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Online Renewal Application  

Frequently Asked Questions (FAQs) 

 
Q: How do I set up my Online Dealer Account? 

 

A: Please visit https://secure.in.gov/sos/dealer/4461.htm.  There, you will find step-by-step instructions for 

setting up your account, and other helpful information. 

 

The Primary User and Administrator user roles can assign subscriptions to themselves and other users, as 

appropriate.  To do this, the Primary User or Administrator must log in and click on “Online Services,” 

followed by “Manage Users.” 

 

Click the Edit button next to the user’s name.  Then, click on “Subscription Assignment” at the top of the pop-

up window.  Add the Online Subscription Group by clicking on it, then clicking on the (>) button to move it 

over to the Assigned Subscriptions column.  Then click Save.  

 

Q: Why am I getting an Access Denied message when I attempt to click on Renewal? 

 

A: Indiana law requires a dealer owner or dealer manager to complete a renewal application.  Therefore, only 

users with the Primary User or Administrator roles have access to the online renewal application. 

 

Q: I was able to pay for my license renewal fee online, but how do I pay for my license plate renewal fee? 

What about my representative certificate renewal fee? 

 

A:  Once your renewal application is received and approved, you will receive an invoice for the plate renewal 

fee and the representative certificate renewal fee (if applicable).  This fee is based on the number and type of 

plates you selected to renew (or the number of representative certificates you selected to renew, if applicable).  

The invoice will also appear in the Invoice widget on your online dashboard.  Once you receive the invoice, you 

may pay the fee by check or money order to the Division, or by adding the invoices to your shopping cart from 

your online dashboard. 

 

Please review the information found here for step-by-step instructions. 

 

 

 

https://secure.in.gov/sos/dealer/4461.htm
http://in.gov/sos/dealer/files/Online%20Renewal%20Steps%20for%20Dealers%20RE.pdf
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Q: I received an error message that “There is an active renewal transaction for the selected dealer.  

Please check with admin.”  What does that mean? 

 

A: This means that there is already an active, pending renewal application in progress for the selected dealer.  A 

renewal application cannot be submitted more than one time, either online or by paper. 

 

Q: Why can’t I indicate that a dealer plate is lost, stolen, or mutilated on the renewal form? 

A: Notifications that dealer plates are lost, stolen, or mutilated is no longer part of the renewal process.  Also, 

you are unable to request replacement dealer plates as part of the renewal application.  Dealers can now report a 

dealer plate that has been lost, stolen, or mutilated online.  Detailed steps for completing this process can be 

found here.  These steps also detail how to request a replacement dealer license plate online. 

 

Dealers not wanting to complete the process online can complete State Form 56222 or State Form 56223 (if M-

plate) to report a plate as lost, stolen, or mutilated.  For dealers also wanting to request a replacement dealer 

plate, along with notification that their plate was lost, stolen, or mutilated, must complete State Form 55616 or 

State Form 56137 (if M-plate). 

 

Q:  I submitted my renewal application online.  What happens next? 

 

A: Once submitted, the transaction will be reviewed and processed by a clerk.  The license will be sent to the 

fulfillment vendor to be printed and mailed as soon as the transaction is approved by the clerk.  Once approved, 

you will receive an invoice to pay for the renewal of their selected plates, if applicable.  If you are a 

Manufacturer or Distributor and selected one or more representative certificates to be renewed, you will also be 

invoiced for those items. 

 

In the Recent Transactions widget on your Online Dashboard, you will see the transaction name, status, and 

date.  The status of the license renewal transaction will be updated as it moves through the approval process.  

Once approved, it will update to Approved.  If you are subscribed to receive online notifications, you will also 

receive an alert.  You can then expect to receive your renewed license in the mail, and an invoice to pay for the 

license plate(s) and representative certificate(s) renewal, if applicable.  As soon as payment is received for the 

renewal of the license plates and representative certificates, those requests will be made by the system to the 

fulfillment vendor to print and mail the renewed registration card(s)/sticker(s) and representative certificates. 

If there are any problems with the renewal application, you will be contacted.  If your application is missing 

information, you will see a status of “Deficient” next to the License Renewal item in your Recent Transactions 

widget. 

 

http://in.gov/sos/dealer/files/Steps%20for%20Reporting%20Dealer%20Plate%20as%20Lost%20Stolen%20or%20Mutilated%20and%20Requesting%20a%20Replacement%20Plate.pdf
http://in.gov/sos/dealer/2383.htm
http://in.gov/sos/dealer/2383.htm
http://in.gov/sos/dealer/2383.htm
http://in.gov/sos/dealer/2383.htm

