
 

 
   

 

           

 

 
                             

             

 

 
     

       

                 

               

       

             

         

         

         

           

       

                 

         

 

   
                                 

                                

                                      

                     

 

              

                                   
 

Texas Secretary of State 

Notary Guide for Managing Your Commission 

Introduction 
This guide describes how a commissioned state of Texas notary public can manage their commission 
using the SOS Notary Portal self‐service options. 
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Manage Commission 
You must have an SOS Notary Portal account to access the self‐service options for managing your Notary 
Public commission. See Create an SOS Portal Account Guide to learn more about creating or logging 
into your account. To perform any of the functions described in this guide, you must first login to your 
SOS Portal account, and select the Notary tile on the dashboard. 

Request a Replacement Traditional or Online Commission 

If you wish to get a replacement digital certificate commission, you can do so by following the steps 
below. 
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1. Click Manage Commission from the Notary homepage. 

2. At the prompt, What would you like to do?, select the Request a Replacement Traditional 
Commission option, and click Start. 

3. Click Submit to provide payment for the replacement commission fee. 
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4. Click Proceed to Payment to enter your payment details. 

5. Click New to enter a new credit card payment method. 

3 
Revised 1/10/2025 Notary Guide for Managing Your Commission 



 

 

 
                

 

                              

                                     

                                     
 

 

                             

                                   

   

 

 

 

 

6. On the Card Interface screen, enter the required credit card details and click Save. 

NOTE: If you would like to save this credit card to a “Wallet” that stores the information for you 
so that you do not need to rekey it for future use, click the Save for Me checkbox. 

7. The Application Payment screen appears showing your receipt for payment. To download a 
copy of your receipt, go to the My Payments menu option in the upper left dropdown menu that 
says Notary. 

4 
Revised 1/10/2025 Notary Guide for Managing Your Commission 




