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Add / Transfer Vehicle Supplement 
External Procedure 

Overview 

• This supplement allows a user to transfer plates from one vehicle, deleting that 
truck, and transferring that plate to a new vehicle within the same account and 
fleet. 

 

Regulation 
 
7 CSR 10-25.030 Apportion Registration pursuant to the International Registration Plan 

• (B) Add vehicle and transfer- The removal of a vehicle from service in a 
registered fleet to be replaced with another vehicle whether the registered gross 
weight is the same, to be increased, or to be decreased.  

 
Process 
In the credentialing system 

• From the IRP application site map, select add/transfer vehicle from the vehicle 
menu tile 

• When the vehicle search screen comes up, enter the following:  
o Account number and MCE customer ID are populated and protected 
o Fleet number and fleet expiration year to narrow the search, if desired 
o The supplement effective date is defaulted to the current date and can be 

future dated, within 30 days. 
o Select proceed to display the vehicle details screen. 

 If nothing is entered in the fleet no. and fleet expiration year, you 
must select the correct fleet by clicking on the pointer finger button. 
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• Use one of the following criteria in the new vehicle search to add the new 
vehicle:  
o VIN, copy unit number or plate number 
o Select search to search the information provided. 

 

 
• Enter the following in the deleted vehicle details to delete the old vehicle: 

o Unit number, VIN and delete reason of the vehicle the user is transferring the 
plate from.  

o Select search, this will generate the deleted vehicle information  

 
• Enter the following in the vehicle details  

o Unit number, weight group, combined axles, unladen weight, purchase date, 
purchase price, title jurisdication, title number, lease box if owner is different 
than account name, owner name, safety responsibility, safety USDOT, safety 
TPID and safety change set to yes or no to indicate if MCRS is expected to 
change. 

o TVR box is selected if the user wants to have a temporary vehicle registration  
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• Documentation requirements for admin fee and fee calculation 
o No changes are needed in these fields 

• Select proceed  

 
• The verification screen will populate with all information that was added on the 

previous screen. Select proceed if information is correct. 
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• If there is another vehicle to transfer begin at the top of the page with entering 
vehicle information for the second vehicle. If there is not another vehicle to 
process, select done. 

 

Web Processing 
 
MCS must approve supporting documents prior to issuing credentials.  

• In order to upload documents within the supplement, under the vehicle document 
section, the user must click the blue file folder for the document type they wish to 
upload. 

 
• Once the file button is selected, a new pop up window will populate to browse the 

documents saved to the computer. User will select the desired document and 
select ‘Upload’.  

o Only JPG, PDF, JPEG, PNG, BMP, or GIF files can be uploaded. 
o Files cannot be greater than 4MB in size. 
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• Once all of the desired documents are uploaded, select done. 
 

 
• Repeat this process until all file types required have been uploaded.  

o If user does not have all required documents available, they may upload 
documents through IRP web processing after the supplement is submitted.  

• User can view and delete uploaded documents by selecting the eye or trash can 
buttons. 

 
o If documents need to be deleted, select the trash can button. A new pop up 

window will populate and the trash can must be selected again. 
o Select done once the document is deleted.   
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• Once the documents are uploaded, select proceed to continue to the billing 
screen. 

 
Billing Process 

• Billing details will generate once user selects proceed.  
• A confirmation screen will appear, select the desired invoice report type, then 

proceed again.  
o This will generate a PDF pop-up of the selected invoice report.  
o Select proceed to continue to the verification page. 
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• To complete the supplement: 
o To pay supplement now select pay now 
o To pay invoice at a later date select add to cart 

 

 
 
Payment Process 

• The user will select the credit card or e-check button to make payment.  
o This will open a pop up window to the payment vendor where user will 

enter payment information.  

 

• Once payment information is entered and completed with the vendor, the user 
will be brought back to Credentialing Solutions. 

o User must select proceed to apply payment to their transaction.  

 
• Once payment is received and MCS approves documents, credentials will issue.  


