
Access Prep Guide
The new Dealer Services system 

goes live February 17th
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Getting User Access Ready 
for Rollout!
This should be done by the primary business manager per license – someone 
who is either the owner, or who is trusted for managing this license and 
staff’s system access long-term. 
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You should have received an email similar to this:
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▪ You should have already
completed Step 1 – getting
your SSO ready to go.

▪ Then, click this link to get
to the new system. This will
be the same link at rollout.



Click “Sign in with mySD” to launch the SSO 
logon screen
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Log In Using Your mySD SSO Account
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Complete Your New System Profile

▪ Complete your
profile using your
personal information.

▪ If the mySD SSO
account you’re using
is specific to your
business email, feel
free to enter your
business phone
number.

▪ This info is not super
important for your
setup; you will be
able to change this
information later.
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Complete Your New System Profile
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Request Initial Primary/Admin Access – Do this 
per license 

Proprietary & Confidential | 8

▪ Click the Request Initial Primary/Admin Access link and submit this
request for each of your dealer licenses.



▪ Fill out this request for each
license.

▪ The system checks your FEIN
and that the Business Unique
ID matches your FEIN.

▪ Business Unique ID is the 4-
digit code from your dealer
letter. You should have one
per license, but you can enter
the same one for all licenses
as long as it’s associated to
the same FEIN.

▪ Whichever Dealer License ID
you enter is the account to
which the employees you list
further on this request
submission will be granted
access.

▪ Sole Proprietorships will
typically use their SSN
instead of Federal Employer
ID. Reference your dealer
letter to verify which you
should be entering.
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Request Initial Primary/Admin Access



▪ Enter the details for whichever
user will be one of the
Primary/Admin users for the
dealer license selected above.

▪ This user will be granted full
access to your business
processes and will have the
ability to grant and remove
access for other users for this
license.

▪ Most often, this will be you,
the logged-in user submitting
this request. If you plan to use 
the system, make sure you are 
listed as either the Primary 
Access holder or an
Additional Employee.

▪ If you choose not to set up
additional access for yourself,
you can always get that set up
after rollout.

Proprietary & Confidential | 10

Request Initial Primary/Admin Access Continued



Request Initial Primary/Admin Access Continued

▪ Enter the employees
whose access should
include the dealer
license you’ve entered
for this request.
(Again, you’re filling
this out for each
license.)

▪ Employee access can
be the same or vary by
license, as needed.
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Confirm Your Submission
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View Confirmation

▪ Click OK to return to the home screen to view your submission(s) or submit
another.
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View Submissions or Submit Additional
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Repeat Per License!

▪ Submit the “Request Initial Primary/Admin Access” request for each of your
licenses.

▪ The employees you list will gain access at rollout (February 17) to the
corresponding license entered with whichever level of access you indicate
for them.
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What happens next? 

▪ At rollout, emails will be sent to you and your staff with your access codes.
▪ These emails are expected to be sent on February 16th so you’re ready to go on the

17th!

▪ Check your Spam/Junk/Clutter folders!
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At Rollout – All users will need to:

1. Locate the email with your Access Key code (per user!).

2. Login with your mySD SSO and complete your profile.

3. Click Link Access to Dealership
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At Rollout – All users will need to:

4. Enter your emailed code in the Access Key field and click Submit.

5. Your access will be granted! You can proceed with business in the new
system.
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What should staff who are not primary users 
submitting this request(s) do before rollout? 

▪ Set up and/or verify your mySD SSO email and password. Have it ready to
go!

▪ View the training videos to get familiar with the functionality you will have
access to at go live.
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Questions? Please email us: 
dealerprogram@state.sd.us 
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