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Introduction 

 
Hello and Welcome! 

This User Guide explains how to use the New York City Taxi & Limousine Commission (TLC) 
online License Applications, Renewals, and Summonses (LARS) system to pay for a renewal or 
summons. 
 
Before you begin the process of using this website to submit your renewal payment or to pay a 
summons, please read the following sections: 

 Accessing LARS – how to access LARS  
 Before You Start – what you will need to begin 
 Exiting LARS – how to exit the system 
 Error Messages – about error messages you may receive as you work your way through 

the screens 
 
Accessing LARS 

You may access LARS by browsing to the TLC website, or you may go directly to LARS via this 
URL:  
 https://www.nyc.gov/lars/ 
 
Before You Start  

To use this online system, you must have a valid checking account, credit card or debit card 
which you can use to pay, a valid e-mail address to which the receipt confirmation can be sent 
and a working printer attached to your computer to print the transaction receipt and 
information. If you do not have a valid checking account, credit card or debit card and e-mail 
address, you cannot use LARS.   
 
You must also have all of the following TLC and Department of Motor Vehicles (DMV) 
information before you begin: 

 Your current TLC license number 

 The date your current TLC license expires 

 *If you are a: 
o Driver - the last 5 Digits of your DMV License No. 
o Vehicle – the last 5 Digits of your Vehicle Identification No. (VIN) 
o Business or Medallion – the last 5 digits of your EIN or SSN 

 If you are looking for a specific summons (applies to all TLC licensees and unlicensed  
entities ): 

http://www.nyc.gov/taxi
https://www.nyc.gov/lars/
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o Summons # 
 

*Note: Respondents can only search for multiple summonses if they have a valid TLC license.   
 

Only a summons where no personal appearance is required can be paid via LARS.  On the 
summons, if the ‘Personal Appearance Required’ box is checked, you will not be able to pay or 
plead guilty and pay that summons through LARS.   

 
Exiting LARS 

If you decide that you would like to exit LARS, click the “Return to TLC Home” link in the top 
right corner of the “Search,” “Authentication,” “cancel” or “Payment Receipt and Checklist” 
screens.   
 

 
 
 

Error Messages 

You will receive an error message if, for example, you incorrectly enter information, if the 
system cannot find the information that you entered, or if you leave the application inactive 
past a certain period of time and your session expires.  You should refer to “Appendix 1 – Error 
Messages” at the end of the document for a list of common error messages and explanations.  
 
User Guide Version History 

Version 1 April 2011: Initial publication 
Version 1.1 September 2011: Updated renewal fee on screenshots 
Version 2.1 July 2013: Updated Renewals, Summonses and New Applications information 
 
NOTE: Sample data in this guide is included for instructional purposes only and is not intended to represent actual data. 
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Home Page- Renewals 

Entering Your Data 

 
Once you browse to LARS directly, or click the link to LARS on the TLC website, you will start the 
license renewal process on the “Welcome to LARS” screen; the top portion of which is shown 
below. This page requires you to either make a Summons or a Renewal Payment. Once you 
select Renewal payment, you will have the option to make a license type selection based on a 
license that you are renewing.  
 

“LARS Home Page” Screen 
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“Landing Page (Renewals Only)” Screen 
 

 
  

 
 
Select any of the following license types to continue with making a Renewal payment: 

 Driver 
 Vehicle 
 Business 
 Medallion 
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Entering Your Data 

 
Once you have selected a license type, you will start the license renewal process on the 
“Search” screen; the top portion of which is shown below. This page asks for information to find 
your records in the system.  
 
Enter ALL of the necessary data into the 3 fields provided: 

 Your current TLC license number 
 The date your current TLC license expires 
 If you are a: 

o Driver - the last 5 Digits of your DMV License No. 
o Vehicle – the last 5 Digits of your Vehicle Identification No. (VIN) 
o Business or Medallion – the last 5 digits of your EIN or SSN 
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For security purposes, before submitting your information you must type the letters or 
numbers you see in the blue box into the field below the box.  
 

 
 
If you cannot see the characters clearly, you can request a different set of characters by clicking 
the button with the blue “recycle” image. Or you can listen to a voice recording by clicking the 
blue “sound” button with the “speaker” icon. If you need assistance with the reCaptcha, click 
on the “question mark” icon for assistance on how to use the reCaptcha function. 
 

 
 
When you are done, click the yellow “Search” button at the bottom of the page to proceed. 
 

 
 
NOTE: If any required information has been entered incorrectly the system will display an error message and you will not be able to continue. 
Refer to the “Appendix 1 – Error Messages” section at the end of this document for more details.   
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Authenticating Your Data 

 
Once you have correctly entered all of the required information, the system will display your 
information on the “Licensee Authentication” screen. It will look like the following example. 
Note that, due to space constraints on this page, the following example displays only the top 
portion of the screen. Check all of the information to confirm it is correct. NOTE: For security 
purposes, you will only have 20 minutes to review the information and proceed to the next 
page.   
 

“Licensee Authentication” Screen 
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You may return to the “Search” page at any time by clicking the “Search Again” link at the 
bottom of the “Licensee Authentication” screen. 
 

 
 

Incorrect Information 

If there is any problem with the information displayed on the “Licensee Authentication” screen, 
you should: 

 contact the TLC Call Center at 718 391 5501 or  

 visit TLC's Licensing Office at  

32-02 Queens Boulevard  
2nd Floor  
Long Island City, NY 11101 

 
You should not continue with the payment process. 
 
Declaration of Applicant 

The picture below shows at the bottom of the “Licensee Authentication” screen. If the 
information in the top portion of the screen is correct and your renewal payment is due, then 
you must scroll down to the bottom of the page to check off your agreement and acceptance of 
the declaration before you can continue. 
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Note: Only by clicking the “I Agree” checkbox are you allowed to continue with the renewal process. 

 

 
 

You will receive a Message from the webpage when you click “Continue.” Press “OK” to 
proceed. 
 

 



 

TLC LARS User Guide - Page 13 

 
Fees 

The “License Renewal” page will display the renewal fee(s) you must pay as part of the license 
renewal process. If it is within 30 days of your expiration date, the page will also display a late 
fee. Depending on what license type you are renewing, you may have additional fees 
(Commercial Motor Vehicle Tax, DMV Inspection Fee). 
 
By clicking the “Total Renewal Fee,” this will combine the total for ALL Renewal fees due at the 
time of selection. 
 

  
 



 

TLC LARS User Guide - Page 14 

By using the online License Applications Renewals & Summonses (LARS) System, you are 
protected from paying the same renewal fee more than once. 
  
Paying for Your License Renewal  

 

When you click the “Continue” button on the “License Renewal” page, the “Payment Entry” 
screen will open. Use this page to enter your payment and billing information, and then click 
the “Continue” button: 
 

“Payment Entry” Screen 
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Terms and Conditions 

After you have clicked “Continue” on the “Payment Entry” screen, you must agree to the Terms 
and Conditions of the Payment process. You have the option to go back and edit your payment 
information if required. 
 

“Terms and Conditions” Screen 

 

 
 
Payment Detail Review 

After you have accepted the Terms and Conditions, you will see the following “Payment Detail 
Review” screen. But you are not finished! This screen gives you a chance to review all the 
information and make sure it is correct before you make your payment. 
 
If you need to correct your payment or billing information, click the “Go Back/Edit” button to 
return to the “Payment Entry” screen. Correct your information and click the “Continue” button 
to return to the confirmation screen.  
 
When you are ready to finalize your payment, click the “Process Payment” button to complete 
the submission of your payment. 
 
NOTE: Do not click on the “Cancel” button or you will completely cancel the transaction.  
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“Payment Detail Review” Screen 
 

 
 
 

 



 

TLC LARS User Guide - Page 17 

 
After the TLC LARS application has finished processing your renewal payment, you will receive 
an email confirmation and the “Payment Receipt and Checklist” screen will show you 
information about your license, renewal requirements, and payment. The following is the top 
portion of the screen.  
 

“Payment Receipt and Checklist” Screen 
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The lower portion of the screen will have a “Requirements Checklist” section that will display 
information you should know about your TLC license renewal requirements. The Renewal 
Requirements Information link will redirect you to the TLC website where you can access more 
information about your renewal requirements.  
 

 
 
Printing the Payment Confirmation and License Renewal Checklist 

IMPORTANT! Be sure to print a copy of the “License Renewal Payment Confirmation and 
Renewal Requirements Checklist” before you close the browser window. Once you close the 
browser window, you will not be able to return to the “Payment Receipt and Checklist” screen. 
 
At the top of the screen, click the “Printer Friendly Format” link to print a paper copy of the 
payment confirmation and checklist. There is another “Printer Friendly Format” link at the 
bottom of the screen.  
 

 
 
NOTE: After you have reviewed and printed the “License Renewal Payment Confirmation and Renewal Requirements Checklist,” for security 
purposes, be sure to close the browser window.  

 
 

 
 

 

http://www.nyc.gov/html/tlc/html/industry/licenses_main.shtml
http://www.nyc.gov/html/tlc/html/industry/licenses_main.shtml
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Home Page- Summons 

Entering Your Data 

 
Once you browse to LARS directly, or click the link to LARS on the TLC website, you will start the 
summons process on the “Welcome to LARS” screen; the top portion of which is shown below. 
This page requires you to either make a Summons or a Renewal Payment. Once you select 
Summons, you will have the option to either search multiple summonses by a license type or 
for a specific summons by summons number.  
 

“Landing Page (Summons)” Screen 

 
Select any of the following license types to continue with Summons option: 
 

 
 
 

Option1: 
 Driver 
 Vehicle 
 Business 
 Medallion 

 

or 
 

Option 2: 
Search by Summons # 
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Entering Your Data 

 
Once you have selected an, Option 1 or Option 2, you will start the summons process on the 
“Search” screen; the top portion of which is shown below. This page asks for information to find 
your records in the system.  
 
For license types, enter ALL of the necessary data into the 3 fields provided: 

 Your current TLC license number 
 The date your current TLC license expires 
 If you are performing an inquiry for: 

o Driver – the last 5 Digits of your DMV License No. 
o Vehicle – the last 5 Digits of your Vehicle Identification No. (VIN) 
o Business or Medallion – the last 5 digits of your EIN or SSN 
 

“Summons Search by License Type (For Driver)” Screen 
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If you are a TLC Licensee or an Unlicensed Entity, you may also pay for a summons that you 
have received by entering the summons number listed on the summons for.  
 
Note:  Only a summons where no personal appearance is required can be paid via LARS.  On the summons, if the ‘Personal Appearance 
Required’ box is checked, you will not be able to pay or plead guilty and pay that summons through LARS.   

 
 

“Summons Search by Summons #” Screen 

 
 
 

For security purposes, before submitting your information you must type the letters or 
numbers you see in the blue box into the field below the box.  
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If you cannot see the characters clearly, you can request a different set of characters by clicking 
the button with the blue “recycle” image. Or you can listen to a voice recording by clicking the 
blue “sound” button with the “speaker” icon. If you need assistance with the reCaptcha, click 
on the “question mark” icon for assistance on how to use the reCaptcha function. 
 

 
 
When you are done, click the yellow “Search” button at the bottom of the page to proceed. 
 

 
 
NOTE: If any required information has been entered incorrectly the system will display an error 
message and you will not be able to continue. Refer to the “Appendix 1 – Error Messages” 
section at the end of this document for more details.   
 
 
Authenticating Your Data 

 
Once you have correctly entered all of the required information, the system will display your 
information on the “Respondent Authentication” screen. It will look like the following example. 
Note that, due to space constraints on this page, the following example displays only the top 
portion of the screen. Check all of the information to confirm it is correct. NOTE: For security 
purposes, you will only have 20 minutes to review the information and proceed to the next 
page.   
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“Respondent Authentication” Screen 

 
 
You may return to the “Search” page at any time by clicking the “Search Again” link at the 
bottom of the “Respondent Authentication” screen. 
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Incorrect Information 

If there is any problem with the information displayed on the “Respondent Authentication” 
screen, you should: 

 contact the TLC Call Center at 718 391 5501 or  

 visit TLC's Licensing Office at  

32-02 Queens Boulevard  
2nd Floor  
Long Island City, NY 11101 

 
You should not continue with the payment process. 
 
Declaration of Applicant 

The picture below shows the bottom of the “Respondent Authentication” screen. If the 
information in the top portion of the screen is correct, then you must scroll down to the bottom 
of the page to check off your agreement and acceptance of the declaration before you can 
continue. 
 
 

 
 
Note: Only by clicking the “I Agree” checkbox are you allowed to continue with the summons payment process. 
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You will receive a Message from the webpage when you click “Continue.” Press “OK” to 
proceed. 
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Fees 

The “Pay Summons(es) and/or Plead Guilty and Pay a Summons” page will display only those 
summonses where no Personal Appearance is required that are either: 

a) Summonses that you have already plead guilty to and now want to pay 
b) Summonses that you can plead guilty and pay 
c) Both (a) and (b) 

 
By clicking the check box next to Summons #, you are selecting ALL summonses to be paid. This 
box is not available if you have more than 9 (nine) summonses to select.  If you have more than 
9 (nine) summons and want to pay or plead guilty to and pay all of them you can select up to 9 
(nine), make a payment on those and then enter LARS again to pay the remainder.  The 
summonses you paid the first time will not appear again once paid.  If you select the check box 
at each summons row, you are selecting individual summonses to be paid.  
 
Guilty Acceptance 

Upon selecting summonses, you are required to click the ‘I Agree’ in the Guilty Acceptance in 
order to proceed with making payments. 
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By using the online License Applications Renewals & Summonses (LARS) System, you are 
protected from paying the same summons more than once. 
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Paying for Your Summons  
 

When you click the “Continue” button on the “Pay Summons” page, the “Payment Entry” 
screen will open. Use this page to enter your payment and billing information, and then click 
the “Continue” button: 
 

“Payment Entry” Screen 
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Terms and Conditions 

After you have clicked “Continue” on the “Payment Entry” screen, you must agree to the Terms 
and Conditions of the Payment process. You have the option to go back and edit your 
paymentinformation if required. 
 

“Terms and Conditions” Screen 

 

 
 
Payment Detail Review 

After you have accepted the Terms and Conditions, you will see the following “Payment Detail 
Review” screen. But you are not finished! This screen gives you a chance to review all the 
information and make sure it is correct before you make your payment. 
 
If you need to correct your payment or billing information, click the “Go Back/Edit” button to 
return to the “Payment Entry” screen. Correct your information and click the “Continue” button 
to return to the confirmation screen.  
 
When you are ready to finalize your payment, click the “Process Payment” button to complete 
the submission of your payment. 
 
NOTE: Do not click on the “Cancel” button or you will completely cancel the transaction.  
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“Payment Detail Review” Screen 
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After the TLC LARS application has finished processing your summons payment, you will receive 
an email confirmation and the “Payment Receipt and Checklist” screen will show you 
information about your summons information and payment. The following is the top portion of 
the screen.  
 

“Payment Receipt and Checklist” Screen 
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Printing the Summons Payment Confirmation  

IMPORTANT! Be sure to print a copy of the “Summons Payment Confirmation” before you close 
the browser window. Once you close the browser window, you will not be able to return to the 
“Payment Receipt” screen. 
 
At the top of the screen, click the “Printer Friendly Format” link to print a paper copy of the 
payment confirmation. There is another “Printer Friendly Format” link at the bottom of the 
screen.  
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Questions/Feedback 

 
Congratulations!  
 
You have submitted your payment online using the License Applications Renewals & 
Summonses (LARS) System of the New York City Taxi & Limousine Commission (TLC). 
 
If you have any questions, or want to provide any feedback about this online process, please: 

 contact the TLC Call Center at 718 391 5501 or  

 visit TLC’s Licensing Office at  

32-02 Queens Boulevard,  
2nd Floor,  
Long Island City, NY  11101 

 
Thank you for using the New York City’s Taxi & Limousine Commission website to submit your 
payment.    



 

TLC LARS User Guide - Page 34 

Appendix 1 - Error Messages 

 
The following is a list of common error messages and an explanation of why each occurs. 
 

Error Message Explanation 

Please Select License Type This error message will display if you do not select a specific 
license type (driver, vehicle, business, or medallion). 

Please enter your TLC 
License number. 

This error message will appear when you have left the “TLC 
License Number” field blank on the “License Search” screen. 
Please enter the license number and resubmit. 

TLC license number is invalid. 
It may contain only the 
following characters: 0-9, a-z 
or A-Z. 

This error message will appear if the TLC license number is 
entered incorrectly. 

Please enter Expiration 
{Month}, {Day}, {Year}. 

This error message will appear when you have left one of the 
“Expiration Date of TLC License No.” fields on the “License 
Search” screen blank. Please reenter the correct date and 
resubmit. 

Please enter numeric value 
for Expiration {Month}, 
{Day}, {Year}. 

This error message will appear when you have entered a non-
numeric value in one of the “Expiration Date of TLC License 
No.” fields on the “License Search” screen. Please enter 
numeric values only and resubmit. 

Please enter numeric value 
for Expiration Month. 

This error will appear if you enter anything other than a two-
digit number between 01 and 12. 

TLC License expiration date is 
invalid. 

This error message will appear if the month exceeds 12 or the 
day exceeds 31 (30 for some months, 28/29 for February). 

Please enter the last 5 digits 
of your DMV License 
number. 

This error message will appear if you have left the “Last 5 digits 
of your DMV License No.” field blank on the “License Search” 
screen. Please enter the correct digits and resubmit. 
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Error Message Explanation 

No dashes or spaces 
required.  Please re-enter the 
last 5 digits of the DMV 
License No. 

This error message will display if you add dashes or spaces in 
the DMV License field. 

Please enter the last 5 digits 
of your Vehicle Identification 
Number (VIN). 

This error message will appear if you have left the “Last 5 digits 
of your Vehicle Identification Number (VIN)” field blank on the 
“Vehicle Search” screen. Please enter the correct digits and 
resubmit. 

No dashes or spaces 
required.  Please re-enter the 
last 5 digits of the VIN. 

This error message will display if you add dashes or spaces in 
the Vehicle Identification Number (VIN) field. 

Last 5 Digits of VIN are 
invalid. It must be the last 5 
digits and contain any of the 
following characters: 0-9 and 
/ or A-Z. 

This error message will display if the last 5 digits of the VIN 
were entered incorrectly. 

Please enter the last 5 digits 
of your EIN or SSN. 

This error message will appear if you have left the “Last 5 digits 
of your EIN or SSN” field blank on the “Business or Medallion 
Search” screen. Please enter the correct digits and resubmit. 

Last 5 Digits of EIN or SSN are 
invalid. It must be the last 5 
digits and contain the 
characters 0-9. 

This error message will display if the last 5 digits of the EIN or 
SSN were entered incorrectly. 

No dashes or spaces 
required.  Please re-enter the 
last 5 digits of the EIN or SSN. 

This error will display if you add dashes or spaces in the EIN or 
SSN field. 

Last 5 Digits of DMV License 
number are invalid. It may 
contain only the following 
characters: 0-9. 

This error message will display if the number entered is invalid. 
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Error Message Explanation 

TLC License expiration date is 
invalid. 

This error message will appear if the TLC License expiration 
date is invalid. Please reenter.  

The letters in the graphic 
were entered incorrectly. 
Please try again. 

You will receive this error message if you incorrectly enter the 
numbers and letters that you see in the blue graphic on the 
“License Search” screen. Try reentering them. Or, if you cannot 
see the characters clearly, you can request a different set of 
characters by clicking the button with the blue “recycle” 
image. Or you can listen to a voice recording instead, by 
clicking the button with the red “speaker” icon. 
 

TLC records indicate the 
license for the Licensee data 
provided was already 
renewed online on 
<transaction date>.  If you 
believe this is an error, check 
the data you provided.  For 
questions contact the TLC 
Call Center between the 
hours of 8:30AM and 
5:00PM, from Monday to 
Friday at 718.391.5501. 

This error message will appear if the data found in the system 
shows that the renewal fee was already paid for this license. 
Follow the onscreen instructions.  

TLC was not able to find a 
Licensee matching the data 
provided.  Please make sure 
you have selected the 
correct license type.  If you 
select the wrong license type 
you will not be able to 
proceed.  Check the data 
entered and try again. 

You will see this error message if the TLC license number is 
correct but the other information entered does not match the 
information for that TLC license.  
 
You can try again two more times. You will get only three 
chances to try, before the system locks you out for an hour. 
This is to protect you and keep your information secure. 
 
Check your information, reenter, and resubmit.  
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Error Message Explanation 

Attention:  Your log-in 
attempts have been 
unsuccessful.  This entity has 
been blocked for online 
payment for approximately 
one hour.  Please review 
your information and try 
again.  Remember, the 
information must match the 
details on our system or you 
will not be able to proceed 
and will have to renew by 
mail. 
 
If you are still unable to gain 
access after a second 
attempt and you believe you 
have entered all the 
information correctly, please 
contact the TLC Call Center 
between the hours of 
8:30AM and 5:00PM, from 
Monday to Friday at 
718.391.5501 or visit TLC's 
Licensing Office at 32-02 
Queens Boulevard, 2nd 
Floor, Long Island City, NY 
11101. 

If you have correctly entered your TLC license number, but the 
system has not been able to match the other information 
entered three times, you will receive this error message that 
you are locked out of the system for an hour. Wait an hour, 
carefully review your license information, and retry. If you 
receive the error message again, follow the onscreen 
instructions in the error message for the next steps.  

You must agree to the 
Declaration of Applicant to 
proceed.  

If you do not click the “I agree” checkbox, then when you click 
the yellow “Submit” button on the “Authentication” screen, 
you will see this error message. You must mark your 
agreement before you can pay your license renewal or plead 
guilty to and/or pay a summons. Select the “I agree” checkbox 
and click the “Submit” button.  
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Error Message Explanation 

Your session has expired for 
security reasons. Please click 
on the link below to return 
to the Search Page. 

This is another way the system protects you and keeps your 
information secure. There are two instances when the session 
may time out: 
 
1. If you are on the “License Search” page, after 30 minutes of 
inactivity (no typing in any fields or clicking on any buttons) 
 
2. If you are on the “Authentication” page and have begun to 
enter information, but then leave the page inactive for 20 
minutes 
 
This error message will display if your session expires. Then 
you must return to the “TLC LARS” screen to restart the 
process. Click the “Return to Search Page” link at the bottom 
right of the screen.  

The page has expired for 
security reasons; please 
close your browser window.  

This error message will display if you were on one of the 
payment-related screens, but were inactive in a window for a 
certain time period and then tried to proceed. Close the 
browser window and return to the “TLC LARS” screen to begin 
the process again.  

SYSTEM ERROR! 
An error occurred while 
processing your request. 
Please try again or contact an 
administrator.  

Please contact TLC at 718 391 5501.  
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Error Message Explanation 

You were returned to this 
Web page because your 
payment session has expired 
or there was a problem with 
your payment. The TLC does 
NOT know if your payment 
was processed. 
 
You cannot continue and 
must restart the process. 
Before continuing you should 
check with your credit card 
company or bank to confirm 
the payment status before 
restarting the payment 
process. If you want to 
confirm with the TLC directly 
whether a payment was 
received, you can contact the 
TLC Call Center between the 
hours of 8:30AM to 5PM, 
from Monday to Friday at 
718 391 5501. 

This error message will display if your payment session expired 
or if there was a problem with your payment. Follow the 
onscreen instructions.  

The letters in the graphic 
were entered incorrectly. 
Please try again. 

This error message will display when the reCaptcha 
information is entered incorrectly. 

The letters in the graphic 
were not entered. Please try 
again. 

This error message will display if no letters were entered into 
the ReCaptcha field. 
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Error Message Explanation 

You were returned to this 
web page because your 
payment session has expired 
or there was a problem with 
your payment.  The TLC does 
NOT know if your credit card 
payment was processed.  
You cannot continue and 
must re-start the process.  
Before continuing you should 
check with your credit card 
company to confirm the 
payment status before re-
starting the process.  If you 
want to confirm with the TLC 
directly whether or not a 
payment was received, you 
can contact the TLC Call 
Center between the hours of 
8:30AM to 5PM, from 
Monday to Friday at 
718.391.5501. 

This error message will display if your payment transaction is 
incomplete. 

  
 


