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BizComply Program Overview 
 
BizComply is an online tool created to assist you in managing the responsibility of keeping your corporation or 

limited liability company (LLC) compliant with state requirements and general ongoing formalities. Failing to 

complete these responsibilities can result in falling out of good standing with the state and the loss of the most 

valuable asset afforded to you by the corporate or LLC structure - limited liability protection.  
 

BizFilings understands the complexities of keeping a corporation or LLC compliant, which is why we created 

BizComply – a product that helps to ensure your company’s good standing remains intact. 

 

Welcome to BizComply 

 BizComply is a web-based application that: 

 Outlines critical compliance events 

 Notifies you due dates for compliance and other events you enter 

 Provides access to important forms 

 Houses your company’s important information in one convenient location 

 

If you’re an owner of multiple businesses, you can keep track of each business through a single account. 

Additionally, if your company is qualified to transact business in other states, BizComply can help you manage 

the compliance requirements for each of those states. 
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Company Dashboard  
The Company Dashboard is the main repository for all of your important company data. It provides you with 

quick access to the common data you will need as you manage your entity.  

Many of the fields in the Company Dashboard come populated with information provided to  

BizFilings in your formation, foreign qualification, stand-alone registered agent service or stand-alone BizComply 

service order.  
 

Within the Company Dashboard, you can navigate between the Company Information, Addresses, and Foreign 

Qualifications tabs.  

 Company Information - Houses the basic information regarding your corporation or LLC. You have an at-

a-glance view of information such as company name, date of formation, state of formation, and EIN 

Number.  

Depending on your entity type, you can also view the names and addresses of your company’s directors 

or members/managers and its officers. If needed, you can update or add names and addresses, and 

delete entire entries.  

 Addresses -Houses the Legal Address, Contact Address, Registered Agent Address, and Mail Forwarding 

Address (if applicable) for your company.  

 Foreign Qualifications – Houses applicable information if your company is qualified to transact business 

in other states and you have named BizFilings as the registered agent or purchased stand-alone 

BizComply service in those particular states. You can view the Legal and Contact Addresses of the 

originally-formed company, the Registered Agent Address in the state of foreign qualification, and a 

"doing business as" name, if applicable, for your foreign-qualified corporation or LLC.  

 

Alert Manager  
The Alert Manager allows you to track events, meetings, filings, and other happenings that are critical to the 

ongoing compliance of your company. Alert Manager is pre-loaded with events unique to your entity type, state 

of formation, and state of qualification (if applicable). These events, referred to as Compliance Events, are 

considered vital to your company staying compliant.  
 

Another integral feature of Alert Manager is the ability to create, edit, and delete custom meetings, tasks, and 

events for your company. Such custom events can include employee anniversary dates, important meeting 

dates, and so forth.  

 

Forms Library  
The Forms Library provides you with a number of forms you may need as you manage your entity, such as 

meeting notices, meeting minutes, and resolutions.  
 

In the instance an event or meeting should require the generation of a form or document,  

BizComply will prompt you to complete the necessary form. Templates for these forms are accessible in the 

Forms Library, and can be generated with pre-populated company information in PDF format, or generated as a 

customizable form in either PDF or Microsoft Word format. 

BizComply Features 
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Logging in to BizComply for the First Time 
During your initial visit to BizComply, if you have one or more companies that have one or more qualified 

entities, meaning you have more than one domestic (home state) entity or foreign (out of state) entity and one 

or more foreign qualified (out of state registered) entities, you will immediately see the Domestic Entity 

Verification screen. Here you can view your entity information contained in BizFilings’ internal database and 

accept the information as is or make any necessary changes.  
 

During your first visit to BizComply, if you do not fall under the criteria listed above, but particular dates are 

missing from BizFilings' internal database, you will be prompted with the Company Date Verification screen.  
 

If you originally filed your corporation or limited liability company (LLC) through BizFilings, and the required 

dates are already entered into BizFilings database, you will immediately continue to Establishing User 

Preferences.  
 

Company Date Verification  

Many of the compliance events included in BizComply are driven by your company’s formation date, foreign 

qualification date (if applicable), and tax-year end date. If this information is missing from BizFilings’ internal 

database, you will be asked to input the data on this screen.  

 If the Tax-year End Date is missing, please enter it here using the dropdown menu supplied 

 If the Formation/Qualification Date is missing, please enter it here 

 Please click Save and Continue 

 If the Tax-year End Date and/or Formation/Qualification Date are not available at this time, click Do This 

Later to continue 

IMPORTANT NOTE: If you submit data, but need to make a change to the Formation/Qualification Date or the 

Tax-year End Date at a later point, please contact a BizFilings customer service representative Monday -Friday at 

800-981-7183 or 608-827-5300, 8:00 AM - 6:00 PM Central time.  
 

Once you have saved the required dates in Company Date Verification, you will continue to Establishing User 

Preferences.  
 

Establishing User Preferences in My Preferences  

Next, you will be presented with the My Preferences screen where you will initialize your BizComply default 

account settings.  
 

Selecting a default company  

If you are managing data for more than one company through BizComply, please select from the dropdown 

menu the company you would like to appear by default each time you enter BizComply.  
 

Determining alert notification settings  

 To initialize the email alert notification settings, check the Alert Me Via Email for Upcoming Events box  

 Verify the default email listed is correct. If it is incorrect, please update it here  

 Set the Default Notification Interval to specify the amount of advanced notice preferred for email 

notification of an upcoming event  

BizComply User Manual 
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 Click Save to finalize the initialization process  

After you have initialized your user settings, you will be automatically directed to the Company Dashboard 

 

Changing My Preferences  

My Preferences settings can be modified at any point. Please remember, if you modify the Default Email 

Address or the Default Notification Interval, those changes will affect the notification settings found in each 

event in Alert Manager. To modify settings:  

 Click My Preferences in the left navigation.  

 If you are managing more than one company in BizComply, select the preferred company for which you 

would like to change the preferences.  

 Make the desired changes under the Alert Notification Settings section.  

 Click Save to finalize any changes, or click Cancel if you decide not to make changes.  

 To confirm changes, you can find the message of Preferences Successfully Saved at the top of the 

Preferences screen after you click Save.  

 

Using the Company Dashboard 
The Company Dashboard is the central repository for all of your important company data. You have quick access 

to common data you will need, as well as the ability to make updates to certain sections over the course of your 

company’s existence.  
 

If you have more than one company for which you are managing data through BizComply, you can select 

different companies from the dropdown menu at any time to view information for those companies.  

 

Data Accuracy – What is the Source?  

The Dashboard consists of three sections: Company Information, Addresses, and Foreign Qualifications. Here 

you will find basic company data, the various addresses associated with your entity, and foreign qualification 

information (if applicable). All of this information originates from BizFilings’ internal database, and is based on 

information provided to BizFilings during the initial order placement process.  

 

Company Dashboard – Adding/Editing Data  

In each section, you will notice that certain fields offer Edit or Add capabilities.  
 

Modifying editable fields  

To edit or add information, click the specific link of the section you wish to change, edit or enter the 

appropriate information, and then click Save.  
 

Non-editable fields  

There are some instances where you cannot edit or add data. These non-editable fields, which include 

Entity Type, Date of Formation, State of Formation, and Tax Year-End Date, are restricted, as changes to 

this information will adversely affect the events and alerts in Alert Manager.  
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Addresses – Definition of Each Address Type  

There are four addresses included in the Company Dashboard: Legal Address, Contact Address, Registered Agent 

Address, and Mailing Address.  
 

Legal Address  

The physical address of the location of the company. This address must be a street address, as the states 

do not accept post office boxes.  
 

Contact Address  

The name and address BizFilings has on record for the primary company and order contact.  
 

Registered Agent Address  

State law requires corporations and limited liability companies formed or qualified in that state to have 

a registered agent there. The Registered Agent Address is a physical address to which service of process 

and applicable state communications are sent.  
 

Mail Forwarding Address  

If you have named BizFilings as registered agent for your corporation or LLC, this is the address on file to 

which any mail received by BizFilings acting as registered agent is forwarded. Types of mail received by 

the registered agent include service of process and official documents and tax notices from the 

Secretary of State or Department of State.  

 

Foreign Qualifications (Registered to do Business in Other States) 

If your company has registered to transact business in other states as a foreign corporation, LLC, or nonprofit, 

BizComply displays information regarding these foreign qualifications, provided BizFilings is the registered agent 

or you have purchased BizComply as a stand-alone service for each jurisdiction.  

 

Adding additional states in BizComply  

If you would like BizFilings to act as registered agent for your company in states where your company is foreign 

qualified, you can order registered agent services online by clicking here, or by phone Monday – Friday at 800-

981-7183 or 608-827-5300, 8:00 AM - 6:00 PM Central time. Alternatively, you can order stand-alone BizComply 

service in those jurisdictions. If you wish to order BizComply only service, click here, or contact our customer 

service team.  

 

Using Alert Manager 
Alert Manager allows you to track events, meetings, filings, and other happenings that are critical to the ongoing 

compliance of your company. The Alert Manager comes pre-loaded with certain events referred to as 

Compliance Events, which are considered vital for the purpose of staying compliant in your state of formation 

and, when applicable, qualification. You can also create new events at any point.  
 

Viewing Events  

There are four ways to view events for the selected company: Events by Month, Events by Date, All 

Events, and Include Completed Events.  
 

BizComply User Manual 
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Events by Month  

This option allows you to view all events that are due during the selected month. By default, each time 

you enter Alert Manager you will see all events for the current month. If you would like to view events 

for past or upcoming months, simply navigate using the calendar at the top right of Alert Manager.  
 

Events by Day  

This selection allows you to view all events that are due on a selected day. When selecting to view 

Events by Day, BizComply will always display the events of the current day. If you would like to view 

events for a previous or upcoming day, simply click the particular day in the calendar at the top right of 

Alert Manager.  
 

All Events  

This option allows you to view all upcoming and past due events.  
 

Include Completed Events  

If you would like to view completed events while viewing events through the options above, simply 

check the Include Completed Events box after selecting the preferred event view radio button.  
 

To view the details of a specific event, click the event title in the Event List. If the event is set to occur more than 

once, you will be brought to a screen asking if you would like to open the occurrence or open the entire series. 

Select the option you prefer.  

 

Adding a Custom Event  

You can add custom events to Alert Manager at any time. There is no limit to the number of events you can add, 

nor is there a restriction on the type of event you can add.  

 While in Alert Manager, click Add Event  

 In the New Event screen, enter the Title, Description, and Initial Event Date  

 If you would like to limit viewing capabilities for this event to yourself only, select Private Event  

 If this event will happen more than once, select This is a Recurring Event, enter the time interval at 

which the event will occur, and include an end date, if applicable  

You can add or remove recipients from any event in Alert Manager. If you would like others to receive 

notification of an event, simply add the appropriate email address(es) here. Email notification will be sent to all 

recipients regardless if the event is designated as Private.  

 To add a new recipient for an email alert, enter the proper email address under New Recipient Email 

Address, then click Add to List  

 To remove a recipient from the list, click Remove next to the recipient’s name under Recipient List  

 Click Save to save any changes  

IMPORTANT NOTE: Any edits made to the email address(es) listed in this section will be applied to that specific 

event only. Changes to the default alert notification settings within BizComply must be made in the My 

Preferences section, which is accessible from the left navigation.  
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Modifying a Custom Event  

 Select the custom event you wish to edit by clicking its title in the Event List  

 If the custom event you created was established as a recurring event, you will be brought to a screen 

asking if you would like to edit the particular occurrence or edit the entire series. Select the option you 

prefer  

 If you would like to edit a particular event occurrence only, choose Open This Occurrence. Any 

modifications will be applied only to this single occurrence of the event  

 If you would like to edit the entire series of an event, choose Open the Series. Any modifications will 

applied to each occurrence in this event series  

 

Modifying a Compliance Event  

Most Compliance Events are specific to your state of formation and/or foreign qualification. These are required 

events imposed by each state that must be followed and completed in order to remain in compliance with state 

requirements and regulations. BizComply Compliance Events are indicated with a small icon located at the left of 

the event title.  

 Select the Compliance Event you wish to edit by clicking its title in the Event List  

 If the Compliance Event selected is a recurring event, you will be brought to a screen asking if you would 

like to edit the particular occurrence or edit the entire series. Select the option you prefer:  

− If you would like to edit a particular event occurrence only, choose Open This Occurrence. You 

will notice the only editable fields are Event Date, Completion Date, and the Alert Details 

section. You cannot edit the Event Title and Description when editing a single occurrence of a 

Compliance Event. Any modifications will be applied only to this single occurrence of the event 

− If you would like to edit the entire series of a Compliance Event, choose Open the Series. You 

will notice editable fields include Title, Description, Initial Event Date, and the Alert Details 

section. Any modifications will be applied to each occurrence in this event series  

 

Deleting Events – Single Occurrence or Complete Series  

Any Compliance Event or custom event can be deleted at any point. Please note, once an event occurrence or 

event series is deleted, it cannot be retrieved, and you will no longer receive email notifications for that event.  

 To delete an event, click the title of the event in the event list of Alert Manager.  

 If the event occurs more than once, you will be brought to a screen asking if you would like to open the 

occurrence or the entire series. Please choose the option you prefer.  

 At the bottom right of each Event Detail screen is a Delete button. If you choose to delete an occurrence 

or an entire series, BizComply will display a notice asking you to confirm.  

 Click OK to confirm deleting the event, or choose Cancel to return to the Event Detail screen.  

 

Using the Forms Library 
The Forms Library provides you with a number of forms you may need as you manage your company. You can 

generate customizable forms, or you can choose BizComply to merge relevant data with the form you have 

selected. After forms are created, you can print immediately, or save it to your personal computer.  

BizComply User Manual 
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Choosing a Forms Category  

By default, all available forms are displayed in a list upon entering the Forms Library. However, you can choose 

to view the forms by category through the dropdown menu.  
 

IMPORTANT NOTE: The forms included in BizComply are only meant as samples, which may not be complete for 

all types of businesses and industries, and should not be used as a substitute for legal advice. If further 

customization of the forms is required, please consult with an attorney.  

 

Merged Document vs. Customizable Form  

 If you choose Include Company Information, BizComply will merge the appropriate company data into a 

PDF document.  

 If you choose Blank Form, you can choose either a PDF document or a Word document (if available, ex. 

Annual Reports are not available in Word format), in which to customize your form.  

 

Saving/Printing a Form  

If you would like to save a form generated from the Forms Library, click the File menu in the new form window. 

Choose Save As, enter an appropriate title for the form, and save it to the desired destination on your personal 

computer.  
 

To print a generated form, click the File menu in the new form window and choose the Print command.  

 

Using Administrator Tools 
Administrator Tools allows the BizComply Administrator for your account to add new users and assign access 

rights for each new user for each company you manage in BizComply. The Administrator Tools section is 

viewable by account Administrators only.  

 

Adding a New User  

 Click Add New User  

 Enter the appropriate information under New User Information, including the Default Notification 

Interval for email alerts  

 Click Save  

 

Editing Users Permissions  

After adding a new user, you must choose the user permissions. There are three types of permissions, which 

include: allowing users access to BizComply, allowing users to edit company data, and allowing users to 

create/edit events.  
 

Allowing Users Access to BizComply 

Gives users access to login to BizComply, ability to view events, and access to the Forms Library  
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Allowing Users to Edit Company Information 

Gives users access to login to BizComply, ability to edit company information in the Company 

Dashboard, ability to view events in Alert Manager, and access to the Forms Library  
 

Allowing Users to Create/Edit Events 

Gives users access to login to BizComply, the ability to view events in Alert Manager, the ability to create 

and edit events in Alert Manager, and access to the Forms Library  

 

Editing Existing User Profiles  

 In Administrator Tools, select the user from the BizComply User dropdown menu  

 In the Detailed User screen, you can make changes to the username, email address, and alert 

notification interval (if you have checked Receive Email Alerts). You can also make changes to the user 

permissions in the Permissions tab  

 Additionally, you can require that the user select new preferences upon login. You can reset the user 

password, and also choose whether the user should receive notification emails  
 

Select New Preferences Upon Login 

This option will require the user to establish new preferences the next time he or she logs into 

BizComply  
 

Reset the User Password 

This option allows the Administrator to set a new password for the user. The Administrator is the only 

person who is able to set passwords for users.  
 

Receive Email Alerts 

This option designates that the user will receive notification emails for upcoming events at the Default 

Notification Interval you set for the user.  

 

Deleting a User  

 In Administrator Tools, select the user from the BizComply User dropdown menu 

 In the Detailed User screen, click the Delete button at the bottom of the page  

 Select OK in the confirmation popup box 
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At what point after my filing is complete do I have access to BizComply?  

If registered agent service with BizComply was chosen as part of a filing order, such as formations and foreign 

qualifications, BizComply will be available after BizFilings receives complete payment, and the appropriate filing 

documents are received back from the state.  
 

If BizComply was chosen as a stand-alone product or as part of a Registered Agent service-only order, it will be 

available immediately after complete payment is received.  

 

Why aren’t the other companies I have showing up in BizComply?  

BizComply is provided as part of BizFilings’ registered agent service. If certain companies are not appearing in 

BizComply, it is probably because BizFilings has not been named as registered agent for those companies. You 

may order BizFiling’s registered agent service for $167/year for each additional state and receive free access to 

BizComply.  
 

BizComply is also offered as a stand-alone service for $50/year. As with registered agent service,  

BizComply must be purchased for each entity or additional state in order for the company information to be 

available in BizComply.  

 

Where does the data in the Company Dashboard come from?  

The data found in the Dashboard is generated from information stored in BizFilings’ customer database. This 

information is collected from customers at the time orders are placed for formation services, foreign 

qualifications, or BizComply only service.  

 

Why can’t I edit particular fields in the Company Dashboard?  

Certain data, such as entity type, state of formation, and tax-year end date, are not editable because if changed, 

Alert Manager would not be able to present the appropriate compliance events for your company. The fields 

that are editable do not affect the specific compliance events required by the state, which compose Alert 

Manager.  

 

If I change Officer/Director information on the Company Dashboard will BizComply notify the state of the 

change?  

If changes are made to information stored within BizComply, the changes will update in BizComply only. If you 

would like to make any changes with the state, you must file the appropriate amendment paperwork or annual 

report with the state.  
 

BizFilings offers amendment filings for your corporation, LLC, or nonprofit. Even if you didn't place your original 

formation order with BizFilings, we can prepare and file the necessary documentation for your business in any 

state.  

 

Why isn't my charter number included in the dashboard?  

BizFilings’ processing staff enters the charter number for companies formed or foreign qualified by BizFilings 

into our database when the filing is received from the state. If your charter number is not listed, you must 

provide the charter number to a BizFilings customer service representative who will enter it into our database 

Frequently Asked Questions 
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for you. You can contact our customer service team at 800-981-7183 or 608-827-5300 or via Live Chat, Monday 

– Friday from 8:00 AM – 7:00 PM Central time. You can also contact us by email at info@bizfilings.com.   

 

Where do the pre-loaded Alerts come from?  

Most pre-loaded Alerts are specific to your state of formation, foreign qualification (if applicable), and entity 

type. These are events imposed by each state that must be followed and completed in order to stay compliant 

with state requirements and regulations.  

 

Am I able to add events that may not relate specifically to my corporation/LLC and is there a limit to the 

number of events I can add?  

You can add events in the Alert Manager at anytime. There are no restrictions to the number of events that can 

be added, or to the content of each event.  

 

I have a reminder set on a certain task, though I never received the Alert email reminder.  

It is important to check the following:  

 Are the notification settings in My Preferences established correctly?  

 Is the correct email address provided?  

 Was the time between the event creation date and the event due date less than the notification 

interval? If so, no alert will be sent.  

 

If the Secretary of State suddenly changes a due date on a filing or fee, how/when will I be notified?  

BizFilings remains aware of changes in due dates, forms, and fees across all jurisdictions.  

When a state updates information, the new information will be updated in BizComply and you will be notified of 

the change upon logging in. Further, any new information regarding due dates will also be updated in Alert 

Manager, and notification dates will automatically adjust so that the same notification interval set with My 

Preferences applies to the updated Event.  

 

Does BizComply indicate to me how to file my annual reports, or does it simply indicate the date it is 

due?  

BizComply does not explain how to file the annual report. BizComply is aimed to assist you in remaining 

compliant with the state by alerting you of upcoming events, and when these events need to be completed. You 

are then responsible for following up on the compliance task to ensure you remain in good standing with the 

state. If you have any questions regarding what is required to file annual reports, or are seeking further legal 

advice, we recommend you contact the appropriate state agency, or an attorney.  

 

Does BizComply indicate to me any penalties/late fees imposed by the state?  

BizComply does not indicate the penalties or late fees imposed by the state. This information must be obtained 

from the appropriate state agency.  

 

Are these forms the only ones available for my corporation/LLC?  

The forms available in the Forms Library are provided by BizFilings as tools to assist you throughout the life of 

your business. BizFilings strives to continually add relevant forms to this area. If you would like to contact us 

regarding forms you would like to see added, please email us at bizcomply@bizfilings.com.  

Frequently Asked Questions 
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Are forms in the Forms Library section official forms I can use?  

The forms in the Forms Library are only sample documents provided by BizFilings to assist you in staying 

compliant. These documents can be used as a template for creating your official company documents. You may 

discover these templates require further customization for your specific business and industry. Further, your 

official documents must be created by an individual within your company. 
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