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APPLYING FOR USE FUEL USER EMBLEMS

Use Fuel User Emblems are used to notify a seller of Use Fuel (generally in retail situations) that you
are licensed by the Fuels Tax Group to remit tax directly to the state, and may purchase Use Fuel
without the tax. If you do not have emblems, you will generally be charged the tax when purchasing
fuel at retail locations.

To begin the application process, sign in to the Oregon Fuels Tax System, and select the “Account”
tab.
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Figure 1. Beginning of Registration process

Then select “Registration” and then “Registration Status”. If you currently have other licenses, you
will find a list of them here.
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Figure 2. List of existing accounts

Click “Add New Record” located directly under the “Account Registrations” tab.

From the “Create Account Registration” pop-up window, select “APEMB - Application for Use Fuel
User Emblems” from the Account Type drop-down box.
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Figure 3. Select Emblem application

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

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

Enter Supporting Details

Generate Registration Form

View Registration Form (not available until information is entered)

View/Submit Registration

View Certificate (not available until information is entered)

Data File Upload

Select “Enter Supporting Details” to complete the schedules for the application. The screen will
change to the Supporting Details screen (shown below).
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Figure 4. Supporting Details screen

The supporting details consist of one schedule (INTO1) for emblem requests. Click “Add New
Record” to add a vehicle to your emblem list. The following screen is displayed:
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Avalara - Schedule Transaction ®

Schedule Code INTO1: Emblems
Vehicle Make/Description *

Vehicle 1D Number (VIN) #

License State *

Plate Number *

Fuel Type *

Combined Weight *

Insert

Figure 5. INTO1 schedule entry screen

All fields are required fields. Unlicensed vehicles can be entered by using the description or fleet
number in place of the license plate.

This information can also be entered using an Excel spreadsheet upload process, detailed later in
this tutorial.

Once you have entered the vehicle information, click “Insert”. A message will be displayed that the
record was inserted and the fields are blank again. Add the next vehicle and click “Insert” until all
entries are made and then close the window.

Return to “Account Registrations” by clicking on the link labeled “Return to Account Registrations” in
the upper right corner of the window as shown below.
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Figure 6. Return to Account Registrations hyperlink

Select the Application for Use Fuel User Emblems line and select “Generate Registration Form” from
the pop-up menu.
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Figure 7. Select Generate Registration Form

The following screen is displayed:
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Figure 8. Emblem Application screen

Select the “Form Manual Entry” tab.
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Enter the year for the emblems, and the date signed (today).

| Registration Details x
Country: USA Junsdiction: OR
Taxpayer Type: APEMB Terminal Code:
Start Period: 4/30/2019 Sequence: ORIGINAL
w ‘ History Log || Supporting Documents ‘ | Scheduled Tasks
Calendar Year Applied For:
Date signed by applicant
6/13/2019 &l
< Save >

Save & Regenerate

Figure 9. Form Manual Entry screen

Click on “Save and Regenerate” at the bottom of the window and close the form.

Select the Application for Use Fuel User Emblems line and select “View/Submit Registration” from
the pop-up menu.

The following screen is displayed.
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— Registration Details
Registration Status:

| Application Available

Account Type: | APEMB I
Company Name: | TESTDAVIDD1 |
Registration Type: | Initial |
Effective Date | 282017 |
Obsolete Date | NFA |

~ Electronic Acknowledgement

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

[] 1 agree to the conditions of this submittal

| submit |

Figure 10. Emblem Application Submittal screen

Click the checkbox to agree to the terms of submittal and then click the “Submit” button at the bottom
of the screen.

A confirmation screen is displayed with our contact information.

Account Registration Details =

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

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

Fuels Tax Group, MS 21
355 Capitol 5t NE
Salem, OR 87301-3871

Telephone: 503-373-3150
eMail: ODOTFuelsTax@odot state.or.us

Figure 11. Confirmation of submittal

Once the application is approved by the Fuels Tax Group, the “View Certificate” option will be
available to print the emblems.
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UPLOADING VEHICLE INFORMATION USING AN EXCEL TEMPLATE

If you have a large number of vehicles, you may use an Excel worksheet template to upload your
vehicle information. If your information is already in an electronic format, you may be able to copy
and paste it into the Excel template retrieved from the online system.

From the “Account Registrations” screen, select the “Application for Use Fuel User Emblems” line
and then select “Data File Upload” from the pop-up menu.
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Figure 12. Select Data File Upload

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

Awslara - Data File Uplosd x

Flease upload your dats file. The data file will be exiracted and validsted as part of the data file import process.

Maote: This process allows for an upload of up to 1000 records. Larger uploads shouwld be performed from the Dashiboard or
Schedule Transaction Importer tool.

Diafa File: Select

Liowmnload template

Upload

Figure 13. Retrieving Excel template

Click on “Download template” in the bottom of the gray portion of the window to access the
template.

The template contains the same vehicle information as the schedule INTO1. The excel format allows
you to enter the information in columns rather than going through multiple forms, and you can cut
and paste information from other sources.
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A sample of the template is shown below:
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Figure 14. Excel template sample

Complete the fields as follows:

ScheduleCode INTO1

InvoiceDate Request date

emblem_number Leave blank for new emblems. Existing emblem number for renewals
fuel_type CNG, Diesel, LNG or Propane

license_tag_number License plate number

license_tag_state 2 digit state of vehicle registration

vehicle_id_number VIN of vehicle

vehicle_make Make of vehicle (Chevrolet, Ford, etc.)

vehicle_weight Vehicle weight

When you have completed the entries, save the file in a location you can find easily.
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From the “Account Registrations” screen, select the “Application for Use Fuel User Emblems” line
and then select “Data File Upload” from the pop-up menu.

Click the “Select” button and navigate to the file you just saved. It will be displayed in the Data File
field when it is selected. Click the “Upload” button at the bottom of the window and close the

window.

Awalars - Data File Uplosd

Flease upload your data file. The data file will be extracted and velidated as part of the data file import process.
Mote: This process allows fior an upload of up to 1000 records. Langer uploads showld be performed from the Dashboard or
Schedule Transaction Impaorter tool.
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Figure 15. Select file to upload

The worksheet will populate the INTO1 entries. Continue with the instructions listed above starting
with Figure 6.
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