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ACCOUNTING PROCESSING: NON-SUFFICIENT FUNDS (NSF) PROCEDURES

MVD Accounting — Finance Bureau

This task consists of processing non-sufficient funds (NSF) charges, revoking vehicle registration and
payment of NSF fees.

Once the county is notified of non-sufficient funds by the bank, fees will be added back to the customer’s
record with a “cash only” flag. After recording the fees on the customer’s record, a letter is sent
notifying the customer. The customer has 21 days to pay the fees before revocation will be added to the
registration.

If a revocation of registration is applied and the customer pays after 21 days, a new registration will be
printed and given to the customer.
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Summary of Steps: Adding the NSF Charges
This process adds a cash only alert to the customer’s record and suspends registration of the vehicle(s)
paid with the NSF check.
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ARTS Menu 2> Finance—> NSF->Create New NSF

Input: Location, Payment Type, Check #, and Amount

Select Search.

Results appear in NSF Management. Verify the customer and select the customer by double-clicking.
Remove Security Interest Holder(s) (if present) in the NSF Collection window.

Highlight the Security Interest Holder row and select Remove Row button.

Select Add Action button to add the NSF fees, in the NSF Collection window.

Select Create Customer Exception in the Action dropdown menu.

Select Add Action button again and select Create Fines in the Action dropdown menu.

. Select County Assessed and enter the amount of the NSF charge the county applies.
. Select Add Action button again and select Create Customer Characteristic in the Action dropdown

menu.

. “Clear on Pay” checkbox is automatically checked (leave this as is). Select Save.
13.

Send a letter of non-payment to the customer (either the letter template that resides in ARTS or
County template may be used). Instructions below for using the ARTS template.

a. ARTS Menu~> Tools—>Correspondence—>Send Correspondence

b. Select Notice of NSF In the Choose Correspondence window .

c. Complete the General and Details tabs.

d. Select Preview button to preview the letter.

e. Select Print to print the letter and mail to the customer.

Summary of Steps: Collecting an NSF That Has Not Been Revoked (Within 20
Days of Notification)

ARTS Menu-> Finance—>NSF—>Collect NSF

Search for the NSF charges/customer in NSF Management.

Input: Location, Check number, Amount

Verify the customer and amount of check.

Double click the customer and select Pay Now when the Collect NSF window appears.
Select Fines button in the Payment Manager window.

N Uk WDNRE

County assessed fines line is added with the predetermined amount in the Fees Transaction
window.

8. Select the Pay Now button.

9. In the Payment Manger Window, merge the two lines for one payment.

10. Highlight the first line and while pressing and holding the Shift key, select subsequent line(s).
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11.
12.
13.

14.
15.
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Select the Merge button.

Confirm merge by selecting “Yes” in the Statement Merge — Confirm pop-up.

Select one of the statement lines in the Statement List window and select OK and the statements
will merge.

Select the Statement Payment tab when the Payment Manager window appears.

Select the payment type in the type drop-down and the Pay button to remove the stop and cash
only exception.

Summary of Steps: Creating a Revocation (Payment Not Received Within 21
Days of NSF Notification)

O NOUAEWDNRE

10.
11.
12.
13.
14.

ARTS Menu-> Finance—>NSF—>Collect NSF

Select Check on the Payment type drop-down menu of the NSF Management window.

Input: Check number and amount of the check and select Search.

Verify the customer and double-click the customer in the NSF window to open NSF Collection.
Select the Add Action button.

Select Create Financial Offset in the Action drop-down menu and select Save.
ARTS>VRT->Title and Reg—>Terminate Registration

Enter customer or vehicle information in the appropriate field(s) on the Terminate Registration
Pre-Qualifier.

Select Continue.

Verify vehicle paid with the NSF check in the search results.

Double-click the vehicle record to open the Rev/Sus/Term Registration window.

Select Revoked in the Reason dropdown.

Select Removed in the Plate Disposition dropdown.

Select Commit button.
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Summary of Steps: Payment/Reinstatement of Revoked Registration

1.
2.

o v s w

10.
11.

12.

13.
14.
15.
16.

17.
18.

ARTS Menu—>VRT->Title and Reg~> Reinstate Registration

Search for the customer by customer number or vehicle information in the Reinstate Registration
Pre-Qualifier window.

Select Continue.

Verify vehicle information in the search results.

Double-click to select the vehicle that shows as revoked in the disposition.

Select the stop sign icon within the Legal name field when the Reinstate Registration window
appears.

Select on the red X icon to the left of the customer’s name in the Customer Maintenance
window.

Exception Case Management window opens. Select the end date drop-down and today’s date
and Save.

Select Save in the Customer Maintenance window and return to the Reinstate Registration
window.

Select Pay Now button.

Select the Auto Approve button when the error screen appears alerting this is a cash only
customer.

Select the Fines button to add the fine when the Payment Manager window opens. Not all fees
are included.

ARTS Menu—> Cash Drawer—> Miscellaneous Transaction

Select Fee for New Registration in the Product dropdown menu.

Enter the amount and select Pay.

Merge all payments, in the Payment Manager window, by selecting a row while pressing and
holding the shift key and clicking subsequent row(s).

Select Merge.

Select the payment type and select Pay on the Statement Payment tab.

6/7/2024 mvd.learninganddevelopment@iowadot.us



mailto:mvd.learninganddevelopment@iowadot.us

Detailed Procedures: Adding the NSF Charges
This process adds a cash only alert to the customer’s record and suspends registration of the vehicle(s)
paid with the NSF check.

1. Access the following in the ARTS program:

Finance > NSF>Create New NSF

ier MCS |Fir|ar1r:e Drivers Reports  Drivers Dealer Customer Cash Dra
Adjusted Journal Entry

Consolidation
EFT
Escrow
Fines
Inquiry
Journal Entry Export

Collect NSF Funds

Create New MNSF

Refund
Reports
Revenue Distribution

Web Processing

|®WA | DOT

2. In the Create NSF window, enter:

6/7/2024

a.

Location

b. Payment type

C.

Check number

d. Amount

mvd.learninganddevelopment@iowadot.us
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3. Select Search.

4 Create NSF Records
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4. Results will appear in NSF Management.
a. Verify the customer.
b. Select the customer by double-clicking.

22853 1200 AW’ AND [Through] = "2/28/2015 11:55 P

Search Fiter: [Payment Type] = Theck’ AND [Check #]="1140' AND [Amount] = 75.00° AND [From] =

1 Records Selected

6/7/2024
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5. Remove Security Interest Holder(s) if present in the NSF Collection window.

a. Highlight

the Security Interest Holder row.

b. Click Remove Row button.

Check # Paymenl Amourt Slalement Amourd  Dale
1526 $55.00 £55.00 17272019 8:35:48
Statement & Payment Method Location
1511 Check Boone - Primary P
MSF Detal [J] View Al WSF Records
Customer &  Customer Mame Tx Type Status Date Add Acta... Customer ... County_ID
I - 7. % open  [] 2r2s/2019 ) s

3677358

kL

B zrze2019

Members 1st Commu,.. RR

6. To add the NSF fees, in the NSF Collection window:
Action button.

a. Click Add

Payment information

Check Payment Amount  Stalement Amount  Dale
1526 $55.00 $55.00
Statement Payment Method Location
s0151197 Check Boone - Primary
NSF Detal
Customer & Customer N... TxType Status
» o |RR Open

Payment information
Check # Payment Amount Statement Amourt  Date
1526 $55.00 $55.00 17272019 8:35:48
Statement 1 Payment Method Location
1 5
50151197 Check Boone - Primary Locoe Pronat
NSF Detal 7] View Al NSF Records
Customer #  Customer N... Tx Type Status Date Add Actio... Customer A... County_ID
» C N RR open  [x]mp019 | [addAcion] [ 8
Action Fine Type Amount Clear on Pay Exception Case ID
z .
o Create Cash Refund

6/7/2024

Create Customer Exceplion
1R e L3

| Create Fines

Create WM Follow-Up
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c. Click Add Action button a second time.
i. Select Create Fines in the Action dropdown menu.

1. Select County Assessed.
2. Enter the amount of the NSF charge the county applies.

THGF Callegtion T )

Payment Infomation Location oo - Prmary |-

Chesck: B Payment Amount  Statement Amount  Diale

1526 $5500 55500 122079 B:2548

Statement # Paymert Method  Location

SIS Check Boone - Primary e

MSF Detasd Wiew Al NSF Reconds
Customer £ CustomerN... Tx Type Stabus Date: Add Actg... Customer A... County D

[ I re——r——— owen  [w]aempos | [Aadactn] W 8

| e Ao Fine Type Ameunt Clear on Pay Excepbon Case ID

T

 Agrelratoe Fee
 Admewsts atre Fee
Bark.
| Crther Fines
NSFDetal 7] Voo M NSF Records |
Customer 2 Customer i... TxTyp Saas Date Add Acto... Customer A, County D
» 1082457 Berming, Ver... R open =]z | (AddActon @ 8
Acton Fine Amount Gt o Py Excepton Case | |

(=] ¥

d. Click Add Action button a third time.
i. Select Create Customer Characteristic in the Action dropdown menu.

1. “Clear on Pay” checkbox is automatically checked. Leave as is.
ii. Click Save.

Famarvs Fow | Sawe Paybow || Canca |

mvd.learninganddevelopment@iowadot.us
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7. Send a letter of non-payment to the customer (using either the letter template that resides in
ARTS or the County template). Instructions are below for using the ARTS template.

a. In ARTS, select:

Tools > Correspondence—>Send Correspondence

FastPath  CtrsF
Change Password / Contact Info
Alerts

Cormespondence »
Deales Inguiy

Drinking Driver School

Electronic Liens and Titles

b. Inthe Choose Correspondence window, select Notice of NSF.

Template |Motice of NSF

Search Search
Cover Sheet -
Dealer Franchise Temination
Dealer Go Back |:|
Notice of NSF

Notice of Title Receipt

i. Complete the General and Details tabs.

"Notice of Non-Sufficient Funds E=SRR===]
Mailing Date Location
- 36,2019 . Becidants Rl
Generel | Detals | |
B i e 4
To [ Customer | [ County Org | [Ovemide Addr]
From Janet Davis Customer | [ Courty Org
cc
Mame Office

Riefersnces

[ ————

[P P

Click Preview button to preview the letter.

|
FPreview Send Cancel

iii. Click Print to print the letter and mail to the customer.

6/7/2024

mvd.learninganddevelopment@iowadot.us



mailto:mvd.learninganddevelopment@iowadot.us

|®WA | DOT

Detailed Procedures: Collecting an NSF That Has Not Been Revoked (Within
20 Days of Notification)

1. In ARTS, click:
Finance = NSF—> Collect NSF

|Finan-:E Drivers Reports  Drivers Dealer Customer

/ Adjusted Journal Entry

Consclidation (3

EFT 3

Escrow ¥

Fines ]
2

Ingquiry ¥
\ Journal Entry Export

Create Mew NSF
T MSF Management

3

6/7/2024
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2. Search for the NSF charges/customer in NSF Management by entering:
a.

b.
C.
d

Location
Check number
Amount

Click Search

@[]

o NSF Marugement

= - -

Faymert Tipe

[
Chasck &
s =
Amourt
w0 F—

Cuiomer Mame Cumomer 8

(=]

I kl
NSF Dt

Frem Treousgh
e L e e L

Cimate Hew ‘ [ Fwm || coce |

3. Verify the customer and amount of check.

6/7/2024

a.

Double click the customer.

Search Filter: [Payment Type] = Check’ AND [Check
“36/2019 12:00 AM" AND [Through] = 3/6/2019 11:59 PM

#) ="1526' AND [Amount] = "55.00° AND [From] = 1 Records Selected

PaymentType Check# Amount TxType Statement# Status  Posted

Boane - Primary | Check 1525 $55.00 RR 50151197 Open | 3k

|®WA | DOT
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b. The Collect NSF window opens.
i. Click Pay Now button.

|®WA | DOT

NSF Collection ===
Payment Information Location |udits DL Issuance... | *
Check # Payment Amount Statement Amount Dale
1526 $55.00 $55 00 1/2/2019 8:35:48
Statement # Payment Method Location
LY el Boe SRRy, Locate Payment

NSF Detail [¥] View All NSF Records
Customer #  Customer N... TxType Status Date Add Actio... Customer A... County ID
o o= [Jems || 0| s
Femowve Row Save Pay Now Cancel

In the Payment Manager window:
a. Click the Fines button.

4.

[ Statement Manager| Statement Payment |

Statement
e —
Cash Drawer / Location
Cash Drawer

# Audita DL lssuance PC Cash Drawer 1

Customer / Payment Details

13

Customer Mame
a— |
Number REF #

e, Type
[=]

$55.00|

» &

i. Fees Transaction window opens.
County assessed fines line is added with

6/7/2024

the predetermined amount.
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5. In the Payment Manger window, merge the two lines for one payment.

6/7/2024

a.

ii. Click Pay Now button.

i
Fine Transaction

Customer Name:

Fines

Customer #
» 1082457

=] B s
tocation

Reason Status
9 1isF - Bank Cha... [ Pending

Type
H County Assessed H

$20.00  3/6/2019

$20.00
Add Row
Comment
a
* e

Save

Payment Manager

|®WA | DOT

=1l
Items Total Pay Amount
1 §55,00 $55.00
1 §20.00 $20.00

Highlight the first line.

mvd.learninganddevelopment@iowadot.us
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b. While pressing and holding the Shift key, select subsequent line(s).

i. Click the Merge button.

" Payment Manager === EoR~=

ii. Confirm merge by clicking “Yes” in the Statement Merge — Confirm pop-up.

Statement Merge - Confirm

- \ The selected statement(s) centain payments and/or additional charges.
' Continuing with this process will lose any payments and/or additional
charges. Continue?

I Ves Mo

6. The Statement List window opens.
a. Click on one of the statement lines.
b. Click OK and the statements will merge.

Statement List =)
Celect a 0 wse for this process or cancel to o,

Customer Hame  Locaton Ibems Total Comments
I Audits DL Issus... 1 520,00
Mt DL Issus...

6/7/2024 mvd.learninganddevelopment@iowadot.us
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7. The Payment Manager window opens.
a. Click the Statement Payment tab.

Payment Manager =l
oo e = -

.Cushomer Nm. Location Items Total Pay Amount

|- I ©VCS -Frrery i ysm s75.00

i. Select the payment type in the type dropdown.
ii. Click Pay button.

This will remove the stop and cash only exception.

Payment Manager ==
| Sttement Hanager| Stement Paymert |
Statement
Cash Drawer / Location
Cash Drawer Location
# OVNCS - Cash Drawer 17 [[..] ovMCs - Prmay
|_Customer / Payment Details
Cash only flag oy addamenten
y o | o) e
Amount Number REF # Expiration Total

- 00 - 00
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Detailed Procedures: Creating a Revocation (Payment Not Received Within 21

Days of NSF Notification)
1. In ARTS, access:
Finance> NSF-> NSF Management

Drivers Reports  Drivers Dealer Customer C

/ Adjusted Journal Entry
1 Consolidation

EFT

Escrow

Fines
Inquiry
Journal Entry Export

* v w w v

Collect NSF Funds
Create New NSF

NSF Management

2. The NSF Management window opens.

a. Select Check on the payment type dropdown menu.
b. Enter the check number.
C. Amount of the check.

3. Click Search button.

o NSF Management EErE]

NSF Date
From

Through
#yzss1z0an =] #3jE00 s [

[ Croste New -| Seach | [ Reset Corcel |

6/7/2024 mvd.learninganddevelopment@iowadot.us
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2. In the NSF Management window:
a. Verify the customer.
b. Double-click the customer to open NSF Collection.

Search | Results

Search Fiter: [Payment Type] = MMDM#]-HWMDMM] “75.00° AND [From] = 1 Records Selected
'2/28/2019 12:00 AM' AND [Through] = 2/28/2019 11:59 P

Payment Type Check # Amount Tx Type Statement #

Boone -Primary  Check $75.00 RR

3. In NSF Collection window:
a. Click Add Action button.
b. Select Create Financial Offset in the Action dropdown menu.
C. Click Save.

Check # Paymont Amourd  Statement Amount  Date :
$200 00 $20000 172828
Stileserd H Methed  Location
4301660 Montgomery - Prmary s P
NSF Detad V] View M8 NSF Riaconds

A.. County D

sm]mm-urmu]l
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4.

5.

6/7/2024

Select in ARTS:

VRT-> Title and Reg - Terminate Registration

@am PWD Plate Merge Customer MCS Inventory Finance Drive

ELT Customer
Manage Vehicle
51 Application 3

Add/Release Sl

Title and Reg 3

UCPTates F
Vehicle Ownership Maintenance

Additional Fee for New Registration
Cancel Title

Convert Title

Cormected Title

Dispose Plate

Edit Plate

Electronic Title Queue

ERT Queue

EZ Registration Renewal

In Transit Title/Permit

Insert Plate

Issue Permit

Junkaing Certificate
Manufacturer Buy Back
Non-Transferable Registration
Print Replacement Title
Recreate Title

Refund Vehicle Registration
Registration Renewal
Reinstate Cancelled Title Transaction
Reinstate Credit Vehicle
Reinstate Registration
Replace Title

Reprint Registration

Salvage Title

|®WA | DOT

ETrr— |

On the Terminate Registration Pre-Qualifier:
Enter customer or vehicle information in the appropriate field(s).

a.
b. Click Continue.

Vehicle ID # Vehicle 1D Type Viehicle Search

|Plate =

Customer ID & Customer ID Type  Customer Search

2106205 [Customer # B

[ Contrwe || | Resst || cancal |

mvd.learninganddevelopment@iowadot.us
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6.

7.

6/7/2024

In the search results:
Verify vehicle paid with the NSF check.
Double-click the vehicle record.

a.
b.

The Rev/Sus/Term Registration window opens.

a. Select Revoked in the reason dropdown.

|®WA | DOT

T R, e ———
Transaction  Seiect the Vshicls. Canceling
Hnuls|
SeatchFill:. Seatch Opton=Cierent nly:eoScaion #-2106205; Kentcaon Typas[rivrs icerae: 1 Records Selected
Exact Cust Ident Maich =True: 5| Opsionsinclude 51
| Customer #  Drivers License  State Legal Name Canli Residency Address Managng C... DateofBirth SSN USDOT M., FEIN CustT DefR Df

mws lﬁﬁmulm ERAA29L6...

Sold 11/11/2012 1994 Chevrolet G20 Sportv...
el Emmmm smmls-u mm Sold /152005 | Owrer 1 Automobide | 1592 |Ford Thunderbird | 374300052... |
2751510 1B4GKSRIMNESS... Sﬂllw-ﬂ :mm |s0d 6/3/2009 | Ommer 1 Muipupese | 1591 | Dodge: Grond Cara... | 1S402L122..,

Legacy Out... ASLI74042..

[[seach ][ Reost |[ Conca ]

b. Select Removed in the plate disposition dropdown.

C.

Click Commit button.

mvd.learninganddevelopment@iowadot.us
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Detailed Procedures: Payment/Reinstatement of Revoked Registration
1. In ARTS, select:
VRT - Title and Reg = Reinstate Registration

mﬂs PWD Plate Merge Customer MCS Inventory Finance Drive
ELT Custorner

Manage Vehicle

Sl Application [
(T sccreeses

UCPlates » Additional Fee for Mew Registration
Vehicle Qwnership Maintenance Cancel Title

Convert Title

Corrected Title

Dispose Plate

Edit Plate

Electronic Title Queue

ERT Queue

EZ Registration Renewal

In Transit Title/Permit

Insert Plate

Issue Permit

Junking Certificate

Manufacturer Buy Back
Mon-Transferable Registration
Print Replacement Title

Recreate Title

Refund Vehicle Registration
Registration Renewal

Reinstate Cancelled Title Transaction
Reinstate Credit Viehicle

Re Registration

2. The “Reinstate Registration PreQualifier” window opens.
a. Search for the customer by customer number or vehicle information.
b. Click Continue.

Vehicle ID # Vehicle ID Type Vehicle Search
VI |z

Customer D & | Customer ID Type  Customer Search
|Customer = [+

[ Cortive || Reset || concel |

6/7/2024 mvd.learninganddevelopment@iowadot.us
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3. In the search results:

a.
b.

Verify vehicle information.
Double-click to select the vehicle that shows as revoked in the disposition.

ug Search

| e QR =eT
Transaction  Ssiect the Vehicke. Canceling wil bring you back to the Apglication Prequalfier.
Vehicle [ Customer | Resuts

Search Filter: Search Option=Current Only: dentification #=210620%: [dentification Type=Drivers License: 1 Records Selected
Exact Cust kdent Match =True: S Otion=include Si:

Customer & Drivers License  State Legal Mame Confi Residency Address: Managing C... Date of Birth

<1 ] ] '
vehide #  VIN Title-MCO-... Plate # LastRegM.} Dispositon | DispDate  Relatonshp  Vehide Type  Ye: *
10657211 | 4536HE757... |69AAS7407... | |4/20/2019 | [Revoked  J|3/7/2019  |Owner1  |Automobie | H
2393435 1GBEG2SK. .. 69AAZ9IS... | 13/31/2013 ey |11/11/2012 | Owner 1 Multipurpose |
4037404 IFAPPEO42.., | S7V138216-1A 5/31/2006  Sod 7/15/2005 |Owner 1 | Automobie
TS| DA . 57215660 14 12/31/2009 | Sold wﬂmlos Owner 1 |Multipupose | T
‘ mn |3
[ search |[ Resst |[ Concel ]
I

4. The Reinstate Registration window opens.
Click the stop sign icon in the Legal Name field.

a.

6/7/2024

VING:  4s3BMeTeTaTE0e15]
Vehice 2002 Suben Legacy Outback AWP VehType  Automchile Location | swes - Frimary i
Reg  11/1/2018- 4302019 Fevoked on 17/2018)  UesgefTone Regular St |owwser =
#pplcation | Fes Detai | Maing | D |
Received Date  Renewal Customer Reason _ Tracking Subject To Reg
L7018 E]__r“f_!_\f:_meﬂ v V72018 v
Fegsiration
Exp Dute Reg Interval Rerswnl Pref \Weight ListPrice  Coler Color 2 SqFeolage  Damags
[tpr20ie  [=] s =] [Postead  [= 1500 $23.400.00 Whie
Start  / End Us.. Tonnage Flate Type VehType  Fee Desaiption #vwal Fee  Feo Amount |
114172018 | 4/30/2019 | Regular 0| County Std | Automobile | Onener feg Fee, 6Men | $50.00)  £25.00
|u.r:.mm 3/31/2019 Reguiar 0| County Std | Automoble | Penalty, Owner Reg ... $25.00 $5.00|
[”] Replace Plate Fee |7 Impound Fee
|- Costomerm  mETyRe Legal Plame Prinit Name Resdency Address Date of Brth Relatanshin Pri
-} =

mvd.learninganddevelopment@iowadot.us
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5. The Customer Maintenance window opens.
a. Click on the red X icon to the left of the customer’s name.
Customer Maintenance - 2106205 L A ia_ L = [ e

Cotomer [N

Cusiomer Type Irdividual
Default Reg Month 12 - DEC
Custamer Type: Canfidence Rating
#{Indvidual =] [ Secuy interest Holder Butherticated [] Aaemva Reportable
LLegal Name
Last Name First Name @] MddeName @] Sufic  Dateof Bah Date of Death
Goeftsche Juke Am = 12180361 [v] v
|| Transieration Ind | Transiteration Ind ~ #| Transitarstion Ind
Org. Mame Defaut Reg Manth Jurisdhiction of Record
[12-pec [z] = 1]
6. Exception Case Management window opens.
a. Click the end date dropdown.
i Select today’s date.

b. Click Save.
ﬂmmmmmh w -_-_—F' oo )

Customer Name Date of Bith Identification

Exception Code Crign County  City Reference Description
Py -2 -nse Montgo...

Sun Mon Tue Wed Thu Fri Sat

2 26 &7 2

3 4 s 6 7 8 9
1 11 12 13 14 15 16
7 18 19 0 n 2 3
M 25 2% 7 2 2 3

M. 1 2 3 4 5 6
Clear
™
[ AsdFom |
[ save || concel |
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7. Clicking Save in the Customer Maintenance window will return the user to the Reinstate

Registration window.
a. Click Pay Now button.

# Reinstate Registration
VING:  SSIBHETSTITE0N1)
Vehicle 2002 Subani Legacy Outhack AWP

VehTyps  Automobile

Location ok . Primer
Set

=i

-

Feg 11A1/2018 - 42072015 (Revoked on 37,2019 Usage/Tons Ragular 52165721 - Gon
Foplcation | Fee Detai | Mg | Documerts|
Feceived Dats  Fenewsl Customer Reason _ Tracking & Subyact To Reg
s ) S = i C
Flagutration
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i. An error pop-up appears alerting this is a cash only customer.

ii. Click Auto Approve button.

| @ 35

Transaction not being performed in the correct count. ..

|4| W ]

bin Process Edit  Status

B ieeds Approval

1 discretionary edis need processing. Mo exceptions need action taken.
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8. The Payment Manager window opens.

a. Click Fines button to add the fine.
i Notice not all fees are included.

Payment Manager [ee=
Stgtement Manager | Satemert Payment |

Cash Drawer / Location
Cash Drawer Location
# OVMCS - Cash Demwer 17 [fee]  Pok-Primary

Clsinmer Mame Customer & Primary Bdd Paymnent Bin

R ° S | [EeJssroment

in. Type Amount Humber REF = Experaton Total

B B B - T

9. In ARTS, access Cash Drawer—> Miscellaneous Transaction

- O X
ne Dra LPS  Administration Tools Window

ctivity Manager
Inquiry >

Payment Manager
Reports »
Void Statement

10.  The Miscellaneous Transaction window opens.
a. Select Fee for New Registration in the Product in the dropdown menu.
b. Enter the amount and select Pay Now.

Az Df Date Location |ovMcs -Primary | v |
#(3/7/2019 11:20 AM -] Set [<New set> [+

[ Y Fee For New Registration - Leased Vehide
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11.

The Payment Manager window opens.
Merge all payments by selecting a row while pressing and holding the shift key and clicking
subsequent row(s).

a.

|®WA | DOT

b.

12. On the Statement Payment tab:

a. Select the payment type.

Click Merge at the bottom of the window.

Payment Manager

Statement Manager

Statement Payment |

(=] = ="

Statement
. |-
Cash Drawer / Location
Cash Drawer

Location

# OVMCS - Cash Drawer 17

()

Customer / Payment Details

Polk - Primary

Customer Name

(v)

Customer #
»

I

Primary Add Payment Btn

| (Foes)dpament]

Q.
b

Amount Number
$30.00|

Type

3 B

REF % Expiration Total

z &)

£30.00

Select Pay.
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