IN|BIZ

1. GotoINBiz.in.gov

2. Click Log In (in the upper right-hand corner)

INIBIZ Start a Business Manage Business Registrations Certification

COVID-13 Business Resources 505 - Business Sesvices Scheduler O SearchtheSite or O Search for a Record

BUSINESS SEARCH

Believe in yourself.
WE DO.

3. Enter your email and password and click Sign In or create an account

WORKFORCE MANAGEMENT

a. If you do not have an account, click Sign Up Now

Sign In

Email Address
email@emailaddress.com

Password Forgot your password?

Signin

Don't have an account? Sign up now

4. From your Dashboard, hover over Online Services

DASHBOARD START A NEW BUSINESS ONLINE SERVICES - ACCOUNT ~ ™

My DASHEDARD D Search far a Record




5. From the dropdown menu, click Add Your License

JSIMESS ONLINE SERVICES ACCOUNT =~ ™
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6. Under SELECT A LICENSE TYPE TO SEARCH, click NOTARY PUBLIC

| SELECT & LICENSE TYPE TO SEARCH

[ FACILITY r REAL ESTATE TRANSFER NOTARY PUBLIC

To manage your Notary Commission, sccess continuing education, apply 10 De a remote notary, of Lpdate your remote notary vendons}, you must first
add your commission to your INGIT account. Once sdded, 2elect Edit License from your INGiz dashooand.

Sefect

7. Was your Notary Public Commission Received or renewed on or after July 1, 20187 Select No
8. Enter your Commission (License) Number

a. If you do not know your License Number, use the Search Here function below the box
9. Enterin your Registration Code

a. If you do not have the registration code, click GET REGISTRATION CODE

i. The system will send an email to your email on file containing your Registration Code



10. Click Add

1
[ FACILITY [ REAL ESTATE TRAMSFER NOTARY PUBLIC

OUr remote noary vendor(sl pou rmust first
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11. A pop-up alert will confirm that the license was added. Click Ok to return to the Dashboard.

Linking Successful

Your account has successfully been linked

12. A Licenses grid has been added to your INBiz dashboard. Click Edit License. (Note: If you have multiple licenses
associated to your INBiz account, you may need to click View All to locate your notary commission.)

My DASHEOARD 2 Search for a Record

BLIULLLY AND COMPANY FOUMNMDATION, C LILLY CORPORATE CENTESL ATTN: SHERSTY BLACK, INDPLS, M. 46285 USA I‘.\"\FEE Busness

MESSAGES v DOCUMENT S -
N PROGHRE 55 COMPLETED v

REJECTED v PAYMENT S v



13. Click Continuing Education

Edit Your License

STEPHANIE M ABBOTT

Documents
- | ks
— e Type
Mailing Address Update Phone Number 55 License Status:

Emal Adoresr: | Protession
Order Duplicate Tssue Date: (2 - Expiration Date: 23
Confinuing Education Due Date:

License Update

Remote Notary

Authorization Number:

Remote Notary

Expiration Date:
Remote Notary Fercing Appiication

Status:

Remols Nolary

Confinuing Education

14. Click Continuing Education Course

Edit Your License

STEPHANIEM ABBOTT

License Details

All Natarles Public are required to complete a continuing education course every two (2) years. You may access the course by clicking the button to
the right titled, "Continuing Education Course.” Failure to complete the continuing education course before your Continuing Due Date will result in
Mailing Address Updale the expiration of your Commission

Order Duplicate

ense Updale 09/30/2020

Remote Notary

15. Click NEXT STEP

J INgov

Purchase Notary Continuing Education

MyLic H P
T To proceed to payment for your Notary Continuing Education Course, please click the 'Next Step’ link below.

INBiz Dashboard
MNEXT STEP ---

Logout



16. Click Edit to verify and update your information

Mailing Address Information

Press the Edit button to edit this address, If no changes are necessary, press the Complete button to mark this step complete.

Full Name:
Address:

Phone: 5555555555

Email: email@example.com

— 1

17. Once you have provided the required information and any update, click Update
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18. Click Complete

Mailing Address Information

Press the Edit butten to edit this address. f no changes are necessary, press the Complete button to mark this step complete.

Full Name: STEPHANIE M ABBOTT
Address:
1858 SOUTH STATE ROAD 267
AVON. IN 46123
Phone: 5555555555

Email: email@example.com

Complete




19. Review your information, if accurate, proceed by clicking Pay Fees

Please rewiew the imformation carefully to ensure 9 iz correct and click the pay fees buttan

CE RECORD

tatary Puldic CE Sacrmd R MECG55557 CE Becord Pel attwe

Sxpiation Ciate B30 000

ADDRESS

STEPHANIE M ABEOTT
1m
1838 20UTH STATE DAL 287
AR, N 45123
ermial e inple oo
5555555555

Fasiunie:
Wb Privacy:

20. Click Pay Fees

Your fees are as follows:

NEQ655557 CE Fee $45.52

Additionally, service fees will be charged by IN.gov for online processing. Click Pay Fees to transfer to the payment page.

21. Complete the Customer Information & Payment Information and click Next
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22. Click Submit Payment

Paymeni
Faymint Tyoo v
Credit Card
CLIEEmaE W mEn. -
Counky ErmallAodrnee
Faymintints o
[
St Dard FHumne zo Credi Dacd

23. Click Return to Dashboard

Motary CE Course Purchase

Wour paymant has been submitted and all fees have been appiied fo your credit card. Floase pnant this page as your proof of submission and receipt of paymant.

SUBMISSION INFORMATION

Date Submitted 19 August 2020
Apphoant Nama: STEPHAMIE B A
License Numbar NEDE!

Apaniy. 05

Process: Purchaze CF Cayrze

PAYMENT INFORMATION

Autharization Code
Received Date:
Transaction @ 5371840

Credit Card Mumber R NN RN 0
Fae A

3 0499 AM

aunt:

SarvicaFaa
Instant Fee:
Total Fee:

i to Dlashboard




24. You have successfully purchased the course. To access the Continuing Education course, click Edit License

next to your Notary Commission below the blue Licenses banner. (Note: If you have multiple licenses associated to
your INBiz account, you may have to select View All to locate your Notary Commission.)

My DASHBOARD O Search for a Record

MY BUSINESSES

Follow a Business

_ - Active Notary Pubfic EDIT LICENSE

e

25. Click Continuing Education

Edit Your License

Docoments

Mailing Address Update

Drder Duplicals

License Update

Hemote Motary

Cantmuing Education

Renow

26. Click Access Notary Education to launch the course

Edit Your License

License Delails

Documents

All Notaries Public are reguired to complete a continuing education course every two (2] years. You may access the course by clicking the button to
the right titled, "Continuing Education Course” Failure to complete the continuing education course before your Continuing Due Date will resultin
Mailing Address Updale the expiration of your Commission.

Order Duplicate

0%/ 30/2020

License Update

Commission Number Action Status

Remole Notary




27. Complete the Continuing Education Course. The Secretary of State will be automatically notified when you
have completed your Continuing Education. Please allow one (1) business day for your completion to be
reflected on your Notary Record. Once updated, you will be notified via email.

Failure to complete your continuing education by the due date will result in the permanent expiration of your
Commission. You will be required to apply for a new notary commission. All notary fees are non-refundable.



