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Changing Printers

1. Goto Tools > Profiles.

Correspondence
Dealer Inquiry
Electronic Liens and Titles

Exception Case Management

Finalize Transaction
Infraction Mapping
NMVTIS Vehicle Inquiry
Password Reset Registration
PinPad
Print Manager
| Profies, |
Special Processing
SR22
System Access Request
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2. Select Location Profile dropdown and select appropriate location.

Show options for proble:..
|tonya (Defauit)

Profle Cash Drawer Work Location User Options

Profile Name
tllr.nra

Profile Description

Tonya Bishop OVMCS
515-237-31141

Vehicle Registration & Titling in ARTS
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3. Select Cash Drawer tab.

4. Select drop down arrow and select the appropriate Cash Drawer.

4/1/2023



5. Select Work Location tab.

6. Select drop down arrow and select the appropriate Work Location.

Show options for profile..
tonya (Default)

Profle Cash Drawer Work Location  ser Options
\Work Location

Vehicle Registration & Titling in ARTS
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7. Select Add to add printer.

8. Select Printer drop down and select appropriate printers. Add a Reg and a Title Printer.

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

Profle Cash Drawer Work Location  User Options
\Work Location

# Pokk - Primary Window 1

Printers

Delete ... Priority / Printer

4/1/2023



9. Select Save.

A v X 1/ Polk - Primary Title Printer - B
Polk - Primary Reg Printer - E

10. If user needs to change to a different printer select the X to delete.
11. Then select Add a different printer and add a different Reg and Title printer.

12. Select Save.

Vehicle Registration & Titling in ARTS
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Creating a Profile

1. Double-click the VRT icon on the desktop to start the application.
Enter username and password.

Select Login.

el

On the Tools menu, select Profile. The Profiles window appears.

Dealer Inquiry

Electronic Liens and Titles
Exception Case Management
Finalize Transaction
Infraction Mapping

NMVTIS Vehicle Inquiry
Password Reset Registration
PinPad

Print Manager

Special Processing
SR22

System Access Request

4/1/2023
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5. In the Profile Name field, enter Name (Default).

6. Inthe Location drop down menu, select (your county) - Primary.

forya (efad)

Tonya Bishop OVMCS
515-237-3141

Location Profile
# OVMCS - Primary

7. Cash Drawer tab, select (your county) Primary Retail CD (O or 02).
a. Verify the CD Status (Cash Drawer) says Open.

8. Work Location tab, select (your county) Window.

Vehicle Registration & Titling in ARTS
MVD Education and Outreach



9. Select Add.

10. Drop-down menu under Printer, select (your county) Reg Printer and (your county) Title Printer.

11. Select Add.

4/1/2023

Show options for profile...

'tonya (Default)

Profle Cash Drawer Work Location  User Options
\Work Location

* OVMCS - Operations Window 1

Printers

Delete_... Priority / Printer

AWV OVS - Operations Reg Printer LUDG9
A v X 2|0VS - Operations Title Printer LUDGS

13



12. User Options tab
a. Users are able to add postage for Plates or Registration by selecting True.
1. Plate postage $3.00
2. Postage to mail Registration is $1.00
1. Fee can change
3. DelayedBusinessDate — can be used for voided/canceled a registration that had

already expired but needs reinstated. Input Delayed Business Date, a date that would
be prior to when that registration expired.

13. Select Save. You have created a profile.

14. Select Show options for profile drop-down menu select the Window profile and click Set Default.

RS =

Show options for profile...
(tonya (Defauit)

Profle Cash Drawer Work Location User Options

. AlwaysChargeFlateFostage  False
 AlwaysChargePostage False
DelayedBusinessDate

Show_onfirmationMes TI'I.IB

| ShowShoriDiscretionary EditMess False

N

Vehicle Registration & Titling in ARTS
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15. If in Driver Service, set up a New Profile for Driver and then user will not have switch back and forth.

When in payment manager, choose Driver or Vehicle.

16. Select Save.

onya
515-237- 1141

Bishop OVNICS

Location Profile

# OVMCS - Primary

onya Bishop
515-237-3141

Location Profile

#|OVMCS - Primary

4/1/2023

0 Do you want to save changes to profile tonya?
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Opening a Cash Drawer

1. Select Cash Drawer.

2. Select Activity Manager.

3. Select the Location drop-down, select the county assigned to your workstation.

Reports
Void Statement

tditor

? Balance

or else you may TIME OUT!!

Print |
Balance

VRT - Retail Transactions

$103.00

VRT - Retail Transactions |

$9,890.25

VRT - Retail Transactions

$12,130.00

VRT - Retail Transactions

$100.00

VRT - Retall Transactions |

$100.00

-Retail Transactions |

$100.00|

$56,518.25 |,

Current Balance

Vehicle Registration & Titling in ARTS
MVD Education and Outreach
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4. Select Current Cash Drawer drop-down, select the Cash Drawer.

a.

4/1/2023

Notice in the Cash Drawer/Payment Summary window a list of all the cash drawers available
in the county along with their status and balance.

il
= . Balance
v| [ Open | Cose | ¢gpp

Print | Refresh
"~

$3,835.00
£0.00
$150.00
Pok MRostro Cash Dra... VRT - Retai Transactions | $150.00|
Polk Kalexan Cash Drawer VRT - Retail Transactions s:-',ma,qae.mj

Polk KMoon Cash Drawer VRT - Retail Transactions $1,714.00

| $20,317,690.36 ,
_— ———————————————————————=mn—1
Payment Type Current Balance

Generate Receipt On Save

17



5. Select Open.

Curent Cash Drawer
Location ipok.prm

Cash Drawer | polk Rhagedo Cash Drawer

Access Manager Fund  Reconcile/Adust Transfer/Sweep Payment Editor

Cash Drawers / Payment Summary
Description Status

$0.00

$150.00

§150.00

7,018, 486.00

$1,714.00

$20,317,690.36 ,

Cument Cash Drawer
Location |po|g-pfm

Cash Drawer |pok Rhagedo Cash Drawer

VRT - Retail Transactions

$3,835.00

VRT - Retail Transactions

$0.00

VRT - Retail Transactions

$150.00

VRT - Retail Transactions

$150.00

Persisting application data

18,486.00
$1,714.00
17,690.36

Current Balance

Vehicle Registration & Titling in ARTS

MVD Education and Outreach
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6. Cash Drawer Status will change from Closed to Open. The cash drawer is now open and ready to
make transactions.

Location

{PokAPrhnury
Cash Drawer |polk Rhagedo Cash Drawer

Access Manager Fund  Reconcle/Adjust Transfer/Sweep Payment Edtor

Cash Drawers / Payment Summary

Polk OHENDER Cash Dr...
Pok MRostro Cash Dra...
Polk Kalexan Cash Drawer
Polk KMoon Cash Drawer

$0.00

$150.00
$150.00
$7,018,486.00
$1,714.00/

$20,317,690.35

Payment Type

7. Inthe Payment Type window there is a breakdown of cash, check, and credit card transactions. The

cash total listed here must be verified against the actual cash in the drawer to ensure they are the
same. See your supervisor if they do not match.

4/1/2023 19



Completing a Simple Prequalifier for a Registration Renewal Window

1. Select VRT.

2. Select Title and Reg.

3. Select Registration Renewal.

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
Non-Transferable Registration
Print Replacement Title
Recreate Title

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

Reprint Registration
Salvage Title

UCPlates
Vehicle Ownership Maintenance

Vehicle Registration & Titling in ARTS
MVD Education and Outreach
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4. On the Vehicle Identification Number (Vehicle ID # field, enter a plate).

5. Select Continue.

6. On the Registration Renewal window select Cancel to close the window. Notice the different data

Vehicle ID £
|FGUS527
Customer ID #

types that work in both the Vehicle Ident # and the Customer Ident #.

4/1/2023
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Completing a Title and Registration
1. Select VRT.
2. Select Title and Reg.

3. Select Title and Registration.

UCPlates C I Title
Vehicle Ownership Maintenance 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
Non-Transferable Registration
Print Replacement Title
Recreate Title
Refund Vehicle Registration
Registration Renewal
Reinstate Cancelled Title Transaction
Reinstate Credit Vehicle
Replace Title
Reprint Registration
Salvage Title
Store Vehicle
Terminate Registration

| Titleand Registation k
Update Registration
Void Registration

Vehicle Registration & Titling in ARTS
MVD Education and Outreach



4. Select Purchase Date drop-down and select the purchase date that is on the Title and Reg Application.

4/1/2023
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5. Enter the VIN number in the VIN field.
a. lowa Title or Out-of-State title VIN.
b. Full VIN or forward slash with last six numbers of the VIN (/456789).
It will bring up all the vehicles in ARTS with those last six numbers of the VIN.

i
All columns are sortable according to year, make, model, previous title number you are able to

ii.
sort to find.

Title And Registration Prequalifier

Vehicle
Purchased Date  VIN
/2202 |v| |/456789

Transaction |Select the Purchased Vehicle. Canceling will bring you back to the Application Prequalfier.

Vehicle Resuts
Search Filter: Identification #=/456789; Identification Type=VIN; Exact Match=On;

Vehide # VIN Title-MCO-State Plate = Last Reg Date Owner Vehide Type
2229429 | 1FUPCXYBORP456789 | S0AAS7202-1A | 12/31/2018 Barney's Services Inc TractorTruck Tractor
2868378 1IV532W IWL456789 | PRW047230-1A [12/31/9999 Heartiand Equipment Inc of Iowa | Semi Traier
9454037 123456789 | Regular Traller

11n5&96§mm789 60AAT4503-1A |‘|I30m22 7f28/2021 lum, Samuel Arthur Truck

11738166 | 4IGFBAKBSMA456789 | 39AA49930-1A 11/30/2022 8/12/2022 |Smith, Dilon Forrest Truck

1847135 STBBT44135545 oiman, Michael Ja

Vehicle Registration & Titling in ARTS
MVD Education and Outreach
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6. Title and Registration will show the previous owner as well as any liens under Security Interests.
a. The lien will need to be canceled to complete the title and registration process.

7. Select a Cancel Date.

3 =]
VIN G- BTBET441355456783 Location [Ankeny DL Station [~
Vehicle 2005 Toyota Tundra Access CAB SRS VehType Truck Sel [<miew set= [v]
Ppplication  Vehicle Status  Fee Detail Registration Detail Relate Customers  Maiing  Credits Documents  Exceptions
Previous Title
Title # Title Type Electronic State  County Current Status Date
[30aB14010 | [Regular | [No | [Dickinson | [Acave | [r20:2021 |

Previous Registration Cancel Previous Title:

Registration (From/Te and Di: Usage (Tons) Cancel Reason Cancel Date

[12/1/2022 - 11/30/2023 | [Regular 3) | [cancebTransferred [] |3/27/2023 =]

Previous Ownership

QOwnership Status l:l

Customer ID ID Type Legal Mame Residency Address Date of Birth Priority  5I Mailing Address  Active

206ANS382 {1A) Drivers License Oolman, Michael Jay | 706 Jackson Ave Spirit Lake 1A 513601450 | 11/15/1969 | 1| | = |

Security Interests

SIID# Legal Name Residency Address Create Date Cancel Date Cancel Reasan

United Community Bark 100¢
Monday, March 27, 2023
< March 2023 >

Dealer Reassignments

Delete... Order 4 Issued Expires Assignme... License = Foreign Mame Address Sun Mon Tue Wed Thu Fri Sat
28 1 2 3 4
7 8 g 10 11
14 15 16 17 18
21 22 23 24 5

More Dealers [ New Vehicle Add 28 2% 30 31 1
4 5 6 7 8
Clear

8. Select a Cancel Reason.

VING  STBET441355456789 Location OVMCS -Primary

Vehicle 2005 Toyota Tundra Access CAB SRS VehType Truck Set [<hiew set>

Application Vehicle Status Fee Detail Regisiration Detail Relate Customers  Mailing Credis Documents Exceptions

Previous Title
Title &
[30aB14010

Title Type
| |Reguar

Electronic State  County

| [No ][] [oksor

Current Status
] [Actve ] [

Previous Registration
Registration (From/To and Disposition)
[127172021 - 117302022

(Cancel Previous Ttle
Usage (Tons) Cancel Reason

| [Regular @)

Previous Ownership

- —

Cancel Date
[cancel Transferred [§] | 11/272022

Customer ID D Type Date of Brth Priority

1) o | ; 601450 | =

SIMaiing Address  Active

e

9. Select the Application tab and enter purchase prince in the Net Purch Amt.
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VING  5TBBT441355456789

Location [OWMCS -Primary
Vehicle 2005 Toyota Tundra Access CAB SRS

VehType Truck

Set |<New5=t>
Application  Vehicle Status  Fee Detsil Registration Detal Relate Customers  Maling Credts Documents Exceptions

Vehicle
Received Date Purchased Date  Style Weight List Price Color Sq Footage

Tracking #
s00] 275600 00] I ]

(222 v [z v [Pk I

|
Exmt Reason: ED Last Odom New Odom  Odom Unit
5000] | [x]urso] | |

I

ReadingType  Damage Over 50% ADS Capable

B | B B

Electronic [Owas00S [JMai To [

Customers

OwnershipStatus | [ 7] PrevTite#(State)  |30AB14010(A) Prev Owner  |Dolman, Michael Jay

. CustomerID IDType

LegalName  Residency... DateofBirth Relationship Priority

]

Plate Type
\ |Countysw \V\
Renewal Customer

Grandfather Eigible |
Print Validation Sticker

[ Replace Plate Fee

[] Mail Sticker and Reg Receipt Charge Postage for Reg Recaipt

OOMai Plate |

e || vaiee || o || e | e

10. If there is a tax exempt (Exmt Reason), no Net Purch Amt needed.

11. Select UT510.

12. Select Exemption Reason.

VING  STEBT441355456789

Location |OVMCS - Primary
Vehicle 2005 Toyota Tundra Access CAB SR5

VehType Truck

Set | <hew Set>

Application  Vehicle Status Fee Detall Registration Detal Relate Customers Maiing Credts Documents Exceptions
Vehicle
Received Date Purchased Date
[ne202 v 222 ¥

Net Purch Amt ExmtReason: 3
o | % uts

| Transfer by gift (please explain).
[was00S  [Jma Rehabilitation Facility.
Rehabilitation Fadility for Mentally Challanged Children.
ot Care Fadility (residentialintermediate for the Mentally Challen...
: |Care Fadiity (residential) for the Mentally Il
Educational Institution (Private, non-profit).

[ Replace Plate Fee
Charge Postage for Reg Receipt

e | Vader | pmtor | s ||

Hold

13. Select Save.

Vehicle Registration & Titling in ARTS
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VING  ETBET4£1365456789 Location |OVMCS -Primary

Vehicle 2005 Toyota Tundra Access CAB SRS VehType Truck Set |<Nzwset>

Appiication  Vehicle Status Fee Detal Registration Detail Relate Customers Maiing Credts Documents Exceptions

Vehicle
Received Date Purchased Date o Transaction Certification UT510

2202 v [n2202 MM _

Net Purch Amt Exmt Reason: 4 Coarirdet
Bectronic [Jwas005 [IMa

Customers

— P

Customer ID  ID Type Legal Nat

Rsscn gy ]
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14. Select Relate Customers tab.

15. Select Add the purchaser or Owner.

VIN 2 5TBBT441355456789 Locafion |Ankeny DL Station [~]

Vehicle 2005 Toyota Tundra Access CAB SRS VehType Truck Set [ <New set [~]

Application  Vehicle Status  Fee Detal  Registration Detail  Relate Customers  Maiing Credits Documents  Exceptions

Relationship Add ...
Security Interest (Max: 3)
Lessee (Max: 2)
Primary Operator (Max: 2)

16. Under the Customer tab insert Identification # and Identification Type or Organization Name and select
Search.

Transaction Please select an Owner from the list below

Customer = Results
Search By Search Option Additional Options
" Customer Information Curent Orly [include Vehicles ~ RelationType [ ] [Counts
Lt i Clicce Nanes ~ Nome Toe
G Inf y
Idertification #[] Exact Match Identification Type
[ | prvesiceose 9]
Last Name [] Exact Match First Name [/] Exact Match Middie Name [-] Exact Match Date of Bith )
[ 1 I 1 ™
Organization Name [/] Exact Match
[State of lowd
Name Type

Addtional Qualifier
Mg o

T T T

Vehicle Registration & Titling in ARTS
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17. Results will appear.

18. Double click on the Customer # that the Title and Registration applies to.

Transaction |Please select an Owner from the kst below

Customer FResults
Search Filter: Search Option=Current Only; Organization Name=State of lowa DOT: Sl Option=Include SI;

llllf‘_'lniLi‘_
N

Customer # DriversLicense  State Legal Name
151579 | State of lowa DOT | Unig |00 Lincoln Way Ames 1A 50010...

wenience Bivd Anke.
. e
State of lowa DOT 2300 W 19TH STS NEWTONTA ...

State of lows DOT | Uniq | 753 HIGHWAY 9 HANLONTOWN ...
State of Iowa DOT "| Uniq | 617 BEAVERDALE RD WESTBUR... |
State of lowa DOT | Unia | 1301 W MILWAUKEE AVE STOR...
State of lowa DOT | Unia 2300 SE 17TH ST GRIES IA 50...
State Of fowa Dot iq | Dept of Transportation AmesIA ...
State of lowaDOTMVE | OT... | 6310 SE CONVENIENCE BLVD AN... |
State of Iowa DOT Public T.... | Uniq 800 Lincoin Way Ames IA 50010...
State of lowa DOT-Wapelo...| Unia | 101 Surrey Dr Wapelo IA 52653

[seachsiton | [ Voo || Portow |[ Poylaer |[ #d [ Do |[ sk [[ Reer |

19. The select will appear under the Owner.

VING  STEET41355456789 Location [0VMCS - Primary
Vehidle 2005 Toyota Tundra Access CAB SRS VehType Truck Set |<rvew set>

Application  Vehicle Status Fee Detail Registration Detail Relate Customers Maiing Credts Documents Exceptions
Relationshp

Buttons  Pri... / CustomerID IDType Legal Name Residency Address Date of Birth
A v| 1| | State of lowa DOT|6310 SE Convenience Bivd Ankeny A 50021

Primary Operator (Max: 2)

sowcniig | | votte | pmton || e || s o
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20. Select the Application tab.
a. Insert an odometer number depending on year of the vehicle
Odom Unit = Miles or Kilograms
Reading Type = Actual or Not actual
If on the tranfer if marked over 70 percent, select Yes on the Damage Over 70 Percent drop down.
Odometer required on model vehicles 9 years old or newer.
Damage disclosure required for 7 years old vehicles or newer.

e

21. Verify correct Customer under Legal Name.

22. Select Registration Exp Date.

| VING  5IBET241355456789 Locat
Vehicle 2005 Toyota Tundra Access CAB SRS VehType Truck Set

Appiication  Vehicle Status Fee Detail Regstration Detail Relate Customers  Maiing Cred#s Documents Exceptions
Vehicle
Received Date Purchssed Date  Style  \Weight ListPrice  Color SqFootage  Tracking &
[n2202 v [112202  |v [Pk | 4800]  $27.600.00| Siver | | | |
Net Purch Amt ExmtResson: B4 [ LastOdom  NewOdom OdomUnt  ReadingType  Damage Over 70 Percent ADS Capable
0 |urozg [xJursuol | | | B | N | o |

Bectonic  []Wes00S [ IMaiTo [State of lowa DOT 6310 SE Convenience Bivd Ankeny, IA 50021
Customers
Ownership Status Prev Title # (State) Prev Owner |Ooiman, Michael Jay
. CustomerID IDType LegalName Residency Address Date of Birth Relationship Priority /
| | State of lowa DOT | 6310 SE Convenience Bivd Ankeny 1A 50021 |owner | 1

Grandfather Bigble
| Print Validation Sticker

[[] Maiil Sticker and Reg Receipt Charge Postage for Reg Receipt
[[IMail Piate ‘SdeofhwaDOTSBWSEmemMNm.EASDGZI

| SeachSidep | | Vaidse || PayNow | Paylaer || Hdd || Deny || PniAp || Revet
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23. Select Validate.

VING  5TBET41355456789 Location |OVMCS -Primary
Vehicle 2005 Toyota Tundra Access CAB SRS VehType Truck Set | <hew set>

Appication Vehicle Status Fee Detail Registration Detail Relate Customers Maiing Credits Documents Exceptions

Vehicle

Received Date Purchssed Date  Style Weight ListPrice  Color SqFootage  Tracking &
22 v (2202 V[P | 4800]  s27. | | TR ]

Net Purch Amt Exmt Reason: B4 O Last Odom New Odom Odom Unit Reading Type Damage Over 70 Percent  ADS Capable
o fox pelose] [ ] C_ EBC_ Wl S

Electronic [JWas00S [MaiTo [mam-nmmossm.-—-:wuq.msmm

Customers.
OwnershipStatis | || PrevTitle (Swte)  [30AB1401004) Prev Owner | Dolman, Michael Jay

.. CustomerID IDType Legal Name i ss Date of Birth Relationship Priority /
| lssedemors owe |1

Registration
Annual Fee  ADS

Exp Date Usage Renewal Pref i

Dec 9399 U] [ofica  [v] [pesters [ [ $0.00][ I~
Reg Interval Tonnage Plate Type Plate &

[ponat  Tv] | 3 | 0| [atoneson | [TEEEEET

Renewal Customer

[Sﬂm of lowa DOT IV‘

- Do Not Assign Plate
Grandfather Ebgible
Print Validation Sticker Replace Plate Fee

[ Mail Sticker and Reg Receipt Charge Postage for Reg Receipt

[ Mail Piate |5netflavaOT63105E" Bivd Ankeny. 1A 50021

[swcnsitgs | [ vkde [[ Potiow | | Parime | |

24. If any discretionary edits appear, select Auto Approve.

a. Discretionary Edits — edits that are in ARTS to prevent something being issued to someone who
should not have a title and registration. It is also there to prevent inaccurate data put on the
transaction.

i.  NMVTIS Discretionary Edits send to the DOT.

btn Process Edit  Sta

There are owners with no form of identification

NMVTIS Title Information does not exist in the response

No d action taken.
| Process Selected | [Auto Agqrove | |Refresh Tags || Close

5] [orsgn || Geurise
Renewal Customer
[state of owa DOT

Do Not Assign Plate
Grandfather Bligible
| Print Validation Sticker Replace Plate Fee
[ Mail Sticker and Reg Receipt Charge Postage for Reg Receipt
[IMai Plste [ State of lowa DOT 6310 SE Convenience Bivd Ankeny. IA 50021

| seachSidop | [ Vaidate || PayNow | Paylater || Hod
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25. If DEs are approved, X or close out.

There are owners with no form of identification

NMVTIS Title Information does not exist in the response

26. Select Pay Now.

VING  STBET441355456789 Location | OVMCS - Primary
Vehide 2005 Toyota Tundra Access CAB SRS VehType Truck Set Immzﬂ—shmoﬂmw

Aoplication  Vehicle Status  Fee Detal | Detail Relate C: Maiing Credts Documents Exceptions
Vehicle
Received Date Purchased Date  Style Veight ListPrice  Color SqFootage  Tracking #
[emn v (1222 |v [Pk | 4800]  s27.600.00[Shver | ] | |
Net Purch Amt ExmtReason: 5 [] LastOdom  NewOdom  Odom Unit Reading Type  Damage Over 70 Percent ADS Capable
0 [urozg  xumsiol | | I H | B | || |
Blectronic [Jwss00S [JMaiTo [State of lowa DOT 6310 SE Convenience Bivd Ankeny, IA 50021
Customers
OwnerstipStatis [ 1] Prev Tite# (Ste) Prev Owner [Ooiman, Michac! Jay
" Customer ID ID Type Legal Name Residency Addrt Nate nf Ricth i i | Bicaste
| Performing Discretionary Edit Validation...
|

Usage Renewal Pref  Annual Fee  ADS Restricted
Flojoficd  [v| [poscard [ | 5000 I
Plate Type Plate #
|
Renewal Customer
[state of Towa DOT [~]

Replace Plate Fes
[IMail Sticker and Reg Receipt Charge Postage for Reg Receipt
[IMal Piate  [State of lowa DOT 6310 SE Convenience Bivd Ankeny, IA 50021

[smcnsido | [ vadme | [ Poflw |[ Poytser |[ g ][ Dey |[ Patiee || Reve || concd
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27. The Payment Manager window appears.

28. In the Type drop down menu select Type of payment.

Statement Manager Statement Payment

Statement
|state of Towa DOT ~]

Cash Drawer / Location
Cash Drawer

Location
#[OVMCS - Cash Drawer 3

o] [ovees-Pmary

Customer / Payment Details
Customer Name
» =] State of Iowa DOT

Primary Add Payment Btn

3982208 | s [addPayment
e .. Type REF = Expiration Total
= ¥

Cash

Check

Pin Pad

29. Select Pay. The Finalize Transactions window appears.

Statement Manager Statement Payment
Statement
[state of Towa DOT [v]

Location
[ [owwes -Panay

Primary Add Payment Btn

3982208 | s [add payment
9 ... Type REF = Expiration Total

4 & 5 v
Cash

Check

Pin Pad
Escrow - Dealer Account
Escrow - MCS IAPS
Escrow - Security Int Acct
Escrow - Standard Account

» [=] State of Towa DOT

4/1/2023



30. Select Finalize next to the Vehicle listed in the window.

31.

Transaction Info

| [2005 Toyota Tundra Access CAB SR5, 5TBBT441355456789

Credential Number

R

OFAAB3743

Vehicle Registration & Titling in ARTS
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32. Title and Registration have printed. A confirmation window appears. Close out of the Finalize
Transactions window.
a. Iftitle and reg printers are not set up beforehand, this transaction will not finalize.

4/1/2023
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Completing a Complex Prequalifier Window

1. On the VRT menu, select Title and Reg > Title and Registration.

Vehicle Registration & Titling in ARTS
MVD Education and Outreach

UCPlates
Vehicle Ownership Maintenance

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
Non-Transferable Registration
Print Replacement Title
Recreate Title
Refund Vehicle Registration
Registration Renewal
Reinstate Cancelled Title Transaction
Reinstate Credit Vehicle
Replace Title
Reprint Registration
Salvage Title
Store Vehicle
Terminate Registration

[ Tileand Regitation k|
Update Registration
Void Registration

36



2. Inthe Purchase Date field, enter today's date.

Purchased Date  VIN

M |

Bl —

PO

g

3. Enter a VIN or the Title #.

Purchased Date  VIN
(11272022 [ [IFTPW14564KC10718

Customers

Owner
Security Interest

Lessee
Primary Operator

Assignment ... Iowa License # [Foreign Dealer Ident
M

4/1/2023
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4. Inthe Owner - 1 field, enter an SSN.
a. Up tothree owners can be listed by SSN in the Prequalifier.

Vehicle
Purchased Date  VIN
[117272022 [v| [IFTPW14564KC10718

Customers

Owner

Security Interest
Lessee

Primary Operator

Deazler Assignments
Order Assignment ... Iowa License # /Foreign Dealer Ident
2 L.
i ©

Credits

5. If there is a Security Interest holder, enter their Federal ID Number. It is found on the Title and
Registration Application.

6. Dealer Assignment can also be entered. On the back of the Title, it will show what dealer purchased
the vehicle from the person on the “face” of the title. Assignment date is the date that was
purchased from the previous owner.

a. lowa Dealer starts with the letter D and is followed by a Number specific to the dealer.

b. Out of State Dealer many are built in by their state (do not use a D). Check the box under
Foreign.

c. If purchaser has a trade-in vehicle, it is allowed as a Credit from the registration of two
vehicles. Enter the plate numbers under Vehicle ID #.

7. Select Continue.

Vehicle
Purchzsed Date  VIN Title #
11/272022 |v| [IFTPW14564KC10718 | |

1|10/6/2022 || DS
2 10/12/2022 1225
A =

[
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8. Complete the Title and Registration

Paoow

1.

Insert purchase price

Exempt reason

If the vehicle is 9 years old or new, insert odometer reading
Reading type: Actual or Not Actual

Any damage over 70%

Federal odometer law change: Each year it is adds another year where the odometer
is required that ends in 2030/2035. It will not be 9 model year or newer. Probably on
11 or 12 module years.

9. To view all customers attached to the record, select Relate Customers tab and it shows owners,
security interest holder, lessee, or primary operator.

If a primary operator needs added, select Add across from Primary Operator (Max:2) and add

d.
the primary operator.
VING  IFTPWI4864KC10718 Location |OVMCS -Primary ¥
Vehicle 2004 Ford F150 Supercrew VehType Truck Set [(NewSet) 'v!
Application Vehicle Status Fee Detal Registration Detail Relate Customers Maiding Credts Documents Exceptions
=] Owner (Max: 3) | hdd]
Buttons  Pri... / Customer ID IDType Legal Name Residency Address Date of Birth
x| A v | 1/000000000 |FEIN | Alexium Financial Services Incororated | 17500 Chenal Parkway Little Rock AR 72223 | |
[=] Security Interest (Max: 3) hdd)
Buttons  Pri... / Customer ID IDType Legal Name Residency Address Date Received SI Mailing Address
XA v| 1/000000000 |SSN | Debra M Gray Living Trust | 3118 STATE HWY 2 BEDFORD IA 50833 | 11/2/2022 || 3118 STATE HWY 2 , BEDFORD 1A 50833 /v |
!.meﬂ'»lax:Z) | \Add |
Primary Operator (Max: 2) @
SearchSiAp | | Valdate | PayNow | Paylater = Hod | Dey | PitAp | | Revet | Cancel |

4/1/2023
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10. If a wrong customer has been added, select the X and take that customer out.

VING  IETPWIASEAKC10718
Vehicle 2004 Ford F150 Supercrew VehType Truck
Applcation Vehicle Status  Fee Detal Registration Detai Relate Customers Mading Credts Documents Exceptions

Set |<hew Set> I+

Relationship Add ...
=1 Owner (Max: 3) |
Buttons  Pri... / Customer ID IDType Legal Name Residency Address Date of Birth
@A v | 1/000000000 |FEIN | Alexium Financial Services Incomoraled | 17500 Chenal Parkway Littie Rock AR 72223 |
=] Security Interest (Max: 3) | [agd]
Buttons  Pri... / Customer ID ID Type Legal Name Residency Address Date Received SI Maiing Address
x| A v 1/000000000 |SSN | Debra M Gray Living Trust | 3118 STATE HWY 2 BEDFORD 1A 50833 | 14/2/2022 <] 3118 STATE HWY 2, BEDFORD 1A 50833+ |
Lessee (Max: 2) B Add|

| Seachsifpn | | Vaidste || PayNow | | Paylater Hod | Deny

Vehicle Registration & Titling in ARTS
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11. Select Add across from Owner (Max: 3).

12. Select Add and Search for the correct customer.

VING  IETPWISSSAKCTOTIE Location |OVMCS - Primary ™~
Vehicle 2004 Ford F150 Supercrew VehType Truck Set | <tiew set> [~]
Application Vehicle Status  Fee Detal Registration Detail Relate Customars Mading Credts Documents Exceptions
- o i 3) o
Buttons  Pri... / Customer ID IDType Legal Name Residency Address Date of Birth
XA v/ 1/000000000 |FEIN | Mlewium Financial Services Incoorated | 17500 Chenal Parkway Little Rock AR 72223 |
=] Security Interest (Max: 3) | [Add|
Buttons  Pri... / Customer ID IDType Legal Name Residency Address Date Received 51 Mailing Address
XA v 1/000000000 |SSN | Debra M Gray Living Trust | 3118 STATE HWY 2BEDFORD [A 50833 | 11/2/2022 [+ ]| 3118 STATE HWY 2, BEDFORD 1A 50833 |
el i A |
Primary Operator (Max: 2) I
Search 51 App Vaidate | | PayNow || Paylser || Hod || Deny || Putser Revert Cancel

VING  IETRWISSHKCIONS

Vehidle 2004 Ford F150 Supercrew VehType Truck

Application  Vehicle Status Fee Detal Registration Detal  Relate Customers Maiing Credts Documents Exceptions

Vehicle

Locaion [OVMCS - Primary

[<tiew set>

Received Date  PuchasedDate  Style  Veight ListPrice  Color SqFootage  Tracking #
(22022 v [112202 v [ow | 5600  $32.300.00]Biack | = ]

Net Purch Amt ExmtReason: (54 [] LsstOdom  NewOdom OdomUnit  ReadingType  Damage Over 70 Percent ADS Capable

I | | xlumso| [ | M= ] | E B |
Blectronic [OWes00S [IMaiTo |Debra M Gray Living Trust 3118 STATE HWY 2 BEDFORD. IA 50833

Customers

OwershioSavs [ 1] PrevTie (s Pre Owrer [P, Joce oo

Customer ID ID Type Legal Name Residency Address

Date of Birth Relationship Priority /

- 002000000 |FEIN | Aeum Francil Serices incomparated 17500 Chenal Parkvay Litte Rock AR 72223 |owner |1
1
Registration
Exp Date Usage Renewsl Pref  Annual Fee  ADS Restri
Oct 2023 |v|  |Regular v|  |Posteard $0.00 v (e soemicn ko Fes Penalty
Reg Interval Tonnage Plate Type Plate &
[annual ] | | [countystd [v| |Asorssign | | GetPlte | Title Fees $25.00 $0.00
Fee for New Reg $0.00
Do Mk Assian Pt Renewal Customer Registration Fee $34.00 $18.00
; IAleximﬁ'mddSu\ri:Irmpu'ahd Il] EVReg Fee $0.00 $0.00
Grandfather Eigble Sl Fees 51000
Prirt Valdation Sticker [JReplace Plate Fee Plate Fees $000
[] Mail Sticker and Charge Postage fi A e P e
Reg Receipt arge Postage for Reg Receint Sub Toml $69.00 $18.00
[IMai Plste  [Aexium Financial Services Incorporated 17500 Chenal Paskway Litle Rock, AR 72223 | Grand Tota $67.00
Hold Deny PitApp | | Revet Cancel

Search 1 App Vaidaste | | PayNow || Paylater

4/1/2023
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For Security Interest

13. Select and double-click the individual or the organization. View the Title and Registration Application
to verify the customer.

Transaction |Please select an Owner from the list below |
Customer Results
Search Filter: Search Option=Current Only; ifi £=000000000; Identification Type=Drivers 55 Records Selected
License: Exact Cust ldent Mau:h =True:
, 1 ~
Customer # Driverslicense  State Legal Name / Confi Residency Address Managing C... Date of Birth  SSN USDOT Nu... FEIN CustT DefR
105208 | Pl it O 1950 Gt o U o | | & | o ==
3927101 | |amencan natonal bark OT... |pobox 2139 omsha NE 68103 | Sheby [ |org... |
7173307 [ Boehringer Ingelheim Phar... |OT... | 900 REDGEBURY ROAD RIDGEFT... | [ | 000000000 |Org... |
4051155 | |proushtonTreeService |OT... | 11016 Memorial Park Rd Buringt... |Union | | 000000000 |0rg... |
3955542 | | captains Auto sales |oT... |4177L St Omaha NE 68107 |shebby [ [ /000000000 |Org... |
5983176 | |cammmr nave |oT... | ADDRESS CITY 1A | [ [ 0999999 |D0000D00D |Org... |
7194739 || carrizal, karina Lavana |OT... | 2735 Central Ave Apt 3Dubugu... |Dubuque  |6/9/1988  |D0000000D [ [tnd... |
7077556 | 'wmfammwesth'm,., 66700 State Road 19 Wakarusa ... | [ |000000000 |Org... |
4078865 [ | Commurity First Bank of Bo... | ... | POB 307 Bosocel W1 53805 |Dubuque | | [ |org... |
11733 || compressed Ak 8, Equpment |QT... |5020 15th Ave Or La Porte ity ... | enton ! | 000000000 [ind... [nov |
6216542 |cooper, JamesBordner  |OT... |RT1SHELBY 1A 51570 Sheby 203198 1. |FeB
§906931 | [ Dealer Denial Records |OT... | 6310 SE CONVENIENCE BLVD AN...| i | |ooooo0000 |org... | |
6304325 | |DebraMGrayLiving Trust  |OT.., | 3118 STATE HWY 2BEDFORD IA... | Taylor [ |000000000 [ [org... |
. 4306863 | I elohi Corporation 10T... | 5725 Deiohi Drive Trov M1 48098 | [ [ lo0o000000 |ora... | >' v
Add Customer Seach | Rese

14. Select the Customer tab and put in the Identification #, Identification Type SSN, Include SI, and select
Search.

Transaction |Please select a Securty Interest from the list below

Customer Results

Search By Search Option Addtional Options

[ Customer Information Cument Only Oinclude Vehicles ~ RelationType [ 7] [Courts
[ Customer List Al

[ include Names Name Type

E Customer Information

3 Identification #[] Exact Match Identification Type

(000000000 | [ssn v]

] Last Name [/] Exact Match First Name [] Exact Match Middle Name [/] Exact Match Date of Buth

[ /| /| || =

Organization Name [/] Exact Match

Name Type Sl Option
I [ ] ) Exclude SI
] Addtional Quaifier © include S

b Cory Ooms

Customer List

| L In I
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15. Select (double click) the Customer by verifying it on the Title and Registration.

= Search

Transaction | Piease select a Securty Interest from the list below

Customer Resuits
Search Filter: Search Option=Current Only; Identification 2: ion Type=SSN; Exact 9  Records Selected
Cust Ident Match =True: S| Option=Include SI.

Customer # Driverslicense  State Legal Name / Confi Residency Address Managing C... Date of Birth  SSN USDOT Nu... FEIN CustT Def
7194739 | |cemzal,karinalavana  |OT... 2735 Central Ave Apt 3Dubuqu... |Dubugue  [6/9/1963 000000000 mas... |
411733 Compressed Arr &, Equipment .. | 5020 15th Ave Dr La Porte City 1... | Benton ‘OGODDDDM Lnr.i NOY
6304325 Mameavmme OT... | 3118 STATE HWY 2 BEDFORD IA. .. | Taylor 000000000 |org...
7259940 Du Prey, Andrew OT... | 3309 4th Ave East Moiine IL 612... /000000000 |Indi... |
7232298 Lock Farms OT... | 2378 STATE HWY 143 BEDFORD... | Tayior 000000000 |org... |DEG
6226092 McFarland, Lola Margaret | OT... | 10055 10TH AVE MARSHALLTO... |Marshal 000000000 |ndi... |
6312341 Richard and Esther Schmitz... |OT... | 100 N BIRCH ST LENOX IA 50851 | Taylor iooooooooo |org...
6720629 Richard Beck Farms OT... | 2353 150TH ST SHARPSBURG IA... | Taylor |ocag0000 |org... |
6380948 vilage Ford OT... | 23535 MICHIGAN AVE DEARBOR... | Pottawattamie 000000000 |org..

< >

Search Reset Cancel

16. On the Title and Registration window select Cancel to close the window.

Out of State Dealer

17. Under the Customer tab insert Customer Information. Identification #, select OOS Dealer License

under Identification Type.

18. Select Search.

& Search

|Select to use as Foreign Dealer

Customer  Results

Search By Search Option Additional Options

[ Customer Information Cument Only [Jinclude Vehicles ~ Relation Type [:::::::::::][jauu

[ Customer List Al [Jinciude Names N T :
Customer Information

Idertification #[7] Exact Match  Identification Type

(1225 | [DoS Dealer License ... 1 | ks

Last Name [] Exact Match First Name [] Exact Match Middle Name [7] Exact Match Date of Bith

| || I vi
Organization Name [] Exact Match
|
Name Type S1 Option
- O Exclude S

Addiional Qualfier @ include i

Managing County = O Ony sl

Customer List

15t I ounty 1t N 1l

\ | | | | |
Add Customer [[seach || Resat Cancel

4/1/2023
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Registration

19. Under the Application tab, complete the Registration fields required.
a. For truck insert Tonnage.

20. If counties have plates at their location the Plate # will AutoAssign.
21. Select Get Plate
22. Insert Plate #

23. Select Get Plate

VING  IETPWI4S64KCIOTTE Location |OVMCS -Primary ' I~]

Vehicle 2004 Ford F150 Supercrew VehType Truck Set [77825928 - Alexium Financial Services Inco.... |4

Application Vehicle Status Fee Detal Registration Detail Relate Customers Maiing Credts Documents Exceptions

Vehicle
ReceivedDate PuchasedDate  Stle  Weight ListPrice  Color SqFootage  Tracking &
ez ¥ [veaz v ow | 5600  $32.300.00[Black | | |
Net Purch Amt Exmt Reason: [ 7] LastOdom New Odom ‘Odom Unit Reading Type Damage Over 70 Percent  ADS Capable
| D | K[orsw| [__1m) we B [ B
Electronic [OWas00S [JMail To
; -
1 Tyee Usage Exp Date
Ounership Sstus 0] Previted i Er— 1
. Customer ID IDType Legal Name ¥/ (]
£ JOOCOO00; | Plate Corfig Description Plate % L1 v
[county stdig 2 '~| [mHB4z0l |
Registration =
Exp Date Usage GetPlate | Auto Assign # |
[oct 2023 v|  |Reguiar e e | Foe Penalty
Reg Interval Tonnage Plate Typel ——
[Annual vl | 3| [countystd [v] |AtoAssgn | [ GetPlae | Titie Fees $25.00 $0.00
Fee for New Reg $25.00
[ Do Not Assign Plate mowel Cus v Registration Fee $84.00 $18.00
{Ahmn Financial Services Incorporated l] [EV Reg Fee 50.00 50.00
Grandfather Eligible Sl Fees $10.00
Print Validation Sticker [JReplace Plate Fee Plate Fees $0.00
Sticker and : Charge P fi Rec Otase e $0.00
OMai Reg Receipt arge: Postage for Reg Receipt Sub Total $144.00 518.00
[Mal Plate  |Aexium Financial Services Incorporated 17500 Chenal Parkway Litle Rock, AR 72223 \ Grand Tota $162.00
| seachSidop | | Valdate | PayMow | Paylater | Hod || Dew || PwmApp | Revet || Cancel

T
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24, Transaction Fees
a. Title Fee $25.00
b. Passed 30 days from purchase date there is a $10.00 penalty fee.
c. Fee for New Reg is the tax that will show.

VING  IETEWISSS4KCI0718 Location |[OVMCS - Primary T~
Vehicle 2004 Ford F150 Supercrew VehType Truck Set [<tiew set> [~]
Application  Vehicle Status Fee Detal Registration Detail Relate Customers Mading Credts Documents Exceptions
Vehicle
Received Date Purchased Date  Style Weight List Price Color SqFootage  Tracking #
M2z ¥ [n2202 M [ow | 5600  s3230000[Back | Il ]
Net Purch Amt ExmtReason: 4 [] LastOdom  NewOdom OdomUnit  ReadingType  Damage Over 70 Percent ADS Capable
[ || xurso| [ 1) s [ B [ | |
Blectronic [JWas00S [IMaiTo [Debra M Gray Living Trust 3118 STATE HWY 2 BEDFORD. IA 50833 ]
Customers
OwnershipStatus | | ] Prev Title  (State) Prev Owner [Bishop, Jacab Lee |
... CustomerID IDType Legal Name Residency Address Date of Birth Relationship Priority / (]
+>[000000000 |FEIN | Mlexium Fnancial Services incomorated | 17 ¥ ok AR 72223 |owner | 1 v
Registration
Exp Date Renewsl Pref  Annual Fee  ADS Restri
[oct 2023 ~] [Rzgmu [¥] [ostcard $0.00} Transaction Fees Fee Penalty
Reg Interval Tonnage Plate Type Plate # Xy
[Annual [¥] [ 4 [countystd |v| [AtoAssign | Get Plate Title Fees 52500 $0.00
- — Fee for New Reg $0.00
. Renewal Customer i ion Fee $34.00 $18.00
(Do Not Assign Pite [Aiexium Financal Services I~ EVReg Fee $0.00 $0.00
Grandiather Elgble Sl Fees $10.00
Print Validation Sticker [ Replace Plate Fee Flate Fees $0.00
Other Fees 5000
[[JMai Sticker and Reg Receipt Charge Postage for Reg Receipt Sob Toial 900 S50
[IMai Plste |Alexium Financial Services k d 17500 Chenal Parkway Litle Rock, AR 72223 Grand Tota $87.00
| seachsitep | vaidate || PayNow || Paylster | Hod || Dew || PwtAp || Revet || Cance
-

25. Plate has been reserved for this transaction.

Imu@ ETPUISECI0TTE Location [OWMCS -Primary 'W]I

26. Select OK.

Vehicle 2004 Ford F150 Supercrew VehType Truck Set [77825923 - lexium Finandial Services Inco... [8]
Application  Vehicle Status  Fee Detai Registration Detail  Relate Customers Maiing Credits Documents ~ Exceptions

Vehicle

ReceivedDate  PurchosedDate  Stle  Weight ListPice  Color SqFootage  Tracking #

[tezo2 | [n22022 [ [cw | 5600]  $32.30000] [ ] [ ]

Net Purch Amt ExmtReason: 5% [] LastOdom  MNewOdom OdomUnit  ReadingType  Damage Over 70 Percent ADS Capable

[ 500] | X [utsio] | 170] es 8] | B | =] [ ]

Get Plate - X
Betone  [JWes00S [JMaiTo E—

Vehicle Registration

7
OwnershipSas | 1] PrevTiled o

Customer ID ID Type l.egalﬂame an y’ ~
000000000 fizu = v
Registration
Exp Date Usage
[oct 2023 [~] [Reguar E Fee Penalty
Reg Interval Tonnage Plate Typel
[Annwal I~ 3| [contystd [v| [AtoAssign | [ GetPae | Title Fees 52500 $0.00
Fo
Renewal Customer eefofN_wEeq $25.00
[ Do Not Assign Plate e $8400  $1800
\AhanmudSsmes El EV Reg Fee 50.00 $0.00
Grandfather Eligble Sl Fees $10.00
Print Validation Sticker [JReplace Plate Fee Plate Fees $0.00
[C]Mai Sticker and Reg Receipt Charge Postage for Reg Rec koo 3000
i it i Sub Total §14400  $1800
[Mai Plste  |Aexium Financial Services incomorated 17500 Chenal Parkway Little Rock, AR 72223 | Grand Tota $162.00

| SeachSidp | | Vaidte || PayNow || Poylater || o Dery || Putdep Revert Cancel
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27. Select OK

i)

VING  IETPWISEAKCI0TIE Location |0VMCS -Primary

VehType Truck Set [77825929 - Alesium Financial Services Inco... [ &)

Vehicle 2004 Ford F150 Supercrew
Application  Vehicle Status Fee Detail  Registration Detal Relate Customers Mailing Credts Documents Exceptions

Vehicle
ReceivedDale  PurchasedDate  Style  Weight ListPrice  Color SqFoctage  Tracking #
(222 v (222 v ow | 5600]  s3230000[Back | | [ |

Net Purch Amt Exmt Reason: (2 7] Last Odom New Odom Odom Unit Reading Type Damage Over 70 Percent ADS Capable

wes B = ]

[ 500 | [ [ursio| | |
peme Ovee00s (s o [

(e Vehicle Regstration
i - — e ]
Ownership Status PrevTited L i e
12 I ~
Plate # IE!I v
Iv] [mHBa20
Exp Date Usage [ futo asgn # |
Oct 2023 | Reguiar - —
= - [ o% [ Canca | | Foo Pely
Reg Interval Tonnage Plate Typel . i 1
|m ‘v| ‘ 31 |Cm.nty5td |v| [MM | [ GetPate | Title Fees §25.00 $0.00
Fi
nee_iorN_ew:lec $25.00
Do Net Assign Plate et ee $8400  $1800
I.Ne:ém Financial Services E] EV Reg Fee $0.00 $0.00
Grandfather Eighle SI Fees $10.00
/| Print Viakdation Sticker [] Replace Plate Fee Plate Fees $0.00
[ Mai Sticker and Reg Receipt Charge Postage for Reg Receiot Eoae S0
£ stns jorE Sub Total $14400 1800
[IMai Plate | Alexium Financial Services Incomporated 17500 Chenal Parkway Lttle Rock. AR 72223 | Grand Ttz $16200
| SeachSitop | | Veidde || Poytow || Paylder || bad || ey || Pwke || Aevet | Cos

28. Verify the plate shows. Select Validate.

VNG FTAwssKCIOrE Locaéen [owes -prvary H
Vehicle 2004 Ford F150 Supercrew VehType Truck Set [77825529 - Alesum Finandial Services Inco.... |9
Aopication  Vehicle Status Fee Detal Registration Detal  Relate Customers  Mading Credts Documents Exceptions
Vehicle
Received Date PuchasedDate  Stle  Weight ListPrice  Color SqFootage  Tracking &
memz v (a2 v ow [ 5600]  $32.300.00| Black | | |
Net Purch Amt Exmt Reason: (2 7] Last Odom MNew Odom  Odom Unit Reading Type Damage Over 70 Percent  ADS Capable
[ s00] | X ursw| | 170] Mies |~ v ~
Bectronic [Iwas00S [IMai To | Debra M Gray Living Trust 3118 STATE HWY 2 BEDFORD. IA 50833 |
Customers
Ownership Status Prev Title # (State) Prev Owner | Bishop, Jacob Lee |
... CustomerID IDType Legal Name Residency Address Date of Birth Relationship Priority / ~
| (.|000000000 |FEIN  Alexium Financial Services Incomorated 17500 Chenal Parkway Little Rock AR 72223 | owner | 1 &
it t ! ! ‘
Registration
Exp Date Usage Renewal Pref Annual Fee  ADS Restri
[oct 2023 [v] [Regiar  [v| [Postard ¥ 55000 v Transackon Fees Ees Penalty
Reg Interval Tonnage Plate Type Plate #
[anwal [+ | 3| [cowtysd || [MHB420 | [[GetPae | EM;:;NM $500 000
ee $25.00
[ Do Not Assign Plate Bnows Cistons Registration Fee $B400  §18.00
[Alemn Finandial Services Incorporated b EV Reg Fee $0.00 $0.00
Grandiather Eigible Sl Fees $10.00
Print Validation Sticker [IReplace Plate Fee Plate Fees $0.00
Other Fees $0.00
[[]Mai Sticker and Reg Receipt Charge Postage for Reg Receipt Sob Toml 514400 800
[IMai Piste [ Alexium Financial Senvices Incoorated 17500 Chenal Parkway Little Rock. AR 72223 | Grand Tota 516200
| Seachsidop | | vmqu\ PayNow | Paylater | Hod || Deny | PutAw | Revet || Cancel
— - — — —
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29. Form Errors — a white exclamation in a red circle — cannot proceed unless the error is corrected.
a. Check Vehicle Status for errors.

Vehicle 2004 Ford F150 Supercren VehType Truck Set  [77825928 - Alexium Financal Services Inco.... ||
Application  Vehicle Status Fee Detal Registration Detail Relate Customers Mailing Credits Documents Exceptions
Vehicle
ReceivedDate  PurchasedDate  Style  \eight ListPrice  Color SqFootage  Tracking #
N2z v [zaz |V [ow | 5600  $32.300.00[Black | ] [ ]
Net Purch Amt ] LastOdom New Odom  Odom Unit Reading Type Damage Over 70 Percent ADS Capable
I 500 | W] ] e B H B
Blectronic [JWes00S [JMaiTo [Debra M Gray Living Trust 3118 STATE HWY 2 BEDFORD. IA 50833 |
Customers
OuneshpSaus [ 7] preTes(sme P Ovrer (B, o Lo |
=

Customer ID IDType Legal Name Residency Address Date of Birth Relationship Priority /

1 F ing D 2N Edit Validati
oy Usage Renewal Pref  Annual Fee  ADS Restricted
|oct 2023 [¥] [Regior  [¥] [posterd ] | 5000 I~ kE bom: e Fenalty
Reg Interval Tonnage Plate Type Plate #
[ana ] | 3| [Coutystd [5] [MHBa20 | | GetPate | Title Fees $2500 $0.00
Fee for New Reg $25.00
[]0 Nt s Plte WC"W Registration Fee $8400  $1800
Illhn.m Financial Services Incorporated F‘ EV Reg Fee $0.00 50.00
Grandfather Ehgbie Sl Fees $10.00
7 Prnt Vakdation Sticker [ Replace Piate Fee Plate Fees $0.00
) Other Fees $0.00
[JMail Sticker and Reg Receipt Charge Postage for Reg Receipt Sub Total 12400 S18.00
[IMai Plste  |Aexium Financial Services Incorporated 17500 Chenal Parkway Little Rock, AR 72223 Grand Tota 16200

[ SemchSiip | [ Vao@ || Potow || Pwlme || W [| Dy || Peihw || Rewe || Cocd
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31. Discretionary Edits (DE)
a. Read what the edit says
b. Some Discretionary Edits can be Auto Approved, others have to be sent to the county
supervisor or the DOT.

DE 7 . d not l_M‘”;J.__I-:_"..I-_:-_._-:I-.;:".'.-T.:::‘_-I:% ”’-‘—ﬁt—_l' =
. DE 18 | A dealer cannot assign a delnquent vehide. Dealer ... || :
: QJDEE !Adubrmmtaﬁmadeiﬂq.mtvd'lde. Dealer ... | Process Edit || Needs Approval A
I:Q_qil.‘.ﬁm | The plate county does not match the owners managi... ”ﬁl;uﬂ&it || Needs Approval :I
| @ |DE 183 |NMVTIS Title Informabon does not exist n the response || Process Edit | Needs Approval L
o
r
N

!

1 < > | B
i 5 discretionary edits need processing. No exceptions need action taken. I""'

Process Selected | |Auto Approve | Refresh Taga | Close |

32. To select the customer, select the box under Primary.

Total

Iransactions: $162.00 L]

Additional Charges: 50.00 p

Statemert Total: $162.00 =

Amount Tendered: 50.00 [
Email Balance: $162.00

VewPint | [ Pay || Cancel |

ComoL Eilioe. Cmmrnh Tiaban T G memnd Tial s T =at Mama-thaban: Donnt T ont Mama Meinh—Troa: Conat e
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33. Select Add Payment

34. Select payment Type.
a. If paymentis a Check, add the Check Number

35. Select Pay

5152.qu| 1235

Debra M Gray Living Trust

Preparing statement for payment

4/1/2023
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36. The Finalize screen will appear.

37. Select Finalize.

Statements
Statement Items Total Amount Statement Date
| Aexium Finandal Services... 1 16200 13/2/022
Selected Transaction Customer Action View Plate No

[J | 2004 Ford 7150 Supercrew, 1FTPW14... | Alexium Financial Services Incorporated |[Finaige | | View | M8420
ha']

Vehicle Registration & Titling in ARTS
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38. The Generate Credentials screen will appear.

39. Select Generate to Finalize Transaction.

40. A Title and Registration will be issued with a plate assigned.

4/1/2023

Generate Credentials . b4
Transaction Detail
Transaction Transaction Info
| Ttle And Registration | 2004 Ford F150 Supercrew, 1FTPW14564KC10718 |
Location
|OVMCS - Primary |
Credental Credential Number
Reg Receipt and Validation Sticker {MHB42010202301
Title |OFAAB3744
Finalizing transaction...
Name Description Comment
Cancel

51



Adding a Vehicle

1. Go to VRT > Manage Vehicle

Title and Reg
UC Plates
Vehicle Ownership Maintenance

2. Insert the VIN in the Identification # field

3. Select Search

#|3GTUUGEDXNG675630]

Addtional Qualfiers
Managing County

Color 1

S |

Vehicle Registration & Titling in ARTS
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4, Select Add Vehicle

'l‘m]

Vehide Customer Results
Search Filter: Identification £=3GTUUGEDXNGE79630: Identification Type=VIN: Exact Match=On: 0  Records Selected

Vehide 2 VIN Title-MCO-... Plate = LastRegD... Disposition Disp Date Owner Vehide Type  Year

4/1/2023



5. The Vehicle Maintenance screen will appear, and the fields will pre-populate.
a. If the field do not pre-populate, all of the following must be completed:
i. Vehicle Number

ii. Type
iii. Year
iv. Make
v. Model
vi. Color
vii. Fuel Type

6. Review the Ownership document to verify all information is correct.

7. Update information if necessary and select Save.

VIN 3GTUUGEDXNGE79630 Make GMC
Type Truck Model  Sierra K1500 Denali
Year 2022 Style PK Color

General Summary Characteristic Bond  Inspection Ownership Identfication Odometer Designation Color Damage
Identification

VIN VIN Orign Vehicle #

[3GTUUGEDXNG679%630 | [Manufacturer Assigned || #-1 | [ Certiied

Type Year Make

#{Truck [\ #{2022 | #emc v Add -

:'.Muhrcych ~
D Multi-purpose
| Regular Trailer Bxtended Model Style

| Semi Trailer n [ | 1PK

E Tractor [Truck Tractor
| Travel Trailer

Attributes

List Price Fuel Type # Cyinders Weight
[$66.100.00 | #{Gasoline [v] [ [v] [s5400 | [7100 ]
ADS Capable ADS Level

] M | [~

Vehicle Registration & Titling in ARTS
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8. Select the Ownership tab.
9. Select Effective Date.
10. Select Ownership Document type
11. Put in MCO# (in the bottom left-hand corner, usually in red)

a. If there is no MCO#, use the Invoice Number in the top right-hand corner.
12. If the Dealer information is needed, type in Dealer License # and select Search.
13. Add any other relevant information to the Vehicle Maintenance screen

14. Select Save to save the vehicle record.

| vin 3GTUUGEDXNGBTBBSD Make GMC %
Type  Truck Model Sierra K1500 Denali I
Year 2022 Style PK Color {
General Summary Characteristic Bond  Inspection Ownership |dentfication Odometer Designation Color Damage
H
Non-Resident Ownership
Effective Date _ Ownership Document
10/17/2022 |w| » A, MCO v|
MCO # Credential & Credential State ~ Credential Date
|Ges759688 ] | o [e2s2022 (v
Dealer License Number
; Dealer Search
[D1408 JEOSET] | Seloct lowa Desleror - Ssloct Foreion Desler
MName
Dealer License #  Assignment Date
#{Bob Bown GMC Inc | ] | [11/10/2022 || | Search |
Address Line 1 =
#1405 SE Oralabor Rd | ﬁ 5
Address Line 2
I |
City State Zip Code Courtry
| Ankeny | »ia ] #{s0021 | [usa ~]
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15. Note: To make sure the vehicle is there, select the Vehicle tab and Search. The record should appear.

| Transaction [

Vehicle  Customer Results
Vehicle Information
Identification # Identification Type
#{3GTUUGEDXNG679630] | [y \v| [Exact Match

Addtional Quaifiers

Managing County Vehicle Type Make

I M | > | [vf
Year Color 1

l ¥ | ¥]

| AddVehicle | | Add Customer [ Seach || Rest || Cancel

16. Double click on the record.

Search Filter: |dentification #=3GTUUGEDXNGE79630; Identification Type=VIN; Exact Match=0n;

Vehide = VIN Title-MCO-State Plate 2 Last Reg Date Disposition Disp Date Owner Vehide Type
579630 L3 Truck

<

| AddVerice | | Add Customer |

Vehicle Registration & Titling in ARTS
MVD Education and Outreach 56



17. The record will appear.

4/1/2023

This vehicle is used in a pending ERT deal. Choose the data to use:

Fuel Type

Existing DOT data Data from pending ERT deal
| White |1 |
I || |
[ || I
[Gasoine | |Gasoline |
[7100 | 6001 |
/66100 | [esio0 |
= | [awe |
| Siema K1500 Denal | |Siema K1500 Denali ]
|2022 | (2022 |
8 (8 |
|PK | [Pk |
| 3G TUUGEDXNG675630 | | 3GTUUGEDXNG679630 |
| Manufacturer Assigned |[1 |
[9/26/2022 12:00:00 AM | [17170001 12:00:00 AM |
[ || |
[Bob Brown GMC Inc | [Bob Brown GMC Inc ]
! || |
A Mco | [0 |
| Truck | [Truck |
5400 | [5400 |
I ]| |
! 1L |
[ SelectexisingDOTdata | | Select data from pending ERT deal |

= T —
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Adding a Vehicle using VINA (Vehicle Identification Number Analysis)

1. Go to VRT > Manage Vehicle

W Y «F

.
Title and Reg
UC Plates

Vehicle Ownership Maintenance

2. Insert the VIN in the Identification # field.

3. Select Search.

Transaction

Vehicle Customer Results

Search Filter: |dentification #=1C4RJKEGOP8711165; Identification Type=VIN: Exact Match=0n;

Vehide # VIN Title-MCO-State Plate # LastRegDate Disposition Disp Date Owner

Vehicle Registration & Titling in ARTS
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4. Once vehicles are added, select VINA/NMVTIS Inquiry or Search NMVTIS in Vehicle Maintenance.
a. VINA/NMVTIS Inquiry brings up two screens
b. If adding a vehicle and the screen pops up automatically and there are two choices and the

pre-populated fields do not match, update the fields to reflect the lowa record.
c. For questions, please contact the County Liaisons or the Dealer section in the County Manual.

VING:. 1C4RJKEGOP8711165 Make Jesp |
Type Multi-purpose Model Grand Cherokee L Summit J
Year 2023 Style UT Color Red
General Summary Ch Bond I Ownership Identfication Odometer Designation Color Damage
Identification
VIN VIN Origin Vehicle #
[CEIEEERIEE | [Menfactrer Assgned || #[12232230 |  FAcetfied
Type Year Make
ot oo ] oims[¥] e © had ]
Description
Model Bxended Model
olGrond Cheree st | [add ] | | [or ]
Color 1 Color 2 Color 3 Custom Paint Description
#Red M | [ | /| \
Atributes
List Price Fuel Type # Cylinders Weight GVWR Square Footage
(37000 | #cesome [ #fc & 5w ]
ADS Capable ADS Level
I B | [~
Odometer Damage Amount
Reading Type Unit New Cumulative
j12 fctual [Kiometers [ ‘

VIN [1C4RJKEGOPB711165 | [1carixEG™P ]

Year 2023 2023

Make Jeep Jeep

Model Grand Cherokee L Summ Grand Cherokee L Summit

Style T [uT |

List Price ($63.700.00 63700 |

Fuel Type (Gasoline Gasoline |

Weight 5.000 5000 -

Y 6001 Vew NMVTIS Resporse. |

| Search NMVTIS | [ Cancel |

4/1/2023
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Adding a Vehicle Using a Similar Vehicle

1. Go to VRT > Manage Vehicle

W Y «F

.
Title and Reg
UC Plates

Vehicle Ownership Maintenance

2. Insert the entire VIN in the Identification # field.

| 1C4RJKEGOP8711165

Additional Qualifiers
Managing County

Paste Color 1

o |

Vehicle Registration & Titling in ARTS
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3. Delete some of the digits of the VIN and uncheck the Exact Match box.
a. If there are no results, continue to take of digit from the end of the VIN and select Search
until similar vehicles appear.

4. Select Search

5. The search displays the Results tab with a list of records.

6. Use the information from the similar vehicle record in ARTS to build the record for the new/used
vehicle.

4/1/2023
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Adding a Customer

1. Customer > Manage Customer

2. Customer tab appears.

3. Select Add Customer

Trar-uilnn|

Vehicle Customer Results
Search By Search Option
+| Customer Information (®) Cument Only
[] Customer List (@)

Customer Information
identfication #[£-] Exact Match  Identification Type

Additional Options
[Jinclude Vehicles ~ RelafionType [ 7] []Counts
L E—

[ | [Dn'\fers License

[~

Last Name [] Exact Match First Name [4] Exact Match Middle Name [/] Exact Match Date of Bith

l ]

| | || M

List Name

o |
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4. Customer Maintenance window appears under the General tab. Select Customer Type.

Customer Name Customer #
Residency Address Customer Type
Identification Defauit Reg Month
General Summary Core Name Address Identfication Contact Characterstic Affliation List Membership MVD License Personal Info
Customer Type Confidence Rating
Individual [ Security Interest Holder | |
Organization @] MddeName (@[] Suffix Dateof Bth ~  Dateof Death
| | | | M | v v
fationind  #| Translteration Ind
Default Reg Month Junisdiction of Record
i vl | v
Residency Address
Address Line 1/ Line 2 City / State Zip / Country County
. | o | | | N v Overi
| | [ra [~ | #lusa v | NotChecked
Mailing Address (optional)
Address Line 1/ Line 2 Ciy / State Zip / Country
* I
14 | #lusa v NotChecked
Identification Contact
Identification Type ~ Identification # State Country A Contact Type Contact Value Preferred A
» ~] [ T |» ] %]
e | [l [l ¥ £ | o4

5. Under Individual enter the following fields (full legal name):
a. Last Name
b. First Name
c. Middle Name
i. Check the box if there is no middle name.

d. Date of Birth

e. Residency Address
i. Address
ii. City/State
iii. Zip/Country
iv. County

4/1/2023 63



8.
9.

If the customer has a mailing address that is different from their residency address (PO Box) fill-in the
necessary fields.

Select Validate Address to make sure the address is correct.

Select Identification Type.

Select SSN.

10. Insert their Social Security Number under Identification #

11. Select Country from dropdown.

12. Select Save.

Customer #
Residency Address Customer Type
Identification Default Reg Month
General Summary Core Name Address Identfication Contact Characteristic Affiliation List Membership MVD License Personal Info
Customer Type Confidence Rating
L A —
Legal Name
Last Name First Name @] MddeName @ Suffix Date of Bith Date of Death
Doe | |Jane | I ¥ | v ™
#»[_] Translteration Ind # ] Transiterationnd ~ ® | Transiteration Ind
Org. Name Default Reg Month Jurisdiction of Record
! ¥ | v
Residency Address
Address Line 1/ Line 2 Cty / State Zip / Courtry County
I * | | | | v] Ove
) v | wusa ~|  NotChecked
Mailing Address (optional)
Address Line 1/ Line 2 City / State Zip / Country
* | * | | |
| | fra [~] wjusa | |NotChecked
Identification Contact
Identification Type  Identification # State Country A Contact Type Contact Value Preferred ~
pssNn [V I 1 | [v %
e [ne] el ™ [ne] | -
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Adding a Customer to a Title and Registration Steps

1. VRT > Title and Reg > Title and Registration

Convert Title
Vehicle Ownership Maintenance 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
Non-Transferable Registration
Print Replacemnent Title
Recreate Title

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

Reprint Registration
Salvage Title

Store Vehicle

Terminate Registration
Update Registration

Void Registration

Void Title

4/1/2023



2. Insert VIN.

3. Select Purchased Date.

4. Select Continue.

Vehicle
Purchased Date  VIN Title #
[h07/2022 || [1GKKNULS3PZ135028 | |

Customers

Owner
Secunty Interest
Lessee
Primary Operator

Dealer Assignments

Assignment ... lowa License # [ Foreign Dealer Ident

Vehicle Registration & Titling in ARTS
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5. If the vehicle does not appear in the Results tab, select Add Vehicle.
6. Complete the fields needed under the Ownership tab.

7. Select Save.

VIN 1GKKNULS3PZ 135028 Make GMC
Type Multi-purpose Model Acadia Sit
T Year 2023 Style  UT Color ]

General Summary Charactedstic Bond  Inspection Ownership  |dentfficaion Odometer Designation Color Damage

Non-Resident Ownership

Effective Date Ownership Document

Iz - T

MCO # Credential # Credertial State  Credential Date
oz | | ] bomz
Dealer License Number Dealer Search

| 8885 Setect lowa Dealeror Select Foreion Dealer
Name Dealer License #  Assignment Date

#{Bshop Ado | | | 1171072022 v [ Search |
Address Line 1 Foreign

#111 Man St | Ll

Address Line 2
|

City State
#/Omaha | »ne

[ I

I VINA/NMVTIS Inquity Search NMVTIS | Remove Cancel I

4/1/2023



8. In the title transfer fill-out the necessary fields.
a. Net Purch Amt
b. New Odom
c. Odom Unit
d. Readingtype

VING  1GKKNULSIP7135008 Location | OVMCS - Primary v
| Vehide 2023GMC Acadia St VehType Multi-purpose Set [ <tiew set> [~]
Application  Vehicle Status Fee Detal Registration Detail Hdﬂemgm Maiing Credts Documents Exceptions
i
Received Date Purchased Date  Style  Weight ListPrice  Color SqFootage  Tracking #
vz v w22z ¥ [ur [ 4300]  $41,300.00[Bue ] | | |
Net Purch Amt ExmtResson: [ [] LestOdom MNewOdom OdomUrit  ReadingType  Damage Over 70 Percent ADS Capable
I 5000 | % ursio] | | | 5| [Mes [v] [actal [v] | 2 |
Hectronic [(JWes00S [JMai To [ |
Customers
OwnershipStatus [ || PreuTitle#(Siate] 1234560 | PrevOwner [Bshop Auto |

Customer ID  ID Type Legal Name  Residency ... DateofBirth Relationship Priority 7

Registration

Exp Date Usage Renewal Pref  Annual Fee  ADS Restricted -

[oct 2023 N [egir  [v] [osta [ [ sen0o R
Reg Interval Tonnage Plate Type Plate #

Avud v Contystd _[v| |Aoresgn | | GetPate | ::I:f:re:l:uﬂeg oaw
S Renswal Clitlornse Registration Fee 546400 $5.00

Assign | [~] EV Reg Fee $0.00 $0.00
Grandfather Eigible S| Fees $0.00
| Print Validation Sticker DWMF@ E;:ﬁ:” £$
BES A

[ Mail Sticker and Reg Receipt Charge Postage for Reg Receipt Sub Total §739.00 §5.00

Ovetpige | | Grand Tota $744.00
| SewchSiApp | | Vadse | PayNow || Paylwer || Hdd || Dey || PitAop | Revet || Cacd |

Vehicle Registration & Titling in ARTS
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9. Select the Relate Customer tab

10. Select Add Owner under Relationship

VING  IGKKNULSIPZ135028

| Vehide 2023 GMC Acadia St VehType  Multi-purpose

Application  Vehicle Status Fee Detal Registration Detail Relate Customers Maiing Credts Documents Exceptions

Relationship
"~ owner Maxi3)

Seo.l';t\f Intemst (Max: 3)

L Lmee(l@xﬂ]

Primary ﬁperntor (Mm(_‘t‘)

4/1/2023
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11. The Customer tab will appear.
12. Complete the Identification # field and select the identification Type.

13. Select Search, the customer will be added.

= Search

g Transaction |Piease select an Owner from the list below
| Customer Results
J Search By Search Option Addttional Options
| Customer Information Cument Only [ include Vehicles Relation Type | I [JCounts
D Customer List Al D e Nors Name Type | I
] Customer Information
identification #[/] Exact Match  Identification Type
484866957 | BT
Last Name [/] Exact Match First Name [/ Exact Match Middle Name [/] Exact Match Date of Bith
| | | | | || v
Organization Name [] Exact Match
| |
Name Type Si Option
| v] () Exclude 51
Addtional Qualfier © Include S
Managing County | 5 O Only s
Culnq'ver List
| | | | |
Add Customer Reset Cancel

Vehicle Registration & Titling in ARTS
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14. The customer has been added.

| VING  1GKKNULSIPZ135008 Location |0VMCS -Primary
Vehidle 2023GMC Acadia St VehType Multi-purpose Set | <hew set>

Application Vehicle Status  Fee Detal Regstration Detail Relate Customers Maiing Credts Documents Exceptions

.../ Customer ID ID Type Legal Name Residency Address Date of Birth
X A v 1|615wwswsaM)}mwnm|mmlmnsmsrmsmmu503151105@11:,'2911960 |

Lessee (Max:2)

Security Interest (Max: 3)

Pri‘nayOperah{M_ax: 2

4/1/2023
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Validating a Transaction

1. VRT > Title and Reg > Title and Registration

UC Plates »

Vehicle Ownership Maintenance 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
Non-Transferable Registration
Print Replacemnent Title
Recreate Title

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

Reprint Registration
Salvage Title

Store Vehicle

Terminate Registration
Update Registration

Void Registration

Void Title

Vehicle Registration & Titling in ARTS
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2. Insert VIN.

3. Select Purchased Date.

4. Select Continue.

Vehicle
Purchased Date VI Tille #
[10772022 [} [1GKKNULS3PZ135028 | |

Customers

Owner

Security Interest
Lessee

Primary Operator

Dealer Assignments

Order Assignment ... Iowa License # /Foreign Dealer Ident
]
2
' 3

5. All the choices for a Title and Registration are at the bottom of the Title and Registration
window/screen.

6. Select Validate.

VING  IGKKNULSIPZ135028 Locabon |0WMCS - Prinary 5]

Vehicle 2023 GMC Acadia St VehType  Multi-purpose Set |<hew set> '~

Application  Vehicle Status  Fee Detal Registration Detail Relate Customers Maiing Credts Documents Exceptions

Vehicle
ReceivedDate PuchasedDate Syl  Weight ListPrice  Color SqFootage  Tracking #

Mmaovazz v w2z v [uT | 4300]  $41.300.00[Bue | ] [ ]

Net Purch Amt ExmiReason: 54 [] LastOdom NewOdom OdomUnit  ReadingType  Damage Over 70 Percent ADS Capable

| s000] | xursto] | J [ 2] [es  [v] [acad  [¥] | B |
Hectronic [JWas005 [JMai To [Bishop. Tonya La Dme 3011 E 8TH ST DES MOINES. A 503161105 ]

Customers

Ownership Status Prev Title # (State) Prev Owner  |Bishop Ato |
... Customer ID D Type Legal Name Residency Address Date of Birth Relationship Priority /

Registration
Exp Date Usage Renewal Pref  Annual Fee  ADS Restii -
Apr 2023 ~|  [Reguiar v] [rostcard | $430.00 B Transaction Fees Fee Penalty
Reg Interval Tonnage Plate Type Plate &
~ CountyStd |~| |AutoAssign | Get Plate Title Fees $25.00 $0.00
s 1¥] | M | | | | et gm0
y Renewal Customer istration Fae $249.00 $12.00
[JDo Not Assign Plate ~ o A
[Bishop, Tonya La Dine [v] EV Reg Fee $0.00 $0.00
Grandfather Bigible Sl Feas $0.00
| Print Validation Sticki Replace Plate Fee Plate Fees 50.00
- = D -~ i Other Fees $0.00
[ Mail Sticker and Reg Receipt Charge Postage for Reg Receipt Sub Total 200 200
[IMai Plste  |Bishop, Tonya La Dine 3011 E 8TH ST DES MOINES, IA 503161105 | Grand Tota 536
| seachsiop | [ Vaidaqy || PayNow | Paylmer || Hid || Dey || Pwtap || Revet || Cocel

4/1/2023

73



7. This transaction Validated with no errors.
a. Depending on the errors, clerks, supervisors, and the DOT can Auto Approve errors.

VING  1GKKNULSIPZ135028 ot
Vehicle 2023 GMC Acadia Sit VehType Multi-purpose Set

Application  Vehicie Status Fee Detal Registration Detal Relate Customers  Maiing  Credts Documents Exceptions
Vehicle

Received Date Purchased Date  Style Weight List Price Color SqFootage  Tracking #

[1702022 v [107202 v [uT [ 4300]  $41,300.00Bue | | |

NetPurchAmt  ExmtReason: 52 [ LastOdom NewOdom OdomUnit  ReadingType  Damage Over70 Percent ADS Capable

( s000] | X umsio| | | [ 2] [whes [¥] [actad Tv] | | . 1

Electronic [Jwas 00S []Mail To fEd'mp Tonya La Dine 3011 E 8TH ST DES MOINES, IA 503161105

Customers
OwnershipStatus | || PrevTitle#(State) 1234560
Customer ID ID Type Residency Address

@J‘mwwmlm]’“lmﬁ' o Transaction validated successfully with no errors.

Reistrati

Exp Date Renewal Pref Ani|
o 525 = === i Lo 1L

Reg Interval Tonnage Plate Type Plate &
Anual v [countystd [v| [Atomsson | | GetPate | Title Fees £25.00 $0.00
R == ' Fee for New Reg $250.00
(] Do Mot Assign Plate 8 Registration Fee $24500  $1200
[Eshap. Tonya La Dine EV Reg Fee $0.00 $0.00
Grandfather Bligible Sl Fees $0.00

Print Validation Sticker [JReplace Plate Fee Plate Fees $0.00
Other Fees $0.00

[ Mail Sticker and Reg Receipt Charge Postage for Reg Receipt S 0000 —
[ Mail Plate |Bﬂ'lop Tonya La Dine 3011 E 8TH ST DES MOINES, IA 503161105 Grand Tota $536.00

| seachSip | [ Vakdag. || PayNow || Paylser | Hdd || Dey || PmtAp | Rever || Cancel
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Accepting Payment for a Transaction

1. VRT > Title and Reg > Title and Registration

UC Plates
Vehicle Ownership Maintenance Cotrected Tille

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
Non-Transferable Registration
Print Replacement Title
Recreate Title

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

Reprint Registration
Salvage Title

Store Vehicle

Terminate Registration
Update Registration

Void Registration

Void Title
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2. Search VIN.
3. Double click on the customer.

4. Under the Application tab, select Pay Now.

VING  IGKKNULSIP7135008 Location [OVMCS - Primary ~
Vehicle 2023 GMC Acadia Sit VehType Multi-purpose Set ITBOGOIM—&SF‘IDD,TmyaLaDhe r!zl

Application  Vehicle Stats  Fee Detal Registration Detal Relate Customers Maiing Credts Documents Exceptions

Received Date Purchased Date  Style Weight List Price Color SqFootage  Tracking #

[1110202 v [1072022 vl [uT | 4300]  $41.300.00[Bue | ] |

NetPurchAmt  ExmtResson: (X [ lastOdom  NewOdom OdomUnit  ReadingType  Damage Over70Percent ADS Capable

I 5000 | x ursio] | | [ 2| |wes [v] [acnal ] | | |

Bectronic [OWas00S [MaiTo |Bm.TonyaLam 3011 E 8TH ST DES MOINES. IA 503161105

Ownership Status Prev Title # (State)  [123456 0 Prev Owner | Bishop Auto

. Customer ID ID Type Legal Name 3 Date of Brth Relationship Priority /

Exp Date Usage
|apr 2023 [v] [Reguer [+
Reg Interval Tonnage Plate Type Plate 3

[colegeur 0]  [MNANA

[ Do Mot Assign Pite Renewal Customer
|Bi§w,vaaLaDhe
Grandfather Bligible
[[] Print Validation Sticker [[] Replace Plate Fee
[[] Mail Sticker and Reg Receipt Charge Postage for Reg Recept
[ Mail Plate IBim Tonya La Dine 3011 E 8TH ST DES MOINES. |A 503161105

| Seachsidop | | vaidse | [ Pey@w || Paylwer || Had || Deny

Vehicle Registration & Titling in ARTS
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5. Payment Manager window will pop up
6. Select Type
7. If paying with a Check, complete Check Number

a. Ifthe check is from someone else, select Add Customer and add that customer in payment
manager

Add Payment Btn
%] | Fines Add Payment
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8. Select Pay

Statement Manager Statement Payment
Statement

[B!i'q:, Tonya La Dine

Cash Drawer

#|OVMCS - Cash Drawer 3

Customer / Payment Detais

Customer Name
» [=! Bishop, Tonya La Dine

9 ... Type
P X | Cash E

Vehicle Registration & Titling in ARTS
MVD Education and Outreach

78



9. The Finalize Transactions window will appear.

10. Select Finalize

Customer
O |mzaa~|cmslt, 1GKKNULS3PZ1... | Bishop, Tonya La Dine

4/1/2023
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11. The Generate Credentials window will appear. This window will display the Registration Receipt and
the Title Credential Number.

12. Select Generate

Generate Credentials - .4
Transaction Detai
Transaction Transaction Info
| Tele And Registration | |2023 GMC Acadia St, 1GKKNULS3PZ135028 |
Location
|OVMCS - Primary |

= | Credential Credential Number

g Tithe OFAAB38393

Finalizing transaction...

13. Once it generates the document, go to the printer to grab your document.
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Finalizing the Transaction

1. Select the + icon next to the customer name.

2. Select Pay.

Statement Manager Statement Payment

Statement
[Bﬁ'np. Tonya La Dine

Cash Drawer

# OVMCS - Cash Drawer 3

Customer / Payment Details

Customer Name
» [=] Bishop, Tonya La Dine

9 ... Type Amount Number

o DB [V s

4/1/2023
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3. The Finalize Transactions window will appear.

4. Select Finalize.

Selected Transaction Customer
O |mzaa~|cmslt,lanm5r21... Bishop, Tonya La Dine

Vehicle Registration & Titling in ARTS
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5. The Generate Credentials window will appear. This window will display the Registration Receipt and
the Title Credential Number.

6. Select Generate.

Generate Credentials - -
Transaction Info
[ [ZIJZBGHC Acadia St. 1GKKNULS3PZ135028 |
Credential Number
OFAAZ3393
Finalizing transaction...
Description Comment
Sy Cancel

7. Once it generates the document, go to the printer to grab your document.
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Group Transactions

14. VRT > Title and Reg > Title and Registration

UC Plates ’ Convert Title

Vehicle Ownership Maintenance Cotrected Tille

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
Non-Transferable Registration
Print Replacement Title
Recreate Title

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

Reprint Registration
Salvage Title

Store Vehicle

Terminate Registration
Update Registration

Void Registration

Void Title

Vehicle Registration & Titling in ARTS
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15. Search VIN.
16. Double click on the customer.

17. Under the Application tab, select Pay Now.

| VNG 1600113713508 Locaion [OVCS - Prmary

Vehicle 2023 GMC Acadia St VehType Multi-purpose Set
Application  Vehicle Stats  Fee Detal Registration Detai  Relate Customers Maiing Credits Documents Exceptions

Received Date Purchased Date  Style \Weight List Price Color SqFootage  Tracking #

| 78060 164 - Bishop, TonyaLa Dine

[11no2022 v [1072022  [vl [uT | 4300]  $41.300.00[Bre | ] [

Exmt Reason: [ | Last Odom New Odom  Odom Unit Reading Type Damage Over 70 Percent ADS Capable

s [ Bume|[ | [ 7] e ] s [V |

Bectronic [OWas00S [MaiTo |EM.TmLam 3011 E 8TH ST DES MOINES. IA 503161105

OwnershipStatus | || PrevTitle#(State)  |1234560 Prev Owner | Bishop Auto

Customer ID ID Type Legal Name Residency Address Date of Brth Relationship Priority /

|1

Validating and ing jon for pay

Exp Date Usage Renewal Pref Annual Fee  ADS Restricted
[apr 2023 v| [Reguar  [v]| [Postcard [H] [ s430.00] v
Reg Interval Tonnage Plate Type Plate #

[Cotegert  [] [MNANA | [TGetPlae |

Renewal Customer

(0o N w2 |Bid\up,TonyaLaDhe
Grandfather Bligible

[[] Print Validation Sticker [[] Replace Plate Fee

[[] Mai Sticker and Reg Receipt Charge Postage for Reg Receipt

[ Mai Plate IBM Tonya La Dine 3011 E 8TH ST DES MOINES. |A 503161105

| SeachSiApp | Vaidate || Pay@w || Poylater

18. Continue the other transactions

a. When all transactions have been paid, go to Payment Manager window hold down ctrl key

and select each one that needs to be grouped to pay out.

19. Select Merge

20. All transactions in that group will be paid out

4/1/2023
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Adding a Security Interest During a T&R

1. VRT > Title and Reg > Title and Registration

UC Plates
Vehicle Ownership Maintenance 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
Non-Transferable Registration
Print Replacemnent Title
Recreate Title

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

Reprint Registration
Salvage Title

Store Vehicle

Terminate Registration
Update Registration

Void Registration

Void Title

Vehicle Registration & Titling in ARTS
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2. Insert VIN.

3. Select Purchased Date.

PurchasedDate  VIN Title #
[0/772022 [] [1GKKkNULS®PZIS0Z8 | [ MCO

Customers

Owner
Secunty Interest
Lessee
Primary Operator

Order Assignment ... lowa License # [Foreign Dealer Ident

4, Select the Relate Customer tab

5. Select Add across from Security Interest
a. lowa allows up to three lien holders per vehicle record

Vehicle 2023 GMC Acadia St VehType  Multi-purpose

Application  Vehicle Status  Fee Detall Regstration Detai Relate Customers Maiing Credts Documents Exceptions

1D Type Legal Name Residency Address Date of Birth
1/615WW8758 (1A) | Drivers License | Bishop, Tonva La Dine | 3011 E 8TH ST DES MOINES LA 503161105 | 10/29/1960 |
Security Interest (Max: 3)
Lessee (Max: 2)
Primary Operator (Max: 2)
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6. Complete the Federal ID Number for them or complete the Name fields.

7. Select Search.

Transaction Please select 2 Securty Interest from the list below

l Customer  Results

Addtional Options

[include Vehicles  Relation Type :] [ Counts

[ include Names

Search By Search Option
1 Customer information Cument Only
[ Customer List Al
Customer Information
Identfication # [ Exact Match  Identification Type
| | [prversicense  [+]

Last Name ] Exact Match

Name Type

[ N

First Name [ Exact Match  Middie Name [ Exact Match Date of Birth

o

Organization Name [_] Exact Match

|Us Bank |
Name Type Sl Option
':E ) Exclude SI
" Addional Qualfier O hclude S|
Managing County [—:J @ Ony i
Customer List
ist Type ou ist N
i | | il
1 | Add Customer

8. ARTS will bring up Security Interest holders.

9. Select the Customer (double click).

Transaction lﬁemsdeda&mtyhuﬁhvmhiﬂbdow

1 Customer Results

Search Filter: Search Option=Current Only; Organization Name=US Bank; SI Option=0Only SI. 57  Records Selected
~
3 Customer = DriversLicense State Legal Name / Confi Residency Address Managing C... Date of8irth SSN USDOT Nu... FEIN
| 4280538 OT... |9918 Hibert 5t Ste 301 San Dieg... I 1952922914
f 5263140 .. | 1133 Rankin St Ste 100 Saint Pa... | 411973763
6493419 . | PO BOX 3427 OSHKOSH WI 54903 | 340841368
6666719 | 526524651

. | 3315 BROADWAY AVE ALBERT ...

Polk

410256895

7261481 5
5389353 | Us Bank NA (Direct Capital) . | 155 Commerce way Portsmouth ...| ' | 020468001
4317389 |Us Bank NA Atin: Receivin . | 155 coMMERCE waY PORTSMO... | _ |+11973763
5481185 | US Bank NA Lien Perfection . |Po Box 3427 Oshkosh Wi 54303 | 1310847368
5463029 | Us Bank na ND .. | 7360 Alexandria Pie Alexandria ...| | 516524651
6130940 | Us Bank National .. | 2615 GRAND AVE AMES A 50010 | ; |073000545
3921839' EUSBHMWMHM UT mEnﬁscurnsnAvehﬂwwloee...' | .4]]]41?350
4007175 | Us Bank National Assodiation |OT... |PO Box 547 Humboldt TA 505480... Humboldt . |310841368
. 5992311/ | Us Bank National Association |OT... |400 CITY CENTER OSHKOSH WI ... : '410255904:\) N
Add Customer Search Reset Cancel

Vehicle Registration & Titling in ARTS
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10. Security Interest should appear for that Title and Registration.

VING  1GKKNULSIPZ135028 Location | OVMCS -Primary
Vehicle 2023 GMC Acadia St VehType  Multi-purpose Set |<hiew set>

Application  Vehicle Status Fee Detal Registration Detal Relate Customers Maling Credits Documents Exceptions

Relationship

(=] Owner (Max: 3)

Buttons  Priority / Customer ID 1D Type Legal Name Residency Address Date of Birth
1615WW8758 (1A) | Drivers License | Bishop, Tonva La Dine | 3011 8TH ST DES MOINES A 503161105 | 10/29/1960

.../ Customer ID IDType LegalName Residency Address Date Received  SIMading Address
1/3810841368 |FEIN | US Bank NA PO BOX 1015 OSHKOSH WI 54503 | 11/10/2022 | PO BOX 1015 , OSHKOSH WI 54903 v |
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Removing a Security Interest During a T&R

1. VRT > Title and Reg > Title and Registration

UC Plates
Vehicle Ownership Maintenance 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
Non-Transferable Registration
Print Replacemnent Title
Recreate Title

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

Reprint Registration
Salvage Title

Store Vehicle

Terminate Registration
Update Registration

Void Registration

Void Title

Vehicle Registration & Titling in ARTS
MVD Education and Outreach



2. Insert VIN.

3. Select Purchased Date.

Purchased Date  VIN Title #
[i0772022 [ [1GKKNULS3PZI35028 | [ MCO

Customers

Owner
Security Interest
Lessee
Primary Operator

Dealer Assignments

Order Assignment ... lowa License # [ Foreign Dealer Ident Foreign

4, Select the Relate Customer tab

5. Hit the X under Security Interest to remove the incorrect lien holder.

vi.&—,,__, TETE p— [m-mm

 Vehicle 2023 GMC Acadia St VehType Multi-purpose Set |<NewSet>

| Application  Vehicle Status Fee Detail Registration Detai Relate Customers Maiing Credts Documents Exceptions

anns Pri... 7 ID IDType LegalName Residency Address Date Received SI Mailing Address
1[3810841368 |FEIN | US Bark NA|POBOX 1015 OSHKOSH WI 54903 | 11/10/2022 [ | PO BOX 1015 , OSHKOSH W 54903 |

[SeachSidop | [ Vadae || Poytow || Paytse ||

4/1/2023
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Applying Registration Credit

1. On the VRT menu, select Title and Reg and then Title and Registration. The Title and Registration
Prequalifier window appears.

VAW Reports PWD  Plate Merge Customer MCS  Inventory Finance Drivers Rep

ELT Customer
Manage Vehicle

Add/Release 5l

Additional Fee for Mew Regi:

Vehicle Ownership 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
lssue Permit
Junking Certificate
Manufacturer Buy Back
MNon-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
Store Vehicle
Terminate Registration

Update Registration
Void Registration
Void Title

'Web Reg Renewal

Vehicle Registration & Titling in ARTS
MVD Education and Outreach 92



2. Inthe Purchase Date field, enter today's date.

Purchased Date ~ WIN Title #

[ M | | | | Meo

I "L
. W) March (b (40 2023 (W)
SM TWTF S

@2 3.4
5 6 7 8 91011
12 .13 14 15 16| 17 18
19 20 21 2273 24 25
26 27 28 29 30 31

1 Today Clear
o \cense # [ Foreign Dealer Ident Faoreign
2 ] J
3 > O
Credits
Transaction Date Vehicle ID # Vehide ID Type
] Plate ~
| Plate =

3. In the Owner - 1 field, enter SSN from the sample data.

4. In the VIN field, enter the VIN from the sample data.

5. In the Credits field, enter the Transaction Date today’s date.
6. In the Credits field, enter the Plate from the sample data.

7. In the Credits field, enter the Disposition as Sold.

8. Click Continue.

oy

Purchased Date VN
[ v
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9. Click the Credits tab. In the window there are vehicle with credit information. If multiple vehicle
credits are available, they can all be applied to the same registration. If vehicle credit was not
added during the prequalifier, it can be added in the window using the Add button.

10. In the Action drop-down menu select Credit. Notice the credit shows as applied in the center of
the window.

11. Click Validate and resolve any errors. Collect payment and generate credentials.

o Trthe Al Eigastration

Vehacle 2008 Ford Tauns SEL Veh Type  Autorobide Set

we  Acon - Tites Plater  PlabeDisp  Disp Dabe Wehi... RegEnd  Credit Summary Credit Summary 2 Select Ovwnership  Previous Refund Tesued
Cx B Jesaamas..  Transfer . 12023 . (S0l .| 2/29/2024) 12Men @ $50.00 = §50.00 || seectowrm | O
!mwm 0 Type Legal Mame Regidency Address Rratonshp  Pricrity
[ | Drtvers Licerse | Crwrr i
| ! ! | -

i

] szzss7 [isa N |
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Title and Registration for a Leased Vehicle
1. Select VRT.

2. Select Title and Reg.

3. Select Title and Registration. The Title and Registration Prequalifier window appears.

VAN Reports PWD  Plate  Merge Customer MCS  Inventory  Finance  Drivers Rep
ELT Customer
Manage Vehicle
Sl Application

Title and Reg Add/Release S|
UCPlates Additional Fee for Mew Registration
Vehicle Ownership Maintenance Cancel Title

Convert Title

Corrected Title

Dispose Plate

Edit Plate

Electronic Title Queue

ERT Cueue

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 Vehicle
Reinstate Registration
Replace Title

Reprint Registration
Salvage Title

Store Vehicle

Terminate Registration

Update Registration
Void Registration
Viid Title

Web Reg Renewal

4. In the Purchase Date field, enter today's date.

5. In the VIN field, enter the VIN.

6. Inthe Owner - 1 field, enter the Bank that holds the lease.
7. In the Lessee - 1 field, enter the SSN from the Customer.

8. Select Continue. The Title and Registration window appears.
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9. Select the Relate Customers tab. Verify the leasing company is in the Owner field, and the
customer information is in the Lessee field. If you did not add the Lessee using the prequalifier,
the Lessee can be added at this time by clicking on the Add button in the Lessee field.

10. Select the Mailing tab. Verify the Title Mailing Instructions designate the leasing company in the
Mail To field, and the Registration Mailing Instructions designate the lessee in the Mail To field.

11. Select Validate and resolve any errors. Collect payment and generate credentials.
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Completing a Title and Registration for a 6 Ton or Greater Vehicle
1. Select VRT.

2. Select Title and Reg.
3. Select Title and Registration. The Title and Registration Prequalifier window appears.

VW Reports PWD  Plate  Merge Customer MCS  Inventory  Finance  Drivers Reg
ELT Customer
Manage Vehicle
Sl Application

Add/Release 5l

UCPlates Additional Fee for New Registration

Vehicle Ownership 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
MNen-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
Store Vehicle

Terminate Registration
Title trat
Update Registration
Void Registration

Void Title

‘Web Reg Renewal
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4. Inthe Purchase Date field, enter today's date.
5. In the VIN field, enter the plate.
6. Inthe Owner - | field, enter the SSN.

7. Select Continue. The Title and Registration window appears.

3172023 |v| | | MCo

Customers

Owner
Securnity Interest
Lessee

Primary Operator

Diealer Assignments

Order Assignment ... Iowa License # [ Foreign Dealer Ident Foreign
L]
2

Credits
Transaction Date Vehide ID # Vehide ID Type Disposition
Flate | raded

Plate |£!| Traded

<]

K]
]

€]
O

<

[£]

| Cortive | ~ Reset | Cancel

8. In the Tonnage field.

9. In the Reg Interval field, enter Semi-Annual.

10. In the Exp Date field, select December 2004 (Annual). Steps 6-8 are the steps unique to title and
registration for a truck greater than six tons. The rest of the transaction can be completed as any

other vehicle.

11. Select Validate and resolve any errors. Collect payment and generate credentials.

Vehicle Registration & Titling in ARTS

MVD Education and Outreach 98



Completing a Title and Registration for a Mobile Home
1. Select VRT.

2. Select Title and Reg.
3. Select Title and Registration. The Title and Registration Prequalifier window appears.

VAN Reports PWD  Plate Merge Customer MCS  Inventory  Finance  Drivers Rep
ELT Customer
Manage Vehicle

Add/Release 5

Additional Fee for Mew Registration
Vehicle Ownership 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 Vehicle

Reinstate Registration

Replace Title

Reprint Registration

Salvage Title

Store Vehicle

Terminate Registration

Update Registration
Void Registration
Void Title

Web Reg Renewal
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4. Inthe Purchase Date field, enter today's date.
5. In the VIN field, enter the plate.
6. Inthe Owner - | field, enter the SSN.

7. Select Continue. The Title and Registration window appears.

172023 v | | MCo

Customers

Owner
Security Interest
Lessee

Primary Operator

Dealer Assignments

Crder Assignment ... Iowa License # [ Foreign Dealer Ident Fareign
’ L1
2

ol
U

AAE

Credits

Transaction Date Vehide ID £ Vehidle ID Type Disposition

Pote | raded =]
Flate |:_: Traded [<]

[E<]

[ Cotiue || Reset || Cancel |

8. In the Usage field, select Special Mobile Home. Notice that most of the fields in the vehicle area
at the top of the Application Tab grey out. Step 6 is the step unique to title and registration for a
mobile home. The rest of the transaction can be completed as any other vehicle with the
exception of the grayed-out fields.

9. Select Validate and resolve any errors. Collect payment and generate credentials.
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Completing a Title and Registration for aTrailer

1. Select VRT.

2. Select Title and Reg.

3. Select Title and Registration. The Title and Registration Prequalifier window appears.

4/1/2023

V48 Reports PWD  Plate  Merge Custorner  MCS  Inventory  Finance  Drivers Rep

ELT Customer
Manage Vehicle
5l Application

Vehicle Ownership Maintenance

Add/Release 5l

Additional Fee for New Registration
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
MNen-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

Store Vehicle

Terminate Registration

Title an

Update Registration

Void Registration
Void Title

Web Reg Renewal
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In the Purchase Date field, enter today's date.
In the Owner - | field, enter the SSN.
Select Continue. The Search window appears with no results.

Select Add Vehicle. The Vehicle Maintenance window appears.

ol Search

Transaction |Select the Purchased Vehicle. Cancelling will bring you back to the Appli

ion Prequalifier.

Vehicle Results
Search Filter: |dentification #=; Exact Match=0n;

0  Records Selected

Vehide # VIN Title-MCO-... Plate #

LastRegD...

Disposition Disp Date Owner

Vehide Type  Year

| Seach || Reset [ Cancel |

Vehicle Maintenance - (Mew:1) i 5
VIN Make
Type Model
Year Style Color
General  Summary Charactenstic Bond  Inspection Ownership Identfication Odometer Designation Color  Damage
Identification
VIN VIN Origin Vehicle #
| B |  OCerfied
Type Year Make
’ 19 ] [~ e
Description
Mode! Extended Model Style
| [ [ad]-] | | | E
Color 1 Color 2 Color 3 Custom Paint Description
| = | B | B | |
Attributes
List Price Fuel Type # Cylinders Weight GVWR Square Footage
| | | [~ | |
ADS Capable ADS Level
| [ [~
Odometer Damage Amount
Reading Type Lnit MNew Cumulative
| | | |
| Search Similar Vehicles | | Search NMVTIS | | Remove || Save || Cancel
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8. In the VIN field, enter NOVIN.
9. Select type in the Type field.

10. In the Year field, enter year.

11. In the Make field, select make.

12. On the Ownership tab, enter the previous owner information.

13. Select Save. Notice that most of the fields in the vehicle area at the top of the Application Tab
grey out. In addition, the VIN at the top is designated as NOVIN. Larger trailers will have a VIN.
The rest of the transaction can be completed as any other vehicle with the exception of the

greyed-out fields.

14. Select Validate and resolve any errors. Collect payment and generate credentials

4/1/2023

Vehicle Maintenance - (New:1) —
VIN NOWIN Make  Aluma Ltd
Type Small Regular Trailer Model
Year 2004 Style Color
General Summary Characteristic Bomd  Imspection Ownership |dentfication Odometer Designation Color  Damaage

ldentification
VIN VIN Crigin Vehicle #
[novIN | MEE |  [OCerified
Type Year Make

’lSmaII Regular Trailer ~ | ¢|ZDD4 ~ | lDii»'—\lun'la Ltd o ladd [ |

Description
Model Extended Model Style
| o [agd ]+ | | | | - |
Colar 1 Color 2 Color 3 Custom Pairt Description

Attributes
List Price Fuel Type # Cylinders Weight GVWR Square Footage
ADS Capable ADS Level
| ~ | | |

|
Cdometer Damage Amount
Reading Type Lnit Mew Cumulative
Search Similar Vehicles Search NMVTIS Remave Save Cancel




Completing a Non-transferable Registration
1. Select VRT.

2. Select Title and Reg.

3. Select Non-Transferable Registration. The Non-Transferable Registration Prequalifier window
appears.

VAW Reports PWD Plate  Merge Custorner  MC5  Inventory  Finance  Drivers

ELT Customer
Manage Vehicle
Sl Application
Title ar Add/Release 51
UCPlates Additional Fee for Mew Registration
Vehicle Ownership Maintenance Cancel Title
Convert Title
Corrected Title
Dispose Plate
Edit Plate
Electronic Title Queue
ERT Cueue
EZ Registration Renewal
In Transit Title/Permit
Insert Plate
Issue Permit
Junking Certificate
Manufacturer Buy Back

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

Store Vehicle

Terminate Registration
Title and Registration
Update Registration

Void Registration

Void Title

Web Reg Renewal
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4. In the Purchase Date field, enter today's date, In the situation where a vehicle is being brought in
from out of state, the Purchase Date field is the date the vehicle was moved to the state.

5. Inthe VIN field, enter a VINA VIN.
6. Inthe Owner - | field, enter the SSN.

7. Select Continue. The Search Vehicle window appears.

Mo g '-. gistratio "Wr" l.--- (=15 m
Vehicle
Purchased Date  VIN Title #
[317/2023 |v| [VINAVIN | | MCO
Customers
1 2 3
Owner 483567304
Security Interest
Lesse
Primary Operator
Credits
Transaction Date Vehicle ID # Vehicle ID Type Dizposition
| Plate v | Traded [v]
E: Plate E Traded E
[ Cortive || Reset || Cancel |

8. This vehicle is not in the system so you must do an Add Vehicle. The Title and Registration

window appears.

o Search

Transaction |Select the Purchased Vehicle. Canceling will bring you back to the Application Prequalifier.

Vehicle Results
Search Filter: |dentification #=YINAVIN; |dentification Type=VIN; Exact Match=0n;

0 Records Selected

Vehide # VIN Tite-MCO-... Plate & LastRegD... Disposition

<

Disp Date

Owner

Vehide Type  Year

Add Vehicle

Search

|| Reset

[ cancel

4/1/2023
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B Search — O =

Transaction |Select the Purchased Vehicle. Cancelling will bring you back to the Application Prequalifier.

Vehicle Results

Vehicle Information
Identification # Identfication Type
#[VINAVIN | vm [~] [ Exact Match

Additional Qualfiers
Managing Courty Wehicle Type Make

B | & | [~[]
Year Calor 1

| B | [~]

| Add Vehicle | Seach || FReset || Cancel |

9. Select Validate and resolve any errors, collect payment and generate credentials. Notice that a
title is not printed during Generate Credentials process.
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Correcting a Title
1. Select VRT.

2. Select Title and Reg.
3. Select Corrected Title. The Corrected Title Prequalifier window appears.

Reports PWD  Plate  Merge Customer MC5  Inventory  Finance  Drivers
ELT Customer
Manage Vehicle
Sl Application

Title and Reg Add/Releaze 5l

UCPlates Additional Fee for Mew Registration
Vehicle Cwnership Maintenance Cancel Title

Convert Title

Corrected Title

Dispose Plate

Edit Plate

Electronic Title Queue
ERT Clueue

EZ Registration Renewal
In Transit Title/Permit
Insert Plate

Issue Permit

Junking Certificate

4. Inthe VIN field, enter the VIN.

5. Select Continue.
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6. The Results tab appears. Select the correct vehicle from the list. The Corrected Title window
appears. For this lab a customer meant to add his or her spouse to the title.

7. On the Relate Customers tab in the Owner field click the Add button. The Search window
appears.

s T =

Viehicle 2003 Ford Taurus SEL VehType Automobile Set [<New Set» b
Fpplication Vehicle Ratus  Fee Detall  Plelste Customers  Mading  Documents  Exceptions:

| Relationship Add ...
=] Owner (Max: 3) | |Add
|Buttons  Pri... ! Customer®D IDType Legal Name Titke Print Name Residency Address Date of Birth

| Securty Interest (Max: 0)
| Lessee (Maxs 2)
| Primary Operator (Max: 2)

EEE

SeachSifn | | Vedae PeyMow | | Paylater ol Dey || i Rever Cancel

8. Enter the customer information.
9. Select Search button. The Results window appears.

10. Select the correct customer for this transaction. The spouse has now been added to the owners
associated with this vehicle.

sl Search = O X

| Transaction ‘Please select an Owner from the list below ‘

Customer Results

Search By Search Option Additional Options
| Customer Information Curmrent Only [include Vehicles Relation Type [counts
[C] Customer List Al

[Jinclude Names Mame Type

Customer Information
Identification #[] Exact Match  Identification Type
| ‘ |Dr|vers License |V|

Last Name [/] Exact Match First Name [] Exact Match  Middle Name [] Exact Match Date of Bitth

| | I ~
Organization Mame [] Exact Match
| |
Name Type 51 Option
O Excude 5
Additional Qualifier ® include 51
Harara G Cenis
Customer List
List Type County List M armne
[ 3 | B | 7]
AddCustomer| | Search || Reset || i
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Completing an EZ Registration Renewal

1. Select VRT.

2. Select Title and Reg.
3. Select EZ Registration Renewal. The EZ Registration Renewal window appears.

Reports PWD  Plate Merge Custorner  MCS5  Inventory  Finance  Drivers Reports

ELT Customer
Manage Vehicle
Sl Application
Title and Reg
UCPlates

Wehicle Ownership Maintenance

4. Inthe Vehicle ID# field enter the plate.

5. Select Continue. The EZ Renewal window appears. One or more vehicles appear in the window.

Add/Release 5l
Additional Fee for New Registration

Cancel Title

Convert Title

Corrected Title

Dispose Plate

Edit Plate

Electronic Title Cueue
ERT Queue

EZ Registration Renewal

In Transit Title/Permit

Vehicle or Customer Search
Vehicle ID # [ ] This Vehicle Only ~ Vehicle 1D Type Wehicle Search
[ | |Plate [
Customer 1D # Customer |0} Type  Customer Search
| | |Dri1.rn.=-_rs License ! o |
Registration Options Customer Relationship
Return Current or All registrations. Return Customers with the
Current are due within the next following Relationship
few months.

[ ] Owner
(®) Due for Renewal []Lesses
Al [ Primary Operataor

[ Cortinve | ~ Reset || cancel |

6. Check the box next to the vehicle and select Continue. Notice the Fee Amount fields become visible
and display the charges for renewal. This includes any late fees and penalties.

7. Select Pay Now.

8. Process the remainder of this transaction normally using cash.

4/1/2023
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Completing a Regular Registration Renewal
1. Select VRT.

2. Select Title and Reg.

3. Select Registration Renewal. The Registration Renewal Prequalifier window appears.

4.

Reports PWD  Plate Merge Customer MCS  Inventery  Finance  Drivers Reports

ELT Customner

Manage Vehicle

Sl Application

Title and Reg

UCPlates

Vehicle Ownership Maintenance

In the Vehicle ID # field, enter the Plate.

Vehicle 1D #

Add/Release 5l
Additional Fee for Mew Registration
Cancel Title

Convert Title

Corrected Title

Dispose Plate

Edit Plate

Electronic Title Queue
ERT Queue

EZ Registration Renewal
In Transit Title/Permit
Insert Plate

|ssue Permit

Junking Certificate
Manufacturer Buy Back
Mon-Transferable Registration

Print Replacement Title
Recreate Title
Refund Yehicle Registration

Registration Renewal

Reinstate Cancelled Title Transaction

Vehicle Registration & Titling in ARTS
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Vehicle 1D Type Wehicle Search

[ | |Plate [~
Customer ID # Customer ID Type  Customer Search
| | |Dr'wersLicense |v|
[ Cortinve | ~ Reset || Cancel |
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5. Select Continue. The Registration Renewal window appears. From this window changes can be made
to the vehicle by selecting the VIN in the upper left corner of the window. Changes can be made to
the customer information by selecting the name in the Customer window.

6. Inthe Current Plate field set the Plate Disposition to Damaged.

7. Select Get Plate. The Get Plate window appears.

8. In the Plate Config Description drop down menu select the County Standard-large 2.
9. Select the Auto Assign # button.

10. Select the 01 (button).

11. Select the Replace Plate Fee to charge for the plate. The damaged county standard plate has now
been exchanged for a new county standard plate as part of the registration renewal.

12. Select Validate and resolve any errors. Collect payment and generate credentials.
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Completing a Regular Registration Renewal (cont.)

1. Select VRT.

2. Select Title and Reg.

3. Select Registration Renewal. The Registration Renewal Prequalifier window appears.

Reports  PWD  Plate  Merge Custorner  MCS  Inventory  Finance  Drivers Reports

ELT Custormer

Manage Vehicle

5l Application

Title and Reg

UCPlates

Yehicle Ownership Maintenance

Add/Release Sl

Additional Fee for New Registration
Cancel Title

Convert Title

Corrected Title

Dispose Plate

Edit Plate

Electronic Title CQueue

ERT Queue

EZ Registration Renewal

In Transit Title/Permit

Insert Plate

lssue Permit

Junking Certificate
Manufacturer Buy Back
Mon-Transferable Registration
Print Replacermnent Title
Recreate Title

Refund Vehicle Registration

Reinstate Cancelled Title Transaction

4. Select Customer Search. The Search window appears.

Vehicle 1D #

Vehicle 1D Type Vehicle Search

Veh
MVD Education and Outreach

[ | |Plate ~]
Customer ID # Customer ID Type  Customer Search
| | |Dﬂ'uersLi:3ense |V|

[ Continue || Reset || Cancel |
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5. Enter the last name of the customer.

6. Select Search.

B8 search — O X

Transaction |Please select a Customer from the list below

Vehicle Customer  Resufts

Search By Search Option Additional Options
/| Customer Information (@) Current Only /] Include Vehicles Relation Type [ Counts
Customer List LAl

Customer Information
Identification #[.] Exact Match  Identification Type

| | |Drivers License | S |

Last Name [/] Exact Match First Name [/] Exact Match Middle Name [/] Exact Match Date of Bith

| | | | | | &

Organization Name [] Exact Match

Name Type 51 Option
| [~] () Exclude 51
Additional Qualfier ® Include S
e Otk 3
Customer List
List Type County List Marmz

Add Vehicle | Seach || Reset |[ Cancel

7. The Results tab appears. Select Managing County label to sort the results by county.

4/1/2023

ol Search - [m| X

Transaction |Piease select a Customerfrom the fist below

Vehicle Customer Results

Search Filter: 1  Records Selected

L

Customer # Drivers License  State Legal Name / Confi Residency Address Managin... [v| Date of 8irth &

e

< >
Vehide = VIN Tile-MCO-... Plate # Last RegM... Disposition Disp Date Relationship  Vehide Type  Year &
|47CFTFL22.., |86AR92319.., 2/28/2022 Owner2 | Travel Trader |
| 3CBURSCI2. .. | B6AATIB3S. .. 8/31/2023 Owmer 1 [ Trudk [
| Farpoan... |86AA73215... 2/28/2024 Owner 1 {Automobile | v
< >
| Add Vehicle | ‘Saarch Reset || Cancel |
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8. Locate your customer and select the customer name. Vehicle information for this customer appears
in the bottom window.

9. Double-click the vehicle number. The registration renewal window appears.

10. Select Validate and resolve any errors. Collect payment and generate credentials.
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Renewing a Large Truck Registration

Large commercial vehicles weighing greater than six tons allow for semi-annual registration. Instead of

registration being based on birth date registration are due in June and December.

1. Select VRT.

2. Select Title

3. Select Registration Renewal. The Registration Renewal Prequalifier window appears.

4/1/2023

and Reg.

Reports PWD  Plate Merge Customer MCS  Inventory  Finance  Drivers Reports

ELT Custorner

Manage Vehicle

Sl Application

Title and Reg

UCPlates

Vehicle Ownership Maintenance

Add/Release 5

Additional Fee for Mew Registration
Cancel Title

Convert Title

Corrected Title

Dispose Plate

Edit Plate

Electronic Title Queue

ERT Cueue

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
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4. In the Vehicle ID # field, enter the Plate from the sample data.

5. Select Continue.

7

Registration Renewal PreCualifier

Vehicle ID &

Vehicle ID Type

fo] ® |

Wehicle Search

| |Plate

= |

Customer [0 Type

Customer Search

Customer ID #

| |Dri'-:ers License

= |

Cancel

6. The Registration Renewal window appears. The customer now has the option of setting up the

renewal intervals and changing the tonnage.

7. Select the Application tab, and in the Exp Date field select December 2004.

8. In the Reg Interval field select Semi-Annual.

9. Inthe Tonnage field increase the weight so that it is 3 tons higher than the current weight.

10. Select Validate and resolve any errors. Collect payment and generate credentials.
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Updating customer information

1. On the Customer menu, select Manage Customer. The Search window appears. This window can be

used to search for customer information using any of the fields listed in the window. The more
detailed the information is that you provide increases the likelihood of a positive match.

WG S Cash Drawer APS  Administration

Manage Customner
Manage Custorner Emergency Contacts

Manage Customer Group

Manage Customer List

2. Enter information in Last Name and First Name fields.

3. Select Search.

Transaction | |

Vehicle Customer Results

Search By Search Option Additional Options
Customer Information {®) Cumrent Only [ Include Vehicles Relation Type | |5 | []Counts
[] Customer List OAl [T include Names Name Type | i |

Customer Information
Identification #[»] Exact Match  Identffication Type

| | |Drivers License |V|
Last Name [»] Exact Match First Name [/] Exact Match Middle Name [/] Exact Match Date of Birth
[ | | || || ™
Organization Mame [#] Exact Match
| |
MName Type 5l Option
| | “ | () Exclude 51
Additional Qualifier ® Include S
Managing Courty | |V| () Only S
Customer List
Lizt Type County Lizt M ame
| B | B | =
| AddVehicle | | Add Customer | [ Seach | Reset | Cancel
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4. The Results tab appears. Select the correct customer name from the list. The Customer Maintenance
window appears.

1. From this screen you can update or modify almost all the information that is available about a
customer.

o search (= l[@]=]
Transaction |
Vehicke Customer Results
Search Filter: 1  Records Selected
Customer # DriversLlicense State Legal Name ¢ Confi Residency Address Managing C... Date ofBirth &
o [Auth |, [Tama |
< >
 Add Vehicle | | Add Customer | e TR [ caneet

5. On the General tab in the Contact field change the Contact Type to Mobile Phone.

Customer Name @ Customer #
Residency Address Customer Type Individual
Identification Drivers License - Default Reg Month 02 - FEB
General Summary Core  Name Address Idertfication Cortact Characledstic Affiliation List Membership MVD License  Personal info
Customer Type Confidence Rating
s T Sensty et Hoer [ v ot
Legal Name
Last Name FrstName @) MddeName @[ Sufix DatecfBith  DalecfDeath
l ] ] [ I [+ i v
#[] Transiteration Ind #[ ] Transiteration nd %[ ] Translteration Ind
Org. Name Defaut Reg Month  dusisdiction of Record
{02 -FeB [~ [ ~|
Residency Address
Address Line 1/ Line 2 City / State Zip / Country County
» | #[cHELSEA | [s22158770 | [rama v Overrice
| | #la [¥] #lusa v
Maiing Address (optional)
Address Line 1/ Line 2 {Cay / State
* *
A
Identification
Identification Type ldentification = State Country A
b ot | W ]
: Ollusa [o]v

Veh

MVD Education and Outreach 118



In the Contact Value field enter 555-1212.

Check on the Preferred button. This indicates the mobile phone as the best way to contact this
person.

In the Address Line 1 / Line 2 fields change the address to 6543 Glenn Ave, Apt #201. Leave the
remaining city, state, zip as is.

Select Save. The customer information has been updated.

Customer Name @ Customer #
Residency Address Customer Type Individual
Identification Drivers License - | Defauit Reg Month 02 - FEB

General Summary Core

Name Address Identification Contact Charactenstic Affiliation List Membership  MVD License Personal Info

Customer Type Confidence Rating
#{Individual | [JSecuty interest Holder [ Authenticated | [] Azmva Reportable
Legal Name
Last Name First Name @[] MddeName (@] Suffix Date of Bith Date of Death
[Fidou | [Lowa | [Sue | I v vl
#_| Transliteration Ind | Transiteration Ind | Trancieration Ind
Org. Name Default Reg Month ~ Jurisdiction of Record
|o2-FeB [~] [ma v]
Residency Address
Address Line 1/ Line 2 Cy / State Zp / Country County -
- | #[CHELSEA | [522158770 | [rama [ Override
|6543 GLENN AVE. APT 201] | #ia | #{Usa ~|  Nakd
Mailing Address (optional)
Address Line 1/ Line 2 Cay / State Zip / Country
o | #| | | |
| | [a (] w{usa |  NetChecked
Identfication Contact
Identification Tvoa Identification = State Country # Contact Type Contact Value Preferred L)
b Drivers Lice | JUSATTV ] | HomePhone I B
55N ¥ | lolusa [ f¥| | HomeFmal ey R I B
| Validate Address Save Cancel

10. Repeat steps 1-4 again with the same customer.

11. Select the Address tab and notice the new residency listed, and the old residency with the locked

icon next to it. This can be used to view address history for the customers.

4/1/2023
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Updating Registration Information

1. Select VRT.

2. Select Title and Reg.

3. Select Update Registration. The Update Registration Prequalifier window appears.
a. This window can be used to search for vehicle registration using customer or vehicle

information.

Vehicle Registration & Titling in ARTS
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VAN Reports PWD Plate Merge Customer MCS  Inventory Finance Drivers F

ELT Customer
Manage Vehicle
Sl Application

UCPlates
Vehicle Ownership Maintenance

Add/Release 5l

Additional Fee for New Registration
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
Meon-Transferable Registration
Print Replacement Title
Recreate Title

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

Replace Title

Reprint Registration

Salvage Title

Store Vehicle

Terminate Registration

Title and Registration

Void Registration
Veid Title

Web Reg Renewal
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4. Enter the VIN in the Vehicle ID # field.

5. Select Continue.

Update Registration PreQualifier o B |||
Vehicle ID # Vehicle 1D Type Wehicle Search
| | |ichide # =
Customer D # Customer ID Type  Customer Search
| | |Dri1.rers License |+
s | o

6. The Results tab appears. Select the correct vehicle from the list. The Update Registration window
appears. From this screen you can update or modify information that is associated with the
registration of the vehicle. For this exercise you have a customer that had plates stolen and need to
have replacement plates.

7. Select the Application tab in the Plate Changes field and change the Plate Disposition to Stolen.
8. Inthe Plate Type field select County Standard.

9. Select Get Plate. The Get Plate window appears.

10. Select Auto Assign # button. Verify that is has assigned a plate number.

11. Select OK.

12. Select Replace Plate Fee to charge for the plate. The new plate field now has a plate assigned. Notice
the $5 charge added to the transaction for the cost of the replacement plate.

13. Select Validate and resolve any errors. Collect payment and generate credentials.
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Updating Registration Information for a Truck

1. Select VRT.

2. Select Title and Reg.

3. Select Update Registration. The Update Registration Prequalifier window appears. This window can
be used to search for vehicle registration using customer or vehicle information.

VAW Reports PWD  Plate

ELT Customer

Manage Vehicle

Sl Appli

Title and Reg

UCPlates

Vehicle Ownership Maintenance

4. Enter the VIN in the Vehicle ID # field.

5. Select Continue.

Vehicle Registration & Titling in ARTS
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Merge Customer  MCS  Inventory  Finance  Drivers

Add/Release S|

Additional Fee for New Registration
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 Vehicle
Reinstate Registration
Replace Title

Reprint Registration

Salvage Title

Store Vehicle

Terminate Registration

Title and Registration

Registration
Void Title

Web Reg Renewal
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Dt R b Prthbier

=] = =]

WVehicle |0 # Vehicle 1D Type Vehicle Search
| | ehide = R |
Customer |0 # Customer |0 Type  Customer Search
| | |Dri'uers License | |
[t [ et ] [ oo

6. The Results tab appears. Select the correct vehicle from the list. The Update Registration window
appears. From this screen you can update or modify information that is associated with the

registration of the vehicle.

7. Select the Application tab in the Registration area. Change the Tonnage. Notice the new fees that

have been calculated for the vehicle.

8. Select Validate and resolve any errors. Collect payment and generate credentials.
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Reprinting Vehicle Documents

Reference: On the Help menu, click Contents. On the Search tab enter Reprint Registration. On the results
select Reprinting a registration.

Sample data: Use a Vehicle from the sample data sheet.

Scenario: The customer in this scenario is disorganized and has lost his title and registration documents. He
needs to have these items reprinted.

STEPS

1. Using the steps outlined in the help, reprint the Registration for the vehicle in the sample data.
2. When the transaction is ready to be paid select Pay Later. This allows the transaction to be grouped
with the charges for replacing the title.

Reference: On the Help menu, click Contents. On the Search tab enter Replace Title. On the results select
Requesting a replacement title.

STEPS

1. Using the steps outlined in the help, reprint the Title for the vehicle in the sample data.

2. When the transaction is ready to be paid select Pay Now. At the payment manager verify that both
the title and registration charges are being included on the same transaction.

3. Complete the remainder of this transaction using the information from the sample data.
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Closing the Cash Drawer

1. Select Cash Drawer.

2. Select Activity Manager.

APS  Administration

Jdanager

Miscellaneous Transaction
Payment Manager
Reports

Void Statement

3. Select the Location drop-down.

4. Select the county assigned to

your workstation.

Ankeny DL Station

Ankeny DL Station =

Statement Inguiry

Cpen Cloze
Audits DL Issuance PC
Central Office Records
Access Manag itar
Cash Drawers Print | Refresh
Description Status Type Balance -
Ankeny DL Station Back ... Open D5 - Retail Transactions £0.00
Ankeny DL Station Cash... |Open DS - Retail Transactions £50.00
Ankeny DL Station Vault 1 |Open DS - Retail Transactions £50.00
Ankeny DL Station Cash... |Open DS - Retail Transactions £50.00
Ankeny DL Station Vault 2 |Open DS - Retail Transactions £267.50
Ankeny DL Station Cash... | Open DS - Retail Transactions £50.00
Ankeny DL Station Vault 3 |Open DS - Retail Transactions £50.00
§2,217.50 ,
Payment Type Current Balance
[ Generate Receipt On Save Fm | | =
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5. Select Current Cash Drawer drop-down.

6. Select the (County) Retail CD (01 or 02).

! Activity Manager

=N Eol =
Cument Cash Drawer
i Statement Inguiry
Location Ankeny DL Station [~]
Balance
Cash Drawer | v | Open Close
Ankeny DL Station Back Office Vault -
Ankeny DL Station Cash Drawer 1
Ankeny DL Station Cash Drawer 10
Access Manag Ankeny DL Station Cash Drawer 11 zditor
Ankeny DL Station Cash Drawer 12 -

Cash Dra Print | Refresh
Wers Ankeny DL Station Cash Drawer 13 !
Description | Ankeny DL Station Cash Drawer 14 v Balance "
Ankeny DL Station Back ... Open DS - Retail Transactions £0.00
Ankeny DL Station Cash... |Open DS - Retail Transactions $50,00
Ankeny DL Station Yault 1 |Open D5 - Retail Transactions £50.00
Ankeny DL Station Cash... |Open DS - Retail Transactions £50.00
Ankeny DL Station Vault 2 |Open D5 - Retail Transactions $267.50
Ankeny DL Station Cash... |Open DS - Retail Transactions £50.00
Ankeny DL Station Vault 3 |Open DS - Retail Transactions £50.00

$2,217.50

Payment Type

Current Balance

[] Generate Receipt On Save
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7. Select the Reconcile/Adjust tab.
8. Select the + to expand the payment.

4/1/2023

oo od

How much cash does your cash drawer contain?

How many checks does your cash drawer contain?

What is the current check balance for your cash drawer?
What is the overall balance for your cash drawer?

To reconcile your drawer, you must compare the actual amount in the drawer to the
stated amount. For this lab we will say that one of the checks in your cash drawer was

accidentally written for a dollar less than the stated amount.

! Activity Manager

Curment Cash Drawer

=)

Statement Inguiry

Location |Ankeny DL Station v|
Balance
Cash Drawer |Ankerw DL Station Cash Drawer 1 Vl Open || Cose | sepon
Access Manager Fund ~ Reconcile/Adjust | Transfer/Sweep Payment Editor
Adjust/Reconcile Options
[] Reconcile ltems (Note: This will reconcile all tems within the drawer)
Load Detail
Payment Type Current Balance Items Amount Mew Balance Reason
[]Generate Receipt On Save | Save Cancel i
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9. Select Adjusted Amount.
10. Select Reason drop-down.
11. Select Customer Under Payment.

12.Select Save.

Curment Cash Drawer
Statement [nguiry

Location |ankeny DL Station [~]
Cash Drawer [Ankeny DL Station Cash Drawer 11 [v] [oseAT[ Gose | :r:n.ou

Access Manager Fund  Reconcile/Adjust  Transfer/Sweep Payment Editor

Adjust/Reconcile Options
[]Reconcile tems (Note: This will reconcile all items within the drawer)

Load Detail
Payment Type  CurrentBalance Items Amount Mew Balance Reason
» [E] Cash §50.00

Mumber
FUNDING | $50.00

Adjusted Amount

County Overage Refund
ment

Manager Override
MEBG - Data Error

[] Generate Receipt On Save
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Sweeping and Closing

The check has been adjusted and the cash drawer will now balance. Now the checks and excess cash
need to be transferred to the back office to be combined with other cash drawer funds and sent to

the bank.

1. Select Transfer/Sweep tab.

2. Select the Target CD radio button.

3. Select Target CD drop-down.

4. Select the Manager or Back Office cash drawer.

5. In the Sweep Options area select the To Minimum radio button.

6. Check the Generate Receipt On Save box at the bottom of the window.
7. Select Save. The ARTS: Sweep Receipt window appears.

8. Select the print icon.

9. Close the window.

10. Select Close, next the Current Cash Drawer drop-down.
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Verifying Plate Inventory

1. Select Inventory.

2. Select Manage Inventory.

Inventory ELELTES
Manage Invent
Manage Orders
Receive Orders

Reconcile Title

3. Select the Location drop-down.

4. Select the county assigned to your computer station.

Drivers Reports

Allamakee - Primary
Allamakee - Spedial Processing
Allamakee Issuance Station
Ames DL Station

Ankeny DL Station

Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
Ankeny DL Station [~] | [~] [pate [~] | [~]
Adams Issuance Stations » peived Date From  Received Date To [ Standard tems
Allamakee - Back Office | [ Special tems I T | | Reset |

Inv Type

Std/Spec Qty On Hand

Inventory Sets

| | Move Inventory
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5. Select Physical Inventory Location drop-down.

6. Select Window |I.

Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
|A||amakee - Primary | ~ | | ~ | |P|abe ~ | | | ~ |
Plate # Wendor Label # A s
Allamakee - Primary Reg Printer LU306 "
| | | | " o I Continue I | Reset |
Primary Storeroom
Allamakee - Primary Title Printer LU307
View Inventory  Adjust / Detail Allamakee - Primary Window 1
Inventory Summary A!!ama!(ee B Pr?mary W?ndow 10
- Primary Window 2 v
Controlling Org/Location Inv CE Inv Type Std/Spec  Qty On Hand
Inventory Sets
~| | Move Inventory

7. Select Inventory Class drop-down.

8. Select Plate.

Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
I llamakee - Primary ‘ w | I llamakee - Primary Window 1 | w | |Plate | V | | | w |
Plate # Vendor Label # Received Date From  Received Date To|Image Units
|| | | | e
Registration
Title
View Inventory  Adjust / Detail Toner
Inventory Summary
Controlling Org/Location Inv Class Inv Type peC n Hand
Inventory Sets

~ | Move Inventory
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9. Select Inventory Type drop-down.

10. Select County Std Lg 1.

11. Select Continue.

[ & meSal
Invertary Search
Location Physical Inventory Location Inventory Class Inventory Type
! llamakee - Primary | R | ! llamakee - Primary Window 1 | w | |Plahe | R | | - |
Plate # Vendor Label # Received Date From  Received Date To [] Standard ttems County Sherifflg 2
v v il 1 County Sheriffsm 1
| | | | | [_Sc=cali=ns County Std lg 1
County Std Ig 2
View Inventory  Adjust / Detai County Std sm 1
Dealer Haul and Tow g 1
TELEY SOy Dezler Haul and Tow sm 1
Controlling Org/Location Inv Class Inv Type Std/Spec Oty On Hand

Invertory Sets

[~] [Move inventory
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This displays a list of all of the Large County Standard plates series that are currently assigned to the

window. If there are one or more series of plates listed, double-click them to see a detailed list of every
plate in that series. This list must be matched to the physical inventory on hand to ensure they match. If

they match, move on to title stock verification.
1. Select Inventory Summary.

2. Double-click the first series of plates in the list.

Allamakee - Primary, Allamakee - Primary Window 1

Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
‘.&Ilamakee - Primary | ~ ‘ |Nlamakee - Primary Window 1 ‘ w | |Plate | ~ | |Couﬂty Stdlg 1 | ~ |
Plate # Vendor Label # Received Date From  Received Date To |1 Standard kems
- < B oo =
View Inventory  Adjust / Detail
Inventory Summary Allamakee - Primary
Controlling Org/Location Inv Class Inv Type StdfSpec  Qty On Hand
Allamakee - Primary Plate County 5td g 1 |sui | 1
Inventary Sets for County Std g 1
LotID Wendor Label # Location Beg # End # Qty (ea)

JR6993 JR7092

| ¥ | Move Invertary

3. CDOI, select the first plate in the series.

4. CDO02, select the last plate in the series.

Inventory Search
Location Physical Inventory Location Invertory Class Inventory Type
|N|amakee - Primary ! ~ | |.l\||amakea - Primary Window 1 ! ~ | ‘Plabe 1 ~ | ‘Cuunty Stdlg 1 ! ~ ‘
Plate # Vendor Label # Received Date From  Received Date To [~] Standard tems
| ‘ | | | :i\ | [\i\ [ Special tems Continue |7R355t7|
View Inventory  Adjust / Detail
Inventory Class and Type  County Std Ig 1- Plate Location Allamakee - Primary - Allamakee -
Vendor Label # Begin and End Plate # JRE993 - JR7092
SetID 1010387 Lot ID 1149481
Plate Sequence # FPlate # County
90| R7082 Allamakee
91| R7033 Allamakee
92| R7084 Allamakee
93| R7085 Allamakee
94| R7086 Allamakee
95| R7087 Allamakee
96| R7088 Allamakee
97| R7089 Allamakee
98| R7090 Allamakee
99| JR709L Allamakee
100|JR7092 Allamakee
[ Sum = 11
it s wow || o
 Cancel
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5. Select Adjust Reason drop-down list.

6. Select Missing.

: o= )
Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
I lamakee - Primary |V| I llamakee - Primary Window 1 |V| |Plahe |V| |Count§-I Stdlg 1 |V|
Plate # Vendor Label # Received Date From R i Date To [~ Standard ttems
| | | | [ Special tems [[contie || Reset |
View Inventory  Adjust / Detail
Inventory Class and Type  County Std Ig 1 - Plate Location .F_\Ilamakg_e_ - I_’rima_ry - Allamakee -
Vendor Label # Begin and End Plate # JRE593 - JRT092
Set ID 1010387 Let ID 1143481
Plate Sequence # Flate # County
90 JR7082 Allamakee
91| R7083 Allamakee
92| R7034 Allamakee
93| JR7085 Allamakee
94| JR7086 Allamakee
95| R7087 Allamakee
96| JR7038 Allamakee
97| R7089 Allamakee
93| JR7090 Allamakee
99| JR7091 Allamakee
100|JR7092 Allamakee
Sum = 11
Adjust Reason [~][ Adus ] [V] [ Move || s |
Void
Returned To Vendor
Destroyed
Missing
Damaged
Used Stock
7. Select Adjust.
== &=
Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
|AJ\amalmE - Primary | ~ | |A||amakee - Primary Window 1 | ~ | |P|ahe ‘ e ‘ |County' Stdlg 1 | ~ |

Plate & Vendor Label # Recsived Date From  Received Date To [] Standard tems
| | | | | | ™ Dispoca tems
View Inventory Adjust / Detail
Inventory Class and Type  County Stdlg 1- Plate Location .Ellamakg_e_ - ana_ry - Allamakee -
Vendor Label # Begin and End Plate # JR6393 - JR7092
Set ID 1010387 Lot ID 1145481
Plate Sequence # Plate # County
90 JR7082 Allamakee
91| R7083 Allamakee
92| R7034 Allamakee
93| R7085 Allamakee
94| JR7086 Allamakee
95| R7087 Allamakee
96| JR7083 Allamakee
97| IR7089 Allamakee
93| JR7090 Allamakee
99 R7091 Allamakee
100 JR7092 Allamakee
I Sum = 11
Adiust Reason  [fiesing [~ [ At || [ [ meve | [ st ]

The message "The Adjust completed successfully” appears. Notice that the plate number you marked as

missing has been removed from the list.
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Discretionary Edits

Discretionary edits must be resolved to complete the transaction. Their purpose is to ensure that
complete, accurate, and valid information is being entered with each transaction.

1.

10.

11.

12.

13.

14.

15.

16.

Execute a standard title and registration transaction using the customer from another county and
a vehicle from the sample data.

Select Validate.

Resolve any standard errors you may have - do not auto approve any discretionary edits.
Select Validate button again. The Error Worksheet appears for discretionary edits.
Select the DE# to highlight the row.

In the Error Worksheet, select Process Selected. The Override Request window appears.
On the Override Request window, select Send To Queue

In the Send to Queue window double-click the Manager Queue.

Verify the queue has been added to the list and select Continue.

Because the customer is at the window waiting, verify that the due date in the Override
Request window is set to today, and the priority is set to Urgent.

Select Send Request.

Inform the instructor that you have sent an override request that needs to be approved. Notice
in the Error Worksheet window that the status has changed to Request Issued.

When the instructor informs you that your request has been processed, click the Refresh
Tags button at the bottom of the Error Worksheet window. The status has been changed
to Approved.

Close the Error Worksheet window.

On the Title and registration window, select Validate. This returns a message that says
"Transaction validated successfully with no errors.

Collect payment and generate credentials.
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Recreating a Title
Customers can bring in an lowa title that may not exist in VRT. Typically, this is due to the title being so
old it was purged from the system. When this occurs, the title needs to be recreated in VRT so there is a
record of ownership and subsequently can have transactions placed using that vehicle.

1. Select VRT.

2. Select Title and Reg.

3. Select Recreate Title. The Recreate Title Prequalifier window appears.

Reports  PWD  Plate Merge Customer  MCS  Inventory  Finance  Drivers Reports

ELT Custorner
Manage Vehicle
Sl Application
Title and Reg Add/Release Sl
UCPlates Additional Fee for New Registration
Vehicle Ownership Maintenance Cancel Title
Convert Title
Corrected Title
Dispose Plate
Edit Plate
Electronic Title Queue
ERT Queue
EZ Registration Renewal
In Transit Title/Perrmit
Insert Plate

lssue Permit

Junking Certificate
Manufacturer Buy Back
Mon-Transferable Registration

Print Replacement Title
Recreate Title

Refund Vehicle Registration
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4. Enter the VIN in the Vehicle ID # field.

[+

Rt Tl Prequalifier Ii“ =l _”i_ﬁl |

Wehicle
Purchased Date WIN Title &

| | MCco

Customers

Crwner

Security Interest
Leszee

Primary Operator

Continue Reset Cancel

5. Select Continue. The Results tab appears. There is nothing on the list because the vehicle is not in
the system.

6. Select Add Vehicle. The Vehicle Maintenance window appears.

7. Add the vehicle information from the sample data and click Save. The Recreate Title window
appears.

%o

On the Application tab in the Title Number field enter the title number from the original title.
9. Inthe Title Type field enter the title number from the original title.

10. In the Issue Date field enter the issue date from the original title.

11.In the Start and End fields enter the registration dates from the original registration.

12.In the Usage field enter the usage from the original registration.

13.In the Reg Interval field enter the value from the original registration.

14. On the Relate Customers tab in the Owner field click the Add button and enter the name from
the original title. This completes the information required to recreate the title in VRT.

15. Select Commit.
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Title Snapshot (default lienholder)

When a security interest was not converted into the new system, it contains a placeholder labeled.
Default Lienholder I. In this situation, before the security interest can be released you must verify that
the default lien holder is holding the place of the security interest that actually exists on the title. This
can be done using the Title Snapshot.

1. Perform a standard title and registration for this vehicle. Notice that this vehicle still has a
security interest listed that must be resolved. The name of the security interest holder is default
lien holder I. This can be cancelled the same way known security interest holders are cancelled,
but you must first verify the names.

2. Select Reports.

3. Select Title Reports. The Title Reports window appears.

VRT PWD  Plate Merge Customer

Audit Reports

Bureau of Investigation Reports
Customer Reports

Finance Reports

Inventory Reports
Management Reports

MCS Reports

Merge Customer Reports

Mew Veterans

NMVTIS
Parking Ticket Reports

Plate Reports
Title F:.Epl::r‘tE.
Vehicle Reports
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4. Select Title Snapshot.

Title Reports

[ Title Snapshot

5. Enter the Title Number from the Vehicle Status tab on the Title and Registration window and

select Search.
a. The Title Snapshot is displayed. The security interest on this screen needs to match the

security interest listed on the title being used for the Title and Registration transaction.

Title Reports
e Title Snapshot

Title Snapshot

Title #

I |

[(Title Sna p=hot

Penalty: Title 18, United States Code, section 2721
pertains, including an award of the greater of actua
order. Anyone reguesting the disclosure of parsona
criminal prosecution.
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Title Snapshot

Issuing Co.

Tama

Tama

Make:
Fuel Type:
ADS Capable:

Cumulative Damage:

Ryan Lee

T 15 Managing Co.
A Wa8G166378

Type: Automobile Year: 2008

Cyl: -] Color: White

LP: $24,000 GVWR:

Odometer: 124,941 Miles Actual

Cwner(s)

Next Fee: Mext ¥R:

Regular
Electronic: No
ERT: No
Valid Mo. DH20502201701 Designation:
Issue Dt:  08/26/2016 F DH205
Model: Taurus SEL Style: 4D
Gasoline Weight: 3700 Sqg.Ft. RM: 2
Updated: 08/26/2016
Fas Peanalty
Title Fees £25.00 £0.00
Fee for New Registration uTD1
Registration Fees $49.00 $0.00
Si Fees $0.00
Plate Fees $2.00
Other Fees $0.00
Totals $76.00 $0.00

Prev Title: 86AA25354 IA
Tracking #:

1st Security Interest

If there are NO Security Interests "X" here: lzl

Date:

Held By: No:

Address:

Cancellation of 1st Security Interest

Date: No:
Cate:

Holder: CO Treas

By: By:

2nd Security Interest

Date:

Held By: No

Address:

Cancellation of 2nd Security Interest

Date: No:
Date:

Holder: CO Treas

By: By:

3rd Security Interest

Date:

Held By: No:

Address:

Cancellation of 2rd Sacurity Interast

Cate: Mo

6. Close the Title Reports window.

7. Cancel the Default Lienholder 1 on the Title and Registration transaction.

8. Select Validate and resolve any errors. Collect payment and generate credentials.
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Issuing a Salvage Title

When a vehicle is excessively damaged it requires a salvage title.

1. Onthe VRT menu, select Title and Reg and then Salvage Title. The Salvage Title Prequalifier window

appears.

VAW Reports PWD  Plate Merge Cust MCS | vy Finance Drivers Reports
ELT Customer
Manage Vehicle
Sl Applicati

Add/Release 5l

Additional Fee for Mew Registration
Vehicle Ownership 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

MNon-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

Store Vehicle
Terminate Registration
Title and Registration
Update Registration
Void Registration

Void Title

Web Reg Renewal

2. Inthe Purchased Date field, enter today's date.
3. Inthe VIN field, enter the VIN from the sample data.
4. Inthe Owner - | field, enter the FEIN from the sample data.

5. Click Continue.
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Wehicle

| | MCO

Security Interest
Leszes
Primary Operator

Desler Assignments

Order Assignment ... Iowa License # [/ Foreign Dealer Ident Foreign
v O
2

6. The Salvage window appears. On the Application tab in the Received Date field Purchased Date field
enter today's date.

7. Inthe New Odom field enter the odometer reading from the sample data.
8. On the Documents tab click the Add button.

9. Onthe new line that was added, in the Documentation Description field select. Damage Disclosure
Statement.

10. Click Validate and resolve any errors. Collect payment and generate credentials. The the salvage title
has been issued.
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Issuing a Junking Certificate

If a vehicle has reached the end of its life and is taken to a junk yard or dismantled for parts, it must have a
junking certificate issued. Issuing this certificate allows the record to be effectively closed in the system for
tracking purposes.

1. Select VRT.
2. Select Title and Reg.

3. Select Junking certificate. The Junking Certificate Prequalifier window appears.

t Reports PWD  Plate Merge Custorner MCS  Inventory  Finance  Drivers Reports
ELT Custormner
Manage Vehicle
Sl Application

Title and Reg Add/Release 5l
UCPlates Additional Fee for Mew Registration

Vehicle Ownership Maintenance Cancel Title

Convert Title
Corrected Title
Dispose Plate

Edit Plate

Electronic Title Queue
ERT Cueue

EZ Registration Renewal
In Transit Title/Permit
Insert Plate

Issue Permit

Junking Certificate

Manufacturer Buy Back
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4. Inthe Purchased Date field, enter today's date.
5. Inthe VIN field, enter the VIN.
6. Inthe Owner - | field, enter the Bank.

7. Select Continue.

Wehicle

Purchased Date  WVIN Title #

[ | || Mco
Customers

1 2

Owner
Security Interest

Lesses

Primary O perator

8. The Junking Certificate window appears. On the Application tab in the Received Date field Purchased
Date field enter today's date.

i .
& liking Cestilicate F=HICH & -5
VING: L [arkery DL Staton ]
Vehichs 2008 Ford Taurus SEL VehTyps  Automobile Set [ttere 50t Iv]
Pophcation  \ehice Stabus  Relabe Customens Malng Documents Exceplions

Viehicle
Recenved Date Purchased Dale  Style eight List Price Color SqFectape  Tracking 2
Bovaz W faven e [ wmo] saoocofwns [ ] | ]
Het Purch Ami ExmtPeagon: & 7] LesiDdom  MewOdom  Odom Unit Reading Type ADS Capable
U] [ 12e4] | = |
Blactnonic OwWes 005  [JMsiTo L - - |
Cushomers:
Crwmarship Stz U] Prev Tise £ (Sute) [ BRAATIZNS IA) | ProvOvmer  |Ricout. Laurs Sue |
[, Costomerm  DTye Legal Mame Resdency Address  DateofBem Relstonship Priseny - |
[emstmf: Peralty
Tithe Faas 50,00 5000
Fae fr New Fleg 50.00
EV Rieg Fee S0.00 5000
S Fees 50,00
Prae Fees 0,00
Oither Fees 50,00
Sub Total 50.00 50:00
Grand Tots 0,00
| SeachSlde | | Weldte || Commt Polde | td || Dey | PetAe | Revet || Coce
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9. Select the Documents tab.

10. Select the Add button.

VIN Location | Ankeny DL Station I~
Vehicle 2008 Ford Taurus SEL VehType  Automatile Set  |miewser> !
Apgication  Vehicle Siatus  Relate Customers  Maling Documents | Exceptions
QOpen Documentation Desoription Document Reference Comment
|00 [6A11 | 3unking Certification &=
SeamnSine || Vadate || Comm | Palee | Hid || pew || Pesep || Revet || concsl |

11. On the new line that was added, in the Documentation Description field select Damage Disclosure
Statement.

a. Even though there was no damage since the salvage title was issued a damaged disclosure
statement must still be completed.

VNS IFAME Localion |arkeny DL Staton Bz

Vehicle 2008 Ford Taurus SEL VehType  Autcrnobele Set | ahiew Set> =]

Open Documentation Descripson Document Reference & Comment

=]

S | | Vo | [ oot | (R [ || o || e || et || G |
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12. Select Commit. Collect payment and generate credentials.

VINGD 1Ak
Vehicle 2008 Ford Tauns SEL VehType Automobde

Open Doaumentation Description Document Reference & Comment

]| FEEET | aurbong Certicatin
B | FiGees | vwnership Doaument
0| e

Dadosure Stabement

Vehicle Registration & Titling in ARTS
MVD Education and Outreach 146



Adding and Releasing a Security Interest

There are different ways to add and remove a security interest from a vehicle, but these methods are all
smaller pieces of another transaction. In some cases, the only transaction that needs to take place is the
adding or removing of the SI. In these situations, the Add/Release SJ is used.

Reference: On the Help menu, click Contents. On the Search tab enter Security Interest. On the results
select Adding a security interest to a vehicle.

Sample data: Use a Vehicle and Bank from the sample data sheet

STEP: Add a security interest to the vehicle in the sample data.

Reference: On the Help menu, click Contents. On the Search tab enter Security Interest. On the results
select Releasing a security interest to a vehicle.

Sample data: Use the sample data to complete this lab.

STEP: Release the security interest on the vehicle in the sample data.
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Dealer Inquiry

Contained in the dealer inquiry are tools that allow you to calculate fees and estimate costs. These tools are
designed to speed up your time spent estimating costs for customers.

1. Select Tools.

2. Select Dealer Inquiry. The Dealer Inquiry window appears.

Window Help

Fast Path Ctrl+F
Change Password / Contact Info
Alerts

Bureau of Investigation
Conference Reg. Administration

Correspondence 3
Dealer Inquiry

Drinking Driver School
Driver Improvement
Drivers Ed

Electronic Liens and Titles

Exception Case Management
Finalize Transacticn
o

Infraction Mapping
MMVTIS Vehicle Inguiry

Password Reset Registration
PinPad
Print Manager
Profiles
Special Processing
SR22
Systern Access Request
Treatment Evaluation School
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3. Select Weight and List Price Calculator.
4. Enter year.
5. Enter make.

6. Enter model.

N

Select Calculate.

Dealer I i
SEA L Weight and List Price Calculator

[C1Credit Calculator

Rate Criteria ¥

Rates apply te autes and multi-purpoese vehicles, plus trucks that are 2010 and newer with

[C1Fee Estimater

I Truck Rate Calculator weight <= 10,000
DVEhiC|E Inquiry Enter either a VIN or Year/Make/Model
DWeight and List Price
Calculator rIN |
Year
[2002 |
Make Model

[Ford V|

Calculate

8. Select the + for the appropriate vehicle in the search results.

‘Weight and List Price Calculator

VIN/VIN Prefic [ year | make | model |  styie ] Vehicle Type Cylinders Weight ListPrice Rating Source

= 1FaFP13p=2 2002 Ford/FORD Escort/ESC so Automobile 4 2500 14000 RB Tru
Years AnnualFee

lo-7 |s150.00

-5 115.00

io-11 80.00

12+ 50.00
2FAFP13P*2 2002 Ford/FORD Escort/ESC so Automobile 4 2500 14000 RE R
3FAFP13PE2 2002 Ford/FORD Escort/ESC so Automobile 4 2500 14000 RrB T
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9. Select Vehicle Inquiry.
10. In the Identification # field enter the plate number.
11. In the Identification Type field enter VIN.

12. Select Search.

Dealer Tnqui
i Vehicle Inquiry

Clecredit caloulatar

. Search
[ IFee Estimator :
Search by Vehicle
(1Truck Rate Calculator
Vehicle
DVEhld& Inguiry Identification # Identification Type
- . . VIN hd
[ Iweight and List Price
Calculator
Search
Vehicle Inquiry
Help
e
o st st vt
Vehicle
in scamrzawesc1cezr Type S
Vehicle 2008 Ford Taurus SEL 4D Colors White
Weight 3700 GVWR
Cylinders 6 List Price $24,000.00
Odometer 124341 Miles - Actual Cuml. Damage
Sq. Footage ADS Capable
Designations
i
Title Number BEAAT3215 Title Type Regular
Title Status o Status since orzerz01e
Security Interests Exists Mo Electronic No
Plate
Plate # DH20S. Plate Type County Std
Assignment Date 3/19/2018 Personalized Yes
Lesued Date shs/z018 Due for Replacement on Renewal Date o
Registration
sage PlateType StickerNumber
S iraeas PN e . Recuar s e gzt
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13. Select Credit Calculator.

14. In the Sale Date field enter today's date in xx/xx/xxx format.
15. In the Registration End Date field, enter the end date.

16. In the Annual Registration Fee field, enter the annual fee.

17. Select Calculate.

Dealer Inquiry
Credit Calculator

[lcredit Calculator

[ |Fee Estimator

Credit Criteria

Codivnck Raie Calciilaior Sale Date Registration End Date

|03/17/2023 | |02/29/2024

Cvehicle Inquiry

Annual Registration Fee

[ Iweight and List Price 50.00 |
Calculator Results
Credited Months Estimated Credit

Calculate

Credit Calculator

Credit Criteria

Sale Date Registration End Date

|D3/17/2023 | lo2/29/2024

Annual Registration Fee
|50.00 |

Results
Credited Months Estimated Credit

|_. | i

Calculate
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Reserving a Personalized Plate

Customers can now reserve custom plate text for 30-days using VRT.

1. Select Plate.

2. Select Reserve Plate. The Plate Prequalifier window appears.

Merge Customer MCS  Inventory |

Approve Order

Customer Managed Plate
Gift Certificate
Order Only Plate
Reserve Plate

Sample Plate

Special Order
Void Gift Certificate

3. Inthe Identification # field, enter the SSN.

4. Select Continue.

Vehicle Registration & Titling in ARTS
MVD Education and Outreach

 Prequalifier | B[]
Prequalification Critera
Customer ID # Customer ID Type  Customer Search
| Drivers License e
Continue Reset Cancel
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5. The Reserve Plate window appears. In the Personalized Text field, enter personalized plate
characters.

6. Inthe Comment field, enter the meaning of the personalized characters.

7. Select Save. The personalized plate has now been reserved for 30-days for this customer.

Reserve Plate E@”El

Transaction Type Reserve Plate Transaction Date  3/17/2023
Customer Name Customer #
Residency Address } Customer Id

Application Data

Personalized Text Request
Personalized Text  Comment

]
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Changing Your Password

1. Select Tools menu.

2. Select Change Password. The Change Password window appears.

Window Help

Fast Path Ctrl+F
Change Password / Contact Info
Alerts

Bureau of Investigation

Conference Reg. Administration
Correspondence k
Dealer Inquiry

Drinking Driver School

Driver Improverment

Drivers Ed

Electronic Liens and Titles
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3. Next to Old Password, enter your current password.
4. Next to New Password, enter a new password.
5. Next to Confirm New Password, enter the new password again to confirm it.

6. Select OK.

Change Password >

Password Policy

Passwords must be changed every 60.00 days.
At least 1.00 day(s) must elapse between changes.
Passwords must be at least 8 characters long.
You cannot reuse any of the last 24 passwords.
Passwords must contain any three of the following
four groups of characters:
Uppercase characters of European languages
Lowercase characters of European languages
Base 10 digit= (0 through 3)
Nonalphanumerics: @5 ™ —+="\)0:"<.. 3

Username: |Iriduut|

Old Password: |

MNew Password: |

Confirm New Password: |

[ ok | Ccancel
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Logging In

VRT is a secure application that requires each agent to have a unique username and password to login to the
system.

1. Double-click the VPN icon on the computer desktop.

2. Double-click the ARTS Console icon on the computer desktop.

ARTS Console - Production
,ﬂ,pp

3. Enter your username and password.

4. Select Login. The ARTS Console appears.

ARTS Conscle (Production) Legin o

- .:ﬁ E:E !:IE N

Enter a Usemame and Password to access the system.

Usemame: ||

Password: |

Did you have trouble logging in? Check the following:
e Isthe caps lock turned on?
e Tum off and try again.
Is the num lock turned off?
e Turnon and try again.
e Did you capitalize the capital letters
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Locking the Console

It is important to maintain security when using VRT. If you leave your computer for any length of time you
must lock the console to prevent unauthorized use

1. Select Console.

2. Select Lock Console.

View Work Management WRT Reports

3. Enter your username and password.

4. Select Login.

ARTS Conscle (Pre-Prod]) Login ot

- RCHON

TECHMOLOGIET IHE

The application is locked by Laura Ridout. To restore, login,
otherwise click Cancelto close the application.

Usemame: |Ir'rdnut

Password: ||

Note that the console locks itself automatically if it has been inactive for more than 15 minutes. This does
not affect other applications on your desktop.
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Logging Out
At the end of the day, log out of the system.

1. Inthe ARTS Console, close all open windows.
2. Select Console.

3. Select Exit. The console closes.

View Work Management
@ Lock Console
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Restocking Plate Inventory

Restocking plates begins with you getting plates from the storeroom and bringing them to your window.
Once there, those plates must be checked into the system so that VRT has the proper plate sequence in
place.

1. Select Inventory.

2. Select Manage Inventory.

Finance Drivers Reports

Manage Inventory
Manage Orders

Receive Orders

Reconcile Title

3. Onthe Location drop down list, select the county assigned to your workstation.

Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
Ankeny DL Station [~] | [v| |pate ~] |
Clay - Primary » peived Date From  Received Date To [+] Standard tems
Clay - Spedal Processing - Conti
Clay Issuance Station . | W I I | Reset

Clayton - Back Office
Clayton - Primary
Clayton - Special Processing

Clayton Issuance Station b4
[Contralling Org/Location Trv Class Inv Type StdfSpec  Qty On Hand
Inventory Sets

|V| | Move Invertory
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4. Select Physical Inventory Location drop-down.

5. Select Storeroom.

Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
|Cla\-'—Primar\-I |V| |v| |Plabe v| | |v|
Plate # Wendor Label # 5
Clay - Primary Reg Printer LU118 "
Clay - Primary Storeroom
Clay - Primary Title Printer LU117
View Invertory  Adjust / Detail Clay - Primary Window 1
Clary - R Plate
Inventory Summary ay -Replace Pla
Controlling Org/Location Inv Class v Type Std/Spec  Qty On Hand
Inventory Sets

|V| | Move Inventory

6. Select Inventory Class drop-down, select Plate.

o) |
Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
|C|a\-'—Primar\-I |V| | |V| Flate |V| | |V|
Plate # Vendor Label # Received Date From  Received Date To|Image Units
| | | | | | - Reset
Registration
Title
View Invertory  Adjust / Detail Toner
Inventory Summary
Controlling Org/Location Inv Class Inv Type pec n Hand
Inventory Sets

|V| | Move Inventory
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7. Select Inventory Type drop-down, select County Standard, large, 1.

= e =
Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
|Clay - Primary | ~ | | ‘ v | |P\abe | ~ | ‘ v |
Plate # Vendor Label # Received Date From  Received Date To [ Standard kems Amateur Radio sm 1
v v| [ Special tems Apportioned Annual, large, 1
| | ‘ | | | Apportioned Permanent, large, 1
Bladkoutlg 2
View Inventory  Adjust / Detail Blackoutsm 1
5 Breast CAlg 2
vent o Co Breast CAsm 1
Controlling Org/Location Inv Class Inv Type Std/Spec EN
Inventory Sets

[~] | Move Inventory

8. Select Continue.

Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
|Polk—Primary ‘V| |Po|k—PrimarySborE Room |V| |P|ate |V| |Blad<outlgz |V|
Plate # Vendor Label # Received Date From  Received Date To [ Standard tems

| | | | | [ JEeeton

View Inventory  Adjust / Detail

Inventory Summary Polk - Primary
Controlling Org/fLocation Inv Class Inv Type StdfSpec  Qty On Hand

|pate s | 7

Inventory Sets
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Restocking Plate Inventory (cont.)

1. Alist of all of the Large County Standard plates series that are currently available in the storeroom

appears. Now take a series of plates from the storeroom and move it to your window.

2. On the Inventory Sets window, double-click the series of plates you just added from the storeroom

3. Select the first plate in the series. Holding down the Ctr! key, select the second and third plates in the

series.

Inventory Search

View Inventory  Adjust / Detail

Invertory Summary Polk - Primary

[ Special tems

Location Physical Inventory Location Invertory Class Inventory Type
‘Pulk ~Primary | ~ | |Pu\k - Primary Store Room ‘ w ‘ ‘Plate | - | |E|ackout Ig2 | V |
Plate # Vendor Label # Received Date From  Received Date To [ Standard ftems

[Cortre ][ Reset |

Controlling Org/Location Inv Class Inv Type StdfSpec  Qty On Hand

Polk -~ Primary Plate ‘Blackoutlg 2 |std | 73
Invertory Sets for Blackout Ig 2

LotID  Vendor Label # Location Beg # End # Qty (ea) el

o Primary, Polk - Primary Room JEE467 1
927... Polk - Primary, Polk - Primary Store Room JGB310 JGB359 1
934... Polk - Primary, Polk - Primary Store Room w322 17371 i
942,.. Polk - Primary, Polk - Primary Store Room MCe27 IMC76 i
101, Folk - Primary, Polk - Frimary Store Room KPM40D KPN449 i
102... Polk - Primary, Polk - Primary Store Room KWL426 | KWL4T75 1w

Select Adjust Reason drop-down, select Damaged.

[] [Move invertary |

\

View Inventory  Adjust / Detail

[ special kems

Inventory Search
Location Physical Inventory Location Invertory Class Inventory Type
‘Po\k - Primary | ~ ‘ |Palk - Primary Store Room ‘ ~ | |Plahe | ~ ‘ |B\ad<nut lg2 | w ‘
Plate # Vendor Label # Received Date From  Received Date To [ Standard tems

Inventory Class and Type  Blackout Ig 2 - Plate: Location Eolk - Primary - Polk - Primary Store:
Vendor Label # Begin and End Plate # JEE418 - JEEAET
Set 1D 792784 Lot ID 922520
Plate Sequence # Plate # County
36 JEE453 Polk.
Sum =1

Adjust Reason ~ Adjust

Void
Returned To Vendor

Destroyed
Missing
Damaged
Used Stock
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4. Select Adjust.

Manage Inventory

[E=NECR =
Inventory Search
Location Physical Inventory Location Inventory Class Inventory Type
|Po\k - Primary w | |P0|k - Primary Store Room w | |Plahe w | |Blackout lg2 w |
Plate # Vendor Label # Received Date From  Received Date To [ Standard tems

| | | | | T 5

View Invertory Adjust / Detail

[ Special tems Rlesst

Inventory Class and Type  Blackout Ig 2 - Plate

Location Polk - Primary - Polk - Primary Store

Vendor Label # Begin and End Plate # JEE418 - JEE46T7

SetID 792784 Lat ID 522520

Plate Sequence # Flate # County

36| JEE453 Polk
Sum =1
Adjust Reason  [Damaged V| | Adjust | | ~ Move Split
Cancel

Notice that the plates disappear from the list and the next plate in the series is at the top of the list. The
correct "next plate" appears when you begin doing registrations and issuing plates.

The process outlined above can be used to move inventory to and from the storeroom or to another
window. It depends on what the local process is in your county office.
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Verifying Title Stock Inventory

Verify the title stock assigned to the printer you are using. This procedure differs at each county office, but
this is a process everyone should understand how to do.

1. On the Inventory menu, click Manage Inventory.

2. On the Location drop down list, select the county assigned to your workstation.
3. On the Physical Inventory Location drop down list, select Primary Title Printer.
4. On the Inventory Class drop down list, select Title.

5. Onthe Inventory Type drop down list, select Title Stock.

6. Click the Continue button.

A list of each of the title stock series that are currently assigned to the title printer appears. If you have one
or more series of title stock listed, you can double-click them to see the series list. Unlike the plates, you can
only see the range of the series, not the individual plates. The printer must be checked to verify that the next
available stock is within the range on the list. If it does not match contact a supervisor to verify and adjust
the title stock in that printer.

The process to move and adjust title stock is a supervisor feature of VRT. It depends on what the local
process is in your county office.

The process outlined above can be used to move inventory to and from the storeroom or to another
window. It depends on what the local process is in your county office.
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Dealer Reassignments

When the customer purchases a vehicle from a dealer it is important to enter the dates of the dealer
reassignment, so the customer does not get penalized for delinquent registration fees.

1. Select VRT.

2. Select Title and Reg.

3. Select Title and Registration. The Title and Registration Prequalifier window appears

4/1/2023

VAN Reports  PWD  Plate  Merge Customer MCS  Inventory  Finance  Drivers Reports

ELT Customer
Manage Vehicle
51 Appli

UCPlates
Vehicle Ownership Maintenance

Add/Release 5

Additional Fee for New Registration
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
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

Store Vehicle

Terminate Registration

Update Registration

Void Registration
Void Title

‘Web Reg Renewal
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4. Inthe Purchase Date field, enter today's date.

5. Inthe VIN field, enter the plate from the sample data.
6. Inthe Owner - | field, enter the SSN.

7. Inthe Dealer Reassign -l field, enter the dealer number.

8. Select Continue.

Title' And Registration Prequalifier [ e “ £ ” b4 |
Vehicle
Purchased Date  VIN Title #

[ | | | Co

Customers

Owiner

Security Interest
Lesses

Primary Operator

Desler Assignments

Order Assignment ... Iowa License # / Foreign Dealer Ident Foreign
[v] O
2

[M] O
[v] ]
Credits
Transaction Date Vehicle ID # Vehide ID Type Disposition
Plate | Traded
Plate | Traded
| Contiue || Reset || Cancel |
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9. The Title and Registration window appears. Select the Vehicle Status tab. At the bottom of the
window there is a Dealer Reassignments field. This field contains the dealer entered in the
prequalifier. If no dealer was entered using the prequalifier, the dealer can be added at this time by

clicking on the Add button in the Dealer Reassignments field.

10. In the Assignment Date field enter the date.

11. Select Validate and resolve any errors. Collect payment and generate credentials.

Vahicle 2008 Ford Tauns SEL

|<‘New5!t> V|

VehType Automobile
wmm Repstration Detod | Relote Customers | Moding | Credts  Documents  Exseptions
Previcas Tile
Tile # Title Type Electronic  State  County Current Status Date
[sEaATazS | [Reguar | [We | [ ] [Tama | [Active | [ez6zmie |
Prenvious Registration Cancel Previous Tite
Registrabion (FromTo and Dispositson) Uzage [Tons) Cancel Reason Cancel Date
[3172003 - 22972024 | |Reguar [eonceiTranserred 9] | 1772023 v
Previous Ownership
Ownership Status a:ud_._
Customer [0 1D Type Legal Name Resdency Addvess Date of Birth Priocity STMading Addvess ctive
624AH7783 (14) | Drivers Licerise 1 | 1 =l
S73AA5333 ([A) | Drivers License | [ 2 =}
Secumy Intereats
siin# Legal Name Residancy Address Create Date Cancel Date Cancel Reason |
Delete... Order ! Issued Expires Assgrment Date License # Faoreign Hame Address
< 2|
e e | Ao Foroin Deder | | Addlowa Desr
Search 51 Ap '_ PayNow || Paylater || Hdd || Deny Pirt Ao Revet | | Concel

4/1/2023
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Ordering a Personalized, Qualified Plate

1. Select Plate.

2. Select Special Order. The Plate Prequalifier window appears.

Merge Customer  MCS

Inventory

Approve Order

Customer Managed Plate
Gift Certificate
Order Only Plate
Reserve Plate
Sample Plate
Special Order

Void Gift Certificate

3. In the Identification # field, enter the SSN.

4. Select Continue. The Order Plate window appears.

Prequalffication Criteria
Customer ID # Customer ID Type  Customer Search
| [s5N ]
| Contiue || Reset || Cancel |
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5. Select the Application tab.

6. Inthe Vehicle Type field, select Automobile.

7. In the Plate Type field, select Silver Star.

8. Inthe Personalized Text - | field enter the personalized text.

9. Inthe Meaning - | field enter the meaning for the personalized text. The customer may also
select two alternate personalized text plates in case the first is not approved.

Transaction Type  Order Special Plate Transaction Date  3/17/2023 Location |Ank,eny DL Station
Customer Name Customer # Set |<New Set>
Residency Address Cust ID  Drivers License 624AH7783 (14)
Application Documents Fee Detal Maiing Purchaser
Application and Vehicle Information
Received Date Vehicle Type Vehicle Usage [JOovs Replace Piate
» 31772023 | |utomobile v |Regular v [ Fake Order
Flate Request
Plate Type (Choose Vehicle Usage first.} unt; Plate Configuration Amateur Radio
|B1ad<out r :V] I.élua;mutlg 2 V]
imorlt\r Personalized Text Meaning Status
]
2 | Pending
3 | Pending
Plate Qualfications
Characteristic [ Document Received Characteri... Pending Do...
Comment ,Mﬂ To Transachon Fees
[ Mad Flate Bl
[ ] Print Certficate =
| EV Reg Fee $0.00
OVS Managed Location Replace Plate Fee Plate Fees $60.00
v| O = | Other Fees $0.00
Ermmd Tai=l- e
Vaidste || PayNow || Paylater || Hod | PitAp || Revet || Cancel
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10. On the Documents tab in the Documentation Description field check mark the box to verify the
customer has the appropriate documentation.

11.In the Document Reference# field enter the number from the proof document.

12. Select Validate and resolve any errors. Collect payment and generate credentials. The
personalized plate has now been ordered and submitted to OVS for final approval.

.t}!dHSpE-L'IEﬂ Plate EI E_
Transaction Type  Order Special Plate Transaction Date 3/17/2023 Location |Arhmvl15taﬁon _:]
Customer Name Customer &# 1922120 Set |m5Et> fv|
Residency Address Cust ID  Drivers License 624AHT7E3 (1A)
Application Documents  Fee Detal Mailing Purchaser
R... Open Documentation Description Document Reference £ Comment
| A
Vaidate || PayMNow || Paylaer || Hod || Pwtsep || Revet || Cancel |
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Adding a Correspondence

1. The correspondence log allows you to enter a record of conversation with a customer. If this log
is maintain by all agent this also allows you to see records of past conversations between
customers and other agents. This reduces the amount of hearsay.

2. Reference: On the Help menu, click Contents. On the Search tab enter Correspondence. On the
results select Logging a customer correspondence.

3. Make an entry to the Correspondence log documenting what happened.

Searching for Correspondence

1. Reference: On the Help menu, click Contents. On the Search tab enter Correspondence. On the
results select Searching customer correspondence records.

2. Retrieve the record of this phone call so you can determine where his folder is located.
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Using Notes in a Transaction

Notes can be used to document information about a customer. This feature can be used to
annotate anything about a customer but be sure to keep your notations professional.

8.

9.

On the Help menu, click Contents. On the Search tab enter Notes. On the results select Notes
Management window.

Reference: On the Help menu, select Contents. On the Search tab enter Notes. On the results select
Notes Management window.

Perform a standard Title and Registration using the customer and vehicle from the
sample data.

Enter taxable amount and assign the gift status.

Select Note Icon next to the customer's name. The Notes Management windowappears.
Select New Note.

In the Note Subject field, give your note an appropriate title.

In the Note Text field, document what has just occurred.

Select Save.

10. Close the notes window

11. Complete the remainder of this transaction.

12. The note has been added to the customer.

Vehicle Registration & Titling in ARTS
MVD Education and Outreach 172



Viewing Notes

Notes can be retrieved at any time forreview. Itis a good idea to be aware of what the note icon looks like
when there are notes on a customer. They might contain valuable information to help you through a
transaction. Notes can be viewed from anywhere the note icon

1. Select Customer.

2. Select Manage Customer. The search window appears.

WG] = Cash Drawer  APS  Administration
Manage Customer

Manage Customer Emergency Contacts

Manage Customer Group

Manage Custorner List

3. Inthe Identification # field enter the SSN.

4. Select Search.

Vehicle Customer Results

Search By Search Option Addttional Options
| Customer Information (®) Cument Cinly [ include Vehicles Relation Type I:I [ Counts
Comonerts On Clrcetanes  MomeTpe [ ]

Customer Information
Identification #[/] Exact Match  Identification Type

| | s v
Last Name [/] Exact Match First Name [7] Exact Match Middle Name [4] Exact Match Date of Bith
| || || || M
Organization Mame [] Exact Match
| |
MName Type 51 Option
| ~] O Exclude S|
Additional Gualfier (®) Include 51
o Corty SE
Customer List
Lizt Tyupe Crty Lizt Marne
| B | B | =]
| AddVehice || Add Customer | [ seach | Reset | Ccancdl
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5. Select the Results tab.
6. Select the customer. The Customer Maintenance window appears.
7. Select the Note Icon after Customer Name.

Vebicl | Customer  Femits
Search Filber:  Search DpboneCurtent Only i S=LEI36TE Iderbeaton TypesSSN, Exact

Cust Ident Match aTrue: 51 Ogbionsinclude SI: 1 Records Selected
Cutomer @ Drivedi Lesnse Site  Lephl Mome ! Gl Resdency Addess -M\“C... Date o Bt 55N USDOT M., FEIN CutT DefR Dewler Law.,, A Inaewvated,., lnactvated.., |
B L -t | 1 | Ird... P [es [ |

Customner Maintenance - 1922120 .I__E_l__!@
Customer Name (@ Customer #
Residency Address Customer Type Individual
Identification Drivers License - Default Reg Month 02 - FEE
General Symmary Core  Mame Address ldentfication Contact Characterstic Afliation List Membership  MVD License  Personal Info
Customer Type Confidence Rating
oot ] Dlseamy et ek () et
Legal Name
Last Name First Name @ Mddle Name @ L Suffix Date of Brth B Dd:edDbd‘h__
| | | [ /| Il | M | 4
] Translteration Ind #[ | Translteration Ind (] Trensiteration Ind
Org. Name Default Reg Month Jurisdiction of Recond
e N |
Residency Address
Address Line 1/ Line 2 City / Sate Zip / Country County
i[ ]’lCHELSEA I 1522159??!} ] |Tma |'v'] Overnde
[ | #j ] #usa ] e
Mailing Address foptional)
Address Line 1/ Line 2 City / State Zip / Country
. E | |
| | [1a [~] wusa \~| |MotChecked
Identification Contact
Identification Type Contact Type Contact Value Preferred A
¥ Drivers License. ome Phone e
0o __lv
| Vaidate Address | Save | Cancel
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8. The Notes Management window appears. The window contains the list of notes.

7 Motes anagement ——
&4

Enter Notes for Laura Soerce Kecord Descroton

(B Aewara R i S i o i B Deiere e

9. Select the note subject line that you wish toread. From here additional notes can be added. If
the investigator wishes to append to your notes with additional notes from his investigation it
can be done from this window.
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Terminating a Registration

There are many reasons to terminate a registration that range from a revocation due to a bounced check to
a suspension from not paying parking tickets. Every termination reason has its own process for how it is
created and resolved but adding the termination to the registration is the same in VRT no matter what the

cause is.
1. Select VRT.

2. Select Title and Reg.

3. Select Terminate Registration, The Terminate Registration Prequalifier window appears.
1. This window can be used to search for vehicle registration using customer or vehicle

information.

VAW Reports  PWD Plate  Merge Customer  MCS  Inventory  Finance  Drivers Reports

ELT Customer
Manage Vehicle
Sl Application

Title and Reg 2

UCPlates 3
Vehicle Ownership Maintenance

Vehicle Registration & Titling in ARTS
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Add/Release 5l

Additional Fee for New Registration
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 Vehicle
Reinstate Registration
Replace Title

Reprint Registraticn

Salvage Title

Store Vehicle

Termin ion

Title and Registration
Update Registration

Void Registration
Void Title
Web Reg Renewal
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4. In the Vehicle ID # field, enter the VIN.

5. Select Search.

Vehicle ID # Vehicle ID Type Wehicle Search

[ | |Pate [~|
Customer D # Customer ID Type  Customer Search
| | |Dri1.rers License | e |

| Contue || Reset || Cancel |

6. The Results tab appears. Select the connect vehicle from the list. The Rev/Susfferm Registration
window appears. This screen looks similar to the standard registration window except that most of
the fields are grayed out.

7. On the Application tab in the Received Date field, enter the effective date of the suspension.
8. Inthe Reason field, select Suspended,

9. Inthe Plate Disposition field, select Removed. (If the customer returns their plates, then this changes
to Returned.)

10. Select Commit. The registration has now been suspended.
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Reinstating a Registration

When a registration has been terminated, a customer may correct the offending issues on whatever caused
the termination. Once these items have been taken care of, the registration may be reinstated per lowa

vehicle regulations.
1. Select VRT.

2. Select Title and Reg.

3. Select Reinstate Registration. The Reinstate Registration Prequalifier window appears.

AN Reports PWD  Plate  Merge Customer MCS  Inventory  Finance  Drivers Reports

ELT Customer
Manage Vehicle
5l Application

Wehicle Ownership Maintenance

Vehicle Registration & Titling in ARTS

MVD Education and Outreach

Add/Release 5

Additional Fee for New Registration
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 Vehicle

Replace Title

Reprint Registration
Salvage Title

Store Vehicle
Terminate Registration
Title and Registration
Update Registration
Void Registration

Void Title

Web Reg Renewal
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4. Inthe Vehicle ID # field, enter the VIN.

5. Select Continue.

Reinstate Registration PreQualifier

Wehicle ID # Vehicle 1D Type Vehicle Search
[ | v v
Customer 1D & Customer [0 Type Customer Search

| | |Dri'u'ers License w |

.Fiese‘t. Céncél

|

=n

6. The Results tab appears. Select the correct vehicle from the list. The Reinstate Registration window

appears.

7. On the Application tab in the Plate field check the Plate Disposition.

1. If the disposition is set to Removed, then inform the customer to put the plates back onto

their vehicle.

2. If the disposition is set to Returned, then new plates must be issued using the Get Plate

button.

8. Select Validate and resolve any errors. Collect payment and generate credentials.
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Issuing a 30-day Permit

If a vehicle is delinquent the owner may request a temporary permit to be allowed to operate the

vehicle.
1. Select VRT.

2. Select Title and Reg.

3. Select Issue Permit. The Issue Permit Prequalifier window appears.

Reports PWD  Plate Merge Customer MCS  Inventory  Finance  Drivers Reports

ELT Custorner

Manage Vehicle

Sl Application

Title and Reg

UCPlates

Vehicle Ownership Maintenance

Vehicle Registration & Titling in ARTS
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Add/Release 5l
Additional Fee for Mew Registration
Cancel Title

Convert Title

Corrected Title

Dispose Plate

Edit Plate

Electronic Title Queue
ERT Cueue

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 Wehicle Registration
Registration Renewal

Reinstate Cancelled Title Transaction
Reinstate Credit Vehicle
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4.

In the Vehicle ID # field, enter the VIN.

5. Select Continue.

6. The Issue Permit window appears. Verify the customer and vehicle information are correct.

Vehicle |ID # Vehicle 1D Type

Wehicle Search

[ | v ]
Customer 1D # Customer D Type  Customer Search
| | |Dr1'~.rers License | w |

[omie ]| foe || oot |

7. Select Pay Now. Complete the remainder of this transaction.

TR | P
. !

we
Vehicla 2008 Ferd Taunss SEL Veh Typs  Automobide Location arkeny DL Station | |
Reg 172023 - 2250 024 UsagelToms Fegulsr Set | chew Sat> v|
Apphoation  Fee Detal  Madrg  Documerts
Feceved Date  Tracking #
e —
e
Hermst Start Uste Permit End Date. Renewal Praf  \Weight ListFrice  Color Collor 2 SqFootage  Damage
T8 vl Possard  [v] [ 3700] [ s2¢00000] [Whte | | i | |
Siart Ersd i, Tonnags Plabe Type  Veb Type - Annusl Fee
/12023 W8P0 Resuly O Coomty S1 | Autirmotls £50L00
Cusiomer
wer  CLESRDME ID ID Tiypes Legal Nama Print Hame Resdency Address Date of B... Relatons... Prority
] 62aHTTEs L. D |Dwrme | 1
Plate Changes Tranaacion Fees
T e o Prate 2 o e
Current Plaie = County 5id [Es
1-] r |— Reagistation Fess 50,00 50.00
EV Reg Fea 8000 50,00
Flate Fees £0.00
[ Mad Pormt Othar Fass 52500
Mail To | | '| Sub Tetsl 52500 S0.00
Grand Total: 52500
[ ete [Py | [ Py | [ | Pema | [ e

4/1/2023
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Issuing an In-Transit Title

If a customer from out of state purchases a car that does not be titled and registered in lowa, they must
obtain an In Transit Title to transport the car back to their home state. This can be done with a new or

used vehicle.
1. Select VRT.

2. Select Title and Reg.

3. Select In Transit Title/Permit. The In Transit Prequalifier window appears.

Reports  PWD  Plate  Merge Customer  MC5  Inventory  Finance

ELT Custorner

Manage Vehicle

Sl Application

Title and Reg

UCPlates

Vehicle Ownership Maintenance

Vehicle Registration & Titling in ARTS
MVD Education and Outreach

Add/Releasze Sl

Additional Fee for Mew Registration

Cancel Title

Convert Title

Corrected Title

Dispose Plate

Edit Plate

Electronic Title Queue
ERT Cueue

EZ Registration Renewal
In Transit Title/Permit
Insert Plate

lzsue Permit

Junking Certificate

Drivers Reports

182



4. Inthe Purchased Date field, enter today's date.

5. In the VIN field, enter the VIN.

6. Inthe Owner: | field, enter the SSN.

7. Select Continue.

4/1/2023

Wehicle
Purchased Date  WIN Title #
[ | || MCo
Customers
1 2
Cwner
Security Interest
Leszes
Primary Operator
Dealer Assignments
Order Assignment ... Iowa License # /Foreign Dealer Ident
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8. The Results tab appears. Enter the customer and vehicle information. The In Transit window
appears. This screen looks similar to the standard title and registration window.

9. On the Application tab in the Received Date field and Received Date field, enter today's date.
10. In the Taxable Amount field enter the purchase price from the sample data.

11. Check the In Transit Title button.

12. Check the In Transit Permit button.

13.In the Plate Disposition field select Removed. If the customer returns their plates, then this is
changed to Returned.

14.Select Commit.

VIN & Location |Ankeny DL Station [+

Vehicle 2008 Ford Taurus SEL VehType Automobile Set [ chiew Set> |~

Application ' Vehicle Status  Fee Detal  Relate Customers  Mailng  Documenls  Exceptions

Vehicle
w&_ thih Style \Wheight List Price Calor SqFootage  Tracking #
nwan v [vas S (o | 3700]  $24.000.00[Whte | Il |
Net Purch Amt ExmtReasom; [ [] LastOdom  MewOdom  Odom Unit Reading Type Damage Over 70 Percent  ADS Capable
| [ x usi| | 124041 s B | o | I J
Blectranic [Was00S  [Mal To [ |
Customers
Owmesship Status | PrevTide #(State)  |[BBAATIZIS (A) |  PrevOwner [Ridout. Laura Sue |
.=»  Customer ID ID Type: Legal Name Riesidency Address Date of Birth Relationship Priority /
@ | 624AH7783 (1)  Drivers License | lower | 1
In Transit / Pemmit
In Transit Title Tranzacton Fees
Fee Penalty
[ In Transit Permit Exp: | [a716/2023  [w ———
Title Feas 525.00 $0.00
Feefor New Reg £0.00
EV Reg Fee $0.00 $0.00
Sl Fess 50.00
Plate Fees £0.00
Other Fees 53.00
Sub Total 528,00 0,00
Grand Tota $26.00
| SeachSien | | Vaidse | PayNow | Poylaster | Hod || Demy | Pwtép | Revet | Cancel
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Manufacturer Buy Back

Lemon laws exist to protect buyers from vehicles with hidden problems. When this law is enacted, dealers
must take back the vehicle. In this situation there is a specific process in VRT for reversing the registration.

1. Select VRT.

2. Select Title

3. Select Manufacturer buy back. The Manufacturers Buy Back Prequalifier window appears.

4/1/2023

and Reg.

Reports PWD  Plate Merge Custorner  MCS5  Inventory  Finance

ELT Custorner

Manage Vehicle

Sl Application

Title and Reg

UCPlates

Yehicle Ownership Maintenance

Add/Release 5l

Additional Fee for Mew Registration

Cancel Title

Convert Title

Corrected Title

Dispose Plate

Edit Plate

Electronic Title Cueue
ERT Cueue

EZ Registration Renewal
In Transit Title/Permit
Insert Plate

|ssue Permit

Junking Certificate
Manufacturer Buy Back

Mon-Transferable Registration

Print Replacement Title
Recreate Title

Drivers Reports
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4. Inthe Purchased Date field, enter today's date.
5. Inthe VIN field, enter the VIN.
6. Inthe Owner - 1 field, enter the Dealer Number.

7. Select Continue.

Vehicle

Purchased Date  VIN Title #

[ ™ | ||

Customers

MCQ

Owiner

Security Interest
Lessee

Primary Operator

Dealer Aszignments

Order Assignment ... Iowa License # [ Foreign Dealer Ident
_

Fareign

B

2
3

Vehicle Registration & Titling in ARTS
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8. The Manufacturer Buy Back window appears. On the Application tab in the Received
Date field Purchased Date field enter today's date.

9. Inthe Damage Amt field enter S amount.

10. Select Pay Now. Complete the remainder of this transaction.

VIN Location |Ankeny DL Station
Vehicle 2008 Ford Taurus SEL VehType  Automobile Set | <tew Set> I~]
Application  Vehicle Status  Fee Detal Relste Customers  Maiing  Documents  Exceptions
Vehicle
Received Date Purchased Date  Style Weight ListPrice  Color SqFootage  Tracking &
[31720m ¥ [3n72023 v a0 [ o] sapo000fwhte | | | |
Net Purch Amt Exmt Reason: [i4 [™] Last Odom MNew Odom  Odem Unit Reading Type Damage Owver 70 Percent  ADS Capable
1 | [ T [ raese] b= B [ H | B | |
Hlactnia [was 005  [JMaiTo |
Customers
OwnershipSiatus | ] PrevTile2 (Sute)  [S6AATIZIS (A) Prev Owner | Ridout, Laura Sue
.. Cusomer®d  IDType Legal hame Residency Address Date of Birth Relationship Priority /
Transachon Fees
Fes Penalty
Tille Fess £15.00 $0.00
Fee for New Reg 50.00
EV Reg Fee $0.00 $0.00
Sl Fees 50,00
Flate Fees 50.00
Other Fees 50.00
Sub Total $15.00 $0.00
Grand Tots 515.00
| SeachSifop | | vaidate || PayNow ||| Paylamer ||  Hia | pew || PwtAm || Reven Cancel

4/1/2023
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Profiles — Managing Locations and Printers

1. Sign into ARTS.
2. Select Tools.
3. Select Profiles.

4. Add your name in Profile Name.

Profiles - tonya E

Show options for profile. .
tonya (Default) ] V| Set Default

Profile  Cash Drawer Work Location  User Options

Profile Mame
» Tanya

Profile Description

Tarya Bishop OWVMCS
515-237-3141

Location Profile
®|OVMCS - Primary [v]

Add | | Delete | | Save | | Close

Vehicle Registration & Titling in ARTS
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5. In the Profile Description, add your name, work location and contact phone number.

6. Select your County Primary under Location Profile drop-down.

r =

Profiles - tonya @

Show options for profile. .
|§'I:on}'a ({Default) |~ | Set Default

Profile  Cash Drawer Work Location  User Options

Profile Mame
» Tanya

Profile Description

Torya Bishop OVMCS
515-237-3141

Location Profile
B OVMCS - Primary w

Add Delete Save Close

7. Select the Cash Drawer tab and select the cash drawer for your county.

-

Profiles - tonya @

Show options for profile. .
|tonya (Default) - Set Default

Profile  Cash Drawer  Work Location  User Options

Cash Drawer
% OWMCS - Cash Drawer 3 e

OVMCS - Cash Drawer 1 ~
QWVMCS - Cash Drawer 2

OVMCS - Cash Drawer 3
COVMCS - Cash Drawer 4
COVMCS - Cash Drawer 5
COWMCS - Cash Drawer &

COVMCS - Cash Drawer 7 W
Balance
£0.00

Add Delete Save Close
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8. Select the Work Location tab.
a. Some location will have several to choose from, be aware of the Work Location you need to

choose.

9. Select Add (to add printers).
a. DL does not have printers.
b. Vehicle must add a title printer and registration printer.

Profiles - tonya

Show options for profile. ..
|t-::-r1ya (Default)

e Set Default

Profile Cash Drawer| Work Location | User Options

Wwork Location
» OVMCS - Operations Window 1

OVMICS - Operations Window 1
OVS - Operations Storeroom

Add Delete Save Cloze

c. Use Work Location tab for printer breakdown or to change printers.
i. Delete old printers to Add new/temporary printers.
ii. You do not have to set up a new profile.

Printers
Delete_... Priority 7 Printer
A VvIX | 1/ OVS - Operations Reg Printer LUOG9 v |
A v|x | 2| OVS - Operations Title Printer LUD68 v
Vehicle Registration & Titling in ARTS
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Sending/Submitting Discretionary Edit to Queue

1. Select Process Edit.

btn... ID Edits and Exceptions btn Process Edit  Status

< I >
1 discretionary edits need processing. No exceptions need action taken.
| Process Selected | | Auto Approve| Refresh Tags || Close |
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2. Select Send to Queue.

NMVTIS emor encountered. VHIDN301400:DATA FOR MANUFACTURER NOT ON FILE

Approval Level Required: 30

Send Request
Send Request for Waiver Request Comment
This is a request for an ovemide
approval, NMVTIS emor encountered.
VHIDN301400:DATA FOR
MANUFACTURER NOT ON FILE
Send To Queue Send To User
Due Date Priority
11/21/2022 _|¥| #|urgent - Immed... |v| [JRetum Receipt | Send Request
Create Tag
Approval Level: Tag Comment
@® Approve O Deny O Defer A
Reason
» ~ W

Vehicle Registration & Titling in ARTS
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3. Select General in the Queue Type drop-down.

Send To Queue X

Search For Queues Selected Queues

Queue Type Location
General v v Search

Back Office N =

Dealer

Escrow Account

Finance _

lGeneral  [EENSRT v

Hold | 5

IDOT Finance v

Select >>

4. Select All in the Location drop-down.

Send To Queue b

Search For Queues Selected Queues

Queue Type Location
General v | Al v Search

Administration - OVS - Admi ‘
General - OVS - General Qu
OVS - Special Processing -

< |

Select >>

5. Select Search.

4/1/2023
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Send To Queue

Search For Queues Selected Queues

Queue Type Location

General v Al v Search
Queue A
Administration - OVS - Administration Queue

General - OVS - General Queue

OVS - Special Processing - OVS - Special Processing v
< >

| Select >>

6. Find General — OVS — General Queue by using the bar on the right side to scroll.

7. Double click General — OVS — General Queue.

| Send To Queue

Search For Queues Selected Queues

Queue Type Location

General v oA v Search
: Queue A
| General - Osceola - General Queue
; General - OVS - General Queue .
; General - Page - General Queue v
' < >
: Select >>

Vehicle Registration & Titling in ARTS
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8. Select Continue.

9. Additional notes must be typed AFTER the prepopulated text under Request Comment.

4/1/2023

Search For Queues Selected Queues

Selected Queue
General - OVS - General Queue

<< Remove

Caftirm_Cmcel
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Override Request

Create Overide  View Tag

IJSI report retum from NMVTIS. Referto OVMCS for approval

\Approval Level Required: 85

Send Request

Send Request for Waiver
General -0VS -

ﬂﬂ_emestle
General

This is a request for an ovemide
approval. JSI report retum from
NMVTIS. Referto OVMCS for

approval
k -
S Tobr
Due Date Priority
[12/3/2019 v |urgent - Immedi... || [ Retum Receipt
Create Tag
ﬁpuovaiLevel:l | Tag Comment
@ Approve O Deny (O Defer
Reason

’

10. Select Send Request.

Vehicle Registration & Titling in ARTS

MVD Education and Outreach
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Override Request

Create Overide \iew Tag

JS| report retum from NMVTIS. Referto OVMCS for approval
\Approval Level Required: 85

Send Request
Send Request for Waiver Request Comment
General - OVS - General This is a request for an overide

approval. JSIreport retum from
NMVTIS. Referto OVMCS for

approval. VIN
WMWMF33528TU69199. |
Send To Queue Send To User
Due Date Priority :
12/3/2019  |w| #lurgent - Immedi... |~| []Retum Receipt
Create Tag
Approval Level: | I Tag Comment
(® Approve O Deny (O Defer A
Reason
’ v v

Create Tag
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Approving a Discretionary Edit

1.

Management Console under the drop down.

Work Management

Set Manager

VRT Reports PWL

WIP Transaction Customer Search

Work Management Console

In ARTS on the tool bar locate Work Management. Only DOT and Supervisor’s will have Work

2. Status should read Open, and Transaction Type should read All. Add Created Date From and Create

Date To.

3. Double-click on a request.

Vehicle Registration & Titling in ARTS
MVD Education and Outreach

& Work Management Control Panel o 8 e
Notify Type Due On or Before Status Transaction Type Customer Number

M v o o V]

Created Date From Created Date To Created By

[1232022 v [tz v | [ Cortinwe

Row Count: 2

Location A !]D Type InRelation To DueDate  Prionity Status CreatedBy Created Queue Name

237 OVMCS -Primary 2] | 23848671 TagRequest Approve DenyDefer i Tide And Regisraton (Veh No=3455477) 11/29/2022  Lngent - Inmediaie Response  Open  thishop  FETECIEOFAg) OVS - General Queve
|5 OV - Admiistration Queue & g ' 23845672 Tag Request Approve Deny/Defer  tr: Title And Registration (Veh_No=9455477) 11/29/2022 Urgent - Immediate Response Open  thishop 11/29/2022  OVS - General Queue
| ST

¢ 3 OV -Reprint Tt Queue

i L] OVS - Supervisor Queve
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4. Double-click in the Attachments area to open the transaction to view the tabs.

5. To close the transaction and go back to the message detail, select the X in the top right-hand corner.

6. Select Continue.

Queue OVS - General Gueue | Request Type |[Tag Request Approve/De| Request Amourt [$0.00
Due Date 11/29/2022 12:00:00 AM| End Date [12/6/2022 12:00:00 AM Priority |Urgent - Immediate Respo
WIP Status |Pre Process Status Open Request Reference Type |DE’(
Created By [tbishop - Dats 11/25/2022 4:07:25 PM | Edit Description  [NMVTIS Tile Information does not cxist in the
Message response
Tonya Bishop OVMCS e
515537 3141 : This is = request for an ovenide approval. NMVTIS 3
Title Information does not exist in the response e—_
| checked with the other state and this is their title.
Related Entries
Request Type Created By Created Queue Name
» -- Tag Request Approwve /fDeny /Defer thishop 11/29/2022 OvVS - General Queue
[ Show Message
[Respand [~] [Ccontinue ]

VIN'G  3GCUKRECXGGI07730

Vehide 20160 Siverado K1500 Lt VehType Truck Set 78141171 - Captans Auto Sales ¥
Application  Vhicle Status  Fee Detal  Registration Detal  Relate Customers  Maiing Credits Documents  Exceptions
Vehicle
Received Date Purchased Date  Style \Weight ListPrice  Color SqFootsge  Tracking &
WEEmE |~ noaz v ow | 5400]  $41.400.00|Gray | | | |
Met Purch Amt ExmiReason: [ [] LastOdom  NewDOdom  Odom Unit Reading Type  Damage Over 70 Percent  ADS Capable k:
l 6000] | Xlursw| [ 3| [ w02se] e [v] s (v he M oL ] s
Bectronic Owes 005 [JMal To |CmMoSln¢17?Lm.hEBIW ]
Customen
OwnershipStatus | || PrevTide s (State)  [31AE0S278 04) | revowe |GGG ]
e Customer I IDType Legal Name Residency Address Date of Brth Relavonship Prionty /
oo N Cata o Sy AL SOt ST oww |1
; SRRE AL
Regatratian
Exp Date Usage Renewal Pref Apnual Fee ADS Restricted -
oct 2023 ¥| [Regdar || I*“wa"j o] [ s43600] v Trchmben. | e Penalty
Reg Interval Tonnage Plate Type
Annual |v County Std [ | Title Fees $25.00 $0.00
: l = L——**—'I : FeeforNewReg  $300.00
700 Met Pte Renewal Customer Registration Fee $436.00 $0.00
—: |captains Auto Sales ~| EVFeg Fee $0.00 0.00
Grandfather Eigible Sl Fees $0.00
[ Prirt Vaidation Sticker [ Repiace Fiste Fee Flate Fees $0.00
Other Fees $0.00
[7] Maai Sticker and Reg Receiot Charge Postage for Feg Receit S Tol 6100 00
[Mai Plate  |Captans Auto Sales4177 L StOmaha, NE 68107 | Grand Tola $761.00
|___S”ﬁ_1 — I = I Pwlﬂl_r , e _- _ = Fhiﬁ_lp — —
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7. The Respond to a Request window will appear.

Respond to a Reguest

(O approved (O Deny () Defered Close Request after responding
Reason Response Message
Queue Name

OVS - General Queue
I |

CCQueue>_ CC User > thishop

8. Select Approved and use the drop-down and select a Reason and complete Response Message.
a. Select Deferred if corrections need to be made on the transaction.
b. Select Deny if the tranaction should not be created or it is incorrect.

Cancel

i. After arequestis denied, the transaction will need to be deleted. A new transaction

will need to be started.

9. Select Create when all required fields are complete.

Respond to a Request

@ Approved (O Deny (O Defemred [] Close Request after responding
Reason Response Message

vl
Acknowledge A
Auto Approved

County Discretion

Customer Had No Documentation CC User >
Customer Is Known

Customer Showed Documentation

Other hd

l

thishop

Vehicle Registration & Titling in ARTS
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If there is no Reason or Response Message is noted, an error will appear.

Respond to a Request

@® Approved (O Deny (O Defered [¥] Close Request after responding

Reason Response Message
o vl
Queue Name o
|OVS - General Queue |
| CCQueue > | | CCUser> | | thishop

Error Worksheet

Form Errors

btn... Message
O _HPleasesﬁactaRm.

&  Please enter a Response Message,

<

2 form emors need to be comected.

Example of an acceptable Response Message.

Respond to a Request

(@) Approved () Deny () Defemed [~] Close Request after responding
Reason Response Message

0| Acknowledge ~ ] Okay to process.
Queue Name L]
|OVS - General Queue |

CC Queue > _ CC User > thishop

4/1/2023
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10. Select Yes

Confirm Save

o This will save your message. Do you want to continue?

11. Select X in the top right-hand corner to close out of the Message Detail.

Message Detail == ﬂ_ﬁﬁ’ L
Request
Queue OVS - General Queue | Request Type |Tag Request Approve/De| Request Amount [$0.00
Due Date  |11/29/2022 12:00:00 AM| End Date [12/6/2022 12:00:00 AM Priority Urgent - immediate Respo
WIP Status |Pre Process Status Open Request Reference Type [DEd
Created By |tbishop : Date 11/29/2022 4:07:25 PM | Edit Description [NMVTIS Title Information does not exist in the
Message response P‘
Tonya Bishop OVMCS Attachments e
515-237-3141 : This is a reguest for an ovemide approval. NMVTIS tr
Title Information does not exist in the response .

| checked with the other state and this is their title.

Related Entries

Request Type Created By Created Queue Name
» ++ Tag Request Approve/Deny/Defer thishop 11292022 OVS - General Queue

[] Show Message

Bl
|respond ~| [ _contirue | Cancel ]
12. Select AutoRefresh or Continue or close the Work Management Control Panel.
[ i—n R 17— S— w— S

T o - G Cha
B Hmcrtr - R Trie G
B Mmoatre — S S
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Searching Correspondence in ARTS

1. Select Tools.
2. Select Correspondence.

3. Select Search Correspondence.

Fast Path Ctri+F
Change Password / Contact Info
Alerts

Bureau of Investigation
Correspondence > Add Correspondence
Dealer Inquiry rrespondence
Electronic Liens and Titles Send Correspondence
Exception Case Management
Finalize Transaction

Infraction Mapping

NMWVTIS Vehicle Inquiry

Password Reset Registration

PinPad »
Print Manager

Profiles

Special Processing

SR22

Systern Access Request »

4. Search Correspondence window will pop up when you click on search correspondence.

Customer Templ T ion Type Void .
I =-[Clear] | 15 | [¥] [Notvoided ]
Subject Location From Date To Date
I | | = | = [ [=]
O Sent & Received @ Sent only O Received only
Search Results
Sent Received Template Subject Created ... Receive... Transact... Comment Receive... ViewImage Void
[Search ]| Reset || Cance
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5. Search by customer, template, transaction type, subject, location and to and from dates in sent &

received, sent only or received only.

6. Once customer is added, select Search.
a. The search will bring up both driver and vehicle items.
b. Some images imaging system (ERMS) are not viewable without access to ERMS.

Transaction Type "-I'nid____
¥ { [¥] [Notvoded [5]

Subject Location - From Date To Date )

I | | ] | ¥ v
() Sent B Received  (®) Sent anly () Recerved only
Search Resuts

Sent Received Template Subject Created ... Receive... Transact... Comment Recewve... View Image Vo

sove (oo ]| s || Coms

B Search Cosrespendence = o 4|
Search Options
Cusiomer Templaie Tran Type ‘Weid
B 9 s
Subject | From Dok To Date
: | [ E [ = [~
(®) Sart & Receved () Sentonly () Ascered anly
Soowch Femils
| Sent Received Template Subgect CreatecDate RecewvedBy Transacho.. Comment  RecewvedD... Wewlsage Ve |
RO T jwarce.. spymz  xewes (oversice... [T - Jomama < vevinece | O
| =) Marriage L. 9/IH012 | Mennel Drvers Lce... Al | (s/230zz | [V imege O
O =] [sican oy |mMemer  |omensice..| A v ooz~ Mewimegel| O
5 O =] Addvessve.. /1322 | Mewel | Drversioe...| v vz |~ | e | O
O = [Photoon Fle |923/2022 | Mennei  |Driverslice...| v ooz | enimeel| O
=] O |crecenasPorta... [Credental .. 9/z32022 | menrer | I v | viewimage | O
] | OwnershoDoom... Oweershp.. 12/16/2020 koo  |TéeandR... | v | 120162, v | enimaee)| [
0 = Mw | Bamage Dis...| 12/16/2020 | Eushop | Titte .. | vl v e 2O
S m] B | AcokationFor e |Acokcabon ... | 12/16/2020 |Gshop | Tiwe AR, w126/, v | i
0 |owmerstip Do .. | owmership .. [sj12/020 | tishop | e et v:s.r:wwv' e O
O B Damage Discosure  Damage Dis... 5/13/2020 | ishep Tisle And . | 51272020 | [eimage O
O ] |Aopkcabion For Tie | dppication ... 5/12/2020 | sishop | Tite and ., v | s | ewimegel| |
= [0  |Specal Order Mat.. |Plote Order... | 782018 |ehop | | ] O
= [0  |NobcetoRetun... HotceloR... 2202018  |icatte | AddfFeless... vl v Vewimage | [
O | Special Order Pat... | Piate Crder...| 11/10/2015 .u:l:l*'\! | | v'hw I O
= B O | Special Crder Pat.... | Plate Grder... 5142014 | pbtarvin - v'u-nm [ O
= O | Specisl Orler Plat... |Plate Order... B/11/2014 | pblarke x|l = Ve Image I (=
(=] .| 'mmm..'m&h...'wmsu | mforboes = v'\l-uh-q- [ 0
S~ [0 |Specisl Ceder Pist... | Plate Order... 6/11/2000 | dhizer | v ewimsge | [
S A | [ |soecslOrerPat.|PoteOrder.. 8B2008 g | | . lwl ol yewimsoe| [

{

Vehicle Registration & Titling in ARTS
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Using Notes in ARTS

1. All customers and vehicles in ARTS have a sticky note.
2. Avyellow sticky note indicates no information on the note.
3. A green sticky note indicates information/text on the note.

4. Select or click on the sticky note to view the note.

Customer Maintenance -

‘Vehicle Maintenance - 6400690
VIN . KNDJE723287508642
Type Multi-purpose
Year 2008

General Summary Characteristic

Identffication
VIN
|KNDJE 723287508642

5. Select Launch Microsoft Edge.

6. Add a Note Subject. Add the note in the Note Text field.

Internet Explorer 11 is now out of support. Switch to
Microsoft's recommended browser - the faster, more secure

Microsoft Edge.

L]

Launch Microsoft Edge Learn more
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Help

Mew Note

To add a new note, adit the information below and then click the save
button.

Originator
|Ton\,ra Bishop |

I Importance Type

\

Mote Subject I:l Confidential
|T‘35t'“';| Motes | D Show Maotification

Mote Text
This is a test

| | Save || Cancel |

7. Please indicate if the note is Critical, High, Low, or Normal.
a. Importance defaults to Normal.

Critical
High

Laow
Mormal
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8. Select the Confidential box and no one will be able to view the Note.

9. Select Save.
10. Select Edit Note to update, add, or delete text.

11. Select Delete Note to delete the sticky note.

Help

Te add a new note, edit the information below and then click the save
button.

Originator
[Tonya Bishop |

Importance Type

Note Subjact [] confidential
|Testing Motes |

|:| Show Motification

Mote Text
This is a test

Save | | Cancel
12. Select X to close the note.
5 Hofes Manspement [E=S S E
& a)
S a1 Enter Notes for Tonya La Dine Bishop i s e
b M Wit [ T s batary
ppabgect | Priginater _____________________Jorewted ___________________fcreatedmy ]
Tanting kot Torygs Banhop 1072022 thamap
Suhject Tanting bzban Created By thakapn
Created 17202 Canfidential Tales
Impariance Farmsl Typa [TELPY
Actien Trs Saurce Taavh Lb Dog Rirheo
This is & bart
T} dppand uate | p B toaw [ ¥ Calena more
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13. The note will turn green once the note is closed.

Custormer Maintenance - 1337468
Customer Name &
Residency Address
Identification

VIN@ KNDJE723287508642

Type Multi-purpose
Year 2008

General Summary Characteristic

Identification
VIN

KNDJE723287508642
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