Office of the Minnesota Secretary of State Steve Simon

Official Document Request Form

All government data collected, created, received, maintained or disseminated by a state agency, political subdivision, or
statewide system shall be public unless classified by statute, temporary classification or federal law, as nonpublic or
protected nonpublic, or with respect to data on individuals, as private or confidential.

Note: While certain types of documents may have a statutory requirement that they be filed with the Secretary of State,
this office has no statutory authority to seek out documents that have not been filed.

Date of Request:

Requestor

Needed if documents are to be sent to requestor. Phone:

Name: Email:

Address:
City: State: Zipcode:

Document(s) Requested

Oath Appointment Document Number

Name: Job Title: Year:

Business Trust
Trust Name:

Other (please specify):

Fees (per M.S. 5.12 subdivision 1)

Certified Copies: A copy of the original filing that is stamped with a certification stamp, signed, and dated with the
official Secretary of State stamp (authenticating that the document is provided by our office). ALSO INCLUDES a
certificate with the Secretary of State’s signature and state seal, detailing when the document was registered with

our office. ($8.00 per copy)
$8.00 x =Total $
# of Copies
Plain Copies Only: A copy of the original filing that is stamped with a certification stamp, signed, and dated with the
official Secretary of State stamp (authenticating that the document is provided by our office). ($3.00 per copy)

$3.00 x =Total $
# of Copies

Certificate of Existence Only: Certificate with the Secretary of State’s signature and state seal, detailing when the
document was registered with our office. ($5.00 per copy)

$5.00 x =Total $
# of Copies

Submit Request Form and payment to:
Office of the Minnesota Secretary of State, ATTN: Official Documents, 20 W. 12th Street, Suite 210, St. Paul, MN 55155

Rev. 07/2024



PAYMENT INSTRUCTIONS

1. Payment should be submitted either by a check in the mail to the following address:

a. Official Documents
Office of the Minnesota Secretary of State
20 W 12th Street
Veterans Service Building, Suite 210
St. Paul, MN, 55155

b. If a company has a pre-existing account with the Business Services division, they
can list their payment account ID # on the form above and funds will be
withdrawn upon the order’s fulfillment.

2. Definitions and Payment Options:

a. Certified Copies: A copy of the original filing will be stamped, signed, and dated
with an official Secretary of State stamp, authenticating that the document is
provided by our office. AND a certificate with the Secretary of State’s signature
and seal, detailing when the document was registered with our office.

v Certified Copies: A copy of the original filing that is stamped with a certification stamp, signed, and dated with the
official Secretary of State stamp (authenticating that the document is provided by our office). ALSO INCLUDES a
certificate with the Secretary of State’s signature and state seal, detailing when the document was registered with
our office. (58.00 per copy)

$8.00x 3 =Total$ 24
# of Copies

b. Plain Copies Only: A copy of the original filing will be stamped, signed, and dated
with an official Secretary of State stamp, authenticating that the document is
provided by our office.

Plain Copies Only: A copy of the original filing that is stamped with a certification stamp, signed, and dated with the
official Secretary of State stamp (authenticating that the document is provided by our office). ($3.00 per copy)

$3.00x 3 =Total$ 9
# of Copies

c. Certificate of Existence Only :The certificate (no stamped copies included)

Certificate of Existence Only: Certificate with the Secretary of State's signature and state seal, detailing when the
document was registered with our office. (55.00 per copy)

$5.00x 3 =Total$ 15
# of Copies

Submit Request Form and payment to:
Office of the Minnesota Secretary of State, ATTN: Official Documents, 20 W. 12th Street, Suite 210, St. Paul, MN 55155

Rev. 07/2024
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	CRM Links
	Note: We recommend using Google Chrome when accessing CRM.
	Link to QA CRM (test environment):
	This test environment may be used for training purposes.  It is a simulation of our Production site but does not have current data. 
	https://crmqa.sos.state.mn.us/ProdCrm/main.aspx
	Note: When accessing this test site, make sure to X out of this application once your review is complete to ensure that daily work does not get done in the test environment.
	Link to PROD CRM:
	The link below is to the Production site. Staff should use this site when entering real data and taking real payment.
	https://crm.sos.state.mn.us/ProdCrm/main.aspx
	Contacts for CRM
	If issues are found that prevent users from completing their work, they should report these issues directly to a member of the triage team:
	Erica Thoen Erica.thoen@state.mn.us 
	Theresa Dush Theresa.l.dush@state.mn.us 
	Show Kommareddy show.kommareddy@state.mn.us 
	Features in CRM
	Setting Default – Home Page to Sales Orders
	Return to your CRM Default Page

	The homepage for users in CRM is the ‘My Orders’ screen. If staff click on [Dynamics 365] it will return them to the homepage ‘My Orders’.  If staff are not able to access the ‘My Orders’ page follow the steps below to set the default Home Page.
	 /
	 Click the wheel icon to set your default Home Page
	 Click Options, Set Personal Options window opens
	 Click on General tab 
	 From the dropdown Default Pane select ‘Sales’
	 From the dropdown Default Tab select ‘Orders’ 
	/
	 Click “OK”                         
	Users should click on ‘Dynamics 365’ to return to their default page in CRM.
	Election Products
	Below is a list of all current Election Products with the Product ID and assigned Fee.
	Data List Request Products:
	Fee
	Product ID
	Product Name
	$46.00 
	2709
	Registered Voter Request - Statewide
	$30.00 
	2708
	Registered Voter Request by Jurisdiction
	$46.00
	2703
	Precinct Finder Request - Statewide
	$30.00
	2702
	Precinct Finder Request by Jurisdiction
	$46.00 
	2705
	Polling Place Request - Statewide
	$30.00 
	2704
	Polling Place Request by Jurisdiction
	$46.00 
	2707
	Accepted Absentee Ballot Request - Statewide
	$30.00 
	2706
	Accepted Absentee Ballot Request by Jurisdiction
	$5.00 
	2701
	Election Data Request - Shipping 
	Map Products:
	Fee
	Product ID
	Product Name
	$11.00 
	2700
	Map Order - Large
	$9.00 
	2699
	Map Order - Medium
	$7.00 
	2698
	Map Order - Small
	$3.50 
	2697
	Map Order - Shipping
	Copy Request: 
	Fee
	Product ID
	Product Name
	$8.00 
	1293
	Official Document – Certified Copy
	$3.00 
	1294
	Official Document – Noncertified Copy
	$0 
	2711
	Election Miscellaneous
	Note: the following Election products are no longer used and have been retired as of 8/2018:
	How to Process a Counter Order in CRM (Credit Card)
	Note: Election staff create the Sales Order for Counter orders. Fiscal creates the Sales Order for Mail orders.
	1. Click on “+ NEW” icon in upper left hand corner. New Sales Order screen will appear
	2. In the Customer field, click on magnifying glass
	3. Scroll down the dropdown list, click “Look Up More Records”. Look Up Record window pops up
	4. Search for account by typing the Account Name or Account Number in the Search field:
	a. If an Account already exists, click the Account to check box  / select the account and click on “Add”. Look Up Record window closes and Account Information appears in ‘Customer’ field, continue to step 5
	b. If Account does not exist, click “New”. New Account Window opens:
	 Enter all required information. Note: city cannot be abbreviated
	 Click “Save & Close”. Window closes and Look Up Record displays Account Information. 
	 NOTE: there is a validation when a New Account is created. This validation confirms the City, State and Zip Code information match.  If there is not a match, then a Business Process Error will be received.  If you receive this error confirm you have fully spelt out the City name without any abbreviations. Confirm the State and Zip Code are correct. You may need to confirm with the customer that the information provided is correct.  
	 Click “Add”. Look Up Record window closes, and Account Information appears in ‘Customer’ Field
	5. Select Order Origin from dropdown list ‘Counter’
	6. Click “Save”
	7. Optional: to barcode, click on Image Viewer Tab, click on “Barcode” you will need to print the barcode on the submitted filing / order paper form
	8. Optional: to scan the order in CRM, follow steps for “How to Scan the order request“
	9. Click on Work Item Fee Entry to expand the grid, click on ‘+’ on right hand of screen
	10. Product field – you will be required to add the product:
	a. you may search for the product by clicking on the Magnify Glass; or 
	b. Enter the Product ID number and [Tab] on keyboard; or 
	c. Type in the Product name and select the product
	11. (Optional) Enter Quantity only if more than one request
	12. Click “Save”
	13. Client Reference field, enter any optional information 
	14. Work Item Status field change to “Entry-Complete”
	15. Click “Save & Close”, this will redirect you back to the Order page
	16. Click on Payment Entries to expand the grid, Payment Entries tab opens
	17. Click the “+” sign to the right of the screen to add a new payment
	18. New Payment Entry window pops up
	19. Click into “Payment Type” field and select “Elections Credit Card” 
	20. Enter all required fields. Note: payment reference field is the reference number on the credit card receipt 
	21. Click “Save & Close”. Note: you may receive a validation message asking to “Confirm Payment Type”, click OK if payment information is correct
	22. If the order is complete click “Fulfill Order” on the Order page
	23. To Print the Receipt, click the Image Viewer Tab and click “PackingSlip” 
	How to Process a Mail Order in CRM
	1. Enter the Order Number (barcode number) in “Search for Records” bar on right side and Search
	2. Click on the order number
	3. Follow “How to Scan the order request“ to scan the image order (Optional)
	4. Click on Work Item Fee Entry Tab
	5. Click on ‘+’ on right hand of screen
	6. Product field – you will be required to add the product:
	a. you may search for the product by clicking on the Magnify Glass; or 
	b. Enter the Product ID number and [Tab] on keyboard; or 
	c. Type in the Product name and select the product
	7. (Optional) Enter Quantity only if more than one request
	8. Click “Save”
	9. Client Reference field, enter any optional information 
	10. If all order requirements are met, the order can be Processed. If all requirements have not been met, the order can be Rejected.
	a. If you would like to process the order, update the Work Item Status field change to “Entry-Complete”, click “Save & Close”, this will redirect you back to the Order page
	b. If you would like to reject the order continue to steps ‘How to Reject an Order in CRM’
	11. If you would like to enter shipping information scroll down on the Order page:
	a. Click on the Notes tab 
	b. Click “Enter a note”, type the note
	c. Click “Done”
	12. If order is complete, click “Fulfill Order”
	13. To Print the Receipt, click the Image Viewer Tab and click “PackingSlip” 
	How to Reject an Order in CRM
	1. On the Work Item Fee Entry page, click on Noncompliance Reasons. This will expand the Noncompliance Reasons grid.
	2. Click on ‘+’ on right hand of screen
	3. Noncompliance Reason Type field select the magnifying glass icon and scroll down, click “Look Up More Records”
	4. Select the appropriate Noncompliance Reason to check box the reason, click “Add”
	5. Click “Save & Close”
	6. Change the Work Item Status field to “Rejection-Entered”, click “Save”
	7. Click Image Viewer to expand the grid and confirm the Acknowledgement image is generated
	8. Review and Print the Acknowledgement to confirm the noncompliance reason shows correct. This document is provided back to the customer. 
	9. Go back to the Order page
	10. If you would like to enter shipping information scroll down on the Order page:
	a. Click on the Notes tab 
	b. Click “Enter a note”, type the note
	c. Click “Done”
	11. If order is complete, click “Fulfill Order”
	12. To Print the Receipt, click the Image Viewer Tab and click “PackingSlip” 
	How to Scan the order request
	On the Sales order:
	1. Make sure the scanner is on and not in sleep mode
	2. Click on Image Viewer Tab, click scan
	3. Click “Allow” if pop-up message displays
	4. Click “Scan Document”
	5. Once the document is done scanning click “Save”
	6. Close the window to get back to the order
	How to Search Processed Orders in CRM
	Advanced Finds
	‘WorkItemFeeEntryElectionItems’ (All Election Filings and Orders)


	You may search for an Order in CRM by the Order Id number.  This is also the same number used for the barcode or can be found on the Packing Slip / Receipt. Click the magnifying glass on the Dynamics 365 ribbon and type in the Order Id number. 
	/
	An advanced find can be used to search for an order if you do not have the Order Id.  
	To open an Advanced Find, click on the Advanced Find icon located on the main ribbon. Note: If you need an Advanced Find created or are not able to locate an order, email Erica and Theresa.
	This Advanced Find will search for all Election Filings and Orders (Processed, Rejected and Initialized). 
	 From the dropdown Look for select ‘Work Item Fee Entries’
	 From the dropdown Uses Saved View select ‘WorkItemFeeEntryElectionItems’
	 You may change the “Created On” date 
	 Click “Results”
	 You can export the results to an Excel Work Sheet to filter the results
	 To Export, click “Export Work Item Fee Entries” and select “Static Worksheet”
	Other Items to Keep in Mind While Previewing
	Recently Viewed

	You can click the clock to view your recently viewed work items.
	/
	CRM Dashboard
	CRM Enable Server Message
	Default to CRM Screens

	To access icons, such as Workplace, Sales, etc. user must click on down arrow. 
	/
	Once icon is clicked on, a sub-drop down of items display, such as Queues, Orders, etc.
	/
	You may see this message, ‘Enable Server’ message in the yellow bar shown below. In order to remove the message shown in the yellow bar on the home page, just click on the X. 
	If you have a view on a screen that looks different than what you are accustomed to, check the top of the page to confirm you are on the ‘Information’ page. 
	Example for CRM Account Page when creating a new account:
	/
	CRM Image Viewer
	All images in the Image Viewer will display in “descending order”.  
	Active Sales Order will display as:
	Work Item Fee Entry Rejection will display as:
	Fulfilled Sales Order will display as:
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