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IRP ACCOUNT RENEWAL 

LOG IN WITH YOUR USER NAME AND PASSWORD 

GENERAL INFORMATION: THINGS TO KNOW AND WATCH FOR DURING YOUR ONLINE RENEWAL 

ICONS LOCATED AT BOTTOM OF SCREEN: 

- SAVE & QUIT: THIS WILL BE DISPLAYED AT BOTTOM OF SOME OF YOUR PAGES/SCREENS AND IT WILL ALLOW YOU TO SAVE

YOUR PROGRESS IF YOU NEED TO GET OUT OF PROGRAM AND COME BACK

- CANCEL: THIS ICON DOES WHAT IT SAYS. IT COMPLETELY CANCELS THE SUPPLEMENT/TRANSACTION. IT DOES NOT SAVE

ANYTHING.

- REFRESH: CLEARS YOUR SCREEN

- PROCEED: ADVANCES TO NEXT SECTION

- DONE: COMPLETES SECTION

MESSAGES: 

- BLUE MESSAGES: THESE MESSAGES USUALLY ARE CONFIRMATION MESSAGES AND NO ERRORS

- YELLOW MESSAGES: THESE ARE WARNING MESSAGES. THEY ACT AS REMINDERS IN CASE SOMETHING IS MISSING OR

NEEDED. 

- RED MESSAGES: THESE ARE ERROR MESSAGES AND BRING THE RENEWAL/TRANSACTION TO A HARD STOP. YOU WILL NOT

BE ABLE TO PROCEED UNTIL THE ISSUE IN THE MESSAGE IS RESOLVED.
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DISCLAIMER 

SELECT: AGREE 

(YOU MUST AGREE TO THE DISCLAIMER BEFORE YOU CAN PROCEED) 
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SITE MAP 

 

SELECT: IRP (LOCATED IN LEFTHAND COLUMN UNDER SERVICES) 
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ACCOUNT RENEWAL 

 

SELECT: RENEW FLEET 
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FLEET 

SUPPLEMENT SEARCH 

 

POPULATE:  

- FLEET NO: PUT THE CORRECT NUMBER IN FOR THE FLEET YOU ARE RENEWING 

- FLEET EXPIRATION YEAR: PUT IN THE YEAR THAT YOUR CURRENT TAGS WILL EXPIRE (IF EXPIRE IN 2019 PUT 2019) 

SELECT: PROCEED 
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CUSTOMER DETAILS 

 

SELECT: PROCEED 
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CUSTOMER DETAILS VERIFICATION 

 

SELECT: PROCEED 
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FLEET DETAILS 

 

ADDRESS DETAILS: IF NEEDED - YOU CAN MAKE UPDATES/CHANGES TO YOUR MAILING ADDRESS ONLY 

- STREET: MOST CURRENT NUMBER AND STREET ADDRESS SHOULD BE LISTED TO WHERE YOU RECEIVE MAIL 

- ZIP CODE: MOST CURRENT ZIP CODE SHOULD BE LISTED 

- JUR: MOST CURRENT JURISDICTION/STATE SHOULD BE LISTED 

- CITY: MOST CURRENT CITY SHOULD BE LISTED 

- COUNTY: MOST CURRENT COUNTY SHOULD BE LISTED 

FLEET DETAILS: CHANGES CAN BE MADE AT THIS TIME FOR THE FOLLOWING 

- CONTACT NAME: THE MAIN CONTACT PERSON THE DMV SHOULD TALK TO ABOUT YOUR ACCOUNT 

- EMAIL: THE EMAIL ADDRESS YOU WANT DOCUMENTS AND INFO SENT TO 

- PRIMARY PHONE: MAIN PHONE NUMBER FOR CONTACT PERSON 

- ALTERNATE PHONE: A DIFFERENT PHONE NUMBER (IF ANY) FOR THE CONTACT PERSON – i.e.: CELL PHONE # 

- FAX NO.: FAX NUMBER IS NEEDED IF YOU WANT FAXES SENT TO YOU  

SELECT: PROCEED 
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FLEET DETAILS 

 

REVIEW: MAKE SURE EVERYTHING LOOKS CORRECT 

 

SELECT: PROCEED 
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DISTANCE DETAILS 

MILEAGE: IS THERE ACTUAL MILEAGE TO REPORT? 

- YES: CLICK ON YES AND POPULATE EACH STATE THAT MILEAGE IS REPORTED FOR.  

- VERIFY: TOTAL EQUALS THE CUSTOMER TOTAL      

- NO: MARK BOX NO (INCLUDE AVERAGE DISTANCE CHART WITH PAPERWORK) 

 

(DO NOT INCLUDE ESTIMATED DISTANCE OF ANY KIND) 
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POPULATE: COMMENT BOX WITH SCOPE OF OPERATION (WHAT THEY ARE HAULING) THIS IS REQUIRED ON EVERY 

RENEWAL. 

SELECT: ADD/UPDATE COMMENT 

SELECT: PROCEED 
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REVIEW: MAKE SURE EVERYTHING IS CORRECT AND MILEAGE MATCHES UP CORRECTLY 

SELECT: PROCEED 
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WEIGHT GROUP SELECTION DETAILS 

WEIGHT GROUP: REVIEW YOUR WEIGHT GROUPS. IF NO CHANGES ARE NEEDED THEN SELECT PROCEED. 

ADD WEIGHT GROUP: SELECT IF YOU NEED TO ADD A WEIGHT GROUP TO YOUR FLEET 
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ADD WEIGHT GROUP 

POPULATE: 

- WEIGHT GROUP NO (USE NUMBER REFLECTING WEIGHT – 26 = 26000, 55 – 55000, ETC.) 

- MAX GROSS WEIGHT COLUMN DROPPED DOWN TO CORRECT WEIGHT. 

- IF WEIGHT ISN’T LISTED IN THE DROPDOWN BOX THEN CHOOSE OTHER AND POPULATE THE WEIGHT IN THE BOX. 

- IF WEIGHTS NEED TO BE DIFFERENT IN EACH STATE, OTHER THAN BASE WEIGHT, THEN USE A SINGLE DIGIT 

NUMBER IN WEIGHT GROUP NUMBER, SUCH AS 1. THEN YOU CAN USE MAX GROSS WEIGHT DROPDOWN BOX TO 

PUT IN YOUR BASE WEIGHT AND THEN CHANGE THE STATES TO THE WEIGHT THAT IS NEEDED FOR EACH. 

SELECT: PROCEED 

(YOU CAN CREATE AS MANY WEIGHT GROUPS AS NEEDED FOR FLEET) 

(ONLY USE SINGLE DIGITS, IN WEIGHT GROUP NUMBER, IF CREATING WEIGHTS IN THE STATES OTHER THAN BASE GVW) 
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SELECT: PROCEED 
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THIS SCREEN IS TO ADD MORE WEIGHT GROUPS IF NEEDED. IF NONE THEN SELECT: DONE 

IF ADDING MORE WEIGHT GROUPS MAKE SURE YOU USE A NUMBER, IN THE WEIGHT GROUP NUMBER, THAT 

REFLECTS THE BASE WEIGHT.  

EXAMPLE: 26 = 26000, 33 = 33000, 55 = 55000, ETC. 
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RENEWAL VEHICLE PROCESSING 

*AT THIS SCREEN YOU CAN ADD A NEW UNIT, DELETE A UNIT, OR AMEND A CURRENT UNIT* 

 

SELECT: DONE (ONLY IF EVERYTHING STAYS THE SAME AND NO CHANGES NEED MADE) 

SELECT: DELETE – ONLY IF YOU ARE DELETING A UNIT/VEHICLE OFF OF THE RENEWAL 

SELECT: AMEND – ONLY IF YOU NEED TO MAKE CHANGES TO CURRENT UNITS/VEHICLES ON THE RENEWAL 

 

WE ARE NOT ALLOWING THE ADD VEHICLE ONLINE SECTION AT THIS TIME. IF YOU NEED TO ADD A 

UNIT, DURING THE RENEWAL, THEN YOU WILL NEED TO SEND IN THE ADD VEHICLE FORM,           

DMV-IRP-001A, WITH ALL NECESSARY PAPERWORK INCLUDING THE ORIGINAL TITLE. THE ADD 

VEHICLE FORM DMV-IRP-001A WILL BE IN YOUR RENEWAL PACKET. 
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RENEWAL VEHICLE PROCESSING 

 

AMENDING CURRENT VEHICLE/S: 

SELECT: AMEND VEHICLE 

SELECT: PROCEED 
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VEHICLE DETAILS 

 

CHANGE VEHICLE DETAILS: 

POPULATE:  

- UNIT NO.; VIN; OR PLATE NO.  

SELECT: SEARCH (DOING THIS WILL AUTOMATICALLY POPULATE THE VEHICLE DETAILS) 
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VEHICLE DETAILS 

VEHICLE DETAILS:  MAKE THE NECESSARY CHANGES IN THE REQUIRED FIELDS AT THIS TIME (RED ASTERIK = REQUIRED) 

- UNIT NO.:  IF YOU NEED TO CHANGE YOUR UNIT NUMBER DO SO NOW

- WEIGHT GROUP NO.:  ONLY CHANGE IF YOU NEED TO INCREASE OR DECREASE THE BASE JURISDICTION GROSS WEIGHT

- PURCHASE DATE: SHOULD NOT BE CHANGED

- PURCHASE PRICES: SHOULD NOT BE CHANGED

- TITLE JURISDICTION: SHOULD NOT BE CHANGED (IF IT IS NOT A WV TITLE THEN IT CANNOT BE PLATED IN WV)

- TITLE NUMBER: SHOULD NOT BE CHANGED

- OWNER NAME: NAME OF VEHICLE OWNER

- OWNER PHONE NO.: PHONE NUMBER OF VEHICLE OWNER

- SAFETY RESPONSIBILITY: SAFETY DOT LEASED THEN SELECT LEASED. SAFETY DOT OWNED BY COMPANY MARK OWNER

- SAFETY USDOT: USDOT # OF SAFETY RESPONSIBILITY

- SAFETY TIN: TIN # OF SAFETY RESPONSIBILITY

- SAFETY CHANGE: SHOULD REMAIN NO UNLESS THE SAFETY DOT WILL CHANGE WITHIN THE REGISTRATION YEAR

(IF THE VEHICLE OR THE SAFETY DOT IS LEASED, THEN WE WILL NEED A SIGNED LEASE AGREEMENT BETWEEN BOTH 

PARTIES.) 

DOCUMENTATION REQUIREMENTS FOR ADMIN FEE AND FEE CALCULATION 

- THERE SHOULD BE NO CHANGES IN THIS SECTION

SELECT: PROCEED 
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REVIEW: MAKE SURE EVERYTHING IS CORRECT 

SELECT: PROCEED 

(AFTER YOU HIT PROCEED, IT WILL BRING YOU TO THE VEHICLE DETAILS PAGE AGAIN TO AMEND ANOTHER VEHICLE. IF NO OTHER VEHICLES 

THEN SELECT: DONE. IT WILL THEN RETURN YOU TO THE RENEWAL VEHICLE PROCESSING SCREEN. IF THERE ARE MORE VEHICLES TO ADD, 

THEN REPEAT PREVIOUS INSTRUCTIONS) 
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RENEWAL VEHICLE PROCESSING 

DELETING A VEHICLE FROM RENEWAL 

SELECT: DELETE VEHICLE 

SELECT: PROCEED 
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VEHICLE DETAILS: DELETE UNIT 

 

SELECT: THE VEHICLE/UNIT THAT YOU ARE WANTING TO DELETE 

(YOU CAN SELECT MULTIPLE VEHICLES AT A TIME. YOU CAN ALSO USE THE UNIT NO., VIN, OR PLATE NUMBER SEARCH TO FIND CORRECT 

UNIT EASIER.) 

COMMENT BOX: TYPE REASON FOR DELETION (I.E. SOLD, OUT OF SERVICE, DESTROYED, ETC.) 

SELECT: PROCEED 

 

PLATES FOR ALL DELETED VEHICLES MUST BE RETURNED TO THE IRP OFFICE NO LATER THAN JULY 15, 2019 
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VEHICLE DETAILS: DELETE UNIT 

 

REVIEW: MAKE SURE EVERYTHING IS CORRECT  

SELECT: PROCEED  

 

 

(AFTER YOU HIT PROCEED, IT WILL BRING YOU TO THE VEHICLE DETAILS PAGE AGAIN TO DELETE ANOTHER VEHICLE. IF THERE ARE NO OTHER 

VEHICLES TO DELETE, THEN SELECT: DONE. IT WILL THEN RETURN YOU TO THE RENEWAL VEHICLE PROCESSING SCREEN.) 
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RENEWAL VEHICLE PROCESSING 

 

SELECT: DONE (ONLY IF ALL CHANGES AND CORRECTIONS ARE COMPLETE) 

 

 

 

 

This should be the last screen on the carrier renewal 
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WEB PROCESSING 

 

CLICK: SELECT (ON THE CORRECT ENTRY) 
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DOCUMENT COLLECTION AND UPLOAD 

VEHICLE DOCUMENT: 

- CHOOSE CORRECT VIN

- VEHICLE DOCUMENT TYPE: USE DROP DOWN BOX TO SELECT TYPE OF DOCUMENT BEING UPLOADED

- LEASE CONTRACT: IF VEHICLE IS LEASED, A SIGNED LEASE AGREEMENT IS NEEDED

- PSC FORM 4: IF VEHICLE IS A WRECKER OR GARBAGE TRUCK, A CURRENT PSC FORM 4 IS NEEDED

- SCHEDULE 1 FORM 2290: ALL UNITS OVER 55,000LBS GVW MUST HAVE A CURRENT VALIDATED 2290.

- BROWSE: CLICK ON BROWSE AND SELECT THE CORRECT DOCUMENT FROM YOUR COMPUTER

- UPLOAD: CLICK ONCE THE RIGHT DOCUMENT HAS BEEN SELECTED

FLEET DOCUMENT: 

FLEET DOCUMENT TYPE: DROP DOWN 

- POA: IF A POWER OF ATTORNEY IS REQUIRED SELECT POA

- SIGNED APPLICATION: WE MUST HAVE THE SIGNED APPLICATION FROM RENEWAL PACKET

- DESIGNATED AUTHORITY: IF SAFETY USDOT IS LEASED WE MUST HAVE SIGNED LEASE AGREEMENT

BROWSE: SELECT CORRECT DOCUMENT FROM YOUR COMPUTER 

UPLOAD: SELECT TO UPLOAD CORRECT DOCUMENTATION 

(THE DOCUMENT WILL SHOW UP IN THE FLEET DOCUMENT SECTION) 

SELECT: SUBMIT 

SELECT: QUIT 

(NOW YOU WILL WAIT FOR THE DMV/IRP TO APPROVE IT. YOU WILL RECEIVE AN EMAIL WHEN APPROVED.) 
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SITE MAP 

SELECT: WORK IN PROGRESS (LOCATED UNDER OTHER)
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WVSD-306 Screen flow for external users 

External user selects WIP  

Selects Proceed and is brought to the Payment Details screen 

User reviews and can select View Invoice Report if needed 

Proceed is selected  

User would be brought to the Payment screen below 
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IRP ONLINE PAYMENT 

THIS BOX WILL APPEAR AND NOW YOU HAVE YOUR CHOICE OF EITHER PAYING WITH A CREDIT CARD 

OR DIRECTLY FROM YOUR CHECKING ACCOUNT 

SELECT: FORM OF PAYMENT 
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PAYMENT SCREEN 

COMPLETE: FILL OUT THE INFORMATION IN THE PAYMENT BOX TO COMPLETE FORM 

SELECT: PAY 

(AFTER YOU SELECT PAY IT SHOULD PROCESS YOUR PAYMENT. THEN A POP UP CONFIRMATION WILL OPEN. CLOSE IT 

AND PROCEED TO SYSTEM PAGE.) 
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PAYMENT CONT. 

AFTER COMPLETING PAYMENT SELECT: PROCEED 
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PAYMENT CONT. 

SELECT: PAY 

(THIS WILL GENERATE YOUR INVOICE) 




