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Transfers With and Without Renewal 

 

Vehicle Details Page 

 

#1 When you are on the vehicle details page, check to see if it has a current registration. If it does, then this is a Transfer Without Renewal. 

If it does not have a current registration, then this is a Transfer With Renewal. 

#2 Press the transfer button to get into the transfer page. 
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Previous Co-Owner 

 

 

 

Note: 

If there is an active co-owner on the vehicle, select OK 
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Search for New Owner 

#1 Search for the customer that you need to transfer the vehicle too. This will be the primary owner on the vehicle once the transfer is 

complete.  

#2 Click on the Select button. If you click on the customer number instead of the Select button, you will have to start over.  
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Transfer Page 
 

#1 If this is a transfer with renewal, check the New Registration box to make the registration current for the year. If this box is not checked,    

then you will be doing a transfer without renewal and it will not make the registration current, but it will transfer the vehicle into the other 

person’s name.  

#2 Fill out the vehicle information.  

#3 If there is a co-owner to add, search for them, and add to vehicle profile. 

#4 Select OK at the bottom of the screen.  
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Vehicle Information Verification 

 

#1 Check radio button next to Transfer Without Renewal or Transfer With Renewal (whichever you are doing), input inventory number, and 

fill out information again.  

Note: This is a good place to double check if you are doing a transfer with renewal or a transfer without renewal. If you need to 

change it from Transfer Without Renewal to Transfer With Renewal - Select Cancel and select the New Registration box, then fill out 

the information and proceed- see previous page for instructions.  

#2 Select OK. This will take you to the shopping cart.  

 

 

Payment Screen 
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#1 Select Payment Type, and input payment information, i.e. credit card, check information, cash, etc.  

#2 Select Process Order 

 

Please note that when you are doing a transfer, you can only do one transaction at a time.  
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Attestation Statement 

 

This box will pop up with an attestation statement. You need to read this paragraph to the customer and ask them to accept the policy. 
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Order Summary Page 

 

Put in Payment information. Then, the Order Summary page will come up.  

#1 Print Documents 

#2 Finish Order 

 


