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USE FUEL USER EMBLEM RENEWAL 
 

Use Fuel User Emblems are a certification that allows the licensed Use Fuel User to purchase Use 
Fuel (diesel, CNG, propane) without the state tax. Emblems are issued at the time of licensing but 
need to be renewed each year. The process includes adding, deleting and updating vehicle 
information. 
 
To begin, select the Account tab, then Registration and then Registration Status. 
 

 
 
A screen will appear showing the applications available. A listing for Application for Use Fuel User 
Emblems should already exist for current emblems. To proceed with renewal, click “Add New Record” 
at the top or bottom of the displayed list. 
 

 
 
The following screen will appear: 
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From the Account Type drop-down box, select APEMB – Application for Use Fuel User Emblems. Click 
on the box to Copy Data from the Closest Prior Session to bring in the emblems that are currently 
listed with the Fuels Tax Group. Click “Insert” at the bottom of the window. 
 
A red message will appear at the top of this box and it may then be closed. The emblem application 
is now available with an Update status. Select this line from the Account Registrations screen and 
from the pop-up box select “Enter Supporting Details”. 
 

 
 
This will bring up a list of current vehicles with emblems: 
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From this point you can add vehicles, remove vehicles, or update your vehicle information for the 
coming year. 
  
To add new vehicles to the list, click “Add New Record” and the following entry screen is displayed: 
 

 
 
Complete the vehicle information for each vehicle needing an emblem. A red asterisk indicates a 
required field. When the field has a black triangle on the right side of the box, entry options can be 
selected from the drop down list.   
 
When complete, select the “Insert” button at the bottom of the window. The system will display a 
notice in red at the top of the window that the record was inserted. The fields are blank again and 
another record may entered. Once all vehicles are entered, close this entry screen. 
 
To remove a vehicle from the list or change the information, select the vehicle from the existing list. 
Select “Delete” at the bottom of the screen to delete the vehicle or make changes and select 
“Update”.  
 
When you have completed updating your vehicle listings, click on “Return to Account Registrations” 
in the upper right corner of the window. From the Account Registration page, select the line for the 
emblem update. In the pop-up menu, select “Generate Registration Form” from the list. 
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The following screen appears: 
 

 
 
Select the Form manual Entry tab (second from left) and enter the calendar year for which emblems 
are needed. The date will pre-fill with the current date once the Save & Regenerate button is 
selected. Once selected, the screen may be closed. 
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From the Account Registration page, select the line for the emblem update. In the pop-up menu, 
select “View Registration Form” from the list. 
 
The emblem listing will appear as a PDF file. In most cases, this will open within the online filing 
window, and allow you to view the vehicle listing. If you need to make corrections, you can go back to 
the Supporting Details for individual entries. If everything is listed the way you want it, return to the 
Account Registrations page and select the line for the emblem update. In the pop-up menu, select 
“View/Submit Registration” from the list. The following box appears: 
 

 
 
When you click “Submit”, you will get an electronic confirmation that your emblem request has been 
received. The request is received by the Fuels Tax Group and reviewed. If there are any questions 
about your request, we will contact you. 
 
Once your application has been approved, the status on your Account Registration page will change 
from Update to Approved. Emblems may now be viewed and printed by selecting the line and then 
selecting “View Registration Form” from the pop-up box. Emblems can be printed all at once or page 
by page if needed. 
 
 


