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Create an E-Filing User Account 

 

1. To create an E-File user account click on the link that says “Click here to create account” 

 
2. Fill out the user account information. *The User Name cannot contain a space and has a maximum of 12 

characters in length. *Please remember that your password must be a minimum of 6 characters in length. 
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1. Once you have filled out the information please click on the “Create my account” button. 

 

2. You will receive a message verifying that the account has been created. Once you receive this message click 

“OK” 
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3. Now click on “Home” on the left of the screen. 

 

 
3. Now use the Username and Password you just created to Log In. “Once you have entered the Username and 

Password click on “Log In” 
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Adding an Entity or Entities(s) to your E-file Profile 

 

1. To add an entity or entities to your E-filing user profile you will search for the corporation by clicking on the 

“Add entities to my profile” button. 

 

2. On this screen you can enter either the Entity Name or the Entity ID. Once you have entered in the 

information you will click on “Search”. 

 

 
3. Once you have clicked search you will receive the results within the search query parameters you have set. 

You then will click “Add” to add the entity to your profile. If you have multiple entities that you manage or 

would like to file for you can continue adding the entities until you have all of your entities added to your 

profile. 
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4. You will receive this message after you have successfully added an entity to your profile. Click “OK” 

 

 
5. Once you have added your selected entities to your profile you will click on “Return to my profile” 

 

 
6. If you are managing multiple entities you can filter to view just one entity by entering the entity id and 

clicking filter. 

 

 
7. To view all the corporations listed in your profile please click the “Reset” button. 
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8. After “Reset” has been clicked, the filter no longer applies and all the corporations you have on your profile 

will show again. 

 
9. Please select the corporation you would like to file or make requests such as Certificate of Good Standings. 

Clicking on “Select” you will then be navigated to the Corporation home page. 

10. If you accidently added a corporation or are no longer managing or filing for the corporation you can 

remove the corporation from the profile by clicking on “Remove”. 
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E-file Options 

 

 

Option 1) File Initial Report- This option allows you to file the corporation initial/first report, for (Non Profit) 

and (Profit). *You cannot change the registered agent name with the e-file system. The registered agent 

change request form needs to be filled out and sent in to the NM Secretary of State Office in order to make a 

change to the registered agent*. You can find the Registered Agent Change request form on 

http://www.sos.state.nm.us/Business_Services/corporation-forms-and-fees-overview.aspx 

Option 2) File Regular Report- This option allows you to file an (Annual or Biennial) corporation report, for 

(Non Profit) and (Profit) corporations. This option is to make changes to the corporation detail information. 

Option 3) File a Supplemental Report- This option is to make changes to the corporation detail information 

when a regular report is not currently due. 

Option 4) File Final Regular Report- This option allows you to file the corporation final report, for (Non 

Profit) and (Profit). 

Option 5) File Extension- This option allows you to upload a valid tax extension in a PDF format.  

****Please proceed to PG.27 for instructions to file your valid Tax extension prior to e-filing your 

corporation report**** 

Option 7) Corporation Details-This option allows one to view the current details of their corporation. 

 

 

 

 

 

 

http://www.sos.state.nm.us/Business_Services/corporation-forms-and-fees-overview.aspx
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Option 1, 2, 3 and 4) E-File: Initial/First Report, Regular Report, Supplemental 

and Final Report 
 

{E-File: Corporation Initial/First Report, Annual (Non Profit) or Biennial report 

(Profit), supplemental and Final Report} 

 

Once you have selected the corporation you are e-filing for please select from the following options. 

Option 1) File Initial Report- This option allows you to file the corporation initial/first report, for (Non Profit) 

and (Profit).  *You cannot change the registered agent name with the e-file system. The registered agent 

change request form needs to be filled out and sent in to the NM Secretary of State Office in order to make 

a change to the registered agent*. You can find the Registered Agent Change request form on 

http://www.sos.state.nm.us/Business_Services/corporation-forms-and-fees-overview.aspx 

Option 2) File Regular Report- This option allows you to file the corporation annual (Non Profit) or biennial 

report (Profit). Selecting this option will allow you to make changes to address(s), director(s), officer(s) and 

the address for the registered agent which will allow you to complete the corporation report. Once the 

payment has been submitted the corporation report will be submitted. If all reports are up to date the 

corporation will be in good standing. 

*You cannot change the registered agent name with the e-file system. The registered agent change request 

form needs to be filled out and sent in to the NM Secretary of State Office in order to make a change to the 

registered agent*. You can find the Registered Agent Change request form on 

http://www.sos.state.nm.us/Business_Services/corporation-forms-and-fees-overview.aspx 

Option 3) File a Supplemental Report- This option is to make changes to the corporation detail information 

when a regular report is not due. 

Option 4) File Final Regular Report- This option allows you to file the corporation final report, for (Non 

Profit) and (Profit). 

Once one of these options has been selected, you can make changes and/or verify the information. * Please 

make sure all fields are completed for each section before attempting to move forward. 

*Please see Example Below 

 

http://www.sos.state.nm.us/Business_Services/corporation-forms-and-fees-overview.aspx
http://www.sos.state.nm.us/Business_Services/corporation-forms-and-fees-overview.aspx
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Option 1) Initial Report Selecting Fiscal Year End - This option allows you to select 

the corporation Fiscal Year End Only Available during the initial/first report, for 

(Non Profit) and (Profit) Corporations. 

 

1. When you select this option to file the corporation initial/first report you can select the corporation 

Fiscal Year End (FYE). To make a change to the corporation FYE, you will click on the yellow box and select 

the corporation FYE within the calendar year of Jan. 1 thru Dec. 31st. If the corporation has a FYE of Dec. 31 

no changes need to be made as the system will default to Dec. 31.*Please note this is the only time you can 

change to corporation FYE without contacting us. 

 

(Option 1, 2, 3 and 4) E-File Domestic/ Foreign Profit Corporation Reports: Filling 

out the corporation details information for a Corporation Initial/First Report, 

Annual (Non Profit) or Biennial Report (Profit), Supplemental Report and Final 

Report Continued 
 

*The following steps can be applied to filling out the corporation details information for options 1 

(Initial/First Report), 2 (Regular Report), 3 (Supplemental Report) & 4 (Final Report) 
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1. “Reporting Fiscal Year” reflects the corporation Fiscal Year End (FYE) you’re filing for. 

 

Addresses 

 

 

2. Please fill out the corporation addresses. 

3. You can add a new address, edit the existing address or delete the addresses by clicking on “ Add New 

Address”, “EDIT” or “DELETE” 

 

 
4. When adding a new address please fill out all fields shown above. *Address number 2 is not required *Once 

the information is added please click “Submit” if it is a New Address or Update if it is an address that is 

being updated. 
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*Please Note a “Corporation Mailing Address” and the “Principal Place of Business in NM” must be listed for 

all domestic profit corporations. These options are available under the “Address Type“ drop down box. You 

can find these options by clicking on the drop down box. 

*Please Note a “Corporation Mailing Address”, ”Foreign Registered Office”, “Principal Place of Business 

Outside or NM” and the “Principal Place of Business in NM” must be listed for all foreign  profit 

corporations. These options are available under the “Address Type” Drop down box. ***Please Note: The 

Foreign registered office must be in state of incorporation. *** 

 

5. Once you have completed the addresses section Click the “Next: Agent Information” button to move to the 

next page 

 

Agent 

*You cannot change the registered agent name with the e-file system. The registered agent change request 

form needs to be filled out and sent in to the NM Secretary of State Office in order to make a change to the 

registered agent*. You can find the Registered Agent Change request form on 

http://www.sos.state.nm.us/Business_Services/corporation-forms-and-fees-overview.aspx 

 

 
6. You can edit your agent’s address by clicking the “EDIT” button 

http://www.sos.state.nm.us/Business_Services/corporation-forms-and-fees-overview.aspx
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7. You cannot have a PO Box for the Registered Agent address; all fields can be Updated/Edited with exception 

to the Agent Name. * The registered agent must have physical address or geographical location located in 

New Mexico 

 

8. Once you have completed updating the Agent Adress fields Click the “Next: Director Information” button to 

move to the next sceen 

Directors 

 

 
9. You can add, edit or delete your directors by clicking on “ Add New Director”, “EDIT” or “DELETE” 

*Profit Corporations require at least 1 director. The director may also be listed as an officer. 

 

 
10. Once you have updated or completed filling out all of the fields please click on “Update” if you’re editing a 

Director.  “Submit” if it is a New Director.*Please note all fields are required to be filled out with exception 

to a “Middle initial” and “Address Line 2” 
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11.  Once you have completed updating the Director Information fields Click the “Next: Officer Information” 

button to move to the next sceen 

 

Officers 

 

12. You can add, edit or delete your officers by clicking on “ Add New Officer”, “EDIT” or “DELETE” 

*Profit Corporations require at least one officer. The officer may also be listed as a director. 

 

 

13. Once you have updated the fields please click on “Submit” if it is a new Officer. “Update” if you are editing 

an Officer. 

*Please note all fields are required to be filled out with exception to a “Middle Initial” and “Address Line 2” 
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14. Once you have completed updating the Officer Information fields Click the “Next: Contactact& E-Signature 

Information” button to move to the next sceen 

 

 

15. Please add your corporation “NM Tax ID (CRS) (without dashes)”, the date of your “Next Annual Meeting” 

the best “Contact Phone” number (without dashes) and “Contact Email Address” for the corporation. 

 

E-Signature 

Once all of the above fields have been completed please scroll to the bottom of the page and fill out the e-

signature section. 

*E-signature = Typed name(s) binding the name(s) to the submitted document 

Profit corporations require-1 full name from the Officers or Directors list to be entered. The name must 

match a name from the directors or officers list with no spaces either before or after the first and last name 

for the system to validate the name and allow you to proceed to the payment screen. 

 

16. Once you have completed updating the Contactact & E-Signature Information fields Click the “Next: 

Payment  Information” button to move to the next sceen 
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(Option 1, 2, 3 and 4) E-File Domestic/Foreign Non-Profit reports: Filling out the 

corporation details information for a Corporation Initial/First Report, Annual 

(Non Profit) or Biennial Report (Profit), Supplemental Report and Final Report 

Continued 
 

*The following steps can be applied to filling out the corporation details information for options 1, 2, 3 & 4 

(Initial/First Report, Regular Report, Supplemental Report and Final Report). 

 

 

1. “Reporting Fiscal Year” reflects the corporation Fiscal Year End (FYE) you’re filing for. 

Addresses 

 

1. Please fill out the corporation addresses. 

2. You can add a new address, edit the existing address or delete the addresses by clicking on “ Add New  

Address”, “EDIT” or “DELETE” 
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3. When adding a new address please fill out all fields shown above. *Address number 2 is not required *Once 

the information is added please click “Submit” if it is a New Address or “Update” if it is an address that is 

being updated. 

 
*Please Note a “Corporation Mailing Address” and the “Principal Place of Business in NM” must be listed for 

all domestic non-profit corporations. These options are available under the “Address Type “Drop down box. 

You can find these options by clicking on the drop down box. 

*Please Note a “Corporation Mailing Address”, ”Foreign Registered Office”, “Principal Place of Business 

Outside or NM” and the “Principal Place of Business in NM” must be listed for all foreign  non-profit 

corporations. These options are available under the “Address Type” Drop down box. ***Please Note: The 

Foreign registered office must be in state of incorporation. *** 

 

 
4. Once you have completed the addresses section Click the “Next: Agent Information” button to move to the 

next page 

Agent 

*You cannot change the registered agent name with the e-file system. The registered agent change request 

form needs to be filled out and sent in to the NM Secretary of State Office in order to make a change to the 

registered agent*. You can find the Registered Agent Change request form on 

http://www.sos.state.nm.us/Business_Services/corporation-forms-and-fees-overview.aspx 

 

http://www.sos.state.nm.us/Business_Services/corporation-forms-and-fees-overview.aspx
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5. You can edit your agent’s address by clicking the “EDIT” button 

 

6. You cannot have a PO Box for the Registered Agent address; all fields can be Updated/Edited with exception 

to the Agent Name. * The registered agent must have physical address or geographical location located in 

New Mexico 

 

7. Once you have completed updating the Agent Adress fields Click the “Next: Director Information” button to 

move to the next sceen 

 

Directors 

 

8. You can add, edit or delete your directors by clicking on “ Add New Director”, “EDIT” or “DELETE” 

*Non-Profit Corporations require at least 3 directors. The director(s) may also be listed as an officer. 
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9. Once you have updated the information or have completed filling out all of the fields please click on 

“Update” if you’re editing a Director.  “Submit” if it is a New Director. *Please note all fields are required to 

be filled out with exception to a “Middle Initial” and “Address Line 2” 

 

 

10.  Once you have completed updating the Director Information fields Click the “Next: Officer Information” 

button to move to the next sceen 

Officers 

 

11. You can add, edit or delete your officers by clicking on “ Add New Officer”, “EDIT” or “DELETE” 

 

12. Once you have updated the fields please click on “Submit” if it is a new Officer. “Update” if you are editing 

an Officer.*Please note all fields are required to be filled out with exception to a “Middle Initial” and 

“Address Line 2” *Non-Profit Corporations require at least 1 officer. The officer(s) and director(s) may be the 

same people listed. 
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13. Once you have completed updating the Officer Information fields Click the “Next: Contactact & E-Signature 

Information” button to move to the next sceen 

 

 

14. Please add your corporation “Statement of business conducted in New Mexico”, the best “Contact Phone” 

number (without dashes) and “Contact Email Address” for the corporation. 

E-Signature 

Once all of the above fields have been completed please scroll to the bottom of the page and fill out the e-

signature section. 

*E-signature = Typed name(s) binding the name(s) to the submitted document 

 

Non-Profit corporations-require 2 names from the Officers or Directors list to be entered (the first name in 

the “First Name” box and the last name in the “Last Name” box). The names must match names from the 

directors or officers list with no spaces either before or after the first and last name for the system to 

validate the name and allow you to proceed to the payment screen. 
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17. Once you have completed updating the Contactact & E-Signature Information fields Click the “Next: 

Payment  Information” button to move to the next sceen 

E-File: Corporation Report Payment Options 

Once you have hit the “Save and pay now” button you will be directed to the payment information screen.  

You have 2 options for payment. Please use the drop down box to select payment option. 

Credit/Debit Card 

  

*Please note the convenience charge for credit/debit cards. 
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Fee schedule for Non-Profit: Filing fee of $10 plus the convenience charge for debit/credit card. * If the 

report is late the corporation will also be charged a late filing penalty of $10 which makes the total $20 plus 

the convenience charge. 

Fee schedule for Profit: Filing fee of $25 plus the convenience charge for debit/credit card. * If the report is 

late the corporation will also be charged a late filing penalty of $200 which makes the total $225 plus the 

convenience charge. 

1. Please enter the credit card/debit card information as seen on the card. 

2. Please enter the card number 

3. Please enter the expiration date 

4. Please enter the CVC or security code listed on the back of your card usually located at the end of the 

signature area. 

5. Please enter billing information as it appears on the credit card account. 

 

Once this section is complete please click the “Submit” button. * Please only click the submit button once or 

your account may be charged multiple times. 

 

You will be navigated to a page that shows the transaction confirmation. When you click on the “Click here 

to download” link you will open up a pdf which contains the report confirmation. 

 



24 |  P a g e
 

 

Once the submit button has been selected you should receive confirmation that the payment has been 

accepted. You will also receive a PDF receipt for the E-file transaction. 

*All changes will take place once payment has been submitted * If you have more than one report due, you 

will follow the same steps. Click on the home button to be directed back to the user account home screen 

then repeat. 

If you have no more reports currently due your corporation will be in good standing. Click on the home 

button to be directed back to the user account home screen to view changes or Signout. 

 

 

If you corporation has no more reports due a green ribbon bar should appear on the user account home 

screen showing the corporation is in good standing 
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Electronic Check/Bank Account Information 

  

 

Fee schedule for Non-Profit: Filing fee of $10. * If the report is late the corporation will also be charged a 

late filing penalty of $10 which makes the total $20. 

Fee schedule for Profit: Filing fee of $25. * If the report is late the corporation will also be charged a late 

filing penalty of $200 which makes the total $225. 

1. Please enter the account number for your banking account. * This number is usually about 14 

numbers long. 

2. Please enter the routing number. *This number is usually 9 digits in length 

3. Please enter the billing information as it appears on the account. 
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Once this section is complete please click the “Submit” button. * Please only click the submit button once or 

your account may be charged multiple times. 

 

You will be navigated to a page that shows the transaction confirmation. When you click on the “Click here 

to download” link you will open up a pdf which contains the report confirmation. 

 

 

 Once the submit button has been selected you should receive confirmation that the payment has been 

accepted. You will also receive a PDF receipt for the E-file transaction. 

 *All changes will take place once payment has been submitted * If you have more than one report due you 

will follow the same steps. Click on the home button to be directed back to the user account home screen 

then repeat. 

If you have no more reports currently due your corporation will be in good standing. Click on the home 

button to be directed back to the user account home screen to view changes or Signout. 
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(Option 5) E-File: File Extension 
 

Option 5) File Extension-This option allow you to upload a valid tax extension which will be reviewed and 

entered in to the system for the corporation. 

 

1. To upload an extension please click on option # 5 “File Extension” 

 

2. Click “Browse” and select the file you would like to upload. 

 

3. *Please note you can only upload documents in PDF format. 

Click upload 
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Once your document has been submitted you will receive the message above. 

 

View Corporation Details 

 

If your corporation has no more reports due a green ribbon bar should appear on the user account home 

screen showing the corporation is in good standing

 

 

 

 

 

 

 

 

 

 


