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1 Overview 

The objective of this user guide is to provide a step-by-step description of the system 

flow with various screen prints.  

 

Refer to Appendix A – Acronyms when you need an explanation of abbreviations in the 

user guide. 

 

1.1 FLHSMV Navigation   

As a prerequisite, you must have access to the Internet, the FLHSMV Application URL, 

and an assigned role that is associated with current responsibilities and FLHSMV 

Enterprise application transactions. 

 

1.1.1 Sign On 

The following is the FLHSMV login screen.  
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• An authorized user with existing credentials can enter the User ID and Password, 

and click LOG IN.  
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• A disclaimer screen appears consisting of the Terms and Conditions and Privacy 

Policy.  

• Click AGREE to move to the Customer Dashboard screen.  

 

1.1.1.1 Forgot Password 

This function helps you reset the forgotten password for your user account. Perform the 

following steps to reset your forgotten password: 

• From the Login screen, click on the Forgot Password link. 
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• On the Forgot Password screen, enter your User ID and click PROCEED. 

 

 

 

• The rest of the fields on the screen will populate based on the entered user ID. 
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• Enter either the Secret Question and Secret Answer or the contact email 

registered on your user account in the Confirm Email field.  

• Click PROCEED. 

• The system sends an email to the registered email address with a new password 

to log in.  

 

1.1.2 Enterprise 

FLSHMV has various modules in the system which can all be accessed from beneath 

the section headers located on the left column of the screen. The section headers, 

when selected, will display additional subsections within them. You can maneuver easily 

through the various FLHSMV sections by clicking the section header to expand it and 

access the available options within that section. 

 

The modules and corresponding menu options displayed within will depend on the role 

you are assigned in the FLHSMV application.   

 

 

 



FLHSMV    

 

9 
 

Below are the various modules you can access by selecting or expanding one of the 

section headers: 

• Customer Dashboard – Provides brief insights into the activities or transactions 

associated with your customer account.  

• On the Customer Dashboard screen, you can perform the following actions:  

• Click the Tool icon on the top right of the screen to view the following options 

underneath the Customer View panel: 

• To-Do List For Audit 

• Comments  

• Customer Summary  

• Delinquent Return  

• System Credit Balances 

• IFTA Summary  

• IFTA Quick Links 

• IRP Summary 

• Non-Paid Refunds 

• Pending Transactions 

• IRP Quick Links 

• Tax Return Quick Links 

• IFTA Tax Return Summary 

• Toggle the respective switches under Customer View to enable or disable their view 

on the Customer Dashboard screen.  

• Click SAVE to apply the changes to the Customer Dashboard.  
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• Services – This section header contains various applications available for 

FLHSMV which are accessible based on the role assigned to you. The 

applications for FLHSMV include Enterprise, IRP, IFTA, and Audit Tracking. 

 

 

 

• Operations – This section header contains system modules like Finance. 

• Support – This section header includes the following modules: 

• IFTA MCS Forms – This is a link to FLHSMV’s official website.  
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• Expand the Support section header and click on IFTA MCS Forms. 

• The IFTA MCS Forms will open in a new popup window.  

 

1.1.3 Application-level Menu 

Each module in the application consists of different menu functions. The access to each 

module and its associated menu functions is determined based on the user role 

assigned to you.  

• From the panel on the left side of the application, click SERVICES to expand the 

section header and select Enterprise or IFTA.  

• The associated menu displays. For example, selecting IFTA from the Services 

header will display the IFTA-level menu screen. The menu items displayed are 

based on the role assigned to you in the system. 

 

 

 

1.1.4 Sub Menus 

The sub-menus in FLHSMV will display beneath the menu tile header.  
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1.1.5 Search and Selection 

Certain menus such as Inquiries and Work in Progress come with a search and 

selection feature. This feature allows you to search and select records based on the 

entered search criteria.  

• On the Inquiry screens, you must enter the search criteria and a grid will display 

the search results. The information in the grid will differ depending on the 

information being searched.  

• Select one item from the grid to view the associated details or select the record 

for processing. 

• For example, on the “Work in Progress” search screen, Account No. is prepopulated 

and protected. You can enter additional search parameters and click PROCEED to 

narrow down the search results or get to the supplement screen.  
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• If more than one supplement exists for the search, the information grid will display the 

search results. Based on the information in the grid, select the supplement to resume 

processing by clicking the select icon located in the Action column on the left of the 

supplement row.  

 

 

 

1.1.6 Transaction Tabs 

When you process a transaction/supplement, the tabs at the top of the screen indicate a 

transaction’s progress by colors/shading. These tab color indicators will vary depending 

on the application and the selected supplement/transaction within the application. 

 

 

 

The tab color indicator schema is as follows: Tab items in a light grey color (FLEET) 

indicate screens you have navigated through. The highlighted tab or in the darker grey 

color (DISTANCE) indicates the transaction step currently being processed. The 

remaining tabs in more lighter grey color (WGTGROUP, VEHICLE, BILLING, 

PAYMENT, CREDENTIALS) indicate processing is yet to happen. You may navigate 

back to a previous tab by selecting the desired tab. The Main Menu and Inquiries tabs 

are available for all transactions.  
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Main Menu redirects you to the Main Menu of the application and Inquiries displays a 

pop-up screen upon selecting the required option you want to inquire about from the 

drop-down like ACCOUNT, FLEET, DISTANCE, VEHICLE, etc. The Inquiry screen may 

be used at any time and does not interrupt the transaction/supplement being processed.  

 

1.1.7 Navigation from Screen to Screen 

The navigation from screen to screen in FLHSMV is performed by selecting the 

commands at the bottom of the screen. The following five commands are common to 

most screens in FLHSMV and control the navigation: 

• PROCEED – Performs edits on the data entered on the screen and if the information 

passes edits, FLHSMV proceeds to the next screen. 

• CANCEL – Cancels the transaction/supplement (backout transaction). 

• REFRESH – Refreshes the screen and removes all the data entered. It restores the 

screen to the same initial state as when the screen was first loaded. 

• QUIT – Allows to exit the transaction; however, the transaction is not canceled. You 

can continue the transaction using the Work in Progress (WIP) feature. 

• “?” (Encircled question mark) - Displays a pop-up screen containing the help 

guide to assist you with entering the correct information on the screen. 

 

 

1.1.8 Error Messages 

Messages in FLHSMV are displayed at the top of the screen for most transactions. 

There are three types of messages: Information, Warning, and Error. Each message 
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type has an indicator to designate the type of message. Errors will normally prevent the 

transaction from continuing; however, informational and warning messages will allow 

the transactions to continue. 

• “I” – Information messages usually appear in a blue hue. 

• “W” – Warning messages usually appear in a yellow hue. 

• “E” – Error messages appear in a red hue. 

 

Information: 

 

 

Warning: 

 

 

Error:  

 

 

1.1.9 Verification Screens 

In FLHSMV, all data entry screens have a verification screen. The verification screen is 

displayed once all the edits are passed for the initial entry screen. Normally, the only 

buttons on the verification screen are PROCEED and BACK. PROCEED saves the 

information to the database. BACK allows you to return to the previous screen and 

update the information as required and proceed forward again. 
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1.1.10  Logout 

Logout will close your current session and redirect you to the Login screen. To log out of 

the application: 

• Click the LOGOUT icon from the top-right corner of the screen (as highlighted in 

the screen below).  

• The system will display the login screen. 
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1.2 Enterprise  

1.2.1 Customer 

1.2.1.1 Customer Inquiry 

This function allows you to inquire and view information related to a carrier account. 

Perform the following steps for a customer inquiry:  

• From the ENTERPRISE level menu, click CUSTOMER INQUIRY from the 

CUSTOMER menu tile. 

• The customer inquiry screen will open in a popup window.  

 

 

 

• On the customer search screen, enter the following search parameters: 

• For Authorized Agent: The Account No. field is not prepopulated or disabled. 

• For External Users:  

o Account No. – This field pre-populates and is disabled.  

o Legal Name – Enter the legal name in full or type initials to process a 

partial search of the legal name.   

o FEID - This is a 9-digit Federal Employer Identification Number (FEID) 

number of your business. 

o USDOT No. – Enter your 8-digit USDOT number.  

o DBA Name 

o History Check – If you check the History Check checkbox, the system will 

look up all the history records related to the entered account number.  

o Customer Type – Select one of the following options from the drop-down: 

▪ Carrier 
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▪ Authorized Agent 

o ORION Customer No. – Enter the ORION customer number, if known.  

• Click PROCEED to display a list of customers that match the search criteria in a 

result grid. 

 

 

 

• Click the ‘Tree’ icon under the ‘Action’ column on the left of the grid to display the 

history associated with the account number. 

• Click the VIEW icon under the ‘Action’ column on the left of the grid to display the 

customer inquiry screen. 
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• Click PRINT to print the customer inquiry details or click CLOSE to exit the 

customer inquiry screen. 
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1.2.2 User 

1.2.2.1 Change Password 

This function allows you to change the password for your user profile. Perform the 

following steps to change your password: 

• From the ENTERPRISE level menu, click RESET PASSWORD from the USER 

menu tile. 

 

 

 

• On the Change Password screen, enter the following details: 

o User ID – Prepopulates the user ID of your profile. 

o Username – Prepopulates the Username of your profile. 

o New Password/Passcode – Enter a new password.  

o Confirm Password/Passcode – Re-enter the password you entered in the 

New Password field.  

o Secret Question – Select a secret question from the drop-down. 

o Secret Answer – Enter your secret answer to the secret question. 

• Click PROCEED to change the password. 

 

1.2.2.2 User Profile 

This function allows you to update information related to your user profile. Perform the 

following steps to update your user profile:  

• From the ENTERPRISE level menu, click USER PROFILE from the USER menu 

tile. 
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• The User Profile screen is pre-populated with the details of your user profile. 

Update the details on the following sections:  

o User Details:  

▪ User ID – Prepopulates with the user ID of the profile and is 

protected. 

▪ Username – Prepopulates with the Username of your profile and is 

protected. 

▪ Email – Prepopulates with your email address and can be updated 

if required. 

▪ User Preference – Select the preferred theme from the drop-down. 

▪ Language Preference – Select English from the drop-down as 

preferred. 

▪ Photo – Click UPLOAD IMAGE to set an image for your profile and 

then click UPLOAD below the image to complete the image upload. 

o Address Details – Displays the existing address on the screen. Update the 

Street, Zip Code, Jurisdiction, City, and County, if required. 

• Click PROCEED to move to the verification screen. 
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• Review the details on the verification screen and click PROCEED to save the 

changes.   
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1.3 Operations 

1.3.1 Finance 

1.3.1.1 Business Period in the Header 

Upon signing into the application, the business period is displayed on the top left corner 

of the screen along with the office location.  

 

 

1.3.1.2 Payment 

1.3.1.2.1 Cart Payment 

This function allows you to add or remove supplements/transactions to a cart for 

processing a payment. Perform the following steps to add a supplement to a cart:  

• From the FINANCE level menu under the OPERATIONS header, click CART 

PAYMENT from the PAYMENT menu tile, or 

• Click on the shopping cart icon displayed at the top left corner of the screen to 

navigate to the cart payment screen. If any transactions exist, the shopping cart 

icon will display the total number of items existing in the cart. 
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• On the cart payment screen, perform the following steps: 

• For Authorized Agent: The Account No. field is not prepopulated or disabled. 

• For External Users: Enter the following search parameters. 

o Account No. – This field is auto-populated with Account No. and protected.  

o Invoice No. 

o Invoice Date From/To 

o Cart ID 

o Legal Name 

o All Transactions – Select this checkbox to view all the available 

transactions to be paid.  

• Click SEARCH and the system will display a pop-up window listing all the 

transactions available in the cart for payment processing. 

 

 

• Select the checkbox next to the preferred Cart ID you want to pay and click ADD. 

o If the search result has multiple records the details for the selected cart 

will populate on the screen in a grid. If the search results have a single 

record, then you will be directed to the Payment collection screen. You 
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can pay only one cart at a time before a new transaction can be added to 

the cart.   

• To remove a transaction from the cart: 

o Select the check box next to the preferred transaction from the grid. 

o Click the REMOVE button. 

• Click PAY to go to the payment verification screen, or 

• Click SAVE & QUIT to continue adding the additional transactions to the cart 

later and exit the screen.  

 

 

 

• On the payment verification screen, click PROCEED to go to the Payment 

collection screen.  

 

1.3.1.2.1.1 Payment Collection 
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• On the payment collection screen, enter the payment type: 

o Payment Type - Select the Payment Type from the drop-down: 

▪ Credit Card 

▪ IRP System Credit – If this system credit balance for the customer 

exists, the system defaults the Payment Type to IRP System Credit 

and this field will be protected. 

▪ IFTA System Credit – If this system credit balance for the customer 

exists, the system defaults the Payment Type to IFTA System 

Credit, and this field will be protected. 

o Payment No. - The Payment No. will auto-populate for the selected 

payment type.  

o Payment Amount – The amount will auto-populate based on the selected 

payment type and balance available in the selected payment type. You 

may add additional payment types to process the payment in full.   

• Add Payment Type – The system allows using multiple payment methods to 

complete the payment. To select additional payment types: 

o Click ADD to add another payment type. 

o Payment Type – Select the preferred payment method from the drop-

down.  

o Enter the payment details as required.  

• Delete a Payment Type – To remove an added payment type: 

o Select the DELETE checkbox next to an added payment type. 
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o Click DELETE and the payment type is removed.  

• System Credit – If this radio button is checked, the system will automatically 

transfer any overpayment to the respective IRP or IFTA account System Credit 

• Refund – If this radio button is checked, the system will issue you a refund for the 

overpaid amount. 

• Click PROCEED to process the payment and display the verification screen. 

• Verify the payment details in the verification screen and click PROCEED to 

complete the payment and generate the payment receipt. 

 

1.3.1.2.1.2 Electronic Payments 

• On the payment collection screen, you can make a payment using a credit card 

by clicking ELECTRONIC PAYMENT.  

 

 

 

• Payment Type - Select Credit Card as the Payment Type from the drop-down. 

• Click ELECTRONIC PAYMENT to open an electronic payment popup window.  
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• Once you enter the required details in the electronic Payment Information 

window and the electronic payment is approved, the associated details will 

populate on the payment screen and allow you to proceed with completing the 

payment process. 

 

1.3.1.3 Reprint 

1.3.1.3.1 Payment Receipt 

This function allows you to reprint a payment receipt already issued/printed. Perform the 

following steps to reprint a payment receipt:  

• From the FINANCE level menu under the OPERATIONS header, click 

PAYMENT RECEIPT from the REPRINT menu tile.  
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• On the reprint screen, perform the following steps: 

• For Authorized Agent: The Account No. field is not prepopulated or disabled. 

• For External Users: Enter the following search parameters. 

o Account No. – This field is prepopulated and protected. 

o Payment Date  

o Cart ID 

o Legal Name 

o Electronic Delivery Type – This field defaults to PDF and is protected. 

• Click PROCEED to view the results in a grid.  

 

 

• Click the Cart ID link from the grid to generate the payment receipt for the 

preferred payment record.  

• The system generates the payment receipt in PDF format.  
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1.3.1.4 System Credit Deposit 

1.3.1.4.1 System Credit Inquiry 

This function allows you to search for information related to the system credit account 

deposits and available balances. Perform the following steps for system credit inquiry: 

• From the FINANCE level menu under the OPERATIONS header, click SYSTEM 

CREDIT INQUIRY from the SYSTEM CREDIT DEPOSIT menu tile. 

 

 

• On the system credit inquiry search screen, perform the following steps: 

• For Authorized Agent: The Account No. field is not prepopulated or disabled. 
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• For External Users: Enter the following search parameters. 

o Account No. – This field is prepopulated and protected. 

o System Credit Type – Select the preferred system credit type from the 

drop-down: 

▪ All 

▪ IFTA System Credit 

▪ IRP System Credit 

o FEID - This is a 9-digit Federal Employer Identification Number (FEID) 

number of your business. 

o USDOT No. – Enter your 8-digit USDOT number. 

o Legal Name – Enter the legal name in full or type initials to process a 

partial search of the legal name. 

• Click PROCEED to view the details in a grid. The system also displays the 

associated history beneath a tree structure.  

 

 

• Click the Available Balance link or the respective System Credit (IRP or IFTA) 

link beneath the History to view the system credit inquiry screen. 

• The System Credit inquiry screen opens in a new pop-up window. 
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• Click PRINT at the bottom of the screen to print the system credit details or click 

CLOSE to exit from the inquiry screen. 

1.3.2 User Management 

1.3.2.1 Reset Password 

Reset password allows you to reset a password for a user to a temporary password. 

The system displays the password rules at the top of the Reset Password screen. 

Follow the instructions to set a new password. 

Perform the following steps to reset a password: 

• From the USER MANAGEMENT level menu under the OPERATIONS header, click 

RESET PASSWORD from the USER menu tile. 
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• On the Reset Password screen, enter the following details: 

o User ID – The user ID auto populates and cannot be changed. 

o Username – The username auto populates and cannot be changed. 

o New Password/Passcode – Enter the new password/Passcode. 

o Confirm Password/ Passcode – Re-enter the same password/ Passcode 

entered in the New Password/ Passcode field. 

o Email – Enter the registered email ID.  

o Last Updated User ID – Displays the user ID of the user who last updated the 

user profile. 

o Last Updated Time Stamp – Displays the date and time the user profile was 

last updated.  

o User Status – Displays the status of the user ID.  

• Click PROCEED to reset the password. 
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Appendix A - Acronyms 

 

FLHSMV Florida Highway Safety and Motor Vehicles 

URL Uniform Resource Locator 

ID Identification 

IRP International Registration Plan 

IFTA International Fuel Tax Agreement 

MCS Motor Carrier Services 

WIP Work in Progress 

No. Number 

FEID Federal Employment Identification 

USDOT US Department of Transportation 

DBA Doing Business As 

PDF Portable Document Format 

 


