
 
 

INSTRUCTIONS ON HOW TO SUBMIT RENEWAL DOCUMENTS ON-LINE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1) Enter the Username 
assigned to you. 

2) Enter the 
Password assigned 
to you. 

3. Click “Submit” 

5) Click “Edit” to 
review 

4) Click on “Food Safety Manager 
Certification” and review.  



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

7) If no changes, click on 
“No Change” 

 

6) If information change, fill 
in all boxes and click 
“Update” then click “OK”. 

8) Click “Vehicle List” 
to return main page. 

9) Click on 
“Restroom Info” 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

10) Click “Edit” to 
review information. 

11) If no changes, click 
on “No Change” 

 

12) If information change, fill 
in all boxes and click 
“Update” then click “OK” to 
go back to Restroom 
Information and click “upload 
file” in RED and follow 
instruction. Once file upload, 
click “BACK” to return and 
“Vehicle List” to return to 
main page. 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

13) Click “Itinerary Info” to review info. If 
nothing changes, click “Vehicle List” to 
return to main page. Click “Edit” to make 
changes and upload file. 

14) Click “Commissary 
Info” 

15) Click “Edit” to review. 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

16) Click “No Change” if 
no changes.  

17) If changes, choose Facility Name from drop 
down box and Type. Click “Update, “OK” and 
upload file in RED. Once file upload, click 
“BACK” to return and “Vehicle List” to return to 
main page. 

 

18) Click 
 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

19) You MUST enter an email 
address to submit. 

20) Click this box to 
agree to the submittal. 

CONGRATULATIONS! You have 
successfully submitted your renewal 
documents.  



 
 

 

 

 

 

 

 

 

 

 

 

 

 

  



 
 

 

 

 

 

 

 

 

 

 

 

 

 

  



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 
 

 

 

 

 

 

 

 

 

 

 

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 
 

 

 

 

 

 

 

 

 

 


