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• Log in using your email or username. 
• Select My Records. 
• Select the Renew Application link next to the Certificate of Authority record type. 

 

 

 

  



 

To update or remove Carrier Information: 
• Select Edit to make changes or select remove to delete all the information.  

*Note: This is required information. 



• Select Continue to go to the next page. 

 
 
Equipment List is where you can add, edit, and/or delete vehicles. 
 

 
• To add a new vehicle, select Add a Vehicle. Selecting the caret next to Add a Vehicle will allow 

the adding of multiple vehicles at once. 
• To edit or delete vehicles on your account, select the vehicles by marking the box to the left of 

the vehicle. 
• Then select Edit or Delete.  Vehicle details screen will appear. 



 
 

 
 

 
• Select Add to add an attachment. 
• When the File Upload window appears select Add.  
• Select file you want to attach and select continue.  
• Select Continue again to go to the next step in the renewal. 



 
• Proof of Workers Compensation insurance or an exclusion will be required prior to the approval 

of all renewals.  
 
 
Delegate information is where you can select an agent/attorney from your account or manually enter 
someone you would like to delegate. 
 

 
 
 

 
 
 
 
 
 
 
 
 



 
After selecting continue, the next step is to review the renewal information. 

 
• Check the box to agree to the certification and select continue. 
• At any time selecting Save and resume later will allow you to resume the renewal at another 

time. However, incomplete records are deleted seven days after they are opened.  
 

 
 
 
 



 
 
Verify Fees: 

 

 
After Verifying the fees assessed are correct, select Check Out. 
 

• The renewal fee is $50. 
• The Decal fees vary depending on vehicle usage. They will be $50 or $100 per vehicle. 
• If the renewal is submitted after December 1, penalties and late fees may be assessed. 

 

 
 

 
 
 
 
 
 
 
 
 



 
After selecting Checkout, the second time, you will be directed to the CEPAS Credit Card Processing 
Payment Module for Motor Carrier System. 
 

 

 
 
 
 
 
 
 



 
After filling in the required fields, you will receive the Receipt/Record Submittal message.  
 

 
 

Status of Record: 
 

 
 
The status of the renewal will show in the carriers My Records list. 

• Applied – submitted, not reviewed 
• Open – information requested 
• Closed – approved 
• Dismissed – not approved, requested information not received. 
• Withdrawn –filed in error. 

 
 
 
 
 



Once the renewal is approved, the Certificate of Authority record will show an Expiration Date of 
12/31/2021. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 


