Training Manual
MN DNR
Electronic Licensing System
(ELS)

| NATURAL RESOURCES |




Log in Procedure
For MN DNR
Electronic Licensing System (ELS)

| NATURAL RESOURCES |




Tkl y Avvew o o sl wony ared Frotug Portal - e rown? Bl eenet Seplorrs =181 2]

Fig [0k Wess Fevoibes Took Help

=

Qe - D - (W] (@] G| e et €0 [3-p W -]
L T e R R e T p——_— ] Eee
Lk @] D0 Inbranet @] [0 webeite (@] DOER: @] Ermciooes Sgn-be @] G webbocads 2] MM Papstub ] M0 WhEe Bages ] Wl Aceds

)

CTS Hunting And Fishing
Web Administration System

Secure Sign In

sar 1D I"'\-'h.'d'bﬁr-l_.-'.»hn
P azEween [sasannma
Login | Peast |

To login, enter your user id in the User ID field and your password in the Password field. Click Login.

Note:
e Passwords need to be changed approx. every 30 days. System will prompt you when you need to change

your password.
e If you do not access the system for over 30 days, your user id is automatically suspended and you need to

contact DNR to reset your user id.
e If you are logged into the system but have not accessed the system for over 30 minutes, you will need to

login again.
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Click on Web Admin to get to the Main Search Screen.
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The Main Search Page is where we start a transaction or an information lookup. You can only enter data into
one field at a time.

Quick Renewal starts the process of a vehicle renewal transaction only.

Top gray search box allows you to bring up a customer record when Drivers License number is
entered or a vehicle record if you enter the vehicle registration number.

Middle gray search box allows you to search for a customer by either their Drivers License
number, Customer Name, or MDNR number. Note: if searching by business name, change Name
Type field to Non-Individual.

Bottom gray search box allows you to search for a vehicle by entering either the Registration
Number, Title Number, or Vehicle’s VIN. (Make is optional)

The left side information box gives you access to various functions:

Main Search Page brings you back to this screen. (DNR logo, upper left, brings you here also)
Reports accesses your offices daily sales or weekly ACH reports.

Order Supplies allows you to order more ink and paper for the DNR printer or order supplies
from DNR.

Email DNR allows you to send an email message to the DNR License Center.

Note: Dependng on your security level, some functions may not be available to you.
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Enter the registration number, or scan the registration number bar code from the
renewal notice, into the Quick Renewal field. Click on Go. The next screen will be
the Registration Options screen.
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by name.

Hints:

the Customer address screen.

i
B | £

On the Registration Options screen, enter the county code where the vehicle is used the
most. If you do not know the 2 digit county code, use the drop down list to select the county

Click on Finish to go to the Review Transaction Information screen.

e If you need to change the owners address, click on Customer button to take you to

e The owners MDNR number, name and address is listed on the left side of the screen
in the information box below the DNR logo. es
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Process

customer | Options | venice | add owners |
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Review the transaction information. If everything is OK, click on Process button.

Note:

e The Reg Thru date in the Vehicle Information box will not change until after you click on Process and
complete the transaction.

e The owner information box displays the owner name and address. It will also list the name of any
additional owners, if there are any.
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The transaction has now been processed. Click on Print button to print out the registration.

You can go back to the Main Search Page by clicking on Main Search Page in the left side column information box or
by clicking on the DNR logo in the upper left.

Note:
e You will see Reg Thru date has now changed.
e If you have printer problems and need to print again, click on Print button again.
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When doing a new watercraft title and registration to a customer, you first need bring up the
customer record. The easiest way to do this is by entering the customer’s drivers license number into
the top gray search box and clicking on Search.

You can also do a search by name. In the Customer Name field in the middle gray search box, enter
the customers First, Middle and Last name. You can also enter just the Last name which will result in
a list of names of which you would need to select the correct customer. If doing a search by business
@ name, be sure to change the Name Type field to Non-Individual.
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Once you have the customer record displayed, Click on the New Registration tab at the top
of the customer record.

Hint:

If you need to change the customer’s address, click on Edit Customer Info
button at the bottom of the customer record.

g
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Select the type of vehicle you want to register. In this instance we are selecting Titled Boat.
When you’ve made your vehicle selection, click on the Continue button.
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Enter the boat information in the appropriate fields. Click on the
Continue button to go to the next screen.

Hints:

e Purchase Date field has a calendar function that allows you to
click on a certain date instead of typing. If you leave this field
blank it will default to today’s date. B—

I T

hot and Yehle, T Hor Tk Wateraatt . | [Deitie * (B0 A D BENMN zam

e Use drop down arrows to select from a list of options for that
field. Certain fields may default to certain options but these can
be changed.
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Cancel
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At this Registration Options screen you can click on the following buttons:

Customer: allows you to edit customer information such as address.
Vehicle: edit vehicle information.

Add Owners: Add additional owners onto this vehicle record.
Liens: Add liehnholders to this title

Sales Tax: Collect sales tax if necessary.

Finish: Takes you to the Review Transaction screen

e Collect Additional Fees: Only use this option if directed to by DNR.

In this case we will click on Finish and go to the Review Transaction screen.
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AR 1 Reg Mumber: WILL E WALLEYE

BRI 2R Title Humber: 1130 B REET
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Year,Make,Madel; 2008 CROW WING RUMABOUT | [MONR Nbr: E10ME309
Manuf |D: CRWI 2386789
Length; 177 0in
[ TRANSACTION INFORMATION
Aggni T MN ONE REGISTRATION 12

PRIVILEGES |N SHOPPING CART

Type  Desciption Uit Price Oty Total At
Ti4  NEW REG PLEASURE 17 =15 FT 2400 1§00
B8 TITLEDWATERCRAFT . NEWWMEWREG  $1500 1 $1500
e EXONC AQUATIC SURCHARGE 7% S T 1
Toaal S
Customer | Optons | vehice | mo&l Liens | SalesTax |
canel |

392004 110 PM

This screen allows you to review the transaction before you process. At this point you still have the option to edit information.
Click on the buttons at the bottom if you need to change some data. If everything is ok, click on the Process button to complete

the transaction.
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b
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Printar Tamgiat g iy

L ) Print Title Application

Email D& 2

\Tinr 1 'Wah Admin

Fetum 1o Pordal Type Dascrigtinn Linkt PPrics Oy Total Ami
T4 NEW REG PLEASURE 17 =13 FT $400 1 53400
700 EIOTIC AGUATIC SURCHARGE 5 | 500
B0 TNLED WATERCRAFT . NEWWNEWREG 1500 1 1500
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[" Show Printer Dialeg
Prnt|  Metum toVelsde |

008 1:11 PM

vy
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This transaction has now been completed. To print out the customers registration card and decals,
click on the Print button.

Hint:
e If you click on Print Title Application, which is located just below the transaction
number, a completed title application will print to your default printer. o
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Search
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Search
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Hint:

#istart] |

To transfer a registration, the easiest way to start is by entering the registration number of the
vehicle in the top gray search box. Click on Search.

If you don’t know the registration number you will have to do a search by Customer Name or by
the vehicle’s Manuf ID (VIN).
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The easiest way to find the new owner record is to type their Drivers License
number into the DL Number field. If you don’t have the new owner’s DL, search
by the new owner’s name or MDNR number.

Click on Search to go to the next screen.
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Enter the County Used. Other options you might see on this screen include:

¢ Renew the registration: Selecting “Yes” will update the vehicles expiration date and
charge renewal fees.

e Duplicate expiration decals: If not renewing, this option will display. Customer will
receive duplicate expiration decals.

e Title this boat: This option appears on non-titled watercraft. Allows a title to be added
to this watercraft.

e Change Type of Use: displays for watercraft transfers, changing Type of Use may
change the fees. Defaults to Pleasure.

@ | When completed click on the Finish button.
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Review the transaction. If the information is correct, click on the Process button to
complete the transaction.
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From the Main Search screen, enter the vehicles registration number in the top gray search
box. Click on Search to continue.
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If the transaction is correct, click on Process to complete the transaction.

Note:
e When doing duplicate registration, the registration card will print out in
your office. If the expiration decals requested are the most current year,
they will print in your office. If decals requested are for one of the previous

- two expiration years, then those will be mailed from the DNR Central I
Done Jed sives

o start| | " Pk Baacly office. AN A
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From the Main Search screen, enter the titled watercraft’s registration number in the top gray
search box. Click on Search.
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From the vehicle info screen, click on the Title Functions tab.
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Verify that the watercraft’s Type of Use has not changed. Click on Finish.
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Review that the transaction is correct. Click on Process to complete the transaction.
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The duplicate title transaction has been completed. Click on Print Duplicate
Title Application to print out a hard copy. Have the customer sign the
duplicate application form and mail it to DNR with the other title paperwork
that you have.
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To reprint a transaction, enter the registration number in the top gray search box. Click on Search.

Hint:
e If you don’t know the registration number, do a search by owners DL # or Name.

N

Note:
Lan e You can reprint a transaction up to 15 days from the date of the transaction.
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At the vehicle information screen, click on Customer Sales in the left
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REPRINT

VENICLE INFORBATION TVWHER
Reg Number: 4449KD WILL E WALLEYE
P BIG REES

Reg Thru: 1 2531/2010
Tear,ake, Model: 1970 &L UMACRAF T
Manuf |D; CARLTON 2542
Langth: 171 (lin

MIMNESOTA LAKES, M 12348
BADMEE MBsr: E10ATI819

Order Supplies
Efark Trile Apps

Boal Regisiration
Pencedures ard Fees

Lizor Admin
\Prirdar Tarrgdatas
Email DN 2.1
\Tiar 1 'Wab Admin
Fetum 1o Porlal

THANSALTION INFORMATICH
Agunl: F3217- M DR REGESTRATION 12

Transaction Number: 21694349

Type Descripilan Unit Frice Oty Total Amt
THI CANOES ETC DOAT NEW REG TS $17 50
789 EMOMC AQUATIC SURCHARGE Em 1 ¥
851 ELS FILUNG FEE nar 1 s
Tatal  B00 |
[ Shew Primter Dialeg

/ Print |  Patum to Velede |

HIWI008 136 PM

Note:

[Eowe |

You can reprint this transaction by clicking on the Print button.

e Your office is not charged any fees for reprints. While it may look like you
processed another transaction, you did not. You are only reprinting a transaction
that you had processed previously.
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Sat &5 Front Page
ASR000 134 P
To sell a 1-Year Snowmobile Trail Sticker we need to first find the customer record. Enter the
customers Drivers License number in the top gray Search box. Click on Search.
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= Sy M A LAKES
e Gty s
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S S Peigs e
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pfi'"':w - Phone iy Birlf Dt DBM1AATE
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From the Customer Record screen, click on the Other tab.
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[ 208 L g & i)
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123 50 REEr | YEAR TRAL STICKER
WRELEOTA = =
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(F R eracnt T
g 20
| _custones wew |
Customer Info
vednche Lis)

Custiamier Sales
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B HiFwgr

Main Saarch Page

Feponts Click on 1 YEAR TRAIL STICKER.

Cirder Supples

::::nln'z:.::::n Note:

P Lo e 1 Year Penalty Trail Sticker should only be sold if the

Printer Tamgistes customer was instructed to purchase it by an enforcement

S officer. The Penalty Trail sticker is for those who were caught

[Return 1o Paral snowmobiling on state/grant-in-aid snowmobile trails without

a trail sticker.
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WDNR B ..y
T Hr 1 Paving Saln
Hpdimtis REVIEW TRANSACTION INFORMATION
MRLSOTA I TRANSACTION INFORMATION
LAKES M 1 2345

Aganl: S217- WM DNR REGISTRATION 12

B 0 22N
Agh. I

PRIVILEGES [N SHOPPING CART

Type Description Unit Price Oty Total Amt
33 STATE SNOWMOBLETRAL  $1600 1 #1600
Total  16.00|

Process

:mul\

Click on Process to complete the One Year Trail Sticker transaction.
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|_sioadts ] N Bagersivs
WAL L YALLLYE
Rt REVIEW TRANSACTION INFORMATION
MELSUTA [ WEHCIE BFORMATION | VWHER
LAKHES M 13045 R.E Mumber: {IWILL E'WALLEYE
M 22 Reg Thru: {1172 oG REES
ok 2 Yaar,Make, Model; 2003 ARCTIC CAT ELTIGRE || MINNESOTA LAKES, MN 12345
Manut |B: 4 SHW 1 20486700 || MINEL B 6104309
TRANSACTION INFORBMATICN
Agent: F17- MN ONR REGISTRATION 12 /
SUGGISTED PRIVILEGES TO ADD Ti) TRAHSACTION
Type Desciption Uit Price

45 STATE SNOWMOOLE TRAIL §31.00 add|

PRIVILEGES |H SHOPPING CART

Type Description Unit Price Oy Total At
742 SNOWMOBILE NEW REGISTRATION 350 1 4350
Total Ab.50
Procnss

Custamar | Opwons | Velide | Add Owners | Sales Tax |

Cantel |

The 3-Year Snowmobile Trail Sticker will display on the snowmobile Review

Transaction screen. It can be added to a snowmobile transaction by clicking on the Add
button. Click on Process to complete the transaction.

Note:

e This 3 year snowmobile trail sticker option will only display on the following
e transactions: -
@isiant] | P = New Snowmobile N uma
= Renewal of Snowmobile

= Transfer of Snowmobile
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Privilege Added,
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Bt REVIEW TRANSACTION INFORMATION
banescTA VEHICLE INFORMATION |
Reg Mumber; {IWILL E WWaLLE YL
W R 2T - Rag Thru: | 173 Bi& REEF
phos 2 Year,Make Model: 2000 ARCTIC CAT ELTIGRE  |MINNESOTA LAKES, MN 12385
AT 1D 25 S0 25456 RS |[MDNR Whi: 510433413

[ TRANSACTION INFORMATION |

Agent; F3217- MK DNR REGISTRATION 12

Typn  Dascriplion
Tl SNCWMOBILE MEW REGISTRATION $43.50

Unit Price Oty Total Ami

$45.50
/ ¥ ETATE SMOWMOBILE TRAIL 31m 1 $31,00 Ramovs |
Total 7950 |
Custamar | options | vebide | Add ownors. | Sales Taw |

Cancel |

VE2009 11:41 AM

You will see the 3-year Snowmobile Trail Sticker added to the customers transaction.
Click on Process to complete the transaction.
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bW DNR B~ -.g  mm |
e
Bly'le ; Mon

B10433419 Hews Itagistration

WL L WALLILYE :
Rt . REGISTRATION OPTIONS

HERLEOTA
LAKES M 1 245

Caollect Additinnal Feas

W K 12223 |
A T8 :

customer | wenide |  add owners | Liens || Sates Tax | Fnish |

Cancel

337008 810 AM

To add a lien onto a titled watercraft transaction, click on the Liens button. This
can be done on any screen that the Liens button is displayed.
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610433418 Wess Rogletrution

WL LWALLLYE &
123 B0 REEr LIENS FOR THIS TRANSACTION
MRHLSOTA LIENHOLDER INFORMATION
R N M [ Lizenca eantar
W HA1 122200844
k% Address: [S00 latayetts rd
City: st paul
Hater |mn

Poskd Coder |S5155
Oate [03/0372000
mme
Pravec [
[ Addlien o transaction |

customer | Options | Vahide | Add ownors | Sales Tax | Finish |
Clhﬁll

37008 871 AM

i 5haf

Enter the lienholder information in the appropriate fields. When completed, click on the Add lien to
transaction button.

Hints:

Next to the date field is a calendar function which allows you to click on a date in a
calendar rather than typing in the lien date.

If you leave the Time field blank it will default to the current time.
Phone field is optional.
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Lien record created.

Address has baen standardized. Click Update Lien to apply this update or click Reset Form to
override these changes with the address that was originally entered,

| 1033419_| New Rogisnaton
WAL EWALLEYE
s R LIENS FOR THIE TRANSAWDN
| maEROTA LIENHOLDER IHFI’_'IRIIATlCIN
et i M JHnr licensa coenbar
[ Addrsss; SO0 LAFAYETTE RO N
agn T = T %
: Gty [FAINT BLIL
Slate: [MN

Postal Code: [55155
Dute [03/03/7008
o
S p—

Racor Formn |

Customer | opons | vehide | Adgowners | Sales Tan | _Firish |

I;aII'ILHI

AAI0008 6 32 AM

After clicking on Add Lien to Transaction button, the system will do a check on the lienholder
address with Postal Service standards. If the address is acceptable click on Update Lien button. If
you prefer the address you originally typed, click on the Reset Form button to accept that address.

|
e T T @ eedses ]

i 5tart] |tk Boad - Goen e, | ] ek ot Tovs e | IS0 ssimnimmd - | 0 el G - o [ 0 Dot amd Yehio, 8 4 s lin2- Pk 3, | [ pestion ”%w; DATEMN sz




T =048 Boak and Vehicks egistration - Microssit Inkernet Evplores

Fe KR Wew Frestes Tok el

Ot - - ¥ 2] (b, oot )] 2 82

o

&hm | ] bt {fidmingroctz. 1 ctbfmnbf apoyepLent st do
Links 2] DN Trdranst 2] DMR Welrike @] DOER &) Erplirprs Signeln (] W Wedionss (2] M Parstubs ] MR White Pages. ] Wieh Access

Quality Assurancs

Lien record updated,

10433418 Hew Rogistration
WWLL EWALLEYE
123 e R LlE.NS FOR THIE TRANSACTION .
WHHESOTA :Ilm Middress o e Time Phane  Status
L AT DNRLICENSE CENTER | SOOLAFAYETTERDM | 030M2000 | 00zais HEW
Rk Frsaan. L]
s Delete
LIENHOLDER INFORMATION
raurre ||
Address |
ity |
Thote
Pox ke Codler
Date: |
Tumves
Pinoined

[ addiien to transacian |

Customor | Optians | Wihido | &dd Ownors | Sales Tax | - Finish |
:il‘l’ﬂ‘ll

31312008 833 AM

The lien has now been added to this titled watercraft transaction. You will see the lien information

under Liens For This Transaction. If you are done with lienholder information, click on the Finish
button.

Hint:

If you need to add a 2™ lien onto this watercraft, fill in the 2" lienholders information and
Elom click on the Add lien to transaction button.

£2y e To edit lien information, click on lienholder name.
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10453415 ] St
WAL I WALLEYVE
Rt REVIEW TRANSACTION INFORMATION
LG0T [ wEWCLEINFORMATION 0 L OWMN
e | Reg Mumber: [[WALL E WALLEYE
W R 22 Title Mumber: 1123 G REES
A Reg Thru: 5 rla:wrfscum LAKES, N
Year,Make Model; 2003 CARLTON CARVER | Bl
Manuf 10: CARCAR T35 | MENAR b GEMEUE
Length; 17T Din |

. ukss |

_> | it LICEMSE 500 LAFAYETTE RD W, SAINT PALL |

|_I'.ZI:N'II:I1‘ MM | HEW

i TRANSACTION INFORMATION
Agent: 35217 MN DNR REGISTRATION 12

PRIVELEGES [N SHOPPING CART

Type Desciption Unit Price Oty Total Ami

14 HEW REG PLEASURE 17 —=12 FT 2m 2.0

BB TITLED WATERCRAET - NEW WNEW REG  $1800 1 §I1500

T8 EAOTC AGUATIC SURCHARGE g0 o 500

i) Total 5400
Prisecs

Customer | Options | | tdd Gwners | Liens | fales Tax |

Cangel I

3008 873 AM

At the Review Transaction Information screen, You will see lienholder information listed

below the Vehicle Information. If transaction looks ok, click on the Process button to
complete the transaction.

=
?F Hint: —
12 ¢ e If you need to edit lien information before you Process, click on Liens button. -
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WL L WALLEYE
GIS oM O NG
Rt . REGISTRATION OPTION
WRELEOTA
LAKES M 1 2345

I 2T Collect Additona Fees |
A .

customar | wehicle |  add sales Tax | Finish |

Cancel

/372008 1:05 PM

To add additional owner(s) onto a vehicle record, click on the Add Owners button. This can be
done from any screen that displays the Add Owners button.
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Bly'le Mon
. Additinnal Cramar Information
WAL L WALLIVE
meoner SR EHON L DA e R
LG0T Thure are no additional owners for this wehicle
LAKES Ml 13345
W 1222
hoh 20 Customor | Options | vehicle | Sales Taw | Fnish |
Canecal
32008 1.08 PM

Click on the Add New button to add an additional owner.
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b DNR & -.g mm

Additinnal Cramar Infarmation
WAL L WALLIVE
123 BV REEF DH‘IINAL OWNERS
LG0T [ There are no additienal ownars for this vehicla
LAKES Ml 13345
:';";L"m”““ FIND A CUSTOMER
DL Mumbar: [w 123256705012
Custamer Mame: Mame Type: [[HOTIOUAL =
MDNR Number:
bl —
mer | _Ootioris | vehidle | Ad@Owners | Sales Tan | _Finish |

Cancel I
E2008 1.08 FM
The easiest way to find the additional owner record is to enter their drivers license number in
the DL Number field. Click on the Search button.
Note:
e You can also do a search by additional owner’s name (change the NameType
field to non-individual for a business) or by the additional owner’s MDNR
number.
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Since we searched for the additional owner by drivers license number, only one name
came up. If you search by name you might get a list of names and you would have to
select the correct name.
Click on the blue colored name of the additional owner. This will add this additional
owner to the vehicle record. Next you will go to the conjunction screen.
! o 1
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This is the conjunction screen that let’s you edit the conjunction for the additional owner.
The conjunction field defaults to “and”. To change the conjunction, use the drop down box

and select.
The conjunctions available are:
e AND
e AND/OR
e OR
e TRUSTEE
e GRANTOR
e LESSEE
e DOING BUSINESS AS
&we 1 Click on the Finish button when you have completed adding the additional owner(s). m—__l
istart] | @ IN o
Note:

e You can add more additional owners to this vehicle by clicking on the Add New
button.
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If you add an additional owner you will see their name(s) below the primary owner
information. If everything is correct, click on the Process button to complete the transaction.

Hint:
e |f you need to edit the additional owner information, click on the Add Owners
button before you process the transaction.
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[Ernail ONG &1 Manuf ID and Make: [ [
Tiar 1 Wb Admin Status: [CURRCNT =
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To create a new customer, enter the name in the Customer Name field. Click on the Search
button.

Hint:
e To create a business customer record, enter the name of the business and change the
Name Type field to non-individual.

Note:
T e Before creating a new customer, do a thorough search for an existing customer record. =
# 5tart] This will help prevent multiple customer records in the database. A
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From the customer list screen, click on the Add New button.
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Enter data into the appropriate
fields. Click on the Create
Customer button when
completed.

Hint:

e |f creating a customer from
another country, click on the
International Address box
which is just below the Postal
Code. This will bring up a
country list to choose from.

e |If creating a Non-Resident
record, change the Residency
field, upper right, to Non-
Resident.
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The address you entered goes
through a Postal Service
address standardization check.
If the address is acceptable,
click on Save Changes. If
you want the address as you
originally entered it, click on
Cancel.
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A new customer record has been created.
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ENTER SEARCH CRITERIA OR SCAN DOCUMENT

Minnasota DL Murnbirli
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| Search
OL Mumber: [
Customer Mame: [wil o waleye Mame Type: [lnonioue. =)
MOMR Mumber: [
Search
RegMbr| Tile Mbr: [
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Status: [CURRINT =]
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To view customer information such as their vehicles or their DNR transactions, you first have

to find the customer. You can Search for a customer in a number of ways:
e Drivers License Number

Customer Name

Registration Number

Vehicle Identification Number (VIN or Manuf ID)

MDNR Number

&l Enter one of these into the appropriate Search field. Click on Search
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Click on the Customer Name to view their customer information.

Depending on the search method used, you may go directly to the customer or vehicle
information screen or as is often the case when searching by name, we get a list of

possible names to choose from. In this instance, we searched by customer name so we
need to select the correct customer from the list.
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Here is the Customer Information screen. This screen displays name, address and other
information concerning this customer. There are tabs along the top that will display this
customer’s vehicles or DNR transactions.

Let’s take a look at this customer’s vehicles. You can click on the Vehicle List tab at the top or
the Vehicle List in the left side information box. -
[Elrore
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Bloa Registration . . . . . -
uceseesanabese| | VEhicle by clicking on the registration number of the vehicle.
Liger Admin

[Prirdar Tempiaton

Emai o | Hint:

fs. featu e This list displays vehicles currently registered to this customer.
S By changing the Status field, at the top of the list, to Previous,
you will display vehicles that were previously registered to this
customer but that have been transferred out of their name.

Note:

¢ If there a more vehicles listed than can be displayed on one
page, you will see Next Page in the top right corner of the list.

— Click on Next Page to view remaining vehicles. |
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The Sales screen displays all
DNR transactions done by this
customer.

e From this screen agents can
reprint a transaction for up
to 15 days from the date of
the transaction. Click on the
blue transaction number to
reprint a transaction.

e Agents can also
void/reverse transactions, if
they have the appropriate
security level, for up to two
days from the date of the
transaction.

e Previous year sales can be
viewed by changing the
License Year field at the
top of the list.

[&loore

i 5tart] |tk Boady - Som e, | ] et o Tovs Cispdars | 0 ol rnstitos - i, |[ ] G Boat amd vehe | [IS1- csznimomd

—
| 3 ctorrs o Lovhies . | [Dositee =B WD TSN 20

=]
T @




Transfer
To
Same Owner

This transaction is used where the primary owner stays on the vehicle
record but you want to add or delete additional owners.
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mamuros | | We use the Transfer to Same Owner function when the primary
owner, in this case, Will E Walleye, remains the primary owner
but we want to either add or delete an additional owner.

In this case we will be adding an additional owner. Click on

Eltore Transfer to Same Owner tab.
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Fovtum 1o ol You get a warning message that this function is for adding or deleting

additional owners on a vehicle record.

Click OK to continue.

[l vora
5tart] | (P ok Bad - G e | ] ek Bl Tros Do | (51 - sl




MDA Boal and Yehice Regstralion - Microselt Intenmel Explorer

=18 %l
Fle Ed Vew Fovorkes Tods Heb | &
am I i"i 2.] : - Setech < Pyvorter & vt W E |
:.n#-_u_[.ﬂmp-”m.ﬁ.m e =] _h
Unks ] Dot Intvanee &] ore webste oot @] Enplayes Sorvin ﬂww E]MmiPsysth @] whes Pages @] Web Actess
Quality Assurance =l
g LI 12T,
s DNE ..
m, Tramsfer to Same Owier
:h:::;‘;ﬁn REGISTRATION OPTIONS
| Tt hioe
[Piesishax ACTVE | Dupdeate Reg Card [ha =]
! Dupicate Expiration Decals: [No =]
(WAL EWWALLEYE
|13 B REEr Collect Additional Fees |
| MPREEOTA
| LAKES M 13345
.zH'I“LIYZIJJ’HII Custonmir I ik ] add Owni Lilll"l.‘i] Finisk I
S Cancel |
172008 8:21 AM
Click on Add Owners.
Note:
e In this example we are adding an additional owner. If you wanted
to delete an additional owner from a record you would click on
the Finish button. This removes all additional owners from the
vehicle record.
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Search for the additional owner by entering the DL Number or Customer Name. Click
on Search.
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When the additional owner name appears, click on the name. You will now go to the
conjunction screen.
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The conjunction for the additional owner defaults to AND. You can change the
conjunction by using the drop down list.

Click on Finish to go to the review transaction screen.
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You see that the Transfer to Same Owner function kept the primary owner the
same but you were then able to add an additional owner.

Click on Process to complete the transaction.
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Enter the Dealers business name in the Customer Name field.
Change the Name Type field to Non-Individual. Click on Search.
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Select the correct business name from the customer list.
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Click on the New Registration tab at the top of the customer
information.
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At the Registration Options screen the customer can choose to order additional,

e Watercraft Dealer: Additional expiration decals, there is no extra charge for these.

e Snow, ATV, OHM, ORV: Additional expiration plates at a cost of $4.00 for each
additional plate.

In this case we are doing a snowmobile dealer and | selected to order 2 additional plates.

(customer will receive 3 plates total from DNR.)

Dealer automatically gets one decal or plate at the time of registration. If they plan on
demonstrating more than one vehicle at a time they will need to order additional decals
or plates.

Click on Finish to go to the Review Transaction screen.
(€10 o saes
d5tart] | s Boady - Gvte R | | Pagerk P Trve Cgiors | IS - ein it ond - | o) el Grouaiiis - Mo || & MORR Boat and Vehi. % Dodm egiraan 1 - | |Deaitie ® BN S0 MN 520

-




T =048 Boak and Vehicks egistration - Microssit Inkernet Evplores == =]

Fle Eile Wew Frostes Tock  beb S = o
W ] < .

Qe+ ) + (x] 18] (] ot vt £ 3 L B (T —

;l#wlﬂhm:ﬂmodt.}f.cﬂﬂ'rrﬂmew&n.do ﬂ“" |

Links 2] DN Trdranst 2] DMR Welrike @] DOER &) Erplirprs Signeln (] W Wedionss (2] M Parstubs ] MR White Pages. ] Wieh Access

Quality Assurancs

Nows Ragiaration
g REVIEW TRANSACTION INFORMATION

500 LAFAYETTE RD N W
SAMNT PALL W 55155

Reg Thru: | (500 LAFATETTE RO N

BIDMEE MEsry S0

TIAHSALT IO IHFCHMATION

Agont: S217. WA DA REGEETRATION 12

SUGGESTED PRMVILEGES To ADD 10 THARSACTION

Type Deecription init Price
X STATE SHOWMOSILE TRAIL 3.0 Mul

PRIVILEGES IN SHOPPING CART

Type Description Unit Price Oty Total Amt

88 SNOWVEHICLE DEALER NEW REGISTRATION #5380 1 $5350

778 WEHICLE DEALER ADD PLATES (PER GTY) Ho0 2 90 |
Tolal G150 |

_Cancel |

E—
Customer | Options | Vehide | Owners | Sales Tax |

AMOCADOE 320 AW

You see that an additional $8.00 is added to the new snow dealers license because we added
2 additional dealer plates to this transaction.

The registration card will print in the agents office. The plates will be mailed directly to the

| customer from DNR. =
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st | & d IN saiam
Click on Process to complete the transaction.
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Click on Search.

To issue registration to a vehicle owned by a government entity, enter the government
agency name into the Customer Name field. Change the Name Type to Non-Individual.
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Since we searched by the name of the government agency, We came up to the customer list
screen. Select the correct customer by clicking the name of the government agency.
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From the Customer Info screen. Click on the New Registration
tab.
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i Pl In this instance we will select ATV — Class 1 as the vehicle type.
When it is a government vehicle we select Private Owner as the
Registration Type. Click on Continue.
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Enter the vehicle data into the appropriate fields. The Tax Exempt Status field has to
be changed to Yes for government vehicles. It will now charge the correct fee for a
government vehicle.

Click on Continue.
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Click on Finish to go to the Review Transaction Screen.
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If you need to collect sales tax, click on the Sales Tax button. This can be done from any
screen that displays the Sales Tax button.
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At the Sales Tax screen, enter the amount paid for the vehicle. The amount for the State Sales Tax field
will be calculated by the system, you do not enter anything in that field. The State Tax Owed field will be
calculated by the system so you will leave that field blank.

You can also:
o If customer paid sales tax in another state, you can enter that amount in the State Sales Tax
Already Paid field. This will reduce the amount of MN Sales Tax to be collected up to the
o 6.5% amount.
22y o If the vehicle was purchased in certain MN cities or counties, there may be additional local tax
to calculate. Use the drop down box for those cities or counties with additional tax.

Once the fields are entered, you can click on the Calculate button to view sales tax calculations or click on
the Calculate & Exit button and the system will calculate the sales tax and take you to the Review
Transaction Information screen.
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You will now see the sales tax amount collected added to the registration fees.

Hint:
e If you need to edit the sales tax amount, before you process, click on the Sales Tax

button.

#sa4|| | the transaction is correct, click on the Process button to complete the transaction. Ll
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The following reports can be viewed by clicking on Reports in the left side information

box:

e Daily Sales: Displays agents DNR sales for a specific day

¢ Daily Processed Transactions: Displays agents sales for a specific day and any
credits or charges

e Weekly ACH: Displays DNR fees that will be transferred out of agents bank

Titles Sold: Transactions displayed should have corresponding paperwork that is to

be mailed to DNR.

P Voids: Transactions done by agent that are voided are displayed. R
B | fFwste Agent Info: Name, address, etc.. of the agent is displayed. PN s

Account History: Displays agents daily sales totals and ACH “sweeps” or transfer.
Sales Totals: Displays agents year to date sales totals by license year or DNR fiscal
year.

e Prior ACH: Agents prior ACH totals.
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The Daily Sales Report displays the agents transactions for a specific day. It will list valid, reversed, and voided
transactions. The net sales from this report should match your totals from your cash register.

This report can display information for a different date or for different User ID’s. Note: If you change the date or User ID,
you need to click on the Refresh button before the new data will display.

To look at a report for a different day, type in the date field the new mm/dd/yy or use the calendar feature just to
the right of the date field and point to the date that you want the daily sales for. Click on Refresh to display new
data.

The manager can look at Daily Sales for the entire office or for each individual User ID. In the User ID field
click on the drop down arrow to display all User ID’s for your agent. Click on the User Id to select and click on
Refresh to display the new data.

In the transaction list you will see some data that is displayed with a blue color. You can click on these fields to
display that transactions customer information or vehicle information.
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The weekly ACH Report displays what DNR fees will be electronically swiped from
your bank account each week.

Hint:

e This report becomes available on Tuesday morning. This report will not
change until the following Tuesday when the new ACH report becomes

available.

e If Monday is a bank holiday, the ACH report won’t become available until
Wednesday. Then it will revert back to the regular Tuesday schedule.

e These funds will not physically transfer out of your agent bank account until
Thursday or Friday of that week. This allows the agent to have a couple of

days to have these funds in their account.
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L The Titles Sold Report displays all the title transactions done in
Brior ALH your office during the dates shown at the top of the report. Your
office should have corresponding paperwork for each of the title
transactions. You can change the from and thru dates of the report.
Remember to click on the Refresh button if you change any dates.

Please print out a copy of this report and submit it along with the
title paperwork to the DNR Central office.
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To order ink ribbons and paper for the DNR printer, or if you need to order
regulation books, etc. Click on Order Supplies in the left hand information box.
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faene o To order a supply kit of ink ribbons and paper for the DNR
printer, click on the check box for Printer Labels and Ribbons.
Click on the send order button to complete.
Note:
e Printer Labels and Ribbons are not sent from the DNR but are
sent from our ELS vendor in another state.
e You can order up to two supply kits a day. Order the second
kit by placing another order.
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Unlike printer supplies, items such as regulation books, DNR
forms, etc.. come from the DNR Central office. To order these
types of supplies, type in what you would like sent to you then
click on the send order button. Your order will be sent to DNR

for processing.
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