Evoke User Guide

Aircraft Registration Portal

As an aircraft owner or an administrative
manager of multiple aircraft, you will need to create
your account and establish a connection to view
associated aircraft.

Transitioning from paper forms and the postal service,
the Evoke platform will provide you the means to
renew aircraft registrations, submit new applications
and notify DOAV on any changes to your aircraft.

Although you still can submit by paper, using the Evoke
registration portal will lessen the time it takes to
process your application and provide you more
abilities to ensure your aircraft is properly registered in
the Commonwealth of Virginia.

Keep me signed in &

Forgot your password?
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Creating an Account: Part 1.

Before you can connect to your aircraft, you must
create your account. This is done by clicking on the Create
an account link as seen in the image below.

a8 Password

Keep me signed in @

Forgot your password?

Don't have an account? Create an account

Creating an Account: Part 2.

Next you will fill out the registration form with a
valid email address and a password. You must use a
password that meets the COV standard as listed below.

Register

& John.Doe@gmail com

[ ]
- John

- Doe

A\
[ ]

Keep me signed in €@

Return to login .

Password Complexity:

Minimum of 14 characters
Upper and Lower case letters
Numerical values

One special character

No repetitive values



Creating an Account: Part 3.

Two-Factor Authentication is required for you to
complete your account creation. You will receive a 6-character
code in the email you used to create your account. Enter that
verification code and press the Submit button to finish creating
your account.

Receiving a code may take 30 seconds to 2 minutes. If you are
sure you did not receive a code, press the “Send me another
email” link to generate a new code.

**You will need to configure your final two-factor
authentication for your account. This is detailed out on the
next page.

Depending on your email provider and internet service, emails make
take a few minutes to receive two-factor authentication codes. Please
be patient while waiting on your email from the system.

If you have not received and email, please check your spam or junk
folder as some email providers may send the system generated email
there.

The most difficult part of the aircraft registration portal is creating your
account. You are almost done with the account setup.

=I I
Verification required

You must verify your email address before you continue.

a Enter your verification code

Send me another email

***Note that your Owner Access Code is not the same as
“Your single-use code”. Your single use sign on code is

6-digits long and only used when you are logging into the
Evoke aircraft registration system.

To complete your login request, enter this one-time code on the login form when
prompied

640512



Creating Your Account Part 4. Final Configuration of two-factor authentication.

9
@ 100 must configure two-factor in order o o Logging into the aircraft registration portal the first time after creating your account
continue. does not complete the two-factor authentication process.

B\

On your second time logging into the aircraft registration portal will prompt you to configure
the two-factor authentication process.

Press the “Send a one-time code” button to receive a 6-character authentication code in the
email you provided. Once you have setup the two-factor authentication, you will be required
Select a method * to receive and enter a code each time you login to the aircraft registration portal.

Enable two-factor

Email v

To enable two-factor using email, enter an email address and
click the button to send a cne-time use code. Once you '
receive the code, enter it in the form below.

Email *

. . ﬁ Two-facter authentication has been enabled 0
doavwebsitebackup@gmail.com

© Send a one-time code

Verification code *

Enter the one-time code You are all set

Enable . Two-Factor Authentication has been successfully set up



oy

Account Password Reset

In the instance you forget your password. Use the forgot
your password reset option to receive instructions on resetting
your password.

Login

Email

= Password

Keep me signed in @

Forgot your password?

Don't have an account? Create an account

Forgot password

FO rgot Pa sswo rd Fargot your password? Type in your email address in the farm

below to reset your password.

Enter your email address and press the Submit button to

. op s . - Email
receive an email instructing you on the next steps

Return to login



Emailed Password Reset

In your email, you will receive a password reset button. >

Password Reset

We received a request to change your password. To create a new password, click

the button below.
Reset your password

o Please complete this challenge prior to changing o
your password.

0 Code successfully sent

Authentication Challenge

You will receive a code in your email to enter before @
. . {
taking you to the next screen where you can enter your new e
password.
] Enter your verification code
Security is important, so please be patient during this process D st s Gorpiater o 30 diys @
***Note that your Owner Access Code is not the same as your
Single Use Sign on code. Your single use sign on code is 6- e D e Aot g et option

digits long. To log into the Evoke dashboard use your Single
Use Sign on Code. Wil



Update your password
Now you can update your password and be logged
back into the aircraft registration portal.

**Note

Security is very import to us. There may be many steps
to create, access and reset your account credentials;
but all of these are necessary to ensure your
information is safe and only you or authorized
individuals have access to your information.

If you have reset your password and get stuck in a log
in log out loop. Use this Aircraft Registration Portal
link and login

You will be logged in after you complete this x)
request.

r Update your password

&  Password

a Confirm passwerd

Keep me signed in @


https://doav.evokeplatform.com/app/licensingPortal
https://doav.evokeplatform.com/app/licensingPortal

Connecting your Account to the Owner of the Aircraft.

Before you can manage your aircraft, you must connect your new online account to the owner currently associated with the aircraft on file
with the Department of Aviation. Use the Step 1) Receive Owner Aircraft Code button seen below to get an owner aircraft code. This code will be
sent to you in an email that is on file with DOAV and will be used in Step 2) Connect Aircraft to Account.

If your aircraft was registered with DOAV prior to the new aircraft registration system,
Do Not Submit a New Application!! Use the Verify Contact Information form on the aircraft
registration page here

1]

Registration Portal Good morn |ng!

Dashboard Welcome to the Virginia Department of Aviation Portal.

B Begin Application

Fleet Dashboard

Dealer Dashboard

Not Seeing Your Information?

First time users refer to the Online Registration Quick Start Guide DOAV Registration User Guide for instructions. For a more detailed step by step walkthrough, please refer to
the DOAV Registration User Guide. If your aircraft was previously registered with DOAV prior to the online aircraft registration system, please do not submit a new application

Use the DOAV Verify DOAV Contact Information On File button located here or email at acregistration@doav.virginia.gov for assistance

Step 1) Receive Owner Aircraft Code Step 2) Connect Aircraft to Account

Registered Aircraft Filter by: Daija Harris ~ Contract Carrier Permit

Entity has no contract carrier permits.

Aircraft Type =  Status =  Registration Status 7 = To apply for a Contract Carrier Permit, use the Start a
Request button

Rircraft Type FAA Registration. Status Repistration Status ~ Expiration Date
L ~ -
Commercial Arcraft  N942JT Actve Active 10-31-2026 Requests All Requests ~
Cormmercial Awrcrafl  N2VA Actve Active 07-31-2025 Renew Entity has no requests
To create a new request, use the Start a Request button
Non-Commercial Airc - NSVA Actve Active 07-31-2025 Renew

Generate Owner Aircraft Code button:

Step 1) Receive Owner Aircraft Code

An owner aircraft code is used to connect an online

registered user with the owner of an aircraft for the first

time. This owner access code is emailed to the portal
user provided that the email on file with DOAV is the
same as what you have entered.

Connect Aircraft to Account

Step 2) Connect Aircraft to Account

This is used to connect the logged in user with the
owner’s aircraft. Once connected your aircraft will be
displayed after a few moments.

If the aircraft does not show right away, use your web
page refresh button to show.

See the next page for more details.


https://doav.virginia.gov/aircraft-registration/#elementor-action%3Aaction%3Dpopup%3Aopen%26settings%3DeyJpZCI6IjI4MDM5IiwidG9nZ2xlIjpmYWxzZX0%3D

Generate Owner Aircraft Code.

To receive an Owner Aircraft Code, you must have access
to the following information:

* Owner (Entity) email address to receive the code

 The DOAV aircraft registration number issued to you by the
Department of Aviation.

* FAA Registration Number

e Serial Number of the aircraft recorded on file with the
Virginia Department of Aviation.

Use the Receive Owner Aircraft Code blue button in the image to
send a code to your email address on file. You Owner Aircraft
Code is a permanent code that can be used by you or an
authorized individual you wish to have access to your aircraft
information. Hold on to this access code if you wish to allow
another individual to manage your aircraft.

Once you have received your code in an email. You can then use
the Connect Aircraft to Account button explained on the next

page.

Note: Commercial Fleet accounts do not need this code if your
aircraft is part of a Commercial Fleet. Commercial Fleet can only
manage the renewal period of your aircraft ensuring it is properly
registered with the Department of Aviation. Commercial Fleets
can not access your aircraft details. They can only renew the
registration when they renew their own Commercial Fleet
account.

r |

Step 1) Receive Owner Aircraft Code X

Provide the email address of the aircraft owner on file with DOAV and the current aircraft registration information to
generate and receive owner aircraft code. If your information is submitted successfully, you will receive a long code in an
email used in Step 2

***Note: If you are unable to receive a code, this could be do to no email on file or an incorrect email. Use the
Verify DOAV contact information button located on the DOAV website here.

Owner Email =

DOAV Registration Number

FAA Registration Number =
Serial Number *

Date

11-24-2025 07:23 AM

Cancel Step 1) Receive Owner Aircraft Code

[ |

No Email On file

If you receive an error that there is no match on search criteria, it may be due
to no email or an incorrect email on file. Please use the Verify DOAV Contact
Information On File form located on the aircraft registration page here.

***¥%*1f you know that you have registered aircraft prior to the portal, do not submit
an aircraft registration application without contacting us first. ****

o We are unable to match your search criteria %
please refine your search



https://doav.virginia.gov/aircraft-registration/#Evoke

Connect Aircraft to Account

Once you have received your permanent Owner
Aircraft Code in and email sent to you; press the Link
Logon to Entity button on the dashboard. You will then
copy and paste the owner access code in the field
provided.

Be sure that there are no spaces on either side of the
access code when you paste into the field shown on the
right. Spaces will cause an error and indicate you can
not connect.

Next you will enter the DOAV Registration Number
provided to you by the Department of Aviation when
you first registered your aircraft. If you have multiple
aircraft under the owner you are trying to connect to,
you will only need one of the registration numbers that
will connect you to all the aircraft under that owner.

Once you have entered the correct information, you will
then press the Step 2) Connect Aircraft to Account
button. This will initiate a process that will tie your
portal account to the owner and aircraft on file with the
DOAV. This process takes a few moments to happen. If
you do not see a change on screen, refresh your page to
see the change.

Step 2) Connect Aircraft to Account

Owner Access Code

DOAV Registration Number

Date Added

11-24-2025 07:26 AM

Cancel Step 2) Connect Aircraft to Account




Manage your Aircraft

Dashboard:

For the general ai
owner, this displays all aircraft
connected to the selected
owner.

Aircraft Listing:
Using the FiIterby\

option will display all aircraft
connected to the selected
owner.

Contract Carrier Permit:

This will display any contract carrier
permits associated to the selected Filter By.

Registration Portal

Diashboard

Good morning!

e e W nd Depanment ol Aviaticn Poral

Not Seeing Your Information?

B  Begin Application

First time usens refer to the Online Registration Quick Stan Guede DOWY Reqisation LUser Guige for instnactions. For a more detailed step by slep walkihrough, please nefer o
the DOAY Begisiration User Guile If your aircraft was previcusly registered with DOASW prior o the onling aircraft registration system, please 4o not submit a new appication
Use the DOR Verly DOy Contact Informalion On Fike bulban locabed éfe of email at acregitrationiBHdoav vinginia gov for aisilante

Step 1) Recelve Owneer Alrcraft Code Step ) Conmect Alrcralt to Account

Registered Aircraft

Arcrafi Type = SRals =

Ajreraft Type FAR Registration atus

h' -
Commercial Aarcralt  NEOM2IT Arines AT
Commercal Arcralt  MIWA Actron At
Mon-Commestial Arg MW At Actvw

Registration Status

Fimer by Dalja Harris -

Roegesingtion Slaius. T

10-31-2008

OF-31-2025

OF-31-2025

Requests:

/

Expiration Date

Contract Carrier Permit

Entity has no contract carrier permits.

To apply for a Confra *armal, use the Starf a

Requests All Requests

Commercial Aircraft Registration Renewal

3 = Received On 11/6/25

View Requeast

MNon-Commerclal Alrcraft Registration Renewal
Pending = Received On 11/6/25

View Request

Commercial Aircraft Registration Renewal

n Progress + Last Updated On 11/10/25

Resume Renewal

Commercial Aircraft Registration Application
n Progress + Last Updatad On 11/13/25

Resume Application

This is a listing of submitted and in-process requests.
Selecting the blue text will take you to the details of your

request and allow you to continue the application process.



Aircraft;

Selecting anywhere on the row containing the aircraft will allow you to

view the aircraft details.

- @

Registration Portal

Diashboard

the DAY Ragistratl

Filter By:

Filter by is used to show all aircraft associated
with the owner to whom you are connected. As a
portal user, you will have the ability to link to aircraft
owners through the link your logon to an entity

option.

B  0Gin Application

Use the DOAV Vergy|DOAY Contac! Information On File bulton located here of email al acregnirationBdoav. vinginia gov for assiphce

Registered Airg

Arcrat Typp =

Adreralt Type FAR

(HTFTH it NG A
L Ascrall M Acitvg
B T ! [ = 1 Adtnyg

Subs = FRopsirabon Stils T -

Regisvration Slstus

At

At

Fimer by: Dalja Harris. =

Experation Dabe

Resew

Renew

Contract Carrier Permit

Entity has no confract camer permits.

Requests

Clad Alrcraft Registration Renewal
Hon-Commercial Alroraft Registration Rencwa
Viirew Rgjiie

Commencial Alrcraft Registration Renewal

Commercial Alrcralt Riegistration Apgplicalion

All Reguesits

Renew:
Aircraft are ready for renewal 45 days prior
to the expiration period.

If your aircraft are eligible for renewal,
you will see a Renew button on the row next

to each aircraft. Use this button only once to
start a renewal application.

If you wish to renew your aircraft earlier than
45 days, you can click on the row to view the
aircraft details where you will see the Renew
Aircraft button.

Aircraft applications should only be
submitted once for both renewals and
applications for a new aircraft registration.
You can resume an already in progress
application shown on the next page.



Manual Renewal Process

If you wish to renew your aircraft before the 45-days to expiration and there is no renew button showing, you can
select the aircraft you want to renew by clicking on the row to view the details and then use the Renew Aircraft

Registration button.

Aircraft Type FAA Registration Nu... = Status

Commercial Aircraft NG42.T Active

Renew Aircraft Registration Button

Clicking on the Renew Aircraft
Registration button will start the renewal
process the same as using the Renew button

seen on aircraft records shown on the
dashboard.

Registration Status Expiration Date

Active 10-31-20286

NO42JT actve

Commercial Aircraft * Daija Harris

Summary Insurance  Documents and Correspondence

Registration Information

Owner

Daija Harris

Registration Status

Active

FAA Registration Number
N942JT

Original Issue Date *

10/29/2025

Associations

Aircraft Registration Type *

Commercial Aircraft

Status

Active

Serial Number
5487

Expiration Date
10/31/2026

Renew Aircraft Registration

Non-Active Status Reasons Aircraft

Stage
Registered

Registration Number
C38934

Date of Last Renewal
01/10/2025



Dashboard:

For the general aircraft owner, - e o
this displays all aircraft connected to S G i
Dﬂ‘d mﬂt‘nlﬂg. E Begin Application

the selected owner. oo Welcome Lo the Virgnsa
Duplicate submissions Not Seeing Your Information?

The ReneW button on yOU r First time users refer o the Online Registration Quick Stant Gude DOAY Hegisiration User Guige for instructions. For a more detaiked step by slep walkihrough, please refer to

. . the DOAY Registration USer Guige If your aicrafl wis previously registiered with DO prior o the onling aarcrafl regisiration sysiem, please o0 not submit 8 new appacatson

a | rC raft doeS nOt gO away U ntll —e Usa the DOAV Versy DOAY Contact information On File bulton located here of emai al acreguiration @4aav vinginia gov for assRiance

aircraft is processed in the back
office. Do not use the Renew

button more than one time.

Registered Aircrafl Fier by: Dailja Harris » Contract Carrier Permit

Entity ha=s no coniract camer parmits

If you need to withdraw your
application, this can only be done e e e
inside the application process. Once

Adreralt Type Fill Regiatraton Status Registration Siati® E rpiration Date
you withdraw your application it not | Requests g
be processed by DOAV staff. SRR, - W e . Comerla Arcaf Sogision Reneva
Commisoisl Arcrall  NOWA Active LE 2t OF-31- 2025 Renew

on-Commercial Alrcraft Registration Renewal
Mon-Comimseoigd AFT SR Vitw Faguest
Commencial Alrcral Registration Renewal
Henowa

Commencial Alrcraft Registration Applicaion

Filtering your requests.

You can use the filter requests drop down to see in progress applications or a history of submitted applications. Background processes make take a few

moments to indicate the stage of applications that you submitted. If you have submitted and paid for an application, do not start a new application if the
Resume Renewal is still showing. Refresh your page if the status has not changed.



- Registration Status 7~

Registration Status

Duplicate submissions

If you have submitted duplicate  active
applications and are having trouble
withdrawing your application. Please  active
contact the DOAV registration staff at
acregistration@doav.virginia.gov. Active

It is important that you use the
Resume Renewal or the Resume
Application to continue with an
application you have not successfully
completed.

Expiration Date

10-31-2026

07-31-2025

07-31-2025

1t03 of 3

14

Renew

Renew

r By drop-down list, please take time fo read the Evoke User Guide

Entity has no contract carrier permits.

To apply for a Contract Carrier Permit, use the Start a Request button.

Requests All Requests

Commercial Aircraft Registration Renewal
Pending - Received On 11/6/25

View Reguest

Non-Commercial Aircraft Registration Renewal
Pending - Received On 11/6/25

View Reguest

Commercial Aircraft Registration Renewal
In Progress = Last Updated On 11/10/25
Resume Renewal

Commercial Aircraft Registration Application
In Progress = Last Updated On 11/13/25
Resume Application

When you have submitted your completed application, you will be finished. Background processes will run, and
your Resume Renewal or Resume Application will change to View Request. This may take a few minutes as the

application needs to finish processing.


mailto:acregistration@doav.virginia.gov

Renew Aircraft Registration:

If you wish to renew early or during the renewal period, you can use the Renew Aircraft Registration button to start the renewal process.

N71202BCJS  Active

Commercial Aircraft * McDonalds Flying Circus

ISummary Insurance

Documents and Correspondence

Associations

Registration Information

Owner

McDonalds Flying Circus

Registration Status

Active

FAA Registration Number
N71202BCJS

Original Issue Date *

07/21/2025

Aircraft Information

Aircraft Type
Fixed Wing Single-engine

Engine Type

Reciprocating

Aircraft Registration Type *

Commercial Aircraft

Status

Active

Serial Number
TUS012452

Expiration Date
08/31/2028

Aircraft Make
Cub Crafters

Engine Make

Vedeneyev

- wmssd General Change Request:
\ The general Change I‘eqUeSt

button provides options for the
aircraft owner to request updates
available only to DOAV registration
staff.

Non-Active Sta

Aircraft Details:

Aircraft details contain the
aircraft Summary, Insurance,
Documents and Correspondence and
Association.

Stage
Registered

Registration Number
C24

Date of Last Renewal

08/26/2025

Aircraft Model

CC11-160 Carbon Cub S5
Aircraft Use
Charter



Summary

N71202BCJS e i
Act The Summary tab contains the

Renew Aircraft Registration General Change Request

Original Issue Date *

Expiration Date

Date of Last Renewal

Commercial Aircraft = McDonalds Flying Circus
general make up of the aircraft.
_Iﬁ'm - * Registration information
Sy 66 Pocuments snd Comespondence - Assocations contains the aircraft and
registration standing with DOAV.
This provides details to show if
Regetration Information the registration information on
owner Aircraft Registration Type * Non-Active Status Reasons Aircraft file with DOAV.
McDonalds Flying Circus Commercial Aircraft
Registration Status Status Stage * Aircraft information provides
Active Active Registered details on the type of aircraft
FAA Registration Number Serial Number Registration Number regISterEd Wlth DOAV'
N71202BCJS TUS012452 C24
.

More information, such as lease

0712112025 08/31/2028 08126/2025 information, is also available on
the summary tab.

Aircraft Information

Aircraft Type Aircraft Make Aircraft Model

Fixed Wing Single-engine Cub Crafters CC11-160 Carbon Cub SS

Engine Type Engine Make Aircraft Use

Reciprocating Vedeneyev Charter



Summary Insurance Documents and Correspondence Associations

If your policy and insurance provider has not changed, please update your current policy by selecting the line in the grid below. If it has changed, please use the "Add New Policy' button to add new paolicy. If you're
opting to not include insurance, please review the minimum financial responsibility required for each aircraft by the Code of Virginia, §5.1- 88.2.

Insurance Policies

Q Y Filters il Columns Add New Policy
Providing Insurance Policy Number Effective Date Expiration Date Minimum Financial Responsibility Option
Yes 128304YYY 07-21-2025 07-31-2026
Page Size: 10 + 1to10f1

K < Pagelofl > >l

Insurance

The insurance tab provides the current type of insurance the aircraft owner is providing for the aircraft.

You can update your insurance information by clicking on the row containing the insurance information. If you choose to add a
new policy, ensure the expiration date is more current than the existing record of insurance.



Policy Details

Update Insurance

Select the Update Insurance button

The Update Insurance button will provide a screen that will

If your policy and insurance provider has not changed, please update your current policy by selecting the line in the grid below. If it has changed, please use the 'Add New Policies' button to add new policy. If you're
opting to not include insurance, please review the minimum financial responsibility required for each aircraft by the Code of Virginia, §5.1- 88.2

allow you to update or change the aircraft insurance information.
If you choose “No” under the insurance information provided you
raw0nerY will be prompted with options to choose the minimum financial

Expiration Date

St Fom w105 - responsibility. Once you have completed the update, press the
update insurance button.

Retum to Aircraft

C66 - N72125AJS

Return to Permit

P ) |
Update Insurance

Insurance Information Provided * Selected Option for Minimum Financial Respensibility ©

QO Yes O Option 1
@® No () Option 2

»  Clear Selection

Update Insurance

Insurance Information Provided * Proof of financial responsibility to be furnished for each aircraft.

@ Yes No aircraft, except a government owned aircraft or a balloon, will be regisiered by the
Department of Aviation unless and until the applicant provides proof of financial responsibility in the amounts
for each aircraft for which a registration is applied for.
O No
The minimum financial responsibility required for each aircraft by the Code of Virginia, §5.1- 88.2 are as
® Clear Selection follows:
Insurance Agency Policy Number =
OPTION 1 - Bond Guaranteeing $250,000 Coverage
Execution of a bond by the registrant and by a surety company authorized to fransact business
Commonwealth conditioned for payment in amounts and under the same circumstances as
would be required in a policy of bodily injury liability and property damage liability insurance, as required by
the provisions set forth above.
Insurance Supporting Documentation

OPTION 2 - $250,000 Cash OR Letter of Credit
. -~ $250,000 in cash delivered to the Virginia Department of Aviation. Such money delivered to the
Insurance Company Effective Date * Expiration Date * Virginia Department of Aviation will be placed in custody of the State Treasurer
and will be subject to execution to satisfy any judgment within the limits on the amounts
m m required for personal injury and property damage liability insurance.
mm/dc

Oor
An irrevocable letter of credit in the amount of $250,000 from a depository institution as
defined in §2 2-4701_ Such securities delivered to the Virginia Department of Aviation

will be placed in the custody of the State Treasurer and will be subject to execution to
Cancel Update Insurance satisfy any judgment within the limits on the amounts required for personal injury and property damage liability
Insurance.
A ULTRALIGHT - 100,000 Insurance Policy Coverage 4




Summary Insurance Documents and Correspondence Associations

Documents

Documents and Correspondence

The section provides access to your aircraft registration or any documents provided to you by DOAV through the aircraft registration system.



Summary Insurance Documents and Correspondence Associations

Affiliates
Q ' Y Filters fii Columns
Name Primary Phone Number Primary Email
Page S5ize: 10 ~ Tto1ofl 1< € Pagelofl 2> ¥

Carrier Permits Associated to Aircraft

Q. Search Y Filters ili Columns

Carrier Permit Info

Documents and Correspondence

This section provides access to show affiliates(contacts, owners, members), associated Carrier Permits and connections to commercial fleet accounts.



Completing your application.

Once you have completed your application and filled in all required values, you will use the Review button to continue to the next screen that will

allow you to look over your information before submitting and paying. Here you can go back to the application, withdraw your application or continue on to
submit and pay for your aircraft registration application.

Click on the Submit and Pay button to navigate to the next part of the application process to submit your application to DOAV registration staff.

we RequestSummary

Please review your application before submitting.

ard Fees
1) Ownership

Commercial Aircraft

Primary Aircraft Owner Information Registration Fee - 1 QrTy: 1 $40.00
Year
Owner Total $40.00

acregistration@doav.virginia gov
You will be directed our payment site

Add Additional Affiliate(s)
Existing Affiliates - Collection

No items added

2) Aircraft Information

Aircraft Information

Aircraft *

Tt



General Change Request

General Change Request is used for requesting updating aircraft information, status, FAA
Registration Number, sale of aircraft and more. This type of request will need DOAV approval
before updates are made.

To proceed with this type of request, please click the 'General Change Request' button below or

'‘Cancel' if you do not wish to proceed.

Cancel General Change Request

General Change Request

This type of request is available from inside the aircraft details and is available to the aircraft owner or fleet operator. You can submit requests for the

following:

Personal Information: If you need to change your full name or business name, this option is available only through a general change request that
requires approval through the DOAV back office. You can also submit changes in aircraft owner contact information if you do not have access to the

aircraft owner information.
Aircraft Status: If there is a change in aircraft status affecting the registration status, you can provide this through the general request process requiring

DOAV approval.
Aircraft Sale: If you sell your aircraft, you are required to notify DOAV of this sale. You can submit a general change request detailing the sale of the

aircraft.
Aircraft Information: If there is a change in the FAA number, Serial number, tax paid, airport in which the aircraft is housed; you will use the general

change request to submit that information requiring DOAV approval.



Begin Application
If you are registering an aircraft for the very first time, you will use the Begin Application button as shown in the image below.

= Q@ ©

Regrtaticn Porial

ina!
Good morning! _ _ B Begin Application

Dtk d el carmE |

Not Seeing Your Information?

First time users refer o the Online Registration Quick Stat Guide DoAY Regisiration Liser Guide fior instructions. For a more detaiked step by slep walkihrough, please refer o
the DOAY ROQISITIon LSS Guide If your SHCTER wiks previously registensd with DOAV prior 1o he online MICTan regsration Sysism. pease 00 Not SUDML & new EpRicaton
Usa the DOAN "i"EII."F DoAY Contact information On File bulton DCated feps of &mal at u;regnuatmgdaa-v WHgINA Qo fod A4S EiaRCe

Step 1) Receive Cemer Alroraft Code Sipp F] Conmect Alrcralt fo Account

Registered Aircraft Fimer by Dalja Harris « Contract Carrier Permit

l:'r.‘.ll:,' has no coniract camen permils.,

Al Typd = SM0R = Ropaabon Stale T =

Adroraft Type FaA Registration Lt Registration Slatus  Expeation Date
Requests All Reguases
k
Commistial Arcrall WD) At Armew 10-31-2006 Commercial Alrcraft Registration Renewal
Y Request
Commiecisl Awcral M Actrvs At OF.31- 2005 Rerem b v
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Making the right application selection.

After pressing the Begin Application button, you will see the screen in the image below. Here you will use the drop-down available to
select what type of application you wish to submit. For each drop down you select, you will be shown a detailed description of the
application and the documents and information needed to complete the application process. Once you have selected press the Begin
Application button shown in the image below.

Using the drop-down selection below, please select the application type to be submitied to the Depariment of Aviation.

If you are uncertain which application type you should select, we encourage you to visit the Department of Aviation’s website and review the information provided in the aircraft registration
section: https://doav.virginia gov/aircraft-registration/

Once the application type is selected, to begin the aircraft registration process please click on the “Begin Application” button. If a wrong application type was selected, please click on the *Discard Changes” button to
make a different selection.

If for any reason you choose to cancel the registration before the expiration date, the fee is non-refundable.

Select your application type to begin the aircraft registration process. *

Request Type

Discard Changes Begin Application



Commercial, Non-Commercial or Antique

Choosing the right aircraft registration application depends
on your use of the aircraft in regards to making money off
it’s use or if it is for personal use only. For more information
on the different aircraft registration types please visit
https://doav.virginia.gov/aircraft-registration/.

Regardsons of the type of aircraft registration you select,
you will need to fill out each section of the aircraft
registration application specific to your aircraft. The next
sections in the aircraft registration process are based on
Commercial aircraft registration. Each section will indicate if
it is specific to each type or applies to all three types of
aircraft registration.

Each section is indicated by a tab with a number in front of
the section name. Complete each section starting at the 1)
Ownership and work your way through to the final step of
the process indicated by Application Certification.

At anytime you need to pause and come back later, use
the Save as draft button to return to the application when
you are ready to complete and submit.

Note: Move through each section of the application by selecting
the tab on the left as you complete the previous section. Tab

numbers may vary but section names are the same.

Commercial Aircraft Registration Application

1) Ownership Primary Aircraft Owner Information

2) Aircraft Information ~ ©wner*

Add
3) Purchase

Information

Owner Email
4) Aircraft Sales and
Use Tax Information

5) Lease Information

Additional Affiliate(s)

6) Carrier Permit

Information Existing Affiliates - Collection

7) Insurance No items added

Information
Add

8) Renewal Option
Selection

9) Application
Certification


https://doav.virginia.gov/aircraft-registration/
https://doav.virginia.gov/aircraft-registration/
https://doav.virginia.gov/aircraft-registration/

How do you know if you completed each section.

If you press the Review button and have not completed each section correctly, you will be shown a “Please Fix the
following errors before submitting” warning message. Each field in the message will also be highlighted in a red boarder.

Fill in all missing information and the warning message will decrease showing only what remains until you are ready to
submit.

Commercial Aircraft Registration Application

Please fix the following errors before submitting

« Serial Number is required

= Aircraft Information Aircraft Type is required

« Aircraft Make is required

« Aircraft Model is required

« Engine Type Is required

« Engine Make Is required

= Aircraft Use is required

« Aircraft Use must be a non-empty array

« Primary Airport is required

« |s aircraft currently capable of flight? is required

= Date of Purchase I1s required

= Closing Statement Purchase Price Doc is required

« Closing Statement Purchase Price Doc must be a non-empty array
« Has Aircraft Sales and Use Tax been paid? is required

« |s applicant providing insurance information? is required

« Renewal Period (Years) is required

« How would the applicant like to receive their certification? is required
« Applicant Name is required

1) Ownership Aircraft Information

2) Aircraft FAA Registration Number * Serial Number * MFR Year
Information

N1111JS

3) Purchase
Information

@ Serial Number is required

4) Aircraft Sales and

Aircraft Information Aircraft Type *
Use Tax Information (

5) Lease Information
@ Aircraft Information Aircraft Type is required



1) Ownership

] . . Commercial Aircraft Registration Application
The ownership tab provides you the ability to
search for an existing owner that only you have
access too or create a new owner.

1) Ownership Primary Aircraft Owner Information

2) Aircraft Information ~ ©Wner®

If you are a portal user and have never registered an 3) Purchass Add
aircraft before, you will most likely need to add a new Information

. . . Owner Email
owner and assign it to the aircraft. 4) Aircraft Sales and

Use Tax Information

Press the Add button shown in the image to the right

5) Lease Information

to assign or create a new owner. Additional Affiliate(s)
6) Carrier Permit
Information Existing Affiliates - Collection
Go to the next page on owner details. 7) Insurance o tems added
Information

Add

8) Renewal Option
Selection

9) Application
Certification



Adding a new Entit
Ownership Details S y
Select if the Entity is an Individual or Business and
complete all required fields in order to add a new
Entity/Owner to the aircraft

The ownership tab provides you the ability to
search for an existing owner that only you have
access too or create a new owner.

Use the search for Existing owner and type in the
name of the owner you have access to or select
New to create a new owner.

Add Entity

(O Existing @ New

Entities represent (Owners of aircraft, Fleet Operators / Managers, and
the like)

Please fill out the required fields that represent the Entity you are entering.

Add Entity Type~

@® Existing (O New v

Q. Tes X
Contact Information

Name 1

Email Attention To
No Resuits Found Phone Type Phone
Refine your search or enter a new record
v -
Alternate Phone Type Alternate Phone
0-00r0
v -

Cancel m Mailing Address

Line 1+




Aircraft Information

Aircraft Information contains the
required information that describes
your aircraft in detail. This includes
the aircraft Serial Number, MFR Year,
Aircraft Type, etc...

You will need to complete all
required fields before moving on to
the next section 3) Purchase
Information.

Commercial Aircraft Registration Application

1) Ownership

2) Aircraft
Information

3) Purchase
Information

4) Aircraft Sales and
Use Tax Information

5) Lease Information

6) Carrier Permit
Information

7) Insurance
Information

8) Renewal Option
Selection

9) Application
Certification

Aircraft Information

FAA Registration Mumber * Serial Mumber *

N1111JS

Aircraft Information Aircraft Type *

Aircraft Make *

Engine Type =

Engine Make *

Aircraft Use *

Primary Airport ~ @

MFR Year

Aircraft Model

Is aircraft currently capable of flight? -

Discard Changes Save as draft Review Application



3) Purchase Information

Here you will enter the Purchase
information regarding the amount
the aircraft was purchased for, who
the seller was and submit any
accompanying documentation
needed.

You will need to complete all
required fields before moving on to
the next section 4) Aircraft Sales and
Use Tax Information.

Commercial Aircraft Registration Application

1) Ownership

2) Aircraft Information

3) Purchase
Information

4) Aircraft Sales and
Use Tax Information

5) Lease Information

6) Carrier Permit
Information

7) Insurance
Information

8) Renewal Option
Selection

9) Application
Certification

Purchase Information (Complete all that apply)

Date of Purchase *

Seller's Name

Seller's Address Line 1

Seller's City

Seller's Phone

-

Closing Statement Purchase Price Doc *

Total Purchase Price

Seller's Address Line 2

Seller's State Seller's Zip Code

(For a Mon-Resident Applicant) Date Aircraft Entered Virginia

Digcard Changes Save as draft

Review Application



5) Lease Information
Specific to Commercial Aircraft

Lease information is determined on
the selection you made in the
Aircraft Use field on section 2)
Aircraft Information. If none of your
selections trigger the Lease
Information fields then you will be
shown the top image. If your
selection triggers the Lease
Information, you will be shown the
bottom image.

You will need to complete all
required fields before moving on to
the next section 6) Carrier Permit
Information.

Commercial Aircraft Registration Application

1) Ownership Lease Information is Not Required
2) Ajrcraft Information

3) Purchase
Information

4) Aircraft Sales and
Use Tax Information

5) Lease Information

6) Carrier Permit
Information

T) Insurance
Information

8) Renewal Option
Selection

9) Application
Certification

Commercial Aircraft Registration Application

1) Ownership Lease Information

If the aircraft is “Leased” or is available “For Lease”, please provide the following information:

2) Aircraft Information
Lessee Name

3) Purchase
Information

4) Aircraft Sales and . Ph
Use Tax Information essee Fhone

-

5) Lease Information

6) Carrier Permit Lessee Address Line 1

Information

7) Insurance
Information

Lessee City Lessee State
8) Renewal Option
Selection
9) Application Use Lessee Mail Address for mailed ceriification?

Certification

Discard Changes

Email Address
Lessee Address Line 2

Lessee Zip Code

~

Discard Changes Save as draft Review Application



6) Carrier Permit Information
Specific to Commercial Aircraft

Carrier Permit information is
determined by the selection you
made in the Aircraft Use field on
section 2) Aircraft Information. If
none of your selections trigger the
carrier permit information fields then
you will be shown the top image. If
your selection triggers the carrier
permit information, you will be
shown the bottom image.

You will need to complete all
required fields before moving on to
the next section 7) Insurance
Information.

Commercial Aircraft Registration Application

1) Ownership Aircraft (Carrier Permit) Information is Not Required

2) Aircraft Information

3) Purchase
Information

4) Aircraft Sales and
Use Tax Information

5) Lease Information

6) Carrier Permit
Information

7) Insurance
Information

8) Renewal Option
Selection

9) Application
Certification

Commercial Aircraft Registration Application

1) Ownership

2) Aircraft Information

3) Purchase
Information

4) Aircraft Sales and
Use Tax Information

5) Lease Information

6) Carrier Permit
Information

7) Insurance
Information

8) Renewal Option
Selection

9) Application
Certification

Aircraft (Carrier Permit) Information

A Contract Carrier Permit must be cobtained if aircraft is used to carry passengers or property on demand or provides flight instruction for compensation.

(Note: If you have not obtained a Carrier Permit prior to completing this application, you will need to do so0.)

Virginia Gontract Carrier Permit Number *

Discard Changes

Save as draft



7) Insurance Information

Every Aircraft must have a certain
coverage of aircraft insurance
information. Use the drop-down to
begin the process of choosing the
type of information coverage you are
providing.

You will need to complete all
required fields before moving on to
the next section 8) Renewal Option
Selection.

Commercial Aircraft Registration Application

1) Ownership Aircraft (Carrier Permit) Information is Not Required

2) Aircraft Information

3) Purchase
Information

4) Aircraft Sales and
Use Tax Information

5) Lease Information

6) Carrier Permit
Information

7) Insurance
Information

8) Renewal Option
Selection

9) Application
Certification

Commercial Aircraft Registration Application

1) Ownership

2) Aircraft Information

3) Purchase
Information

4) Aircraft Sales and
Use Tax Information

5) Lease Information

6) Carrier Permit
Information

7) Insurance
Information

8) Renewal Option
Selection

9) Application
Certification

Aircraft (Carrier Permit) Information

A Contract Carrier Permit must be cobtained if aircraft is used to carry passengers or property on demand or provides flight instruction for compensation.

(Note: If you have not obtained a Carrier Permit prior to completing this application, you will need to do so0.)

Virginia Gontract Carrier Permit Number *

Discard Changes

Save as draft



8) Renewal Option Selection

The renewal option section is
used to determine how long you
would like to register your
aircraft and how you would like
to receive your aircraft
registration certification.

You can register your aircraft for

1, 2, or 3 years and receive your

certificate through email, mail or
both.

You will need to complete all
required fields before moving on
to the next section 9) Application
Certification.

Commercial Aircraft Registration Application

1) Ownership

2) Aircraft Information

3) Purchase
Information

4) Aircraft Sales and
Use Tax Information

5) Lease Information

6) Carrier Permit
Information

7) Insurance
Information

8) Renewal Option
Selection

9) Application
Certification

Renewal Option Selection

Renewal Period (Years)* @

How would the applicant like to receive their cerification? *

Digcard Changes

Save as draft Review Application



9) Application Certification

Here you will enter the name of
the authorized applicant
submitting the application. Title
is optional.

You will need to complete all
required fields before moving on
to the review application stage.

When you have completed all
fields, you will press the Review
Application. This will take you to
the next screen showing a
summary of your application and
the amount due for your
registration.

You can go back to the
application at anytime before
submitting payment to make any
corrections needed.

Commercial Aircraft Registration Application

1) Ownership Application Certification

| declare that this application has been examined by me and to the best of my knowledge and belief is true, correct and complete.

2) Aircraft Information

Applicant Name =

3) Purchase
Information

4) Aircraft Sales and
Use Tax Information

5) Lease Information

6) Carrier Permit
Information

7) Insurance
Information

8) Renewal Option
Selection

9) Application
Certification

Title

Date

1171172025

Dizcard Changes Save as draft Review Application



Questions?

If you are having difficulty creating your account, connecting your account to an owner, or general aircraft
registration questions on the portal, please email us at acregistration@doav.virginia.gov.

As we are in the early stages of the aircraft registration system going live, we will continue to update the Evoke
User Guide regularly on topics or issues you may encounter and require more detailed explanation.

Take time as you go through the renewal and registration of your aircraft to ensure information is accurately
entered into the system.

If you have mistakenly entered the wrong application, you can withdraw your application only when it has
reached the review summary section. If you need to withdraw your application at any other point in time, you
can contact the DOAV aircraft registration staff.


mailto:acregistration@doav.virginia.gov
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