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OVERVIEW 
This Quick Reference Guide provides a high-level overview of how external submitters create, manage, and 
track Service of Process requests in the Texas Secretary of State Service of Process application. 

The guide is intended for users submitting requests in the application and highlights common actions 
performed throughout the lifecycle of a service request, from submission through acceptance and certificate 
generation. 

Screenshots and examples included in this guide are provided for reference and may vary slightly from the 
user’s experience. All requests submitted through the Texas Secretary of State Service of Process application 
are subject to review and processing in accordance with Texas Secretary of State policies and procedures. 

CREATE USER ACCOUNT 
Texas Secretary of State Portal Account Setup and User Access Guide 

LOGIN 
https://texas-sos.appiancloud.us/suite/sites/home-page 
 
Login Page 

 

 
Texas Secretary of State Portal Page 

 

https://www.sos.state.tx.us/corp/portal-access-guide.shtml
https://texas-sos.appiancloud.us/suite/sites/home-page
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Service of Process Landing Page 

 

UPDATE PROFILE 
Users can update their submitter profile to ensure information is up to date. Keeping the profile current allows 
submitter details to auto-populate when creating new requests. 

 

CREATING A NEW REQUEST 
Service Request Status Overview 
 
Each service request in the Texas Secretary of State Service of Process application displays a status to indicate 
its current stage. These statuses help users understand when a request is awaiting review, requires user action 
as a result of a deficiency, or has been accepted. 
 
Users can view the status of their service requests at any time from the Service of Process home page. 
 
Certificates of Service that have been requested and paid can be retrieved from your documents tab when 
available.  An email notification will be sent when the certificate is available. 
 
Important – When submitting online, you must also mail a physical copy of the documents for the defendant 
along with the confirmation page to the Secretary of State Service of Process Unit. If the mailed copy is not 
sent, the service will not be reviewed or accepted. 
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On the home page, click on NEW REQUEST to start a request. 
 

 
 

The request form displays and the process is broken down into four manageable sections: 

1. Case Details – key case information. Due to the appearance of the style on the certificate of service, it 
is best to keep information to a 2 name maximum for each party and use et al to cover additional 
name. 

2. Forwarding Details – details information about defendant(s), submitter, and request certificate type(s) 
if applicable  

3. Upload Documents – documents related to the request that will be forwarded to the defendant. A 
copy must also be submitted by mail. 

4. Review & Submit – final review before submission 
 

NAVIGATION 
Side panel buttons are enabled once the current section has been completed. 
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NEXT: Moves to the next section of the request. Note: All required fields must be entered. 
BACK: Returns to previous section. Note: Can be used even if the current page is not completed. 
CANCEL: Discard all progress and close the request. 

 

 

OPTIONAL CHOICES IF APPLICABLE 
The Texas Secretary of State Service of Process application adjusts available steps, fees, and actions based on 
the information entered during request creation. The following common scenarios may help users understand 
how certain selections affect the submission process: 

• Defendant Is a State Agency 
When a defendant is identified as a state agency, service fees and certificate fees are waived, and the 
defendant address is not required. 

• Unable to Pay Selected 
Selecting Unable to Pay waives applicable service and certificate fees, and the payment step is skipped 
during submission. 

• Submitter Is a State Agency 
When the submitter is identified as a state agency, service and certificate fees are waived, and the 
payment step is skipped. 
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MAKING A PAYMENT 
Once all required request details have been entered and reviewed, proceed to payment as follows: 

• On the Checkout page, select Payment Type. 
• Click Proceed to Payment to continue. 

 

You will be redirected to the Texas Secretary of State Payment Information page. 

• Enter all required fields marked with a red asterisk (*). 
• Complete the I am human CAPTCHA. 
• Click Submit after all payment details have been entered. 
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Upon successful payment, a Confirmation page will display: 

• The assigned Service Number 

• Payment details 

• A confirmation PDF 

The confirmation PDF must be printed and placed on top of the physical documents being mailed to the 
Secretary of State – Service of Process department.  
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After You Submit a Request 

Once a service request has been  submitted, it will appear on the Service of Process home page and in the 
user’s list of service requests.  

Submitted requests are reviewed by the Texas Secretary of State once they have received the defendant copy 
in the mail. During this review process, the request status may update to reflect its current state. If additional 
information or corrections are needed, the request will move to an Action Required status and the user will be 
prompted to update the request accordingly. 

When a request has been reviewed and accepted, users may proceed with any available post-acceptance 
actions, including requesting or generating certificates, where applicable. 

Users can check the status of their request at any time by selecting the service request from the home page. 

UPDATING A REQUEST 
After a request is submitted, changes may be made only during the brief window before the Secretary of State 
begins processing the request. Once processing has started, changes are no longer permitted. To make 
updates, navigate to the Home page and select the applicable service request. 

 

Click on UPDATE REQUEST to begin making changes. 
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UNEDITABLE FIELDS 
The following fields cannot be modified during an update: 

• Defendant is a State Agency 
• Unable to Pay 
• Submitter is a State Agency 
• Previously uploaded documents 

MAKING CORRECTIONS ON A DEFICIENT REQUEST 
When a Service of Process Team Member marks a request as deficient, it means there is a discrepancy 
between what was submitted online and the documents received. Locate the service request in Action 
Required status. The row will also show with a transparent red background to indicate that action is required. 

 

Click UPDATE REQUEST to start making corrections.  
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MANAGE CERTIFICATES 
Once a request has been accepted by the reviewer, users can request additional certificate types using the Manage 
Certificates feature. Click MANAGE CERTIFICATES on the service record. 
 

 
 
Mark the checkbox in the Needed? column for the desired certificate type.  
Click SUBMIT to request the new certificate.  
 
Note: Payment is required for any additional certificate requested. 
 

 

ADD/EDIT USERS 
Users can grant or modify access for other registered users to view or edit a request. To manage access, 
navigate to the service record page. Click ADD/EDIT USERS. 
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CANCELING A REQUEST 
To cancel a request before it has been accepted, go to the Summary page of the service record and click 
CANCEL REQUEST. 
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SERVICE RECORD 
The service record contains all information related to a service request. 

SUMMARY 
Overview of the service request. 

 

DOCUMENTS 
Lists all documents related to the request, available for preview or download.  

Click the Filename to download the document or click the Eye Icon to preview the document. 
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USERS 
Displays all users who have been granted access to the request. 

 

DEFICIENCIES 
Exhibits any deficiencies identified by the reviewer to track and resolve issues. 

 

PAYMENT  
Allows users to check and track all payments associated with the request.  

Click the Payment Number to view detailed payment information. 
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Users can download a payment receipt to get a copy of their invoice. Click Download Receipt. 

 

SEARCH 
Users can search for service requests available in the public database by navigating to the Search page. This 
feature displays a list of service requests and allows users to view more detailed information for each request. 
Click the SEARCH tab on the Service of Process home page. 

 

Enter details in any of the search fields to look for a service request. Click the Service Number for a more 
detailed view of the service request. 

 

Use the Defendant drop-down to select a specific defendant for a detailed view.  
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SEARCH-BASED GENERATE CERTIFICATE 
Users can generate a copy of a certificate for any request that has reached the Accepted status. 

 

If the selected request has previously requested a certificate type and has passed the Accepted status, the user 
will have the option to generate a new certificate. Click GENERATE CERTIFICATE to request a certificate copy.  

Note: If this certificate is generated for the first time, payment will be required to receive a copy. The payment 
will remain valid for the rest of the day; if the certificate is requested again on a different date, a new payment 
will be required. 

 

DEFENDANT 
Users can view a service action record of defendant details and access a comprehensive view of the defendant 
associated with a specific request. Navigate to the desired Service Request. Click on the Defendant Name. 
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DEFENDANT-LEVEL GENERATE CERTIFICATE 
Users can generate a copy of a certificate for the selected defendant, if the request has previously requested a 
certificate type and has passed the Accepted status.  
 
Click GENERATE CERTIFICATE to request a certificate copy.  
 
Note: If this certificate is generated for the first time, payment will be required to receive a copy. The payment 
will remain valid for the rest of the day; if the certificate is requested again on a different date, a new payment 
will be required. 

 

SUPPORT & ESCALATION 
Support & Escalation Guide 

If you experience technical issues while accessing or using the Texas Secretary of State Service of Process 
application, such as system errors, login issues, or unexpected behavior, please contact the Secretary of State 
Service of Process technical support for assistance. 

Technical Support (Application Issues): 
Email: serviceofprocess@sos.texas.gov 

For general questions related to Service of Process, including procedural questions not related to system 
functionality, users may contact the Texas Secretary of State using the information below: 

Texas Secretary of State – Service of Process 
Phone: (512)463-1662 
Email: serviceofprocess@sos.texas.gov 

When reaching out for support, users are encouraged to include their Service Number and a brief description 
of the issue to help ensure timely assistance. 
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GLOSSARY OF TERMS 
Action Required 
A request status indicating that the Texas Secretary of State reviewer identified a deficiency and the 
submitter must update or correct information before processing can continue. 

Accepted 
A request status showing that the submission has been reviewed and approved by the Texas 
Secretary of State. Once accepted, post acceptance actions such as requesting or generating 
certificates may be available. 

Additional Certificates 
Extra copies or types of service certificates that may be requested after a service request has been 
accepted. Additional certificates may require payment. 

Bar Card (Texas Bar Card) 
A unique identification number issued to licensed Texas attorneys. This is required when a submitter 
identifies as a Texas attorney during request creation. 

Cancel Request 
An action that allows a submitter to cancel a service request before it has been accepted by the 
Texas Secretary of State. 

Certificate (Certificate of Service) 
An official document issued by the Texas Secretary of State certifying that service of process has 
been completed. 

Confirmation Page / Confirmation PDF 
A page and downloadable PDF generated after successful payment that includes the service number 
and payment details. This document is printed and included with mailed service documents. 

Defendant 
The individual or entity to whom service of process is being issued. Each service request must 
include at least one defendant. 

Defendant Is a State Agency 
A designation indicating the defendant is a State of Texas agency. When selected, service and 
certificate fees are waived, and a defendant address is not required. Certificates will not be issued if 
defendant is a state agency 

Defendant-Level Generate Certificate 
A feature that allows a submitter to generate a certificate for a specific defendant once the request 
has been accepted and a certificate type has been requested. 

Deficiency 
An issue identified by a Service of Process Team Member when submitted information does not 
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match the documents received or required information is missing. Deficiencies must be corrected by 
the submitter. 

Documents Tab 
A section of the service record that lists all documents related to a service request and allows users to 
preview or download files. Required documents are those that will be sent to the defendant. List the 
documents that will be printed on the certificate of service such as Citation and Plaintiffs Original 
Petition.  Do not list documents that you do not want on the certificate. 

Forwarding Details 
A section of the request form where defendant information, submitter details, and certificate-related 
selections are entered. 

Generate Certificate 
An action that allows a submitter to generate or re-generate a certificate once a request has reached 
an accepted status. Payment may be required depending on timing and prior requests. 

Manage Certificates 
A feature available after acceptance that allows submitters to request additional certificate types for a 
service request. Payment may be required depending on timing and prior requests. 

Payment Number 
A unique identifier assigned to a completed payment that allows submitters to view payment details 
and download receipts. 

Plaintiff 
The individual or entity that initiates the legal action and on whose behalf service of process is being 
requested. The plaintiff may be different from the submitter, who is the user creating and managing 
the request in the application. 

Service Number 
A unique number assigned to each service request after submission and payment. This number is 
used to track the request and should be referenced when contacting support. 

Service Record 
The complete record of a service request, including summary details, documents, users, deficiencies, 
and payment information. 

Service Request 
A submission created by a user to request service of process through the Texas Secretary of State 
Service of Process application. 

Service Request Status 
An indicator showing the current stage of a request, such as Submitted, Action Required, or 
Accepted. 
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Submitter 
The individual or organization that creates, submits, and manages a service request in the 
application. The submitter is responsible for entering request information, uploading documents, 
making updates, and completing payment, if applicable. The submitter may be acting on behalf of the 
plaintiff. 

Submitter Is a State Agency 
A designation indicating the submitter is a Texas state agency. When selected, service and certificate 
fees are waived, and the payment step is skipped. 

Submitter Is a Texas Attorney 
A designation indicating the submitter is a licensed Texas attorney. Selecting this option requires entry 
of a valid Texas Bar Card number. 

Unable to Pay 
An option indicating the submitter cannot pay service or certificate fees. When selected, all applicable 
fees are waived and the payment step is skipped. Requires court stamped documentation to be 
mailed in with the defendant copy.  Failure to show proof will result in a deficiency due to 
nonpayment. 

Uneditable Fields 
Fields that cannot be modified after submission, such as state agency designations, inability to pay 
selections, and previously uploaded documents. 

Update Request 
An action that allows a submitter to make changes to a previously submitted request. Certain fields 
may be locked and unavailable for editing. 

Users Tab / Add or Edit Users 
A feature that allows the submitter to grant other registered users access to view or edit a service 
request. 
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