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Registering a New User ID

Note: You should only register for DTOPS if you have never previously registered. If you have registered before,
see the section for recovering your User ID or Password. (Previous Registration pg. 5)

Click the blue button Register.

Enter your information and
choose your password.

The password must follow these rules:

e Must start with a Numeric Character

e Must not be the User's First or Last
name

e At least one character must be used

~@#$NNEX()-_+={}][;:/?.,<>"

No previous passwords

Minimum Length: 8

Maximum Length: 12

Maximum Repeated Characters: 2

Minimum Alphabetic Characters

Required: 1

e  Minimum Numeric Characters
Required: 1

Then click the Next button.

New DTOPS User

Registered DTOPS users can log in here

DTOPS UserID:

Password:

Forgot your password or user ID?

Recover Password
Recover User ID

If you are a new DTOP'S user then
you will need to provide some
personal information to register.

/

—

U.S. Customs « Border Protection
cBPaov

U. 8. Department of Homeland Securlty

L AN TRANS FONDER
iE PROCUREMENT 8

* Mandatory Fields

DTOPS User Registration - General Information

Last/Paternal Mame#
Suffix

Maternal Name

First Name*

Middle Name

Email Address*

Confirm Email Address*

Set your Password*

Confirm Password*

DOE

b4

Note: Only the fields
with * are required.

JOHN

JOOE@INTERNET.COM
JOOE@INTERNET.COM

Loaok at password help for rules.

[ < Back ” Reset”Next>]




Select 5 security questions. * Mandatory Fields

DTOPS User Registration - Security Questions
Select 5 Security questions and answer them on the next screen.

Note: You will be asked these Security Questions
questions if you forget your

[1What was your childhood home address?
password or User ID.

[1What isfwas the name of your first pet?
Then click the Next button. [1What is/was your father's profession?
[1What is your favorite vacation spot?
[1What is your favorite movie?

[C1What is your favorite restaurant?

] What was your favorite subject in school?

[IWhat is your place of birth (i.e. city, state)?

[ <Back][ResetHNen>l

* Mandatory Fields

Answer the 5 questions.
Supply answers to the Cuestions you selected.

Note: You will be asked 3 of What was your childhood home address?: * | 123 MAIN ST

these 5 questions when you try to What isfwas the name of your first pet?: * |PUPPY

recover your password or User What is your favorite restaurant?: * DOE'S RESTAURANT

ID’ SO keep them in a safe place' What was your favorite subject in school?: * |SPEECH

. What is your place of birth (i.e. city, state)?: * |ANYTOWN
Then click the Next button. yee e

| <Back | [ Reset ] [ Next > ]

You will see this message.

Please wait while we process your registration. This could take a minute.



DTOPS User Registration - User Information
This is your DTOPS User ID. Please record or print this ID and store it in a safe place,

Your new User ID is as you will need this ID everytime you log into DTOPS.
assigned.
This completes the registration process. In order to purchase a decal or transponder,
. . you will need to login to DTOPS and enter your conveyance information
Print this page for your User ID: J00002811D
s . r
records by clicking Print. =

Then click Login.

Previous Registration

If you get this error message, answer the security questions to recover your User ID and reset
your password.

.S. Customs = Border Protection

cBPgo

* Mandatory Fields

revious registration was detected. Please answer security questions to recover your DTOPS User Id

DTOPS User Registration - Previous Hegistration Detected

What isfwas the name of your first pet?: *
What was your childhood home address?: *

What is your favorite restaurant?: *

I < Back ] [ Reset] [ Mext = ]




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.

New DTOPS User

Registered DTOPS users can log in here If you are a new DTOPS user then
If yOU dO nO'[ kI’IOW yOUI’ User ID, you will need to pr_ow'deson_ﬁe
CIle the Recover User ID button DTOPS User ID- personal information to register
Password:
o
Forgot your password or user ID?

‘ Recover User ID .

* Mandatory Fields

DTOPS User Registration - Retrieve your User 1D

Last/Patemal Name* |DOE

Fill out your information. sufix|  [v]
Maternal Name

Click the Next button. First Name* |JANE
Middle Name

Email Address* |JDOE@INTERNET.COM

* Mandatory Fields

Answer your security questions.
What is your favorite restaurant?:* DOE'S RESTAURANT
Click the Next button. What was your favorite subject in schoal?-* SPEECH

What is your place of birth (i.e. city, state)?:*  ANYTOWN

|l < Back || [ Reset ] | Next > ]

Choose a new password.
It must follow the password rules.

* Mandatory Fields

« Must start with a Numeric Character

e Must not be the User's First or Last Set your Password= [eeesesesee

name Confirm Password* esesesssse
° At least one character must be used Look at password help for rules.
~l@#$%"&*()-_+={}[1];:/?.,<>"" [ <Back | [ Reset | [ Next> |

No previous passwords

Minimum Length: 8

Maximum Length: 12

Maximum Repeated Characters: 2
Minimum Alphabetic Characters Required: 1
e  Minimum Numeric Characters Required: 1

Click the Next button.



DTOPS User Registration - User Information

This is your DTOPS User ID. Please record or print this ID and store it in a safe place,
as you will need this ID everytime you log into DTOPS.

This is your User ID. .
. . his completes the registration process. In order to purchase a decal or transponder
Click the LOgln button. you will need to login to DTOPS and enter your conveyance information
User |
~lem]

The system will allow you 3 attempts ~ grandateryFicki= v , :
to answer the questions correctly

Your answers do not match the answers in the database.

What was your childhood home address?:*
What is your favorite restaurant?:#

What is your place of birth (i.e. city, state)?:*

[ <Back || Reset | [ Next> |

Your Account has been suspended. Please fill out the information below and press Next,
* Mandatory Fields
Password Reset Request

If you do not answer the questions
correctly, your account will be
suspended.

DTOPS User ID
Last/Paternal Name* DOE
Maternal Name

First Name* | JANE
Fill out the form and click Next. e
Email Address* JDOE@INTERMNET.COM

Additional Comments

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. [ <Back | [Reset |(Next> |

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 at (317) 298-1245 or by
e-mail at decals@dhs.gov.



mailto: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.

New DTOPS User

If yOU knOW yOUI’ User ID Registered DTOPS users can log in here If you are a new DTOPS user then
CIle Recover Password you will need to provide some

DTOPS User ID: personal information to register.

Password:

S
Register

Forgot your password or user ID?
([Recover Passwora ]
Recover User ID

* Mandatory Fields

Forgot Password - Please enter your DTOPS User ID

DTOPS User ID*

Enter your DTOPS User ID and click Next.

[ < Back H Reset ] [ Next > ]

* Mandatory Fields

Answer your security questions exactly as

you entered them during the I’egiStration What was your childhood home address?:* 123MAIN ST

process Then CI |Ck NeXt What is your favorite restaurant?:* DOE'S RESTAURANT

What was your favorite subject in school?:# SPEECH

| <Back || Reset || Next> |

Choose a new password.
It must follow the password rules.

* Mandatory Fields

e Must start with a Numeric Character DTOPS User Registration - Reset your Password

e Must not be the User's First or Last Set your Password* esesssssss
name

e At least one character must be used

~l@#$%"&*()-_+={}{1];:/?.,.<>""

No previous passwords | <Back | [ Reset | [ Next> |

Minimum Length: 8

Maximum Length: 12

Maximum Repeated Characters: 2

Minimum Alphabetic Characters Required: 1

Minimum Numeric Characters Required: 1

Confirm Password+ (eesesesese

Look at pazsword help for rules.

Click the Next button.



You will see this screen when your password has been changed.

Your password has been changed.

Done

If you answer the security questions
incorrectly, you will see this message.

After three failed attempts your account will
be suspended.

Fill out the form and click the Next button.

Once we have received your request, we
will reset the password as soon as possible.
A temporary password will arrive via e-
mail.

* Mandatory Eields———
DTOPS User Registration - Security Questions

Your answers do not match the answers in the database.

childhood home address?-+
What is your favorite restaurant?:*

What is your place of birth (i.e. city, state)?:*

[ <Back H Reset“ Next:a]

Your Account has been suspended. Please fill out the information below and press Next.

* Mandatory Fields

Password Reset Request

DTOPS User ID | 000028110
Last/Paternal Name* DOE
Maternal Name
First Mame* | JOHN
Middle Mame
Email Address* JDOE@INTERNET.COM

Additional Comments

[ <Back | [ Reset | [ Next> |

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 at (317) 298-1245 or by

e-mail at decals@dhs.gov.



mailto:decals@dhs.gov

Change Password

Every 90 days DTOPS will require you to change your password.

Choose a new password.
It must follow the password rules.

e Must start with a Numeric Character L@}g DT&PS gggg,;gh;%fcmﬁvpg\,ﬂs@

e Must not be the User's First or Last name
At least one character must be used
~l@#$%"&*()-_+={}[1];:/?.,.<>""

Change Password

* Mandatory Fields

Minimum Alphabetic Characters Required: 1
Minimum Numeric Characters Required: 1

e No previous passwords

e  Minimum Length: 8 New Password* [secessenns

e Maximum Length: 12 Confirm Password* [eessssesse

(] Maximum Repeated Characters: 2 Please refer to Help for password rules.
°

°

| Subrit || Cancel |

Click the Submit button.

If you choose, you may also change your password once you have signed into DTOPS.

e
= @ DT P DECAL AND TRANSPONDER
e . ONLINE PROCUREMENT SYS

g T

Welcome, JANE DOE! Today is Thu

Click Change Password in the left-hand menu of the 2 oot Messane = & messagate) ininbe

homepage. i Account(s):: |

Link Existing Account

Click on the appropriate Accou

Account D

ontact DTOPS Help Desk: Phone: (217) 208-1245, Mon—Fri 8:0

10



Choose a new password.
It must follow the password rules.

e Must start with a Numeric Character L@ DT&PS gf,ﬁ:\;g:mm'gmﬂf:ﬂg;

e Must not be the User's First or Last name

e At least one character must be used Change Password
’”!@#$%A&*O'_+:{}[”;:/?.,<>"I\ * Mandatory Fields
No previous passwords Now Password* [sessesssss
M|n|mum Length: 8 Confirm Password* [cecesssaes
Maximum Length: 12 Please refer to Help for password rules

Maximum Repeated Characters: 2
Minimum Alphabetic Characters Required: 1
Minimum Numeric Characters Required: 1

| Submit || Cancel |

Click the Submit button.

a DT P DECAL AND TRANSPONDER \
@ ONLINE PROCUREMENT SYSTEM /2 &

s

This message means the password has Change Password
been changed. * Mandatory Fields /
Then click the Go to Homepage button.
Mew Password¢ [
Confirm Passwords [

Please refer to Help for password rules

| Submit || Cancel || Go to Homepage |

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

11
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Updating Profile Information (7 DT@PS St amsses:

welcome, JANE DOE! Today is Thu
= User Message :: 6 message(s) in inbc

You can update the e-mail address or name for the ange Pewou

User ID when you are signed into DTOPS.

Update User Profile

Link Existing Account

Click Update User Profile from the left-hand menu.

Update the User Information.

Click the Update button.

Click on the appropriate Accou

Account ID

ontact DTOPS Help Desk: Phone: (217) 298-1245, Mon-Fri 2:0

Update User :: Profile

* Mandatory Fields

Flease confirm and update user information

Last/Paternal Name* |IJCIE

Suffix [ [a]

Maternal Name

First Hame* |JANE

Middle Name |

Email Address* || nog @INTERNET.COM

Confirm Email Address* ) nog @INTERNET.COM

eck: Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

12



Register New Account )’)-

16 23 EDT 2011

Click the Register New Account button.

Reglster New Account

Link Existing Account

To search for a specific account: S
Search
| Acec

Fill in the Account Name. .
Note: If this account is for an individual, fill in g@; DT@PS iiwirasrss )))))_
the individual’s name as “Account Name” and Sy =

if itis for a company, fill in the Company’s Account Administrator Certification

name. Are you the account administrator that will be legally bound for managing the account?

Enter Account Name [JANE DOE

Click in the box to certify you are the

account administrator.

(Your User ID will be set up as the Admin for
the On I i ne account ) ontact DTOPS Help Desk: Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Click here 1o certify that you are the account administrator that will be legally bound for managing the account.;

| <Back || Next > |

Click the Next button.

DECAL AND TRANSPONDER
P ONLINE PROCUREMENT SYSTE
e

Register New Account :: Physical Address  (rage 10f %)

Enter the Physical Address.

Please provide the Physical Address for the Gompany/individual being registered
Click the Next button. R

* Mandatary Fields

Please enter the needed information in the mandatory fields below

dress 1 [ges0 TELECOM DR

Street Agtress 2 |
Coy* [upianapoLs
Country* | UNITED STATES
StateProvince™ [ INDIANA

Postal Code* [sgz05

=]

53

[_sBack | [ Cancel | Reset || next>

ane: (317) 298-1245, Man-Fri 8:00 2.m. to 4:00 p.m. EST

The address validation senice has modified the address you entered to conform to the postal
senice standard. If the modified address is acceptable. please click Next to continue

Street Address 1* [gg50 TELECOMDR——

After you see this message, Street Address 2 |

Click the Next button. City* [NDIanAPOLIS

Note: This usually means the Postal country* [ UNITED STATES |
Code has been changed. StateProvice* [INDIANA ¥ -

| <Back || Cancel || Reset || Mext> |

13



Enter the Shipping Address.

Note: If the shipping address is the
same as the physical address, click

DECAL AND TRANSPONDER 10}
ONLINE PROCUREMENT SYS|
- 5

Register New Account :: Shipping Address  (page 20f4)

Please select “Same as Physical Address” if the Shipping and Physical Address are the same

+ Mandatory Fields

Flease enter the needed information in the mandatory flelds below:

this box. \>

Click the Next button.

You may see this message again,
Click the Next button.

Enter the Primary Contact
Details.

Click the Next button.

I~ Same as Physical Address
Street Address 1+ [§g52 TELECGH DR

Sireet Address 2 |
Ct* [noinapoLs
Country* [ UNITED STATES
StateProvince® | INDIANA ﬂ

Pasts| Code* [zez7g

E

(_<Back | Cancel |[Reset | [ Mext >

‘ontact DTOPS Help Desk:  Phone: (317) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

fie address validation senvice has modified the address you entered to conform

wice standard. If the modified address is acceptable, please k Next Lo continu

[~ Same as Physical Address
Street Address 1* E5552 TELECOM DR

Street Address 2 I

City* [INDIANAPOLIS
Country* [ UNITED STATES _ v
StatefProvincs™ | INDIANA ﬂ

Postal Code™ [sg2785007

| <Back || Cancel || Reset || Next> |

Register New Account :: Primary Contact Details  (page3ofa)

Primary Contact information is required. Secondary Contact is required only if you are a broker ordering for a client If you are a br
company being registered

* Mandatory Fields

Please enter the needed information in the mandatory fields below:

LosuPatemaltiam=" oot Note: Only the fields with * are
S =] required.

First Name* [JAHE

Middle Initial |’—

Contact Type* | Company Representative [

Phone

Country Region/City Area Phone N
Phone Format* : “': Ty Regle ‘: o Extension
Type Code Code Code~ Number+
Phone* | North America v || Business [+] | 317 [sss12as |
Phone Country Region/City Area Phon -
Phone Format one ,'i'_“, Ty EH‘\'%“ 'y ,’:“_E, one Extension
Type Code Code Code Number

[+] I I I

Phone Number

Phone Format  Country Region/City Area

Code Code Code

Fex :\l—l—l)—li

Email Address* [} b o GINTERNET.COM < Emai [} pOE@MNTERNET.COM
ess

ARemate Email Address | st |

Emai Address.

|_<Back || Cancel |[Reset || Next > |

7) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

14



Register New Account :: Secondary Contact Details (rageaofa)

* Mandatory Fields

Enter the Secondary Contact Details.

Please enter the needed information in the mandatory fields below:

NbOteé tAhnyij per?on \t/vho maydneecrj] tol((:jotr:tal(_:ttu?j s [poe § Note: A Secondary Contact is
about the decal or transponder should be liste P only required if the Primary

as a contact. me o Contact is a broker.

—

© [ Company Representative (v

Rial

Click the Next button.

Phone Country Region/City Area Phone

Phone Format Extension
Type Code Code Code~* Number=
Pnone | North America v | [Business [+] [ 317 [sss12as |
Phone Format Phone ity frea Phone Extension

Type Code Code Number

ARernate Phone hd

Phone Format Country Rz—:gj

Code

|_<Back || Cancel || Reset || .Next > |

one: (217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

. e [
This is your new Account ID. L@ DTePS ))))

Register New Account Confirmation

Note: It may IOOk S|m||ar to yOul" User ID Your account has been successfully created. You will receive Confirmation Email shartly
H H Your Account ID is J00502811
bUt It IS dlfferent To make a purchase, add/update conveyances, etc., please click the "Go to Homepage” button below, and then select "Create/Manage Orders’

Click the Go to Homepage button. mm Ne sacourt|

ontact DTOPS Help Desk: Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

£ ¥ DT P DECAL AND TRANSPONDER S
5 e N ONLINE PROCUREMENT SYS J
8 o

TS v

Welcome, JANE DOE! Today is Mon May 16 14:14:52 EDT 2011
= User =0 ininbox

Change Password

Register New Account Link Existing Account

Update User Profile

Link Existing Account
To search for a specific account: Select the Search Field, select the Criteria, type in the Search Value, and click "Search’

Search Field Criteria Search Value
Account ID v | Ends With [» | Search |

Click on the appropriate Account ID link below to manage the specific account or create an order for that Account.

IE”I'1II“E| Page: 1of 1

Account ID Account Name Physical Address
J00502811 JANE DOE 6650 TELECOM DR INDIANAPOLIS IN UNITED STATES 462782009

Click on the number.

ontact DTOPS Help Desk: Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

You will now see your Account ID listed on your Homepage.

(To continue ordering, click on the Account ID to go to the Account page.)

15



Error Messages

Invalid Account Name: If you get this error message remove the special character from the name. The
account name can not contain any of the following characters: ' @ #$% "~ * () _+={}|[]\:;<>?/~

oA 1A D'r P DECAL AND TRANSPONDER SN 11 ome | e | L
3 I . ONLINE PROCUREMENT SYSTEMJS ome | Help | Log o
l'm,,,,‘c‘* -

Account Administrator Certification

Are you the account administrator that will be legally bound for managing the account?

Enter Account Names [JANE /DO Invalid Account Name. Please see the Help pages for valid account namé

Click here [¥] %o certify that you are the account administrator that will be legally bound for managing the account.: \

| «Back || Mext > |

ontact DTOPS Help Desk: Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gov|

Duplicate Account: If you get this error message, contact the Help desk at (317) 298-1245 for
assistance. This means you already have an account and do not need to register for a new one.

DECAL AND TRANSPONDER S 1) " | vt | 1
ONLINE PROCUREMENT SYS EM 3 ome | Help | Log of
-

Register New Account :: Physical Address  (page10f4)

Flease provide the Physical Address for the Companyiindividual being registered.

Account Name Duplicate account, change the acocount name or address or contact the DTOPS Help Desk for assistance

* Mandatory Fields
Please enter the needed information in the mandatory fields below:

[] Check to Certify Entered Address and Continue
Street Address 1" [gg50 TELECOM DR

Street Address 2 ‘

City™ [INDIANAPOLIS
Country™ | UNITED STATES v
State/Province™ | |NDIANA v

Postal Code* [452787000

| <Back || Cancel || Reset || Next> |

ontact DTOPS Help Desk: Phone: (217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gov]

16



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.

Welcome, JANE DOE! Today is Fri May 13 15:01:35 EDT 2011
: User Message :: 0 message(s) in inbox

Click the Link Existing Account =" """
button . Change Password

Update User Profile

Link Existing Account
To search for a specific account: Select the Sea

Search Field

Raglslur Now Account Link Exis\lng Account

| AccountID

Tk T, - 3
7) & DECAL AND TRANSPONDER
4 DTePS s
o o i d

Enter the Account number. Link Existing Account
* Mandatory Fields
C I iCk VieW ACCOunt Detai I . Please enter DTOPS Account Number plus a Transponder or Decal Number to verify your account,
Account Number* [jpgspasar

Account Details: Account Name: JOHN'S TRUCKING

If you have a vessel or aircraft,
Physical Address: 123 ANY ST INDIANAPQLIS IN US 48278
enter your last Decal number. Transponder Nurmber it —
Decal Number ,|7

AT . 3
9 @ DECAL AND TRANSPONDER

L DT‘PS ONLINE PROCUREMENT SYS/ ) )))))
e S

Link Existing Account

If you have a commercial
vehicle, enter the Transponder
number.

| Subrmit || Cancel || Reset |

Then click the Submit button. Use either
Please enter DTOPS Account Number plus a Transponder or Decal Number to verify your accol) Transiponder #OR
Decal #

(You will not have both.)

View Account Detall

Account Number* [jppsoasas

Account Details: Account Name: JANE DOE
Physical Address: 123 ANY ST INDIANAB2ALTS 1N US 48278

Transponder Number

Decal Number [1234z87|

| Submit || Cancel || Reset |

ontact DTOPS Help Desk: Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

=,

This box will appear, then e
Click the OK button. i, sdbbanalbiins o 5

. Are you sure you want to link the account J003035367

Ok, 1 [ Cancel

17



-

Message from webpage

This box will appear, then 'j
. i . JOOS035936 (JAME DOE.)
Click the OK button. ! Successfully linked Account [ )

\
DECAL AND TRANSPONDER
=) I
)

Link Existing Account

The system will bring
you baCk tO thIS page Please enter DTOPS Account Mumber plus a Transponder or Decal Mumber to varify your account

You can continue by entering another account talink, or click Home link above ta go to Home page

Click the Home link. Account Nombars [—————

(Top rlght_hand Corner) Transponder Number [~
Detall\umher,i

| Submit || Reset |

: Phone: (317) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: dacals@dhs.gov

T
T A s ]
= i* DECAL AND TRANSPONDER - 3
L@g D l 'P s ONLINE PROCUREMENT SYS' ) ))))) Home | Help | Log off
g S
g T

E Welcome, JON DOE! Today is Tue Aug 16 11:42:44 EDT 2011
 User Message = 0 s)inil

Change Password

Register New Account Link Existing Account
Update User Profile

Link Existing Account

To search for a specific account: Select the Search Field, select the Criteria, type in the Search Value, and click "Search™.
Search Field Criteria Search Valug
AccountID | Ends With ||| | Search |

Click on the appropriate Account ID link below to manage the specific account or create an order for that Account.

EE 1 lI”El Page: 1of 1

Account ID Account Hame Physical Address
JO0503936 JANE DOE 123 ANY ST INDIANAPOLIS IN UNITED STATES 45278

Click on the number.

ontact DTOPS Help Desk: Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Email: decals@dhs.gov
You will now see your Account ID listed on your Homepage.

(To continue ordering, click on the newly linked Account ID to go to the Account page.)
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Error Messages

Account already assigned to you: If you get this error message, click the Home link and click on
your account ID number.

Ps DECAL AND TRANSPONDER ' ]
2 ONLINE PROCUREMENT SYS ) ))))) Home | Help | Log off
-

Link Existing Account

* Mandatory Fields

Please enter DTOPS Account Number plus a Transponder or Decal Number to verify your account.

Account Number* [Jpos03335 P D.‘ﬂ“ This account is already assigned to you.
Transponder Number

Decal l-lumber,ﬁ

| Subrmit || Cancel || Reset |

esk: Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gov

Account already assigned to someone else: If you get this error message, contact the help desk at
(317) 298-1245.

Link Existing Account

* Mandatory Fields

Please enter DTOPS Account Mumber plus a Transpoender or Decal Mumber to verify your account

A nt Number+ 5
ccount Number* (100502811 : This account is already assigned to someone else! Contact DTOPS Help
Desk

Transponder Number [£1234567891234567

Decal Number

| Submit || Cancel || Reset |

psk: Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST
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Invalid Address: Remove all of the characters: ' @ #$% ~* () _+={}|[]\:;<>?/~from
any field, and verify the address entered is still correct. Click the Next button. If you still receive
the message after clicking Next, click in the box to certify the address is correct and click the
Next button again.

DECAL AND TRANSPONDER } 1
.Ps i AP J )))))
e 4

Register New Account :: Physical Address  (page1ofa)

Please provide the Physical Address for the Companyindividual being registered

Account Name ‘
* Mandatory Fields
Please enter the needed information in the mandatory fields below

/ Address Validation: Invalid Address
@‘Jahdatmn Invalid Address 5

Check to Certify Entered Address and Continug
dress 1* [5642 TELECOM DR

Street Addres:

* [5842 TELECOM DR

Street Address

| Hdress 2 |

City™ [IND1anapoLIS
Country™ | NITED STATES ~
State/Province™ [ |NDIANA =

Postal Code* [sg078

[_<Back | [ Cancel |[Reset [[ Next> |

Desk: Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gov

Duplicate Account: This error means you already have an account and do not need to continue
with the registration. Please contact the help desk for assistance linking your existing account.

P s DECAL AND TRANSPONDER 1
2 ONLINE PROCUREMENT SYS' Qﬁ));) Home | Help | Log off

Register New Account :: Physical Address  (page1ofa)

Please provide the Physical Address for the Company/ndividual being registered.

Account Name Duplicate account, change the account name or address or contact the DTOFS Help Desk for assistance

* Mandatory Fields

Flease enter the needed information in the mandatory fields below:

Street Address 17 |43 INDUSTRY ROAD

Street Address 2 ‘

Ciy™ [anvTown
Country | UNITED STATES ¥
State/Province® |\ iRGINIA “w

Fostal Code* [11119

| <Back || Cancel || Reset || Next> |

besk: Phone: (317) 298-1245, Mon—Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gov

If you need further assistance please contact the help desk by phone at (317) 298-1245 or by
e-mail at decals@dhs.gov.
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Updating Account Information

& T DECAL AND TRANSPONDER
[P EEee))
L e —

Welcome, JON DOE! Today is Tue Aug 16 17:03:31 EDT 2011
= User M =0

From the homepage

e -: Account(s) ;. |
Change Password

i
Click your Account ID Update User Profie

Link Existing Account
To search for a epecific account: Select the Search Field, select the Cri

Search Field Criteria

[AccountlD __[w] Starts With [v]

Click on the appropriate Account ID link below to manage the specific account or

X1 {ET R
Account ID Account Name Physical Addres
JO0503937 JOHN'S TRUCKING
/V JOU503936 JANE DOE

Click the Update button for each section you would like to change.

i
BN DECAL AND TRANSPONDER ra \ |
[‘t@ DT'P s ONLINE PROCUREMENT SYSTEM Home | Help | Log o
vl of
VD 1o

Account 1D: J00503937 Account Name: JOHN'S TRUCKING

t10: J00503337

e :: Account Information ::

| Account Name & Physical Address
(esatefbianage: Cecers Account Name JOHN'S TRUCKING
Manage User Access Physical Address 123 ANY 5T  INDIANAPOLIS IN UNITED STATES 46273
Manage Conveyance e
Inventary Shipping Address
Manage Registered Shipping Address 123 ANY 5T  INDIANAPOLIS IN UNITED STATES 46273
Cwners
Primary Contact Details
Name DOE, JOHN
Contact Type Owner
Phone 555 5555555
Fax

Email Address

Secondary Contact Details
Name
Contact Type
Phone
Fax

Email Address

ontact DTOPS Help Desk: Phone: (317) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Email: decals@dhs.gov
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From this screen you can edit the Account Name and/or Physical Address.
Click the Update button when you are finished.

Account Name: TRUCK COMPANY

DECAL AND TRANSPONDER 4
-

Update Account :: Physical Address

Please provide the Physical Address Tor the Company/indi

being registered
* Mandatory Fields

Please enter the needed information in the mandatory fields b:

Account Name

* [1on's TRUCK comPANY

Sireel Address 1

'||23l:.'

STRY ROAD
treet Address 2 |

* |anyTown
*|UNITED STATES )
VIRGINIA v

| Cancel |
hone: (217) 298-1245, Mon-Fri 8:00 a.m. ko 4:00 p.m. EST

Email: decals@dhs.gov

From this screen you can edit the Shipping Address.
Click the Update button when you are finished.

DECAL AND TRANSPONDER . ST
ONLINE PROCUREMENT SYSTE! lome | Halp | Log 0
il ;

Account Name: JON'S TRUCK COMPANY

Update Account :: Shipping Address

Please select "Same as Physical Address” if the Shipping and Physical Address are the same

* Mandatory Fields

Please enter the needed information in the mandatary figlds below:

I Same as Physical Address
Street Address 1* |123 INDUSTRY ROAD
Street Address 2 |

Cty* JanvTown

Country™ ' UNITED STATES

-
VIRGINIA [v]
Postal Code* 17177

State/Province*

hone: (317) 268-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Email: decals@dhs.gov
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From this screen you can edit the Primary Contact Details.
Click the Update button when you are finished.

- DECAL AND TRANSPONDER \‘ k | " Telp | L A
ONLINE PROCUREMENT SYSTH! 4 ome | Help | Log of
s

Account Name: JON'S TRUCK COMPANY

Update Account :: Primary Contact Details
Primary Contact information is required. Secondary Contactis required only if you are a broker ordering for a client. If you are a broker please be sure to provide both your information and one for the

company being registered.

* Mandatory Fields

Please enter the needed information in the mandatory fields below:

Note: All fields with * are
R required.

suffix[ [

Maternal Name |

First Name* [Tang

Middle Initial

Contact Type* | Company Representative [+ |

Phone Country Region/City Area Phone .
Phone Format- Type Code Code Code*  Number* Extension
Phone* | North America [» [» [ 555 [1234567 [
Phone  Country Region/City Area Phone .
Phone Format Type Code Code Code Number Extension

Alternate Phone s [ [ [

Country Region/City Area

Phone Format Code Code Code Phone Number

Fax S
Emall Address* [ oo o e con Confirm Email [} 5O @NTERNET. COM

Address®

Alternate Email Address Confirm Atternate

Email Address

From this screen you can edit the Secondary Contact Details.
Click the Update button when you are finished.

DECAL AND TRANSPONDER \ | " T .
ONLINE PROCUREMENT SYSTEM U8 ome | Help | Log of
i

Account Name: JON'S TRUCK COMPANY

Update Account :: Secondary Contact Details

* Mandatory Fields

Please enter the needed information in the mandatory fields below N Ote : N 0 fi e I ds are req u i red 1 bUt if

an error occurs with your order, it
Last/Paternal Name ’DDE—
i helps us to have extra contact

MaternalName [ | nformation
FistNameflon
Middle Initial
Contact Type M
Phone  Country Region/City Area Phone "
Phone Format Type Code Code Coder Number Extension
Phone [North America || [ Business [+ [ 317 [sss1234 [
Phone  Country Region/City Area Phone .
Phone Format Type Code Code Code Number Extension
Aksmate Phone ] [ [ [

Country Region/City Area
Phone Format Code Code Code Phone Number

ar—

Email Address Confirm Email

Address

Aternate Emai Address [ Confirm Aternate

Email Address
| Cancel | \ Update

Phone: (317) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Email: decals@dhs.gov
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After you click Update on the previous screen you will come back to the Account Information
Page. The newly updated information should be displayed.

If the correct information is not showing, the update did not work and you will need to try again.

ST e\ 1
bl i D'r P DECAL AND TRANSPONDER " ; 11 . el | ¢
o It . ONLINE PROCUREMENT SYSTEM 8 ome | Help | Log o
4 . F

S
Account 1D: J00503937 Account Mame: JOM 5 TRUCK COMPANY
Account ID: J0050333
Account Name & Physical Address | Update |
SRR Account Name 10N 5 TRUCK COMPANY
Manage User Access Physical Address 123 INDUSTRY ROAD ANYTOWN WA UNITED STATES 11111
Manage Conveyance ——
Inventory Shipping Address | Update |
Manage Registered Shipping Address 123 INDUSTRY ROAD ,ANYTOWN VA UNITED STATES 11111
Owmners
Primary Contact Details | Update |
Name DOE, JANE
Contact Type Company Representative
Phone 555 1234567
Fax
Email Address 1.DOE@INTERNET.COM
Secondary Contact Details | Update |
Name DOE, JON
Contact Type
Phone 317 5551234
Fax

Email Address

‘ontact DTOPS Help Desk: Phone: (217) 2908-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Email: decals@dhs.gov

If you need further assistance please contact the help desk by phone at (317) 298-1245 or by
e-mail at decals@dhs.gov.
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Creating an Order

To begin an order, click on your Account ID from the Homepage.

@) DT P DECAL AND TRANSPONDER
. s ONLINE PROCUREMENT SYSTE ))))) Home | Help | Log off
e

Welcome, JANE DOE! Today is Mon May 16 14:14:52 EDT 2011
i User 3 ini

i

Change Password

Register New Account Link Existing Account

Update User Prafile

Link Existing Account
To search for a specific account: Select the Search Field, select the Criteria, type in the Search Value, and click "Search

Search Fisk Criteria Seareh Value
AccountlD | v|Ends With |+ | | Search |

Click on the appropriate Account ID link below to manage the specific account or create an order for that Account.

[H][E] 1 F][I] Page: 10of1

Account Name Physical Address
JANE DOE 6650 TELECOM DR INDIANAPOLIS IN UNITED STATES 462782009

Account |

el

Click on the number.

ontact DTOPS Help Desk: Phone: (217) 208-1245, Mon a.m. to 4:00 p.m. EST Email: decals@dhs.gov
i B DTOFS oo moorer BUNNE
Click on Create Manage Orders. (B 7 =1
Account ID: J00502811 Account N

Account Name & Physical Address | Update
Account Name
Physical Address

Manage Conveyance

Inventory Shipping Address | Update
Shipping Address

Manage Registered
Owners

Primary Contact Details | Update
Name
Contact Type
Phone
Fax
Email Address

Secondary Contact Details | Update
Name
Contact Type
Phone
Fax
Email Address

ontact DTOPS Help Desk: Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Click the Create New Order button.

3 DT P DECAL AND TRANSPONDER )
Q ONLINE PROCUREMENT SYSTE
4 o ¥
1 .

Account ID: J0050281 Account Name: JANE DOE

Create/Manage Orders

‘ Create New Order .

myrpr| Create New Order

[E] o P[]  Page: 0of0

Mo - Ipdate i
Order 4 Paid Date I[aas;StatusU ate Order Status Total Cost Action

Retum to Accourt Page

ontact DTOPS Help Desk: Phone: (317) 298-1245; Mon-Fri 8:00 a.m. to 4:00 p.m. EST
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S
= b DECAL AND TRANSPOND
% i .' ONLINE PROCUREMENT
s
AN e

Account |D: JODS02511

Order Type Click on the approp

New User Fee
Renewal
Replacement
Transfer
Exchange

Order Type

Choose your Order Type:

New User Fee — First time order or first time ordering in this online account.
Commercial Vehicle page 27
Vessel page 43
Aircraft page 48

Renewal- Previous year has been ordered online in this account.
Commercial Vehicle page 31
Vessel page 45
Aircraft page 50

Replacement — Order replacement transponder for currently paid commercial vehicle.
Commercial Vehicle page 34
Vessel page 47
Aircraft page 52

Transfer- For commercial vehicles, if the User Fee is paid for the current year, you can transfer
the vehicle to your account.
Commercial Vehicle page 37

Exchange- Instructions on how to apply for an exchange.
Commercial Vehicle page 42
Vessel page 47
Aircraft page 52

Now follow the instructions for the order type you have chosen.
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Commercial Truck

New User Fee R
4 DT@PS o

For as§|stance starting an order see page 25. Account ID- J00503937
(Creating an Order)

:: Order Dej

Order Type Click on th

& HEm=ws
* Heplacement
# Transfer

* Exchange

Choose Order Type New User Fee.

)
Choose Commercial Vehicle ome
and CIiCk the NeXt button Account Mame: JON'S TRUCK COMPANY

Order :: New User Fee :: Conveyance Type

Flease select the conveyance type to process the order.

O private Aircraft

O private Vessel (THIRTY FEET AND OVER)

| <Back || Next > |

Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

27



Choose the year you are applying for, enter the VIN (Vehicle Identification Number) and select
“Yes” or “No” if the vehicle currently has a transponder. Then click the Next button.

DECAL AND TRANSPONDER \ |
ONLINE PROCUREMENT SYSTE!
-

Account Name: JON'S TRUCK COMPANY

Order :: New User Fee :: Look up Vehide
¥ Mandatory Fields

Flease enter the needed information in the mandatory fields below:

User Fee Year* @) op11

VIN' [123456v780X887654

Does this vehicle currently have a transponder?* O Yes

| <Back |[Resef | [ Next > |

Phone: (217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Enter the required information for the vehicle: Cab number, License Plate Number, License
Country of Issuance, License Sate/Province of Issuance, Manufacturer, Model, Color and Model
Year. (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 Driver FAST ID Number.

If your vehicle has previously had a transponder, you will be required to give a reason for
requesting a new transponder. You can choose from the drop down menu or select “Other” and
fill in a reason.

Click the Next button.

- s ONLINE PROCUREMENT 31 \ )))))_
ONLINE PROCUREMENT SYSTE
e

Account Name: JON'S TRUCK COMPANY

Order :: New User Fee :: Vehicle Details
* Mandatory Fields

Please enter fields below

WiN |

Cab Number* IS—
License Plate Number* IE&S'—
License Country of Issuance* UNITED STATES v'|
License State/Province of Issuance* [ |\DIANA v'I
Manufacturer* [ FORD v'|
Model* [Lx120
Color | GREEN v]
Model Year* W o
C-TPAT Carrier FAST ID ’7

[ <Back || Reset{[ Next> |

Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST
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If the Registered Owner is listed, select it and click the Next button. If the current registered
owner is not listed, click the Add Registered Owner + button.

DECAL AND TRANSPONDER@ ) " | el | Log off
ONLINE PROCUREMENT SYSTEM" ome elp og of
e ¥

Account Name: JON'S TRUCK COMPANY

To search for a specific Registered Owner: Select the Search Field (if applicable), Criteria, type in the Search Value, and click "Search™.
To search with "Ends With™ or "Starts With" criteria, please enter a search value of at least 4 characters
To view all Rey ered Owners, delete the Search Value, select Criteria option "Ends With™ or "Starts With”, and click "Search™.

Search Field Criteria Search Value
Registered Owner Name | % Ends With |+ | Search ‘

Select a registered owner from the list below and click Next.

e registered ownértsqot listed below, click Add Registered Owner to add a new awner to this account.

Add Registered Owner 4=

Registered Owner's Name

JON'S TRUCK COMPANY
JOM DOE

< Back

ne: (217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gov

To add a new Registered Owner fill out the required fields and click the Add Registered Owner
button. (Note: For Canadian registrations use the registered plate owner information.)

C-TPAT Carrier FAST ID is only required for C-TPAT FAST approved companies. — Do not
use Driver FAST ID Number.

; DECAL AND TRANSPONDER \‘ !
ONLINE PROCUREMENT SYSTEM'
d

Account hame: JON'S TRUCK COMPANY

Order :: New User Fee :: New Vehicle Registered Owner

For Regieared Owners that are FAST Aporoved, please erter only thair seven digit FAST ID and click "Retrieve Owner Informatior”
To make any changes to a FAST account please confact FAST

* Mandatory Fields

Please enter the needed informatior in the mandatory fielcs below

e the "egistered owrer FAST approved™ O ves Oino
If 50, provide the FAST ID
numkber,

Registered Owner Name* |

Address 1" ]

Adcress 2 ]

Chry* |
Country*

Stete/Province

Pastal Codet

| € Back | Add Fagistsred Dwner

Phone: (317) 298-1245, Mon-Fri 8:00 a.m, to 4:00 p.m, EST
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Now your order has been created. Click the Go to Order Detail Page button.

ALl _\
3 i DECAL AND TRANSPONDER "=
il It . ONLINE PROCUREMENT SYSTEM &8

G
25
e

Account ID: J00503937 Account Name: JON'S TRUCK COMPANY

Order Confirmation

Your item has been added to the Order Number 9080. To add additional items, or to check out, click on the "Go to Order Detail Page” button below.

oto Order Detail Page

ontact DTOPS Help Desk: Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Click the Proceed to Checkout button.

P DECAL AND TRANSPORDIER
)
Acopund Hame JONS TRUCK COMPANY

b edes Dhetails 1 OFder Mumbser - 0080 |

pngng Dpdes Typs Lok ot Bt EERL D0 BEd DETIE 10 ThE

- il

] = pr a 5 2 - 4 o =
BATH VLS e e L L durts WIEh", wnd clici " Seanch’
Coomverganoe Il Endi Wil ~ Search |

UAICa) 2 [e][Bl]  Poow 1erd
Ovdder Typee Cistrorganci T Cirrripance i Hipmpsizmatonald Dol Purchaso ¥ear Acticn
LTI ———— T R W LI0L S T e PR 2011 EOE | Casete

o
G b0 Orges || FToceed Lo L'lm
e -

Plniani {21 F) Do~ 1 345, San- P 0000 s s e 4000 pow. TRT 1 mnads e ade @l g

For assistance on checkout, please see page 53. (Check-out Order)

If you need further assistance please contact the help desk by phone at (317) 298-1245 or by
e-mail at decals@dhs.gov.
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Renewal
For assistance starting an order see page 25.

(Creating an Order) -y DECAL AND
o e DT.PS ONLINE PRO(
ﬁ"hn “,}'-

Choose Order Type Renewal. Account |D: JO0503937

Order Type Click on th

* Ne zer Fee
Renewal

* Heplacement
# Transfer

* Exchange

Choose Commercial Vehicle and click the Next button.

- DECAL AND TRANSPONDER \'
ONLINE PROCUREMENT SYSTE!
A £

Account Name: JON'S TRUCK COMPANY

Order :: Renewal :: Conveyance Type

Flease select a conveyance type to process the order.

Commercial Vehicle

O Private Aircraft

O Private Vessel (THIRTY FEET AND OVER)

N
e

Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST
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Note: Only “Active” Vehicles will appear in the renewal list. If the truck you would like to
renew is not listed, go to Manage Conveyance Inventory and make sure the truck is Active. See
page 56 for help. (Edit Commercial Vehicles)

Instructions:

#1 To create a Renswal Order, pleaze check the box in the column "Include In Order” corresponding to the vehicle(s) to be renewed.
#2 Pleaze check the box in the column "Send New Transponder” if the correzponding Vehicle does not have a Transponder or the Transponder on the truck does not match the
Transponder displayed.
Select in "Send New Transponder Reason” why a . ftext field.
Be sure to select vehicles under the
#3 Click on "Edit” under the Action column te view andl/o
correct renewal year.
H4 Onre all yvehicles renuirinn renewal haus heen golact - order.
Select the vehicle Click ONLY if you need
ou WOU|d Ilke to s a new trans Onder. * bein the Search Field Criteria Search Value
y nd P VIN ~| Ends With [+ [ Search |
— e & =z = . —_—
With”, and click search™.
* Mandatdry Fieid If you requested a
Renewal year: 2011
I"g::'d ErI" Vehicle I ification Infor i replacement
e nmber | con o License plate CTPATFAST | transponder, Choose @ | action
SelectAll P Number
UnselectAll (1f Applicable)
E123456789654987 1 SGDP7C1CX12346789 987654 JON'S TRUCK | Edit
COMPANY b e
[Broken Windshield '
Transponder Mot Functioning
Renewal year: 2012 g;ﬁnsponderNotReceived
Im:lu‘;ie LT Vehicle I ification Infor f =
LriEr Send New C-TPAT FAST
soloctal Transponder - . n T vIN LicansebPlate Reg‘i:(er Send New T der B Artion
=electall e umber ner
Unselectall (1f Applicable) If you chose “Other”
O E123456789654987 1 SGDP7C1CX12346789 987654 JON'E:R}( type a reason in the lit
box provided.
bred Send New Transponder Reason* Actioi
< Back || Cancel Add to Order =
FUCK | [ Other v| Eat
/ BINY Al
Click the Add to
Order button.

*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.

Click the Go to Order Detail Page button.

DECAL AND TRANSPONDER "‘
ONLINE PROCUREMENT SYSTE!

&4 DTePS

Account ID-J00503937

Account Name: JON'S TRUCK COMPANY

) ) T

Order Confirmation

Your itemn has been added to the Order Mumber 12740. To add additional items, or to check oyt-efcion the "Go to Order DetafRage” button below.
| Goto Order Detail Page |

ontact DTOPS Help Desk: Phone: (217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m

=

Email: decals@dhs.gov
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Click the Proceed to Checkout button.

DECAL AND TRANSPONDER \ H | Help | L i
ONLINE PROCUREMENT SYSTE! lome | Help | Log o
o d

Account Name: JON'S TRUCK COMPANY

: Order Details :: Order Number - 12740

Click on the appropriate Order Type link on the left menu to add items to the order.

To search for a specific conveyance: Select the Criteria, type in the Search Value, and click "Search”
To search with "Ends With™ or "Starts With™ criteria, please enter a search value of at least 4 characters
To view all conveyances, delete the Search Value, select Criteria option "Ends With™ or "Starts With", and click "Search”

Search Field Criteria Search Value

Conveyance 1D Ends With 'v'| | Search |

EEHE“E Page: 1 of 1

Order Created From Conveyance From Decal Transponder/DecalPurchase -
Order Type By Conveyance Type Conveyance ID D T e Year Action
Renew request ADBIC63 Commercial Vehicle | SGDP7C1CX12346789 2011 Edit |
Delete
[ Goto Orders [fFroceedto Ch@

Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gov

For assistance on checkout, please see page 53. (Check-out Order)

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

=
o
= h=A D T P DECAL AND
3 3 . ONLINE PROG
RS
AN S

Account 1D: JODS03937
Choose Order Type Replacement. e

For assistance starting an order see page 25.
(Creating an Order)

Order Type Click on th

* MNew User Fee

& PHepews
o\ Replacement
=t ==

* Tranzfer
# Exchange

Choose Commercial Vehicle and click the Next button.

- DECAL AND TRANSPONDER '\‘ [
ONLINE PROCUREMENT SYS'
o

Account Name: JON'S TRUCK COMPANY

Order :: Replacement :: Conveyance Type

Flease select a conveyance type to process the order.

(®)Commercial Vehicie

O Private Aircraft

O Private Vessel (THIRTY FEET AND OVER)

Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST
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Ifthe issued transpender is non-operational, damaged, or lost, you may request a replacement transponder. To receive a replacement transponder you must complete the information below, and return
the current transponder* to:

U8, Customs and Border Protection
Attn: DTOPS Program Administrator
6650 Telecom Drive, Suite 100
Indianapaolis, IN 46278

*If you cannot return the current transponder, you must indicate the reason why the transponder cannot be returned.

Instructions:
#1 To create a Transponder Replacement Order, please check the box in the column “Include In Order” corresponding to the vehicle(s) to be replaced.
#2 Please select in "Replacement Reason” why a new Transponder iz needed. If "Other” is selected, please type the reason in the text field.
#3 Once all vehicles requiring replacement have been selected, click the "Add to Order” button (located at the bottom of the page) to add te an erder.
Ch h H I th t for a specific vehicle: Select the search field, =elect the criteria, type in Search Field Criteria Search Value
00se venicle that | vaue, anc cick “search-

VIN || Ends with [v] | search |

Il vehicles, delete the Search Value, select Criteria option "Ends With™ or

needs a replacement - zns cice-searcn
transponder. Choose the reason for
requesting a replacement.

Include In

der Vehicle Identification Information
C-TPAT FAST o =
Transponder Cab Number T LFeeres s ID* Registered Replacement Reason Action
Select All Number Number . Owner
Unselect All *1f Applicable
E087654321123456 5 123456W789%587654 56851 JON'S TRUCK -
COMPANY
| E789456123321789 2 4V45675BP 12345678 44658 Broken Windshield

Transponder Mot Functioning
Transponder Not Received
Other

If you chose “Other” type
| < Back || Cancel || LletALll Addto@ a reason in the bOX

/ provided.

Click the Add to

Order button.

Replacement Reason® Action

Click the Go to Order Detail Page button.

DT@PS = ::L;;‘.::rﬂ:f;@

Accowpnt D JO0ENIST Account Mame: OIS TRUCEK COMPANY

Order Confirmation

Wour item has been 3dded 1o the Crder Humber 12630, To acd addiional ems, o to check oul, oick on e "Go B T Dedail Page” bulbon Delow

{I—Ciu_lu Order Detad Pugi_ ';_3

Conkack OTOHRS Ha reak:

tmaik: decabuldhegow
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Click the Proceed to Checkout button.

Account Name: JON'S TRUCK COMPANY

: Order Details :: Order Number - 12639

Click on the appropriate Order Type link on the left menu to add items to the order.

To search for a specific conveyance: Select the Criteria, type in the Search Value, and click "Search”.
To search with "Ends With" or "Starts With™ criteria, please enter a search value of at least 4 characiers.
To view all conveyances, delete the Search Value, select Criteria option "Ends With™ or "Starts With™, and click "Search”.

Search Field Criteria Search Value

Conveyance 1D Ends With |+ ] Search
EE 1 E”El Page: 10of 1

Order Type C nce T Conveyance ID aransponder/Decal  pyrchase Year Action
Replacement request Commercial Vehicle 123456V789X987654 BROKEN WINDSHIELD 2011 Edit | Delete

| Goto Orderg ][ Proceed to C@

Check Out: Order
Shipping Address :
123 INDUSTRY ROAD ANYTOWN VA UNITED STATES 11111

Physical Address :

123 INDUSTRY ROAD ANYTOWN VA UNITED STATES 11111

Please select Shipping Method below.

WARNING: PO BOX in shi ddi is not all d if you select Expedited Shipping
Shipping Method Fee
O |Expedited Shipping ssoc 4—— Choose Shipping Method
® Standard Shipping 50.00

Your order is listed below. From this screen, you may pay for your complete order by clicking on Make Payment .

Fees are NON-REFUNDABLE and you have verified the Shipping address. Click here [¥] to agree and proceed. <€— Ag ree to pI’OCEGd .

Order Number Total Order Cost Cost for Replacement is
e c., $0.00. There is a charge|.
Total Payment for Expedited Shipping.|so.co

$0.00

[ Goto Orders |[ Go to Account Page {[ Make Payment | Click Make Payment

ontact DTOPS Help Desk: Phone: (217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Email: decals@dhs.gov

Your Replacement Request is NOT submitted until you click Make Payment.

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

For assistance starting an order see page 25. By DECAL AND
(Creating an Order) ) 7 DT.PS ONLINE PRO(

Acu:u:uunt ID: J00503937

Choose Order Type Transfer.
:: Order Dej

Order Type Click on th

* MNew Uzer Fee
# Renewal

* Heplacement

* Exchange

Choose Commercial Vehicle and click Next button.

DECAL AND TRANSPONDER ”‘
ONLINE PROCUREMENT SYSTE

Account Name: JON'S TRUCK COMPANY

Order :: Transfer :: Conveyance Type

Please select a conveyance type to process the order

Private Aircraft (Please Contact the DTOPS Help Desk at (217) 208-1245)

Private Vessel (THIRTY FEET AND OVER) (Please Contact the DTOPS Help Desk at {217) 208-1245)

(<Bak]

bne: (317) 2908-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST
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Enter the VIN (Vehicle Identification Number) and select “Yes” or “No” for the question, “does
this vehicle currently have a transponder?”

. DECAL AND TRANSPONDER \
ONLINE PROCUREMENT SYS
=

Account Name: JON'S TRUCK COMPANY

Order :: Transfer :: Look up Vehicle
* Mandatory Fields

Please enter the needed information in the mandatory fields below:

VIN® [12345678987654321

[ Does this vehicle currently have a transponder?* ®Yes (O No ]

| «Back ||Reset || Next> |

Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Fill in the needed information for the vehicle:
- Cab number (if you do not have this, use the last 5 digits of the VIN)
- License plate number, license country of issuance, and license state/province of issuance

- Color
- C-TPAT Carrier FAST ID (Only required for C-TPAT FAST approved companies. — Do not
use Driver FAST ID Number)

Note: Manufacturer, Model and Model Year will automatically fill in. If these fields are not
correct, please contact the help desk.

Click the Next button.
Order :: Transfer :: Vehide Details

* Mandatory Fields

Please enter fields below:

WIN |

/ Cab Number* \
License Plate Number*

License Country of lssuance® [ae]

License State/Province of lssuance®

Manufacturer*

Model* |

Color# ™
Model Year*

K C-TPAT Carrier FAST ID /

Is the transponder on file for this vehicle the same as the transponder on the actual vehicle?
If no, please select the reason why the transponder does not match.
Tranzponder Number |

*OYes OMNo

Reason ™

| <Back || Resst |@
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After filling in the required information, answer the question at the bottom of the page.
On the previous page you answered, does this vehicle currently have a transponder?

DECAL AND TRANSPONDER 1 DR \
ONLINE PROCUREMENT SYSTEM W/ “TEM
b Sk

Account Name: JON'S TRUCK COMPANY

& DECAL AND TRANSPON
D ONLINE PROCUREMEN;

COMPANY

Order :: Tra e Detail

* Mandatory Fields
¥ Mandatory Fields

Please enter fields below:
Please enter fields below

VIN |
Cab Number* N [
License Plate Number* ,7 Cab Number®
License Country of lssuance* ™ License Plate Number*
License State/Province of lssuance* License Country of lssuance* v.|
Manufacturar License State/Province of lssuance®
Wodel*
Hodel | Manufacturer®
Color* [ et |
Model Year* §
Color* "
C-TPAT Carrier FAST ID —
Mode! Year*
Is the transponder on file for this vehicle the same as the transpander on the actual vehicle? C-TPAT Carrier FAST D
If no, please select the reason why the transponder does not match.
Transponder Number|
* @YBS O Mo The transponder is found in the system. Please give the reason for requesting the new one.
If "Other" is selected, please type the reason in the text field
Reazon Reason , v.|
| <Back |[Reset | M [ <Back ||Reset || Next> |

ne: (317) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST ne: (317) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

YES If the vehicle currently has a transponder, you will need to verify the number. If the
transponder in the vehicle matches the one listed, click “Yes” and the Next button. If it does not
match, choose “No”, and select a reason from the drop down menu, then click the Next button.

NO If the vehicle currently does not have a transponder, select a reason from the drop down
menu and then click the Next button.
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Next choose the Registered Owner for the vehicle and click the Next button.
- If the registered owner is not listed, you can click the Add Registered Owner+ button.

Note: For Canadian registrations use the registered plate owner information

DECAL AND TRANSPONDER S 1 Home | Help | Log of
ONLINE PROCUREMENT SYSTEM /&8 lome | Help | Log o
. F

Account Name: JON'S TRUCK COMPANY

To search for a specific Registered Owner: Select the Search Field (if applicable), Criteria, type in the Search Value, and click "Search”™
To search with "Ends With" or "Staris With™ criteria, please enter a search value of at least 4 characters.
To view all Registered Owners, delete the Search Value, select Criteria option "Ends With” or "Starts With", and click "Search”.

Search Field Criteria Search Value

Registered Owner Name |+ Ends With |+ [ Search |

Select a registered owner from the list below and click Next.

If the registered owner is not listed below, click Add Registered Owner to add a new owner to this account.

Add Reglstered Owner 4

Registered Owner's Name

JON'S TRUCK COMPANY
JON DOE

< Back

Olo,wﬁer- JON'S TRUCK COMPANY

Email: decals@dhs.gov

ne: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Your item has been added to the order. Click the Go to Order Detail Page button.

W DECAL AND TRANSPONDER S 1) Home | el | Log off
I ' ONLINE PROCUREMENT SYSTEM W/ ome | Help | Log of
s 4

A5
g

Account |D: J00502937 Account Name: JON'S TRUCK COMPANY

Order Confirmation

Your item has been added to the Order Number 12441, To add additional items, orto check out, click-erthe Sraerletail Page” button below.
| Goto Order Detail Page

Email: decals@dhs.gov

‘ontact DTOPS Help Desk: Phone: (217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Click the Proceed to Checkout button.

DECAL AND TRANSPONDER S N H | Help | L
ONLINE PROCUREMENT SYSTEM A lome | Help | Log o
s E

Account Name: JON'S TRUCK COMPANY

Click on the appropriate Order Type link on the left menu to add items to the order.

eria, type in the Search Value, and click "Search”.
er d search value of at least 4 characters.
ria option "Ends With” or "Starts With", and click "Search

fith™ or "Starts With” criteria,
1ces, delete the Search Value, sele

Cri

Search Field Criteria Search Value
Conveyance ID Ends With |+ | Search |
[ 1 EE  Pese toi1
Order Type Conveyance Type Conveyance ID ;;’:j‘;""d”/ Decal Purchase Year Action
Transfer request Commercial Vehicle 12345678987654321 2011 & 2012 Edit | Delete

[(Goto Orders NEroceed to Checkout

Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Email: decals@dhs.gov




Check Out: Order

123 INDUSTRY ROAD AMYTOWN VA UNITED STATES 11111

Physical Address :

123 INDUSTRY ROAD  ANYTOWN VA UNITED STATES 11111

Note: If you requested a replacement
transponder, you will need to choose
Standard or Expedited shipping.

o Transponder or Decal is being shipped in this order. Please proceed with payment.

Payment Cost

Your order is listed below. From this screen, you may pay for your complete order by clicking on Make Payment

Fees are NON-REFUNDABLE and you have verified the Shipping address. Click here [7] {0

Agree to proceed.

Order Number Total Order Cost Cost for Transfer IS 0.00-
12441 h H h f $ $0.00
Shipping Cost T ere IS a. C a..rge. Or $0.00
Total Payment Expedited Shipping. | so.00
((Goto Orders | [ (Goto Account Page |(Make Payment |C||Ck Make Payment
ontact DTOPS Help Desk: Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gov

Your Transfer Request is NOT submitted until you click the Make Payment button.

D)

Payment Confirmation

Your order has been succes sfully submitted. We recommend printing this page for your records.
You will be notified by e-mail when the formal receipt is available

Payment Tracking#

DTOPS Tracking#: 18131

Order Number: 12441

Payment Amount $0.00

Shipping Method

Shipping Address: 123 INDUSTRY ROAD ANYTOWN, VA 11111, US
Physical Address: 123 INDUSTRY ROAD, ANYTOWN, VA 11111, US

| Print || Goto Orders |

“ontact DTOPS Help Desk: Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Your Transfer Request is now submitted. If you requested a replacement transponder, you will
receive a copy of the receipt with the transponder in the mail. If you did not request a
replacement transponder, you will receive an e-mail once your transfer is complete. At that time,
you can sign into DTOPS and print a copy of your receipt.

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

You are unable to request exchanges for vehicles using DTOPS. Please see the instructions on
how to proceed with sending a request to us.
Note: Payment is not required for the new transponder.

Transponder exchanges

Because a transponder is assigned to a specific conveyance, it cannot be removed and attached to another conveyance. CBP will exchange a transpander for a different conveyance if a written request is postmarked no later
than 30 calendar days after it was issued. The request must also be made prior to a transfer of the renewed conveyance to another company. Only valid requests will be granted

Witten request for the exchange must include the following

1. The new or used transponder

2. Anew application for the vehicle that will be assigned the replacement transpander

3. The itemized receipt that was mailed to you with the transponder

4. Asigned statement with a brief explanation of the circumstances that required the exchange, with a contact name and telephone number

“The exception to the 30-day rule: If you purchased a User Fes prior to January 1st, it may be exchanged through January 3st, of the renewal year
Send the above documentation for exchange requests to:

U.S. Customs and Border Pratection

Aftn: DTOPS Program Administrator

6650 Telecom Drve, Suite 100
Indianapalis, IN 46276

| Gato Order Detall Page |

Contact DTOPS Help Desk: Phone: (317) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.go

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

New User Fee L@_i DT&PS =i o

For assistance starting an order see page 25. Sl
. Account ID: JO0502811
(Creating an Order)

:: Order Det
Choose Order Type New User Fee. ST lick on e

-

= Replacement
= Transfer

& Exchange

Order T

Choose Private Vessel.

& ) DT P DECAL AND TRANSPONDER "5 )
k - ONLINE PROCUREMENT SYSTE!
TR — J

Acco:‘um 1D: J00502311 Account Name: JANE DOE
Note: If your vessel is fewer than 30 feet Order :: New User Fee :: Conveyance Type
yOU al’e nOt I’equu’ed tO haVe a. USEI’ Fee Please selectthe conveyance type to process the order.

Decal.

- - .
O Commercial vehicle

O private Aircraft

Click the Next button.

‘ontact DTOPS Help Desk: Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

v DECAL AND TRANSPONDER Y
@ADTepsvenzzaall |
e o
Account ID: J00502811 Account Name: JANE DOE

Enter the |nf0rmat|0n for the Order :: New User Fee :: Vessel
vessel. * andatory e

Please enter the needed information in the mandatory fields below:

Choose the User Fee Year.

Note: Only one of the identification
numbers is required but you can fill ser Fee Year @) 2011
in more if you have them. S

Manufacturer [ BAYLINER v

Vessel Name* [y BoAT

C I iCk the Next button At least one of the following types of identification information is required:

U.S. Coast Guard ID, Local Registration Number, and/or Hull ID Number (HIN)

e - E— _You must enter at least 1 of 3
Lecal Regiraton Humber [ €———— identification numbers.
d
al

HulllD

| <Back |[Reset || Mext> |

ontact DTOPS Help Desk: Phone: (217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

If you get this message, click in the The vessel you entered already exist! Check the box below to continue
box, then click the Next button. [J Check to confirm and click "Next' to continue
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Click the Go to Order Detail Page button.

DT P DECAL AND TRANSPONDER 'W -
'. ONLINE PROCUREMENT SYSTEM /&
. 4

Account ID: J00502811 Account Name: JANE DOE

Order Confirmation

Your item has been added to the Order Number 8718. To add additional items, or to check out, click on the "Go to Order Detail Page™ button below.

(Goto Order Detail Page D

ontact DTOPS Help Desk: Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Click the Proceed to Checkout button.

- DECAL AND TRANSPONDER \\‘g 1 u T
ONLINE PROCUREMENT SYSTEM 8 ome | Help | Log d
e d

Account Name: JANE DOE

Click on the appropriate Order Type link on the left menu to add items to the order.

To search for a specific conveyance: Select the Criteria, type in the Search Value, and click "Search’

To search with "Ends With" or "Starts With™ criteria, please enter a search value of at least 4 characters

To view all conveyances, delete the Search Value, select Criteria option "Ends With™ or "Starts With", and click "Search’
Search Field Criteria Search Value
Conveyance ID Ends With |~ | Search |

lE”IIiEHEI Page: 1 of 1

Transponder/Decal

Order Type Conveyance Type Conveyance ID Reason Purchase Year Action
Mew request Private Wessel 87654321 2011 View Item | Delete

[[Goto Orderd |[ Proceed to Checkout )

Phone: (217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gor

For assistance on checkout, please see page 53. (Check-out Order)

If you need further assistance please contact the help desk by phone at (317) 298-1245 or by
e-mail at decals@dhs.gov.
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{4 DT@PS =
'f%,ﬁ 5{.’ - ONLIN

AN TR

Account 1D: JO0502811

Renewal

For assistance starting an order see page 25.
(Creating an Order)

Choose Order Type Renewal. Order Type Click
& MNEWLURE Be
Renewal

* Replacement
« Tranzfer

# Exchange

| . s I
Choose Private Vessel and click the )

Next button. Account Name: JOHN DOE

Order :: Renewal :: Conveyance Type

Please select a conveyance type to process the order

S . .
() commercial Vehicle

O private Airera

@ Privaie Vessel (THIRTY FEET AND OVER}

EmALTS)

Click in the box for the year you are currently applying. If applying for two years at the same
time (available September 1% to December 15™), click in both boxes. Then click the Add to

Order button.

Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Note: If you do not have a decal for the previous year or your vessel is not listed, you will need
to order a New User Fee see page 43 (New User Fee).

DECAL AND TRANSPONDER " 1\ Home | Help | L
ONLINE PROCUREMENT SYSTEM A ome | Help | Log 4
il

Account Mame: JOHN DOE

To Create a Renewal Order, please check the box in the renewal year column(s) corresponding to the vessel(s) to be renewed
Once all vessels requiring renewal have been selected, select "Add to Order” to add to an order in progress

Click on "View" to view the current information

Vessel Identification Information

2011 2012
Select All Select All Local Action
Unselect All Unselect All Vessel Name Hull ID Registration US CuaIsI; e Maodel Year Manufacturer
Number
JOHN'S BOAT 1234567 2001 BERTRAM iew

< Back || Cancel Add to Order

Email: decals@dhs.go

Phone: (217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST
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Now your item has been added to the order. Click the Go to Order Detail Page button.

)

Account Name: JOHN DOE

Ty
i i DT P DECAL AND TRANSPONDER
B . ONLINE PROCUREMENT SYS’
i e

Account 1D: J00502811

Order Confirmation

Youritem has been added to the Order Mumber 12458 To add additional items, or to check out, cli

‘ontact DTOPS Help Desk: Phone: (317) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gov

Click the Proceed to Checkout button.

DECAL AND TRANSPONDER S 1) Home | Help | Log off
ONLINE PROCUREMENT SYSTEM /85 lome | Help | Log of
. 4

Account Mame: JOHN DOE

Click on the appropriate Order Type link on the left menu to add items to the order.

To =earch for a =pecific conveyance: Select the Criteria, type in the Search Value, and click "Search™.
i er a search value of at least 4 characters.

Criteria option "Ends With™ or "Starts With”, and click "Search™.

Search Field Criteria Search Value
Conveyance ID Ends With |+ | Search |
MR 1 BB P 1or1
Order Type Conveyance Type Conveyance 1D ;g’;z‘r'l“"der"r Decal Purchase Year Action
Renew request Private Vessel 1234567 2012 View ltem | Delete

| Goto Orderg [ Proceed to Checkout

Email: decals@dhs.gov

Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

For assistance on checkout, please see page 53. (Check-out Order)

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

You are unable to request replacement decals for vessels using DTOPS. Please see the
instructions on how to proceed with sending a request to us.

Order :: Replacement :: Decals
When a decal has been damaged due to repair or repainting, the following documents must be submitted to obtain a new decal:

A copy of the itemized receipt that was returned to you with the decal.

A copy of the paid repair or repainting bill that is signed by the company that did the work, with the company’s name and address on the signed invoice or letterhead.
The aircraft tail number or vessel name.

A signed statement with a brief explanation of the circumstances that required the repair or repainting, with a contact name and telephone number.

L]
.
.
L]
Mail or fax the above documentation for replacement requests to:
317-290-3219
U.5. Customs and Border Protection
Attn: DTOPS Program Administrator

6650 Telecom Drive, Suite 100
Indianapolis, IN 46278

Exchange

You are unable to request exchanges for vessels using DTOPS. Please see the instructions on
how to proceed with sending a request to us.
Note: Payment is not required for the new decal.

Request Exchange Instructions

Decal exchanges

Because a decal is assigned to a specific conveyance, it cannot be removed and attached to another conveyance. CBP will exchange an UNUSED decal for a different conveyance if & written request is postmarked no later than
30 calendar days from which it was issued®. The following documentation must be submitted for decal exchanges:

1. UNUSED decal

2. ltemized receipt that was retumned to you with the decal.

3. New application (CF339A for aircraft or 339V for vessels) for the aircraft or vessel that will be assigned the replacement decal.

4. Signed statement with a brief explanation of the circumstances that require the exchange, with a contact name and telephone number.

Send the above documentation for exchange requests to:
U.S. Customs and Border Protection

Attn: DTOPS Program Administrator

6650 Telecom Drive, Suite 100

Indianapalis, IN 46278

*The exception to the 30-day rule: If you purchased a decal prior to January 1st, it may be exchanged through January 31st of the renewal year.

NOTE: Ifthe decal has already been placed on the aircraft or vessel, an exchange is not possible. A new decal must be purchased.
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Aircraft

New User Fee

For assistance starting an order see page 25.

(Creating an Order)

Choose Order Type New User Fee.

Choose Private Aircraft.

Click the Next button.

Choose the User Fee Year.

Enter the information for the
aircraft.

Click the Next button.

If you get this message, click in the
box, then click the Next button.

C — .
= e DT Ps DECAL Al
% i . ONLINE P
S

AN

Account ID: JO0502811

:: Ord|

Order Type Click

& HE 5

* Replacement
e Tranzfer

* Exchange

DECAL AND TRANSPONDER \
ONLINE PROCUREMENT SYSTE!
- F

Account Name: JOHN DOE

Order :: New User Fee :: Conveyance Type

Flease selectthe conveyance type to process the order.

O commercial Vehicle

OPI’i\I‘B'E Vessel (THIRTY FEET AND OVER)

| sBack !

Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

- DECAL AND TRANSPONDER )
ONLINE PROCUREMENT SYSTE
s

Account Name: JOHN DOE

Order :: New User Fee :: Aircraft
* Mandatory Fields

Please enter the needed information in the mandatory fields below:

User Fee Year® (@) 2011

[ <Back || Reset (| Mext > |)

Phone: (217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

ntered already exist! Chack the box balow to continue

The aircraft you e

[C] Check to confirm and click Mext’ to continue
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Click the Go to Order Detail Page button.

Account |D:100502811 Account Name: JOHN DOE

Order Confirmation

Your item has been added to the Order Number 9077 To add additional items, or to check out, click pntre™Go To Order DetaiNRage” button below
((Goto Order Detail Page |

ontact DTOPS Help Desk: Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gov

Click the Proceed to Checkout button.

- DECAL AND TRANSPONDER Sl 18 Home | Help | L
ONLINE PROCUREMENT SYSTEM /A lome | Help | Log o
. 4

Account Name: JOHN DOE

Click on the appropriate Order Type link on the left menu to add items to the order.

To =earch for a specific conveyance: Select the Criteria, type in the Search Value, and click "Search™.
To search with "Ends With™ or "Starts With” criteria, please enter a search value of at least 4 characters.
To view all con =, delete the Search Value, select Criteria option "Ends With™ or "Starts With”, and click "Search™.

Search Field Criteria Search Value

Conveyance ID Ends With [+ | Search |

Emlm@ Page: 10of1

Order Type Conveyance Type Conveyance ID ;g’:;‘:l“" e Purchase Year Action
MNew request Private Aircraft MN5555 2011 View ltem | Delete
| Goto Orders |[Proceed to Checkaut |

Phone: {217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gov

For assistance on checkout, please see page 53. (Check-out Order)

If you need further assistance please contact the help desk by phone at (317) 298-1245 or by
e-mail at decals@dhs.gov.
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Renewal Account 1D JO0502811

For assistance starting an order see page 25. Bl
(Creating an Order) Order Type Click

Choose Order Type Renewal. o lew Uszerfee
Renewal

* Replacement
« Tranzfer

# Exchange

o e ) I
ONLINE PROCUREMENT SYS J ]

and click the Next button.
Account Name: JOHN DOE

Order :: Renewal :: Conveyance Type

Please select a conveyance type to process the order.

) commercial Vehicle

O Private Vessel (THIRTY FEET AND OVER)

[ <Back

Click in the box for the year you are currently applying. If applying for two years at the same
time, click both boxes. Then click the Add to Order button.

hone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Note: If you do not have a decal for the previous year or your aircraft is not listed, you will need
to order a New User Fee see page 48 (New User Fee).

Account Mame: JOHN DOE

DECAL AND TRANSPONDER
ONLINE PROCUREMENT 5YS’

Drder :: Renewal :: Private Aircraft
To Create a Renewal Order, please check the box in the renewal year column(s) corresponding to the aircraft(s) to be renewed.
Once all aircrafts requiring renewal have been selected, select "Add to Order” to add to an order in progress.

Click on "View" to view the current information.

2011 2012 Aircraft Identification Information
Select All Select All Action
Unselect All Tail Number Model Year Manufacturer
MN5555 2001 BEECH View
MN5555 2001 BOEING View

< Back Cancel‘ Add to Order '
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Now your item has been added to the order. Click the Go to Order Detail Page button.

AL - 3
& o DT P DECAL AND TRANSPONDER S L] Home | Help | Log o
i - . ONLINE PROCUREMENT SYSTE! 3 pites
2 b 4

g e

Account ID: J00502811 Account Mame: JOHN DOE

Order Confirmation

Youritem has been added to the Order Number 12458. To add additional items, or to check out, gl

¢ BtaiBage” button below.
| Goto Crder Detail Page |

‘ontact DTOPS Help Desk: Phone: (317) 208-1245, Mon~Fri 8:00 a.m. to 4:00 p.m. EST = Email: decals@dhs.gov

Click the Proceed to Checkout button.

- DECAL AND TRANSPONDER ‘\\‘ﬁ 3 H | Help | L i
ONLINE PROCUREMENT SYSTEM S8 lome | Help | Log o
il i

Account Name: JOHN DOE

Click on the appropriate Order Type link on the left menu to add items to the order.

=, delete the Search Value, select Criteria option "Ends With™ or "Starts With”, and click "Search”.

Search Field Criteria Search Value

Conveyance ID Ends With |+ | Search |

[{][€] 1 [¥][®]] Page: 10f1

Order Type Conveyance Type Conveyance ID ;;aar;‘s::londer! Decal Purchase Year Action
Renew request Private Aircraft N5555 2012 View Item | Delete
[ Goto Orders(]| Proceed to Ch@

Phone: (217) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Email: decals@dhs.gov

For assistance on checkout, please see page 53. (Check-out Order)

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

You are unable to request replacement decals for aircraft using DTOPS. Please see the
instructions on how to proceed with sending a request to us.

Order :: Replacement :: Decals

When a decal has been damaged due to repair or repainting, the follewing documents must be submitted to obtain a new decal:

A copy of the itemized receipt that was returned to you with the decal.

A copy of the paid repair or repainting bill that is signed by the company that did the work, with the company's name and address on the signed invoice or letterhead.

The aircraft tail number or vessel name.
A signed statement with a brief explanation of the circumstances that required the repair or repainting, with a contact name and telephone number.

Mail or fax the above documentation for replacement requests to:
317-290-3219

U.S. Customs and Border Protection

Attn: DTOPS Program Administrator

6650 Telecom Drive, Suite 100
Indianapalis, IN 46273

Exchange

You are unable to request exchanges for aircraft using DTOPS. Please see the instructions on
how to proceed with sending a request to us.
Note: Payment is not required for the new decal.

Request Exchange Instructions

Decal exchanges

Because a decal is assigned to a specific conveyance, it cannot be removed and attached to another conveyance. CBP will exchange an UNUSED decal for a different conveyance if a written request is postmarked no later than
30 calendar days from which it was issued®. The following documentation must be submitted for decal exchanges:

1. UNUSED decal

2. ltemized receipt that was retumed to you with the decal.

3. New application (CF339A for zircraft or 339V for vessels) for the aircraft or vessel that will be assigned the replacement decal.

4. Signed statement with 2 brief explanation of the circumstances that raquire the exchange, with a contact name and telephone number.

Send the above documentation for exchange requests to:

115, Customs and Border Protection

Attn: DTOPS Program Administrator

6650 Telecom Drive, Suite 100

Indianapolis, IN 46278

“The exception to the 30-day rule: If you purchased a decal prior to January 1st, it may be exchanged through January 31st of the renewal year.

NOTE: Ifthe decal has already been placed on the aircraft or vessel, an exchange is not possible. A new decal must be purchased.
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Check-out Order

& @ DECAL AND TRANSPONDER \
() )
L=
S
Account 1D: J00502811
Check Out: Order

Account Name: JOHN DOE

|Shipping Address :

A

123 MAIN ST ANYTOWN VA UNITED STATES 11111

Verify Shipping Address.
Note: If this is wrong, click the Go to Account Page
button and update address before checking out.

Flease select Shipping Method below.

WARNING: PO BOX in shipping address is not allowed if you select Expedited Shipping)

- Choose shipping type.
o Tt Shomns ree so | Note: Expedited Shipping only expedites the shipping,
@ |Swnderd Shipping $0.00 NOT the processing.

Your arder is listed below. From this screen, you may pay for your complete order by clicking on Make Payment .

Agree to proceed.

Fees are NON-REFUNDABLE and you have verified the Shipping address. Click here

&
<

Order Number

9077 View Order Detalls

Total Order Cost

£27.50
Shipping Cost $0.00
Total Payment 527.50

[[Goto Orders |[ Go to Account Page |{(Make Payment )

Click Make Payment

ontact DTOPS Help Desk:

Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Email: decals@dhs.gov

Choose your payment
method.
Click the Next button.

Border Protection
Facurity CcBR.gov
CBP Online Payment
Step 1 of 2: Choose Payment Method

Please choose to pay either by cradit card or bank account belaw. Then click the Next button to proceed to Step 2

Payment Amount (in US currency) $27.50
Credit Card (@]
Bank Account (U.S. Banks only) (@]

Customs = Border Protection
wimant ity cBP.gov

If you chose Credit Card, CEP Online Payment

enter |n the requ”_ed Step 2 of 2: Payment by Credit Card

Please enter your credit card information below. Then click the Submit Payment button ta complete the process

information and click the S — s
Submit Payment button. e

Gilling Addrsss * |123 NDUSTRY ROAD

ciy |ANYTOWN

Country | UNTED STATES —
StatesProvince | VRGNIA :E
PostalZp Code [1111
Credit Card Type + | Va8 ~ visA @ @ =)
Credt Cord Number » [$69450450883588  (Value should ot confain spaces or dashes)
ExprationDate * (03 (s / [2014 [se]

, 3 digit security code
100 the back of your card, fied the last 3 digis )

Security Code * [444

—
(G Sbmiramene ]
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If you chose Bank Account, enter the
required information and click the
Submit Payment button.

Please anter your bank account information below. Then click the Submit Payment button to completa the process

t debit authorization must be rec

istem Time if payment is to occur a3 ea

occur the nex da:

Note: Bank Account payments are
processed after a five day hold. Pormct

* Mandatory Fields

rrency); $205.00
« = PONDGE

Houmng Number Arcount Number Check Number

| |
dnapausradk laanire 730k Niasdl

—
<Back | [ Cancol ‘@

You will see this page while the payment is being processed.

order Protection
urity CBR.gov

Your payment is being processed.

It could take a few minutes. Please wait

Note: Please avoid using your browser's Back Button - this may lead to incomplete data being transmitted and pages being loaded incorrectly.

Once the payment is processed, you will get the payment confirmation.
Print this page and keep it for your records.

) P DECAL AND TRANSPONDER =
@_f DT. s ONLINE PROCUREMENT SYS] ﬁ})}) Home | Help | Log off
A i
g g

Payment Confirmation

Your order payment has been successfully submitted. We recommend printing this page for your records
You will be notified by e-mail when the formal receipt is available.

Payment Tracking#: 10031923
Order Number: 8077
Payment Amount. §
Payment Date: May 27
Payer Name: JOHN DOE

Shipping Method: Standard Shipping

Shipping Address: 12 M ST, ANYTOWN, VA 11111, US
Physical Address: 123 N ST, ANYTOWN, VA 11111, US
Billing Address: 123 MAIN ST, ANYTOWN, VA 11111, US
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| Print || Goto Orders |

ontact DTOPS Help Desk: Phone: (217) 298-1245, Mon-Fri 3:00 a.m. to 4:00 p.m. EST

Email: decals@dhs.gov

Your order has now been submitted. Please allow 2-4 weeks for processing.
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Order Status Explanation
Under Create/Manage Orders, you will see a list of your current and past orders.

DECAL AND TRANSPONDER %
L))
R

J00503936 Account Name: JANE DOE

Create/Manage Orders

Croate New Order

Elmlﬂl Page: 10of 1

Last Status Update i
Last Status U teo de Total Cost Action

Order Number «  Paid Date
Date

| 12743 2011-08-19 $27.50 View | View Payment
12742 2011-08-19 2011-08-19 $27.50 View | View Payment

11:59:18.0

Retum to Account Page

5 Help Desk: Phone: (217) 298-1245, Mon-Fri 2:00 a.m. to 4:00 p.m. EST

You can see the status of your order listed under Order Status.

Order Status Explanation

Order Unpaid Order still needs to be Checked Out.
Check the box next to order number and
click the Checkout Selected Order button.

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 is finished being processed and

your decal or transponder has been mailed,
(if requested). The receipt is available to
print under Print Receipt.

If you need further assistance please contact the help desk by phone at (317) 298-1245 or by
e-mail at decals@dhs.gov.
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Managing Conveyance Inventory
To view or edit the conveyance information in your account, you can click on

Manage Conveyance Inventory.
T
i
& e T P DECAL AND
3 3 D . s ONLINE PR
v N
!

AN s

Account [D: JOOS03937

From your account page -
Click on Manage Conveyance Inventory.

Account Name
Create/Manage Orders

Manage User Access

Manage Conwveyance
nwentory Shipping Addr

Manage Registered
Crharners

Primary Contz

Choose Commercial Venicle Private S EEEy))

AI rcra.ft Account Name: JOHN DOE
or Private Vessel Manage Conveyance Inventory :: Conveyance Type
then CI iCk the NeXt button . Please select a conveyance type to process the order.

O commercial Vehicle
O Private Aircraft
O private Vessel (THIRTY FEET AND OVER)

| <Back || Next> |

Phone: (317) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST
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Aircraft/Vessels

For Private Aircraft and Private Vessels you can see certain information about the conveyances
in your DTOPS account.

DECAL AND TRANSPONDER
) . ONLINE PROCUREMENT SYS§

Account 1D: J00502811

Account Name: JOHM DOE

)

Click on an Aircraft's Tail Number to view and/or update the current information, or to deactivate an aircraft .

Only aircrafts deactivated during the current User Fee

Year are available to view.

To search for a specific aircraft: Select the Search Field, select the Criteria, type in the Search Value, and click "Search”.
To view &l aircrafiz, delete the Search Value, select Criteria option "Ends With™ or "Starts With”, and click "Search™.

Example:
AIRCRAFT

Tail Number Model Year
N5555 2001
N5555 2001
N5555 2001

Search Field Criteria Search Value

Tail Number [+ | Ends With [+ | Search |

Manufacturer Decal Number User Fee Year Decal Status
BEECH
BEECH 1564023 2011 Active
BOEING 1564022 2011 Active

| Goto Account Page |

To print receipt
click here.

I

Print Receipt
Print Receipt

Email: decals@dhs.gov

ontact DTOPS Help Desk: Phone: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

i
i % s 3
= 2 T P DECAL AND TRANSPONDER S
L@ D . s ONLINE PROCUREUENT 238 D ))))
S et

N T

Account ID: J00502811

Account Name: JOHM DOE

Click on a vessel name on the Vessel Name column to view and/or update the current information, or to deactivate an vessel .
Only vessels deactivated during the current User Fee Year are available to view.

To search for a specific vessel: Select the Search Field, select the Criteria, type in the Search Value, and click "Search™.

Contain” Criteria all

Example: o view 3l ess

Local

perform pattern matching.

delete the Search Value, 2elect Criteria option "Ends With” or "Startz With”, and click "Search

Criteria _Search Value

Search Field
VESSEL Hull ID | Ends With ] | Search |

US Coast Guard

To print receipt
click here.

Vessel Name Hull ID Registration n Model Year Manufacturer Decal Number User Fee Year Decal Status Action
Number
DOE'S MOE-TION 1234567 1234567 1993 BLUEWATER 6520048 2006 Void
JOHN'S BOAT 1234567 2001 BERTRAM
JOHN'S BOAT 1234567 2001 BERTRAM 1564024 2011 Active Print Receipt

| Goto Account Page |

ontact DTOPS Help Desk: Phone: (217) 208-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Email: decals@dhs.gov

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 Print Receipt.
Note: If any information is incorrect, you will need to contact our helpdesk by phone (317) 298-

1245 or by e-mail decals@dhs.gov to have it updated.
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Commercial Vehicles

For Commercial Vehicles you will see information about the vehicles in your DTOPS account.

i
& @ T P DECAL AND TRANSPONDER “Si
L@ D . s ONLINE PROCUREMENT SYSTEM Home | Help | Log ¢
oo™ R
i TR

Account |D:JO0503937 Account Name: JON'S TRUCK COMPANY

Click on a Vehicle's VIN to view and/or update the current information, or to deactivate a vehicle.
For deactivated vehicles, only vehicles deactivated during the current User Fee Year are available to view.

To search for a specifi
Contain” Criteria all

hicle: Select the Search Field, select the Criteria, type in the Search Value, and click "Search”.
u to perform pattern matching.

d ete the Search Value, select Criteria option "Ends With™ or "Starts With”, and click "Search”.
TO up ate a Search Field __ Criteria __Search Value
vehicle click on VIN [e] Ends With [y | searcn)
the VIN. - -
To print receipt
Display Options: ® All Vehicles O Active Vehicles Only -
. click here.
O Deactivated Vehicles Only O Suspended Vehicles Only | Filter |

Tr pond b Cab b VIN License Plate Number  User Fee Year Conveyance Status Transponder Status lnctlon

03E2D1F2C131E000 1 1GDP7CACKX5F528147 PZ5791 2007 Active Active

E022455400214730 2 AH3516890CE00426 44853 2011 Active Active Print Receipt

E022465400218151 5 123456V 789X987654 56851 2011 Active Active

| Goto Account Page |

Print Receipt

ontact DTOPS Help Desk: Phone: (317) 2938-1245, Mon-Fri 3:00 a.m. to 4:00 p.m. EST

Email: decals@dhs.gov

From this screen you can print a copy of a receipt for paid vehicles by clicking Print Receipt,

Or click on the VIN (serial number) for a specific vehicle to update it.

The system will bring you to a screen where you can update several fields for the vehicle.
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The fields you can update are:
*Conveyance Status

*Cab Number

*License Plate Number
*License Plate Country
*License Plate State/Province
*Color

*C-TPAT FAST ID
*Registered Owner

Note: To update a VIN, Manufacture, Model or Model Year, you must contact the help desk.

0 Account Name: JON'S TRUCK COMPANY

Manage Inventory :: Vehicle Information

To change Vehicle's Registered Owner, dick "Change Owner” to proceed
Click "Updaie” when completed

* Mandatory Fields

Please enter fields below

Change status to Active __
OI" Deactivated —’ Conveyence Staus Aciive _v_l

VN |
. Cab Number® |574—| Chan e Cab numbel’
Change License Plate | —» Licanss Plsie Nomber* [Eggz3 : |

Number, Country or State [ > terss ceuniy otissuance’ [UNTED STATES [v]
E— Licerse State/Province of lssuance®

INDIANA v
Marufacturer®
Wedelt |
Change Color |—» " [GREEN 0
Mode! Year*
Transponder Number | Change Registered
Change or Add Transponder Staus OWner
_ —» C-TPAT Carner FAST ID ’W
C TPAT FAST ID Registered Owner* | | Change Qwrer |

| <Back || Uadate |

k: Phone: (317) 298-1245, Mon-Fri 3:00 a.m. to 4:00 p.m, EST

After updating a field, click the Update button and the system will take you back to your
conveyance list.

Once a field has been updated, you can print a new copy of the receipt from the conveyance list
by clicking on Print Receipt.

If you need further assistance please contact the help desk by phone at (317) 298-1245 or by
e-mail at decals@dhs.gov.
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Manage Register Owners
In this section you can edit, delete or add new Registered Owners.

Note: If the truck has a Canadian registration, please use the plate owner information.

=

&7 @ T DECAL AND

E@; D 'Ps ONLINE PR(
NG The

Account 1D: JO0503937

e L EEE A ccount Page :: Ad

From the Account Page,
Click on Manage Registered Owners

Account Name
Create/Manage Orders

Manage User Access

Manage Conveyance

Inventon Shipping Addr
Manage Registered
Qwners

Primary Contz

ECAL AND lF;aNﬁp-:-Nl:-ER,rx ) ) Homme | Help | Log off
S

Account Name JON'S TRUCK COMPANY

To add a new
Registered Owner, "’
CliCk the Add Registered OwnerName [w| | Ends With | (Search)
Registered Owner+

i
b utto n . If the registerad owner iz not listed below, dick Add Registered Owner to add a new awner to this account.
Add Registered Ownar 4
Registered Owner's Name Action
Edit | Dedets
JON'S TRUCK COMPANY Eclit | Dbt
5T CARRER Edit | Delete

Hetum ta Account Page |

If your company is C-TPAT FAST approved, fill in the FAST ID.

Click the Retrieve Owner Information button then the Add Registered Owner button.

Registered Owner(s) :: Detail

For Registered Owners that are FAST Approved, please enter only their seven digit FAST ID and click "Retrieve Owner Information

Mandatory Fields

Registered Owner(s) :: Detail

Please enter the needed information in the mandatory fields below.

For Registered Owners that are FAST Approved, please enter only their seven digit FAST ID and click “Retrieve Owner Information

Mandatory Fields

Retneve Owner Information J/ Please enter the needed information in the mandatory fields below.

Is the registered owner FAST approved?* @ves Oo

Regstered Owner Name* |

150, provide he PAST D number. [ Retrieve Owner Information
Address 1+ | _— I
Address 2 |
Ciy* cgstered Owner Namer |
Country* Address 1+ I
State/Province™ Address 2 l
PostalCode* [ o
Country*
[ <Back |[Reset |[ 4 -

: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST Postal Code* [Coizaners 2

R —
| <Back |[Resetd[ Add Registered Owner |

Note: You can not edit this information in
DTOPS. Contact FAST to have it changed.

- (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST
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If your company is not C-TPAT FAST approved, you will need to enter the required
information. Then click the Add Registered Owner button.

Account Name: JON'S TRUCK COMPANY

Registered Owner(s) :: Detail
For Registered Owners that are FAST Approved, please enter only their seven digit FAST ID and dick "Reirieve Owner Information”,
* Mandatory Fields

Please enter the needed information in the mandatory fields below:

Regstered Owner Name* [Jon DOE

[123 main st

Address 2 |
Cy* [awvTown
Countn® | UNITED STATES |w

State/Province™® [\IQGINIA .,1
FostalCode [123a5 \

[_<Back |[Resetd_Add Registered Cwner_[D>

: (317) 298-1245, Mon-Fri 8:00 a.m. to 4:00 p.m. EST

Once you have added the Registered Owners, you will see them on your list.

Account Name: JON'S TRUCK COMPANY

E: Registered Ouner(s

|.Seareh |

If the registered owner is not Bsted below, click Add Registered Owner to add a new owner to this account.

Registered Owner's Name Action

Y
JON'S TRUCK COMPANY ALl Deeia
ST CARRIFR @@

| Retumn to Account Page |

From this screen, you can also Edit or Delete Registered Owners.

To do this click Edit or Delete.
Note: You will not be able to delete a registered owner if it is attached to any vehicle in your account.

When you have completed editing, deleting or adding Registered Owners, click the Return to
Account Page button to continue.

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