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County Vehicle Users: Setting Your Profile
ARTS Support

Overview

Any ARTS user who issues identification or driver’s license (DL) credentials as well as vehicle
title and registration (VRT) and new employee orientation (NEO) will need to set up a profile.
The steps to Add the “Profile Description” is utilized in both DL and VRT. The Profile
Description enables supervisor Discretionary Edits (DEs) to be processed more quickly should a
question arise from the edit sent and the need to contact the user who sent the edit.

Steps for Setting Your Profile:

1. ARTSs >Tools>Profiles

+ Administration Window Help

Fast Path Ctrl+F

Change Password / Contact Info
Alerts

Bureau of [nvestigation
Conference Reg. Administration

Correspondence »

Dealer Inquiry

Drinking Driver School

Driver Improvement

Drivers Ed

Electronic Liens and Titles

Exception Case Management

Finalize Transaction
o
Infraction Mapping
MIMVTIS Vehicle Inquiry

Password Reset Registration
PinPad

Print Manager

Profiles

Special Processing
SR22
Systemn Access Request

Treatment Evaluation School
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2. First Tab - Profile:

a. Choose a Location Profile. Select the dropdown arrow. This will display ALL the

Location Profiles available to your userid.
b. You must have a Profile created for each “location” you work.

i. Example: Poweshiek Primary (utilized when working Poweshiek primary

location and Poweshiek Travel (utilized when working Poweshiek Travel
location.

7

Profiles - Laura Ridout

=]

Show options for profile...
|Laura Ridout (Default)

Cash Drawer Work Location

Profile Mame
lb| Laura Ridout

~ Set Default

User Options

Profile Description

Location Profile
| Ankeny DL Station
Ankeny DL Station

Audits DL Issuance PC
Central Office Records

3. Profile Description (text box)

a. Record your user information as follows:
1. First & Last Name
ii. Location

1ii. Phone number (internal — office)

Profiles - Laura Ridout

]

Show options for profile. .
Laura Ridout (Default)

- Set Default

Profile  Cash Drawer Work Location  User Options

Profile Mame
o Laura Ridout YRT]

Profile Description

Laura Ridout
Ankeny DL Station
5153574776
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4. Profile Name:

a. Create a name for your profile.
1. It can be whatever you choose, however, it should help quickly identify what
cashdrawer is represented in this profile.

Profiles - Laura Ridout

==

Show options for profile. .
|Laura Ridout (Default)

b Set Default

Profile  Cash Drawer Wonk Location  User Options

Profile Mame
| Laura Ridout YRT]

Profile Description

Laura Ridout
Ankery DL Station
B15-3574776

5. Second Tab — Cash Drawer:

a. Select the dropdown to the right under Cash Drawer.
b. Select the cash drawer or vault you will be using in this profile.

Praofiles - Laura Ridout

==

Show options for profile...
Laura Ridout (Default) w Set Default
Profile | Cash Drawer | Work Location  User Options
Cash Drawer —_—
® Ankeny DL Station Vault 20

Ankeny DL Station Vault 20

Balance
£0.00

Add Delete Save

Close

2/24/2022 mvd.edandoutreach@iowadot.us



mailto:mvd.edandoutreach@iowadot.us

6. Third Tab — Work Location
a. Choose the appropriate work location when selecting the dropdown arrow under

Work Location.
b. Select the appropriate location.

Loure Ridout
Show options for profile...
|Laura Ridout (Default) v| | Set Defautt
Profie  Cash Drawer User Options
Work Location

# Des Moines DL Station Window 1

Des Moines DL Station Window 1

Show options for profile...
[Dubuque (Default)

Profle Cash Drawer Work Location  |Jser Options

\wlork Location
tlDubuque Courthouse - Primary Window 1

Printers
Delete_... Priority / Printer
~ WV ?| 1|Dubuque Courthouse -Primary Title Print... :

Dubuque Courthouse - Primary Reg Print.., |+ :

Add

Add || Delete || Save || Chse
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7. Fourth Tab — User Options

a. There are 5 user options noted here and 4 can be toggled between True and False. The
fifth brings up a calendar. These generally remain as you see them.
b. The defaults are as follows:
1. AlwaysChargePlatePostage = False
il. AlwaysChargePostage = False
1ii. DelayedBusinessDate = BLANK
1. **Utilized by VRT staff only when the need arises to change the
“business date” in specific VRT Transactions.

iv. ShowConfirmationMessages = True

v. ShowShortDeiscretionaryEditMessages = False
c. Select Save to save the information for your profile.

<

Profiles - Laura Ridout ==

Show options for profile...

|Laura Ridout (Default) - Set Default

Profile  Cash Drawer Work Location | User Options

AlwaysChargeFlatePostage False

AlwaysChargeFostage False

DelayedBusinessDate
True v
ShowShortDiscretionaryEditMess False

Add Delete Save Close
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Steps to Set Your Default Profile:

1. Select the dropdown for Show options for profile.
2. Select the profile that will be utilized on this transaction.
a. Note: The choice today may be the profile you use most days, however, there are
many users that have multiple profiles for different locations/applications.
Select Set Default.

[98)

“* ARTS Console (Pre-Prod)

I Conscle  View ‘Work Management WRT Reports PWD  Plate Merge Customer

Fast Path ~ Go

Profiles - Poweshiek County VRT

| Show options for profile... | ~_

g Poweshiek County VRT | ~ I Set Default

Keokuk DL Issuance ~
Marshalltown DL

Waterloo

Davenport Vault 7

l: Ottumwa

How you know your profile is set correctly.

1. To check your profile screen, under Show option for profile...identify (Default) after your
chosen or named profile.

= ARTS Console (Pre-Prod)

Conscle  View Work Management VRT Reports PWD  Plate Merge

| Fast Path * Go
Profiles - OVMCS
Show options for profile.
lovMCs (Default) ~| | Set Default

Profile  Cash Drawer Work Location  User Options

Profile Name
»(OVMCS

Profile Description
Sandra Clayton
WCP

515-237-3013

Location Profile
*[0VMCS - Primary v
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