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Common Customer Profile  
Service Provider Procedure  

 
Overview 
Common customer is the starting point for all customer accounts. This creates a 
foundation of account information to build off of for all programs overseen by Motor 
Carrier Services.  
 
Process 
To Log In as a Service Provider whether you are making changes to your account or 
logging in on behalf of a carrier you will first log in to MoDOT Carrier Express. You will 
enter your User ID and Password and click on the “Log In” button.  
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Once you are logged in you will be given multiple options.  
Programs – This allows you to select from what programs MCE has. IRP, IFTA, and 
OPA are under Credentialing. You can click on Credentialing or click on Applications 
then Credentialing, both will take you to the same place. This would be for existing 
customers. Credentialing – as someone else button will give you a list of your clients 
where you can select from the list to work under their account.    
Account Management – This is for your profile as a Service Provider.  
Service Provider – Pending Requests, Search for a customer, New customer 
application, Upload a new Power of Attorney.  

• Pending Request button shows your pending request to become a Service 
Provider for a customer(s) or changes that have been made to an account. 

• Search for a Customer button allows you to search for a specific customer. 
• New Customer Application button allows you to apply for a new profile for a 

customer. (This is for their initial account only not for adding an additional  
program to an existing account). 

• Upload a new Power of Attorney button allows a quick access to upload a Power 
of Attorney for a customer.  
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Credentialing – As Someone Else 
 
After you have been approved to be a Carriers Service Provider you will use the 
“Credentialing – As Someone Else” to apply for IRP, IFTA, and/or OPA on behalf of the 
Carrier you submitted a Power of Attorney for. You will only have 30 days from the date 
of approval to use this feature.  
 

 
 
You will select which carrier you are wanting to enter Credentialing on behalf of by 
selecting the “Go to Credentialing” button. This will take you to the carriers Customer 
Dashboard.  
 

 
Account Management – My Customer Profile 
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By selecting “My Customer Profile” you can make changes to your Service Provider 
Account. Any changes made to your account are put in worklist for MCS review.  
 
 

 
 
You have the option to edit/view your Profile, Addresses, Contacts, Activity, and Users. 
To edit your profile you will click the “edit profile” button.  
 

 
 
Changes that can be made to your profile are Legal Name, DBA Name, Busines Type, 
State Incorporated, Date Incorporated, USDOT No., Tax ID, Charter Number, Fictious 
Name Registration No., and EPA No. When you are done making changes, click Save.  
 



 Page 5 of 14 Updated: May 6, 2025 

 
 
 
Under the Addresses tab you can edit, delete, and add new addresses.  
 

 
 
On the Contacts tab you can edit, delete, and add Contacts.  
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The Activity tab shows your account status and any account you would have along with 
the statuses. 
 

  
 
The Users tab shows all Users along with their User ID, Name, and email address. In 
addition you have the option to request a new user id for additional users.  
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Service Provider – Pending Requests, Search for a customer, New customer 
application, Upload a new Power of Attorney.  
 
Pending Request 
 
If you have applied to be a Service Provider for a Customer or made changes to an 
account you will see the number next to “Pending Request” and by clicking on the 
button you will be brought to your list of pending requests.  
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From here you can also search for a Customer, submit a new customer application, 
upload a new Power of Attorney, or search your past requests. To go back to your main 
page, click the “Home” button.  
 

 
 
Search for a Customer 
 
To search for a customer you will click on Search for a Customer and enter their 
USDOT Number or Customer ID and click search. 
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New Customer Application 
 
The New Customer Application button allows you to apply for a New Customer Profile 
for a carrier. This is for a new profile setup or to request access to the credentialing 
system only.  
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You will be directed to a new screen where you will select to start a brand new customer 
profile for a carrier who is not currently in MCE or to request access to the credentialing 
system for an existing profile in MCE.   
 

 
 
If you click on “Back to Worklist” it will take you to your pending requests.  
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When the status shows “draft” you can click on the trashcan to delete the pending 
request or click on the       icon and the system will take you back into the application. 
To go back to the main page, click on Home.  

 
Upload a New Power of Attorney 
 
To upload a new power of attorney click on the “Upload a new power of attorney” 
button.  
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The system notifies you to only use this process if you have been directed by MoDOT 
Motor Carrier Services. If you need to submit a new Power of Attorney, click Continue.  
 

 
 
Search for the customer by either their USDOT Number or Customer ID and click 
submit. 
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You will be given an overview of the customer showing their Legal Name, Customer ID, 
and US DOT Number if applicable. To upload a new Power of Attorney document click 
the “upload file” button. Below the upload file button list the allowed file types.  
 

 
 
After clicking the upload file a pop-up will appear allowing you to browse your device 
and upload the file. Once you have uploaded the file it will show under Selected File. 
After your file has been uploaded click submit.  
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Once you have clicked submit the system will take you to your pending request. From 
here you can review the status, view the file by clicking the magnifying glass and 
download the file you uploaded.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


