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USE FUEL USER EMBLEMS


You will use the user emblem function to apply for your initial emblems; also to request additional emblems during the year, and to update your emblem status for annual renewal.  Logon to the Fuels Tax System, and go to ACCOUNTS > REGISTRATION > REGISTRATION STATUS.  Click “add new record” then select “Application for Use Fuel User Emblems”, click ‘insert’ and close the window.  The application will show up in the list of registrations.  
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The Use Fuel User Emblems are issued for each vehicle reported on your user report.  If you purchase fuel in bulk (placed into your own storage tank) you may not need emblems.  Emblems are used to notify the seller of the fuel (generally in retail situations) that you are licensed by the Fuels Tax Group to remit tax directly to the state, and may purchase use fuel without the tax.  If you do not request emblems, you will generally be charged the tax when purchasing fuel at retail locations.

From the ACCOUNT REGISTRATIONS list, select USE FUEL USER EMBLEMS and click “Enter Supporting Details” to get started.  The supporting details consist of one schedule (INT01) for emblem requests.  Click ‘add new record’ to add a vehicle to your emblem list.
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The information needed to complete this schedule can be found on the vehicle, or on the title or registration for each vehicle.  
Enter the make, VIN, license plate and state, type of fuel (diesel, propane, CNG, LNG) and the weight of the vehicle. 


Add as many records as necessary to list all use fuel powered vehicles owned or operated by this licensee.  You may also list unlicensed vehicles by entering the description or fleet number in place of the license plate.  If you have a large fleet, see the instructions starting on page 3 to use the excel upload method.

Once you have entered all vehicles and equipment that need emblems, return to the account registration list, either by navigating through the menu or clicking on the link in the upper right corner of the schedule window.  
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Select the use fuel user emblem line, and ‘generate registration form’ from the pop-up menu.  
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[image: ]Select the manual entry tab:  indicate the year for the emblems, and the date signed (today).

Click on ‘save and regenerate’ at the bottom of the window and close the form.

You can then return to the account registration list, click on the use fuel emblems, view the emblem request for accuracy, and submit the application for emblems.









If you have a large number of vehicles, you may also submit your emblem request using an excel upload.  Instead of entering the INT01 information manually, you can enter it into an excel template.  If you already have your fleet information in an electronic format, this would simplify the process.

From the Account Registrations screen, select the line for use fuel user emblems, and select “data file upload”.  
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This will bring up a window to access the excel worksheet for vehicle entries.  Click on ‘download template’ in the bottom of the gray portion of the window to access the template.  You can save this template and just update it each year when applying for renewal of emblems.
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The template contains the same vehicle information as the schedule INT01.  The excel format allows you to enter the information in columns rather than going through multiple forms, and you can cut and paste information from other sources.
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When you have completed the entries, save the file in a location you can find easily.  Go back to the ‘data file upload’ window and click on ‘select’, navigate to the file with the emblems, and select that, then click ‘upload’ at the bottom of the window. 

[image: ]

The worksheet will populate the INT01 entries.  Go into the manual entry screen to enter the year, then save and regenerate (detailed on page 2) to view and submit the emblem request.
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