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Registering a New User ID 

Note: You should only register for a DTOPS User ID if you have not previously registered. If you have registered in 

the past, but your User ID or password is unknown, please see “Previous Registration” (Pg. 3).  

 

 

Go to the URL: 
https://dtops.cbp.dhs.gov 
 

Click “SIGN UP” 

 

Acknowledge the 
Security Notification 
when it pops up by clicking 
“CONSENT & CONTINUE” 
 
 
 
 

 

 

Complete the required fields: 

 First and Last Name 

 Email 

 Confirm Email 

 

Then click “NEXT” 
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Choose your password.  

Password Requirements: 

 Minimum Length: 8  

 Maximum Length: 12  

 Maximum Repeated  
Characters: 2  

 Minimum Alphabetic  
Characters Required: 1  

 Minimum Numeric  
Characters Required: 1  

 Cannot be User’s First or Last name 

 Cannot be previous DTOPS passwords  

 At least one character must be 
 ~!@#$%^&*()-_+={}[]|;:/?.,<>"'`  

 

Choose and answer 3 security questions.  

Click “SUBMIT” 

Note: You will be required to answer one 
of these questions if you need to recover  
your User ID and/or Password.   
 

 

You will see this message.  

 

 

 

 

Your new User ID is assigned.  
 
Print this page for your records by  
Clicking “PRINT.” 
 
A confirmation email will be sent to the  
email address used to create the 
User ID.  
 
Enter your password and click “LOG IN.” 
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Previous Registration 

If you receive the following error message, answer the security question to recover your User ID and reset your 

password.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Recover User ID 

If you have previously registered with DTOPS and are unable to sign in, you will need to recover your User ID 

and/or password.  

 

If you do not know your 
User ID, click “LOG IN” 
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Click “Forgot User ID?”  

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
Complete the required  
fields: 

 First Name 

 Last Name 

 Email 
 
Click “NEXT”  
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You will be required to answer 
one of the security questions 
answered during the  
registration process.  
 
 
Answer your security 
question, then  
click “NEXT” 
 

 

 

 

 

 

 

 

 

 

 

 
This is your User ID.  
Click “LOG IN” 
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The system will allow three 
attempts to answer the question  
correctly. After three wrong  
answers, your account will be   
suspended.  
 

Complete the required fields: 

 

Once we have received your request, 
we will process it as soon as possible.  
A temporary password and your User ID 
will arrive via e-mail to the email address 
associated with your User ID.  
 

 

 

 

If your account has been suspended, you may also call the help desk to have it reset.  

If you need further assistance, please contact the help desk by phone (317) 298-1245 or email decals@dhs.gov.  

 

 

 

Recover Password 

If you have previously registered with DTOPS and are unable to sign in, you will need to recover your User ID 

and/or Password.  

 

If you do not know your 
User ID, click “LOG IN” 
 

 

 

 

 

 

 

 

 

mailto:decals@dhs.gov
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Click “Forgot Password?”  

 

 

 

 

 

 

 

 

 

 

 

Enter User ID and click  

“NEXT”  
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Answer the Security Question 

and click “NEXT”  

 

 

 

 

 

 

 

 

 

 

 

Choose a new password. 

Password Requirements: 

 Minimum Length: 8  

 Maximum Length: 12  

 Maximum Repeated  
Characters: 2  

 Minimum Alphabetic  
Characters Required: 1  

 Minimum Numeric  
Characters Required: 1  

 Cannot be User’s First or Last name 

 Cannot be previous DTOPS passwords  

 At least one character must be 
 ~!@#$%^&*()-_+={}[]|;:/?.,<>"'`  

 

Click “SUBMIT”  

 

 

The password has been changed.  

Click “LOG IN” 
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Change Password 

  

Under the “Welcome” drop 

down menu, choose 

“CHANGE PASSWORD”. 

 

 

 

 

 

 

 

 

 

Enter your current 
password.  
 
Choose a new  
password. 
 
Click “SAVE”  
 

 

 

 

 

 

 

 

 

 

The password has been  

changed.  

Click “OK” 
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Updating User Information 

 

Under the “Welcome” drop 

down menu, choose 

“UPDATE NAME AND EMAIL” 

 

 

 

 

 

 

 

 

 
The User’s name and email 
address may be updated.  
 
Once all changes are 
complete, click “SAVE” 
 

 

 

 

 

 

 

 

 

 

The information 
has been updated.  
Click “OK” 
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Registering a New Account 
 
If the User does not have an account associated with the User ID, the following page will appear upon log in.  
Click “Continue” 
 

 

 

 

 

 

 

 

 

 

 

To create an additional account: 

 Select +Add Purchasing Account from the “My Purchasing Account” dropdown or 

 Select + Add Account from the Quick Start page 
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Fill in the Account Name 

 

Note: If this account is for 

an individual, fill in the  

individual’s name as the  

Account Name. If this 

account is for a company,  

fill in the company’s name 

as the Account Name.  

 

Check the box to certify 

that you will the account 

administrator  

 

 

 

 

Click “NEXT”  

 

 

 

 

 

Enter the physical 

address. 

 
Answer the question 
“Is the shipping address 
the same?” 
 
If “No”, enter shipping 
address.  
 
Click on “NEXT” 
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If you receive this error and 
the address entered is correct, click 
“NEXT” and the following box will 
appear. Check the box and click “NEXT” 
 

 

 

 

The below message means the postal code has been altered. 
 If correct, click “NEXT”  
 

 

Enter contact details. 

 

 

 
Enter the name, phone number 
and email of the primary contact.  
 
To add an additional phone 
number, click “+ Alternate 
Phone Number” 
 
To add an additional email,  
click “+ Alternate Email” 
 
 
To add a secondary contact,  
click “+ Secondary Contact” 
 
Note: Any person who may 
need to contact DTOPS about 
a decal or transponder should 
be listed as a contact.   
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This is your new Account ID. 

Note: It may look similar to your User ID but it is different.  

Click “Continue” to proceed to the Quick Start page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Error Message – Duplicate Account 

 

 

This error means that you already have an account and do not need to continue with the registration process. If 

this account is not connected to your User ID, please contact the help desk by phone at (317) 298-1245 or by email 

at decals@dhs.gov for further assistance.  
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Link Existing Account 

If you have ordered a decal or a transponder in the past but have never ordered online, you may need to link your 

account.  You can find the account number on your past decal/transponder receipt or you can call the help desk at 

317-298-1245.  

 

There are two ways to begin the “Link Existing Account” process—either by clicking “+ Add Account” on the Quick 

Start page or by clicking “+ Add a Purchasing Account” under the “My Purchasing Account” drop down menu.  
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Click “Link to my old 

purchasing account”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the Account ID. 

Click “Retrieve Account 

Details” 

If you have a vessel or aircraft,  

enter your last decal number. 

If you have a commercial 

vehicle, enter the transponder 

number. 

Then click “Submit” 
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If the link is successful, you will receive this message.  

 

 

 

 

 

 

 

 

 

Error Messages 

This account is already assigned to someone else: If you get this error message, contact the help desk at  

317-298-1245.  

 

 

 

 

 

 
 
 
 
This Account is already assigned to you. If you have only one account connected to 
your User ID, click “My Purchasing Account” then click “Quick Start” to access your account.  
 
 
 
 
 
 
 
 
 
 
 
 
 
If you have more than one account connected to your User ID, click “My Purchasing Account” then click 
“Switch Purchase Accounts” to see available accounts.  
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Updating Account Information 

There are multiple ways to get to the Account Contact Info page.  

Option 1: From the “My Purchasing Account” drop down menu, choose “Account Contact Info”.  

 

 

 

 

 

 

 

 

 

 

 

 

Option 2: On Quick Start menu, either click “Contact Info” at top or “Update Contact Information (for this 

purchasing account)” under Manage Purchasing Account.  
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Under the “Contact Info” tab, select the update link for the appropriate section.  
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After the information has been updated, click “Save” 
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Single Crossing Fee – Commercial Vehicle 

For a one time crossing in a commercial vehicle.  

 

From the Quick Start 
tab, click  
“Pay a Single Crossing Fee” 
under the Commercial 
Vehicle column 
 

 
Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the Quick Start page for the  
correct account.  
 

 

 

 

 

 

 

 

Enter the VIN  

(Vehicle Identification 

Number) for the  

vehicle requiring a  

Single Crossing Fee 

 

 

 

 

 

 

Click “Next” 
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Verify that the VIN is correct.  

 

Note: If the VIN is entered  

incorrectly, it will not be  

able to be updated after 

payment is complete.  

 

Click “Edit” to edit 

or “Yes” to continue 

 

 

 

Enter the required information 
for the vehicle: License Plate 
Number, Country and State/ 
Province plate was issued,  
Cab Number, Make, Model,  
Model year, color, and  
C-TPAT Carrier FAST ID. 
 
Note: If you do not have a cab 
number, use the last 5  
digits of the VIN.  
 
C-TPAT Carrier FAST ID is only 
required for C-TPAT FAST  
approved companies. Do not use 
a Driver FAST ID Number.  
 
If you do not have a C-TPAT FAST ID, 
please leave the field blank.  
 

 

 

 

 

 

 

 

 

Click “Next” 
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If the Registered Owner is listed,  
select the owner and click “Submit.” 
 
If the current registered owner is 
not listed, click “+Add Registered 
Owner” 

 

 

 

 

 

 

 

 

 

 

 

If the order contains 

everything you wish to 

order, click “Proceed 

to checkout” 

 

If you need to order another 

Single Crosse Fee for  

another vehicle, click  

“Add Another VIN 

to this Order” 
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On the checkout page, verify that you understand that fees are non-refundable and click “Make Payment” 
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You will be redirected to the  

payment website, click 

“PROCEED” 

 

 

 

 

 

 

Enter the required credit card information and click “Submit Payment” 
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Once the payment is processed, you will receive a payment confirmation.  

Click “Download Receipt” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Print the receipt for 

your border crossing. 

 

 
The receipt will also 

be emailed to the  

email address on file. 
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Alternative Order Methods – Single Crossing Fee – Commercial Vehicle 

 

Method 1 – Single Crossing Fee – Commercial Vehicle - New DTOPS User 

Select “Commercial Vehicle” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the commercial vehicle options. Click “Pay a Single Border Crossing Fee” 
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You will receive a security notification,  

Click “Consent & Continue” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Follow the steps on page 1  

to Sign Up for a User ID 

 

Follow the steps on page 11  

to register for a Purchasing Account 

 
After setting up a User ID and Purchasing Account,  

you will be redirected to the start of a  

Single Crossing Fee 

order. 

 

See page 21 for order help 
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Method 2 – Single Crossing Fee – Commercial Vehicle - Existing DTOPS User (not signed in) 

Select “Commercial Vehicle” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the commercial vehicle options. Click “Pay a Single Border Crossing Fee” 
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You will receive a security notification,  

Click “Consent & Continue” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter you DTOPS User ID and 

password 

 

Click “Log In” 

 

 

 

 

 

 

 

 

After logging in, you will be redirected to the start of a Single Crossing Fee order. 

 

See page 21 for order help 
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Method 3 – Single Crossing Fee – Commercial Vehicle - Existing DTOPS User Home Screen (signed in) 

Select “Commercial Vehicle” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the commercial vehicle options. Click “Pay a Single Border Crossing Fee” 

 

 

 

 

 

 

You will receive a security notification,  

 

 

Your will be redirected to the start of a Single Crossing Fee order. 

 

See page 21 for order help 
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Method 4 – Single Crossing Fee – Commercial Vehicle - Existing DTOPS User (signed in) 

 

Click the “My Purchasing  

Account” dropdown and select 

“Create/Edit Orders” 

 

Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the “My Purchasing Account” 
dropdown.  

 

 

 

 

 

 

 

 

 

Click “Add an Order” 
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Select “Add to Cart” under Single Crossing Fee in the Commercial Vehicle Column 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will be redirected to the start of a Single Crossing Fee order. 

See page 21 for order help 
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New User Fee – Commercial Vehicle 

First time order or first time ordering a User Fee under this account.  

 

From the Quick Start 
tab, click  
“Pay Annual User Fee” 
under the Commercial 
Vehicle column 
 

 
Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the Quick Start page for the  
correct account.  
 

 

 

 

 

 

 

Select the User Fee year you 

are applying for, answer “Yes” 

or “No” if the vehicle currently 

has a transponder in the 

vehicle, and enter the VIN 

(Vehicle Identification Number) 

 

 

Note: If you answer “Yes” 

to “Does the vehicle needing 

the new annual fee currently  

have a transponder?” You will 

be required to verify the  

number.  

 

 

 

Click “Next” 
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Verify that the VIN listed matches 
the registration. 
 
If no, click “EDIT” 
 
If yes, click “YES” 
 

 

 

 

 

Enter the required information 
for the vehicle: License Plate 
Number, Country and State/ 
Province plate was issued,  
Cab Number, Make, Model,  
Model year, color, and  
C-TPAT Carrier FAST ID. 
 
Note: If you do not have a cab 
number, use the last 5  
digits of the VIN.  
 
C-TPAT Carrier FAST ID is only 
required for C-TPAT FAST  
approved companies. Do not use 
a Driver FAST ID Number.  
 
If you do not have a C-TPAT FAST ID, 
please leave the field blank.  
 

 

 

 

 

 

 

 

 

 

Click “Next” 
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If the Registered Owner is listed,  
select it and click “Submit.” 
 
If the current registered owner is 
not listed, click “+Add Registered 
Owner” 
 

 

 

 

 

 

 

 

 

 

 

 

 

Answer “Yes” if the registered 

owner is a Carrier that is FAST 

approved.  

 

Enter the Carrier FAST ID and  

click “Submit’ 

 

Answer “No” if the registered owner 

is not a Carrier that is FAST 

approved.  

 

Enter the registered owner’s  

information.  

Click “Submit” 

 

Note: For Canadian registrations 

use the registered plate owner’s  

information.  
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If the order contains 

everything you wish to 

order, click “Proceed 

to checkout” 

 

If you need to order more 

transponders, click  

“Add Another Item 

to this Order” 

 

 

 

 

 

 

On the checkout page: 

 

 

 

 

 

Verify the shipping address is  

correct 

 

 

 

 

 

Choose your shipping method 

 

 

 

 

 

 

 

 

Verify that you understand 

that fees are non-refundable 

 

 

Update Email addresses if  

they are out of date 

 

Click “Make Payment” 
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You will be redirected to the  

payment website, click 

“PROCEED” 

 

 

 

 

Choose your payment method.  

Note: Paying by bank account will add 4 days to processing time.  

Click “Next” 

 

 

 

 

 

 

 

 

 

If you choose Credit Card, enter the required information and click “Submit Payment” 
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If you choose Bank Account, enter the required information and click “Submit Payment” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the payment is processed, you 

will receive a payment confirmation.  

 

 

Please print this page for your  

records.  

 

 

Your order has been submitted 

for processing.  
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New User Fee – Commercial Vehicle – Single Crossing Fee History 

First time transponder order with Single Crossing Fee previously ordered in account 

 

From the Quick Start 
tab, click  
“Pay Annual User Fee” 
under the Commercial 
Vehicle column 
 

 
Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the Quick Start page for the  
correct account.  

 

 

 

 

 

 

 

 

 

Select the User Fee year you 

are applying for, answer “Yes” 

or “No” if the vehicle currently 

has a transponder in the 

vehicle 

 

 

 

 

 

 

 

Select the VIN that needs 

the transponder 

 

 

Click “Next” 
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The vehicle details 

from the previous 

Single Crossing Fee 

order will populate.  

 

The license plate 

information, cab number,  

and FAST ID may be 

updated.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “Next” 

 

 

 

See page 36 for order help 
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Renewal – Commercial Vehicle 

For vehicles in active status in the account inventory.  

From the Quick Start 

tab, click  
“Renew a Transponder” 
under the Commercial 
Vehicle column 

 
Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the Quick Start page for the  
correct account.  
 

 

 

Note: Only “Active”  

vehicles will appear in the  

renewal list. If the vehicle 

you would like to renew is 

not listed, go to your  

inventory to verify the  

vehicle is active.  

 

If you request that a new  

transponder to be sent,  

you will need to select  

from the reasons below: 

 

 

 

If you choose “Other,” 

type a reason in the  

provided box.  

 

*Note: You do not need to 

request a replacement 

transponder every year.  

As long as the transponder 

is still functioning, you  

can continue to use it.  

Select the vehicle 

you would like to renew 

Click ONLY if you need 

a new transponder* 

Be sure to select vehicles 

under the correct year 

Click “SUBMIT” 
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If the order contains 

everything you wish to 

order, click “PROCEED 

TO CHECKOUT” 

 

If you need to order more 

transponders, click  

“Add Another Item 

to this Order 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verify that you understand 

that fees are non-refundable 

 

 

 

 

 

Click “Make Payment” 
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You will be redirected to the  

payment website, click 

“PROCEED” 

 

 

 

 

Choose your payment method.  

Note: Paying by bank account will add 4 days to processing time.  

Click “Next” 

 

 

 

 

 

 

 

 

 

If you choose Credit Card, enter the required information and click “Submit Payment” 
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If you choose Bank Account, enter the required information and click “Submit Payment” 

 

 

 

 

 

 

 

 

 

 

Once the payment is processed, you will receive a payment confirmation. Please print this page for your records.  

 

Your order has been submitted for processing.  
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Replacement Transponder – Commercial Vehicle 

Replacement transponders are available only for vehicles that have been paid for the current User Fee Year.  

 

 

 

From the Quick Start 

tab, click  
“Replace a Transponder” 
under the Commercial 
Vehicle column 
 

 

 

 

 

 

 

 

 

 

 

 

 

You will receive this  

message, click “Next” 
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If the order contains 

everything you wish to 

order, click “PROCEED 

TO CHECKOUT” 

 

If you need to order more 

transponders, click  

“Add Another Item 

to this Order” 

 

 

 

Choose vehicle that 

needs a replacement  

transponder 
Select the reason for the 

replacement 

If you choose other, 

type a reason in the box 

Click “Add to Order” 
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On the checkout page: 

 

 

 

 

 

Verify the shipping address is  

correct 

 

 

 

 

 

 

 

Choose your shipping method 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verify that you understand 

that fees are non-refundable 

 

 

 

 

Update Email addresses if  

they are out of date 

 

 

 

 

Click “Make Payment” 

 

 

Note: Even though there is no charge for a replacement sent standard shipping, you must click “Make Payment.” 
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You will be redirected to the  

payment website, click 

“PROCEED” 

 

 

 

Note: If you choose expedited shipping, you will be required to enter payment.  

 

Print this page for your records. Your order has been submitted for processing.  
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Transfer – Commercial Vehicle 

A vehicle with a transponder paid for the current year can be transferred from one account to another. 

Transponders may not be transferred from one vehicle to another.  

 

From the Quick Start 

tab, click  
“Transfer Vehicle” 
under the Commercial 
Vehicle column 
 

 

 

 

 

 

 

 

 

 

 

Enter the entire VIN 

(Vehicle Identification 

Number) and select “Yes”  

or “No” for the question, 

“Does this vehicle currently 

have a transponder?” 

 

 

Click “Next” 
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Verify that the VIN (Vehicle Identification Number) matches the registration. 

 

 

 

 

 

 

 

 

 

If you answered “Yes” for “Does the vehicle currently have a transponder” you will need to verify that the 

transponder number on the vehicle matches the transponder number in the system.  

 

 

 

 

 

 

 

 

 

 

 

If you answered “No” for “Does the vehicle currently have a transponder?” you will need to give the reason a 

replacement is need.  

 

 

 

 

 

 



52 
 

 
Enter the required information 
for the vehicle: License Plate 
Number, Country and State/ 
Province plate was issued,  
Cab Number, Make, Model,  
Model year, color, and  
C-TPAT Carrier FAST ID. 
 
Note: If you do not have a cab 
number, use the last 5  
digits of the VIN.  
 
C-TPAT Carrier FAST ID is only 
required for C-TPAT FAST  
approved companies. Do not use 
a Driver FAST ID Number.  
 
If you do not have a C-TPAT FAST ID, 
please leave the field blank.  
 

 

 

 

Note: You cannot update the 

vehicle’s Make, Model, or  

Model Year during a transfer  

order. If any information is  

incorrect, please send a copy of   

your registration to the help desk 

along with an explanation in 

order to have the information 

updated.  

 

 

 

 

 

 

 

 

Click “Next” 
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Answer “Yes” if the registered 

owner is a Carrier that is FAST 

approved.  

 

Enter the Carrier FAST ID and  

click “Submit’ 

 

Answer “No” if the registered owner 

is not a Carrier that is FAST 

approved.  

 

Enter the registered owner’s  

information.  

Click “Submit” 

 

Note: For Canadian registrations 

use the registered plate owner’s  

information.  

 

 

 

 

If the order contains everything you wish to order, click “Proceed to checkout” 

 

If you need to order more transponders, click “Add Another Item to this Order” 
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Check out page for order 

with new transponder 

requested.  

 

 

 

 

 

Verify the shipping address is  

correct 

 

 

 

 

 

 

 

Choose your shipping method 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verify that you understand 

that fees are non-refundable 

 

 

 

 

Update Email addresses if  

they are out of date 

 

 

 

 

Click “Make Payment” 

 

 

Note: Even though there is no charge for a transfer order sent standard shipping, you must click “Make Payment.” 
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You will be redirected to the  

payment website, click 

“PROCEED” 

 

 

 

Note: If you choose expedited shipping, you will be required to enter payment.  

 

Print this page for your records. Your order has been submitted for processing.  
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Exchange – Commercial Vehicle 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are unable to return the transponder to be exchanged, please include the reason in writing why you are 

unable to return the transponder.  

 

If you need further assistance, please contact the help desk by phone at (317) 298-1245 or by email at 

decals@dhs.gov.  

 

 

mailto:decals@dhs.gov
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Alternative Order Methods – New User Fee – Commercial Vehicle 

 

Method 1 – New User Fee – Commercial Vehicle - New DTOPS User 

Select “Commercial Vehicle” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the commercial vehicle options. Click “Pay Annual User Fee” 
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You will receive a security notification,  

Click “Consent & Continue” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Follow the steps on page 1  

to Sign Up for a User ID 

 

Follow the steps on page 11  

to register for a Purchasing Account 

 
After setting up a User ID and Purchasing Account, 

you will be redirected to the start of a  

New User Fee order. 

 

See page 34 for order help 
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Method 2 – New User Fee – Commercial Vehicle - Existing DTOPS User (not signed in) 

Select “Commercial Vehicle” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the commercial vehicle options. Click “Pay Annual User Fee” 
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You will receive a security notification,  

Click “Consent & Continue” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter you DTOPS User ID and 

password 

 

Click “Log In” 

 

 

 

 

 

 

 

 

After logging in, you will be redirected to the start of a New User Fee order. 

 

See page 34 for order help 
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Method 3 – New User Fee – Commercial Vehicle - Existing DTOPS User Home Screen (signed in) 

Select “Commercial Vehicle” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the commercial vehicle options. Click “Renew a Transponder” 

 

 

 

 

 

 

You will receive a security notification,  

 

 

Your will be redirected to the start of a New User Fee order. 

 

See page 34 for order help 
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Method 4 – New User Fee – Commercial Vehicle - Existing DTOPS User (signed in) 

 

Click My Purchasing Account 

dropdown and select 

“Create/Edit Orders” 

 

Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the My Purchasing Account 
dropdown.  

 

 

 

 

 

 

 

 

 

Click “Add an Order” 
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Select “Add to Cart” under Annual User Fee (Vehicle Transponder) in the Commercial Vehicle Column 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will be redirected to the start of a New User Fee order. 

See page 34 for order help 
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Method 1 – Renewal – Commercial Vehicle - Existing DTOPS User (not signed in) 

Select “Commercial Vehicle” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the commercial vehicle options. Click “Renew a Transponder” 

 

 

 

 

 

 

You will receive a security notification,  

 



65 
 

Click “Consent & Continue” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter you DTOPS User ID and 

password 

 

Click “Log In” 

 

 

 

 

 

 

 

 

After logging in, you will be redirected to the start of a Renewal order. 

 

See page 42 for order help 
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Method 2 – Renewal – Commercial Vehicle - Existing DTOPS User Home Screen (signed in) 

Select “Commercial Vehicle” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the commercial vehicle options. Click “Renew a Transponder” 

 

 

 

 

 

 

You will receive a security notification,  

 

 

Your will be redirected to the start of a Renewal order. 

 

See page 42 for order help 
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Method 3 – Renewal – Commercial Vehicle - Existing DTOPS User (signed in) 

 

Click My Purchasing Account 

dropdown and select 

“Create/Edit Orders” 

 

Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the “My Purchasing Account” 
dropdown.  

 

 

 

 

 

 

 

 

 

Click “Add an Order” 
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Select “Add to Cart” under Renew Vehicle Transponder in the Commercial Vehicle Column 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your will be redirected to the start of a Renewal order. 

 

See page 42 for order help 
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Alternative Order Method – Replacement – Commercial Vehicle - Create/Edit Orders 

Click My Purchasing Account 

dropdown and select 

“Create/Edit Orders” 

 

Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the My Purchasing Account 
dropdown.  

 

 

 

 

 

 

 

 

 

Click “Add an Order” 
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Select “Add to Cart” under Replace Vehicle Transponder in the Commercial Vehicle Column 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your will be redirected to the start of a Replacement order.  

 

See page 46 for order help 
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Alternative Order Method – Transfer – Commercial Vehicle - Create/Edit Orders 

Click My Purchasing Account 

dropdown and select 

“Create/Edit Orders” 

 

Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the My Purchasing Account 
dropdown.  

 

 

 

 

 

 

 

 

 

Click “Add an Order” 
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Select “Add to Cart” under Transfer Vehicle in the Commercial Vehicle Column 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your will be redirected to the start of a Transfer order.  

 

See page 50 for order help 

 

 



73 
 

New User Fee – Private Aircraft 

First time order or first time ordering a User Fee under this account.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the User Fee year  

applying for.  

 

Enter the Model Year,  

Manufacturer, and Tail 

Number for the aircraft.  

 

Click “Next” 

 

 

 

 

 

 

On Quick Start page, 

choose “Pay Annual 

User Fee” under 

Private Aircraft 

column. 
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If the order contains everything 

 you wish to order, click 

“Proceed to checkout” 

 

If you need to order more 

decals, click  “Add Another 

Item to this Order” 

 

 

 

 

 

 

 

On the checkout page: 

 

 

 

 

 

Verify the shipping address is  

correct 

 

 

 

 

 

Choose your shipping method 

 

 

 

 

 

 

 

 

 

Verify that you understand 

that fees are non-refundable 

 

 

Update Email addresses if  

they are out of date 

 

Click “Make Payment” 



75 
 

You will be redirected to the  

payment website, click 

“PROCEED” 

 

 

 

 

Choose your payment method.  

Note: Paying by bank account will add 4 days to processing time.  

Click “Next” 

 

 

 

 

 

 

 

 

 

If you choose Credit Card, enter the required information and click “Submit Payment” 

 

 

 

 

 

 

 

 

 

 

 

 

 



76 
 

If you choose Bank Account, enter the required information and click “Submit Payment” 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the payment is processed, you will receive a payment confirmation. Your order has been submitted 

for processing.  

 

Please print this page for your records.  
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Renewal – Private Aircraft 

For aircraft purchased in the account the previous year.  

 

On Quick Start page,  

choose “Renew a Decal”  

under Private Aircraft column. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click in the box 

for the year you 

are currently 

applying.  If 

applying for two 

years at the same 

time, click both 

boxes. 

 

 

 

Click “Add to Order” 
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If the order contains everything 

 you wish to order, click 

“Proceed to checkout” 

 

If you need to order more 

 decals, click  “Add Another 

Item to this Order” 

 

 

 

 

 

 

 

On the checkout page: 

 

 

 

 

 

Verify the shipping address is  

correct 

 

 

 

 

 

Choose your shipping method 

 

 

 

 

 

 

 

 

 

Verify that you understand 

that fees are non-refundable 

 

 

Update Email addresses if  

they are out of date 

 

Click “Make Payment” 
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You will be redirected to the  

payment website, click 

“PROCEED” 

 

 

 

 

Choose your payment method.  

Note: Paying by bank account will add 4 days to processing time.  

Click “Next” 

 

 

 

 

 

 

 

 

 

If you choose Credit Card, enter the required information and click “Submit Payment” 
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If you choose Bank Account, enter the required information and click “Submit Payment” 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the payment is processed, you will receive a payment confirmation. Your order has been submitted 

for processing.  

 

Please print this page for your records.  
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Replacement - Aircraft 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exchange - Aircraft 
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Alternative Order Methods – New User Fee – Private Aircraft 

 

Method 1 – New User Fee – Private Aircraft - New DTOPS User 

Select “Private Aircraft” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the Private Aircraft options. Click “Pay Annual User Fee” 
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You will receive a security notification,  

Click “Consent & Continue” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Follow the steps on page 1  

to Sign Up for a User ID 

 

Follow the steps on page 11  

to register for a Purchasing Account 

 
After setting up a User ID and Purchasing Account,  

you will be redirected to the start of a  

New User Fee order. 

 

See page 73 for order help 
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Method 2 – New User Fee – Private Aircraft - Existing DTOPS User (not signed in) 

Select “Private Aircraft” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to Private Aircraft options. Click “Pay Annual User Fee” 
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You will receive a security notification,  

Click “Consent & Continue” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter you DTOPS User ID and 

password 

 

Click “Log In” 

 

 

 

 

 

 

 

 

After logging in, you will be redirected to the start of New User Fee order. 

 

See page 73 for order help 
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Method 3 – New User Fee – Private Aircraft - Existing DTOPS User Home Screen (signed in) 

Select “Private Aircraft” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the Private Aircraft options. Click “Pay Annual User Fee” 

 

 

 

 

 

 

 

 

Your will be redirected to the start of a New User Fee order. 

 

See page 73 for order help 
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Method 4 – New User Fee – Private Aircraft - Existing DTOPS User (signed in) 

 

Click My Purchasing Account 

dropdown and select 

“Create/Edit Orders” 

 

Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the My Purchasing Account 
dropdown.  

 

 

 

 

 

 

 

 

 

Click “Add an Order” 
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Select “Add to Cart” under Annual User Fee (Aircraft Decal) in the Private Aircraft Column 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your will be redirected to the start of a New User Fee order. 

 

See page 73 for order help 
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Alternative Order Methods – Renewal – Private Aircraft 

 

Method 1 – Renewal – Private Aircraft - Existing DTOPS User (not signed in) 

Select “Private Aircraft” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to Private Aircraft options. Click “Renew a Decal” 
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You will receive a security notification,  

Click “Consent & Continue” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter you DTOPS User ID and 

password 

 

Click “Log In” 

 

 

 

 

 

 

 

 

After logging in, you will be redirected to the start of Renewal order. 

 

See page 77 for order help 
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Method 2 – Renewal – Private Aircraft - Existing DTOPS User Home Screen (signed in) 

Select “Private Aircraft” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the Private Aircraft options. Click “Renew a Decal” 

 

 

 

 

 

 

 

 

Your will be redirected to the start of a Renewal order. 

 

See page 77 for order help 
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Method 3 – Renewal – Private Aircraft - Existing DTOPS User (signed in) 

 

Click My Purchasing Account 

dropdown and select 

“Create/Edit Orders” 

 

Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the “My Purchasing Account” 
dropdown.  

 

 

 

 

 

 

 

 

 

Click “Add an Order” 
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Select “Add to Cart” under Renew Aircraft Decal in the Private Aircraft Column 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your will be redirected to the start of a Renewal order. 

 

See page 77 for order help 
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New User Fee – Vessel  

First time order or first time ordering a User Fee under this account.  

 

From the Quick Start 

tab, click  
“Pay Annual User Fee” 
under the Private Vessel 
column 
 

 
Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the Quick Start page for the  
correct account.  
 

 

 

 

 

 

Select the User Fee year  

applying for.  

 

 

 

 

Enter the Model Year, 

Manufacturer, and Name 

of the Vessel.  

 

 

 

 

 

Enter at least one of the following: 

 US Coast Guard ID 

 Local Registration Number 

 Hull ID Number 

 

 

Click “Next” 
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If the order contains everything 

 you wish to order, click 

“Proceed to checkout” 

 

If you need to order more 

decals, click  “Add Another 

Item to this Order” 

 

 

 

 

 

 

 

On the checkout page: 

 

 

 

 

 

Verify the shipping address is  

correct 

 

 

 

 

 

Choose your shipping method 

 

 

 

 

 

 

 

 

 

Verify that you understand 

that fees are non-refundable 

 

 

Update Email addresses if  

they are out of date 

 

Click “Make Payment” 
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You will be redirected to the  

payment website, click 

“PROCEED” 

 

 

 

 

Choose your payment method.  

Note: Paying by bank account will add 4 days to processing time.  

Click “Next” 

 

 

 

 

 

 

 

 

 

If you choose Credit Card, enter the required information and click “Submit Payment” 
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If you choose Bank Account, enter the required information and click “Submit Payment” 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the payment is processed, you will receive a payment confirmation. Your order has been submitted 

for processing.  

 

Please print this page for your records.  
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Renewal – Private Vessel 

For vessels purchased in the account the previous year. 

From the Quick Start 

tab, click  
“Pay Annual User Fee” 
under the Private Vessel 
column 
 

 
Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the Quick Start page for the  
correct account.  
 

 

 

 

 

 

 

Click in the box 

for the year you 

are currently 

applying.  If 

applying for two 

years at the same 

time, click both 

boxes. 

 

 

 

Click “Add to Order” 
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If the order contains everything 

 you wish to order, click 

“Proceed to checkout” 

 

If you need to order more 

decals, click  “Add Another 

Item to this Order” 

 

 

 

 

 

 

 

On the checkout page: 

 

 

 

 

 

Verify the shipping address is  

correct 

 

 

 

 

 

Choose your shipping method 

 

 

 

 

 

 

 

 

 

Verify that you understand 

that fees are non-refundable 

 

 

Update Email addresses if  

they are out of date 

 

Click “Make Payment” 
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You will be redirected to the  

payment website, click 

“PROCEED” 

 

 

 

 

Choose your payment method.  

Note: Paying by bank account will add 4 days to processing time.  

Click “Next” 

 

 

 

 

 

 

 

 

 

If you choose Credit Card, enter the required information and click “Submit Payment” 
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If you choose Bank Account, enter the required information and click “Submit Payment” 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the payment is processed, you will receive a payment confirmation. Your order has been submitted 

for processing.  

 

Please print this page for your records.  
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Replacement - Vessel 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exchange - Vessel 
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Alternative Order Methods – New User Fee – Private Vessel 

 

Method 1 – New User Fee – Private Vessel - New DTOPS User 

Select “Private Vessel” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the Private Vessel options. Click “Pay Annual User Fee” 
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You will receive a security notification,  

Click “Consent & Continue” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Follow the steps on page 1  

to Sign Up for a User ID 

 

Follow the steps on page 11  

to register for a Purchasing Account 

 
After setting up a User ID and Purchasing Account, 

you will be redirected to the start of a New User Fee order. 

 

See page 94 for order help 
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Method 2 – New User Fee – Private Vessel - Existing DTOPS User (not signed in) 

Select “Private Vessel” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to Private Vessel options. Click “Pay Annual User Fee” 
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You will receive a security notification,  

Click “Consent & Continue” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter you DTOPS User ID and 

password 

 

Click “Log In” 

 

 

 

 

 

 

 

 

After logging in, you will be redirected to the start of New User Fee order. 

 

See page 94 for order help 
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Method 3 – New User Fee – Private Vessel - Existing DTOPS User Home Screen (signed in) 

Select “Private Vessel” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the Private Vessel options. Click “Pay Annual User Fee” 

 

 

 

 

 

 

 

 

Your will be redirected to the start of a New User Fee order. 

 

See page 94 for order help 
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Method 4 – New User Fee – Private Vessel - Existing DTOPS User (signed in) 

 

Click My Purchasing Account 

dropdown and select 

“Create/Edit Orders” 

 

Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the “My Purchasing Account” 
dropdown.  

 

 

 

 

 

 

 

 

 

Click “Add an Order” 
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Select “Add to Cart” under Annual User Fee (Vessel Decal) in the Private Vessel Column 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your will be redirected to the start of a New User Fee order. 

 

See page 94 for order help 
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Alternative Order Methods – Renewal – Private Vessel 

 

Method 1 – Renewal – Private Vessel - Existing DTOPS User (not signed in) 

Select “Private Vessel” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to Private Vessel options. Click “Renew a Decal” 
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You will receive a security notification,  

Click “Consent & Continue” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter you DTOPS User ID and 

password 

 

Click “Log In” 

 

 

 

 

 

 

 

 

After logging in, you will be redirected to the start of Renewal order. 

 

See page 98 for order help 
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Method 2 – Renewal – Private Vessel - Existing DTOPS User Home Screen (signed in) 

Select “Private Vessel” from the home screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The page will scroll down to the Private Vessel options. Click “Renew a Decal” 

 

 

 

 

 

 

 

 

Your will be redirected to the start of a Renewal order. 

 

See page 98 for order help 
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Method 3 – Renewal – Private Vessel - Existing DTOPS User (signed in) 

 

Click My Purchasing Account 

dropdown and select 

“Create/Edit Orders” 

 

Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the “My Purchasing Account” 
dropdown.  

 

 

 

 

 

 

 

 

 

Click “Add an Order” 
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Select “Add to Cart” under Renew Vessel Decal in the Private Vessel Column 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your will be redirected to the start of a Renewal order. 

 

See page 98 for order help 
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Order Status Explanation 

To view orders, click “Orders” on Quick Start page or “Create/Edit Orders” under the “My Purchasing Account” 

drop down menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Unpaid orders appear 

under the “Shopping  

Cart” section.  
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You can see the status of 

paid orders under the  

“Order History” section.  

 

 

 

 

 

 

 

 

ORDER STATUS EXPLANATION 
 

Order Unpaid Order still needs to be completed. Click “Checkout” under the order 
number.  

Payment Complete Your payment has been submitted. No further action is required. 

Payment Initiated The payment was started but may not have been successful. Please 
allow 1 hour for the system to reset to “Order Unpaid” or “Fulfillment 
Initiated”.  

Payment Denied The payment was denied. Please try a different form of payment. 

Fulfillment Initiated Your order is currently being processed. 

Fulfillment Complete Your order has finished processing and your decal or transponder has 
been mailed (if requested). The receipt is available to print by clicking on 
“Print Receipt” under the order number.   
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Inventory 

To view or edit conveyance information in your account, you can click on the Inventory tab or “View a List of Your 

Inventory” from the Quick Start page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose Commercial Vehicle, Private Aircraft or Private Vessel on the Inventory screen.  
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Commercial Vehicles  

Under the Commercial Vehicles tab you will see information about the vehicles in your DTOPS account. You may 

filter by “All Vehicles”, “Active Vehicles Only”, “Deactivated Vehicles Only,” or “Suspended Vehicles Only”. From 

this screen, you can print a copy of a receipt for paid vehicles by clicking “Get Individual Receipt”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

You may also click on “View/Edit” for a specific vehicle to update it. By clicking on “View/Edit”, the system will 

bring you to a screen where you can update several fields for the vehicle.  
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The fields available for update are: 

 Vehicle Status? 

 License plate number 

 License plate country and state/province/region 

 Cab number 

 Color 

 C-TPAT Fast ID 

 Registered Owner  

To update a VIN, Make, Model or Model Year, you must contact the help desk.  

After updating a field, click “Save” and the system will take you back to your conveyance list.   

Once a field has been updated, you can print an updated copy of the receipt from the conveyance list by clicking 

“Get Individual Receipt”.  

 

Aircraft/Vessels  

Private Aircraft and Private Vessel information may be viewed by clicking either the Private Aircraft or Private 

Vessel tabs.  

 

 

From this screen, you 

can see past decal 

information and  

specific conveyance 

information such as 

manufacturer, model 

year and identification 

numbers. You can also 

print a receipt for a  

current decal by  

clicking “Get  

Individual Receipt”.  
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Click View/Edit on the previous 
screen to view the Aircraft 
details 
 

 

 

 

 

 

 

 

 

Click View/Edit on the previous 
screen to view the Vessel 
details 
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Note: If any information is incorrect, you will need to contact our help desk by phone 317-298-1245 or by email 

decals@dhs.gov to have it updated. Aircraft/Vessel details may not be edited online.  

 

Manage Registered Owners 

Edit Registered Owner 

Click the “My Purchasing Account” 

dropdown and select 

“Manage Owners” 

 
Or click “Add a Registered 

Owner” under the “Manage  

Purchasing Account” section 

 
Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the “My Purchasing Account” 
dropdown.  

 

 

 

 

 

To edit existing Registered owner Information, click “View/Edit Registered Owner” under the appropriate 

Registered Owner’s name.  

 

 

 

 

 

 

 

 

mailto:decals@dhs.gov
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Note: From this screen, you can also Delete Registered Owners. You will not be able to delete 

a Registered Owner if they are attached to any vehicle in your Inventory.  

Edit necessary information by  

typing in the appropriate field 

and click “Save” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add Registered Owner 

To add a Registered Owner for future use, click “+ Add Registered Owner” 
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See page 36 for help with adding a Registered Owner 

Manage Users 

 

Add User to Account 

 

Click My Purchasing Account 

dropdown and select 

“Manage Account Users” 

 
Or, click “Add Users to this  

Purchasing Account” under 

Manage Purchasing Account 

 
Or, click the “Users” 

tab.  

 
Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the My Purchasing Account 
dropdown.  

 

 

 

Click “+ Add User to Purchasing Account” 
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Enter the User ID and Last Name of the User to be added.  

Note: New Users must register for a User ID before being added to an account.  

Click “Retrieve User Information” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “Save” 
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Reassign Administrator Rights 

Note: In order to reassign administrative rights, the person must already be added as a User on the 

Account. 

 

Click the “My Purchasing Account” 

dropdown and select 

“Manage Account Users” 

 
Or, click “Add Users to this  

Purchasing Account” under 

Manage Purchasing Account 

 
Or, click the “Users” 

tab.  

 
Note: If there are multiple 
accounts connected to  
the User ID, click “Open” 
under the Purchasing 
Account Name to access  
the My Purchasing Account 
dropdown.  

 

 

 

Click “Make Admin” under the apropriate User ID 
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You will receive this message, click “YES, REASSIGN” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once administrative rights have been reassigned, you will lose the ability to make changes on the User Tab and will 

be redirected to the Purchasing Account list. Click “open” to re-enter the account.  


