
 

Welcome Screen 
 
Step 1: 
Enter your 5-digit zip code 

 

Get Started 
 
Step 2: 
New users must click “Get 
Started” to set up account.  
 

 

PIN Number 
 
Step 3: 
Enter your pin number 
located on your renewal 
notice. 
Once you have entered 
your pin, click on 
“Continue”  

 

You will get a pop-up. This 
little pop-up must remain 
open throughout the app 
process or your session 
will end. It’s for security 
reasons. 



 

User Agreement 
 
Step 4: 
You will be required to 
review the entire agreement 
before you can proceed. Once 
reviewed and if you agree 
with the terms and condition 
you click on “I Agree” and 
then Next. 
 

 

Tell Us About 
Yourself 
 
Step 5: 
Enter your personal 
information. 
 



 

Gives Us your 
Address 
 
Step 6: 
Enter your current address, 
if different than prior year, 
click “Yes” to the question 
at the bottom to update 
application info.   
 
Clicking Next brings up the 
USPS address verification. 
 

 

Your User Name 
and Password  
 
Step 7: 
You will be prompted to 
choose a user name and 
password 
 
You also will be prompted 
to select a secret question 
and answer and an 
electronic signature. 
 
 



 

You also will be prompted 
to select a secret question 
and answer and an 
electronic signature. 
 

 

 

Confirm Your 
Account Details 
 
Step 8: 
This page is a summary of 
what has been entered. 
You can edit any part by 
clicking on “Edit”. 
 



 

My Account 
 
This is your dashboard.  
When renewing the Action 
column will say “Continue”. 
If you already submitted 
app it will say Modify as it 
does here. 
 
Status will state what is 
going on with the app. 
 
Clicking Continue here will 
take you to the very last 
place you were in the app. 
 
 

 

Clicking on the app id will 
give you the very next 
screen App Status and 
Information. 

 

Clicking on Yes at 
Verification Received will 
give you the document 
archive (second screen) 
 

Continue 



 

Scanned 
Documents 
 
On the dashboard if you 
click “Attach Scanned” 
Documents you will get this 
screen where you can 
attach one by one or in 
bulk. 
 

 

Select Documents 
 
If they click on Bulk they 
will get this screen and be 
able to upload all at the 
same time. 
 



Re-Print Fax Cover 
Sheet 
 
If you forgot to print fax 
cover sheet you can go to 
the Dashboard and click on 
Reprint My Application and 
Forms. This is the screen 
you will see. Click on the 
application ID to get the 
cover sheet. 
 
 

 

It will then take you to this 
screen where  you can 
click on Print Document 
Cover Sheet and it will pop 
up. 
 
 

 


