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This guide is designed to help individuals navigate the Missouri Secretary of State’s online notary 
system to complete an initial notary registration. This guide does not offer any legal advice. It is 
designed only to help an individual navigate the online notary system.

Please give us a call at 1-866-223-6535 or email us at commissions@sos.mo.gov if you have any
questions about the notary registration process.

To begin, go to http://www.sos.mo.gov/.

At the top, under Business Services, select the option in the menu titled, Notaries & Commissions.
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Click on Register. If you are already registered, click Log in.

Complete the registration information and click Register. Make sure to follow the password 
requirements.
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Prior to beginning the application process, applicants must ensure they meet the general 
qualifications. If the applicant meets the general qualifications, click Go to Step 2.

Click the click here link to continue.
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Review the Missouri Notary Public Handbook. It can be downloaded or viewed online. This process 
can be paused and resumed at any time. When ready, click Go to Step 3.

Begin the Notary training 
course by clicking the Start 
Training Course button.

NOTE: The online training 
course is essentially an exam. 
All answers can be found in the 
Notary Handbook. In order to 
pass, you may have six or fewer 
incorrect answers.

You are only allowed to have 
one training course in progress 
at a time. Your in-progress 
training course will remain 
available for up to 90 days from 
the date that you begin.
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Complete the training course.

Once complete, the results will be shown. If a passing score was achieved, click Go to Step 4.
If a passing score was not achieved, follow the onscreen instructions.
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Click on New Commission.

Make a selection for Resident 
or Non-Resident applicant.

A Resident Applicant is 
someone who lives in Missouri.
A Non-Resident Applicant is 
someone who does not live in 
Missouri and wishes to perform 
notarial acts in the Missouri 
county in which they work.

Click Resident Applicant or 
Non-Resident Applicant.
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Complete the Application. 
The information sections for 
Resident and Non-Resident are 
slightly different.

Answer the qualifying 
questions. The questions vary 
significantly for Resident and 
Non-Resident Applications. If 
the applicant completed the 
online training course form, 
the certificate number will be 
automatically populated. Once 
the questions are answered, 
click Next.

NOTE: Check your information 
for accuracy before proceeding 
to the next step.

When complete, click the blue 
Next button.
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Applicants will be required to submit additional details depending on the answers to certain 
questions. Additional documentation may be required. Comments can be added for each attached 
document prior to uploading. Once all required documents are uploaded, click Continue to 
Signature.

The applicant’s full name will be displayed under Your Full Name. Read the statement and click 
the empty box to place a check. By checking the box, the applicant agrees to the terms outlined in 
the statement and is signing the application. Once the box is checked, click Proceed to Payment.
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If the employer will be making the online payment, select Use Employer Information. If the 
individual applicant will be making the online payment, select Use Your Information. Information 
will automatically populate based on the selection. Once completed, click Pay Now.

Fill out billing information. 
Ensure billing address and 
zip code match those of 
card. Select Next Step: Add 
Payment Method.
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Select a payment method and 
fill out payment information. 
There will be a convenience 
fee assessed. Credit/debit card 
use will be an additional $1.25. 
eCheck will be an additional 
$0.50. Click Next Step: Review 
Payment to proceed.

Review payment. After 
reviewing service terms, 
click the box, agreeing to 
them. Click Make Payment to 
complete transaction.
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Once the payment is processed, the applicant may review the account information.

Two emails will be automatically sent to the registered email address — an invoice and instructions 
detailing next steps. 

If the application is accepted, a commission letter will be mailed to the applicant’s home address. 
This letter will provide details for completing the commissioning process.

If the application is rejected, the letter will provide details on any deficiencies.

If the application is accepted, a receipt for the application transaction will also be emailed to the 
email address provided.

Thank you in your interest in becoming a Missouri Notary Public. Please contact us at 
commissions@sos.mo.gov or toll free at 1-866-223-6535 if you have any questions.


