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APPLYING FOR A USE FUEL USER LICENSE

WHAT YOU WILL NEED:
e Applicant Name
Valid Email Address
Telephone Number
Company Legal Name
Company Trade Name
Social Security Number (SSN) or Federal Employer Identification Number (FEIN)
Type of Organization (Corporation, LLC, etc.)
Date Organized or Incorporated
State of Registration and State Registry Number
Physical Address
Mailing Address
Records Location
Fuel Storage Locations (including type of fuel and number of gallons)
Storage Locations Maintained in Oregon
Principal Officers/Partners and their addresses
Other State or Federal fuel licenses
Supplier information
Registered Agent or Managing Agent if applicable
Any previous licenses issued to this company
If the business was purchased, the prior owner name and license number
Bond or Security Deposit information

To begin the application process, sign in to the Oregon Fuels Tax System, and select the “Account”
tab. Then select “Registration” and then “Registration Status”. If you currently have other licenses,
you will find a list of them here. Click “Add New Record” located directly under the Account
Registrations tab. From the “Create Account Registration” pop-up window, select “APUFU -
Application for Use Fuel User License” from the Account Type drop-down box.

2 OREGON.GOV

Create Account Regsiration

W Columans | °; Group By | 'Y Filter | 2 Refresh

Effective Dt Obaclete Date T Approved Date. | Approved By

H2ANG

Passed

M Colurmns | T3 Group By | W Filter | 2 Relresh

Hems 1105 of &
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Then click “Insert” at the bottom of the window. From this same window, open the Account Type
drop-down box again and select “BND - Fuel Tax Bond”. Then click “Insert” at the bottom of the
window. The license application and bond application will show as two separate entries in the list of
registrations. To purchase fuel at retail locations without the tax, you may also need Fuels Tax
Emblems. To generate emblems, select “APEMB - Application for Use Fuel User Emblems”. Then
click “Insert” at the bottom of the window and close the window.

When you select the line for the User license application, you will have a pop-up menu with the
choice to:

Enter Supporting Details

Generate Registration Form

View Registration Form (not available until information is entered)

View/Submit Registration

View Certificate (not available until information is entered)

Select “ENTER SUPPORTING DETAILS” to complete the schedules for the application. The screen will
change to the Supporting Details screen (shown below).

(UJREGON.GOV
[roirine | oo | iorame | et | samn |

Nemchik Inc; 863456789 v

Return to Account Registrations

Account Registration - Supporting Details

Please provide the required supporting details for the selected Account Registration form. For the supporting details, the number of required records will vary for each detail record. See the History Log for any error messages relating to the required number
of supporting detail records. Select a supporting detail type to change the grid below. Supporting detail records already provided will display in the grid. Select an existing record or add a new recard to display the details

Supporting Details IISEISE]

Iy Add New Record | INTD1: Storage tanks at time of purchase

I Columns | % Group By | Y Filter | 2 Refresh

Facility ID Facility Name Street Address city County Gallons | Product Code

ADAMS, OR, LO113015F NEMCHIK 1122 SALEM MARION 100,000 | 065

[Py Add New Record 1l Columns | % Group By | Y Filter | 2 Refresh

4- [ Page:| 1| of1 | Go | Page Size: | 1 || change ltem 1 1o 1 of 1

Export as scheduled task - Excel v | | Export

Most schedules are self-explanatory and describe the type of information required. Select the
appropriate schedule from the drop-down box and then click “Add New Record” next to the schedule
description to add that schedule to your application.

NOTE: If you purchased a business with fuel in bulk storage tanks, you must complete Schedule
INTOL. If you already own bulk storage tanks you must complete Schedule INTO4. Schedule INTO5 is
used to list fuel supplier information. If you have multiple tanks, you will complete the INTO1 or
INTO4 for each tank.

When you click “Add New Record”, the pop-up window will appear for that specific schedule. See
below for examples of each schedule.

As you finish each schedule, click “Insert” at the bottom of the window to save the information.
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INTO1: Storage tanks at the time of purchase

Awalara - Schedule Transacton

Schedule Code

Facility 1D v By
Facility Mame

Streel Address

City
County
Gallore *

Praduct Code * v

Inser

Select the facility ID from the drop-down box (enter partial name or address to use the search
function), or list the facility name, address, and county in the appropriate fields.

Enter the gallons in the tank and the Product Code from the drop down list.

INTO4: Storage facilities maintained in Oregon

Avalara - Schedule Transacbon X

Schedule Code

Facility 1D r B
Facility Type v
Facdity Narme

Sireet Address

City

County

Capacity *

Product Code * v

Insert

Select the facility ID from the drop-down box (enter partial name or address to use the search
function), or list the facility name, address, and county in the appropriate fields.

Enter the tank capacity in gallons and the Product Code from the drop-down list. Actions may be
repeated for multiple entries before closing window.
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INTO5: Suppliers from whom you purchase motor fuels and exchange partners (required)

Avalara - Schedule Transaction r.'

Schedule Code

Name *

Terminal »
Streel Address

City

State/Province v

Product Code * L4

Insert

Enter the supplier's name in the first field.

If the supplier is a terminal, select it from the drop down box. Otherwise, enter the address, city, and
state in the applicable fields. These three fields are critical fields if a Terminal is not entered.

Select the Product Code from the drop down box. Actions may be repeated for multiple entries before
closing window.

When the schedule entries are completed, click “Return to Account Registrations” in the upper right
corner to return to Account Registrations, or navigate using the menu options.

Welcome demoinc_admin | Help | Sign Out

b - '.z-.-J

D

Account Registration - Supporting Details

or v I Columns | '-: Group By | Y Filter | 2 Refresh

ress City State/Province Product Code
E10

Columns | '« Group By | 'Y Filter | 2 Refresh
. P BY

Page: | 1 |of 1 | Go | Page Size: | q || Change Item 1to 1 0f 1
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Select the User license application. From the pop-up box, select “Generate Registration Form” to
bring up the registration details screen.

OREGON.GOV

Account Registrations [lISSSS

Account Registrations

I3 Add New Record | All Registration Forms v
Company Name Description

Nemehik Inc Application for Use Fuel Seller License

I Add New Record

R - B

Export as scheduled task - Excel v Export

Registration Type

Initial

Nemehik Inc Applicatien for Motor Vehicle Fuel Del  Enter Supporting Details: Initial
Memchi Inc Application for Registered Bulk Distit ~ Generate Registration Form | Intial
Nemehik Inc Application for Use Fuel Seler Licens  View Registration Form [ Upoate
Nemchik Inc Application fer Terminal Operator | View/Submit Registration | inital
Nemehik Inc Application for Use Fuel Seler Licens [ Upoate
Nemchik Inc Application for Use Fuel User UCGHSE: Data File Upload Update
Nemehik Inc Application for Moter Vehicle Fuel De Update

Registration Status Effective Date

112015

Obsolete Date

Approved 4124/2015

Approved 1112015
Application Available 412112015
Approved 1112015
Approved 112015
Applieation Available 5712015
Application Available 6/812015
Applieation Available 100672015

Page: | 1 |of 1 | Go | Page Size:| g || Change

Il Columns | %= Group By | Y Filter | 2Refresh

Form Status Approved Date | Approved By

Warnings 682015 nemchik_ate

Warnings 5/712015 nemchik_ate
Passed 5/712015 nemchik_ate
Passed 4/30i2015 nemchik_ate

1N Columns | 2 Group By | Y Fiter | 2Refresh

Items 10 90f 9

Select the Form Manual Entry tab and fill in the information on the screens.

1 - Type of Ownership -
Indicate the type of ownership
from the drop-down boxes.

Select “Quarterly” filing
frequency unless you are
relicensing and qualify for
annual or monthly reporting.

If you are married and the sole
proprietor of your business, you
can list your spouse’s name and
social security number to add
them to the account.

Select the primary contact and
reporting contact from the drop
down boxes.

You can advance to the next
screen by clicking the number in
the bubble at the top of the

Registration Details

Country: USA

Taxpayer Type: APUFU
Start Period: 3/26/2015

Type of Ownership

Country of Organization/incorporation

Date Organized/Incorporated

Name of Spouse

Primary Contact

Jurisdiction: OR
Terminal Code:

Segquence: ORIGINAL

Form Settings | History Log H Supporting Documents

Filing Frequency

SSN of Spouse

Reporting Contact

State of Organization/Incorporation

State Registry Number

Save & Regenerate

window, or by using the arrow keys at the bottom of the window. Click “Save” at any time to save

your work in process.
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2 - Primary Location of Records
and Oregon Secretary of State
registration information.

Enter the location where the
business records are kept, or

Registration Details

Country: USA
Taxpayer Type: APUFS
Start Period: 4/30/2015

Jurisdiction: OR
Terminal Code:
Sequence: ORIGINAL

Form Settings History Log H Supparting Documents

®

click “Use Physical Address” if
the records location is the same
as your primary business

Primary Location of Records

Use Physical Address

Street Address Country
location. A county is required. United Siates .
Gty StateProvince Postal Code County
Sedect a Junsdichion v

If registered with the Oregon
Secretary of State, check the
box at the bottom and enter the
date that you began doing
business in Oregon and your
business registration number.

Check bex if you are registered with the Corporation Division of the Secretary of State

3 - Other state business
registry (when applicable), and
managing agent information

! Registration Details =

Country: LISA
Taxpayer Type: APUFS
Start Penod. 473072015

Junsdictson: OR
Terminad Code.
Sequence. ORIGINAL

If your company is based
@ outside Oregon, please list the
registered agent for Oregon.

Hestary Log Supporting Documents |

If business is based in another state, list name, address, telephone number and fax number of Oregon’s registered agent

Reqistered Agent Name Phone Fax .
If you have a managing agent
Street Address or PO Box Country f0r yOU r Com pa ny, I |St that
United States v person’s name and contact
City State/Province Postal Code information in th iS screen
Select a Jurisdiction v a ISO.
Provide the name of the managing agent of this entity (if applicable)
Managing Agent Name Title
Street Address Cauntry
United States v
City State/Province Postal Code
Select a Jurisdiction b4
£ Save >

Save & Regenerate
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4 - Officer/member information [ =smooems
- For any question where the
. ‘ , Country: USA
answer is ‘yes’ check the box, Taxpayer Type: APUFL
. . . Start Period: 3/26/2015
and it will open an explanation

bOX Form Settings ‘ History Log || Supporting Documents ‘

DBA.

Jurisdiction: OR
Terminal Code:
Sequence: ORIGINAL

Check box if the corporation, LLC, LLP, LP, partnership or any officers, members, controlling shareholders of the corporation

or owners of the business been convicted of any felony or misdemeanor involving motor fuel.

Check box if the corporation, LLC, LLP, LP, partnership or proprietorship now or in the past conducted any business using a

Check box if the corporation, LLC, LLP, LP, partnership or proprietorship own any property in Oregon.

I Registration Details

Country: USA Jurisdiction: OR
Taxpayer Type: APUFS Terminal Gade

| Start Penod: 43072015 Sequence: ORIGINAL

History Log || Supporting Documents |

List any previous Oregon Use Fuel Seller licenses issued to this applicant

If the business was acquired, from whom was it acquired? Date of purchase
Applicant Name Date Signed

| Select a Taxpayer Contact

Mame and Title of Official with Authority to Sign Date Signed By Official Holding Proper Authority

< Save

Save & Regenerale

Save & Regenerate

5 - Previous license information and
Applicant name/signature authority
and date signed (today)

List any previous Seller licenses held
by this company and who the
business was acquired from (if
applicable).

Select the applicant name from the
drop down box and type it in for the
‘name and title’ box below. The date
signed will auto-fill with the date the
application is submitted.

Click “Save & Regenerate” at the
bottom of the window. If you have any
errors or omissions, you will receive
an error notice. Correct the errors and
regenerate the application.

Return to the “Account Registrations” screen and refresh in the upper right corner to update the
view. The “Form Status” column will change to either “Passed” or “Warnings”. Click on the license
application and select “View Registration Form” from the pop-up box. Review the PDF of the form

and confirm the entries are correct.
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iOREGON;GOV
‘e TSR

I R - —

Account Registrations.

Account Regairations | | m—

By Add New Record | All Registration Forms - M Columns | Ts Group & ¥ Fites | 2 Refresh )

Company Name Descriphon Registation Typ Fegrtration Sty Effectve Diate | Obsclete Date | Foom Stat Approved Date | Approved By

Application fo Lise Fuel Sefier Licerae

Enter Supporting Details .
Yetia's Fuel Tax Band i) Application Available H

Generate Registrabon Foem

M Cobumns | *2 Gooup By | T Fiter | 2 Refesh

B3 Akt New Ricord
\iew Regstration Form |

- e - .| - tage:| 1 [of1| Go | PageSizm:| 2 || change hemns 1162 of 2
View'Submt Regestrabon |

Export as scheduled task - Excel v || Export Data File Upioad

Print the signature page of the application, sign and notarize it and attach it to the application before
submitting to the Department.

To attach documents, return to the “Account Registrations” page, select your application, and select
“Generate Registration Form” from the pop-up box.

Go to the Supporting Documents tab and select “Add New Record”. The Signature Page Documents
screen is displayed.

Registration Details *
Country: USA Jurisdiction: OR
Taxpayer Type: APDLR Terminal Code:
Stant Period: 2/25/2015 Sequence: DRIGINAL

Form Settings | Farm Manual Entry || Hestory Log Supporting Documents

Py Add New Record Y Filter | = Refresh
I. ove I u'\u
Description Document Type Oirder Format Type Uploaded By Uploaded Date | File Lp Do
Document Type Signature Page Documents v

Descnption
Supparting Dacument Select
®@ ®

Mo records to desplay

Py Add Mew Record Y Filter |  Refresh

L] -n LR Page: | 1 of1 Go|PageSee: 5 | Change Iteern O to 0 of O

Save & Regenerate

To attach the signature file, scan and save the signed form to a file folder where it can be accessed
easily. Click the “Select” box and navigate to the signature document you scanned and saved earlier.

The file name will show up in the supporting documents box. Click the checkmark in the small circle
on the left to save the file to be uploaded with the application.
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If you have more than one document to attach, click “Add New Record” and repeat the process to
attach another document.

Click “Save & Regenerate” and close the window. You are ready to file your application.

Select the license application and select “View/Submit Registration” from the pop-up box. Click the
check box to agree to the conditions of the submittal, and click “Submit”. This will send your license
application request to the Fuels Tax Group for review.

Account Registration Details X
Registration Details
Registration Status:
Account Type
Company Name:
Registration Type:
Effective Date

Obsolete Date

Electronic Acknowledgement

By checking the agreement and pressing "Submit’, | acknowledge that this submission is treated as an
official submittal to the State of Oregon. Submitting this account registration shall constitute the
signature of the submitter as if the account registration were actually signed.

o agree to the conditions of this submittal

Submit

You will receive an acknowledgement of your submission with our contact information.

Account Registration Details X

The administrator for the Orgeon Fuels Tax System (FTS) has received your registration and will review
your request. A message will be sent to the company contact to indicate if the form has been approved or
rejected

If you have any questions about your registration status, please contact the Oregon Department of
Transportation

Fuels Tax Group, MS 21
355 Capitol St NE
Salem, OR 97301-3871

Telephone: 503-378-8150
eMail: ODOTFuelsTax@odot state or.us

When your license is approved, you will receive an email which details the effective date of your
license, the license number, and a link to the reporting system.

User Licensing REV 10-15 9
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When you close the electronic notification window, you will see the status of your license application

has changed to “Requested”.

i%% EGON.GOV
[ tome | taxrimg | chiog | wonwenance | pccount | admn |

I Demo Inc. 026438367

m e |

Account Registrations

P Add New Recond | A1 Registration Forms:

Company Name Descrption

Dema inc Apphcation for EthanalBiodiessd Producer License Irtial
Boma inc Apghication for Regritered Bulc Distributor intal
Dema inc Apghcation for Use Fued User License Irutial
Dema inc Apghcation for Use Fuet User Emblems Initial

M Cobumas | '+ Gioup By | W Fiter | 2 Rebesh
Efipctve Date | Obsolete Oate. | Form Stale

tegisatinn 52 Approved Date | Approved By
Approved 1S 4

Passed mcehel_ate

Approved Passod micclel_ate

Apphcation Available

Apgication Avaitatile 5 Faed

Dema inc

Y Ackd New Retord

aEl ' B

Export as scheduled task - Excel v Eport

Page: | (of 1 Go | PageSee g | Change

Wamings B0205 mecled_ate
I Cournns | 2 Group By | W Fiter | 2 Retesh

herns 1406 ol 6 |

COMPLETING THE BOND APPLICATION

From the “Account Registrations” screen, select the Fuel Tax Bond line. From the pop-up box, select
“Generate Registration Form”. This will bring up the registration details screen.

& OREGON.GOV
I T T R R R

| == Demo; s78523813

Account Registrations

Account Registrations  JESTe

B Add New Record - A3 Registration Forme o I8 Columns | *; Growo By |'F Filtes | 2 Ralresh
Company Name Descrpon Efiective Date | Obsolete Date Appeoved Oate | Approved By

WEB Demo Appication for Molor Vehitle Fuef Dealer Licenss Iniial B

WEB Demo Fuel Tax Bond

1Py Add New Recom

W - n v m View/Submit Registration

Export as scheduied task - Excel ¥| | Export

Apgikcation Availabie
Genoeate Registration Form

of1 | Go | PageSze: 7 | Change

Wi Columns | *; Group By | 'Y Filter | 2 Refresh

Hems 102002

User Licensing REV 10-15
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Select the “Form Manual Entry” tab and complete the bond information.

| Regiswaion Detais -~ Screen 1 - enter your Type of
e e Ownership, the bond number,
| Sarret s i N effective date, and amount of the
bond (available on the documents
from your insurance company).

Form Settings | [GERURYECRSNN | |coo, | oo | Supporting Documents

| ®
T e~ Surety information is the company
: issuing the bond.

Bond Number Bond Effective Date Bond Amount

Surety Information

Mame

Address Line Country
United States v

City Postal Code

Save >

Save & Regenerate

Screen 2 - Enter witness names. PR, T

When these screens are complete, click
“Save & Regenerate” and close this
window.

Prncipal Witness Name (1} Principal Witness Name (2]

Any errors will be displayed on the
screen.

Once the form generation is complete,
you can view the bond form, print, and
scan it along with the bond from the
surety company.

To view the document, return to the
“Account Registrations” screen. If the
Form Status column for the record is
blank, select “Refresh” to the right of the
screen. When the column changes to
“Warnings”, select the Fuel Tax Bond line
and then select “View Registration Form” from the pop-up box.

Print this form and have the witnesses sign the document. Scan the document and save it in a place
on your computer that can easily be retrieved later.

From the “Account Registrations” screen, select Fuel Tax Bond then select “Generate Registration
Form”.

User Licensing REV 10-15 11
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Select the “Supporting Documents” tab.

Click “Add New Record”. The

Application/Account Registration
Documents type is displayed. Click |
“Select” and browse for the '

| Registatian Detass

Country. USA
Taxpayer Typa: BNG
Start Period 11215

document. |
. . . | Deseription Dacument Type Cuoer Format Type
The file name will show up in the o ecords o aspay
supporting documents box. Click the o ““’;
W o4 eiH Page: | | o1 | Go

checkmark in the small circle on the |

Jursdiction: OR
Tamingi Coos
Soguence. ORIGINAL

Supparting Documents

T Fitter | 2 Refresh

Upkaaded By Uiploaded Dute

F Fitet | 2 Roetresh

PagoSiza | & || Change gm0 1o 0ot

left to save the file to be uploaded
with the application.

Account Registration Details
Registration Details
Registration Status
Account Type:
Company Name:
Registration Type
Effective Date

Obsolete Date

Electronic Acknowledgement

Save & Fegenerals

1 X

By checking the agreement and pressing "Submit’, | acknowledge that this submission is treated as an
official submittal to the State of Oregon. Submitting this account registration shall constitute the

signature of the submitter as if the account registration were actually signed

B agree to the conditions of this submittal

Submit

From the “Account
Registrations” screen, select
the Fuel Tax Bond application
and then select
“View/Submit Registration”
from the pop-up box. Click
the check box to agree to the
conditions of the submittal,
and click “Submit”. This will
send your license application
request to the Fuels Tax
Group for review.

User Licensing REV 10-15
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You will receive an acknowledgement of your submission with our contact information.

Account Registration Details X

The administrator for the Orgeon Fuels Tax System (FTS) has received your registration and will review
your request. A message will be sent to the company contact to indicate if the form has been approved or

rejected

If you have any questions about your registration status, please contact the Oregon Department of
Transportation.

Fuels Tax Group, MS 21
355 Capitol St NE
Salem, OR 97301-3871

Telephone: 503-378-8150
eMail: ODOTFuelsTax@odot state.or.us

When your application is approved, you will receive an email which details the effective date of your
license, the license number, and a link to the reporting system.

When you close the electronic notification window, you will see the status of your application has
changed to “Requested”.

FUELS TAX DEPOSIT/SECURITY IN LIEU OF BOND

You may choose to post a deposit or security in lieu of a surety bond. This application is found in the
same area as the Fuel Tax Bond. Select “BNDSD - Deposit/Security in Lieu of Bond” when you “Add
New Record” from the “Account Registrations” screen.

iQ&EQ.QN;QQV
o

[ ome ] i | g | momeowes | mcowm ] s |

e '_

Account Registrations

Description

B M Vbl Fasail Db | b st It

CouT Regsiraton

Py Acd New Record

Expnt 38 SChacuind Lk -

User Licensing
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Once you select and insert the Deposit/Security option, click on that line and select “Generate
Registration Form” from the pop-up box.

Registaton Defas < Select the “Form Manual Entry” tab
P—— and complete the necessary
e ti o e information.
Screen 1 - Enter the bond amount and
@ the cash deposit amount. These two
e figures will be the same when
Cash Dopost Amount submitting a check, but the deposit
s00 amount may be higher if a security is
peserinton of Securty . used that is worth more than the
Document  Account Rumber required bond amount.
Matunty Date Purchase ate Select the type of security from the
R drop down menu (certificate of deposit,
o certified check, letter of assignment)

and include the document number,
maturity date, and purchase date.

Save >

Save & Regenerate

Screen 2 - Enter the

. . . . Registration Detsils )
depositor/Assigner information
including the company name, legal S i
representative, date of deposit or St Pesod: 772012 Sequence: ORIGINAL
assignment, and the address. Fom setings | |EETIEMEISRAY [ istory Log || Supporing Docmenss
N
\2)
Depositor | Assignor Information
Compary Name Legsl Representstive
Title Date of Deposit / Assignment
Address Couniry
United States A
City State Postsl Code
Select a Jurisdiction A
< Save >

Save & Regenerate

©2015 Avalara

User Licensing REV 10-15 14
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m—— .| Screen 3 - For cash deposits, enter the
o o e Department of Treasury, Salem OR as the
e e Security Holder.

= For other securities, enter the name of the
~ company holding the certificate or other
ot S investment, the contact person and the
date the security was deposited.
Secrty e ]
haress Courisy When your entries are completed, click
- — o § “Save & Regenerate” at the bottom of the
R —— data entry window to save your
information and generate the form.
Any errors will be displayed on the screen.

< Seve

Save & Regenerste

©2015 Avslars

Once the form generation is complete, print the form, and sign and notarize the document. Scan the
form as you did with other application documents.

To view the document, return to the “Account Registrations” screen. If the Form Status column for
the record is blank, select “Refresh” to the right of the screen. When the column changes to
“Warnings”, select the Deposit/Security line and then select “View Registration Form” from the pop-
up box. The document can be printed from this screen.

i
OREGON.GOV

Account Registrations

Py Add MNew Record | ANl Registrstion Forms v
Company Mame Description Registration Type Registration|
WEE Demo Application for Motor VVehicla Fuel Dealer Licanse nitial Approved
WEE Demao Fuel Tax Bond nitial Application
T e ———
Generate Registration Form
®§ Add New Record
View Registration Form
all I il s ViewiSubmit Registation Page Size: | 3
Export a5 scheduled task - Excel v Export

Once scanned, the Deposit Application is ready to be filed. From the Account Registrations screen,
select the Deposit/Security line and then select “Generate Registration Form” from the pop-up box.

User Licensing REV 10-15 15
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Select the “Supporting Documents” tab.

Click “Add New Record”. The

Application/Account Registration
Documents type is displayed. Click |
“Select” and browse for the '

| Registatian Detass

Country. USA
Taxpayer Typa: BNG
Start Period 11215

document. |
. . . | Deseription Dacument Type Cuoer Format Type
The file name will show up in the o ecords o aspay
supporting documents box. Click the o ““’;
W o4 eiH Page: | | o1 | Go

checkmark in the small circle on the |

Jursdiction: OR
Tamingi Coos
Soguence. ORIGINAL

Supparting Documents

T Fitter | 2 Refresh

Upkaaded By Uiploaded Dute

F Fitet | 2 Roetresh

PagoSiza | & || Change gm0 1o 0ot

left to save the file to be uploaded
with the application.

Account Registration Details
Registration Details
Registration Status
Account Type:
Company Name:
Registration Type
Effective Date

Obsolete Date

Electronic Acknowledgement

Save & Fegenerals

1 X

By checking the agreement and pressing "Submit’, | acknowledge that this submission is treated as an
official submittal to the State of Oregon. Submitting this account registration shall constitute the

signature of the submitter as if the account registration were actually signed

B agree to the conditions of this submittal

Submit

From the “Account
Registrations” screen, select
the Deposit/Security
application and then select
“View/Submit Registration”
from the pop-up box. Click
the check box to agree to the
conditions of the submittal,
and click “Submit”. This will
send your license application
request to the Fuels Tax
Group for review.

User Licensing REV 10-15
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You will receive an acknowledgement of your submission with our contact information.

Account Registration Details X

The administrator for the Orgeon Fuels Tax System (FTS) has received your registration and will review

your request. A message will be sent to the company contact to indicate if the form has been approved or
rejected

If you have any questions about your registration status, please contact the Oregon Department of
Transportation.

Fuels Tax Group, MS 21
355 Capitol St NE
Salem, OR 97301-3871

Telephone: 503-378-8150
eMail: ODOTFuelsTax@odot state.or.us

When your application is approved, you will receive an email which details the effective date of your
license, the license number, and a link to the reporting system.

When you close the electronic notification window, you will see the status of your application has
changed to “Requested”.

USE FUEL USER EMBLEMS (LICENSE MUST BE APPROVED BEFORE SUBMITTING EMBLEM REQUEST)

Use Fuel User Emblems are issued for each vehicle reported on your Use Fuel User tax report.
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” screen, click “Add New Record” located directly under the Account
Registrations tab. From the “Create Account Registration” pop-up window, select the “Application for
Use Fuel User Emblems” line from the Account Type drop-down box.
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OREGON.GOV
[_tome ]| raxriing ] efiing ] vaintenance ] audt Phovo: Pl Sz

Red Barchetta Inc; 999999999

Account Registrations

Account Registration: Exports Create Account Registration P
———

I3 Add New Record | All Registration Forms M

Company Name v
ST T LEHILIT 1 Account Type: APBKD - Application for Registered Bulk Distributor v Eﬂlm 02D || At
Red Barchetta Inc Application for Motor Vehicle Fuel Dealer Lice Registration Type: APBKD - Application for Registered Bulk Distrioutor = | Warnings
Red Barchetta Inc Fuel Tax Bond APCAR - Application for Carrier License Warnings
Red Barchefta Inc Deposit/ Security in Lisu of Bond APDLR - Application for Motor Vehicle Fuel Dealer License Warnings

APEMB - Application for Use Fuel User Emblems r

3
AIERETREEET APPRO - Application for Ethanol/Biodiesel Producer License

] < n .| | APRDG - Application for Road Usage Charge
{ APTOR - Application for Terminal Operator L
Export as scheduled task - Excel ¥ | | Export APUFS - Application for Use Fuel Seller License

APUFU - Application for Use Fuel User License

BND - Fuel Tax Bond

BNDSD - Deposit / Security in Lieu of Bond =
CNDLR - Dealer License Cancellation Request

CNLUFS - Seller | icense Cancellatinon Reauest j

Then click “Insert” at the bottom of the window and close the window.

When you select the line for the User license application, you will have a pop-up menu with the
choice to:

Enter Supporting Details

Generate Registration Form

View Registration Form (not available until information is entered)

View/Submit Registration

View Certificate (not available until information is entered)

Data File Upload

Select “ENTER SUPPORTING DETAILS” to complete the schedules for the application. The screen will
change to the Supporting Details screen (shown below).

Welcome redbarchettaing_admin | Help | Sign Out

:

Red Barchetia Inc; 999999399

Account Registration - Supporting Details

Please provide the required supporting details for the selected Account Regisiration form. For the supporting details, the number of required records will vary for each detail record. See the History Log for any error messages relating to the reguired number
of supporting detail records. Select a supporting detail type to change ihe grid below. Supporting detail records already provided will display in the grid. Select an existing record or add a new record fo display the details.

Supporting Details [[=AeehS

3 Add New Record | INTQ1: Emblems v Ml Columns | %z Group By | Y Filter | 2 Refresh
Venhicle Make/Description Vehicle ID Number (VIN) License State Plate Number Fuel Type Combined Weight

No records retumed.
[P Add New Record Ml Columns | %z Group By | 'Y Filter | 2 Refresh
|« n Y Page:| 1 |of1 | Go | Page Size' | 79 || Change ltem 010 0 of 0

Export as scheduled task - Excel v | | Export
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The supporting details consist of one schedule (INTO1) for emblem requests. Click “Add New
Record” to add a vehicle to your emblem list. The following pop-up window appears:

Awvalara - Schedube Transaction b 4

Schadule Code
Vehicke MakeDescripton

Wiehicle 1D Mumiss (WIN)

License State v
Plate Mumber
Fuel Type ¥

Combined Weight

Insert

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.

As you finish each vehicle, click “Insert” at the bottom of the window to save the information.

Continue to 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.

Once you have entered all vehicles and equipment that need emblems, close the window and return
to the “Account Registrations” list, either by navigating through the menu or clicking on the link in the
upper right corner of the schedule window.

iOREGON.GO\/
| vome | texring | ering | weintenance | ccowt | admin |

| 3

. T g
Retum to Account Registrations ’
=

Account Registration - Supporting Details

Supporting Deteils [

Py Add New Record | INTO1: Emblems - M Coiumns| Ty Group By | Y Filter| 2 Refresh

Vehicke Make/Description Vehicke 1D Number (VIN) License State Plate Number Fuel Type Combined Weight
2000 Dodge DOVIN1234VE758 Usa _OR T 443 DIESEL 5,000

F3 Add New Record Wl Cofurmns | T+ Group By | ¥ Fiter | 2 Refresh
B - BE Page: | 1| of1 | Go | Page Size: | 1 || Change leem 1t 1 of 1

Export as scheduled task - Excel v | | Export

Select the “Application for Use Fuel User Emblems” line and select “Generate Registration Form”
from the pop-up menu.
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ORECON.GOV

Account Registration

=]
Py Add Mew Record | Al Registration Forms v
Company Name Description Registration Type Regis
Demo Inc Application for Ethanol/Biodiese! Producer License Initial Appro|
Demo Inc Application for Registered Bulk Distributor Initissl Appro
Demo Inc Application for Use Fuel User License Initisl Applic:
Demo Inc Application for Use Fuel Seller License Initial Reque
Demo Inc Application for Motor Vehicke Fuel Desler License Initizl Appro|
Py Add New Record Enter Supporting Details
(Generste Registration Form [

o -n v | w Page:| 1 |of1 | Go | Page Six

Export as scheduled task - Excel v Export \iewr'Submit Registration

Data File Uploed

On the Registration Details pop-up screen, select the “Form Manual Entry” tab and indicate the year
for the emblems, and the date signed (defaults to today).

Feremrmaaes < Click on “Save & Regenerate”
at the bottom of the window
Country- USA Jurisdiction: OR
Taxpayer Type: APEMB Terminal Code: and C|OS€ the fOI’m.
Start Period: 7/8/2015 Sequence: ORIGINAL
| History Log || Supporting Documents YOU Can then return tO the
D Account Registration list,
~ click on the “Application for
b L Use Fuel User Emblems”,

Date signed by applicant

view the emblem request for
accuracy, and submit the
application for emblems.

Save

Save & Regensrate

If you have a large number of vehicles, you may also submit your emblem request using a Microsoft
Excel template upload. Instead of entering the INTO1 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 “Application for Use Fuel User Emblems” line
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and select “Data File Upload” from the pop-up box.

iOREGON.G_OV
—_—

I Demo Inc; 020438257

Account Registrations

Account Registrations Exports

Py Add New Record | All Registration Forms v

‘Company Name Description Registration Type Registration St

Demao Inc Application for Ethanol/Biodiesel Preducer License Initial Approved

Demo Inc Application for Registered Bulk Distributor Initil Approved

Demo Inc Application for Use Fuel User License Initial Application Ay

Dermo Inc Application for Usa Fuel Seller Licanse Initizl Requested

Demao Inc Apolication for Mator Wehicke Fusl Desler License Initi=l Approved
T rao ot

Py Add Mew Recard Enéer Supporting Details

| Generate Registration Form
TR R Page:| 1 |of 1 | Go | Page Size:| g ||
View Registration Form
Export as scheduled task - Excel v Export ViewSubmit Regisirstion

Diata File Upload

This will bring up a window to access the Excel worksheet for vehicle entries.

Awslars - Data File Uplosd x

Please upload your data file. The data file will be exiracted and validated as part of the data file immport process.
Mote: This process allows for an uplosd of up to 1000 records. Larger uploads showld be performed from the Dashibosrd or
Schedule Transaction Impaorter toaol.

Data File: Select

Download template

Upload

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.

The template contains the same vehicle information as the schedule INTO1. 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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i ORAPEMB_20150101_ Transaction. Template s & WHerosoft Excel T —
Home | Inset  Pagelayout  Formulas  Data  Review  View  Adddns
o _ )
& Cut Calibri u A === ® | Siwepted Text - ﬂ ﬁjﬁ Normal Bad Good Neutra
53 Copy - 3]
Pavste . BZU-|i- & A- =[S|=|EE| Evergeacenter- | § - % 1 | 8% FC::"dal&innr;alv a:?;rg‘aet_ ‘CE culation |H | expianatory... |Input
Clipboard Fl Font rl Alignment Fl Number Fl Styles
FEEEE
Al - fe| ScheduleCode

A B c D E F G H [}
1 ScheduleCode " InvoiceDate v emblem_number v | fuel_type v license_tag_number |+ license_tag_state| v| wehicle_id_number|~ |  vehicle_make v  vehicle_weight +

B v
iz © 2015 Avalara, Inc. All rights reserved.
Complete each column as follows:
ScheduleCode INTO1
InvoiceDate (leave blank)
emblem_number (leave blank)
fuel_type Diesel, CNG, LNG or Propane
license_tag_number vehicle plate number or equipment identifier
license_tag_state state that issued plate or “Oregon” for equipment
vehicle_id_number VIN from vehicle or equipment number
vehicle_make make of vehicle or equipment
vehicle_weight weight of vehicle or equipment

When you have completed the entries, save the file in a location you can find easily. Return to the
“Account Registrations” screen and select the Emblem Application line. Select “Data File Upload”
from the pop-up box. The following screen appears:

Click on “Select” and navigate to the file
you saved for this license and period.

OnCe you have Identlfled the flle’ hlghllght Please upload your data file a file will be extracted and validated as part of the data file import process.
it and click “Open” in the selection window. Note: This process is optimized for fewer transactions. Larger uploads should be performed from the

Dashboard or Schedule ion Importer tool

Avalara - Data File Upload

Your file name will appear in the data file

entry fleld Data File: ez sefler 1503415 Select
Then click “Upload” at the bottom of this Downioad template

window to import your transaction data

into the Fuels Tax System. —

Copyright ® 2005 - 2015 Avalara
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R D Fa U « Once the file has been uploaded, you
R R e S s will get a message in red at the top of
the screen that the file has been
Role: Tz prucess i oolistord fos et dfian 5,000 it actions. Laxoes sxikiads thoukd be perforied e e successfully uploaded and an option to
Deheoid of S TR Sle ot view the system activity at the bottom.

Please upload your data file. The data file will be extracted and validated as part of the data file import process.

Data File: Select

The system activity window shows the
date and time of the upload, the file
name, and processing results (total

Download template

Go o the System Activy page transactions, passed (accepted),
D warnings, and errors). You can also
access the system activity through the
Copyright © 2005 - 2015 Avalara ADMIN > SYSTEM ACTIVITY tab.

The worksheet will populate the INTO1 entries. At this point a year must be manually entered.

Return to the “Account Registrations” screen and select the “Application for Use Fuel User Emblems”
line. Select “Generate Registration Form” from the pop-up box.

OREGON.GOV
-

Account Registrations

Account Registrations Exports

I Demo Inc; 020425257

P Add New Record | All Registration Forms v

Compamy Mame Description Registration Type Registration 5t

Demo Inc Application for Ethamol/Biodiesel Producer License Initial Approved

Demo Inc Application for Registered Bulk Distributor Initial Approved

Demo Inc Application for Use Fuel User License Initial Application Sy

Demo Inc Application for Use Fuel Seller License Initial Requested

Demo Inc Application for Motor Wehicle Fuel Desler License Initial Approved
[ommome | opicaion o se s s rblrs i vicaon o

Py Add New Record Enter Supporting Details

| Generate Registration Form
"R R Page: | 4 | of1 | Go | Page Size: | g ||
Wiew Registrafion Form
Export as scheduled task - Excel v Export View/Submit Registration

Diats Fil= Upload
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Select the Form Manual Entry tab.

Enter the calendar year applied for and select “Save & Regenerate” at the bottom of the screen and
close the window.

Registration Delails x
Country: USA Jurisdiction: OR
Taxpayer Type: APEMB Terminal Code:
Start Period: 10/7/2015 Sequence: ORIGINAL

Form Settings ‘ History Log || Supporting Documents ‘

Calendar Year Applied For:

Date signed by applicant

Save

Save & Regenerate

Click on the “Application for Use Fuel User Emblems” line and select “View/Submit Registration”.
From the “Account Registration Details” screen, click the check box to agree to the conditions of the
submittal, and click “Submit”. This will send your license application request to the Fuels Tax Group
for review.

Account Registration Details X
Registration Details
Registration Status:
Account Type:
Company Name
Registration Type:
Effective Date

Obsolete Date

Electronic Acknowledgement

By checking the agreement and pressing "Submit’, | acknowledge that this submission is treated as an
official submittal to the State of Oregon. Submitting this account registration shall constitute the
signature of the submitter as if the account registration were actually signed.

O agree to the conditions of this submittal

Submit
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You will receive an acknowledgement of your submission with our contact information. When your
request is approved, you will receive an email which details the information pertaining to the emblem
request and a link to the reporting system.

Account Registration Details X

The administrator for the Orgeon Fuels Tax System (FTS) has received your registration and will review

your request. A message will be sent to the company contact to indicate if the form has been approved or
rejected.

If you have any questions about your registration status, please contact the Oregon Department of
Transportation.

Fuels Tax Group, MS 21
355 Capitol St NE
Salem, OR 97301-3871

Telephone: 503-378-8150
eMail: ODOTFuelsTax@odot state.or.us

When you close the electronic notification window, you will see the status of your license application
has changed to “Requested”.
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