
Dealer renewing/paying on-line 
 

Dealers are allowed to renew and pay their dealer license(s) and pay their title transaction fees on-line.  
  
When a dealer logs into the dealer system through the portal, the Main Menu page will display if there are title 
transaction fees due or if the dealer is within their license renewal period.  
 
Also displayed in the top right hand corner of the page will be a Payment History button.  This will allow the 
dealer to view any payments that have been made on-line by the dealer.  
 
If transaction fees are due, the dealer is able to pay the fees on-line by clicking on Add Fee to Cart.  
 

 
 
The system will then indicate that there are fees in the cart at the top left hand corner of the page.  If ready to 
pay, click on Fees are in Cart.  A renewal can also be added to the cart prior to this fee payment being made.  
 

 
 
 
 
 
 



The Payment Summary page will be displayed and the dealer can either Empty Cart to start over or click on 
Continue.  
 

 
 
 
If selecting Continue, a popup box will appear advising the dealer to click on the View/Print Receipt when done 
paying.  This is IMPORTANT!  The transaction may not process if this step is not completed.  
 

 
 
 
Clicking OK will take the dealer to a confirmation page before going to the US Bank’s site to make payment and 
finish transaction.  
 
 
 



When a dealer is within their 90 day renewal period, their Main Menu page will display an ATTENTION message 
advising the dealer of their license status and any other dealer licenses they are affiliated with.  Example: If a 
dealer has a boat license, trailer license and motorcycle license and they all expire at the same time, all three 
will have a button to select from for renewing.  
 
When the dealer is ready to renew their license, they click on the dealer number to step through the renewal 
prior to making payment.  
 
Remember, the Main Menu page is also where Messages are displayed.  Please review all messages, they 
provide important information! 
 

 
 
 
When a dealer is renewing their license on-line, they are required to review all pages in the renewal process.  
This is done to verify the dealership information that is on file is correct.  All changes that are made are reviewed 
by the Dealer Agent in the dealer’s area.  Any necessary documents that need to be submitted must be sent to 
the Dealer Agent.  
 
Lori Colberg (Watertown)   882-5192 
Jason Silvernagel (Aberdeen) 626-2249 
Ron Rysavy (Sioux Falls)  367-5814 
Lori Langdeaux (Pierre)  773-4416 
Pilo Pena (Rapid City)   394-3394 
 
 
 
 
 
 
 
 
 



On the Dealer Info page, please verify all information is correct and update the information that is incorrect or 
blank (the non-shaded areas).  Fields with an asterisk (*), are required to be completed.  
 

 

 
 
When done reviewing and updating, click Next.  



Change of dealer ownership requires that a letter signed by the owners requesting the type of change be 
submitted to the Dealer Agent.  Changing ALL owners requires a new license to be applied for by the new 
owners. To change an owner, click on the New, Edit or Remove button by the appropriate name.  
 

 
 
 
The Renewal Information page is a review of the dealer’s renewal information.  
 

 
 



If needing to add an authorized signer, click on New.  
 

 
 
 
Add the authorized signer and click Save.  Remember: when adding an authorized signer, a copy of the signer’s 
signature must be submitted to the Dealer Agent. This can be mailed, emailed or faxed to the Agent. 
 

 
 
 
Once the authorized signer has been added, the dealer may add another or click Next.  
 

 
 



 
Dealer floor planners are added on this page by clicking on New.  
 

 
 
 
To add franchise information, click New.  
 

 
 
 
When adding a franchise, a copy of the franchise agreement must be submitted to Dealer Agent.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The Insurance Information and Bond Information should be reviewed and updated if necessary.  If changes are 
made, new certificates or riders must be submitted to Dealer Agent.  
 

 
 
 

 
 
 
 



This page will display the dealer’s plate inventory and allow for current plates to be returned or not renewed.  
 

 
 
To remove the plate for non-renewal, click Non Renewal in the dropdown box under Remove then click Update. 
Click Next to order plates.  In the Remarks box, please list the reason for removal (i.e., Lost, Do not Need). If a 
plate is being returned it must be sent to your dealer agent or the county treasurer’s office. 
 

 



 
All current plates and fees will be displayed. If wanting to order additional plates, click the Edit button in the 
appropriate grid. Enter the number of plates for each type of plate you wish to enter under the “Plate Qty” 
section, then click save. Repeat steps for any other plates you wish to order. The system will charge fees 
accordingly based on the dealer’s renewal month. 
 
Click on the Show Dealer 88 Plates if any (or more) need to be purchased. Click Save when plates have been 
updated then Next.  
 

 
 
 
The Annual Renewal Summary page allows the dealer to review the fees, Save and Renew Another license, 
cancel the transaction, or Save and Checkout.  
 

 
 
 
 



 
Clicking Save and Checkout takes the dealer to the Payment Summary page.  Here the dealer still has the chance 
to Empty Cart to cancel and start over or Continue processing the renewal.    
 

 
 
 
Clicking Continue brings up the important popup message regarding the View/Print Receipt button. Click OK.  
 

 
 
 
 



 
Next the dealer is taken to the US Bank site for payment. Verify the information and select the payment method.  
 

 
 
Payment Methods are Checking or Savings and Credit/Debit Card.  
 

 
 
 



 
If selecting Checking or Savings, dealer must enter the data requested and click Continue. There is an added 
$1.50 charge for this payment type.    
 

 
 
 
If selecting Credit/Debit Card, dealer must enter the credit card data and click Continue. There is an added 
2.25% charge for this payment type.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
The Review Payment page will be displayed for Confirmation.  If correct, click Confirm.  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



A Confirmation number will be issued, and remember to click View/Print Receipt button.  
 

 
 
 
After clicking the View/Print Receipt button, dealer is redirected back to the state system.  The dealer can print 
the page and/or go back to the dealer system and the payment process is complete.   
 

 
 
 
 
 
 



When the dealer returns to the Dealer System, the Main Menu page reflects the license as renewed and the red 
Reminder message is gone.  
 
 

 
 
 
The Payment History button at the top of the page will not reflect a payment until the next day.  
 
 

 
 
If you have any questions regarding the renewal of a dealer license or payment of any fees on-line, please 
contact your Dealer Agent.  
 

 


