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OVERVIEW 
These sections discuss how to complete and 
electronically submit the Registration for Electronic 
Funds Payment, the Motor Fuel & Aviation Fuel 
Distributor Application, the Motor Fuel Distributor 
Bond, the Oil Discharge and Pollution Control 
Application, and the Motor Fuel & Petroleum 
Products Transporter Application. Click to jump to a 
section. (Other applications are similarly completed as 
the ones above.) 
 

The remaining overview information discusses different 
requirements for electronically completing / submitting 
Registration Applications in the NH AFTS 1) Production 
(Live) and 2) Certification (Practice / test) sites. 



OVERVIEW (cont.)  
For the NH AFTS Production (Live) site only: each 
prospective licensee company is sent e-mail correspondence 
to the company notifying that it must electronically complete 
and submit applications as part of the licensing process. 

Additionally, licensees must complete Renewal Registration 
Applications as specified by the Road Toll Bureau; notification 
related e-mail is sent to the mastercompany username 
(yourcompany_admin).  



OVERVIEW (cont.)  
For the NH AFTS Certification (practice / test) site only: 
applications must be submitted and approved in order to create related 
company accounts, which allows each licensee to begin to file practice 
tax returns in order to become certified to file electronically in the NH 
AFTS Production (live) site. Licensees may use faux (made-up) 
information to complete Certification (practice) site registration 
applications. 

Reminder: the NH AFTS Certification site is a only a practice / test 
system. It does NOT interface with any bank or the State of New 
Hampshire accounting system. 

This concludes the OVERVIEW. The remaining sections discuss 
registration application forms, starting with the Registration for 
Electronic Funds Transfer Payment. 
 



Electronically completing and submitting the 
Electronic Fund Transfer Payment application: 
To start, click on Account, then Registration, then Registration Status 
as shown below. 



Click on the line with Registration for Electronic Funds Transfer 
Payment. Then click on Generate Registration; the form will appear. 



Select Form Manual Entry tab to view the form. 



Complete the form. 1) Select your Business Type. 2) Enter your 
Financial Account Information. 3) Select the Contact for 
Registration Form. 4) Enter the Title of Application Signer. 5) Click 
Save and Regenerate to save the information in the form. 

1) 

2) 

3) 

4) 

5) 



If the registration application form is filled out without any errors, the 
message “Record updated.” appears. [If there are any error messages, 
review your data / the History Log and adjust your data as needed.]  
 
Close the registration application form by clicking on the Red X. 



Go back to the Account Registrations screen to see the status of your application 
form.  The Form Status should show the word “Passed”. 
 
In the example below, the Form Status shows “Pending”. Click on the word 
Refresh until the Form Status changes to “Passed”. 

Form Status shows “Pending”. 

Click on Refresh until status 
changes to “Passed”. 



Once the Form Status is “Passed”, click on the 
registration application and select View/Submit 
Registration. 



You may now submit the Registration for Electronic 
Funds Transfer Payment: 1) Click on the box to agree to 
the conditions, then 2) click on Submit to submit the 
Registration. 



You will see Record Updated at the top of the screen. Your 
registration has been submitted.  
    Click on the Red X to close the screen. 



The Account Registrations table shows the Registration 
Status is Requested.  



The next example shows how to 
complete and submit the Motor Fuel & 
Aviation Fuel Distributor Application. 

 
~ 

NOTE: Your company should fill out and electronically 
submit additional applications as required. When you 
have completed and submitted all your applications, e-
mail the office that your company has submitted the 
applications.  
 
Whenever a registration application is either 
approved or rejected, the NH AFTS system will 
inform your company via e-mail. 



To start, click on Account, then Registration, then 
Registration Status as shown below. 

Electronically completing and submitting the Motor Fuel 
& Aviation Fuel Distributor application 



Click on the line with Motor Fuel & Aviation Fuel Distributor 
Application (in this case it is a “Renewal” application). Then 
click on Generate Registration; the form will appear.  



Select Form Manual Entry tab to view the form. 



Complete the form, starting with the top part: 1) Select your Business 
Type. 2) Enter the Address Information. 3) Enter MFD License 
Information. 4) Select the Contact for Registration Form. 5) Select 
the Estimated Monthly Gallons imported. 6) Enter the Title of 
Application Signer. (continued) 

1) 2) 

3) 

4) 
5) 

6) 



Continue completing the form. 
7) Principal Officers - Fill in the requested information. Continue with 
additional principal officers as required. 



6) 

Continue completing the form. 
8) If your company has NH Bulk Storage Facilities, start by clicking on 
Tank 1. Fill in the requested information. Continue with additional 
tanks as required. 



9) After all your company information has been entered, click Save and 
Regenerate to save the information in the form. 



If the registration application form is filled out without any errors, the 
message “Return generation request was made.” appears. [If there 
are any error messages, review your data / the History Log and adjust 
your data as needed.]  
 
Close the registration application form by clicking on the Red X. 



Go back to the Account Registrations screen to see the status of your application 
form.  The Form Status should show the word “Passed”. [If the Form Status shows 
“Pending”, click on the word Refresh until the Form Status changes to “Passed”.] 
 
You next need to submit the registration application. 

Form Status shows “Passed”. 

If needed, click Refresh until 
status changes to “Passed”. 



Once the Form Status is “Passed”, click on the 
registration application and select View/Submit 
Registration. 



You may now submit the Motor Fuel & Aviation 
Fuel Distributor Application. Click on the box to 
agree to the conditions, then click on Submit to 
submit the Registration. 
 



You will see Record Updated at the top of the screen. Your 
registration has been submitted. Click on the Red X to close the 
screen. 



The Account Registrations table shows the Registration 
Status is Requested.  



The next example shows how to 
complete and submit the Motor Fuel 

Distributor Bond application. 
 

~ 

NOTE: Your company should fill out and electronically 
submit additional applications as required. When you 
have completed and submitted all your applications, e-
mail the office that your company has submitted the 
applications.  
 
Whenever a registration application is either 
approved or rejected, the NH AFTS system will 
inform your company via e-mail. 



Electronically completing and submitting the Motor Fuel 
Distributor Bond application 
Click on Account, then Registration, then Registration 
Status as shown below. 



Click on the line with Motor Fuel Distributor Bond. Then click 
on Generate Registration; the form will appear. 



Complete the form. [Note: use a two-character state 
abbreviation for Surety State and Incorporated state, i.e., NH, 
MA, etc.] 



Example of filled in Motor Fuel Distributor Bond application. 



After all your company information has been entered, click Save and 
Regenerate to save the information in the form. 



If the registration application form is filled out without any errors, the 
message “Record updated.” appears. [If there are any error messages, 
review your data / the History Log and adjust your data as needed.] 
 
Close the Motor Fuel Distributor Bond form by clicking on the Red X. 



Go back to the Account Registrations screen to see the status of your application 
form.  The Form Status should show the word “Passed”. [If the Form Status shows 
“Pending”, click on the word Refresh until the Form Status changes to “Passed”.] 
 
You next need to submit the Motor Fuel Distributor Bond application. 

Form Status shows “Passed”. 

If needed, click Refresh until 
status changes to “Passed”. 



Once the Form Status is “Passed”, click on the 
registration application and select View/Submit 
Registration. 



You may now submit the Motor Fuel Distributor Bond. Click 
on the box to agree to the conditions, then click on Submit 
to submit the Registration. 



You will see Record Updated at the top of the screen. Your 
registration has been submitted. Click on the Red X to close the 
screen. 



The Account Registrations table shows the Registration 
Status is Requested.  



The next example shows how to 
complete and submit the Oil Discharge & 

Oil Pollution Control Application. 
 

~ 

NOTE: Your company should fill out and electronically 
submit additional applications as required. When you 
have completed and submitted all your applications, e-
mail the office that your company has submitted the 
applications.  
 
Whenever a registration application is either 
approved or rejected, the NH AFTS system will 
inform your company via e-mail. 



Electronically completing and submitting the Oil 
Discharge & Oil Pollution Control Application 
Click on Account, then Registration, then Registration 
Status as shown below. 



Click on the line with Oil Discharge & Oil Pollution Control 
Application. Then click on Generate Registration; the form 
will appear. 



Complete the form, starting with the top part: 1) Select your Business 
Type. 2) Enter your Address Information. 3) Select the Estimated 
Gallons Per Year for each product type. 4) Select the Contact for 
Registration Form. 5) Enter the Title of Application Signer. 
(continued) 

1) 2) 

3) 

4) 

5) 



6) 

Continue completing the form. 
6) If your company has NH Bulk Storage tanks, start by clicking on 
Tank 1. Fill in the requested information. Continue with additional 
tanks as required. 



Example of filled in Oil Discharge and Pollution Control Application 



7) After all your company information has been entered, click Save and 
Regenerate to save the information in the form. 



If the registration application form is filled out without any errors, the 
message “Record updated.” appears. [If there are any error messages, 
review your data / the History Log and adjust your data as needed.]  
 
Close the registration application form by clicking on the Red X. 



Go back to the Account Registrations screen to see the status of your application 
form.  The Form Status should show the word “Passed”. [If the Form Status shows 
“Pending”, click on the word Refresh until the Form Status changes to “Passed”.] 
 
You next need to submit the registration application. 

Form Status shows “Passed”. 

If needed, click Refresh until 
status changes to “Passed”. 



Once the Form Status is “Passed”, click on the 
registration application and select View/Submit 
Registration. 



You may now submit the Oil Discharge and Pollution 
Control Application. Click on the box to agree to the 
conditions, then click on Submit to submit the 
Registration. 
 



You will see Record Updated at the top of the screen. Your 
registration has been submitted. Click on the Red X to close the 
screen. 



The Account Registrations table shows the Registration 
Status is Requested.  



The next example shows how to 
complete and submit the Motor Fuel and 

Petroleum Products Transporter 
Application. 

~ 

NOTE: Your company should fill out and electronically 
submit additional applications as required. When you 
have completed and submitted all your applications, e-
mail the office that your company has submitted the 
applications.  
 
Whenever a registration application is either 
approved or rejected, the NH AFTS system will 
inform your company via e-mail. 



To start, click on Account, then Registration, then 
Registration Status as shown below. 

Electronically completing and submitting the Motor Fuel & 
Petroleum Products Transporter application 



Click on the line with Motor Fuel & Petroleum Products 
Transporter Application (in this case it is a “Renewal” 
application). Then click on Generate Registration; the form 
will appear.  



Select Form Manual Entry tab to view the form. 



Complete the form, starting with the top part: 1) Select your Business 
Type. 2) Enter the Address Information. 3) Select the Contact for 
Registration Form. 4) Enter the Title of Application Signer. 5) Click 
Save and Regenerate to save the information in the form. 

1) 

2) 

3) 
4) 

5) 



If the registration application form is filled out without any errors, the 
message “Return generation request was made.” appears. [If there 
are any error messages, review your data / the History Log and adjust 
your data as needed.]  
 
Close the registration application form by clicking on the Red X. 



Go back to the Account Registrations screen to see the status of your application 
form.  The Form Status should show the word “Passed”. NOTE: If the Form 
Status shows “Pending”, click on the word Refresh until the Form Status 
changes to “Passed”. 

Form Status shows “Passed”. 

Click on Refresh until status 
changes to “Passed”. 



Once the Form Status is “Passed”, click on the 
registration application and select View/Submit 
Registration. 



You may now submit the Motor Fuel & Petroleum 
Products Transporter Application: 1) Click on the box to 
agree to the conditions, then 2) click on Submit to submit 
the Registration. 



You will see Record updated at the top of the screen. Your registration 
has been submitted.   Click on the Red X to close the screen. 



The Account Registrations table shows the Registration 
Status is Requested.  



Your company should next fill out and electronically submit 
additional applications as required.  
 
NOTE: When you have completed and submitted all 
your applications, e-mail the office that your company 
has submitted the applications. 
 
Whenever a registration application is either 
approved or rejected, the NH AFTS system will 
inform your company via e-mail. 
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