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ERMS County User Guide

Motor Vehicle Division

Electronic Records Management System (ERMS) is a document management system used to
store customer documents/communications.
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Adding ERMS to the Computer

ERMS is compatible with Microsoft Edge and Google Chrome and is already installed on all DL
computers.

1. Right click on the desktop and select New > Shortcut.

.

~
AR

Folder | I

Shortcut
=1 Display settings

& Personalize

| Microsoft Access Database

Bitmap image

Micresoft Word Document

BE

Microsoft Access Database
| Microsoft PowerPoint Presentation

| Microsoft Publisher Document

B

| Rich Text Format

Text Document

Microsoft Excel Worksheet

Compressed (zipped) Folder

2. Type http://172.29.254.147/CMEWeb/default.aspx into the location.

3. Select Next.

# Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses.

\Type the location of the item:
| http://172.29.254.147/CMEWeb/ default.aspx Browse...

Click Next to continue,

AN

[ Gare
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4. Type the name for the shortcut.

5. Select Finish.

€ 4 Create Shortcut

What would you like to name the shortcut?

Type a name for this shortcut:
| ERMSCOUNTY

Click Finish to create the shortcut.

N\

6. Make sure the pop-up blocker is turned off and use the normal Windows password. There may
be an error when first logging into ERMS. Use another account if that occurs.

Windows Security

AV ﬁ'{.f' X

Connecting to 172,29, 254, 147,

DALLASCO\Nhagelb

e

[ rRemember my credentals

‘ ll Use another account s

| OK ] Cancel
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Accessing ERMS

1. Select the ERMS Desktop Icon and double click to load ERMS.

ERMSTVL]
(=DM 2

2. Login with User ID and Password (it is the same as ARTs User ID and Password).

3. Select Options for this site and Always allow if this appears.

AT A LI T T AP fpshs Tk VI DO U T N R AR e AR IO R i T T PR
!— Intermet Explorer blocked a pop-up from 17229254147, Alcw once Options for thes site —E

4, Select Go.

“poik s ) e

CME

y Youhave logged out of the application. Plesse log in again to continue.

CME User ID: [CCOLTON

Password: | j
CME Instance: | MVDPROD :

By clicking Go, you agree to the terms of use as stated.

m

Iunderstand that I have been given access to documents for the purpose of performing
assigned job duties or view my personnel file. I will protect the information and keep itin a
secure format so as to prevent accidental or unauthorized access to anyone.
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1. Select File > Open Document.

File » lLogout Help »
Open Document

Set up and create a shortcut for Stored Query.

1. Under the Stored Query, insert the Name of Query.

a. The query name is something the user decides. The user should choose a name

that is easy to remember for those types of documents the user can query with
that stored query.

2 POWER-:ME

File » Logout Help »
& Document Search Criteria @ gy Index O By Document 1D

Stored Query

wames 1 5ocs 5 Cocdtoe) [auoccs

2. Under the Primary Fields populate the following:
a. Area as Motor Vehicle.
b. Cabinet as Driver Services.
C. Search Group as DS Documents.

Primary Fields System Fields

Area: | MOTOR VEHICLE E] Date (mm/dd/yyyy):
Cabinet: DRIVER SERVICES E] Doc Owner:
Search Group: DS DOCLMENTS E. Document Status: LATEST APPROVED REV | v

Drawer: E
= Version:

Folder: B
Revision:

Doc Type:
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3. Select Save under Stored Query. This pre-populates the bottom fields on the document.

Stored Query

wame: 1 pocs 5 [t fauoccs

Starting Your Search

1. Select File > Open Document.

& ePower CME

“_powR_

File » Logout Help ¥
Open Document

File » Logout Help »
Document Search Criteria @ By Index © By Document ID
Stored Query
Hame: B sl
Primary Fields System Fields
Area: [=] Date (mm/ddfyyyy):
Gilbinnt: [=] Doc Owner:
Search Group: E Stabus: E
Drawer: B y
Version:
Folder: q
= Revision:
Doc Type: 3
Secondary Information
DL/ID/CASE & DATE RECETVED
DRIVER NAME DATE FILED
CUSTOMER NUMBER CUSTOMER EVENT 1D
FORM DESCRIPTION UNIGUE TDENTIFIER
DOCUMENT &
| Search ][ KeywordSrch | [ FulTestsea Clear Secondary | [ Clear Al
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2. Under the Stored Query, select the Name drop down and select ALL DOCS.

File » Logout Help »

B‘ Document Search Criteria @ gy Index © By Document ID

Stored Query

Mame: Al DOCS - (Save ][ Delete |  auDOCS

3. The top information will pre-populate.

File » Logout Help »

|} Document Search Criteria @ By Index ©) By Document ID

Stored Query

Names AL DOCS -] | Save || Delets ALL DOCS

Primary Fields System Fields

Area: | MOTOR VEHICLE
Cabinet: | DRIVER SERVICES

Date (mm/dd/yyyy)

E] Doc Dwner:
Search G i
roup: |05 DOCUMENTS EJ Document Status: LATEST APPROVED REV 3
Drawer: ot i
— Version:
Folder: =

Revision:

Doc Type: EI

4. Insert driver’s license number in the DL/ID/CASE # field and select Search.

Secondary Information

DL/ID/CASE # a33a42541 DATE RECEIVED
DRIVER NAME DATE FILED
CUSTOMER NUMBER CUSTOMER EVENT ID
FORM DESCRIPTION UNIQUE IDENTIFIER
DOCUMENT #

[ search ][ remmordsan | ; [ Cearsecondsry | [ Clescan |
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5. The following screen will appear. Select Search to access the customer folder.

“LpouE,,

File » Logout Help »

Document Search Criteria @ gy Index ) By Document ID

Stored Query

(o) (ookm]  AooGs

]

Name: |AlL DOCS

Primary Fields System Fields
Area: | MOTOR VEHICLE Date (mm/dd/yyyy):
Cabinet: DRIVER SERVICES Doc Owiner:

Search Group: |05 DOCUMENTS Document Status: LATEST APPROVED REV ||

Drawer:

LI EE]E]E]

Version:
Folder:
Revision:
Doc Type: ]
Secondary Information
DL/ID/CASE # ‘a3 DATE RECEIVED
DRIVER NAME DATE FILED
CUSTOMER NUMBER CUSTOMER EVENT ID
FORM DESCRIPTION UNIQUE IDENTIFIER
DOCUMENT &
| search ][ KepwordSechas] | FllextSearch | (uieanSecooans) (SessCennAbess)
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6. Select by highlighting the row to view (it will appear in yellow).

i r; lowa Department
§ » POW-RCME — &‘ of Transportation

File » Logout Help ¢ Enable Multi-Viewers ] Welcome, Africa Michele. Group: ISSUANCE Workflow: MVD

Open Document

[

18 found matching your Search Values (in 0.23 sec)

Search Criteria

12

SELECT DATE RECEIVED| DATE FILED ‘ FORM DESCRIPTION ‘ oT CODE| DoC ID ‘CUSTOMER NUMBER. | DL/ID/CASE # DRIVER NAME ‘ CUSTOMER EVENT ID| DOC DATE ‘SCAN ‘OPERATOR. #0F PAC

B 5/18/2013 05-20-2013 DL APPLICATION APP 67644224 5/20/2013 EIOSVC
12:00:00 AM 6:05:19 PM
1} 5/18/2013 5/18/2013 DL PHOTO 67635852 5/18/2013 CMEADMIN 2
12:00:00 AM PHOTO/SIGNATURE 12:21:24
PM
B 5/18/2013 5/18/2013  US PASSPORT USPASS 67633560 5/18/2013 CPAYNE
12:00:00 AM 11:38:47
AM
[F  5/18/2013 5/18/2013  SSN VERIFICATION SSNVR 67635535 5/18/2013 CPAYNE
12:00:00 AM 11:56:39
AM
[E  12/5/2012 12-07-2012 DL APPLICATION APP 65585206 12/7/2012  MVADMIN
12:00:00 AM 7:06:59 PM
E 12/5/2012 12/5/2012 DL PHOTO 65554415 12/5/2012 CMEADMIN 2
12:00:00 AM PHOTO/SIGNATURE 4:20:28 PM
[ 10/11/2011 10-12-2011 DL APPLICATION APP 59879858 10/12/2011 CMEADMIN
12:00:00 AM 6:56:56 AM
E 10/11/2011 10/11/2011 DL PHOTO 59872259 10/11/2011 CMEADMIN 2
12:00:00 AM PHOTO/SIGNATURE 4:49:10 PM
B 12/11/2007 11-05-2010 DL APPLICATION APP 50671797 3/3/2011 CMEADMIN
12:00:00 AM 12:00:00
AM
|} 12/11/2007 12/11/2007 DL PHOTO 7474574 11/22/2008 MVADMIN 2
12:00:00 AM PHOTO/SIGNATURE 10:54:54
1707181 071211 AM

00135 N
1|2

O i '

7. Rightclick for the list of options and select View.

Document Search Criteria

18 found matching your Search Yalues (in 0.23 =e

Colton, Chase Milo 11/29/1973 983AA2541 A
2226 NORTHWESTERN AVE AMES, 14 (in 0.03 sec)

SELECT | DATE RECEIVED DATE FILED  FORM DE

12:00:00 | Document Properties... o/
10/11/2011 10-12-2011 DL APPL

[l 5/18/2013 05-20-2013 DL APPL
12:00:00 ! saarch

| 5/18/201:z
12:00:00. ro/

0 5/18/201:2 Srich ASE
12:00:00 .

[ 5/18/201Z Print Hitlist... VEF
12:00:00.

| 12/5/201z Show WorkFlow History... pp|
12:00:00.

[l 12/5/201z

=
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8. The CME View Document window will appear. Select Print to print the document.

& CME View Document - 59879858 - Windows Intemet Explorer provided by lowa Department of Transportation @Eﬂ

Document ID = 59879858. File Count = 1. Displaying file 1 with 2 pages.
|_Print || Fax | [ Certify &Print | | Reload |

fecbBhE 8 aaaRBRAPDERARE @

lowa Department of Transportation

Office of Driver Services ({Toll Free) B0D-532-1121
PO Box 5204, Des Maines, |A 50306.8204 515.244.9124
‘ FAX 515.239.1837

Record of Application for an IOWA Driver's License
Exam Location: Ames DL Station
Auglit #: Examiner. CPAYME

DIl # D83IAADS4
County of Resdence: Story

License Type: Opevalor License Issue Type: Duplicate
Issue Date: 10-11-2011 18:41.01 Expiration Date: 11-25-2012
CLASS: RESTRICTIONS: ENDORSEMENTS: STATUS:
Non-Commercial: Licensed
Class C B - Corrective Lanses GDL: Eligivle
Hearing Impaired: N Medcal Advance Directive: N
DOB; 11.28-1873 USCitizen
SN
Sexn: M Race: White Heght 510" Weight 185 Eyes Green
AKA Mame: ARA SN Ala DOB:
Weter Registration: N Donor. ¥ R Miitary. N
FDPS Resull
| 0 Probatile Matchiesh
State Hame CoB EEN DL#
COLIS Resuts
0 Probable Mabchiesh
L ] -
=K A A= Fage 1 of 2. viewonzpro
™ T og
B @ = #

Enable Multi-Viewer

To compare images, place a checkmark in the Enable Multi-Viewers box at the top of the header.

. L8 lowa Department
- P 0 IlI I ﬂ__m of Transportation

File » Logout Help » m ricome, Africa Michelle. Growp: [SSUANCE Workow: MYD
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