CARS e-Services ' Anew era begins Business

Michigan Secretary of State — Here to serve you

Vehicles Account
Authentication
and Management




Navigate to the CARS e-Services application and select
the hyperlink titled “Business Login to Manage Vehicles.’
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Select “Sign Up” for an account or login 1f you already have an
existing account. For the purposes of these instructions, the “Sign
Up” feature will be demonstrated.

MiLogin for
Third Party




Enter your profile
information as
prompted.

Create Your Account

Profile Information

Enter your profile information

* Required

*First Name

Middle Initial

@ :

Profile Security Setup
Information

*Last Name

3

Confirmation

Suffix

*Email Address

* Confirm Email Address

By providing an e-mail address, a new PIN can be sent to you to help with resetting a forgotten password.

*Work Phone Number

Mobile Number

help with resetting a forgotten password.

By providing a3 maobile number, a text message can be sent to you to

*Verification Question: Which word from list "carload, exact, assail, portfolio” contains the letter "p"?

[] 1 agree to the terms & conditions.

RESET




Security Setup

Provide user id and password information to complete your profile

* Required

*User ID
(i ]

User ID Guidelines:

= Enter your last name, first inidal, and any 4 numbers with no space between them. For Example: John Smith and
using 9999 as an example for the four digit number, you would enter smithj9999.

= User ID cannot contain space.

*
Password Password Guidelines:

x » Must be at least 8 characters in length
* Must include characters from 3 of the following categories:
© Upper case letters (A-Z)

* Confirm New Password © Lower case lerer (a-2)
© Numbers (0-9)

¢ Spedal characters (13 W@~ _+=2<)
x * Should not be one of the last 3 used passwords

Enter your security S e
setup information
as prompted. *Security Options

To choose your preferred password recovery method(s), please click on the buttons below. Multiple options can be selected.

J <

Y

Mobile

Security
(Text/SMS)

Questions

CREATE ACCOUNT ‘ BACK




If you already received an authorization code via mail, choose “Add
Account Access.” If you do not have a code, choose “Request Code.”

% MiChigan Department of State 505 Home Migov FAQs Contact Us

= Account Access Options Welcome, business1234 B Settings g Log Off

Account Access Options

Access Requests

H Request Code Request an Account Authorization Code

A Add Account Access Enter Your Account Authorization Code to Gain Account Access

After your 1nitial business account paperwork is processed, an access code will be mailed to you.
If you have additional MiLogin accounts that you would like to have access, you will need to
request additional codes from those accounts.



After selecting
“Add Account
Access,” enter the
authorization code
that you received
via mail.

é@ Michigan

= Add Account Access

Department of State

Account Access Options »  Add Account Access

S05Home Mlgov FAQs ContactUs

Welcome, business1234 £} Settings g Log Off

Add Account Access

Authornization Code

Authorization Code
& uUser Information
User ID: business1234
a Enter your account authorization code

Account Authorization Code

Cancel




MiChigan Department of State 50SHome Mlgov FAQs Contact Us

= Add Account Access Welcome, business1234 Q8 Settings  gg Log Off

Account Access Options > Add Account Access

Add Account Access

Authorization Code
Account Info

Account Info

& Logon Information

User ID: business1234

Enter your FEIN D/ Enter your account information
and Zip COde. Enter your FEIN |

*| Required

Enter the account address zip code
*| Required |




Agree to the Access Terms & Conditions to proceed.

% MiChigan Department of State 505 Home Mlgov FAQs ContactUs

= Add Account Access Welcome, business1234 8 Setiings g Log Off

Account Access Options * Add Account Access

Add Account Access

S [
Authorization Code )
Email

Account Info .
Email for Notifications
ACCOUNT INFO

Email

You will be notified via email when new messages are posted to your account(s).

Email Address Confirm Email Address

[testemail@gmail.com | |testemail@gmail.com

G Access Terms Agreement

* ] 1Agree to the Access Terms & Conditions



% MiChigan Department of State SOSHome Mlgov FAQs Contact Us

= Add Account Access Welcome, business1234  §¥ Seitings g Log Off

Account Access Options  *  Add Account Access

Add Account Access

ACCESS
Authorization Code

Usemame : business1234
If the Action - Adding Account Access
Account Type - Business Vehicles

infomlation is E-Mail Address - testemail@gmail.com

correct, select
“Submit.”

s [ oemt

10



This 1s your account springboard, where you can view
and manage all the accounts that are associated to you.
Select “Business Vehicles” to manage that account.

% Michigan Department of State SOSHome Migov FAQs ContactUs
= e-Services Welcome, business1234 B Settings g Log Off
£ Home
& Logon = Alerts ) 1 Want To
Last logged on +/ There are no alerts Reguest Authorization Code
Balance: $0.00
Add Account Access
m Submissions  Correspondence
7 Accounts
E’[ Business Vehicles $0.00

000195421-15
BUSINESS CUSTOMER

123 W MALCOLM X 5T
LANSING MI 48933-2314
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Michigan Department of State SOSHome Migov FAQs ContactUs

= Business Vehicles Welcome, business1234 ¥} Settings g Log Off

%4} Home > Business Vehicles

|’._’[ Account \- Account Alerts El | Want To

BUSINESS CUSTOMER +/ There are no alerts
= ex5555

2 Business Vehicles
00019542115

Balance: $0.00

Under the “VehiCle ACti()nS” Vehicles Submissions  Correspondence

I Want To

Manage Account Access

tab R Select an action from the @ View Transaction History View Transaction History

Renew Multiple Vehiclas

list of hyperlinks to perform
that action.

Renew Single Vehicle

Add Insurance

Add HVUT
E Replace a Plate Replace a Plate
E Replace a Tab Replace a Tab
E Add Recreation Passport Add Recreation Passport
"] Request a Duplicate Title Request a Duplicate Title

-| Request a Duplicate Registration Request a Duplicate Registration
@ Change a Vehicle's Address Change a Vehicle's Address

Renew a Vehicle Not In My List Renew a Vehicle Not In My List
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Action Descriptions

{ul] View Transaction History

View a record of the transactions that have been completed for your business vehicles account.

ERCY

| Renew Multiple Vehicles

Renew multiple vehicle registrations at one time. All eligible vehicles will be selected for renewal,
but you have the option of de-selecting vehicles you do not wish to renew. You will be able to view
renewal fees, add recreation passports, and submit payment via e-check or credit card. The tabs and
registrations will be mailed to the address on file for each vehicle.

g Renew Single Vehicle

Renew a single vehicle registration. You will have the option to add a recreation passport,
update an address for the vehicle, and replace the vehicle’s plate. Pay for the renewal via e-check
or credit card. The new tab and registration will arrive in the mail.

13



Action Descriptions

||;£i:¢| Add Insurance

Add insurance documents for one or more of your vehicles. See slide #17 for a detailed
walkthrough of this action.

Eli| Add HVUT

Add validated Schedule 1 of Form 2290 as proof of payment for one or more of your vehicles. If
the vehicles are exempt from HVUT, documentation must be presented at the branch office. See
slide #23 for a detailed walkthrough of this action.

[ | Replace a Plate

Replace a plate if the current one is rusted, stolen, lost, mutilated, or you would like a new type
of plate. You will be able to select the type of plate you would like as a replacement and/or
update the address. Pay the replacement plate fee via e-check or credit card. The replacement

plate will arrive in the mail.
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Action Descriptions

[ | Replace a Tab

Replace a tab for a single vehicle. You will be able to update the address for the vehicle. Pay the
replacement fee for the new tab via e-check or credit card. The new tab will arrive in the mail.

[ | Add Recreation Passport

Add a recreation passport to a single vehicle that does not already have one. This will replace the
tab for the vehicle. You will be able to update the address for the vehicle. Pay the tab
replacement and recreation passport fees via e-check or credit card. The new tab will arrive in
the mail.

|= | Request a Duplicate Title

Request a duplicate title for a single vehicle if the current title was stolen, lost, or mutilated. Pay
the duplicate title fee via e-check or credit card. The title will be mailed to the address on file for
the vehicle.

15



Action Descriptions

o,

= | Request a Duplicate Registration

Request a duplicate registration for a single vehicle. You will be able to update the address for
the vehicle. Once the action is submitted, you will need to print the registration, as it will not be
mailed to you.

__[{ Change a Vehicle's Address

Change a single vehicle’s address.

%,_J Renew a Vehicle Mot In My List

Renew a vehicle registration not listed within the business vehicle account. You will be able to
renew a single vehicle registration by providing the plate number and last 4 digits of the Vehicle
Identification Number (VIN). Pay for the vehicle renewal via e-check or credit card. The new tab
and registration will be mailed to the address on file.
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Adding Insurance

ds@ MiChigan Department of State SOS Home Migov FAQs ContactUs

S e 1 e Ct th e ¢¢ A d d Insur anC e 2 = Business Vehicles Welcome, business1234 i Setings g Log Off

ﬁHome *  Business Vehicles

hyperlink to add insurance for of rooue Y & e

BUSINESS CUSTOMER +/ There are no alerts Manage Account Access

one or more vehicles.

000195421-15
Balance: $0.00

. . . Vehicles Submissions Correspondence
This action will allow you to

LT'_'] View Transaction History View Transaction History

uplo ad b lanket Or indiVi dual -] Renew Multiple venicies Renew Multiple Vehicles

b ﬁ Renew Single Vehicle Renew Single Vehicle
insurance documents.

Add Insurance Add Insurance

@ Add HVUT Add HVUT

= Replace a Piate Replace a Plate

Proof of insurance is required I

b E| Add Recreation Passport Add Recreation Passport
for online renewal.
Request a Duplicate Title Request a Duplicate Title

?J Request a Duplicate Registration Request a Duplicate Registration
f— Change a Vehicle's Address Change a Venhicle's Address

&] Renew a Vehicle Mot In My List Renew a Vehicle Not In My List
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Adding Insurance

4@ Michigan Department of State SOSHome Migov FAQs

Contact Us

= Business Insurance Submission Welcome, business1234 §¢ Settings g Log Off

ﬁHOI’ﬂE * Business Vehicles * Business Insurance Submission

Business Insurance Upload

Getting Started .
Getting Started
(14 29 : -
Select “Next” to proceed with (4 Pupose
. + Upload venicle insurance documentation. This may be full business insurance, coverage for a group of
the actlon vehicles owned by the business, or a single vehicle policy.
Eligibility ¢/ Required Materials
« N/A « Insurance documentation

Estimated Time to Complete: 10 min

Gz T
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1. Enter the effective date and
expiration date of the insurance
policy you are adding. Type the

date in the field or select the
calendar icon to choose a date.

2. Enter the policy number.

3. Choose “Yes” if your insurance
policy covers all of your business
vehicles. Choose “No” if the policy
covers a single vehicle or only a
portion of the vehicles.

Adding Insurance

Business Insurance Upload

Getting Started )
Insurance Details

Insurance Details

Insurance Details

Effective Date Expiration Date Policy Number

*| Required E *| Required E * Required

Does the insurance certificate cover all vehicles?

* Yes No ‘

=

Note: If you have multiple policies with different effective and
expiration dates, a separate action must be performed for each policy.

19



Adding Insurance

If the insurance policy doesnot
cover all vehicles, select the nsurance  MlwsuRawce
. Geﬂing Started Venicies
VethleS that are Covered by Please indicate all vehicles covered by the uploaded insurance policy form(s). If the VIN you are looking for is not

listed, please email MDOS-Business-Customers@michigan.gov with your FEIN and missing VIN for assistance.

the insurance policy. Vehicles e o
Business Vehicles
If a vehicle is missing from the T T O
liSt, email MDOS-Business- 2014 FORD FLEX STATION WAGON 28-Fep-2021
Customers@Michigan.gov oo e

with your FEIN and missing 2 Rows
VIN for assistance.

If the insurance policy covers

all vehicles, you will not see
this screen.

20



Adding Insurance

Business Insurance Upload

Getting Started
Attachments

Please upload insurance documentation. For expedited processing, PDF format is strongly recommended.
Attachments Attachments
The neXt SCreen allows you to Business Vehicle Insurance * Required Select File

EF The following file types are accepted: .pdf,.bmp,.tiff,.png..jng..jpg..jpeg

upload your insurance
documents. Select the “Select 1
File” hyperlink to upload your
documents.

The file type must be .pdf, .bmp,
tiff, .png, .yng, .jpg, or .Jpeg. .



Adding Insurance

Business Insurance Upload

(surmnce
Getting Started

Insurance Details
Attachments

Summary

Submitted Document - Business Vehicle Insurance

Expiration Date - 10/30/2020

On the next screen, select
“Submit” to submit your
documents for review.
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Select the “Add HVUT”
hyperlink to add IRS form 2290
Heavy Vehicle Use Tax Return

for one or more vehicles.

Michigan Department of State

= Business Vehicles

£} Home > Business Vehicles

Adding HVUT

505 Home Mlgov FAQs Contact Us

Welcome, business1234 ¥ Settings

& Logor

(7 Account

[- Account Alerts

) 1 want To

BUSINESS CUSTOMER

]

2 Business Vehicles
000195421-15

Balance: $0.00

+/ There are no alerts

Vehicle Actions RN Submissions Correspondence

Manage Account Access

| Want To

Tl View Transaction History

Renew Multiple Vehicles
&= Renew Single Venicle

Add Insurance

Add HVUT

[ Repiace a Piate
E| Replace a Tab
[ Ada Recreation Passport

Request a Duplicate Title

-| Request a Duplicate Registration

@ Change a Vehicle's Address

View Transaction History

Renew Multiple Vehicles

Renew Single Vehicle

Add Insurance

Add HVUT

Replace a Plate

Replace a Tab

Add Recreation Passport

Request a Duplicate Title

Request a Duplicate Registration

Change a Vehicle's Address

(] Renew a Venicle Not In My List  Renew a Vehicle Not In My List
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This action will allow you to
upload the HVUT as proof of tax
paid for vehicles with a gross
weight of 55,000 pounds or
more.

Select “Next” to proceed.

Adding HVUT

% Michigan Department of State

= Business HVUT

%} Home > Business Viehicles > Business HVUT

SOSHome Mligov FAQs Contact Us

Welcome, business1234 K% Settings

& Log Off

Business HVUT Upload

o

Getting Started

Getting Started

E/[ Purpose

» Upload Heavy Vehicle Use Tax Form 2290

Eligibility

¢/ Required Materials

o N/A

[©] Estimated Time to Complete: 10 min

« HVUT documentation

24



Adding HVUT

“2290 — Tax Paid” 1s the only Susness VTP

vur
type of Heavy Vehicle Use Tax Fomm Detas

form that can be uploaded T |t e st

online. If you have exemption e
documentation, it must be
presented at a branch office
instead.
Enter the expiration date for the
form you are uploading.

Select “Next” to proceed.

25



Select the “Select File”
hyperlink to upload your Heavy
Vehicle Use Tax Form 2290.

Select “Next” once you have
uploaded your file.

Adding HVUT

Business HVUT Upload

HT
Getling Started
Attachments

Form Details Please upload a Heavy Vehicle Use Tax Form 2290 for all vehicles exceeding 52k pounds. For expedited processing,
PDF format is strongly recommended.
Attachments
Attachments
Heavy Vehicle Use Tax Form 2290 * Required Select File

B The following file types are accepted: pdf,.bmp, 1iff,.png,.jng, jpg..jpeg

The file type must be .pdf, .bmp,
Atiff, .png, .ng, .jpg, or .peg.
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Adding HVUT

Business HVUT Upload
suMMARY
Getting Started
- Submitted Document 2290 - Tax Paid
Form Details
S 111/2021

Expiration Date
Attachments

Summary

Select “Submit” to submit
your uploaded document
for review.

s [ oomt
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