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SCREEN ACTION 
 

   

 
 
 

 
1. Locate the BHGS 

User Dashboard. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click the ‘New 
Application’ button 
on the top right of 
the ‘Applications’ 
pane. 
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3. Click the dropdown 
and select 
‘Household Movers 
(HHM) Initial 
Application’.  
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4. With the HHM 

application 
selected, click the 
green ‘Create 
Application’ button. 
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5. This is what the 

HHM Initial 
Application looks 
like. 

 
6. Read the 

‘Instructions’ tab 
carefully.  

 
 
7. Click the ‘Save & 

Continue’ button. 
 
Note: To return to the 
dashboard at any 
time, click the green 
‘Save & Exit’ button at 
the bottom of any 
page. Use the 
provided tabs vs. using 
the browser’s back 
button. 
 
 
 
 
 
 
8. Read the 

Instruction and 
select a ‘Business 
Type’. 
 
 
 
 
 
 
 
 

9. Click the ‘Save & 
Continue’ button. 
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10. Complete all 
required fields and 
click the green 
‘Save & Continue’ 
button. 

 

*Note: All required 
fields have a red 
asterisk. 
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11. Read the 
‘Instruction’ and 
select a ‘Type of 
Ownership’. 

12. Complete all 
required fields. 

13. Upload any 
documentation if 
needed and click 
the green ‘Save & 
Continue’ button. 

 

 

 

 

 

14. Complete all 
questions, upload 
any needed 
documentation, 
and click the green 
‘Save & Continue’ 
button. 

*Note: When answering 
“Yes” to any of the 
questions, additional 
documents will be 
required to upload. 
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15. Read the 
‘Instruction’ and 
complete all 
required fields 

 

 

 

*Note: ‘Type of 
Ownership’ reflects 
what was preselected 
in the ‘Business 
Information’ tab. 

 

16. Click the green 
‘Save & Continue’ 
button. 
 

17. Select an answer 
for the two 
questions.When 
selecting the ‘Yes’ 
option, the 
corresponding 
boxes turn into 
required fields. 
These must be 
answered to 
proceed. 

When selecting the 
‘No’ option, the 
corresponding boxes 
are not required to 
proceed. 

18. Click the green 
‘Save & Continue’ 
button. 
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19. To list vehicle 
information, click 
the ‘Add New’ 
button and 
complete all 
required fields. 

 

 

 

 

 

 

 

 

 

20. Under ‘Actions’, 
click the edit 
button to make 
changes. The trash 
can button is used 
to delete 
information. 
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21. Complete all 
questions and 
upload any 
needed 
documentation. 
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22. Read the 
‘Preventive 
Maintenance 
Program’ section 
carefully and 
complete all 
required fields. 

 

 

 

 

 

 

 

 

 

23. When answering 
“Yes” to select 
questions, 
additional 
documents will be 
required to upload. 
 

24. Click ‘Browse’ to 
upload files. 
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25. Read the 
instructions 
carefully and 
complete all 
required fields. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

26. Select one answer 
for the ‘Workers’ 
Compensation 
Declaration’ 
question. 
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27. Complete all 
required fields and 
click the green 
‘Save & Continue’ 
button. 

 

 

 

 

 

 

 

 

28. Complete all 
questions, upload 
any needed 
documentation, 
and click the green 
‘Save & Continue’ 
button. 
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29. Complete all 
required fields and 
click the green 
‘Save & Continue’ 
button. 
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30. The ‘Financial 
Responsibility’ tab 
has five sections, 
read each section 
carefully and 
complete all 
required fields. 

 

 

 

 

 

 

 

 

31. Section 4 of the 
‘Financial 
Responsibility’ tab 
requires 
Authorization for 
Release of Account 
Information.  Verify 
information in 
required fields is 
accurate before 
proceeding. 

 

32. Click the green 
‘Save & Continue’ 
button. 
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33. Complete all 
required fields and 
click the green 
‘Save & Continue’ 
button. 
 

Note: Your typed name 
will serve as your 
electronic signature for 
the HHM Application, 
certifying all 
information contained 
in the application is 
true and accurate. 
 
 
34. There are three 

payment method 
options to select 
from.  Click ‘Select 
A Method’ to 
choose the 
preferred payment 
method for this 
application fee. 

Note: ‘Total Fee’ 
information will 
automatically 
populate. 

35. When ‘Check’ or 
‘Money Order’ 
payment method is 
selected, please 
note the DCA 
License Type and 
application 
number on the 
payment 
document 
submitted to DCA. 
 

36. Click the blue ‘Pay 
and Submit’ button. 
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37. When ‘Credit Card’ 

payment method is 
selected, complete 
all required fields, 
and click the blue 
‘Pay and Submit’ 
button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

38. Upon successful 
payment, the 
‘Application Status’ 
will show that the 
HHM application 
has been 
submitted. 

Note: Once 
application is 
submitted you will 
receive a payment 
confirmation and 
application submission 
confirmation email. 
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