Instructions for Signing up with SETUP-Arizona

Go to: www.azdot.gov and select:

FUEL TAX LICENSING
o SETUP Arizona

This Icon is a link to:

Professional Services

Fuel Tax Information

|' Overview | Fuel Tax Licensing - SETUP Arizona | Refunds | Motices, Updates and Reports

|" Red-Dyed Diesel Fuel | Fuel Tax Evasion Unit | Active Suppliers | Active Restricted Distributors

Welcome to ADOT's SETUP Arizonal

SETUP (State Excise Tax User Portal) Arizona is the new online portal for fuel suppliers, restricted
distributors, and vendors to manage their ADOT fuel tax licenses.

LOGGING INTO SETUP IS A 2-STEP PROCESS

Helpful links before you get
Step 1: Request a new user profile on the Secure Gateway started.

Request New User Profile » Determine what type of

license is needed

Step 2: Reqister (link your profile) to an existing ADOT account » Documents and requirements
or complete a new account application needed for each type of
license

SOREIIEYRR = Instructions on how to register

{link your profile) to access
your account or create a new
* Suppliers and Resfricted Distributors may already have a account
profile. Please go directly to Step 2: LOGIN TO SETUP

Contact ADOT Licensing

602.712.8853
ADOTFTLU@azdot.gov

Please tell us how we are doing,
complete our survey!


http://www.azdot.gov/

The ADOT SETUP registration is a Two (2) Step process.

Step 1: If you do not have a profile on the ServiceArizona Secure Gateway you will need to create a
profile. Select New User Profile:
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Fuel Tax Information

| Overview ‘ Fuel Tax Licensing - SETUP Arzona I Refun

|" Red-Dyed Diesel Fuel | Fuel Tax Evasion Unit | Active Sup

Welcome to ADOT's SETUP Arizonal

SETUP (State Excise Tax User Portal) Arizona is the new online p
distributors, and vendors to manage their ADOT fuel tax licenses.

LOGGING INTO SETUP IS A 2.STEP PROCESS
Step 1: Request a new user profile on the Secure Gateway

| Request New User Profile

You will then enter your email address:

ServiceArizona Secure Access Gateway

Please enter yvour E-mail Address to create your SecureSAZ
account. Once your account is created you will receive
an email and instructions to activate your account.

Email Address: |

After entering your email address you will select the “submit” button, and an email with your
temporary password will be sent to your email inbox. You will then be required to create a new
password and a select a security question. Once you have completed your profile, you will then be
required to log back in and register your email with ADOT-SETUP (Step 2 below).




Step 2: Registering your email address with SETUP:

iy ADGQT

Authorized Service VWebsite for
Vehicle Division Arnizona Department of Transportation

E ServiceArizona Secure Access Gateway

Applications

Edit Profile

Select — SetUp Arizona State Excise Tax User Portal (ADOT-SETUP) from the drop down menu

% ServiceArizona Secure Access Gateway (Customer Test)

Applications Pending

Register Edit Profile
Internet Applications
Select an Application:

Setlp Arizona State Excise Tax User Portal (ADOT-SETUR)

or, Enter App Code:

SetUp Anzona State Excise Tax User Portal (ADOT-SETUP)

Submit Request:

E ServiceArizona Secure Access Gateway (Customer Test)

Applications

Pending

Reqgister Edit Profile

Internet Applications

Select an Applicatiun:| SetlUp Arizona State Excise Tax User Portal (ADOT-SETUP)
or, Enter App Code: |




In the next screen you will select: Existing Business; Enter Company EIN #; Legal Name; and ADOT

-SETUP

State Excise Tax User: Portal

Account Number:

Your registration must be approved by an owner/officer of the company.

If the owner of the company has not already provided ADOT with and email address, we will need to
obtain at least one email address from one of the owners/officers, before your access can be approved.
Please contact ADOT Fuel Tax Licensing at 602-712-8853 or ADOTFTLU@azdot.gov to provide an
owner/officer email address.



mailto:ADOTFTLU@azdot.gov

Once you have gained access and have been approved you will see a new Application the next time you
log into SETUP — The application will look like this:

E ServiceArizona Secure Access Gateway

Applications Pending Reqgister Edit Profile

Name k'_‘-v Description
ADOT-SETUP State Excise Tax User Portal

Return to Servicefrizona Secure Access Gateway

By selecting the ADOT-SETUP application you will be taken to the new SETUP database where you will
be directed to complete your 3 year update:

Time for Update

Horme | IMPORTANT: This account has items that are dus for a 3 year update. You may click here
| to begin the update verification process.

General
CLOSE
Licensing
This account ha : : L ate tion
Owners This account does not have any signing owners. Please update the Owners to include at least one owner with an smail address.
Contacts

Select Click here to begin the update verification process:

Time for Update

Home IMPORTANT: This account has items that are due for a 3 year update. Youm @
to begin the update verification process.
General
CLOSE

Licensing

This aceount has



Select Begin Update:

Home | Application Update

Application Update

temsz below are dus for a 3 Year Update.
Licenses

License Type Status 3-Year Update Due /

Vendor Open 12/20/2016

You must complete each of the sections and then select the Finish Tab on the far right. If you do not
complete the Finish Tab you will not complete the three (3) year update.

License Update / / /
'4
Business Profile Contacts License Information Documnentation

T

Type Vendor
3 Year Update Due 22072016

Aats

F g o aaalh vy r
LS Tt e

Note: You may not need to complete the Documentation Section as we may already have the
information on file. If however, you make changes to your company name, EIN Number, add or delete
pumps, or have changes in your officer/ownership you may be required to upload supporting
documentation regarding these changes.

Please contact the ADOT Fuel Tax Licensing Unit at 602-712-8853 for details.




