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Assisting the Customer with Emergency Contact Information on myMVD 
 
 
Overview: 

Customers may now manage Emergency Contact requests through myMVD. 
 
 
The purpose of this document is to provide internal customer support team members with 
screenshots of Emergency Contact Information screens in myMVD.  
 
The Emergency Contact Information is important to add to a customer’s record as it will allow 
law enforcement the ability to reach out quickly to those contacts in an emergency. 
 
The customer will be able to do the following through myMVD: 

1. Add Primary/Secondary Emergency Contacts  
2. Edit or Remove Primary/Secondary Emergency Contacts 
3. A customer can only Opt-Out or Opt-In as an Emergency Contact by filling out the 

Emergency Contact Information – Request to Opt-Out Form. A customer cannot opt-out 
or opt-in with the myMVD online service. 

 
Additional changes/requests may be made by form or at the time of an issuance transaction.  
 
Please see the Emergency Contact SharePoint site for additional support and assistance.  
 

mailto:mvd.edandoutreach@iowadot.us
https://iadot.sharepoint.com/sites/MV/SitePages/Emergency-Contact-Information-in-ARTS.aspx


 

4/18/2022    mvd.edandoutreach@iowadot.us     2 

Adding, Editing, or Removing Emergency Contact Information on myMVD:  

1. The customer will go to: 
a. mymvd.iowadot.gov/ 
b. mymvd.iowadot.gov/Account/Login 

 
2. The customer will login using the required fields (fields with a red asterisk *). 

 

 
 

3. Customer will see these different options in the left margin and by scrolling down 
through the resources with blue headings. 
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4. Customers may choose to select EMERGENCY CONTACT INFORMATION in the left 
margin or scroll down and select Manage your Emergency Contact Information. 
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5. The customer will be taken to a verification of their DL or ID. The customer will need the 
Document Discriminator (DD#) Number from their DL or ID. 
 

6. The customer will enter the first 5 digits of the DD# listed at the bottom of their DL/ID. 
 

Important: The customer needs their Document Discriminator Number from their 
current credential to be able to access the Emergency Contact features online. 
They can find their DD# on their credential. The DD# is considered Personally 
Identifiable Information (PII) and is unique to each credential. In an effort to 
protect Iowa residence identity, this number should not be given out over the 
phone or in-person. 

 
7. The customer will select Next. 

 

 
 

NOTE: If the customer has recently renewed their DL/ID or requested a replacement through 
an online myMVD service they will only have one chance at the end of that transaction to 
update an emergency contact. At the end of the transaction, the customer is issued a new 
license which has a new DD#. myMVD does not provide them with an interim which would 
have that number. They will have to wait until they physically have that new license before 
they are able use the Emergency Contact Information online service. The DD# that they have 
on their current credential is no longer valid. 
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At the end of a myMVD online renewal or replacement transaction, the customer will need to 
select the MANAGE EMERGENCY CONTACTS to add Emergency Contact information. 
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8. After the verification page or selection of the Manage Emergency Contacts button on the 
final transaction page, the customer will see the View Emergency Contacts page. The 
page view will vary depending on how many Emergency Contacts have been previously 
entered for the specified customer. For our example we will start with the page view in 
which the customer has no entries. To enter new emergency contacts, the customer will 
need to select ADD PRIMARY CONTACT. 

 

 
 

The customer is required to add the following to complete the Emergency Contact 
Information: 

a. Last Name 
b. Relationship (Parent/Stepparent, Guardian/Custodian, Caretaker, Spouse, Partner, 

Childe/Stepchild, Sibling, Grandparent, Grandchild, Relative, Friend, Other) 
c. Phone Number or Address 

 
9. The customer will select Next. 
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10. The Certification will appear. 

a. If the customer chooses CANCEL, it will take them back to the page to ADD 
PRIMARY CONTACT. 

b. If the customer chooses, I Disagree, then selects SUBMIT it will take them back 
to the page to ADD PRIMARY CONTACT. 

c. If the customer chooses, I Agree, then selects SUBMIT, the VIEW EMERGENCY 
CONTACTS screen will appear again, with any updated content, in our example 
it will now show one emergency contact entry. 
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11. The customer will then have a few options: EDIT PRIMARY CONTACT, REMOVE 
PRIMARY CONTACT, and ADD SECONDARY CONTACT. 

 

 
 

a. If the customer selects, EDIT PRIMARY CONTACT, they may edit over the 
existing contact data or update the present data. 
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b. If the customer selects REMOVE PRIMARY CONTACT, they will validate the 
request and be notified of the impacts that it has. 
 

 
 

c. If the customer selects ADD SECONDARY CONTACT, they add a Secondary 
Emergency Contact. 
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12. When a customer edits, removes, or adds any information the CERTIFICATION will 

appear, and the customer will have to Agree to the terms for the information to update. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13. After the customer adds a Secondary Emergency Contact, the customer will see the 
VIEW EMERGENCY CONTACTS page which displays all the entered contacts and is 
then able to edit or remove the information. 
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Information icons 

 
 
The information icons provide the customer with information pertaining to that specific button or 
field. 
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ARTS and Emergency Contact Information 

To review if confirm a customer has added, updated, or removed Emergency Contact data 
through the myMVD online service, look within the Active Emergency Contacts and Historical 
Emergency Contacts graphs, under the “Created By” column (scroll to the right). This will 
display with the ARTS Customer Number instead of an ARTS username.   
 
Note: Updates made in the Emergency Contacts online services sync with ARTS in real-time. If 
the contact information is not showing in ARTS, a screen refresh may be needed for the data to 
populate.  
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ARTS view with a Primary Emergency Contact. 
 

 

ARTS view with Primary and Secondary Contacts. 
 

 

mailto:mvd.edandoutreach@iowadot.us


 

4/18/2022    mvd.edandoutreach@iowadot.us     15 

EMERGENCY CONTACT INFORMATION, view our frequently asked question 
page. 

There are several locations within myMVD that we have provided links to the new Emergency 
Contact online service.  This includes the login of the existing renewal and replacement services 
as well as the DOT website.   
 
Note: the DOT website may change links or viewable content than what is provided in this 
document; select a link for the View our frequently asked questions page. to view the most 
current information. 
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