottom right.

@ Click Checkout.

Note: If you upload a document, your

real-time, but instead will be reviewed

Indicate if you are signing as an Individual or On
Behalf of Business Entity by checking the appropriate

D The uploaded document will act as the filing image.

bagystem will create a filing image based on the information you entered. Alternatively you may upload your own
kte document. The upload will result in the document being reviewed by the Clerk's Office prior to filing.

‘m

Open
Attach Documen A [E > ThisPC > Documents > )
Organize v New folder
Note: Only PDF R %
Y = This PC | Name
P 30 Objects Snagit
B Desktop Strategic Thinking
~ Technical Communic; ation
] Documents
Work_

¥ Downloads @) C103_Crum (1)
& Music % Default
& Pictures [®) eCKM Overview and FAQ_1
| videos @ Email-All

A3 Windows
sccsdd
0% SOP-Template
85 Template-Meeting-Notes

v <

=
= KnowledgeMan:

= DocMgmt1 (\oi

File name: | sccs24

@ Example_Knowledge Management Adviser resp... 10,

All files

®
i

o odificd A5 may be uploaded if needed.

o

Next

()

Com o

Signat

Printed Hame

ture”

Review each section of the Articles of
Amendment, and make any edits, as

Teresa Hudgins

Signature Added Successfully

|
Signature Title

Incorporator

Action
E
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Change a Business Entity Name

. Confirmation
@ Click Go To Payment.
I scﬁnnwmdpc that | have reviewed all information entered for inclusion in the document(s) | am
filing/submitting and confirm the information is accurate and complete. After a filing 1s
. . completed, inaccurate information can only be comected by making an additional filing, which
I n th e CO nfl rm atl O n po p_ u p will require the payment of additional fees in most cases
I you do not recerve a confirmation page, DIE&SB use the Feedback button on the home page
. . o let us know.
window, click | Agree. @
[ ]
Note: You will be taken to a site administered
by LexisNexis to complete your payment.
ANDDETSE TYPL PATMENT 1P
Enter your Billing Address and Payment
Information, completing all fields marked e
with an asterisk (*). You must complete the
Captcha field. )
ﬂ; il ’ -__. o
@ Click Continue. o
Check the Acknowledgement radio button
and click Pay Now.
Note: Do not close the browser window. Cancel e Conti i
You will be directed to a confirmation
SC re e n . Agency Amount $25.00 CONTIRMATION
LexisNexis Service Fee $.00
Total Amount $25.00
Billing Address Payment Information
Billing First Name Jane Credit Card @
EMIZA O Z2IR coratuamer f—— Submission Successful
Billing Address Linel 123 Any Street Expiration Date 06/2022
BillngiAddressiLing2 Payment Confirmation Number: 200006708
BIRgICR Mchmond Payment Authorization
::::Z i:::“y Z:i(ed States of Amel Total Amount $25.00 Document Type Entity Name  Submitted/Filed Date/Time
E-mail jane.doe@gmail.com “k""w"f“m'_“ - Articles of Amendment - Name Change DocHelp, Inc.  04/22/2020 11:40 AM $2500 Approved
on s m ot i | $2500
i @ A PDF copy of your evidence can be accessed from Correspondence
or UCC Filing/Business Entity Submissions section of your dashboard.

Foreign Business Entities

Log on to CIS at
https://cis.scc.virginia.gov/.

Note: Google Chrome, Internet Explorer or
Microsoft Edge are recommended.

DASHBOARD f

Dashboard | | Entity

Business Entities

Name Reservations/Registrations/Fictitious Name
New Businesses

Existing Businesses

o Click Online Services on the top left.

Under Business Entities, click Existing
Foreign Businesses.

www.scc.virginia.gov/clk

New Foreign Businesses
Registration Fee
Existing Foreign Businesses

Annual Reports (Corporations)
Annual Continuation Reports (LLPs)
Reinstatements



https://cis.scc.virginia.gov/

Change a Business Entity Name

o Make sure the Foreign Entity radio button is
selected. Then, select the appropriate
Business Entity Type from the drop-down.

Corporations select Application for an
Amended Certificate of Authority from the
drop-down. LLCs select Amended
Application for a Certificate of Registration.

EXISTING BUSINESSES
1.am filing for a: [@fForeign Entity

Business Entity Type:*|| — Select

- Select -

Stock Corporation
Nonstock Corporation
General Partnership
Limited Liability Company
Limited Partnership

Business Trust

‘ Select afiling type* [

Amended Application for a Certificate of Registration

Select a filing type:*

Click Continue.

Application for an Amended Certificate of Authority

Application 1o a Certmcate of Cancenation
Articles of Domestication

Articles of Domestication
Garnishment Designation
Reinstatement

Enter either the
Entity Name or

Application for Cerlilicate of Withdrawal

Statement of Change of Registered Office and/or Registered Agent
Statement of Resignation of Registered Agent

Garnishment Designation

Reinstatement

Statement of Change of Registered Office and/or Registered Agent
Statement of Resignation of Registered Agent

Statement of Principal Office Change

Certificate of

the Entity ID
number and click
Search.

o

Click the Select button next
to your business’ name. DO NOT click

the green entity name. Sowon|

EXISTING BUSINESSES

EARCH

Entity Name

OR

@F--1--

Entity
Name

o Click Continue. T

0 Click Yes in the pop-up box.

uc

Complete all fields marked

TOB65945  Eresh i

rect, Legal

Name
Type

Status
Status Date

Formation

Entity Type Address Date
Limited Liability

Company

23-30 BORDEN AVENUE, LONG ISLAND CITY,
NY, 11101 - 0000, USA

08/12/2016 Active  08/12/2016

Name

Page 1of 1, records 1o 1 of 1

o-

with an asterisk (*) in the

appropriate form, as needed.

Note: You must enter a Date of
Formation.

@ Click Next.

Will the entity be changing it's name in this amendment?

www.scc.virginia.gov/clk




Change a Business Entity Name

If you have reserved a name, click the radio

button next to Yes to update the page.
Othel’Wlse, Jump to Step 17_ @ Reservation ID:*
Note: Reserving a name is not required. 15 J=]

@ Enter the Reservation ID and Reservation PIN.

Do you have a name reserved? ‘© Yes ONo

Note: The ID and PIN can be found in the @
“Application for Reservation of Name Acceptance” I

letter located in the Correspondence drop-down on —e
your dashboard. . . ,

. 11015168 Job Aids, Inc. 06/12/2020 16
Click Search. =
Review the Entity Name that appears. If correct,
click Update Name and then click Next on the Are you using a reserved name? O Yes [DNo
bottom right. |

Entity Name: | HelpDocs, Inc. L1
G If you have not reserved a name, you must check @ ity |
that your proposed name is available and Tha Nami 15 Avalabie ‘-'@\

acceptable. Click the radio button next to No. =

@ Enter an Entity Name and click Check Availability.
Note: Click the & icon for name requirements.

T m will create a filing image based on the information you entered. Alternatively you may upload your own
document. The upload will result in the document being reviewed by the Clerk’s Office prior to filing

@ Once the SyStem IndlcateS the name |S D The uploaded document will act as the filing image. 20
available and acceptable, click Next. At Dol o s T e—

Note: Only PDF A5 may be uploaded if needed.

@ Corporations must upload an Application for an [Tl == S
i@ Windoy 20 z . Knowledge Management Adviser resp..
) ) File name: | scc544 A"n:;m — v
image radio button. @ | I

Amended Certificate of Authority. LLCs may - woman .
choose to upload an Amended Application for a @ e i R
Certificate of Registration. Check the The 5"M
uploaded document will act as the filing B

Click Attach and select the file you want to

upload.

Note: If you upload a document, your submission
will not be approved in real-time, but instead will .
be reviewed by the Clerk’s Office.

0 Click Next.

e Indicate if you are signing as an Individual or On Behalf of Business Entity by checking the
appropriate radio button.

e Complete all fields marked with an asterisk (*) in the Signature Information section and click Add.

www.scc.virginia.gov/clk 6




Change a Business Entity Name

@ Click OK in the pop-up box. @ — — —

The signature information will TerRs kIO Vs o&
populate CIiCk NeXt Signature Added Successfully @

Review each section of the appropriate @
Application for Amended Certificate, and
make any edits, as needed.

Corporations click Go To Payment
Details on the bottom right. LLCs click
Add To Shopping Cart.

Corporations click Add To Shopping
Cart. LLCs click Checkout.

@ Corporations click Checkout.

@ Click Go To Payment.

T7Same Day 520000
O Next Day $100.00

In the Confirmation pop-up window, click
—
| Agree.

Note: You will be taken to a site
administered by LexisNexis to complete
your payment.

@ Enter your Billing Address and
Payment Information, completing all
fields marked with an asterisk (*). You
must complete the Captcha [:=
field.

@ Click Continue.

Confirmation

| acknowledge that | have reviewed all information entered for inclusion in the document(s) | am
filing/submitting and confirm the information is accurate and complete. After a fiing is

| completed, inaccurate information can only be corrected by making an additional filing, which
will require the payment of additional fees in most cases

If you do not receive a confimation page, please use the Feedback button on the home page

10 let s know

|
|

=i
1%

ot @
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Change a Business Entity Name

Check the Acknowledgement radio T—— $25.00
. LexisNexis Service Fee $.00
button and click Pay Now.
Total Amount $25.00
Billing Address Payment Information
Note: Do not close the browser window. Biling First Name s Credit card
Billing Last Name Doe
Card Number FHRRAHEXAXNX0248
. . . . Billing Zip Code 23219 (MASTERCARD)
You will be directed to a confirmation Biling Adcress Linet 123 Any Street B Dl 05/2022
Billing Address Line2
Screen . Billing City Richmond
Payment Authorization
Billing State VA
Billing Country United States of America Total Amount $25.00
E-mail jane.doe@gmail.com Acknowledgment
Phone Number (804) 3719733 By checki his box, I am authorizing the payment of
the bill amount plus the LexisNexis Service Fee.
Previous Page

CONFIRMATION
Submission Successful
Payment Confirmation Number: 200006808
Submitted/Filed
Document Type Entity Name Date/Time Fee Status
‘Amended Application for a Certificate of Registration - Name Fresh Direct, 04/23/2020 04:00 PM $25.00 Approved
Change LLC
Total Paid:  $25.00
A PDF copy of your evidence can be accessed from Correspondence
or UCC Filing/Business Entity Submissions section of your dashboard

www.scc.virginia.gov/clk
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