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About This Manual

The intent of this document is to guide you through all of the various functions of the Avitar Clerk/Motor
Vehicle system. It is written to follow the flow of the program, such that it begins with a discussion of basic
tasks and functions that are common to all users, before moving on to cover functions unique to each of the dis-
tinct modules: Motor Vehicle MAAP, Motor Vehicle Browser, Dog Licensing, and Clerk Services. System setup
and customization of the program are discussed later in the guide because these topics are for all intents and pur-
poses taken care of at the time of installation.

This software manual is intended for all users of the Avitar Clerk/Motor Vehicle system, regardless of which
modules you have enabled. Therefore, parts of this software guide may not be applicable to your municipality.
Additionally, this program has a setting to indicate whether the municipality is a town or a city. Consequently,
in some descriptions or pictures throughout this manual you may see references to “Town Only” or
“Town/State” when in your particular installation, the program in fact indicates “City Only” or “City/State.”
For the purposes of this manual, the words “Town” and “City” are interchangeable.

We encourage you to read this manual, either selectively or comprehensively, and use it as a reference tool.
However, it is not intended as a substitute for basic clerk training, particularly with respect to the specialized
knowledge required of municipal agents.



Common Module Processes

All of the tasks in the Modules are process driven with each Module following similar procedures.
Regardless of which Module you choose, the process of creating carts, adding transactions to the
cart, fee settlement, and printing will be the same. Whether, for example, you only have access to
the Motor Vehicle MAAP Module or only the Dog License Module, you will always begin your
day by starting the program, logging into the database, and beginning cart transactions from the
Clerk Main Window.

Fee Settlement

Upon completion of a transaction, you will advance to the Fee Settlement screen creating a Cart.
The cart displays what transactions you have processed, as well as what is owed for this customer.
If you have further transactions for this customer, you can click on the Module Icon to process the
next transaction. After each transaction, you will advance to Fee Settlement.

aarcers Lol

Fie Utlities Services Reporks  Help
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My a | Tobal Fess —
#1: DY — RENEWAL g2z 9| T Towin Glale
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ﬁ Vehcle: 2005 000G yir G [ S T
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Hald Cart Delete Cart ] Pay
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To view the details of an individual transaction, click the “?”’ next to that transaction. Depending
on the type of transaction, certain information may be edited from this screen. For example, you
can edit a dog tag number or rabies information, but you are not allowed to change any information
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regarding a motor vehicle. If a motor vehicle's information is incorrect, you would have to delete
the transaction (see Deleting at Fee Settlement ) and start over.

In order to assist with the licensing of dogs, if the owner you process a transaction for has an unli-
censed dog, a blue dog icon will display on the Fee Settlement screen next to the Location text
box. If you see the blue dog icon, you can remind your customer that they need to license their
dog.

As each transaction is added to the cart, the total amount owed is displayed under the Total Fees
section. If the customer wants to see a detailed transaction summary for each item in the cart before
they pay the fees, click on the printer icon located below the payment section. This will display a
report that can be printed and reviewed by your customer.

Once you have completed all the transactions for this customer, you need to select the payment
method(s) and enter the payment amount(s).

A few notes:

o Depending on your systems settings, the amounts on the payment tabs can be configured to
auto populate the Amount text box (see Town Settings Tab), for eliminating the process of
entering the amounts and the possibility of entering the amount incorrectly.

o The system will auto populate the Payor Name text box with the Owner's name. If the per-
son paying is different, enter the information into the text box.

o The payment tabs will display differently if you are a “one check™ town versus a “two
check” town. In a two check environment, you will see a Town Payment tab and a State Pay-
ment tab. In a one check environment you will see a Town Payment tab and a State Short
Slip tab.

To enter the payment(s), use the Payment Method dropdown box on the Town Payment tab to
select how the customer has paid you (cash, check, ACH, credit, etc.). If you processed a trans-
action with a State fee and you are in a two check environment, you will need to select the State
Payment tab and follow the same instructions. Note, if you are accepting Credit Card and ACH
payment tenders, you will need to contact Avitar in order to enable this feature. To complete the
process, click Pay.

Deleting at Fee Settlement
There are two ways of deleting once on the Fee Settlement screen:

o Delete a single transaction: To delete a single transaction at fee settlement, click on the red
“X” next to the transaction you wish to delete. This will delete that transaction from your
cart and reduce the amount owed. Please note, if you want to delete the whole cart, you
should not follow this process by deleting each item. If your intention was to delete the
whole cart, you should delete the cart.
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o Delete the entire cart: To delete a cart in its entirety, click Delete Cart. By selecting Delete
Cart, you are choosing to delete all the transactions in the cart.

Clear Agent at Fee Settlement

The Clear Agent button on the Fee Settlement screen is used when you have processed the State
and Town portion of a registration and, for various reasons; you need to process the registration as
Town Only. Instead of deleting the cart and starting over, you can select the Clear Agent button,
which will delete the amount owed to DMV, as well as the Municipal Agent fees. This typically
happens when you are a two check municipal agent and the customer realizes at fee settlement that
they only have one check. Instead of leaving and returning with another check, they decide to do
the Town portion and complete the State portion at DMV.

Hold Cart

The Hold Cart button on the Fee Settlement screen is used to place a cart on hold when you have
processed transaction(s) for a customer and for various reasons they cannot finish the process at
that time. For example, you have processed a motor vehicle registration, a dog license, and a dump
sticker for a customer. When you tell the customer the total amount owed from the fee settlement
screen, they state they do not have enough cash with them, but will run to the bank to get the
amount owed. If you delete the cart (see Deleting at Fee Settlement), you will have to enter all the
transactions again once the customer returns, however, if you do not delete the cart, you cannot
wait on another customer. In order to wait on the next customer and not lose the transactions in the
cart, click Hold Cart. This will save the transactions until a future time when you wish to complete
them.

Note, when you select Hold Cart, if there are motor vehicles or dog transactions in the cart, a mes-
sage will display stating all decals, plates, permit numbers, CTA numbers, and dog tags associated
with this cart have been returned to your inventory. The message is stating that the inventory used
for this cart can now be used for your next customer and new inventory will be used when your
customer returns to complete the transactions.

In order to use the Hold Cart function, it must be enabled. To enable this feature go to Utilities |
System Administration | System Options | Town Settings | Fee Settlement section. Select the
Allow Use of Hold Cart Option check box and click Save.

In order to retrieve, delete, or view a cart you previously placed on Hold, select Cart | Retrieve
Cart. The Hold Lookup dialog box displays.
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The grid displays the carts that have been placed on hold. To lookup a cart, you can use the scroll
bar to the right of the grid or type in either the Payor or Owner 1 name into the appropriate text
box. Click Search. Once you have found the cart, you have several options:

o View: The View button will display a detailed transaction statement showing each item in
the cart.

o Delete Cart: The Delete Cart button will delete the cart you put on hold. Carts should not
be held over from one month to another due to the amount owed on a registration could
change, so it is a good idea to review the carts on hold and if they are no longer valid,
delete them.

o Select: The Select button will retrieve the cart on hold. If the cart had a motor vehicle or
dog license transaction, you will be prompted to fill in the next available inventory for each
item, unless you are auto populating your decals, in which case, the system will fill in the
next available decal number. Once you have entered the inventory, you will advance to the
fee settlement screen.

Processing of State Credits and Short Slips

Credits and Short Slips are used for both town and state transactions, but are typically used for
motor vehicle transactions. The most likely and beneficial scenario for issuing shorts slips occurs
when a customer needs to process a certified copy and a transfer at the same time. As the MAAP
system will not allow more than one transaction in the cart with the same VIN, you can pay for the
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certified copy by issuing a short slip tender type at fee settlement. Then, when you process the
transfer and advance to Fee Settlement, the system will recognize the existing short slip, adding the
amount due to your current cart. This process allows customer to write one check to the town and
one to the state.

If you are a One Check MAAP client, fee settlement will display the City Payment tab and a State
Short Slip tab. To create a short slip, select the State Short Slip payment tab and from the Payment
method drop down box, select Short Slip. Enter the amount due for the State. When you issue a
State Short Slip, you must enter a reason into the Credit/Short Comment text box. Next, select the
Town Payment tab and from the Payment Method drop down box, select Short Slip. Enter the
Town due amount and click Pay to complete the transaction.

Change Due Calculated for Cash Transactions (only for one check MAAP envir-
onment)

In a one check MA AP environment, at fee settlement, the system will calculate the change due for
customers who pay with cash. For example, if you process a renewal with an amount due of
$143.25 and the customer gives you $150.00 in cash, you enter $150.00 as the cash payment
tender amount and click Pay. A Change Due message box will display stating you need to give
back $6.75 from your drawer. Y our deposit report will display the total amount owed, the actual
amount tendered, and the amount you gave back.

Printing
Dog licenses, vehicle registrations, and receipts will automatically be sent to the printer when you select the

print button. However, reports will display on the screen first allowing you to preview the information before
printing.

Post-It Notes

The Avitar Clerk system provides Post-Its whereby you can add notes or reminders to any cart,
owner, plate number/plate type, or vehicle identification (VIN). Post-It notes can be more powerful
than the simple Notes field attached to an owner in that you can create customized categories of
Post-Its, add multiple Post-Its to a single owner/plate/VIN, and be reminded by the system when
specific reminder dates pass.

Adding a Post-It

To add a Post-It to a specific cart, owner, plate number, or VIN, search and select the item you
want to add the Post-It to. For example, to add a Post-It to an owner, select Utilities | Owner Main-
tenance. Search and select the owner. To add a Post-It to a plate number or VIN, select the Motor
Vehicle icon | Registrations | View/Maintenance. Search and select the vehicle. With the item
selected, click on the gray Post-It icon.
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Y ou will see the default window, ready for you to create a Post-It. For each note, you can select a
Category of Post-It. For each Post-It you can also select whether you want to be reminded on a cer-
tain date. For example, you may want to be reminded when a returned payment needed to be paid
by before taking additional action. To be reminded, check the Set Reminder check box and then
select the Reminder Date. Finally, you can enter up to 500 characters of a message or note in the
yellow Note are. Additionally, if you wish to be explicitly reminded of the Post-It whenever the
record is displayed on the screen check the Flash This Message check box.

For example, you might use the Flash option to add an Owner Post-It to remind you that the cus-
tomer must pay in cash due to several returned checks. In the future, any time this owner is selected
by any user, the Post-It will automatically be displayed. Y ou can add multiple Post-Its to a single
record by pressing the New button.

If you wish to add multiple Post-Its to a single record, press the New button to keep adding Post-
Its. To move among multiple Post-Its on a single record, use the left and right arrow buttons within
the Post-It dialog box. To delete a Post-It, display the note to be deleted (using the left and right
arrow buttons if multiple Post-Its exist on a record) and then press the Delete button.

Viewing Post-It Notes

Once you have added a Post-It to a particular record, the yellow Post-It icon will visually remind
you of the Post-It every time the parcel is displayed. Once a Post-It exists on a record, you can eas-
ily view it by simply clicking on the yellow Post-It icon.
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Post-It Reminders

Each time you or any other user logs into the system, the system will check the database for any
Post-Its with Reminder dates equal or prior to the current system date. If the system identifies one
or more records with applicable Reminder dates, once you login, the main menu screen displays
Today’s Post-It Note Reminders. Select Show Reminders and the Post-It Note Reminders report
will display. You will continually be notified of Post-Its with applicable Reminder Dates with each
subsequent log in until such time as you either uncheck the "Set Reminder" checkbox on all of the
applicable Post-Its, change the Reminder Dates to sometime in the future on all of the applicable
Post-Its, or simply delete the applicable Post-Its.

Creating Custom Post-It Categories

The customizable Post-It Categories enable you to efficiently categorize information. Examples
might vary from records that have Parking Tickets to something as simple as a Rabies Expiration
reminder. In any case, it will be easier for you to track your Post-Its if you create custom Post-It
Categories to which different types of Post-Its can be assigned. Leaving the Category blank can be
used for non-specific types of reminders or comments.

To create a new Category, search and select a record you would like to add a Post-It Note to and
click on the Post-It Note icon. Click on the ellipsis next to the Category drop down box. The Post-
It Note Categories screen displays. If an existing code is selected in the grid, you can change the
category name by clicking in the grid, deleting the existing name and typing the new name.

To add a new Post-It Category, select New and type the Category name into the Post-It Cat-
egory text box. And finally press Save.

Correspondences

Correspondences is a system function that allows you to easily send correspondence to a customer.
The system will allow you to create and save multiple correspondence letters. For example, you
might have a standard message you send to customers who have issued you a bad check. This mes-
sage can be imported into Correspondences to be used when you receive a returned check from the
bank.

Creating, Modifying, Deleting Correspondences

In order to utilize the Correspondence feature, you must first create the correspondence itself. Note,
only supervisor users can create, modify, or delete correspondence. To access the Correspondences
feature select Utilities | Correspondences.
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Creating a New Correspondence
To create a new correspondence, select Setup on the Print Correspondence dialog box. You have
several options for creating a new correspondence:

o Create a Blank Correspondence: This option allows you to create a blank cor-
respondence, which means you will need to manually enter the information, as opposed to
importing an already existing document. To create a blank correspondence, enter a name
for the document into the Title text box and click Add New.

o Use an existing Correspondence as a template for a new Correspondence: This option
allows you to select a previously entered correspondence, rename it, and then modify the
letter. For example, you may have an existing correspondence titled Payment Overage,
which you send to customers who have over paid. If you want to add a separate cor-
respondence for customers who have under paid and the letter is basically the same as
when a customer has over paid, you can select the Use an existing Correspondence as a
template for a new Correspondence radio button. Enter a new name for this cor-
respondence into the Title text box and use the Create from existing dropdown box to
select the document you want to copy. Then click Add New.

o Create a Correspondence by Importing a Rich Text File: This option allows you to use
a document you already created using Word or any document that was saved as a Rich
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Text file. To create the document, enter the name for this document into the Title text box.
The Import Correspondence from WordPad text box is used to locate the existing doc-
ument. Simply click on the ellipsis button to search your computer for the document.

Locate and select the document. Click Open to return to the Print Correspondence dialog
box. The Import Correspondence from WordPad text box will display the path and name of
the document you want to import. Click Add New to complete the process.

Edit Correspondence

The Edit tab on the Print Correspondence dialog box is used to add or modify the text of existing
correspondences. If you added a blank correspondence, you should immediately select the Edit
tab to modify the blank correspondence. To edit an existing correspondence, use the Select a Cor-
respondence to Edit dropdown box to select the document you want to edit. When you select the
name, the existing document text (if any) will display in the text box. If you elected to enter a blank
correspondence, enter the information for the letter where it says Edit Here. If you are editing an
existing correspondence, type in the new information. Use the alignment, font, bold, italicize, and
underline buttons to modify the appearance of any highlighted text as needed. Select Save when
you have completed the changes. The Preview button allows you to view the letter as it will print
and the Print button allows you to print the document.

Delete Correspondence

The Delete tab on the Print Correspondence dialog box is used to delete an existing cor-
respondence. You would need to delete a correspondence if the need for the letter is no longer
necessary. For example, you created a letter for customers who have over paid you and you
changed your policy to not accept over payments. This would eliminate the need for this letter. In
order to delete the correspondence, use the Select the Correspondence you want to delete drop-
down box to select the letter and then select Delete.

Header Setup

The Header Setup tab on the Print Correspondence dialog box is used to determine how the system
should format the header of your correspondences. Note that the header setup applies to all cor-
respondences you generate within the system. Y ou have several options for formatting the header:

o Use Return Address: The Use Return Address radio button is used when you want to
enter your return address. To use this option, use the available text boxes to enter your
return address and click Save.

o Use Letter Head: The Use Letter Head radio button is used when you are printing your
correspondences on special paper which is pre-printed with your office or municipal letter
head. When you select this radio button, the system will not print anything within the
header area of your correspondences.

o Use Image Header: The Use Image Header radio button allows you to use a digital image
in place of a pre-printed letter head. Note, the appearance of the image on the printed cor-
respondence will depend on the size of the image you use. Once you select the Use Image
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Header radio button, use the ellipsis button to locate the digital image you want to use. To
avoid distortion of the image that may result from stretching, you should use images that are
approximately 4.5 times as wide as they are high. Once you have configured your header,
select Save.

Sending Correspondences

Once you have created one or more correspondence formats, they are available for you to send to
specific owners. Correspondences can be created from several different places within the system --
essentially from wherever you have an owner record displayed. The most straightforward instance
is from within the Owner Maintenance dialog box. Go to Utilities | Owner Maintenance. Search
for the owner, click on their name in the grid, and click Edit Owner. The Owner Maintenance dia-
log box displays and you should notice a little flying envelope icon to the right of the bottom line
of the owner's address information. Click on the envelope icon to access the Print Correspondence
dialog box. Notice that the owner from the Owner Maintenance dialog box is displayed as the
Recipient in the upper right corner. Select the name of the correspondence you wish to send to this
owner from the Select a correspondence to print drop down. If you are a supervisor, you can
modify the message, as outlined above, by pressing the Setup button. Select Preview if you wish
to see how the actual correspondence will appear and select Print to send the correspondence to
your printer. The recipient's address will print in an area suitable for use with standard #10 window
envelopes.

Y ou will notice the same flying envelope icon on various dialog boxes within the system, aside
from just the Owner Maintenance dialog box. Wherever you find the correspondence icon, you
can click on it to access the same Print Correspondences dialog box (e.g. registration screen, title
screen, dog license screen, etc.).

Owner Maintenance

Owner Maintenance is used to add a new owner or update information for an existing owner. This
process allows you to change an owners address, attach messages (which will display before advan-
cing to fee settlement), attach pending Returned Check charges, or to make an owner inactive.

To add or modify an owner, go to Utilities | Owner Maintenance. Search for the Owner and
click Edit Owner. If they do not display, click New Owner. Make the necessary changes and
click Save.
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Charge Maintenance

Charge maintenance is used to view, pay, or forgive Charges, as well as print a mailer to send to
the customer. To begin select Utilities | Charge Maintenance.

Charge Maintenance

— Search

LastBusiness Mame First Ml Suffix

[ [ [oHARGE -MENACE |
[~ Deate Range Al  Paid
[rznems =] w rzavems ] € ungaid  Forgiven e |

Description ‘rear Armaount)Forgiven Date Paid Cart| Amount
2013 MENACE 2013
2073 MENACE 203 $25.00

Individuat 1 Batch
LastBusiness Name First bl Suffix
=] [msrEY [lamson [

Erint kMailer | Pay | Forgive |

Exit

To search for a specific charge, use the Last/Business Name, First, MI, Suffix text boxes to enter
the name the charge is listed under. Below are ways you can narrow your search further:

o Dropdown box: Use the dropdown box to search for specific Charges (e.g. menace).
» Date Range Check box: Selecting the Date Range check box will enable the month date

pickers allowing you to specify a date range.

o All, Paid, Unpaid, Forgiven radio buttons: The system defaults to displaying All Charges.
When you select one of the other three radio buttons, the system will only display the
Charges specific to your selection.

Once you have made your selections click Search. The results will display in the grid. Click on the
charge in the grid to highlight your selection. This will populate the owner at the bottom of the
screen.

At the bottom of the screen are two tabs, Individual and Batch. The Individual tab is used for a spe-
cific individual and his/her corresponding charge. The Batch tab is used for a group of Charges.
Below is a description of both tabs, along with their corresponding functionality:

Individual:
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o Print Mailer: The Print Mailer button is used to send the owner a notice regarding the charge
you selected. However, in order to print a mailer, you must first have a template of the letter
you want to send. This template is created under the Correspondences feature (Utilities | Cor-
respondences). Once the Correspondence has been created, simply select the cor-
respondence from the dropdown menu and select Print Mailer.

« Pay: Use this when you want to pay a charge. Clicking Pay will add the charge to the shop-
ping cart for the owner you selected and advance you to Fee Settlement.

» Forgive: If the charge is no longer collectible you can click forgive. The forgive action will
be logged in the event viewer and the charge itself will be flagged as “forgiven.”

Batch:
o Print Mailer: The Print Mailer button is used to print letters for a group of owners and their

corresponding charge(s). Use the Search capabilities to select a specific group you want to
send the letters to, or select All and every owner with a charge will be sent the mailer. For
example, if you want to send mailers for the 10 Menace Charges you just added to the sys-
tem, use the dropdown box to select Charge-Menace. As with the Individual | Print Mailer,
you must have already entered the template of the letter you want to send (Utilities | Cor-
respondences).

e View: View will produce a detail report of the Charges you selected.

Owner Merge Utility

The Utility | Owner Merge Utility menu item allows you to search for and remove duplicate own-
ers in the database. This situation can occur when owner records are created in the database for the
same person at different times. For example, you might create an owner record for "JOSH
AREND" when he registers his dog after moving to town in March. However, when his DMV
information is imported from the State in July, the system creates a new owner record for
"JOSHUA AREND." While the existence of two owner records for the same person is not cata-
strophic, it does mean that address changes made to the "JOSH AREND" record will not be reflec-
ted on the "JOSHUA AREND" record. (Beyond the obvious name differences listed above, you
may, in fact, have duplicate owner records for "JOSHUA AREND" and "JOSHUA AREND"
where one record came from DMV and one was created locally.) The Owner Merge utility allows
you to resolve issues of duplicate owner records by globally replacing all instances of one owner
record with another owner record.
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Starting Avitar Clerk

&

Avitar Clerk My

Click on the Avitar Clerk desktop Icon or select Clerk from the Avitar program group on your Windows Start
Menu. You will see what is referred to as the splash screen, visible while the program initially connects to the
database. Unlike other Avitar software, you cannot open the program without logging in.

Logging In
Standard System Login

The standard system login screen is used to login to the Avitar Clerk system. If you are using Avitar’s Clerk
Motor Vehicle module you will use the standard system login to work as an offline municipal agent. The stand-
ard system login screen displays the User ID, Password, Location and Print Date text boxes. Each User will have
a unique User ID and Password, which is case sensitive.

x

Uzer 1D |wuolsey|:|

Password: |

Location:

COUMTER
Frint Date: |EI2.-"1 242008

Ok LCancel

The Location drop down box gives you the ability to track where your transactions are being processed. For
example, by selecting COUNTER, you are tracking all the transaction you process from customers coming to
your window. If you select MAIL for your location, you are tracking all transactions you processed that came in
through the mail.

The Print Date can be changed to reflect the transaction’s actual cash date. For example, you would need to
change the Print Date to enter work into the system from a previous day if that is the date you processed them.
You must remember to change the date back to the actual date before beginning today’s transactions. This pro-
cess is only used if you did not enter all your work from the previous day and have not completed your deposit.

Motor Vehicle Module Login

The Avitar Motor Vehicle login screen allows you two options when logging into Avitar Clerk
MYV module. The first option is to login as a Motor Vehicle MA AP user, which means that every
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motor vehicle transaction you process is being sent to DMV. The second option is as an Oftline
Municipal Agent, which allows you to login without sending transactions to DMV. Note, logging
in as an Oftline Municipal Agent, limits your access to certain motor vehicle processes. The major-
ity of the time, you will login to MAAP, however, if MAAP is down, or you need to fix a trans-
action as Town Only, it is necessary to process transactions as “offline”. To login, select the
Offline Municipal Agent checkbox and enter your local password. Once you are logged in as an
Offline Municipal Agent, you can process registrations/titles and the system will default to Town
Only. If your purpose for logging in as Offline is to correct an error affecting a town and state trans-
action, you will need to select the Town/State radio button on the registration/title screen.

i

User ID: | arendi
MAAP Password: |
Location: ||:|:||_|NTEF| ;I
Permit Mumber: [E961183 - [E961200
CT& Mumber: 13731401 - [13781450

Frint D ate: IEIEHEH f2010

[ Offline Municipal Agent

ok Cancel

The Location drop down box on the login screen gives you the ability to track where your trans-
actions are being processed. For example, by selecting COUNTER, you are tracking all the trans-
action you process from customers coming to your window. If you select MAIL for your location,
you are tracking all transactions you processed that came in through the mail. Note, to process a
lockbox or online transactions, you must select the appropriate location on the login screen.

The Permit and CTA Number text boxes are used to enter your first and last inventory numbers for
each category. Once you have entered or verified the information, it is saved and the system will
now auto populate with your next available inventory number when processing a Permit or CTA.
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Avitar Clerk Main Window

Avitar Clerk’s main program window is designed to provide quick and easy access to your data.
The main window appears below and consists of five basic areas. The areas are labeled below. It’s
a good idea to remember these terms as they will be referred to throughout this document.

=

File Utilities Reports  Help

= | Avitar
bt

Teller Hotes:
H DOG LICENSE MOTES:

Dogs

)

Services

Cart

Today's PostT Reminders:

Show Beminders

Yersion:
2.8.7

! Dffline ba Print: 2/1/2010 Cash: 2717200 arendj COUNTER i

Menu

Module Icons

Teller Notes

Today's Post-It Reminders
Status Bar

NEPPD-

Note: The syntax used throughout this document to refer to items available on the menus is Menu
Name | Menu Item | Sub Menu Item. For example, when processing a renewal registration with
a title application you will go to MV | Renewals | 12 Month-PS (Private Sale).
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Motor Vehicle MAAP Module

The Motor Vehicle MA AP Module is uniquely designed for New Hampshire municipalities and
provides the Town with a complete motor vehicle solution that is fully compatible with the State of
New Hampshire’s Municipal Agent Automation Project (MAAP). The system is process driven
and intuitive where it will lead you through the process with the click of a button. If your customer
needs a title and a registration, when you select a New Registration with PS, the system will walk
you through creating a title and then the registration without having to process two separate trans-
actions.

The main Motor Vehicle screen has three sections: Registrations, Titles, and Other. Under the
Registration heading, the first four items: 12 Month Renewal, New Registration-AP (blue clerk
copy), New Registration-PS, and Owner to Owner Transfer are quick links to the processes you
perform most often. Selecting any of them will take you directly to that process. If the first four
items do not apply to what you want to do, click on the link New Registrations, Renewals, or
Transfers. This will display more options for those processes. Anywhere you see the “...” ellipsis
it means there are more options.

_[of x|

File Ltilitizs Title Registration State Portion Only  Price Quotes  Reports  Help
L J
Motor

[ = .
Vehicle
K Heqistrations: Other:

Dogs 12 Month Benewal Certified Copy
' s MHew Fegistration with &P Decal Replacement
; Mew Reqistration with PS Flate Release
Services
Tiansfer Owner to Owner with AP Flate Feplacement
Wiew/Maintenance Fay a Short Ship
Cart i i ]
b,. Mew Reqistrations .. State Portion Only. .
b. Benewals... Frice Quotes...

b,. Transfers. ..

Titles:
Title &pplication Only YiewMaintenance
Title Application - Antique PR o =l
= A 0002000
Title &pplication Only - Dumemy CTA — = ﬁﬁ-ﬁ-[ib[]

Offline: b !F'rint: 01A0/2002 |I:ash: 01A10/2008 |alendi COUMTER o
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MAAP Lookups

Throughout the Motor Vehicle module, you will use several common lookup procedures such as
Owner, Registration, Title, and Vehicle Lookup. When processing a MAAP Lookup, the system
will default to searching the DMV database for the information. If you do not find the information

you are looking for, you can search your local database by selecting Town for the database option
in the search dialog box.

Motor Vehicle Owner Lookup

The Motor Vehicle Owner Lookup screen allows you to search for an owner by Last/Business
Name (with or without the First Name, Middle Initial, Suffix) and Date of Birth, or by Driver's
License/ID#. When searching DMV''s database, you are required to type in the owner's last name
and date of birth or the customer's driver's license number. If you are searching for a business, you
type in the business name into the Last/Business Name text box and click the Company checkbox.

Owner Lookup

— Enter full or partial walue on which to search: Databaze:
| azt/Buziness Mame Firzt Mame Ml Suffis  Date of Bith Driver's Lic/IDH Co £~ Tawn
Owrer || | rl | 4/ | ] | = Dby
Mame |DoB |ID # [Sex | Maiing 5t | Maiing 542 | Maiing Town/ /[ Maling 5t | Maiing Zip |1«

Database Search
Options

o of

Search | Select | M e Owaner Edit Qwner | LCancel |

Recards: | 0

Once you have filled in the appropriate text boxes, click Search to begin the lookup. The grid will
display any records matching your criteria. Select the owner by clicking on their name in the grid
and clicking Select. If there were no owners matching your criteria, a message will display. You
can then add the owner by clicking New Owner and entering owner’s information. Also, if the
owner displayed has a different mailing or legal address, click on the Edit Owner button to update
the information. Refer to 261:55 Change of Address or Name

Registration Lookup

The Registration Lookup screen is used to search for registrations. The searchable fields will
change depending on the database source you are searching. For example, if you are searching
DMV's database, you can search by Plate, OwnerID, VIN, Decal #, or PIN (Personal Iden-
tification Number). The PIN is an additional lookup feature for our customers who use our renewal
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notices. Every renewal notice includes a PIN (also referred to as a lock box number or account
number).

/% Registration Lookup - Current Vehicle = |EI |i|
—Enter full ar partial value on which to search: Database: Fetriewve:
Last/Business Mame First Name  Town  Cwner
Crwener 1: || I CrerierlD: I él &
Ohwyner 2: I I Fermit #: I PIN:I el » i
Plate: [3006105 Type: | =] cnkfx ] owing Decal # | @ Both

MName 1 Transfer CR

SMITH STEWART W 0&/31/2012 (A0009460 “AS S 2000 DODG | DAROTA

i o

Records:l
Search | Select | Cancel | Skip | Back | MNext | |

When you search the Town database, all the fields are available. For example, you can type the cus-
tomer's last name into the Owner 1 text box and search for vehicles owned by anyone with this last
name. It is important to note that if you are processing a registration as an online registration, you
should be searching and using the information from DMV's database.

Also, if you need to look up all vehicles for a specific owner, click the Owner lookup button loc-
ated next to the OwnerID text box. This will allow you to look up the owner by Last Name and
Date of Birth. After you have found the owner and selected them, you will return to the Regis-
tration Lookup screen with the OwnerID field filled in. Click Search. The system will search and
display all vehicles for this owner. Highlight the registration in the grid and click Select.

Title Lookup

The Title Lookup screen is used to view and/or select a title. The searchable fields will change
depending on the database source you are searching. For example, if you are searching DMV's
database, you can only search by VIN, CTA#, or Title#. When you search the Town database, all
the fields are available.

Once you have typed your search criteria into one of the text boxes, click Search. This will display
the results in the grid. Note the Status section in the grid. This field will display the current status of
the title, such as Applied For or Issued. This is important to note because you cannot create a title
for your customer if the prior title status is Applied For. Only one title can be applied for at a time.
If you need to create a title application for a title with an Applied For status, you would have to call
Title Bureau for instruction on how to proceed.

28



Another important feature in the Title lookup grid is the Trust Indicator field. If Title Bureau issues
a title to an existing trust, the vehicle may be renewed in the birth month of an owner. The trust
indicator is located on the far right of the search result grid. If the trust indicator is Y, you can pro-
ceed to the registration without having to process a “dummy” title. If the trust indicator is N, then
title bureau did not designate the ownership as a trust, which means you will need to process a
“dummy” title.

When searching for a title, the type of document your customer brings will determine which search
option is the best. Once the vehicle information you are searching for is displayed in the grid, high-
light the information and click Select. If the title information is not available, you can click Skip to
advance to the next screen, which will allow you to type in the title information.

X
— Enter full or partial walues on which to search: [atabase: Retrieve:
Lazt/Buzsiness Mame Firzt Hame
Dwner‘l:l | WIM: | £ Town " Dwner
Dwner 2 | | CTAH: | « Dby ™ \ehicls
ElwnerID:I 2 I TitleH: | {* Both
Mame 1 |CTas [Tile# | Status | Wame 2 [ IN | Model 1| Make [k =

o o

R dx
Search | Select | Cancel | Skip | ecords: |

Vehicle Lookup

The Vehicle Lookup is used to find the weight and list price of a vehicle without having to look
the information up in a book. The searchable fields will change depending on the database source
you are searching. For example, if you are searching DMV's database, you can only search by the
VIN.

Once you have typed your search criteria into one of the text boxes, click Search. This will display
the results in the grid. The Vehicle information displays in the grid. If the vehicle was registered in
New Hampshire previously, Avitar Clerk will display the information as it was previously
registered on the first line and the information will be highlighted in gray. All other models will dis-
play below. Click on the model in the grid and click Select to advance to the next screen.
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#1 Vehicle Lookup - New Vehicle [

Enter full ar partial values on which to search: Databaze
WIN: [1FT D1 86:0K.D 39503 P ake: - tadel Model |F-150 " Taown
I MonCompliant WM = & DMy
Model vr |Make |Model |Body Style | Desc | Gross 'wh| List Price| Cyl | Fuel | Axles| Color | Color2 | Wehicle Key | Title '
1997 FORD F-150 FEUP ? G000 20200 8 G 2 BLU T 4214946
1997 FORD | F-150 7 S/C4<4155 G000 20200 8 G ? ? |7
1997 FORD | F-150 ? S/C #4150 G000 22000 8 G ? ? K

ﬁ

o ‘ Fecards: 3

Select | LCarnicel |

Keep in mind that the Vehicle information is only updated several times a year, so the search may
not find the vehicle you are looking for. In this case, you will click Skip and look up the inform-
ation manually.

VIN Pop-Up Window

The VIN Pop-Up Window is used to make it easier to read and type the long and complicated
vehicle identification numbers. To use the VIN Pop-Up window, double click in any VIN text box
within the system. The VIN Zoom text box displays allowing you a larger box to type in. Click
OK to go back to the original sized field.

New Hampshire Statutes Chapter 261

New Hampshire Statutes Chapter 261 is the RSA’s that deal specifically with the Registration and Titling of
vehicles. We have tried to put links throughout the manual to assist you in finding RSA’s that deal with spe-
cific topics, however, there are many laws that affect your municipality but not the operation of the software.
Therefore, to view Chapter 261 in totality, we have provided the following to assist you.

New Hampshire Statutes - Table of Contents
http://www.gencourt.state.nh.us/rsa/html/NHTOC/NHTOC-XXI-261 .htm

Registrations

There are many options available for registering a vehicle. The system has been designed to sim-
plify what sometimes is a complicated process. A 12 Month Renewal appears to be a simple pro-
cess, but your customer may want to swap owners or change their plate, in doing so, adding
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another level to the process. Therefore, this manual starts with the basic procedures and continues
on to the more complicated.

The RSA's below detail required documents and age limits for registering a vehicle.

RSA 261:148 Permit Required
RSA 261:54 Age Limit for Registrants

Please be aware: Any time you are producing a registration that has a minor under the age of 18
(no matter if they are the first owner or the second owner), they must submit a Parental Consent
form (DSMV38) before you can continue. Once the form is completed, you must indicate in the
system that you have received the document by selecting “P” from the Parental Consent drop
down box on the registration screen. Refer to RSA 261:53 Application of Minors.

Renewal Registrations

Renewal registrations are always calculated on a 12 month basis, with surviving spouse being the
exception. A vehicle qualifies for a renewal registration if it has previously been registered in the
State of NH and has not expired for more than 12 months and 1 day. If the registration has expired
for more than 12 months and 1 day, it is considered a new registration (see Expired Renewal (1
year & 1 day-issue to same vehicle)-issue to same vehicle. If the vehicle's registration has expired
less than 12 months and 1 day, it is processed as a 12 Month Renewal and charged for all 12
months. This means that if my renewal expired in March and it is now January of the following
year, you will process a 12 Month Renewal and charge me for the 12 months. However, my regis-
tration will only be good for 3 months and expire in March.

If a vehicle renewal is late, there are a few requirements that must be adhered to in order to renew
the vehicle:

o The customer must have the expired registration or the renewal notice or they will need to
purchase a duplicate registration.

o PASS (1-999), COMM (1-9999), and any controlled plate can only be renewed if the regis-
tration has not been expired for more than 30 days.

o IPASS plates can only be renewed within 90 day of expiration. More than 90 days, you will
need to call the Municipal Agent Help Desk to see if the plate is still available or if a plate
change will be required.

12 Month Renewal

To process a 12 Month Renewal, from the motor vehicle main menu, select the 12 Month Rene-
wal quick link to take you right into the process, or click on the Renewals main menu link and
select 12 Month. The registration lookup screen displays. Search and select the registration (Regis-
tration Lookup). The 12 Month Renewal registration screen displays.
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epvrarcerk ~lalx|

File Utiities Title Registration State Portion Only Price Quotes Reports Help
= GAE A CIEIIE |

o 12 Month Renewal Registration

My, Owner 1 T Add Owner 2 ] (" Town (¢ Town/State

Last/Business MName First Ml Sufix  Date of Bith Co Prmt#l CTA#I
ZINKOD STEWE B I |D1,-"D1,-"1989 é’]l @

ﬁ I I I_ E Frevious Plate T New Plate

Dogs Mailing Address T Legal Address Parental Consent IN LI Decaldfr I0103340 |2013 _I

b
Street |PO BOX 1 Hardship [T Lease [~ B
Flate#/Chk ISDDBWS IB
Eﬂ | 4“""&'3 i || | operesics [Pass =] =]
Senices C/S{Z/C |MADISON INH LI |03849 IUS e G |

Yehicle I Prior Registration

Fee Calculati
ee Calculation VIN [1B7FL26xvs763880

Months  Millage PermitFees Application Fee

Cant | 2] 3 41.00 [Fee Charged =] MNew Plate/Fie-lssus [~ sl B
Mail In Fee [~ || Make |DODG -
| )| of 0.00 Town $45.00 State $43.20 | | iodel T
: I FermitFees 41.00| « | | Registration 43.20) -~
qu_re ?red't Clerk Fee 1.00 :| :| ListPrice {13600
Expiration Date I 13142013 | Agent Fee 3.00 Gross Wi |4,4BD Title Wit ID
el Bl [ 12 Madel Year [2000 MFG [1299
Total Due
[ seaz0 BodyStle [PKUP  ~]  Fuel [¢ =]
Critis! |
= =l || Aes |2 ~| o IB |
r Correction Lines Owner Notices Title Activity | AP - Rebuilt [~
TOWN OF MADISON RENEWAL -
:| Colors) |RED x| | =]
LI Cancel éQaIc Fees PMext »
| |MAAP Gz |Print: 5/4/2012 |Cash: 5/4/2012 |w00|seyp |COUNTER y

If all of the information is the same and you are completing the Town and State portion of the
renewal, type in the Decal number into the text box. If your system is set to auto populate the next
decal Default Decals, the Decal text box will automatically populate with your next available
decal. To complete the Town portion only and send the customer to a DMV office to complete,
click the Town radio button. In order to display the fees associated with this registration, click
Calc Fees.

Review the information displayed under Fee Calculation. If everything is correct click Next to
advance to Fee Settlement.

Video - 12 Month Renewal

> -

12 Month Renewal for New Resident

To process a 12 month renewal for a new resident to your municipality, click on 12 Month Rene-
wal quick link and search the DMV database for the registration. Once you have selected the
vehicle, the 12 Month Renewal screen displays. On the Owner 1 tab make the desired address
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changes to the mailing and legal address by selecting each tab and typing into the text boxes. If
there is an Owner 2 and they have also changed their address, you will need to select the Owner 2
tab and update the Mailing and Legal Address tabs with the new address.

Early Renewal

A renewal can be processed up to 4 months early. Residents who go south for the winters like to
register their vehicles early in order to be able to inspect their vehicle before going south. To pro-
cess an early renewal, you follow the same process as for a 12 Month Renewal.

Refer to RSA 261 Registrations

Plate Change at Renewal

The Plate Change at Renewal process is used when a customer requests a new plate at renewal
time and the current plate is not expired. For example, I have a vanity plate on my vehicle, its
renewal time and [ want to get rid of the plate to avoid the additional fee.

Please note, for this transaction do not process a Plate Release. If a plate release is completed, only
a new registration can be issued for this vehicle and DMV cannot fix the registration after a plate
release is performed.

To process a Plate Change at Renewal, from the motor vehicle main menu select the 12 Month
Renewal quick link or select Renewals | 12 Month. The Registration Lookup screen displays.
Search and select the vehicle you are renewing. The 12 Month Renewal Registration screen dis-

plays.
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Under the section for Fee Calculations, click on the New Plate/Re-Issue check box. This tells the
system you will be issuing a new plate for this vehicle.

Enter the new plate information (decal, plate number and plate type). Click Calc Fees. A message
box will display stating, “Y ou have elected to issue a new plate for this vehicle. Are you issuing a
new plate with a plate fee?” Click Yes to charge a plate fee for this transaction or click No if you
are using this process to re-issue a released plate (see Plate Release) with no plate fee. Review the
information and if it’s correct, click Next. The New Plate Dialog box displays. The New Plate Dia-
log box is used to tell DMV what should be done with the plate you are taking off this vehicle.

34



% Status of Previous Plate ) x|

“What will be done with the Previous Flate?

" SetMNaon%anity to Available In Inventory
(Flate is awvailable to all locations, including Dk

" SetVanity Plate to Available For Rearder
(Flate is awvailable to all locations, including Dk

" Repart as Lost
" Repart as Stalen

" Repart as Damaged

" SetVanity Plate To Available In Inventory
(Flate will stay inwour inventory for 30 days.)

" Instack (Set Non Vanity to Availahle In lnventone)
(Be careful: this plate will stay in your inventory farever.)

(MOTE: The two most common selections are: 1) Available In Inventory, and 2) Wanity,
Available For Reorder)

Exit

Select the radio button that best fits your customer’s scenario. The reasons listed refer to the old
plate on the vehicle, not the new one you are issuing. Once you have selected one of the options,
click Save to advance to fee settlement. Once you are back on the 12 Month Renewal screen, click
Next to advance to Fee Settlement.

Owner Swap

At the time of renewal, if two owners are listed on a registration, they are allowed to swap the
names on the registration, making the first Owner the second Owner and the second Owner the
first Owner. One of the main reasons for doing this process is to change the month of expiration.
For example, if Owner 1 has a birth month of December, which is a bad month financially for
them, and Owner 2 has a birth month of June, the Owners may choose to process an Owner Swap.
This would enable them to register their vehicle in the month of June from this point forward.

Note: An Owner Swap cannot be processed for vehicles with the following:

o PASS plate types for plates with numbers 1-1999. These are controlled plates and can only
be completed at DMV in Concord.

o« COMM plate types with numbers 1-999

o Leased vehicles

« Estates and Trusts

o DBA’s or corporations
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To process an Owner Swap, from the motor vehicle main menu, select the 12 Month Renewal
link. The Registration Lookup screen displays. Search and select the vehicle (see Registration
Lookup). The 12 Month Renewal registration screen displays. On the Owner 1 tab, click Swap

Owners.
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A message box will display reminding you to issue new month decals to reflect the change to the
expiration date. Click OK to accept the message and return to the 12 Month Renewal Registration
screen. Owner 1 and Owner 2 have been updated, as well as the expiration date under Fee Cal-
culation section. If you are completing the Town and State portion of the renewal, type in the
Decal number. If your system is set to auto populate the next decal (Default Decals), the decal text
box will automatically populate with your next available decal. Click Calc Fees. Under Fee Cal-
culation, the months and expiration date now reflect the information based on the new first owner’s
birth month. Review the new amounts and click Next to proceed to fee settlement.
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Surviving Spouse Renewal - New 1st Owner AP, PS, or EX

The Surviving Spouse Renewal — New 15t Owner process is used when the first owner on a regis-
tration has passed away, it is the expiration month on the vehicle registration, and the surviving
spouse wants to register the vehicle in their name. The process is used to remove the deceased first
owner’s name from the registration and/or title and put the surviving spouse as the first owner.

To process a Surviving Spouse Renewal — New 15 Owner, from the motor vehicle main menu
select Renewals | Surviving Spouse Renewal — New 15t Owner | AP, PS or EX (the title selec-
tion will depend on the vehicle and the information you are presented from the customer). If you
selected AP, which means the title has already been applied for; the Title Lookup dialog box will
display (see Title Lookup) allowing you to search for the title before advancing to the Registration
Lookup dialog box.

Selecting PS (private sale-customer gives you an original title) or EX (vehicle is exempt and
doesn’t need a title) advances you to the Registration Lookup dialog box. Search and select the
vehicle. If the Surviving Spouse was the second owner on the title and/or registration, the system
will delete Owner 2 and populate the Owner 1 information with the surviving spouse information
automatically. If the vehicle was only in the deceased name, the system will still delete Owner 1
(the deceased owner), however, you will need to click the Owner Lookup button on the Owner 1
tab to search and select the surviving spouse.
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If you are completing the City and State portion of the renewal, type in the new Decal number. If
your system is set to auto populate the next decal (see Default Decals), the Decal text box will auto-
matically populate with your next available decal. Click Calc Fees. Review the information dis-
played under Fee Calculation and click Next to advance to Fee Settlement. Remember to issue

new month stickers if the registration expires in a different birth month.

Surviving Spouse Renewal - Drop 2nd Owner

The Surviving Spouse Renewal — Drop 2nd Owner process is used when the second owner on a
registration is deceased, it is the renewal month of the vehicle, and the surviving spouse wants to
register the vehicle in his/her name only. The process is used to remove the deceased second
owner’s name from the registration and/or title. To process a Surviving Spouse Renewal — Drop
2nd Owner, from the motor vehicle main menu select Renewals | Surviving Spouse Renewal —
Drop 2nd Owner | AP, PS or EX (the title selection will depend on the vehicle and the inform-
ation you are presented from the customer). If you selected AP, which means the title has already
been applied for; the Title Lookup dialog box will display (see Title Lookup) allowing you to
search for the title before advancing to the Registration Lookup dialog box.

Selecting PS (private sale-customer gives you an original title) or EX (vehicle is exempt and

doesn’t need a title) advances you to the Registration Lookup dialog box. Search and select the
vehicle.
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The system will automatically delete the second owner; however, you should click on the Owner 2
tab and verify it has been deleted. If you are completing the City and State portion of the renewal,
type in the new Decal number. If your system is set to auto populate the next decal (see Default
Decals), the Decal text box will automatically populate with your next available decal. Click Calc
Fees. Review the information displayed under Fee Calculation and click Next to advance to Fee
Settlement. Remember to issue new month stickers if the registration expires in a different birth

month.

12 Month — Primary Driver
The 12 Month — Primary Driver option is selected if
A resident in your town wants to renew a vehicle and

« The vehicle is owned by an out of state company and
o The resident is the new primary driver of the vehicle.
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To process a 12 Month-Primary Driver registration, from the motor vehicle main menu select Rene-
wals | 12 Month-Primary Driver. A message will display stating, “CTA Number 1234567 has
been retrieved from MAAP.” As title and registration must match, a dummy CTA must be gen-
erated with the new driver listed. The Registration Lookup screen displays. Search and select the
vehicle you are registering (see Registration Lookup). A message will display stating, “Call DMV
to verify documentation is correct.” Once the documentation has been verified, click OK to
advance to the Title Application-PS screen. On the Owner 2 tab, select the Owner Lookup button
to search and select the new primary driver. Once you complete the Dummy Title, click Next to
advance to the 12 Month Renewal Registration — New Primary Driver screen.

If you are completing the City and State portion of the renewal, type in the new Decal number. If
your system is set to auto populate the next decal (see Default Decals), the Decal text box will auto-
matically populate with your next available decal. Click Calc Fees. Review the information dis-
played under Fee Calculation and click Next to advance to Fee Settlement

12 Month-Driver Listed on Trust

The 12 Month — Driver Listed on Trust menu item is used to change the driver listed on a vehicle
registered with a trust as second owner. When registering a vehicle into a trust, the customer has
two options. The first option is to register the vehicle in the trust name only, which would make the
renewal month the first letter of the trust name. The second option is to register the vehicle in the
trustee’s birth month. For this option, the trustee would be listed as Owner 1 and the trust as owner
2. If a customer originally decided to register the trust vehicle in their name and birth month, as the
trustee, and now decides to register the vehicle in a co-trustee’s name and birth month, you would
process as a 12 Month — Driver Listed on Trust registration. A 12 Month—Driver Listed on Trust
transaction can only take place during the renewal month.

To process a 12 Month-Driver Listed on Trust from the motor vehicle main menu select Renewals
| 12 Month-Driver Listed on Trust. A message will display stating, “CTA Number 1234567 has
been retrieved from MAAP.” As title and registration must match, a dummy CTA must be gen-
erated with the new trustee listed. Select OK to advance to the Registration Lookup dialog box.
Note, you can check to make sure Title Bureau has indicated this vehicle is in a trust by looking at
the far right of the search result grid. If the vehicle is listed as a trust, the trust indicator is Y.

Search and select the vehicle you are registering (see Registration Lookup). The Title Application-
PS screen displays. To change the trustee (Owner 1) click on the Owner Lookup button to search
and select the new trustee (see Owner Lookup). Once the Dummy Title has been completed, click
Next to advance to the 12 Month Renewal Registration-Driver on Trust screen.

If you are completing the City and State portion of the renewal, type in the new Decal number. If

your system is set to auto populate the next decal (see Default Decals), the Decal text box will auto-
matically populate with your next available decal after selecting Calc Fees. Review the inform-
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ation displayed under the Fee Calculation section and click Next to advance to Fee Settlement.
Remember to issue new month stickers if the registration expires in a different birth month.

New Registrations

New registration fees are prorated based on the Owner 1 birth month, or the first letter of a com-
pany name. A new registration cannot be registered for less than 4 months nor more than 16
months.

Refer to RSA 261:153 Fees for Registration Permits.

New Registration-AP (blue clerk copy)

When processing a new registration with title status AP (blue clerk copy), you may choose the
New Registration with AP quick link from the motor vehicle main menu or select New Regis-
trations | AP (Title has been applied for-blue copy). The Title Lookup screen displays. Search and
Select the title (see Title Lookup). The New Registration-AP screen displays.

Note, when you search for the title, you may get a message stating the title was not found. This
means DMV has not received the title application from the dealer and before you can advance to
the registration screen, you will have to enter the title information. To enter the title information,
click Skip on the Title Lookup screen. The Owner Lookup screen displays. Search and select the
first owner on the title (see Owner Lookup). You will advance to the Vehicle Lookup — New
Vehicle dialog box. Search and select the vehicle (see Vehicle Lookup). The Title Application-AP
screen displays.
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If the title application for the new vehicle has a second owner, click the Add Owner 2 tab. Using
the Owner Lookup button, search and select the second owner. If you added a second owner, you
need to designate the conjunction And/Or by using the And/Or dropdown box on the Owner 1 tab.
Complete the Lien Holder Information (if applicable), and the Vehicle Description sections. Once
the title information is complete, click Next to advance to the New Registration-AP screen.
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If you are completing the City and State portion of the registration, type in the Decal number. If
your system is set to auto populate the next decal (see Default Decals), the Decal text box will auto-
matically populate with your next available decal after selecting Calc Fees. After you select Calc
Fees, review the information displayed under the Fee Calculation section and click Next to
advance to Fee Settlement.

New Registration-PS

The New Registration | PS (print title appl) is selected when a customer requests a title for a vehicle
that is 15 years old or older and the vehicle does not qualify for an antique title and the customer is
presenting a title from a prior owner. If you are processing a title application and registration for an
Antique vehicle, see Antique Vehicle with Title App.

When processing a new registration with title status PS, you may select the New Registration
with PS (print title appl) quick link from the motor vehicle main menu or select New Regis-
trations | PS (Private Sale-print title application). The Owner Lookup screen displays. Search and
select first owner on the title (see owner Lookup). The Vehicle Lookup — New Vehicle dialog box
displays. Search and select the vehicle (see Vehicle Lookup). The Title Application-PS screen dis-

plays.
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If the title for the new vehicle has a second owner, click the Add Owner 2 tab. Using the Owner
Lookup button, search and select the second owner. If you added a second owner, you need to des-
ignate the ownership conjunction And/Or by using the And/Or dropdown box on the Owner 1 tab.
Complete the Seller Information, Lien Holder Information (if applicable), and the Vehicle Descrip-
tion. Once the title information is complete, click Next to advance to the New Registration-PS
screen.

Refer to RSA 261:17 Joint Tenancy With Rights of Survivor ship
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If you are completing the City and State portion of the registration, type in the Decal number. If
your system is set to auto populate the next decal (see Default Decals), the Decal text box will auto-
matically populate with your next available decal after selecting Calc Fees. After you select Calc
Fees, review the information displayed under the Fee Calculation section and click Next to
advance to Fee Settlement

-

Video - New Registration With a Title Application

>

New Registration-EX

The New Registrations - EX (Title Exempt-no title needed) is selected when a vehicle is 15 years
old or older. To process a new registration with title status EX, from the motor vehicle main menu
select New Registrations | EX (Title Exempt). The Owner Lookup screen displays. Search and
select first owner (see Motor Vehicle Owner Lookup). The Vehicle Lookup — New Vehicle dialog
box displays. Search and select the vehicle (see Vehicle Lookup). The New Registration-EX
screen displays. If the new vehicle has a second owner, click the Add Owner 2 tab. Using the
Owner Lookup button, search and select the second owner.
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If you are completing the Town and State portion of the registration, type in the Plate number,
Plate Type, and Decal number. If your system is set to auto populate the next decal (see Default
Decals), the Decal text box will automatically populate with your next available decal after select-
ing Calc Fees. After you select Cale Fees, review the information displayed under the Fee Cal-
culation section and click Next to advance to Fee Settlement.

Refer to RSA 261:3

[

WURLLEY vidco - Create a New Registration EX
| > == )

Hardship Registration — 60 Day Temporary Registration

The director may issue a temporary registration certificate and temporary number plates to a new
resident. In order to qualify, the owner must be a new resident of the state whose title is being held
by an out of state lien holder. The temporary registration and plates are valid for 60 days and can-
not be renewed. A permanent registration certificate and plates will be issued from DMV when
Title Bureau receives the title from the lien holder.

To process a Hardship Registration, from the motor vehicle main menu select New Registrations |
Hardship Registration — PS (Private Sale-print title appl). The Owner Lookup screen displays.
Search and select first owner on the title (see Motor Vehicle Owner Lookup). The Vehicle Lookup
— New Vehicle dialog box displays. Search and select the vehicle (see Vehicle Lookup). The Title
Application-PS screen displays. If the title for the vehicle has a second owner, click the Add
Owner 2 tab. Using the Owner Lookup button, search and select the second owner. If you added
a second owner, you need to designate the ownership conjunction And/Or by using the And/Or
dropdown box on the Owner 1 tab. Complete the title information, including the lien holder’s
name and address. Once the title information is complete, click Next to advance to the New Regis-
tration-PS screen.
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On the Owner 1 tab select the Hardship checkbox. As you cannot complete the State portion of
the registration, the system defaults to the Town radio button. Click Calc Fees and review the fees
associated with this registration under the Fee Calculation section. Click Next to advance to Fee
Settlement.

Refer to RSA 261:57a, Temporary Registration and Number Plates

Antique Vehicle with Title App

A vehicle that is over 15 years old or older is not titled in the State of New Hampshire. However if
the vehicle is over 25 years old and maintained for use in exhibitions, club activities, parades and
other functions of public interest, they can be titled at the customer's request. To process an
Antique Vehicle with Title Application from the motor vehicle main menu select New Regis-
trations | Antique Vehicle with Title App.

The Owner Lookup screen displays. Search and select first owner (see Motor Vehicle Owner
Lookup). The Vehicle Lookup — New Vehicle dialog box displays. Search and select the vehicle
(see Vehicle Lookup). The Title Application-Antique screen displays. If the vehicle has a second
owner, click the Add Owner 2 tab. Using the Owner Lookup button, search and select the second

47


http://www.gencourt.state.nh.us/rsa/html/xxi/261/261-57-a.htm

owner. If you added a second owner, you need to designate the ownership conjunction And/Or by
using the And/Or dropdown box on the Owner 1 tab. Complete the Seller Information, Lien
Holder Information (if applicable), and the Vehicle Description section. Once the title information
is complete, click Next to advance to the New Registration-Antique screen.

If your customer is looking for a vanity plate, you can complete both the Town and State portion of
the registration. If you are completing both portions, type in the Plate number, Plate Type, and
Decal number. If your system is set to auto populate the next decal (see Default Decals), the Decal
text box will automatically populate with your next available decal after selecting Calc Fees. If the
customer wants antique plates, select the Town radio button and use the Type dropdown box to
select ANTI. After making your selections, click Cale Fees, review the information displayed
under the Fee Calculation section and click Next to advance to Fee Settlement.

Refer to RSA 259:4 Antique Motor Vehicle or Motorcycle.

Expired Renewal (1 year & 1 day-issue to same vehicle)

The New Registration | Expired Renewal selection is used when a customer has a vehicle with a
registration that has been expired for more than 12 months and 1 day and they now want to register
the vehicle. If a registration is expired for less than this time period and the customer wants to
register the vehicle, they process it under the 12 month renewal selection. However, if the regis-
tration has expired for more than 1 year and 1 day, the vehicle is handled as a new registration.
There are two reasons why you would choose this option, as opposed to New Registration. The
first reason is the customer had registered a vehicle in the past, but did not renew the registration
and now wants to put it back on the road. For example, the customer registered their vehicle in
May, but when it came up for renewal they didn’t renew it because it needed some work. Now the
customer has completed the work, 2 years later, and wants to register it again, using the same plate.

The second reason to use this option is when the customer has registered a vehicle in the past that
has expired and now wants to put the vehicle back on the road but this time they want a new plate.
By choosing this option, the information about the vehicle can be retrieved from the system, so you
do not have to reenter the vehicle information.

To process an Expired Renewal for either option, from the Motor Vehicle main menu, select New
Registrations | Expired Renewal (1 year and 1 day). A series of messages will display offering
options on how to register this vehicle:

« Is the expired plate being issued to the same vehicle?: Select Yes if the customer is put-
ting a previously registered to them vehicle back on the road. The Registration Lookup-
Plate release dialog box displays. Once you have searched and selected the vehicle, you
will advance to the Plate Release screen (see Registration Lookup). Note, before you can
process a Plate Release, you must first contact DMV for their permission. The first two
options on the Plate Release screen are the most commonly used. If the plate you are
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releasing is a vanity, you select the Available in Inventory, Vanity radio button. If the
plate is a non-vanity, you will select the Available in Inventory, Non Vanity radio button.
The third option, Available For Reorder, releases the plate to all locations in the State.
This means that if you are trying to put a vanity plate onto a new vehicle and you release it
choosing the third option, someone in another town could take that plate number before
you have time to finish processing the transaction. Once you have selected the plate release
option, click Next. A message will display stating the plates were released successfully.
Click OK to advance to the New Registration-Expired Renewal-Same Vehicle screen.
However, if you selected No, another question displays.

o Is a new plate being issued to a vehicle with an expired registration?: Select Yes, if
you are processing an Expired Renewal for a customer who wants to put their old vehicle
back on the road but wants a new plate. The Registration Lookup dialog box displays.
Search and select the vehicle. The New Registration-Expired Renewal-New Plate screen
displays. If you select No for this question, a message will display stating, “For this type of
expired renewal, please use the New Registration with Expired Plate is issued to a New
Vehicle option.”

Once you have advanced to the New Registration screen, if you are issuing a new plate and com-
pleting the Town and State portion of the registration, type in the Plate number, Plate Type, and
Decal number. If you are using the existing plate, enter just the Decal number. If your system is set
to auto populate the next decal (see Default Decals), the Decal text box will automatically populate
with your next available decal after selecting Calc Fees. After you select Cale Fees, review the
information displayed under the Fee Calculation section and click Next to advance to Fee Set-
tlement.

Refer to RSA 261:62 Expiration of Registration.

New Registration of Mopeds with Expired Plates

DMV will allow you to process a new registration for a moped that has been expired for more than
1 year and 1 day. In order to process the new registration, you must start with a plate release. Select
Plate Release from the motor vehicle main menu. Search and select the plate. The Plate Release
screen displays. Before you can proceed, you must call the DMV Help Desk to get permission to
release the plate. Once you have selected the plate release option, click Next. A message will dis-
play stating the plates were released successfully.

To process the registration, from the motor vehicle main menu, select New Registrations | EX
(Title Exempt). The Owner Lookup screen displays. Search and select first owner (see Motor
Vehicle Owner Lookup). The Vehicle Lookup — New Vehicle dialog box displays. Search and
select the vehicle (see Vehicle Lookup). The New Registration-EX screen displays. If the new
vehicle has a second owner, click the Add Owner 2 tab. Using the Owner Lookup button, search
and select the second owner. Under the Fee Calculations select the Re-Issue check box and Calc
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Fees. Review the information displayed under the Fee Calculation section and click Next to
advance to Fee Settlement.

Expired plate is issued to a new vehicle

The New Registration | Expired plate is issued to a new vehicle process is used when a customer
wants to put an expired plate, which has not been expired for more than 12 months, onto a new
vehicle. For example, a customer has a vanity plate on a vehicle that was due to be renewed in
May, but the customer decides not to register the vehicle because it needs work. In July, the cus-
tomer wants to register a new vehicle they purchased and they want their vanity plate on this new
vehicle. To process, from the Motor Vehicle main menu select New Registrations | Expired plate
is issued to a new vehicle.

A message displays asking, “Is the expired plate being issued to a new vehicle with a blue town
clerk copy of the title application (AP)?” If you select Yes, you will advance to the Registration
Lookup-Plate Release screen (see Registration Lookup). If you select No, another message will dis-
play, “Is the expired plate being issued to a new vehicle from a private sale (PS)?” If you select
Yes, you will advance to the Registration Lookup-Plate Release screen. If you select No, another
message will display asking, “Is the expired plate being issued to a new vehicle that is title exempt
(EX)?” If you select Yes, you will advance to the Registration Lookup-Plate Release screen. If you
select No, you should not be processing the registration from this menu selection. Y ou would need
to do choose Plate Release from the Motor Vehicle main menu and then process the registration as
New.

Once you’ve answered Yes to one of the above selections, search and select the vehicle (see Regis-

tration Lookup). This will bring you to the Plate Release screen. Remember, before you can pro-
cess a Plate Release, you must contact DMV for their permission.
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The first two radio buttons are the most common selections. If the plate(s) you are releasing is a
vanity, you will select the Available in Inventory, Vanity radio button. If the plate is a Non-Van-
ity, you will select the Available in Inventory, Non-V anity radio button. The third option, Avail-
able For Reorder, releases the plate(s) to all locations in the State. This means that if you are
trying to put a vanity plate onto a new vehicle and you release the plate selecting the third option,
someone in another town could take that plate number before you have time to complete the regis-
tration.

Once you have selected the plate release option, click Next. A message will display stating the
plates were released successfully. Click OK. Another message will display asking if you want to
update the inventory to a status of OPEN. It is recommended that you click Yes, otherwise you
will have to update the inventory status manually. A final message will display stating the process
is complete. If processing as AP (blue title application copy), you will advance to the Title lookup
screen. Search and select the title, which will bring you to the Vehicle Lookup screen (see Vehicle
Lookup). Once you have searched and selected the vehicle, the Title AP screen will display. Fill in
all pertinent information and click Next to advance to the New Registration screen.

If you are processing as PS (you are generating the title application), you will advance to the
Vehicle Lookup screen. Once you have searched and selected the new vehicle information, the
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Title screen will display. Fill in all pertinent information and click Next to advance to the New
Registration screen.

If you are processing as EX (title is not required), you will advance to the Vehicle Lookup screen.
Once you have searched and selected the new vehicle information, the New Registration screen
will display.

If you are completing the Town and State portion of the registration, type in the Decal number. If
your system is set to auto populate the next decal (see Default Decals), the Decal text box will auto-
matically populate with your next available decal after selecting Calc Fees. After you select Calc
Fees, review the information displayed under the Fee Calculation section and click Next to
advance to Fee Settlement

Referto RSA 261:141, VI, Late Renewal

Title Application on File

The New Registration | Title Application on File selection is used to register a vehicle for a customer who pre-
viously processed a title only for the vehicle. For example, the customer buys a convertible in January and they
want to title it in their name, but not register it until May when they can use it. In January you processed a title
only for the customer. It is now May and they want to register the vehicle. When you select Title Application
on File, the system knows you have already created the title, so it will not charge the two dollar title applic-
ation fee again. It will also allow you to search and select the vehicle, eliminating the need to reenter the inform-
ation.

To process, from the motor vehicle main menu, select New Registrations | Title Application on File. The Title
Lookup dialog box displays. Search and select the vehicle (see Title Lookup) to advance to the New Regis-
tration — Title Application on File screen.

If you are completing the Town and State portion of the registration, type in the Decal number. If your system is
set to auto populate the next decal (see Default Decals), the Decal text box will automatically populate with
your next available decal after selecting Calc Fees. After you select Cale Fees, review the information displayed
under the Fee Calculation section and click Next to advance to Fee Settlement.

Existing Title

The New Registration | Existing Title is used to process a registration for a vehicle for a customer who has a
title already in their name. This is primarily used when the customer presents a title in their name for a vehicle
they have not registered, or haven't had registered in a long time, and now they want to register the vehicle. The
Existing Title option will process the registration without charging the title application fee.

To process, from the motor vehicle main menu, select New Registrations | Existing Title. The Title Lookup
screen displays. Search and select the vehicle (see Title Lookup) to advance to the New Registration — Existing

Title screen.

If you are completing the Town and State portion of the registration, type in the Decal number. If your system is
set to auto populate the next decal (see Default Decals), the Decal text box will automatically populate with
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your next available decal after selecting Calc Fees. After you select Calc Fees, review the information displayed
under the Fee Calculation section and click Next to advance to Fee Settlement.

Surviving Spouse Registration

The New Registration | Surviving Spouse AP, EX, AP selections are used when a customer needs
to title, register, and/or obtain new plates for a vehicle in order to remove their deceased spouse. A
surviving spouse is not charged the title fees as long as they are not adding a co-owner or a lien
holder to the vehicle. If they are adding either to the title, they would not qualify for a Surviving
Spouse Registration per RSA 261:20 IlI-a. In that case, you would process as a New Registration
AP or PS. There are several scenarios that may qualify for this type of registration:

o The vehicle is in the deceased spouse’s name only. Now the surviving spouse needs to
register the vehicle in their name.

« The title and registration are in the name of both the deceased and the surviving spouse.
The surviving spouse wants to title and register the vehicle in their name alone, and obtain
new plates.

To process a Surviving Spouse Registration, from the Motor Vehicle main menu select New Regis-
trations. There are three Survivorship options, AP, EX, and PS, which designates the title status of
the vehicle. As each process is handled differently, we will discuss each selection separately.

Survivorship—AP is used when a dealer or bank has processed the title application in the sur-
viving spouse's name only and you need to complete the registration. Once you click Sur-
vivorship-AP, the Title Lookup screen displays where you will search and select the vehicle (see
Title Lookup). Next, the Registration Lookup screen display. Enter the plate number from the prior
registration then search and select the vehicle. Once on the Owner Lookup screen, search and
select the surviving spouse (see Motor Vehicle Owner Lookup). The Title Application-AP screen
displays. Fill in all appropriate text boxes and click Next once complete to advance to the New
Registration-Survivorship-AP screen.

Survivorship-EX is used when the vehicle is 15 years old or older and the surviving spouse wants
to register the vehicle in their name. When you select Survivorship-EX, you advance to the Regis-
tration Lookup screen where you will search and select the vehicle (see Registration Lookup).
Next, on the owner Lookup screen, search and select the surviving spouse to advance to the New
Registration-Survivorship-EX screen.

Survivorship-PS is used to title and register a vehicle in the surviving spouse's name. In this scen-
ario, you will generate the title application for the customer. Select Survivorship-PS to advance to
the Registration Lookup screen where you will search and select the vehicle (See Registration
Lookup). Once on the Owner Lookup screen, search and select the surviving spouse (see Motor
Vehicle Owner Lookup). The Title Application-PS screen displays. Fill in all appropriate text
boxes and click Next once complete to advance to the New Registration-Survivorship-AP screen.
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If you are completing the Town and State portion of the registration, type in the Decal number. If
your system is set to auto populate the next decal (see Default Decals), the Decal text box will auto-
matically populate with your next available decal after selecting Calc Fees. After you select Calc
Fees, review the information displayed under the Fee Calculation section and click Next to
advance to Fee Settlement.

Refer to RSA 261:66, IV

Mid-Year Plate Change

A mid-year plate change occurs when a customer wants to get a new plate for their already registered vehicle.
For example, a customer who registered their vehicle with a passenger plate in January can switch to a vanity
plate in March, or any time during the year.

To process a mid-year plate change, from the motor vehicle main menu, select Plate Replacement. Search and
select the current plate for this vehicle. The Plate Replacement dialog box displays.
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Use the Method dropdown box to select New Plate(s) from Inventory. Fill in the new Decal Number, Plate
Number, and Plate Type text boxes. Under the Reason section select the Lost/Mid-Year radio button and click

Next.

Note, you will need to process a certified copy in order to comply with DMV’s requirement.
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Transfer Registrations

An owner of a vehicle can transfer the registration of one vehicle to a new vehicle and receive any
remaining credit from the old vehicle, as long as they are the first owner on both registrations, or
the second owner of a leased vehicle. There are four basic types of registrations:

o Owner to Owner: Straight transfer where the 15t owner name remains the same.

o Owner to Lease: Old vehicle registered in the owner’s birth month and the new vehicle will
be registered in the leasing company registration month.

o Lease to Owner: Old vehicle registered in the leasing company registration month and the
new vehicle will be registered in the owner’s birth month.

o Lease to Lease: To qualify for a Lease to Lease transfer, the leasing company must be dif-
ferent from the old vehicle to the new vehicle. For example, the customer's old vehicle was
leased with Ford Motor Credit and their new vehicle is leased with Toyota Leasing. Note:
Transfer Owner to Owner, not Lease to Lease, is used when you are processing a transfer
for the same leasing company. For example, the customer's old vehicle was leased with Ford
Motor Credit and their new vehicle is leased with Ford Motor Credit. As long as the leasing
company is not changing, it is an Owner to Owner transfer, not a Lease to Lease transfer

Refer to RSA 261:66 Transfer of Ownership.
Refer to RSA 261:150 Transfer Credits.
Refer to Section 261:17 Joint Tenancy With Rights of Survivorship.

Owner to Owner Transfer

An Owner to Owner transfer is used to transfer the plate(s) from one vehicle to new vehicle, where the first
owner on the old registration is the same on the new registration. As long as the first owner is not changing, the
customer will receive credit for the unused portion of the old registration.

To process, from the motor vehicle main menu, select Transfers | Owner to Owner. The Transfers — Owner to
Owner options display with the following option and procedures.

Owner to Owner-AP (blue clerk copy)

is used when a dealer or bank has processed the title application and the vehicle needs to be registered. Once
you click Owner to Owner-AP, the Title Lookup dialog box displays where you will search and select the
vehicle (see Title Lookup). The Registration Lookup dialog box displays next. Enter the plate number from the
prior registration, search and select the vehicle. Once the Vehicle Lookup screen displays, enter the VIN from
the new vehicle, search, and select the correct vehicle model. The Title Application-AP screen displays.
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If the title application for the new vehicle has a second owner, click the Add Owner 2 tab. Using the Owner
Lookup button, search and select the second owner. If you added a second owner, you need to designate the
conjunction And/Or by using the And/Or dropdown box on the Owner 1 tab. Complete the Lien Holder Inform-
ation (if applicable), and the Vehicle Description sections. Once the title information is complete, click Next to
advance to the Transfer Registration-Owner to Owner-AP screen.

Owner to Owner-EX (no title needed)

is used when the new vehicle is 15 years old or older, which means the vehicle is title exempt. When you select
Owner to Owner-EX, you advance to the Registration Lookup where you will search and select the old vehicle
(see Registration Lookup). Once the Vehicle Lookup dialog box displays, enter the VIN from the new vehicle,
search, and select the correct vehicle model to advance to the Transfer Registration-Owner to Owner-EX screen.

Owner to Owner-PS (print title application)

is used to title and register a new vehicle. In this scenario, you will generate the title application for the cus-
tomer. Select Owner to Owner-PS to advance to the Registration Lookup screen where you will search and
select the old vehicle (see Registration Lookup). The Vehicle Lookup dialog box displays where you enter the
VIN from the new vehicle, search, and select the correct vehicle model to advance to the Title Application-PS
screen.

If the title application for the new vehicle has a second owner, click the Add Owner 2 tab. Using the Owner

Lookup button, search and select the second owner. If you added a second owner, you need to designate the
conjunction And/Or by using the And/Or dropdown box on the Owner 1 tab. Complete the Lien Holder
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Information (if applicable), and the Vehicle Description sections. Once the title information is complete, click
Next to advance to the Transfer Registration-Owner to Owner-PS screen.

Owner to Owner-Antique with Title App

is used to title and register a vehicle that is title exempt, but qualifies for Antique plates, which means the
vehicle is over 25 years old. Select Owner to Owner-Antique with Title App to advance to the Registration
Lookup dialog box where you will search and select the old vehicle (see Registration Lookup). The Vehicle
Lookup dialog box displays where you enter the VIN from the new vehicle, search, and select the correct
vehicle model to advance to the Title Application-Antique screen.

If the title application for the vehicle has a second owner, click the Add Owner 2 tab. Using the Owner Lookup
button, search and select the second owner. If you added a second owner, you need to designate the conjunction
And/Or by using the And/Or dropdown box on the Owner 1 tab. Complete the Lien Holder Information (if
applicable), and the Vehicle Description sections. Once the title information is complete, click Next to advance
to the Transfer Registration-Owner to Owner-Antique screen.

Owner to Owner-Title App on File

is used to register a vehicle for a customer who previously processed a title only for the vehicle. For example,
the customer buys a convertible in January and they want to title it in their name, but not to register it until
they can use it. In January you processed a title only for the customer. It is now May and they want to transfer
the plates from another vehicle to the convertible. When you select Owner to Owner-Title App on File, the sys-
tem knows you have already created the title, so it will not charge the two dollar title application fee again. It
will also allow you to search and select the title information on the vehicle, eliminating the need to reenter the
information. To process select Owner to Owner-Title App on File to advance to the Registration Lookup screen
where you will search and select the old vehicle (see Registration Lookup). The Title Lookup screen displays
where you will search and select the new vehicle (see Title Lookup) and then advance to the Transfer Regis-
tration-Owner to Owner-Title Application on File screen.

Owner to Owner-Existing Title

is used to process a registration for a new vehicle for a customer who has already titled the vehicle in their
name. This is primarily used when the customer presents a title in their name for a vehicle they have not
registered, or haven't had registered in a long time, and now they want to transfer plates from another vehicle
onto this vehicle. The Existing Title option will process the registration without charging the title application
fee. To process select Owner to Owner-Existing Title to advance to the Registration Lookup screen where you
will search and select the old vehicle (see Registration Lookup). The Title Lookup screen displays where you
will search and select the new vehicle (see Title Lookup) and then advance to the Transfer Registration-Owner
to Owner-Existing Title screen.

Owner to Owner-Survivorship-AP

is used when a dealer or bank has processed the title application in the surviving spouse's name only and you
need to complete the transfer. Once you click Owner to Owner-Survivorship-AP, a message will display asking
if the primary owner is deceased with no leasing agreement. If you click No, you will advised to complete the
process by completing a title application and reprint the registration under Registration | View Maintenance. If
you click Yes, the Title Lookup screen displays where you will search and select the vehicle (see Title Lookup).
Next, the Registration Lookup screen display. Enter the plate number from the prior registration then search and
select the vehicle. The Title Application-AP screen displays. Fill in all appropriate text boxes and click next to
advance to the Transfer Registration-Owner to Owner-AP-Survivorship screen.

Owner to Owner-Survivorship-EX (Transfers | Owner to Owner | Survivorship)
is used when a vehicle is 25 years old or older and the surviving spouse wants to transfer plates from another
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vehicle in their name and they do not want to wait for the . When you select Owner to Owner-Survivorship-EX,
a message will display asking if the primary owner is deceased with no leasing agreement. If you click No, you
will be advised to complete the process by processing a title application and reprinting the registration under
Registration | View Maintenance. If you click Yes, the Registration Lookup screen displays where you will
search and select the new vehicle (see Registration Lookup) and advance to the Transfer Registration-Owner to
Owner-EX-Survivorship screen.

Owner to Owner-Survivorship-PS (Transfers | Owner to Owner | Survivorship)
is used to title and register a new vehicle in the surviving spouse's name. In this scenario, you will generate the
title application for the customer. Select Owner to Owner-Survivorship-PS, a message will display asking if the
primary owner is deceased with no leasing agreement. If you click No, you will be advised to complete the pro-
cess by processing a title application and reprinting the registration under Registration | View Maintenance. If
you click Yes, the Registration Lookup screen displays where you will search and select the vehicle (See Regis-
tration Lookup). The Title Application-PS screen displays. Fill in all appropriate text boxes and click next to
advance to the Transfer Registration-Owner to Owner-PS-Survivorship screen.

Once you have advanced to the Registration screen for one of the above selections, review the information dis-
played and make changes if necessary and click Calc Fees. Review the fees associated with this registration
under the Fee Calculation section and click Next to advance to Fee Settlement.

3

Video - Transfer a Registration Owner to Owner

)
2

Owner to Lease Transfer

An Owner to Lease Transfer is used to transfer plate(s) from a vehicle registered in an owner’s
name to a new vehicle they have leased. The first owner on the old vehicle must be the second
owner on the new leased vehicle or they do not qualify for an Owner to Lease Transfer. To pro-
cess, from the Motor Vehicle main menu, select Transfers | Owner to Lease. The Transfers —
Owner to Lease screen displays with the following option and procedures.

Owner to Lease-AP

is used when a dealer or bank has processed the title application and you need to register the new
vehicle. Once you click Owner to Lease-AP, the Title Lookup screen displays where you will
search and select the new vehicle (see Title Lookup). Next, the Registration Lookup screen dis-
play. Enter the plate number from the prior registration, then search and select the vehicle. Once
the Vehicle Lookup screen displays, enter the VIN from the new vehicle, search, and select the cor-
rect vehicle model. The Title Application-AP screen displays. The system knows that Owner 1 on
the old registration must now be Owner 2 and that this is now a Lease vehicle, so it has made the
changes automatically for you. However, you will need to do an Owner Lookup for Owner 1 to
search for the leasing company (see Owner Lookup). Fill in all appropriate text boxes and click
next to advance to the Transfer Registration-Owner to Lease-AP screen.

Owner to Lease-EX
is used when the new vehicle is 25 years old or older, which means the vehicle is title exempt.
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When you select Owner to Lease-EX, you advance to the Registration Lookup screen where you
will search and select the old vehicle (see Registration Lookup). Once the Vehicle Lookup screen
displays, enter the VIN from the new vehicle, search, and select the correct vehicle model to
advance to the Transfer Registration-Owner to Lease-EX screen.

Owner to Lease-PS

is used to title and register a new vehicle. In this scenario, you will generate the title application for
the customer. Select Owner to Lease-PS to advance to the Registration Lookup screen where you
will search and select the old vehicle (see Registration Lookup). The Vehicle Lookup screen dis-
plays where you enter the VIN from the new vehicle, search, and select the correct vehicle model
to advance to the Title Application-PS screen. The system knows that Owner 1 on the old regis-
tration must now be Owner 2 and that this is now a Lease vehicle, so it has made the changes auto-
matically for you. However, you will need to do an Owner Lookup for Owner 1 to search for the
leasing company (see Owner Lookup). Fill in all appropriate text boxes and click next to advance
to the Transfer Registration-Owner to Lease-PS screen. Fill in all appropriate text boxes and click
next once complete to advance to the Transfer Registration-Owner to Lease-PS screen.

Owner to Lease-Title App on File

is used to register a vehicle for a customer who previously processed a title only for the vehicle.
For example, the customer buys a convertible in January and they want to title it in their name, but
not to register it until they can use it. In January you processed a title only for the customer. It is
now May and they want to transfer the plates from another vehicle to the leased convertible. When
you select Owner to Lease-Title App on File, the system knows you have already created the title,
so it will not charge the two dollar title application fee again. It will also allow you to search and
select the title information on the vehicle, eliminating the need to reenter the information. To pro-
cess select Owner to Lease-Title App on File to advance to the Registration Lookup screen where
you will search and select the old vehicle (see Registration Lookup). The Title Lookup screen dis-
plays where you will search and select the new vehicle (see Title Lookup) and then advance to the
Transfer Registration-Owner to Lease-Title Application on File screen.

Owner to Lease-Existing Title

is used to process a registration for a new vehicle for a customer who has already titled the vehicle
in their name. This is primarily used when the customer presents a title in their name for a vehicle
they have not registered, or haven't had registered in a long time, and now they want to transfer
plates from another vehicle onto this leased vehicle. The Existing Title option will process the regis-
tration without charging the title application fee. To process, select Owner to Lease-Existing Title
to advance to the Registration Lookup screen where you will search and select the old vehicle (see
Registration Lookup). The Title Lookup screen displays where you will search and select the new
vehicle (see Title Lookup) and then advance to the Transfer Registration-Owner to Lease-Existing
Title screen.

Once you have advance to the Registration screen for one of the above selections, review the
information displayed and make changes if necessary and click Calc Fees. Review the fees
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associated with this registration under the Fee Calculation section and click Next to advance to Fee
Settlement.

Lease to Owner Transfer

A Lease to Owner Transfer is used to transfer plate(s) from a leased vehicle they previously owned to a new
vehicle that will be registered under the owner's name. The second owner on the old leased vehicle must be the
first owner on the new vehicle or they do not qualify for a Lease to Owner Transfer. To process, from the Motor
Vehicle main menu, select Transfers | Lease to Owner. The Transfers — Lease to Owner screen displays with
the following option and procedures.

Lease to Owner-AP

is used when a dealer or bank has processed the title application and you need to register the new vehicle. Once
you click Lease to Owner-AP, the Title Lookup screen displays where you will search and select the new
vehicle (see Title Lookup). Next, the Registration Lookup screen display. Enter the plate number from the prior
registration, then search and select the vehicle. Once the Vehicle Lookup screen displays, enter the VIN from
the new vehicle, search, and select the correct vehicle model. The Title Application-AP screen displays. The sys-
tem knows that Owner 2 on the old registration must now be Owner 1, so it has made the changes auto-
matically for you. Fill in all appropriate text boxes and click next to advance to the Transfer Registration-Owner
to Lease-AP screen.

Lease to Owner-EX

is used when the new vehicle is 25 years old or older, which means the vehicle is title exempt. When you select
Lease to Owner-EX, you advance to the Registration Lookup screen where you will search and select the old
vehicle (see Registration Lookup). Once the Vehicle Lookup screen displays, enter the VIN from the new
vehicle, search, and select the correct vehicle model to advance to the Transfer Registration-Lease to Owner-EX
screen.

Lease to Owner-PS

is used to title and register a new vehicle. In this scenario, you will generate the title application for the cus-
tomer. Select Lease to Owner-PS to advance to the Registration Lookup screen where you will search and select
the old vehicle (see Registration Lookup). The Vehicle Lookup screen displays where you enter the VIN from
the new vehicle, search, and select the correct vehicle model to advance to the Title Application-PS screen. The
system knows that Owner 2 on the old registration must now be Owner 1, so it has made the changes auto-
matically for you. Fill in all appropriate text boxes and click next to advance to the Transfer Registration-Leas
to Owner-PS screen. Fill in all appropriate text boxes and click next to advance to the Transfer Registration-
Owner to Lease-PS screen.

Lease to Owner-Title App on File

is used to register a vehicle for a customer who previously processed a title only for the vehicle. For example,
the customer buys a convertible in January and they want to title it in their name, but not to register it until
they can use it. In January you processed a title only for the customer. It is now May and they want to transfer
the plates from a leased vehicle to the new convertible. When you select Lease to Owner-Title App on File, the
system knows you have already created the title, so it will not charge the two dollar title application fee again.
It will also allow you to search and select the title information on the vehicle, eliminating the need to reenter
the information. To process select Lease to Owner-Title App on File to advance to the Registration Lookup
screen where you will search and select the old vehicle (see Registration Lookup). The Title Lookup screen dis-
plays where you will search and select the new vehicle (see Title Lookup) and then advance to the Transfer
Registration-Lease to Owner-Title Application on File screen.
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Lease to Owner-Existing Title

is used to process a registration for a new vehicle for a customer who has already titled the vehicle in their
name. This is primarily used when the customer presents a title in their name for a vehicle they have not
registered, or haven't had registered in a long time, and now they want to transfer plates from a leased vehicle
onto a new vehicle. The Existing Title option will process the registration without charging the title application
fee. To process, select Lease to Owner-Existing Title to advance to the Registration Lookup screen where you
will search and select the old vehicle (see Registration Lookup). The Title Lookup screen displays where you
will search and select the new vehicle (see Title Lookup) and then advance to the Transfer Registration-Lease to
Owner-Existing Title screen.

Once you have advance to the Registration screen for one of the above selections, review the information dis-
played and make changes if necessary and click Calc Fees. Review the fees associated with this registration
under the Fee Calculation section and click Next to advance to Fee Settlement.

Lease to Lease Transfer

A Lease to Lease Transfer is used to transfer the registration from one leased vehicle to another leased vehicle.
Note, if the leasing company is staying the same (Ford Motor Credit to Ford Motor Credit), it does not qualify
for a Lease to Lease transfer. It would be considered an Owner to Owner Transfer . It must be two different leas-
ing companies to process as a Lease to Lease Transfer (Ford Motor Credit to Cab East).

Lease to Lease-AP

is used when a dealer or bank has processed the title application and you need to register the new vehicle. Once
you click Lease to Lease-AP, the Title Lookup screen displays where you will search and select the new vehicle
(see Title Lookup). Next, the Registration Lookup screen display. Enter the plate number from the prior regis-
tration, then search and select the vehicle. Once the Vehicle Lookup screen displays, enter the VIN from the
new vehicle, search, and select the correct vehicle model. The Title Application-AP screen displays. The system
leaves Owner 1 blank, as there must be a new leasing company. Search and select the new leasing company on
the Owner 1 tab (see Owner Lookup). Fill in all appropriate text boxes and click next to advance to the Transfer
Registration-Lease to Lease-AP screen.

Lease to Lease-EX

is used when the new vehicle is 25 years old or older, which means the vehicle is title exempt. When you select
Lease to Lease-EX, you advance to the Registration Lookup screen where you will search and select the old
vehicle (see Registration Lookup). Once the Vehicle Lookup screen displays, enter the VIN from the new
vehicle, search, and select the correct vehicle model to advance to the Transfer Registration-Lease to Lease-EX
screen. Search and select the new leasing company on the Owner 1 tab (see Owner Lookup).

Lease to Lease-PS

is used to title and register a new vehicle. In this scenario, you will generate the title application for the cus-
tomer. Select Lease to Lease-PS to advance to the Registration Lookup screen where you will search and select
the old vehicle (see Registration Lookup). The Vehicle Lookup screen displays where you enter the VIN for the
new vehicle, search, and select the correct vehicle model to advance to the Title Application-PS screen. The sys-
tem leaves Owner 1 blank, as there must be a new leasing company. Search and select the new leasing company
on the Owner 1 tab (see Owner Lookup). Fill in all appropriate text boxes and click next to advance to the
Transfer Registration-Lease to Lease-PS screen. Fill in all appropriate text boxes and click next to advance to
the Transfer Registration-Lease to Lease-PS screen..

Lease to Lease-Title App on File

is used to register a vehicle for a customer who previously processed a title only for the vehicle. For example,
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the customer buys a convertible in January and they want to title it in their name, but not to register it until
they can use it. In January you processed a title only for the customer. It is now May and they want to transfer
the plates to the new convertible. When you select Lease to Lease-Title App on File, the system knows you
have already created the title, so it will not charge the two dollar title application fee again. It will also allow
you to search and select the title information on the vehicle, eliminating the need to reenter the information. To
process, select Lease to Lease-Title App on File to advance to the Registration Lookup screen where you will
search and select the old vehicle (see Registration Lookup). The Title Lookup screen displays where you will
search and select the new vehicle (see Title Lookup).Search and select the new leasing company on the Owner
1 tab (see Owner Lookup). Fill in all appropriate text boxes and click next to advance to the Transfer Regis-
tration-Lease to Lease-Title App on File screen.

Lease to Lease-Existing Title

is used to process a registration for a new vehicle for a customer who has already titled the vehicle in their
name. This is primarily used when the customer presents a title in their name for a vehicle they have not
registered, or haven't had registered in a long time and now they want to transfer plates from a leased vehicle
onto a new leased vehicle. The Existing Title option will process the registration without charging the title
application fee. To process, select Lease to Lease-Existing Title to advance to the Registration Lookup screen
where you will search and select the old vehicle (see Registration Lookup). The Title Lookup screen displays
where you will search and select the new vehicle (see Title Lookup) and then advance to the Transfer Regis-
tration-Lease to Lease-Existing Title screen.

Once you have advance to the Registration screen for one of the above selections, review the information dis-
played and make changes if necessary and click Calc Fees. Review the fees associated with this registration
under the Fee Calculation section and click Next to advance to Fee Settlement.

Titles

The Title application selections from the motor vehicle main menu are selected only when you are
processing the title application only. If you are processing a registration with the title application,
you would make a selection from the Registrations menu with the title application as PS (Private
Sale).

Refer to RSA 261:20 Title Fees

Title Application Only

Title Application Only is used when you need to produce a title for customer and they do not want
to register the vehicle at the same time. This usually occurs when a customer buys a vehicle that
needs work done on it. They want to title it in their name, but want to hold off paying the regis-
tration fees until the work on the vehicle is complete.

To produce a title for a vehicle, from the motor vehicle main menu select Title Application Only.
The Owner Lookup screen displays. Search and select first owner on the title (see Motor Vehicle
Owner Lookup). The Vehicle Lookup — New Vehicle dialog box displays. Search and select the
vehicle (seeVehicle Lookup). The Title Application-PS screen displays.
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If the title for the new vehicle has a second owner, click the Add Owner 2 tab. Using the Owner
Lookup button, search and select the second owner. If you added a second owner, you need to des-
ignate the ownership conjunction And/Or by using the And/Or dropdown box on the Owner 1 tab.
Complete the Seller Information, Lien Holder Information (if applicable), and the Vehicle Descrip-
tion. Once the title information is complete, click Next to advance to Fee Settlement.

Refer to RSA 261:4 Application for Certificate

Title Cloning

The Title Cloning feature is designed to simplify the process of titling multiple similar vehicles. For
example, Title Cloning is used when you are registering ten new 2009 Ford Fusions for a local
rental car agency.

To begin the process, select New Registration with PS. Search and select the vehicle and owner
information. Once on the Title Application — PS screen, add all of the relevant information (owner,
seller, lien holder, and vehicle description) for the first vehicle. Select the Clone Title button on the
toolbar. Note, the Clone Title button appears with the standard Windows copy icon, and reveals
the Clone Title tool tip if you hover over the button.
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The system will indicate that the Title fields were cloned successfully. Click Next to finish the pro-
cess on this vehicle. When you begin the process for the second vehicle you can press the Skip but-
ton on both the Owner Lookup and the Red Book Lookup screens. On the Title screen, simply
press the Paste Clone button on the toolbar. Note, the Paste Clone button appears with the stand-
ard Windows paste icon, and reveals the Paste Clone tool tip if you hover over the button.)

All of the fields cloned from the original Title will appear in the corresponding text boxes. Simply
enter the remaining values such as VIN and/or vehicle color and proceed to the next step in the pro-
cess.

There are a few other items worth noting about Title Cloning:

o The cloned Title object is only available for your user within your current software session.
For example, you cannot paste on Tuesday the Title information you originally cloned on
Monday. You must start by cloning a Title on Tuesday.

o There are several vehicle fields which you cannot clone (such as VIN and odometer read-
ing) because they are, by definition, different for each vehicle.

o By pressing the Clone Title button subsequent times, you can update the cloned Title object
to reflect the currently displayed vehicle. For example, you might clone the first vehicle for
a rental agency - a 2009 Ford Fusion. After pasting the cloned information for the first five
vehicles, you could paste it for the sixth vehicle, change the model to a 2009 Ford
Explorer, and press the Clone Title button. From this point forward, pressing the Paste
Clone button will insert the updated information for the Ford Explorer.

Title Application-Antique

Antique Vehicles, which are over 25 years old, may be titled in the State of New Hampshire.

Many customers want to title their older vehicle to show their ownership and to make it easier to
sell the vehicle to an out of state buyer who lives in a state that requires a title for all vehicles regard-
less of age.

Please be aware if you are registering the vehicle as well as preparing the title, you need to follow
the process through Antique Vehicle with Title App, or Owner to Owner Transfer registration.
The following process is to prepare the title only.

To process, from the motor vehicle main menu select Title Application-Antique. The Owner
Lookup screen displays. Search and select first owner on the title (see Motor Vehicle Owner
Lookup). The Vehicle Lookup — New Vehicle dialog box displays. Search and select the vehicle
(see Vehicle Lookup). The Title Application-PS screen displays.
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If the title for the vehicle has a second owner, click the Add Owner 2 tab. Using the Owner
Lookup button, search and select the second owner. If you added a second owner, you need to
designate the ownership conjunction And/Or by using the And/Or dropdown box on the Owner 1
tab. Complete the Seller Information, Lien Holder Information (if applicable), and the Vehicle
Description. Once the title information is complete, click Next to advance to Fee Settlement.

Refer to RSA 261:4-a

Title Application-Dummy CTA

Title Application-Dummy CTA is used when the title and registration do not match in the DMV
database. This commonly occurs with a vehicle is in a Trust name and the Owner (Trustee) wants
to register the vehicle in his birth month. Title Bureau only wants the trust name listed on the title,
but in order to register the vehicle in the trustee’s birth month, the registration must have the trustee
as well as the trust name. This creates a problem between registration and title as the owners must
match. In order to solve this situation, you are allowed to create a Dummy title, which will have the
Trust and Trustee listed. The customer is not charged a title fee and a title application is not printed.
To process a Title Application-Dummy CTA from the Motor Vehicle main menu, under Titles,
select Title Application-Dummy CTA.

View/Maintenance

The View/Maintenance option appears under two headings, Registration and Title. Both
View/Maintenance options are available from the Motor Vehicle main menu. View/Maintenance
allows you to lookup, view, and modify a previously registered or titled vehicle in the system.
Note, Registration View/Maintenance allows you to modify information on the registration that
does not change the ownership or plate information. However, Title View/Maintenance will only
allow you to lookup up the information on the current title, but not change anything, unless you
search for the title from the Town database. Title Bureau will not allow changes to a title applic-
ation once it has been submitted to them.

Registration View/Maintenance

Registration View/Maintenance is used to view and/or modify a previously registered vehicle. For
example, it can be used to change the color of a vehicle or to update an address. To process, from
the Motor Vehicle main menu select View/Maintenance from the Registrations section. The Regis-
tration Lookup screen displays where you will search and select the vehicle (see Registration
Lookup). The Registration Maintenance screen displays.
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Any field in white can be updated by either typing into the field or using a dropdown box to make
the selection. Anytime a registration has to be changed due to a request by the customer, the muni-
cipal agent fee should be charged. Also, if the weight on a vehicle is increased through Regis-
tration View/Maintenance, the system knows this will incur additional DMV fees that will need to
be collected. The additional fees will be added at Fee Settlement. Once all changes have been
made, click Save. A message will display asking if you want to charge the agent fee for this trans-
action. If you click Yes, the agent fee will be added to the cart and you will advance to Fee Set-
tlement. If you click No, you will advance to Fee Settlement, however the cart will not reflect an
agent fee.

Refer to RSA 261:144 Fees for Carrying Added Load.

Changing Ownership through Registration View/Maintenance
Changing ownership through Registration View/Maintenance is used to add or delete a second

owner. This is commonly used to add a trust to a vehicle that is currently registered and the owner
wants to just add the trust as a second owner. There are no State fees involved unless you have to

66



http://www.gencourt.state.nh.us/rsa/html/XXI/261/261-144.htm

create a title application for the vehicle, however, you may elect to charge the municipal agent fee.
Note, Registration View/Maintenance should never be used to change the first owner.

In order to process an ownership change through Registration View/Maintenance, the following cri-
teria must be met:

*The customer is not changing vehicles
*They want to delete/add a second owner
*A new title must be generated for a vehicle requiring a title

If a title is required, you must complete the title process first and then go to Registration View/Main-
tenance to update the registration. Once the registration is update, DMV requires a certified copy
be processed for the updated registration.

Title View/Maintenance

Title View/Maintenance is primarily used to determine why a title and registration do not agree.
This occurs frequently with Trust vehicles, where the resident wants to title and register their
vehicles in a trust, but still want the registration to expire in their birth month. The first time they
registered the vehicle, it would have been titled and registered with their name as Owner 1 and the
trust name as Owner 2. Title Bureau cannot create a title with the Trustee's name on it, so they will
delete them off the system in order to process the title. This does not create a problem if the vehicle
has been flagged as a trust. You can check to see if the vehicle was flagged as a trust by searching
for the vehicle by VIN using Title View/Maintenance. The trust indicator is located on the far right
of the search result grid. If the trust indicator is Y, you can proceed to the registration without hav-
ing to process a “dummy” title. If the trust indicator is N, then title bureau did not designate the
ownership as a trust, which means you will need to process a “dummy” title (see Title Application-
Dummy CTA).

Title | View/Maintenance is also used to correct an error you made on the title application and
didn't catch until after you printed it. For example, you entered blue as the color and it is actually
black. Before you send the title application to DMV, you will need to fix the error and reprint the
application. To do so, when you are searching for the vehicle, you will need to search and select
the vehicle from the Town database, as this will allow you to make changes. Once on the Title
Maintenance screen, any field in white can be updated by either typing into the field or by using
the dropdown boxes. Once all changes have been made, click Save. If you need to reprint the title
application, click Print.

Other Motor Vehicle Processes

The motor vehicle main menu consists of three sections, Registrations, Titles, and Other. The
Other section is used to process motor vehicle transactions that do not involve registering or titling
a vehicle.
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Certified Copy (On Line Agents Only)

The Certified Copy option is used to produce a registration for a customer who has lost, damaged,

or had their valid registration stolen and needs a replacement. To process a Certified Copy, from

the motor vehicle main menu, under the Other section, select Certified Copy. The Registration
Lookup screen displays. Search and select the vehicle (seeRegistration Lookup). The Certified

Copy screen displays.
aenviarcenc _oix
File  Ukilities  Title Fegistration State Portion Cnly  Price Quotes  Reports  Help
= [&E 5| %8 e |
i Certified Copy
My Owner: AAMERICAM STOME EXCELLEMCE LLC
Flate Murber: 2337334
Cart Plate Type: PASS
Decal Mumber: 0165741
Decal Wear: 2008
Hew Permit Mumber: I590?332
Reasor: ¢ [ost
" Destroped
 Stalen
- Mem)
| \MAAP Online | Prink 2/4/2008 | Cash: 2/4/2008 | powersp | COUNTER y

Select the radio button stating the reason you are issuing a certified copy and click Next. A mes-

sage displays asking if you want to charge an agent fee. If you click Yes, you will advance to Fee

Settlement and your municipal agent fee will be added to the cart. If you click No, the municipal

agent fee will not be added to the cart.

-

Decal Replacement

Video - Creating a Certified Copy

The Decal Replacement option is used when a customer has lost or damaged their decals and

needs new ones. To process a Decal Replacement, from the motor vehicle main menu, under the
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Other section, select Decal Replacement. When the Registration Lookup screen displays, search
and select the vehicle (see Registration Lookup). The Decal Replacement screen displays.

il x
File  Ukilities  Title Fegistration State Portion Cnly  Price Quotes  Reports  Help
- " - 5 =
— A EF B B W R @ |
o Decal Replacement
[T Owner 1 1 Oyarer 2
Lazt/Business Mame Firzt Ml Suffis  Dateof Bith  Cao
Pt [ 5907323 CTad|
AAMERICAM STOME EXCELLE I b " é
I I d K —| Prewvious Plate | Hew Plate ]
Mailing Address i Legal Addiess -
o Parental Consent IN I Decal MbrT || |2UU8 j
Stiest |10 FERRY ST SUITE 420 Lease 7 || pienbochk [E51904 R
Sywap Hwners I
| I Tupe/Cat IPASS jl j
C/S/2/C [CONCORD [uH =] [oz301 [Us Clear Dwners |
Wehicle |
Fee Calculation I—
| : 1B 7HM 0BT 35028497
Monthe  Millage Permit Fees  Application Fee Hardstip el -
| 7] 3] T 5 hew Plate Fee [ MaorCompliant ¥IN [
=SilEee oL MallnFee || Weight  |6.200
| o | 0.00 iy State List Price |11.600
Future Credit I ﬂ ﬂ bake IDDDG vI
E xpiration Date Im 23142008 bodel |F'II:KUF'
Totel Months | 12 Model ear 1989 MFG [1989
Tatal Due 38,50 BodyStle [PRUP =]  Fuel |6 =]
Critical | x| ] At |2 j Cyl IE j
~ Comection Linesz Owner Notices Title ActivitylEX vI Rebuit [T
ﬂ il Colis)  [BLU =] | =l
;I LI Cancel Mext
| \MAAP Online | Print 2/4/2008 | Cash 2/4/2008 | powersp | COUNTER y

If all of the information is the same, type in the Decal number into the text box. If your system is
set to auto populate the next decal (see Default Decals), the Decal text box will automatically pop-
ulate with your next available decal. Click Calc Fees.

Plate Release

The Plate Release option allows you to release an expired plate to be used on another vehicle.
Note, you must contact DMV for permission to release a plate. This option is part of the Expired
Renewal (1 year & 1 day-issue to same vehicle)and Expired plate is issued to a new vehicle pro-
cess, so if you are processing the Plate Release for either of these options, see the instructions for
those processes. To process a Plate Release, from the motor vehicle main menu, under Other, click

Plate Release.

The Registration Lookup screen displays. Search and select the plate you want to release
(see Registration Lookup). The Plate Release screen displays.
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Bervaarderc o

File Utiities Title Registration State Portion Only  Price Quotes  Reports  Help

e (BFEF B %R W R m |
B Flate Relzase
hdv

You must contact the DMV Help Desk before attempting to release a plate.

Owner  AAMERICAN STOWE EXCELLEMCE LLC

Cart Flate Murmber: 2251571
Flate Type:  PASS
Decal vYear: 2008

Decal Mumber: 0165740

€ Awailable In Inventory, Yanity:

Wanity Plates Only - release plate to only thiz location code for the next 30 days.
Thiz restiction applies to DY az well az your municipality

" pwailable In Inventory, MonAanity:
Maonfanity Plates Only [PASS, MOTO, TRAI, etc.] - Relzaze plate to only this
location code for the next 30 dayz. This restriction applies to DY az well az pour
municipality.

" Available For Reorder;
Plate iz releazed to all locations [city/toven] i the state including DMY. If a vanity
plate iz released. another perzon may acquire this plate from anather location
before it iz azsigned to the new vehicle.

Exit | Hewut » :

| \MAAP Online | Print 2/4/2008 | Cash 2/4/2008 | powersp | COUNTER y

Depending on whether the plate you are releasing is a vanity or non-vanity, and whether you are
releasing the plate for your purposes or for all locations in the State, will determine which radio but-
ton you select. When you call DMV to get permission to release the plate, they will specify which
option you should choose. Once you have selected a radio button click Next. A message will dis-
play stating the Plate Release was successful.

Plate Replacement

The Plate Replacement option is used when a customer has damaged, lost, had their plate(s) stolen,
or they would like to process a mid-year plate change. To process a Plate Replacement, from the
motor vehicle main menu, under Other, click Plate Replacement.

The Registration Lookup screen displays. Search and select the plate you want to replace (see
Vehicle Lookup). The Plate Replacement screen displays.
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7% Avitar Clerk i =0l x|

File Utiities Tile Registration State Portion Only Price Quotes Reports Help

G EEIE |
Plate Replacement
Owner: ZIMKO ANITA

ﬁ Plate Number: IPASS

Dogs Plate Type: IPASS

hd

Decal Nurmber: 0103341

‘EU Decal Year. 2013

Services WIN: BTFDYEF124x131088

vetvo: R -
Decal Number/vear: [0103342 [2013 |
Plate MumberType: I I LI

Fearder Oty I

Feason:  Lost{ Mid-vear

Cart

(" Stalen
" Damaged
" Instock

ManCompliant WIM: | | Parental Consent: IN vl

Exit | Dlext >

| |MAAP Gl |Print: 51142012 |Cash: B/11/2012 |w00|seyp |COUNTER >

The Method dropdown box determines whether you will give the customer new plates from your
inventory or order identical plates to what they currently have. If the customer requested identical
plate(s), fill in the quantity of the plate(s) they need into the Reorder Qty text box. For example, if
your customer needs to replace one of their vehicle’s plates because it was damaged, you would
enter the Reorder Qty of 1 in the text box. If your customer wants new plates, select New Plate(s)
from Inventory and enter the plate number you will be issuing into the text box. Next, enter the
new Decal number into the text box. If your system is set to auto populate the next decal (see
Default Decals), the Decal text box will automatically populate with your next available decal.
Select the Decal Year and Plate Type from the dropdown boxes. If the customer is under 18
years old, a Parental Consent form must be filled out before proceeding and if so, select P (for Par-
ental Consent). Finally, select the reason the customer is requesting new plates by clicking on the
appropriate radio button and clicking Next to advance to Fee Settlement.

Note, a customer who wants to change their plate(s) mid-year would use the same process listed
above, however, you would select New Plate(s) from Inventory from the Method dropdown box,
fill in the new Decal Number, Plate Number, and Plate Type. Under the Reason section select the
Lost/Mid-Y ear radio button and click Next to advance to Fee Settlement

Refer to RSA 261:96 Lost or Mutilated Plates
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Pay a Short Slip

The Pay a Short Slip option is used when a customer comes to your office with a letter from DMV

stating they owe the State money. To pay a Short Slip, from the motor vehicle main menu under

the Other section, select Pay a Short Slip. The Short Slip Lookup screen displays.

_lnix
File  Ukilities  Title Fegistration State Portion Cnly  Price Quotes  Reports  Help
3 e =3 T T =
— 6T 5B R B W R @ |
i Short Slip Lookup
[0
Search for a Short Slip by the Memo 1D or by the Driver's Licenze Number. IF a Short Ship iz located, click
Mest o continue to Fee Settliement.
Cart
¢ By Shart Slip MemalD I
" By Drivers License Number I él
: Search E
temalD: Amount: P Comments
I | |
Exit Hedt »
| \MAAP Online | Prink 2/4/2008 | Cash: 2/4/2008 | powersp | COUNTER y

There are two options when looking for a Short Slip. The first radio button, By Short Slip
MemolD, is if you have the Short Slip ID number generated from DMV. The second radio button,
By Driver’s License Number, is if you need to look the information up using the Owner’s

Driver’s License Number. Use the Owner Lookup button to search and select the owner (see

Motor Vehicle Owner Lookup). Once you have selected an option click Search. The Short Slip
information will display under the MemoID, Amount, and MAAP Comments fields. If this is the

Short Slip you want to pay, click Next to advance to Fee Settlement.

State Portion Only

The State Portion Only option is used when a customer previously completed their Town portion

of their registration and now needs to finish the State Portion. This can occur if the customer lives
in a Town that is not a Municipal Agent and sends their customers to you to finish the transaction.

72




To process the State Portion Only, from the motor vehicle main menu, under the Other section,
click State Portion Only. The State Portion Only screen displays.
7% Avitar Clerk _ o] x|

File Utiities Tile Registration State Portion Only Price Quotes Reports Help

= B EF B %W R |

we | Motor

ol

State Portion Only:

Dogs
New Registration - AP 12 Month Benewal

Qﬂ MNew Registration - EX 12 Month Benewal - PS

Services

MNew Registration - PS 12 Maonth Benewal - AP
Mew Registration - Antique Yehicle with Title App 12 Month Benewal - Primary Driver

Lart MNew Registration - Expired Renewal 12 Month Benewal - Driver Listed on Trust
MNew Registration - Title Application on File = PBenewal Surviving Spouse
MNew Registration - Existing Title = Transfers - Ownerto Owner...
Title Application Only = Transfers- Ownerto Lease...
Title Application - Antique = Transfers-Lease to Owner...

= Transfers-leaseto lease..

<< Back

| |MAAP Gl |Print: 51472012 |Cash: E/14/2012 |w00|seyp |COUNTER >

The option you select will depend on the registration the customer processed as Town Only. For
example, if the customer is renewing his registration, you would select the 12 month renewal link.
Depending on the option you select, you will need to search and select the registration and/or title,
just as you would when processing the Town and State portion. Once you complete the process,
you will advance to Fee Settlement.

Price Quotes

Price Quotes is used to inform your customer what will be owed to register their vehicle. The price
quote can be saved and/or printed. Saving a price quote makes it available for viewing at a future
date. This can be important when a customer disputes the quoted price of the registration. You can
retrieve the original quote to compare to the registration you are processing. To process a Price
Quote, from the motor vehicle main menu, under the Other section, select Price Quotes. The Price
Quotes main menu will display.
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File Utiities Title Registration State Portion Only Price Quotes Reports Help

= K EFIB R B R @

we | Motor

ol

Price Quotes
Dogs

MNew Registration

@ Benewal - 12 Maonth

Services

Benewal -12 Month - PE  (print title application)

Transfer Owner to Owner

Transfer Ownerto Lease

Transfer Lease to Owner

Transfer Lease to Lease

Wiew

<< Back

| |Oﬁ|ineMA |Print:5,a'11,-"2012 |Cash:5,-"11,a’2012 |w00|seyp |COUNTER y

Select the process your customer needs to complete from the list. Depending on the option you
selected, you can search and select the registration and/or title from the DMV database or click
Skip to enter the information manually. For example, to process a Transfer Owner to Owner, the
Registration Lookup dialog box display. Search and select the registration you are transferring
from. The Vehicle Lookup-New Vehicle dialog box displays. Enter the VIN into the text box,
search and select the vehicle. The Price Quote-Transfer Registration-Owner to Owner screen dis-

plays.
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Fie Utiities Tile Registration State Portion Only Price Quotes Reports Help

= | EE B %W & @ |
L g o 2 s
Frice Guote - Transfer Registration - Cwner to Owner
L Owner 1 1 Ouwner 2 ] (" State ( Town (8 Town/State
Last/Business MName First Kl Suffic  Date of Bith Co Primt# CTA#
ﬁ [WOOLSEY [GREG E | - & B I !
Frevious Plate T New Plate
Dogs ili
9 Mailing Address T Legal Address Farental ConsentIN LI Decaltivr |D103342 |2013 j
Hardshi Li
Street |1 NEWFOUND ROAD ardship [~ Lease [~ Plate#/Chk [43700 lg— @
‘@. I 4|Swap Dz Type/Cat IPASS L” j
Benvices || |c/5/2/C [MADISON [NH ] [o3849 [os | = Clear Owrers |
Vehicle | Prior Registration |
Fee Calculation
: 1GTNZTEXIBZ1 72688
bonths  Millage PermitFees Application Fee Transaction Date IDS,-"14,-"2012 N I : - il
Cart I DI DI IFee Chagad LI | MonCompliant Wk @
MNextRenewal [~ || Make GMC Y,
I o I DI Taown State todeal CIEREA
G Fs Fs
Future Credit I j j List Price (24,000
e b | Gross Wt [6.400 Title Wi [0
TotelHonhe Macel Year 2011 MFG [2010
Total Due
[ BodyStde [PKUP  »|  Fuel |G v]
Critical I
A LI LI Axles |2 LI Cyl IB LI
- Correction Lines Cwner Notices TitIeAdivilyI vl Rebuilt [~
:| Colos)  [BLK  »| =]
LI Cancel Calc Fees Seave
| |MAAP Giillie |Print: B/14/2012 |Cash: 51472012 |w00|seyp |COUNTER -

If you skipped the Owner and/or Vehicle lookup, you will need to fill in the required information,
such as Owner's Date of Birth, the vehicles list price, weight, title activity, and the plate type. The
more information you fill in, the more details the quote will have when you print or save it. Once
the information is complete, click Calc Fees. To print the quote, click Save. This will display a text
box with the Owners Last Name with the Make and Model of the vehicle as an identifier for future
lookup. If you want a different identifier, type the information into the text box and click OK. A
message will display asking if you want to print the Price Quote. Click Yes to print it, or Click No
to complete the process.

Note, if your customer wants a price quote to transfer plates to a new vehicle and another price
quote on what it will cost to renew the new vehicle when it is up for renewal, you do not have to
process as two separate quotes. Simply select the Next Renewal checkbox when processing the
price quote for the transfer. Once you save and print the quote, you will return to the price quote
screen, but it will now reflect the amounts for the renewal period.

Miscellaneous Motor Vehicle Processes

When processing motor vehicle registrations and titles, there are times when you will need to void
a transaction or reprint a permit number. To do so, is not part of registering a vehicle, so is not
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covered in the registration section. This section deals specifically with fixing issues that arise with
motor vehicles.

Voiding Registration(s)

Voiding a registration(s) will reverse the registration, as well as all fees associated with the trans-
action. However, if you are voiding a registration or title you must get permission from DMV
before proceeding. There are two ways to void a registration(s) and it is important to understand
the effects of each process in order to know which void procedure you want to use. Both options
are processed under Cart | Cart Maintenance.

o Void Cart: This will void every transaction in the cart and can only be used if the cart has
not been deposited. (see Void Cart )

o Void Item: This option allows you to void one item in a cart without voiding all the other
items in the cart. (see Void Cart vs. Void Item). Also, you should not be using void (cart or
item) to process a returned check. (see Returned Payment Process)

Reprinting a Registration

Occasionally, you may need to reprint a registration exactly as it was originally printed. For
instance, you would need to reprint a registration if the printer jams during printing and destroys
the registration. Do not use this option if you need to make any changes to the registration before
printing that process is completed through Registration | View/Maintenance.

To Reprint a registration, go to Cart | Cart Maintenance. Once on the Cart Maintenance screen,
search for the registration by Cash Date, Check Number, Teller, Location, and/or Last Name of
owner. For reprinting a registration it is usually easiest to look up the information by the owner’s
last name. Select the registration and click on the Cart Transaction tab to display the list of items
for this cart.
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File Utiities Reports Help

L rEnter walues on which to zearch:
b Cash Date Check Number  Tellerd D Location Status Lazt Marme
[/ | | =l | |Finalized i B )
H P ayport arme TellerdD LocationD esc CazhDate| Sequence|Check Murber
AMYZIMNKD  [woolzey COUMTER 10/28/2008 :
Diogs
Services
Cart T Town Payments T State Payments T Cart Tranzactions T Returned Checks ]
#1: DMY -- TITLE - AP 0.00 —
Cart 0 %
AT ZINED
Wehicle: 2002 CHEV YWIM: 1GMEL1%+12B121933 ﬂ
Plate: Decal: [] @I
#2: DMV -- NEW $94.00
AMY ZINED
Wehicle: 2002 CHEV YWIM: 1GMEL1%+12B121933 ﬁ
Plate: ZINKO7 IPASS Decal: 0378121 (2009) @I
| \MAAP Online | Print: 10/28/2008 | Cash, 10/28/2008 | woolseyp | COUNTER: y

If there are multiple registrations in the cart, locate the one you need to print. There are three icons
next to each transaction. Click on the printer icon next to the registration you want to reprint. You
will need to enter the reason you are processing a reprint, ex: printer error. Click OK. If the regis-
tration you are reprinting was a Town Only, you will be prompted to enter the new permit number.
The registration will be sent to the printer.

Fix Permit Number Only

Town only registration permits have preprinted permit numbers printed on each one and the num-
bers are maintained in Avitar Clerk (see Permit Number Inventory). Once the permits have been
added to the system and assigned to a workstation, they are printed sequentially after fee set-
tlement. Occasionally it is necessary to change the permit number on a printed registration in the
system. There are various reasons this would be necessary, for instance, the next permit number to
be used was permit number 0000001 and the teller mistakenly puts permit number 0000002 into
the printer. In this case, the system marks permit number 0000001 as issued and would expect to
print on permit number 0000002 the next time a town only registration is issued. Y ou would not
void the registration and start again, as the customer’s copy of the registration is fine. It only
requires an update to the system to reflect the actual permit number issued to the customer.
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As this is a fix that will not be sent to DMV, you will need to log out of MAAP and back into
Clerk as an Offline Municipal Agent. To process, click on the Motor Vehicle Icon | Registration
| View/Maintenance. Search and select the registration (see Vehicle Lookup) to display the Regis-
tration Maintenance screen. Type in the correct permit number in the Prmt# text box. Under the
Fee Calculation section, click on the Fix Prmt# Only check box and then click Save to advance to
Fee Settlement. There are no fees involved in this transaction. However, you will need to click Pay
to complete the process.

MAAP Transaction Overview

The MA AP Transaction Overview feature is used to view what transactions have been processed
at DMV for a specific teller. This is commonly used when MAAP goes down in the middle of fee
settling a cart. In order to know whether MA AP received and processed the transactions in the cart,
you can go to Utilities | MAAP Transaction Overview.

£% MAAP Transaction Overview ' x|

You may use the search parameters listed below to identify MAAF Transactions and their corresponding
Cash Date and Teller. This can assistyou in reconciling conflicts between transactions you processed
and those that may not hawe completed in MAAP.

— Enterwalues on which to search:

Cash Date Seq TellerID Batch Mumber  Location
[o3ngents |1 [etoumed v | [Focation: 0226
Batch Mar |Tender | Amount| Adjustment|Payment D
5001 ELECTROMIC TRANSFER f6.50
5002 ELECTROMIC TRANSFER 5.00
5003 ELECTROMIC TRANSFER 34.50
5004 ELECTROMIC TRANSFER 33.00
5006 ELECTROMIC TRAMSFER 37.50
5007 ELECTROMIC TRANSFER 35.00
5008 ELECTROMIC TRANSFER 3750

i
S | 7 $273.00 | $0.00 Exit [

Electronic Transfer: $273.00

Note, DMV will not allow a teller to look at their own transactions, so if you are having trouble bal-
ancing, you will need to have another clerk in your office look the information up for you.

MAAP Transaction Overview is also used when a cart is voided and you need to verify how

DMV voided the transaction on their end. For example, you void a cart because you renewed the
wrong vehicle for a customer. DMV has to void the registration on their end as well and give you
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permission to void the registration. Depending on the situation, DMV usually will cut a short slip
to void the transaction on their end. However, you should to use the MA AP Transaction Overview
to verify that they did create a short slip. This information will be used when you void the regis-
tration through Avitar Clerk and at the end of the day when you complete your MA AP Financial
Closeout.

Lockbox

Lockbox is used to process multiple renewal registrations through a batch file produced by an out-
side processing center. Typically this process begins with a renewal notice containing a unique Per-
sonal Identification Number (PIN) mailed to your customer. The customer returns the notice by
mail with the required fees to your bank’s PO Box, which deposits the funds into your account,
and creates a file to be emailed to you. The file is imported into our system and registrations are
generated.

In order to view the functionality available for this process, you must login to Avitar Clerk with
LOCKBOX set as your Location. To do so, select LOCKBOX from the Location dropdown box
on the login screen.

Uzer |D: |woo|seyp

MAAP Passward: |“‘°“°“°‘°“°"‘“‘“‘

Location: [LOCKBOX ~|
Permit Number; |E960154 - |E95man
CTa Number: |14u4?999 - |14D4?995

Print Date: IDE,."'I 4pzme

[ Offline Municipal Agent

[0]8 Cancel

Import Payment File and Verify Amounts

The first step required to process a batch of Lockbox renewals is to import the payment file into the
system by selecting Utilities | Lockbox. The Lockbox dialog box displays.
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Tao search far an existing batch of renewals, select afile date and click Find.

Toimport a lockbox batch, begin by selecting afile date fram the date pickerthen click Import.

I5,"I4,-“2012 VI

Renewals:l
BankAmount:I

=) Pusted:li
Import Find Batch alinate Add lterm | Delste Batch | Unpmcessed]i
_l Ignored:li
Suspended:l—
| | Open | | Eror | |Feady [ | FeeSetled [ | Printed [ ]lgnored/Suspended
—Fee Setlement — Printing
Oty 0 0000 Double Decal | | | !
Oty 0 0000 Single Decal | | | |
Qt. 0 0000 Douhle Decal | ] | |
Ot 0 0000 Single Decal | | | -
Q. 0 Permit MNbr |7
Oty 0 ooon Dog Tag li Eee Settle Erint Eatch Exit

To import the payment file, begin by entering a File Date in the date field at the top of the screen

and click the Ellipsis (...) button to locate the file on your system. This date should match the date
assigned by the bank. Verify you have the right file and select Import to load the file.
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£ Lockbox B il

To import a lockbox batch, begin by selacting afile date from the date picker then click Import. Renewals:l z
To search far an existing batch of renewals. select a file date and click Find. Im ElankAmDuntI $303.00
= Posted :I $0.00
Import Eind Batch Yalidate Add ltem | Delete Batch | Unpmcessedil $303.00
ChUsers\pwoolsesADeskiopy1 200001 p FLE _| gorect[ 4000
Suspended:l $0.00
Account Expiration Billed Paid|Paid Portion |Status Error Message
b |9821313720 443042013 $205.20 $205.20 (B OFEN EDIT
4390613120 443042013 $103.80 $103.80 (B OFEN EDIT
| | Open | | Emor [ |Ready [ |FeeSetled [ | Printed [ ]lgnored/Suspended
—Fee Settlement —Frinting
Double Decal I I I I
Single Decal I I I I
Double Decal | | | I
Single Decal I I I |
Fermit Mar Ii
Dog Tag l— Fee Settle Erint Batch Exit

The results display in the grid with all renewals in an OPEN status. It should be noted that you can
also enter a previous date and click Find Batch to view or finish a previous batch. The Bank
Amount and Renewals fields should match the report from the Bank.

Validate

Selecting Validate performs basic data validation on the data received from Bank. For example, the
system will check to see if a vehicle has already been renewed. Click the Validate button to begin
the process.

If there are no errors for a renewal, the status will change to READY . Items with an error status
can be suspended to be renewed over the counter at a later time. Below the grid is a legend to assist
you with visually finding an error in the grid. Each color represents a different status.
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3 Lockbox

X|

Toimport & lockbox batch, begin by selecting a file date from the date picker then click Import.

5452012 57 l

To search for an existing batch of renewals, select afile date and click Find.

Renewals: 2
Bank Amount: $309.00

S FPosted : $0.00
Impart | Find Batch | yalidate | Add ftem | Delete Batch | Unpracessed: $303.00
: 0.00
C\Users\pwoolseyiDeskiopye 200001 p.FLE Igpzize! :
Suspended: $0.00
Account Expiration Billed Faid |Faid Portion | Status Error Message
} 9821313120 4/30/2013 $205.20 $205.20|B READY EDIT
4390613120 443072013 $103.80 $103.80|B READY EDIT
[ | Open | | Eror | | Ready | | Fee Setiled | | Printed | | Ignored/Suspended
— Fee Settlement — Printing

Oty 1 2013 Double Decal |n103343 -|n103343

Oy 1 2013 Single Decal [3020774 -[s020774

Double Decal I I

! |

! |

! l

Single Decal | | I |
Permit Mbr l—

Dog Tag I— Fee Setle Erint Batch

Exit

To suspend a renewal, select the Edit button next to the renewal in the grid. The Edit Lockbox dia-

log box displays. Select SUSPENSE from the Status dropdown menu and click Save.

x|

Batch Number: W Irmport Date: W

Source 10 |3— File Date: W

Account Number: W Expiration Date: W

Status: State Amourt: IW

Flate Number: W Local Amount: IW

Plate Type: [PASS Billed Amount: [ $10420

Decal Mumber: I— Paid Amount: Im
Permit Number: lg—

Reference: [Owner1: TEMPLE L BRAGG 4]
Owmer &

Lease: No LI

Errortessage: Mo legal address in MADISON

kAL Error: ﬂ

7
B
- -
n

Erint | Save | Exit |
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Note: If you process lockbox transactions and utilize the Post-It and/or Ticket functionality you
may encounter a Post-It category in the validation messages. If the lockbox validation identifies
one or more lockbox renewals for which the system has a Post-It, you will be asked whether you
wish to include Post-It validation in the process. If you answer No, Post-Its for lockbox records
will be ignored. If you answer Yes, any lockbox vehicle for which a Post-It exists (either a Flash or
a standard Post-It) will fail lockbox validation. Once the validation is complete, you can use the
Edit Lock Box dialog box to review the Post-It information by clicking on the displayed Post-It
icon. If you decide that none of the records with Post-Its require special handling, simply rerun the
validation process and when prompted whether to include Post-It consideration within the standard
validation simply answer No. Alternatively, you can manually process these records as over the
counter lockbox.

A couple of items worth mentioning:

o The Add Item button is used when an item does not download properly from the Bank and
you need to add it to the process.

o The Delete Batch button is used to delete an old batch of payments.

o The Printer icon allows you to print a report of lockbox items by clicking on the Printer
Icon. The report can be printed for a specific day or by date range by selecting the appro-
priate radio button. Y ou can use the Sort By section to group like items together. Under the
Display Transactions For there is a dropdown box to assist you in narrowing down the
information that is displayed. The Include In Report section is used to filter items by status.

Assign Inventory and Fee Settle

Decal Inventory needs to be entered in order to be assigned to each renewal.
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£3 Lockbox ] x|

To import a lockhox batch, begin by selecting afile date from the date picker then click lmport. R9”9W3|53| £
To search far an existing batch of renewals, select a file date and click Find. I E4/2me vl ElankAmDuntI $309.00
= Fosted :I $0.00

Import Eind Batch Yalidate Add Item | Delete Batch | Unpmtessedil $304.00

] 0.00
[CAUsers\pwoolsey\Deskion\Ri 200001p FLE LElilei ¢
Suspended:l $0.00

Account Expiration Billed Paid|Paid Portion |Status Error Message
B |9821313120 4/30/2013 $205.20 $205.20|B READY EDIT
4390613120 4/30/2013 $103.80 $103.80|B READY EDIT
| | Open | | Ewor [ JReady [ | FeeSetled [ | Frinted [ ]lgnored/Suspended
—Fee Setlement — Printing

Qte. 1 2013 Double Decal |D103343 -|D103343

Qty. 1 2013 Single Decal (3020774 -|5020774

| |
! !
Couble Decal I I I I
| !

Single Decal I I

Fermit Mbr I
Cog Tag I Fee Settle Brint Bateh Exit

To begin, under the Fee Settlement section, enter the decal range for each decal type you are issuing and/or the
next available permit number and then click Fee Settle. The Fee Settle process assigns a decal and/or permit to
the renewal, sends it to MAAP, and generates general ledger transactions to the system, taking the renewals to a
FEE SETTLED status. Note, nothing is printed at this point.
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% Lockbox

x|

To search for an existing batch of renewals. select a file date and click Find.

Toimport & lockbox batch, begin by selecting a file date from the date picker then click Impart.

IE,"14,"2IJ12 Vl

Renewals:lﬁ
ElankAmDuntlw
Faosted :I $309.00
Unprocessed:lw

IrripEr Eind Batch Haliclate Add Item | Delete Batch |
| Ignored:l $0.00
Suspended:l $0.00
Account Expiration Billed Faid|Paid Forion |Status Error Message
P (9821313120 443042013 $205.20 $205.20|B FEE EEnALED EDIT
4390613120 443042013 $103.80 $103.80|B FEESERIEER EDIT
| | Open | | Error I:|Ready :| Fee Settled :| Printec DIgnDredeuspended
—Fee Setlement —FPrinting
Double Decal I I I 20130
- S
Single Decal | I I
Couble Decal I I I
Single Decal I I I
Fermit Mbr I
Dog Tag I Fee Settle Print Batch Exit

If an error occurs on an item, continue with the Print Batch process to complete the renewals for items with no
errors. Then resolve the errors and process the renewals using the over the counter lockbox process.

Once all items have been processed, you should total the following amounts, which should equal the Bank

Amount:

o Posted: This total represents the renewals that you were able to process and print.

o Unprocessed: This amount should always be zero by the end of the process, as items are only placed in
this category until they are posted or changed to a different status code.

o Ignored/Undeposited: Items in this category are usually undeposited items, which consist of payments
processed at the Bank but not deposited in your bank account yet. These are items you do not want to
process until the money is deposited at your bank.

o Suspended: Suspended is used when there was an error in the renewal process and you changed the
status from Error to Suspended. When an item is suspended, it creates a credit and either has to be refun-
ded to the owner, or processed as an over the counter renewal (logged in with the LOCKBOX loc-

ation).

Print Renewals

The Printing section allows you to print the Fee Settled renewals and takes the renewals to a
PRINTED status. Next to the grid is a list of printing option, which could consist of double and
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single decals for motor vehicles, and permits for town only registrations. When you select a radio
button the corresponding renewals will display in the grid.

x|
Toimport a lockbox batch, begin by selecting afile date from the date picker then click Irmport. Renewals:l 2

To search for an existing batch of renewals, select afile date and click Find. I 5 A4/2012 vl ElankAmount:I $308.00
=] Posted :I $309.00

Impart Eind Batch Yalidate Add tem | Delete Batch | Unpr009889d1| $0.00
: 0.00
[C\Users\pwoalseyDeskiopR1200001 p FLE = lgnoredt | :
Suspended:l $0.00
Account Expiration Billed Faid |Paid Porion |Status Error Message
9821313120 4430/2013 $205.20 $205.20 B [FEE SEINTLED EDIT
4390613120 443042013 $103.80 $103.80 B FEESEIRIEER EDIT
[ | Open | | Eror | |Feady [ |FeeSetfled [ | Printed [ ]lgnored/Suspended
—Fee Settlement — Printing

Exp'vear Decal Flate @ 20130

Double Decal I
23 0103343 2R33132/FASS 20135

Single Decal I

Double Decal I

Single Decal I

Permit Mibr I
Dog Tag I Fee Settle Erint Batch Exit

To begin printing select the first radio button and click Print Batch to send the renewals to the
printer. Y ou will follow this process until each radio button has been completed and all renewals
have been printed.

Printer errors are usually caused by a printer malfunction or damaged permit stock. When a printer
error occurs, you will need to reprint either an individual permit/registration or possibly the whole
batch. Note, if a printer error occurs, never select Delete Batch.

There are two scenarios for printer errors. The first error occurs when you have sent a print batch
to the wrong printer, a power outage occurs during the middle of a print job, or a damaged per-
mit/registration occurs in the middle of a batch. In these scenarios you will need to reprint the entire
batch or a subset of the batch. In these scenarios you will need to reprint the entire batch or a subset
of the batch. The second error is when a single permit/registration needs to be reprinted.

To reprint an entire batch or a subset of a batch you need to change each renewal’s status back to

FEE SETTLED. The status can be changed by clicking on the Edit button next to each transaction
on the Lockbox grid.
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ﬂ
Batch Mumber: IW Irnport Date: W
Source D: |3— File Date: W
Account Murmber: W Expiration Date: W
Status:  (EEIE ) State Amount: IW
Flate Mumber: OPEM Local Amount: IW
Plate Type: Billed Amaunt | $205.20

Decal Number. [PRINTED Paid Amaunt | $205.20
IGHNORED
Parmit Mumber; |SLUSPENSE

Reference: |Owner1: SUSAN M AINSWORTH ~]
Crwner 2:
=

Lease: Mo

Error Message:

=ML Error: ﬂ il
|
= ]
Ery

Erint | SEVE | Exit |

Change the status from PRINTED to FEE SETTLED and click Save. Continue this process until
each renewal’s status has been changed. Click Find Batch to reload the batch. When you reload
the batch, the Print Batch button is enabled. Click the radio button that identifies the year you
wish to print and review the Print Grid.

Important: The Permit Numbers, for Town Only registrations, will not be changed during this
process. Review the sequence of the permit numbers in the Printing Grid before printing. The
sequence of the permit numbers in the grid MUST match the sequence of the permit stock that is
loaded in the printer.

To reprint an individual permit, click the Edit button next to the renewal you want to print on the
grid. Click the Print button to launch the Print Registration Dialog box allowing you to change the
permit number if necessary.

Most batches can be completed by performing the above steps just once, but there may be times
when the process must be repeated. For example, consider a Lockbox Batch of 100 renewals. If all
renewals pass validation they will be moved to a status of READY. The READY status indicates
that there are 100 renewals ready for fee settlement. If MA AP fails to process one of the records,
the status will be changed to ERROR, while the other 99 renewals achieve a status of FEE
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SETTLED, indicating that they are ready to print. The 99 FEE SETTLED renewal records should
be printed before you attempt to resolve the one failed renewal. This is necessary to maintain the
integrity of the Decal sequence and Permit Sequence.

Note: You can access a dialog box from the Registration Lookup screen that allows you to select
vehicle records that were categorized as "Error" or "Suspense" following online validation. This
can save you the time and effort of having to write down a series of numbers for vehicle records to
be reviewed. Go to Motor Vehicle | Registrations | 12 Month Renewal, click on the lock icon,
and select file date (example 5/14/2012).

Process Over the Counter Renewals

Once you have finished the lockbox payment process, if you had renewals with an Error status,
you will need to renew them using the over the counter process. For example, the error may have
occurred due to the owners on the title and registrations not matching. This frequently happens
with trust vehicles. To fix the error, dummy a title and then process the renewal. Note, you must
still be logged in with the LOCKBOX location. There may be errors which you cannot fix, such as
a vehicle already renewed. In this case, you will need to change the status to Suspense and process
a refund to the customer.

Complete the Deposit

The deposit for lockbox renewals can be added to your final deposit at the end of the day, how-
ever, we recommend creating a deposit just for the lockbox transactions. Keeping the deposit sep-
arate from your daily work makes it is easier for your treasurer/finance department to balance the
lockbox transactions. To process the deposit, click on the Cart icon and select Deposit. The
Deposit screen displays. Use the And Location dropdown box to select LOCKBOX. If the totals
match your reports from the bank, click Deposit to finalize. If not, you will need to find the error,
correct it, and return to complete the deposit.

DMYV Monthly Renewal Notices

Motor Vehicle Renewal Notices can be produced in your office or exported in order to be sent to a
third party mailing service. This process is done monthly using a file Avitar obtains from DMV for
the upcoming renewal month.

Import Renewal Notices

Each month a file is sent to each town that has chosen to produce motor vehicle renewal notices.
This file originates from DMV and contains the next month’s renewal registrations. Once you
receive the email, save the attachment to your desktop (for help with this process call Avitar). Once
the file is saved to your desktop, click on the Motor Vehicle icon and select Utilities | DMV
Monthly Renewals | Import. The Import Monthly Renewal Registrations screen displays.
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#a Import Monthly Renewal Registrations il

Flease choose the Import Specifications for the maonthly renewal process.

DY Import File Location: |C:\Users\pwuuIsEy\,Desktup\RG_RENEW_AVITAR_EIH 305 TXT

—Import Type
@ Import Dkf Recards  (Recommended)

" Import Town Records

[Creates renewals from existing data inyour database. Only to be used when State of NH
data is not availakle.)

 Permanent Flates

[Creates permanent plate renewals from existing data in your database. Only run once
every five years.)

Mext > Exit

To locate the monthly file you were provided, click on the Ellipsis (...) button next to the DMV
Import File Location text box and browse to the file you saved on your desktop. Once the location
is selected, there are three Import Type radio buttons to choose from. For regular monthly imports
using the DMV renewal file, the default is the Import DMV Records radio button. The Import
Town Records radio button should only be used if DMV data is unavailable and you wish to send
out notices from your Town database. The final radio button, Permanent Plates, will only be run
once every five years. After selecting the Import Type, click Next to start the import process. If
you do not wish to use DMV values for List Price, Title Weight, Color, Gross Weight, and/or
Months/Millage, click in the appropriate checkboxes. It is important to note that if you choose to
overwrite DMV’s information, the price on the renewal notice may differ from the amount from
the amount the system wants to charge for this registration. The difference occurs when you renew
the vehicle for the customer, as you are using DMV’s database; as opposed to when you created
the renewal form, which you elected to use the information from your Town’s database. For
example, when producing the renewal notices you select to use your local database for the list
price. The renewal notices are generated and your local database has a different list price for a
vehicle then DMV. The renewal notices go out calculated with a municipal fee based on the list
price in your system. When your customer goes to your office to renew the vehicle, you are search-
ing and selecting the vehicle using DMV ’s database, which has a different list price, resulting in a
different fee from the renewal notice. If this occurs, when you process the renewal, you will need
to update the registration with the information from the renewal notice.

After making your selection, click Next. The import will need to assign a unique PIN (personal

identification number) to each notice, so click OK when the message is displayed. Once the pro-
cess is complete an Import Message will display.
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fag Import Monthly Renewal Registrations il
Ellipsis
o Button
Pleaze choose the Import Specifications far the manthly renewal process,
DY Import File Location: |D:"kH G_REMEW_ANYTOWHN . txt \ I

— Impart Type
% |mport DY Becords  [Recommended)

 Import Town Becards

[Creates renewals from existing data in your databaze. Only to be uzed when State of NH
data iz not available.]

" Pemanent Plates

[Creates permanent plate renewals from exizting data in your databaze. Only run once
every five pears.|

P et » E xit

Once the information has been imported into the system, notices can be printed or exported at any
time (see Print/Export Renewal Notices)

DMYV Questionable Conditions Report

The Reports | DMV Questionable Conditions allows you to detect potential problems with regis-
tration records before you generate renewal notices. There are a number of parameters you can use
to filter the report. You should get in the habit of reviewing this report after you import your
monthly renewal file and before you generate renewal notices. If a problem exists, you can then
use Registration View/Maintenance to try to resolve any issues before you generate notices.

Customize Renewal Notices

Renewal notices can be customized to each town’s specifications. For example, one town may
want to use a one window envelope and another may use a two window envelope. Usually, the
notices are customized before you produce your first notices and only need to be updated if your
town information has changed.

To customize the notices select Utilities | DMV Monthly Renewals | Print Notices | Customize
Notices. On the Custom Renewal Notice screen, there are six editable fields:

Main Heading — Displays the town name.

Sub Heading — States the purpose of the notice.
o Office Hours — Y our hours of operation.

o Legal Disclaimer — A section to add disclaimer.
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o Mail-In Instructions — Explains to the customer how to renew their registration by mail.
o Return Address — Instructs the customer on where to mail their renewal request.

To edit a field, click in the appropriate check box and select Edit. The line you are editing appears
in yellow on the notice preview. Use the Font Size dropdown box to select the font. By clicking on
the Alignment buttons, you can left, center, or right justify your text. Type the information you
want to appear on the letter in the text box provided and click Save before going to the next edit-
able field.

ﬂ
— == —Mail-In teszage————
I ain Heading v Edit I Fort Size: Is vi Alignment. £ | = | =
il [ Edi _J _I_! [~ Deduct Fee if Paying In Person
ub Heading v i I i
: - —I [~ Suppress
Dffice Hours v  Edit N -
EeoelPisclaimer: et EER ;I " Mailin & Maling  MPF
Mail-in Instructions v Edit I Clear Save I i Envelope
: & # 9 One Window
Return Address [ Edit I Rl
J I‘IDD“/e vl

TOWN OF ANYTOWN - MOTOR VEHICLE RENEWAL NOTICE

TOWN CLERK'S OFFICE, 1 MAIN ROAD, ANYTOWN, NH 03000
HOURS: M & W 2AM to 12:30PM & 1:30PM to 4PM; T £, Th 1FM to 7P PHONE 603-800-2222

This renewal i only valid for WEW IP SWICH residents. If wou heve moveed out of WEW IFSWICH or sold this vehicle,
Flease disregard thiz notice.
Legal Address: 188 GREENVILLE RD APT 4, NEW IPSWICH, NH 03071

PATULINEF 5T LAURENT
182 GREENYILLE FD &AFT 4
NEW [PSWICH NH 03071

‘ o
1 Sort Printed Motices by Street Address . |
' Sort Printed Motices BJ:I Owner gt
The renewal notices default to printing with the wording “Mail-In Fee” on them. Although this is
correct for some towns, we understand that other towns charge the fee whether the customer mails
the registration in or they go to the town office for processing. In order to accommodate all our cli-
ents, we have left the default as “Mail-In Fee”, but also offer three other options under the Mail-In
Message section. The first option is to select the Suppress checkbox, which eliminates this message
in its entirety, so it does not appear at all. The second and third option is to change the wording to

either “Mailing Fee” or “MPF” (mailing processing fee). Select the option that best suits your
town’s needs and click Save.

Under the Envelope section you can choose to mail your renewal notices in #9 one window or two
window envelopes. The final option is the print sort order. At the bottom of the screen are two
radio buttons, Sort Printed Notices by Street Address and Sort Printed Notices By Owner. Printing
the notices by address will print in alphabetical order by street, which is helpful in regards to lease
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vehicles. For example, if I own a lease vehicle and a non-leased vehicle, by printing the notice by
street address, both renewal notices will print sequentially. If you print by owner, and my name is
Smith and the leasing company is Ford Motor Credit, the leased vehicle will print with the F's and
my other renewal notice will print with the S's.

Once all your edits are complete and saved, click Exit to go back to the Monthly Renewal Notices
screen.

Print/Export Renewal Notices

Renewal notices can be printed in house or a file created to be sent to an outside printing company.
Whether you are printing or exporting the renewal notices, the renewal file must be imported into
Avitar Clerk before you proceed (see Import Renewal Notices).

Print Renewal Notices

To print the renewal notices select Utilities | DMV Monthly Renewals | Print Notices. Once on
the Monthly Renewal Notices screen, use the Print Renewal Notices For Renewal Expiring date
picker to select the correct expiration date.

There are five radio buttons under the Produce Notices For section. The Suppressed Registrations
List will produce a report of residents not receiving a renewal notice. To print the report, click on
the radio button and click Print. The report will display on the screen where you can print or
export the report. You should look over the report, if there are problems that can be fixed prior to
sending the notices, you can close out of the renewal notice process and correct the problem under
Registration | View/Maintenance. Once the corrections have been made, print a new Suppressed
Registrations List to verify all corrections have been completed.

The next four radio buttons are used to print the notices. Select the first radio button and click Print.
You should follow the process for each radio button. Note, before printing your notices, you have
the option of printing a Recipient Report for each group of notices. Once you select one of the
notices radio buttons, the Print Recipient Report check box under Options will be available. If you
click in the checkbox a report will print after each group of notices showing the customers receiv-
ing the notice. Below are the notice options and a description on the notices that will print with
each selection.

e Town and DMV Combined: This option will produce notices for registrations in which
you can complete both the Town and State portions of the registration.

o Town Only: This option will produce notices that you cannot complete the State portion of
the registration. They will print with only the Town fees and will tell the customer they will
have to complete the registration at DMV. For example, apportioned plates or vehicles over
25,000 pounds.
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o Notices: National Guard and Parental Consent: This option will produce notices that will
require the owner of the vehicle to provide additional information before the registration
can be generated. For example, an owner who is under 18 years old will need to send in a
signed parental consent form before you can complete the process.

o Fleet Details: This option generates a report for each owner who has multiple vehicles and
lists each vehicle with the total amount owed for all the vehicles. You can specify the min-
imum vehicles you want each report to print or accept the system default amount of 5 or
more vehicles. To change the default, click on the 5 or more vehicles link to display the Set
Fleet Definition dialog box. Type in the minimum registration to qualify for a fleet into the
text box and click OK. Note, the report includes “Already Renewed” vehicles and the fees
associated with those vehicles. The “Already Renewed” vehicles will display on the report,
however, the fees will have a strike through on them, indicating they are not being added to
the total due.

Export Renewal Notices

If your City exports monthly renewal notices to a third-party printing and mailing service you will
begin the process each month by exporting the necessary registration records. To export the
renewal file select Utilities | DMV Monthly Renewals | Print Notices. Verify that you are pro-
ducing notices for Town and DMV Combined and select Export File as the Notice Type. You can
alter the location of the export file by selecting the browse button to the right of the file name. Click
Export to produce the file. Once the export process is complete you are asked if you wish to visu-
ally review the exported file. It is recommended that you review the file for accuracy before send-
ing to the printer. If you click Yes, the Monthly Renewal Notices — Export Review screen

displays.
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fag Monthly Renewal Motices - Export Review ,

=131 %]

Click on a column header to enable a zearch on the data in that column. Double-click on a column header to zort the data bazed on that column
[zt will alternate between azcending and dezcending).

[ ]| MoZemFees [ ] Includes Zero Fesis) Searchi I ;I ﬁl
Plate Nbr |Flate Tope|Reg wWeight] Bodp Stule] List Price|" aste Fee|Agent Fee|Reg Fee| City Due Total Paid Model AI
B 1420132 |PASS 164 | WAN $ 37900 $ 800 $ 250 $55.20) $123.00 $180.70 200
T175669 [TRAI 3280|BOAT $1.000 $7.00 $ 260 $24.000 %1800 £ 44 50 200E
395890  |PASS 4670 PEF $149.700 $ 8.00 $ 260( $43.20) $102.00 $153.70 2003
1614425 |PASS 30| CONYT F 2,500 $ 8.00 $ 260 $43.200 $£17.00 tE270 1596
FOMOCO |IPASS [ 2900| 2DSED $ 2.500 $ 800 250 $56.20) $17.00 £ 7570 1965
2351354 |PASS 3348\ PEUP $1.700 $8.00 250 $43.200 $£14.00 5370 196
2410297 |PASS 115\ 205ED $ 2,400 $8.00 $ 250 $43.20) %1600 £ 61.70 1596F
F20734  |PASS 3559| COMYT $ 3.600 $ 800 $ 260 $43.20) %2000 £ ER.70 155¢
2351368 |PASS 3115|2DSED $ 2,600 $ 8.00 $ 260 $43.200 £17.00 tE270 196F
2458734 |PASS B096| COMYT $ 4,600 $ 8.00 $ 260 $66.20) %2300 F 8070 196E
A02348  |PASS 2416/ 2DSED $13.800 $ 5.00 $ 260 $31.20) %5000 8370 15941
2434103 |PASS 44421 ADSED $37.000 $8.00 $250( $43.20] $120.00 $ 165,70 200z
GRBPHL |IPASS | 3014|COLPE $12.700 $ 800 $ 250 $68.20) %4700 F117.70 15591
2351294 |PASS E000| PEIP $11.200 $ 8.00 $ 250 $55.20) %4300 $100.70 1598¢
B7ITEY  |PASS 4400 PEIF $48.100 $ 8.00 $ 260 $43.20) $3300 $ 7870 1991
1654658 [PASS 5387 | VAN $ 29,900 $ 8.00 $ 260 $56.20) $93.00 $156.70 2007
SF1FTY [TRAI 1700|BOAT F 800 $ /.00 $ 2500 $1200] $13.00 $27.50 199;
WESPOLI |IPASS 423 | 4DSED § 37100 $8.00 250 $68.200 $12000 $190.70 1599:
T111568 |[TRAI 2995 UTLTY $1.100 $7.00 $ 2500 $1200, %1500 £ 2350 200¢
Murnber of Motices: | 2,349
Tatal Due Amaunt: I $ 363,752 74
Chooze Colurmhs Cloze

The dialog box allows you to visually review the contents of the exported file and verify that
the information seems reasonable. It is important that you carefully review the exported records
each month to verify that the data in the file are correct and that the file is in the correct format.
Obviously, it isn't necessary to verify the zip code for each notice, but rather you should verify
that the values in the Owner Mail column appear to be valid zip codes. You can also search for
a particular owner or plate type, or reorder the contents of the data grid to look for particular
records. Records for which any of the fee amounts is equal to zero will appear in yellow. These
are records to which you want to pay close attention to verify that the exported fees are correct.

The first time you use the Export Review process, the data grid will default to show all
columns in the export file in the same order in which the columns were exported. However,
you may not need to review the information in some of the columns (for example, owner
phone number) and you may wish to see other columns without having to scroll to the right of
the grid. To reposition columns within the grid, left click on the header of the column you wish
to move and, holding down the mouse button, drag the column's header to the left or right. Up
and down red arrows indicate where the column will be inserted if you release the button.
When the column is in the desired location simply release the mouse button. If you hold the
Shift button while you are clicking on the column headers you can select and then reposition
multiple adjacent columns at once.
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To add or remove columns from the data grid press the Choose Columns button to display a
list of all of the columns included. Use the check box associated with each column name to
indicate whether or not you wish to see the column in the data grid. Press Save to keep your
selections or Cancel to return to the grid. Additionally, if you have reordered the column pos-
itions and wish to reset them to the original default order, press the Reset Column Order but-
ton.

The choices you make for which columns to include and in what order in which to include
them will be saved from session to session. If in the future you need to add or remove columns,
simply repeat the process.

You can sort the order of the records in the grid by double-clicking on a column header. For
example, to sort based on owner name, double-click on the Owner column header. The sort
order will toggle back and forth between ascending and descending with each sort you do, so if
you want to see the data in the opposite order just double-click on the column's header again.

Once you have selected a column's header you can also use the Search box in the upper right
corner to search that column for a specific value. For example, to search for all disabled vet-
erans plates, click on the Plate Type column header and then type "DVETE" in the search
box. Press the Search button and the system will search for the first record it finds with the
"DVETE" plate type. If it finds a record, you can press the Search button again to find the
next record. Alternatively, if no record is found or if it cannot find another instance of the pre-
viously found search string, it will say "Search text 'DVETE' not found in 'Plate Type'
column."

Motor Vehicle Inventory

Motor Vehicle inventory is entered and tracked in Avitar Clerk for Decals, Plates, CTA Numbers,
and Permit Numbers. Each time a new order of inventory is received, it is entered into the system.
Then as each item is used, damaged, or returned, the system updates the activity and tracks the
remaining items.

Decal Inventory

The Decal Inventory function allows you to enter decals into the system and to track the status of
every decal. To access the decal inventory functionality, go to Utilities | System Administration |
Decal Inventory. The decal Maintenance screen displays.
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% Decal Maintenance

=3l x|

You can find a decal guickly by using one or all of the Search Functions below.
Decal Year: Decal Number. Decal Status: Decal
mearch

! []] ] = |
Decal vear |Decal Number |Decal Status Decal Assignment | AI
2013 0055736 Open wioolseyvp

2013 0055737 Open woolseyvp |
ens 0055738 Open woolseyp

ens 0055739 Open woolseyp

ens 0055740 Open woolseyp

ens 0055741 Open woolseyp

ens 0055742 Open woolseyp

ens 0055743 Open woolseyp

ens 0055744 Open woolseyp

ens 0055745 Open woolseyp

ens 0055746 Open woolseyp

ens 0055747 Open woolseyp j
Add Batch | Add Decal Modify Assignment Feturns |

Exit |

Decal Search

You can search for a decal by Decal Year, Decal Number, Decal Status, and/or Decal Assignment.
The more information you enter, the more defined the search will be. For example, if you want to

find 2013 decal number 0000050, you would use the Decal Year dropdown box to select 2013

and type in the decal number into the Decal Number text box and click Search. The grid will show

one decal, as there is only one decal for 2012 with that number. Had you only entered the decal

year 2013 and not the decal number, the grid would display every 2013 decal.

Add a Batch of Decals

To add a new batch of decals to the system, click on the Add Batch button. As DMV sends mul-

tiple packets at once, you can enter the whole inventory in one batch, as long as the decal packets

are sequential in numbering. For example, you receive an order of 3 packets of 2012 double

decals, with the first packet numbered 0000001 to 0000100; second packet 0000101 to 0000200;

third packet 0000201 to 0000300. To enter the decals into the system you can enter the Beginning
Decal number as 0000001, the Ending Decal as 0000300, Decal Year as 2012, and a Decal Status
as Open. This will enter all 300 2012 decals into the system at once. If for some reason DMV sent

you a packet at the end that was numbered 0000501 to 0000600, you would have to enter this

batch separately.

Decal Color
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Decals are made with each year having a different background color. In order to assist you in visu-
ally making sure you are giving the correct year decal, you can assign a background color to that
year's decals. Then when you are processing a registration, the decal text box will display the back-
ground color you selected, indicating the decal you should be giving to your customer. Once you
have set the color of the decal for a given year, you will not need to change it every time you enter
a new batch.

To update the decal color, go to Utilities | System Administration | Decal Inventory. Use the
Decal Year dropdown box to select the year of the decal and click Search. Select any decal in the
grid and click Modify. Double-click in the Decal Year text box to display a color grid, allowing
you to select the color for that year’s decals. For example, the 2012 decals were green, so you
would select the color that best matches the decal year. Once you click OK a message will display
asking if you want to change the color of the text contained in the decal text boxes. The only time
you would want to change the text color would be if the decals are a dark color and the decal num-
bers will not be seen unless you change the color. For example, if the background color for the
decals is dark blue, you would want to change the text color from black to white in order to see the
decal number. If you answer No the system will default to black text. If you answer Yes, the color
grid will display for you to select the color.

Add a Single Decal
The Add Decal button allows you to enter a single decal into inventory and follows the same
instructions above except you will only be entering one decal.

Modify a Decal

The Modify button is used to update a single decal in the system. It is frequently used to change the
status of a decal from Open or Issued to Damaged. To modify a decal, search for the decal and
click Modify. Use the available text and dropdown boxes to make the change. A Change Reason
text box is available for you to type the reason you are changing the decal. Once the change is
made, click Save.

Decal Assignment

The Assignment button allows individual decals or ranges of decals (e.g. a book) to be assigned to
a specific user. Once you assign decals to a user, the system will auto-populate the decal field with
the next available decal for that user as the user processes transactions. For example, if the super-
visor assigns the 2012 double decals from "0000001" to "0000010" to the user "woolseyp", when
"woolseyp" processes a 2012 renewal the first available decal "0000001" will appear in the decal
text box. This feature can save time and typing errors. However, you can create problems if you do
not verify the decals that auto-populated with the actual decals you give to the customer.

To enable the Default Decals option, select Utilities | System Administration | System Options.
Within the System Settings dialog box select the Motor Vehicle Settings tab and click on the
Default Decals check box, located above the Save button.
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Once you have enabled the Default Decals setting, you will need to assign ranges of decals to spe-
cific users. To assign decals to users, select Utilities | System Administration | Decal Inventory,
and then within the Decal Maintenance dialog box press the Assignment button. Enter the decal
year and the beginning and ending decals for the range you wish to assign to a clerk, and then
select the specific clerk from the Decal Assignment drop down list. Press Save to complete the
decal assignment. Y ou will need to assign ranges for each category of decals separately (e.g. 2009
doubles, 2009 singles, 2010 doubles, and 2010 singles).

Note that you can still add ranges of decals to the inventory when you receive them from DMV
without assigning them to a specific user. You can then return to this process as you need to assign
specific ranges of existing decals to users. Also note that when you first enable this feature, you
may need to manually type in the first decal to be issued. Following that, the system will increment
the default decal automatically.

Return Decals

Once a year, clerks are required to return the prior year's unused decal inventory to DMV. The
selecting the Returns button allows you to mark a range of decals in the system as “returned”. Sim-
ply enter the decal range you are returning into the Beginning Decal and Ending Decal text boxes.
Note, you should enter in each packet separately, as the numbers must be sequential. Next, enter
the year of the decals into the Decal Year text box. Use the Decal Status dropdown box to select
Returned. The Change Reason text box allows you enter additional information. Finally, enter the
date you returned the decals into the Returned Date text box. Once all the information is correct
click Save. The database is updated to reflect the changes.

To view a report showing the returned decals go to Reports | Inventory Items. Under the section
labeled Display Inventory For, select Decal # from the Inventory Type dropdown box and
Returned from the Status dropdown box. Then click View.

Default Decals

Decals are entered into the system every time a new order of decals is received from DMV (see
Decal Inventory). The system will allow you to assign a batch of decals to a specific teller. Then
when processing a registration, the decals will auto populate with the next available decal for that
teller. This can save time and input errors, however, the clerk should always verify the decal that
auto populated is the decal they are issuing to this vehicle.

In order to use this function, you must turn on the Default Decals function. Go to Utilities | System
Administration | System Options. Select the Motor Vehicle Settings tab, click the Default
Decals check box, and click Save. Once the option has been enabled, you must assign a batch of
decals to each teller.
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To assign a batch of decals to a teller, go to Utilities | System Administration | Decal Inventory
and select Assignment.

/% Decal Maintenance _ o] x|

Double-Click the Decal ear Textbox if wou wish to set or change the decal's color.
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Change Reasaon

Returned Date Recened Date

| /¢

SEVE Cancel

Exit |

Use the text boxes to enter the first and last decal in your packet and the year of the decals. The
Decal Assignment dropdown box allows you to select the teller you want to assign the decals to.
After you have completed your entries, click Save.

Plate Inventory

The Plate Inventory function allows you to enter plates into the system and to track their status. To
access, go to Utilities | System Administration | Plate Inventory. The Plate Maintenance screen
displays.

Plate Search

You can search for a plate by Plate Type, Plate Number, and Plate Status. The more information
you enter, the more defined the search will be. For example, if you want to find Passenger Plate
#10001, select PASS using the Plate Type dropdown box and type 1001000 into the Plate Number
text box. Click Search to display the results in the grid. The grid should show one plate, as there is
only one plate for a specific plate type. Had you only entered the plate number and not the plate
type, the grid could have displayed multiple plates with that exact number, but different plate types,
such as PASS and MOTO.
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Add a Batch of Plates

To add a new batch of plates to the system, click on the Add Batch button. As DMV sends mul-
tiple plate types at once, you must enter each plate type separately. For example, you receive an
order of 50 passenger plates, 50 motorcycle plates, and 10 trailer plates. This would require you to
do the Add Batch process three times. To enter the plates into the system, enter the first plate num-
ber from the batch into the Beginning Plate text box and the last plate number in the batch into the
Ending Plate text box. Then use the Plate Type dropdown box to enter the plate type and the Plate
Status dropdown box to select OPEN. Once the information is complete, click Add to complete
the process.

Add a Plate
The Add Plate button allows you to enter a single plate into inventory and follows the same instruc-
tions above except you will not be entering a range of plates.

Modify a Plate

The Modify button is used to update a single plate in the system. It is frequently used to change the
status of a plate from Open or Issued to Lost, Damaged, or Returned. To modify a plate, search for
the plate and click Modify. Use the available text and dropdown boxes to make the change. A
Change Reason text box is available for you to type the reason you are changing the plate. Once
the change is made, click Save.

CTA (Certificate of Title Applications) Number Inventory

The CTA Inventory function allows you to enter CTA's into the system and to track their status.
To access, go to Utilities | System Administration | CTA Inventory. The CTA Maintenance
screen displays.

Search for a CTA
You can search for a CTA by CTA Number and CTA Status. To search for a specific CTA, type
the number into the CTA Number text box and click Search to display the results in the grid.

Add a Batch of CTA’s

To add a new batch of CTA's to the system, click on the Add Batch button. Enter the first CTA
number from the batch into the Beginning CTA text box and the last CTA number in the batch
into the Ending CTA text box. Then use the CTA Status dropdown box to select OPEN. Once the
information is complete, click Add to complete the process.

Add a CTA
The Add CTA button allows you to enter a single CTA into inventory and follows the same
instructions above except you will not be entering a range of CTA.

Modify a CTA

The Modify button is used to update a single CTA in the system. It is frequently used to change the
status of a CTA from Open or Issued to Lost, Void, Damaged, or Returned. To modify a CTA,
search for the CTA and click Modify. Use the available text and dropdown boxes to make the
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change. A Change Reason text box is available for you to type the reason you are changing the
CTA. Once the change is made, click Save.

Permit Number Inventory

The Permit Number Inventory function allows you to enter registration permits into the system and
to track their status. To access, go to Utilities | System Administration | Permit Number Invent-
ory. The Permit Maintenance screen displays.

Search for a Permit Number

You can search for a permit by Permit Number and Permit Status. To search for a specific permit,
type the number into the Permit Number text box and click Search to display the results in the
grid.

Add a Batch of Permit Numbers

To add a new batch of permits to the system, click on the Add Batch button. Enter the first permit
number from the batch into the Beginning Permit text box and the last permit number in the batch

into the Ending Permit text box. Then use the Permit Status dropdown box to select OPEN. Once

the information is complete, click Add to finish the process.

Add a Permit
The Add Permit button allows you to enter a single permit into inventory and follows the same
instructions above except you will not be entering a range of permits.

Modify a Permit

The Modify button is used to update a single permit in the system. It is frequently used to change
the status of a permit from Open or Printed to Lost, Void, Damaged, or Returned. To modify a per-
mit, search for the permit and click Modify. Use the available text and dropdown boxes to make
the change. A Change Reason text box is available for you to type the reason you are changing the
permit. Once the change is made, click Save.
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State DMV Directives

The following are directives issued by the State Department of Motor Vehicles for handling of spe-
cific plate types.
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Tractor Plate Renewals

As of August 25, 2014, the State issued new rules regarding the renewal process for tractors and
low speed utility vehicles. In order to determine if a vehicle qualifies to receive a SCOMM plate
(low speed utility vehicle) or a TRAC plate (tractor), DMV requires all customers who currently
have vehicles with a TRAC plate to actually visit your office in order to renew their registration (as
opposed to mailing in the renewal or performing it online, where available). Use the Agricultural
Industrial Utility Vehicle Checklist or review the Tractor /Low Speed Utility Vehicle Definitions to
determine if the vehicle qualifies for a low speed utility vehicle plate or tractor plate.

When producing monthly renewal notices, there are several notice selections. One of the selections
requires special handling (i.e National Guard, Active Duty, and Parental Consent) because this
requires the customer to have additional information to renew their registration. With this in mind,
owners with tractor plates are required to renew their registration in person. Tractor plate renewals
will generate within the special handling (i.e. National Guard, Active Duty, and Parental Consent)
section.

Pririt Renewal Notices For Renewal Expiing: [9/30/2015

Produce Notices For.

| " Suppressed Regisrations List I
" Town and DMY Corbined

¢ Town Only
7

'+ MNotices: Mational Guaed, Active Duly, and Parental Consent

" Fleet Detads 5 or more vehicles

Motics Type:
& Printed Notices
~
|E:\Us!rs\nnap!es\Dssldop\leshg.h:t J
Options:
[~ Print Recipient Report Customize Notices. .

Prirt Closs

A message will display within the tractor plate renewal notices that reads "TRACTOR Plate Clas-
sification Review Required -- MUST RENEW IN PERSON". This will indicate to the customer
that they can only renew this in your office.
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Tractor /Low Speed Utility Vehicle Definitions

259:49-a: Light Industrial Use shall mean manufacturing and distribution of products for whole-
sale or retail use where the operation includes the need for access to contiguous or nearby ware-
houses, showrooms, construction sites, or manufacturing facilities including crossing a way or
portion of a way or driving on a way where the route or crossing is approved by the government
authority controlling the way.

259:3 Agriculture and Farming — The words "agriculture" and "farming" mean all operations of
a farm, as defined in RSA 21:34-a.

259:32 Farm — The word "farm" means any land, buildings, or structures on or in which agri-
culture and farming activities are carried out or conducted and shall include the residence or res-
idences of owners, occupants, or employees located on such land. Structures shall include all farm
outbuildings used in the care of livestock, and in the production and storage of fruit, vegetables, or
nursery stock; in the production of maple syrup; greenhouses for the production of annual or per-
ennial plants; and any other structures used in operations named in RSA 21:34-a, II.

259:108 Tractor -“Tractor” shall mean: any self-propelled vehicle designed or used for agri-
cultural purposes or as a traveling power plant or for drawing other vehicles, but having no pro-
vision for carrying a load other than attached implements such as snowplows, tool boxes, or bucket
loaders, but shall not include vehicles used for recreational purposes or agricultural/industrial utility
vehicles as defined in RSA 259:2-a.

21:34-a Farm, Agriculture, Farming —

I. The word "farm" means any land, buildings, or structures on or in which agriculture and farming
activities are carried out or conducted and shall include the residence or residences of owners, occu-
pants, or employees located on such land. Structures shall include all farm outbuildings used in the
care of livestock, and in the production and storage of fruit, vegetables, or nursery stock; in the pro-
duction of maple syrup; greenhouses for the production of annual or perennial plants; and any

other structures used in operations named in paragraph II of this section.

II. The words "agriculture" and "farming" mean all operations of a farm, including:

(a)(1) The cultivation, conservation, and tillage of the soil.

(2) The storage, use of, and spreading of commercial fertilizer, lime, wood ash, sawdust, compost,
animal manure, septage, and, where permitted by municipal and state rules and regulations, other
lawful soil amendments.

(3) The use of and application of agricultural chemicals.

(4) The raising and sale of livestock, which shall include, but not be limited to, dairy cows and the
production of milk, beef animals, swine, sheep, goats, as well as domesticated strains of buffalo or
bison, llamas, alpacas, emus, ostriches, yaks, elk (Cervus elephus canadensis), fallow deer (Dama
dama), red deer (Cervus elephus), and reindeer (Rangifer tarandus).

(5) The breeding, boarding, raising, training, riding instruction, and selling of equines.

(6) The commercial raising, harvesting, and sale of fresh water fish or other aquaculture products.
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(7) The raising, breeding, or sale of poultry or game birds.

(8) The raising of bees.

(9) The raising, breeding, or sale of domesticated strains of fur-bearing animals.

(10) The production of greenhouse crops.

(11) The production, cultivation, growing, harvesting, and sale of any agricultural, floricultural, vit-
icultural, forestry, or horticultural crops including, but not limited to, berries, herbs, honey, maple
syrup, fruit, vegetables, tree fruit, grapes, flowers, seeds, grasses, nursery stock, sod, trees and tree
products, Christmas trees grown as part of a commercial Christmas tree operation, trees grown for
short rotation tree fiber, compost, or any other plant that can be legally grown and harvested extens-
ively for profit or subsistence.

(b) Any practice on the farm incident to, or in conjunction with such farming operations, including,
but not necessarily restricted to:

(1) Preparation for market, delivery to storage or to market, or to carriers for transportation to mar-
ket of any products or materials from the farm.

(2) The transportation to the farm of supplies and materials.

(3) The transportation of farm workers.

(4) Forestry™* or lumbering®** operations. (***see definitions below)

(5) The marketing or selling at wholesale or retail, on-site and off-site, where permitted by local reg-
ulations, any products from the farm.

(6) Irrigation of growing crops from private water supplies or public water supplies where not pro-
hibited by state or local rule or regulation.

(7) The use of dogs for herding, working, or guarding livestock, as defined in RSA 21:34-a, II(a)
4).

(8) The production and storage of compost and the materials necessary to produce compost,
whether such materials originate, in whole or in part, from operations of the farm.

II. A farm roadside stand shall remain an agricultural operation and not be considered commercial,
provided that at least 35 percent of the product sales in dollar volume is attributable to products pro-
duced on the farm or farms of the stand owner.

IV. Practices on the farm shall include technologies recommended from time to time by the uni-
versity of New Hampshire cooperative extension, the New Hampshire department of agriculture,
markets, and food, and appropriate agencies of the United States Department of Agriculture.

V. The term "farmers' market" means an event or series of events at which 2 or more vendors of
agricultural commodities gather for purposes of offering for sale such commodities to the public.
Commodities offered for sale must include, but are not limited to, products of agriculture, as
defined in paragraphs I-IV. "Farmers' market" shall not include any event held upon any premises
owned, leased, or otherwise controlled by any individual vendor selling therein.

V1. The term "agritourism" means attracting visitors to a working farm for the purpose of eating a

meal, making overnight stays, enjoyment of the farm environment, education on farm operations,
or active involvement in the activity of the farm which is ancillary to the farm operation.
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Source. 1961, 140:1. 1977, 95:1. 1979, 60:1. 1985, 6:1. 1997, 250:1. 1999, 191:2. 2005, 107:1.
2006, 11:5; 326:1. 2007, 157:1. 2008, 8:1, eff. July 4, 2008.

*Forestry: The science and art of developing, maintaining, and managing forests
y ping g ging

**Lumber: Timber, esp when sawed into planks or boards
***Lumbering: To cut and prepare timber for market
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Motor Vehicle Browser Module
The Motor Vehicle Browser Module allows for the recording and reporting of Boat and Motor

Vehicle Browser transactions. It is designed for the town that registers motor vehicles and boats

manually or with the Department of Safety MAAP Program using the MAAP Browser.
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Process Motor Vehicle Browser Transaction

The MV Browser Transaction is used for the recording of the town's motor vehicle fees and inform-

ation from transactions processed through the State of New Hampshire's motor vehicle browser sys-

tem.

To process, select MV Browser Transaction from the Motor Vehicle main menu. Search and select

the owner see (Motor Vehicle Owner Lookup). The MV Browser screen displays.
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There are three radio buttons to choose from, Both, Town Only, and State Only, which when selec-
ted, tells the system what MV fees you want to charge for this customer. The Transaction drop-
down box allows you to choose the type of transaction you are completing. For example, Renewal,
New, or Transfer. Selecting Reg Maintenance allows you to account for and/or collect fees for cor-
rections to a registration. For example, you would use Reg Maintenance to enter your municipal
agent fee for a transaction you processed for a weight change in DMV and collected your muni-
cipal agent fee. If you did not charge the agent fee for this transaction, you can enter zero into the
Amount Paid text box. This allows you to enter the transaction even though there were no fees
associated with it.

Once you have entered and verified you have entered the information correctly, click Next to
advance to Fee Settlement.

Process Boat Transaction

The Boat Transaction is used for the recording of the town's boat fees and information from trans-
actions processed through the State of New Hampshire.

To process, select Boat Transaction from the Motor Vehicle main menu. Search and select the
owner (see Motor Vehicle Owner Lookup). The Boat transaction screen displays.
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There are three radio buttons to choose from, Both, Town Only, and State Only, which when selec-
ted, tells the system what boat fees you want to charge for this customer. The Transaction drop-
down box allows you to choose the type of transaction you are completing. For example, Renewal,
New, or Transfer. Fill in all the appropriate text boxes, including the total amount paid, and if your
town charges a mail-in fee, click in the Charge Mail-In Fee checkbox. Once you have verified the
mformation is correct, click Next to advance to Fee Settlement.

One Check for Boat and Motor Vehicle Registrations

Many of our Clerk Browser clients are utilizing a One Check environment for registering cus-
tomer’s motor vehicles and boats, which means the customer no longer has to write a check to the
State of NH and another one to the Town. In order to accommodate the collection of the state
money, registration screen displays differently than in a two check environment. Specifically, there
is a Total Due DMV text box. You will enter the amount written on the check into the Amount
Paid text box and then enter the amount due the state into the Total Due DMV text box. Note, in
order to switch from a two check environment to a one check environment in the Avitar Clerk
Browser system, you will need to call Avitar.
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Dog Licensing Module

The Dog Licensing Module satisfies all of the New Hampshire requirements for the licensing of
dogs, as well as the reporting of both the State and Town fees. To access the dog module, click on
the dog icon. The Dog Licensing main menu displays.
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License Dogs

The License Dogs section is used to license a dog(s) or reprint an existing license. Select one of the
following links below:

Renew Existing Dog License

The Renew Existing Dog License link will renew a dog(s) license for any given year. Once you
click on the link the Dog Owner Search screen displays. You can search by any field not grayed
out. Search and select the dog you want to renew. The Renew Dog License screen will display. If
there are multiple dogs for one owner they will display in the grid and for each process you can
Add, Remove, or Modify each dog. You will also be notified of any Late Fees or Forfeiture Fees
owed. At this point you should review and update the information on each dog and enter the new
Tag Number to renew the license. In order to edit a dog, you need to select the dog from the grid to
display the information in the grid under Dog Details. If you need to change any of the information
in gray, click on the Modify button, make the change, and click Next to return to the License
screen.

-
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The License Type dropdown box determines the fees charged for each dog. If you are registering 5
or more dogs, the License Type would be Group and the License Fees would be $20.00 (see
Renew a Group or Commercial License). Once you have updated each dog in the grid and
reviewed the information, click Next to advance to Fee Settlement.

License a New Dog

License a New Dog is used license a dog that has not been entered into the clerk system. To
license a new dog, select License a New Dog from the Dogs main menu. A message will appear
asking if the Owner had received a rabies notification or had the dog been previously added to the
system. This message appears so you do not enter the dog information for a second time if you
already added the dog to the system from the Veterinarian’s Rabies Certificate. If you enter Yes, to
this question, the Dog Owner Search screen will display allowing you to search and select the dog.
If you select No at this message, the Owner Lookup screen will display. Search and select the
owner. The License New Dog screen displays. Enter the information about the dog into the appro-
priate fields and click Next. Select the License Type using the dropdown menu and enter the tag
number being assigned to this dog. If your Town has a Mail In Fee, and you want to charge the
Fee for this dog, click in the check box. This will add the fee to the total owed for this dog. Once
the information is complete, click Next to advance to Fee Settlement.

Transfer a Dog’s Ownership within Community (RSA 466:3)

The Transfer a Dog's Ownership within a Community process is used when a dog owner in your
community gives or sells a licensed dog to another owner in your community. The process essen-
tially just puts the dog into the new owner's name, so if the dog is lost and subsequently found, you
can contact the correct owner of the dog. The Transfer a Dog's Ownership within Community will
charge the new owner a $1.50 fee per RSA 466:3. Note, if the dog’s license has expired, you
should change the ownership through the Ownership Change at Renewal process (see Changing
the Ownership of a Dog).

To change the ownership of a dog utilizing the Transfer a Dog’s Ownership within a Community
process, from the Dog Licensing main menu, select Transfer a Dog’s Ownership within a Com-
munity. The system will ask if you want to issue a new license for this dog. Select Yes to issue a
new tag or No to use the dog's existing license tag number. Once you search and select the new
owner, the Transfer License dialog box displays.
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Transfer a Dog’s Ownership from Another Community (RSA
466:3)

The Transfer a Dog's Ownership from Another Community process is used if a dog has been
licensed in New Hampshire for the current year and the dog owner gives or sells the dog to another
owner in your community. The Transfer a Dog's Ownership from Another Community will charge
the new owner a $1.50 fee per RSA 466:3. Usually, a new owner will want to transfer the license
into his/her name before renewal time because this will add the dog to your town’s database. Then
if the dog is lost and subsequently found, a search of your database will find the new owner's con-
tact information.

Note, in order to transfer a dog license, the new owner will need to prove they have already paid
for a dog license in another New Hampshire community. This can be accomplished simply by
providing the current license for the dog.

To change the ownership of a dog utilizing the Transfer a Dog’s Ownership from Another Com-
munity process, from the Dog Licensing main menu, select Transfer a Dog’s Ownership within
a Community. Once you have searched and selected the new owner the Transfer Dog from
Another Community dialog box displays.
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Enter the information about the dog in the appropriate text boxes and click Next. When the licens-
ing dialog box displays, select the License Type from the drop down menu and enter the license
tag number. Select Next to complete the process.

Reprint License for a Licensed Dog

The Reprint License for a Licensed Dog is used when a customer has lost their dog license, or
when you need to reprint it for any reason. To reprint a license, select the link from the Dogs main
menu. Search and select the license you need to print and click Print.
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Maintain Dogs

The Maintain Dogs section is used to update the information on an existing dog. Select one of the
corresponding links below to assist you with maintaining dog(s).

Add a Dog

To add a dog not yet entered into the system (usually from the Veterinarian rabies certificate) select
Add a Dog under Maintain Dogs from the Dogs main menu. Search and select the owner and the
Add Dog screen displays. The information on the left side under Required Information is man-
datory. The system will not let you proceed until the Dog Name, Category, Breed, Color, Sex, and
Rabies Vaccination fields have been entered. The information on the right side of the screen under
Optional Information may be left blank. There is also a check box if the Dog Is Already Licensed.
This should only be used when converting to the Avitar Clerk system and you need to enter dogs
that were already licensed prior to going with Avitar.

The buttons next to the Breed, Color and Veterinarian text fields are used to add, edit, and delete
information in the system.

Example: a Breed you are looking for is not in the system’s drop-down list. You can enter the new

Breed by clicking on the button next to Breed and entering the new Breed. Once you have entered
all the information pertaining to the dog, select Save.

116



,-'2'.3' Bovitar Clerk E@
File Utilities Dogs Reports Help
— n“; [}
= || S X |3
vy Add Dog
b Mailing Address T Legal Address ]
Last/Business Mame First Ml Suffie Co Fhone
Owner  [SMITH |JANE [ ~ @ FH5-555-5555 @
ﬁ Strest  [123 MAIN STREET
Comments
Dogs | | @
C/S/Z/C [ANDOVER [NH _»|[oz216
.y [og Description : : i :
Services Fiequired Infarmation Optional Information
Dog Name: [CHOMPERS Weterinarian: |BLACKWATER VET. SERV ~| B
Category: |PE‘|’ ﬂ et Phone: |G03-549-2447
Cart Breed: [ALASKAM HUSKY ~| B Chip 1D
Colar: [wHITE ~ B Date of Bith: [07/31/2009 ¢
Comrments: | @
[~ This Dogls Already Licensed...
Sew * Male " Female W |z Spayed/Meutered
Vaccination Date:  |01/31/2014 Fiabies Expiration: |05/31/2016
Tag |654
Clear Save Cloze
Offlire ka, Print; 2/6/2014 Cash; 2/6/2004 robergea COUMTER

Edit an Existing Dog

The Edit an Existing Dog is commonly used to update rabies information or any information
regarding the dog. To edit a dog, select the link from the Dogs main menu. Search and select the
dog you want to edit. The Edit Dog screen displays allowing you to update the information. Once
complete, click Save, you will be asked if you want to update the most recent license as well as the
dog record itself. Answer Yes to update or No to leave the record as it existed.

Replace License Tag for a Licensed Dog

The Replace License Tag for a Licensed Dog is used to replace a lost or stolen dog tag for a dog
with an unexpired license. To replace a tag, select the link from the Dogs main menu. Search and
select the dog. The Replace License Tag screen displays. Enter the new License Tag into the text
box and click Next to advance to Fee Settlement.

Activate/Inactivate an Existing Dog

Activate/Inactivate an Existing Dog is used when the dog is no longer in your Town, has passed
away, or was once made inactive and now needs to be made active again. When you Inactivate a
dog, it removes them from the unlicensed dog report and from appearing on the Dog Owner

Search screen. Activate would take a dog you previously had made Inactive and put it back into

the Active status.
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To Activate or Inactivate a dog, select the link from the Dogs main menu. Search and select the
dog and click Change. A message will display asking if you want to designate the selected dog as
Inactive or Active in the database (depending on the original status of the dog). Click Yes, to
accept the change or No to cancel. Under the search screen, you will now see the status for this
dog has been changed.
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Dog Fines and Fees

Dog Fines and Fees allows you to add fees to individual dogs and allows you to view, pay, or for-
give existing charges. Select one of the links below for complete instructions on maintaining dog
fees.

119



Dog Charges

Y ou have the ability to add Charges to a specific dog. Typical uses for this functionality include
Nuisance, Vicious Dog, and Menace Charges. This process is used to enter Charges that will be
collected at a later time. For example, a police officer issues a vicious dog fine to a resident for their
dog that bit someone. This fine can be entered into the clerk system as a charge, so when the cus-
tomer goes to your office at a later date to pay the fine, or process any transaction, the charge will
be added to their cart at Fee Settlement.

To add a charge to the system, from the Dogs main menu, under the Dog Fines and Fees section,
select Dog Charges. Search and select the dog. The Charge screen displays. Use the Service drop-
down menu to select the charge you wish to apply to that dog. Click Next to enter the fee amount
and complete the process.
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Charge Maintenance

Charge maintenance is used to view, pay, or forgive Charges, as well as print a mailer to send to
the customer. To begin select Utilities | Charge Maintenance.

Charge Maintenance

— Search

LastBusiness Mame First Ml Suffix

[ [ [oHARGE -MENACE |
[~ Deate Range Al  Paid
[rznems =] w rzavems ] € ungaid  Forgiven e |

Description ‘rear Armaount)Forgiven Date Paid Cart| Amount
2013 MENACE 2013
2073 MENACE 203 $25.00

Individuat 1 Batch
LastBusiness Name First bl Suffix
=] [msrEY [lamson [

Erint kMailer | Pay | Forgive |

Exit

To search for a specific charge, use the Last/Business Name, First, MI, Suffix text boxes to enter
the name the charge is listed under. Below are ways you can narrow your search further:

o Dropdown box: Use the dropdown box to search for specific Charges (e.g. menace).
» Date Range Check box: Selecting the Date Range check box will enable the month date

pickers allowing you to specify a date range.

o All, Paid, Unpaid, Forgiven radio buttons: The system defaults to displaying All Charges.
When you select one of the other three radio buttons, the system will only display the
Charges specific to your selection.

Once you have made your selections click Search. The results will display in the grid. Click on the
charge in the grid to highlight your selection. This will populate the owner at the bottom of the
screen.

At the bottom of the screen are two tabs, Individual and Batch. The Individual tab is used for a spe-
cific individual and his/her corresponding charge. The Batch tab is used for a group of Charges.
Below is a description of both tabs, along with their corresponding functionality:

Individual:
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o Print Mailer: The Print Mailer button is used to send the owner a notice regarding the charge
you selected. However, in order to print a mailer, you must first have a template of the letter
you want to send. This template is created under the Correspondences feature (Utilities | Cor-
respondences). Once the Correspondence has been created, simply select the cor-
respondence from the dropdown menu and select Print Mailer.

« Pay: Use this when you want to pay a charge. Clicking Pay will add the charge to the shop-
ping cart for the owner you selected and advance you to Fee Settlement.

» Forgive: If the charge is no longer collectible you can click forgive. The forgive action will
be logged in the event viewer and the charge itself will be flagged as “forgiven.”

Batch:

« Print Mailer: The Print Mailer button is used to print letters for a group of owners and their
corresponding charge(s). Use the Search capabilities to select a specific group you want to
send the letters to, or select All and every owner with a charge will be sent the mailer. For
example, if you want to send mailers for the 10 Menace Charges you just added to the sys-
tem, use the dropdown box to select Charge-Menace. As with the Individual | Print Mailer,
you must have already entered the template of the letter you want to send (Utilities | Cor-
respondences).

e View: View will produce a detail report of the Charges you selected.

Renew a Group or Commercial License

When renewing dogs as a Group or Commercial license, you should understand the difference in
order to process the correct license. The fees for both are $20.00, however, how the fees are dis-
tributed, as well as to the qualifications for each license differ. No matter which option is selected,
the process in clerk is the same.

A Group License per RSA 466:6 is selected when licensing 5 or more dogs belonging to the same
owner and the fee is $20.00 of which $2.00 is remitted into the Companion Animal Population
Control Fee and $18.00 is retained by the town.

A Commercial License or a “commercial kennel” per RSA 466:4 is also $20.00 but there is no col-
lection of the Companion Animal Population Control Fee. A “commercial kennel” is defined by
the State as “the establishment or domicile of any person who sells dogs at wholesale or retail; and
if retail, who sells or transfers 10 or more litters per year, or sells and transfers 50 or more puppies
per year; or who derives 40 percent or more gross annual income from the sale or transfer of dogs.”

To renew a group or commercial dog license, select Renew Existing Dog License from the Dogs
main menu. Search and select the owner to display the Renew Dog License screen. There are two
options regarding tag numbers on Group and Commercial Licenses. The first option is assigning
each dog its own tag number. The second option is to assign one tag number to all the dogs. This is
the only time the system will allow you to put the same tag number on multiple dogs.
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You can Add, Modify, or Remove dog(s) from the process by selecting the appropriate button.

After all the dogs listed are updated with correct information, assigned tag numbers to each dog by
selecting the first dog in the grid and entering the tag number into the text box. Remember to make

sure the License Type selected is Group or Commercial for each dog. Continue this process until
all the dogs have a tag number. Once complete click Next to advance to Fee Settlement.

Adding a Dog to an Existing Group License

A group dog license consists of five or more dogs and is charged a flat fee no matter how many
dogs are in the license. So, throughout the year, an owner can add new dogs to the license process

without incurring additional fees.

For example, in April you renew a group license of ten dogs for a customer. Then in June, the cus-
tomer is back in your office wanting to license their new puppy. The puppy needs to be added to

the existing group without incurring additional charges.
To add the puppy to the existing group license, follow the steps below:

o From the Dog Licensing main menu, select License a New Dog.
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o When the message displays asking if the dog has already been added into the system, you
have two options:

o Select Yes if you previously added the puppy to the system through the Add a Dog
process. This option will allow you to search and select the dog, bypassing the need to
enter the details on the dog.

« Select No if you have not entered the dog into the system. This option starts with the
owner lookup and advances to the License a New Dog screen, where you will enter
the new dog’s information.

o Once the dog is entered and selected, a message box displays stating a group license already
exist for this customer and questions if you would like to add this dog to the existing license.
Selecting Yes tells the system that you do not want to charge any fees for this license.

o Another message box displays asking if you want to issue a new tag for this dog. Some
clerks issue one license tag for every dog in the group, while others will issue each dog its
own tag. If you want to use the same tag number for this dog that was used on the other
dogs in the group select No, or select Yes to issue a new tag number for this dog.

Once you have completed the steps above, the new puppy is added to the group license. If you
want to print the group license showing the newest dog, you will need to reprint the license by
selecting Reprint License for a Licensed Dog from the main menu.

Changing the Ownership of a Dog

The ownership of a dog can be changed during the renewal process. You can use the Renew Exist-
ing Dog License process to change the dog ownership only if:

o The dog has not already been renewed for the current license year and
o The dog was previously licensed in your community

To change the dog ownership at renewal time, from the Dog Licensing main menu, select Renew

Existing Dog License. Search for the prior owner and select the dog from the resulting grid. The
Renew Dog License screen displays.
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Select the Owner Mailing Address tab. Use the Owner Lookup button to search and select the
new owner. Enter your next available dog tag number and update the rabies information if needed.
Select Next to complete the process.

Edit an Existing Dog

The Edit an Existing Dog process allows you to change/update the information on an existing dog
in your system. Typically, you will use this process to change the ownership of a dog when the
dog has two owners and one of the owners is over 65. If the current license is registered to the
owner who is under 65, they may decide to change the ownership in order to save money.

Y ou should not use this process to change the ownership of a dog if:
o The dog does not already exist in your database,

o The dog is up for renewal (see Ownership Change at Renewal), or
e The new owner should be charged the $1.50 transfer fee (see )
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To change the ownership of a dog utilizing the Edit an Existing Dog process, from the Dog Licens-
ing main menu, select Edit an Existing Dog. Search for the prior owner and select the dog from
the resulting grid. The Edit Dog screen displays.
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Use the Owner Lookup button to search and select the new owner. When you select Save, a mes-
sage box will display stating you have changed the owners using the Edit process instead of the
Transfer process. If you are sure you wish to proceed, select Yes to complete the process.

Note: You should use the Transfer a Dog’s Ownership within a Community and from Another
Community if the owner should be charge the $1.50 transfer fee. See Transfer a Dog’s Ownership
within Community (RSA 466:3) and Transfer a Dog’s Ownership from Another Community
(RSA 466:3) for more details.

Dog Renewal Notices

Dog Renewal Notices are used to remind dog owners that they need to license their dogs by April
30t Tt can also be used after April 30th as a reminder that they haven’t licensed their dogs yet and
will be assessed a $1.00 late fee if they don’t license their dog by May 30th. The post cards can be
printed as many times during the year as needed and you can choose a custom message in order to
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print what you want or you can use the standard message. Y ou can also select to print the renewals
in a letter format.

Before you print post cards or renewal letters, you will need to indicate which group of dogs you
are going to include. There are three radio buttons:

o All Unlicensed Dogs - will include all currently unlicensed dogs.

o An Individual Dog - once you select this radio button, the blue dog lookup button is
enabled. Click on the icon to search and select the dog for which you want to print a renewal
notice.

o All Dogs Owned by a Specific Owner - once you select this radio button, the owner lookup
icon displays allowing you to select a specific dog owner.

To print Dog Renewal Notices select Utilities | Dog Renewal Notices. Select the year for which
the dogs are to be licensed. Example: If you mail your postcards in January 2010 for the licenses
expiring in April 2010, you would choose the year 2011. Under the Print section, select what you
would like to print. The Recipient List will show you everyone who will receive notification. Post
Cards, Renewal Letters, and Mailing Labels will print for everyone on the recipient list.
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To print Post cards select the Post Cards radio button. You need to select the type of Message you
wish to use. The first one is to print a Standard Message that is computer generated and not edit-
able. The second option is to use a Custom Message. When you choose the Use Custom Message
radio button, the Update Custom Message link is enabled. Once you click the link a blank box will
display. This is where you will type in the message you would like your Dog Owners to see.
Please be aware that you do not need to enter the License Fees, as that will show automatically.
Once you have completed the message, click Save. To view and print the post cards, click on
View. Postcards are printed 2 per page, so you will need to take this into account when selecting
the number of pages you want to print.

To print Renewal Letters select the Renewal Letters radio button. You need to select the type of
Message you wish to use. The first one is to print a Standard Message that is computer generated
and not editable. The second option is to use a Custom Message. When you choose the Use Cus-
tom Message radio button, the Update Custom Message links are enabled. Once you click the link
a blank box will display. This is where you will type in the message you would like your Dog
Owners to see. Please be aware that you do not need to enter the License Fees, as that will show
automatically. Once you have completed the message, click Save.
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The Show Message Instead of Signature check box allows you to display a short message
instead of the signature. A typical use for this would be to notify your customers of an upcoming
rabies clinic.

To use this functionality, you will first need to add the message by using the Correspondences fea-
ture (Utilities | Correspondences), or you can also add the message from the notices dialog box by
selecting the Show Message Instead of Signature check box. This will open Correspondences
where you can add a new message by selecting Setup or you can edit a message by using the
Select a correspondence to print drop down box to select the message you wish to edit. Note, the
message box is relatively small, so you will need to be careful on how much information you are
entering. So, keep it brief and to the point. Also, we recommend that you review a notice imme-
diately after saving a correspondence to make sure the content is sized and formatted correctly.
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Y ou have the option of printing the owner's name and address on the back of the postcards by
selecting the Mailing Labels radio button and then select Post Cards (Avery #5889). Y ou will put
your postcards back into the printer, upside down and print the information on the backside of the
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postcards. Y ou can also select to print Mailing Labels by selecting the Mailing Labels (Avery
#5160) radio button. To view and print the labels, click on View.
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Rabies Notifications
The Rabies Notification is used for notifying a dog owner of their unlicensed dog in your town.

When a dog has received a rabies vaccination, the veterinarian is required by law to notify the clerk
with the dog’s information. Per RSA 466:1-b: “...the clerk of the town or city shall send written
notice to the owner or keeper of any unlicensed dog...” Rabies Notifications can be generated as
often as needed. If the Veterinarian sends the Rabies information to you monthly, you should gen-
erate the Rabies Notification letters monthly. A Rabies Notification must be generated in the
Clerk system in order to produce the dog Civil Forfeiture.

To process Rabies Notifications, from the Menu select Utilities | Rabies Notification. Once the
Rabies Notification screen displays, you can select to Produce Notices For either Dogs That
Have Never Received Notices or you can Reprint Previous Group of Rabies Notices. The
License By Date is the last day the owner has to license the dog before the Civil Forfeiture is
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issued. This date is also used to reprint a previous group of rabies notices. Once you have printed
the Rabies Notification letters the only way to reprint the list is to select the radio button Reprint
Previous Group of Rabies Notices and select the original license by date. It is important to remem-
ber that this list of dates will grow as you receive, enter, and notify unlicensed dogs.

x

Produce Matices For

{+ Dogs That Have Mever Received Natices

Far new Motices, select the "License By Date" to be used for the
creation of YW arrants & Civil Forfeitures:

License By Date; ||:|3,F1 g/2014 = I

£~ Reprint Previous Group of Rabies Notices

For reprinting previous Motices, select the "Licenze By Date” that was
uzed when the Natices were created:

Original Licenze By Date: I vl

Print:

f+ Recipient List

{~ Rabies Notification Letters
{* | |ze Standard Meszage
) lUsze Custom Message

Update Custom Meszage. .

[~ Show Meszage [nstead of, Signature
| | ddiMadiy.

Wiew Cloze

You can also print a list of recipients or the actual Rabies Notification Letters. We have provided a
standard message for you to use or you can customize the letter with your own message.

You can also select the Show Message Instead of Signature check box which allows you to dis-
play a short message instead of the signature. A typical use for this would be to notify your cus-
tomers of an upcoming rabies clinic.

To use this functionality, you will first need to add the message by using the Correspondences fea-
ture (Utilities | Correspondences), or you can also add the message from the notices dialog box by
selecting the Show Message Instead of Signature check box. This will open Correspondences
where you can add a new message by selecting Setup or you can edit a message by using the
Select a correspondence to print drop down box to select the message you wish to edit. Note, the
message box is relatively small, so you will need to be careful on how much information you are
entering. So, keep it brief and to the point. Also, we recommend that you review a notice imme-
diately after saving a correspondence to make sure the content is sized and formatted correctly.
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Unlicensed Dog Warrant

An Unlicensed Dog Warrant must be produced annually between June 1st and June 20th. It is a list
of those owners of dogs that have not renewed or failed to license their dog(s) pursuant to RSA
466:1. Per RSA 466:14: “...The local governing body shall, within 20 days from June 20th, issue
a warrant to a local official authorized to issue a civil forfeiture for each unlicensed dog.”

Select Utilities | Unlicensed Dog Warrant. The Warrant For Unlicensed Dogs is for dogs that
have never been licensed or for dogs whose license has not been renewed by the Warrant Date. To
produce the warrant for unlicensed dogs, choose the date of the warrant and the date the warrant
should be returned from the Warrant Details box shown below:

f& Unlicensed Dog Warrant i ﬂ

Thiz should be run each June to provide a*Warrant of all dogs that have not been renewed or
have never been licenzed. The “Warrant Date indicates the date by which dogs that have never
been licensed should have been licensed in order to avoid being included on this Warrant. Once
thiz has been created you can create Civil Forfeiture Motices to provide to your local law
enforcemet.

Wwarrant Details:

Local Law Enforcement: Alexandria Police

“warant D ate: IDB.-"U‘I J2007 = l

Diate By Which Warrant Should Ee Returned: IDB.-"‘I B/2007 = l

Frint Options:

" ‘warrant List

ze Standard Message

" Use Custom Message

Wiew | Lloze |

The Print Options include Cover Letter and Warrant List. The Warrant List will produce a list of
unlicensed dogs alphabetically by owner. The list will preview to screen and you can print the
report or save it in another format by choosing the export report button on the print preview tool-
bar.

If you wish to print a Cover Letter you may choose the Standard Message which is RSA 466:14
and RSA 466:16 or you may create a Custom Message. To use a Custom Message, change the
radio button and press Update Custom Message. This displays a box where you can type what you
would like to appear on the Warrant For Unlicensed Dogs directly under the Warrant Date. You
can change the font and the alignment of the text and we would recommend that you preview the
custom message before they are sent. If you find any mistakes, you can certainly go back and make
changes by selecting Update Custom Message again.

Dog Civil Forfeitures

Dog Civil Forfeitures, per RSA 466:13 are issued to owners of dogs who fail to renew or license
their dog pursuant to RSA 466:1. A Civil Forfeiture letter is delivered to the owner of the unli-
censed dog, which notifies them of their delinquency and assesses them a $25.00 forfeiture. The
owner has 15 days from the date the Forfeiture was given to license the dog and pay the Forfeiture
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Note, RSA 466:14 Warrants; Proceedings states that you can charge a civil forfeiture cost of ser-
vice fee that shall not exceed $5.00. This is in addition to the $25.00 civil forfeiture fee. To enable
this charge, go to Utilities | System Administration | System Options | Dog Licensing. Select
the Charge Civil Forfeiture Cost of Service check box and click Save. The system will default
to the maximum amount of $5.00, however, if you wish to charge less than $5.00, go to Utilities |
System Administration | Dog Licensing | Fees. Select Dog Civil Forfeiture-Cost of Service from
the Fee Maintenance grid and click Modify. Change the amount and click Save. When processing,
the extra charge will be added to the civil forfeiture fee. If a customer wants a detail of fees charged
at the time of payment, print a detailed receipt by going to Cart | Cart Maintenance. On the Cart
tab, click Print Receipt and when asked if you want to print a detailed receipt for this cart, select
Yes.

To process civil forfeitures notices, select Utilities | Dog Civil Forfeitures. The screen is separated
into two sections, Generate Forfeiture Notices For and Tasks.

Generate Forfeiture Notices For:

Under Generate Forfeiture Notices For, you may create a new forfeiture selection by clicking on
the Dogs That Have Never Received Notices ratio button or you can reprint a previous group of
Civil Forfeiture Notices by selecting the Reprint Previous Group of Civil Forfeiture Notices
and selecting the group you want to reprint from the Original Forfeiture Date dropdown box. To
generate the notices for Dogs That Have Never Received Notices, select the appropriate radio but-
ton, either Dogs That Have Not Been Renewed or Dogs That Have Never Been Licensed. The
Sort Order radio buttons allow you to choose in what order your letters will print. You may want
to print the letters by Address in order to assist your Dog Officer when they deliver the letters.
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(=T

— Generate Forfeiture Matices Faor: — Tasks:
{* Diogs That Have Mever Received Matices; Step #1:
The Diogs To Be Included Should Be: Frint Forfeiture List. .
' Dogs That Have Mot Been Renewed Step HZ:

[Thiz iz tppically done June 1=t of each year.]

Frint b ailing Labels...
" Diogs That Have Mever Been Licensed

[Thiz can be done several times each year to Piint Certified Mailers. .
natify owners of dogs that have been added to
the spztem following rabies nokification from Step H3:

lozal wets vet have failed to license their dogs. )

[~ Show Message Instead of Signatune

| | | AddModity
Forteiture [ ate: IDS;DMEDM -.I

Frint Forfeiture Letters & Aszign Costs to Dogs...

Cover Page:
f* Use Standard Message

Onginal Farfeibure D ate: I vI ™ Use Custom Meszage

Update Custom Meszage.

™ Reprint Previous Group of Civil Forfeiture M obices:

S O 7 Forteiture Letter:
&+ Owner ¥ se Standard Messane
" Address = Usze Custom Meszage
Update Cugtom kMeszage..
Cloge
Tasks:

Step #1: Print Forfeiture List... Select the link to produce a report of the dogs that will be receiv-
ing a civil forfeiture notice.

Step #2: Print Mailing Labels.../Print Certified Mailers... This allows you to either print mailing
labels or certified forms for the owners of the dogs that will be receiving a civil forfeiture notice.

Step#3: The Show Message Instead of Signature check box allows you to display a short mes-
sage instead of the signature. A typical use for this would be to notify your customers of an upcom-
ing rabies clinic.

To use this functionality, you will first need to add the message by using the Correspondences fea-
ture (Utilities | Correspondences), or you can also add the message from the notices dialog box by
selecting the Show Message Instead of Signature check box. This will open Correspondences
where you can add a new message by selecting Setup or you can edit a message by using the
Select a correspondence to print drop down box to select the message you wish to edit. Note, the
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message box is relatively small, so you will need to be careful on how much information you are

entering. So, keep it brief and to the point. Also, we recommend that you review a notice imme-
diately after saving a correspondence to make sure the content is sized and formatted correctly.

Print Forfeiture Letters & Assign Costs to Dogs... Before you select Print Forfeiture Letters &

Assign Cost to Dogs, indicate whether you would like to use a standard or custom message for

your Cover Page and Forfeiture Letter. Standard Message that is computer generated and not edit-

able. The second option is to use a Custom Message. When you choose the Use Custom Message
radio button, the Update Custom Message link is enabled. Once you click the link a blank box will
display. This is where you will type in the message you would like your Dog Owners to see. Once

you have made your selection press Save and click on the Print Forfeiture Letters & Assign

Costs to Dogs link. A message box will display asking if you would like to preview the forfeiture
letters. If you select Yes, the notices will display on the screen. Keep in mind that until you assign
the civil forfeiture costs to the dogs, the civil forfeiture fee will not show on the notices. When you

are ready to print the notices, select the Print Forfeiture Letters & Assign Costs to Dogs and

select No to the preview message.

f8x Dog Civil Forfeitures

— Generate Forfeiture Notices For:
{* Dogs That Have Never Beceived Maotices:
The Dogz To Be Included Should Be:

¥ [Diogs That Have Mot Besn Fenswed
[Thiz iz tppically done June 1=t of each pear.)

" Dogs That Have Mever Been Licensed

[Thiz zan be done several imes each year to
notify cowners of dogs that have been added to
the syztem following rabies notification from
lozal wets yet have failled to license their dogz. )

Farfeiture D ate: |D3,a'|:|4,-'2|j14 - |

{~ Reprint Previous Group of Civil Forfeiture Naotices:

Original Forfeiture D ate: I vl

Sork Order

% Oiner
 iddress

=10l x|

— T asks:
Step #1:

Print Forfeiture List...

Step #2:

Print Mailing Labels...

Print Certified b ailers...

Step #3:

[~ Show Message Instead of Signature
| | AddMoity

Print Forfeiture Letters & Azzign Costs to Dogs...

Cover Page:
% |sze Standard Meszage

" Use Custom Message

Update Custom Meszage. .

Forfeiture Letter:
f* lsze Standard Meszage

" Use Custom Meszage

Update Custorm Meszage...

0ze
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Dog Tag Inventory
Dog Tag Inventory is used to add, search, or modify a dog tag(s). Select Utilities | System Admin-

istration. Under Dog Licensing, click on Dog Tag Inventory. The Dog License Tag Main-
tenance screen displays. You can search for a tag by tag year, tag number, tag status, or any
combination of the three. To search for a dog tag, select the Tag Year dropdown box to see all
tags for a specific year. To narrow the search further, use the Tag Status dropdown box to see

only tags in that year that have a specific status, such as Open. The Tag Number text box allows
you to search for one specific tag.

f# Dog Tag Maintenance j

=101 x|

Tag'rear

Tag Mumber:

Tag Status

f'ou can find a tag quickly by uzing one or all of the Search Funchions below,

Eijl]

LI Search |

M umber Statuz
|szued
200 2 |zzued
2mn 3 |zzued
2Ma 4 |zzued
2man 5 |zzued
20 = |zzued
200 i |zzued
200 g |zzued
200 9 |zzued
200 10 |zzued
2mn 11 |zzued
a0 17 Fesiicd j
Add Batch Add Tag | Modify |
E it

To add your entire batch of new dog tags for the year, select Add Batch. Enter the information
into the text boxes and use the Tag Status dropdown box to select Open. Click Add. The entire

batch will now be available in inventory.
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If you only need to add a single tag into the system, select Add Tag. Enter the information on the
tag and select Open in the Tag Status dropdown box.

Selecting Modify allows you to change the Status of a Tag. Search and select the Tag you want to
modify. Use the Tag Status dropdown box to select Issued, Opened, or Replaced. Typically, you
should allow the system to maintain the status, as it is updated automatically.

Dog License Reports

Various reports are provided to assist in the reporting of licensed and unlicensed dogs. Reports are
provided for fees due to the State of New Hampshire for general fees and the Pet Overpopulation
fund in a date range capacity. There are also reports specifically for your Town showing who has
or has not licensed their dogs and the fees associated with each license.

State and Town Dog Fees

The State Dog Fees report is used to show the State fees associated with each dog license. Once a
year the clerk is required to send a check to the State of New Hampshire for each license that you
collected the Pet Overpopulation and State License fee on. The Town Dog Fees report will show
every dog and its associated Town Fees. For more information, seeState Dog Fees Report and
Town Dog Fees Report under the Reports section for information.

Licensed Dogs

The Licensed Dogs report is used to show all the dogs licensed for a specific year. To view or print
a Licensed Dog report, from the Main Menu select Reports | Licensed Dogs. Choose the license
year from the drop down list and whether you want All Tag Numbers or a range by clicking on the
radio button. Y ou can choose to include Inactive Dogs, Voided Licenses, and/or Replaced License
tags by clicking on the check box next to each selection. Selecting the radio buttons under Sort
Order allows you to choose how the report will be viewed and/or printed. By choosing Owner, the
report will display the licenses in alphabetical order of the dog Owner’s last name. Address will dis-
play the licenses in order of the street name. Tag Number will display the licenses in order of the
license tag number. Breed will display the licenses in order of the dogs breed. You can also chose
to sort the dog license report by rabies expiration, which will assist you in knowing what dogs
need their rabies before they license them. When your selections are completed, click View. A
report of all dogs licensed for that year will display for you to print or export to a file.

Unlicensed Dogs

The Unlicensed Dogs report is used to show all the dogs that have not licensed their dog for a spe-
cific year. To view or print an Unlicensed Dogs report, from the Main Menu select Reports | Unli-
censed Dogs. Choose the license year from the dropdown box. The Include In Report section
allows you to tell the system what you want on your report. There are three radio buttons:
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o All Unlicensed Dogs-This will include all dogs that have not been licensed for the year
you selected.

o Dogs That Have Not Been Renewed-The unlicensed dog report for Dogs That Have Not
Been Renewed will only list dogs that have been licensed at some point in the system, but
have not been renewed for the year selected. This report will also show the most recent
license/tag number for each dog.

o Dogs That Have Never Been Licensed-The unlicensed dog report for Dogs That Have
Never Been Licensed will only list dogs that have been added to the system, but never
licensed. This report will show the date the dog was added to the system.

Selecting the radio buttons under Sort Order allows you to choose how the report will be viewed
and/or printed. By choosing Owner, the report will display the licenses in order of the dog
Owner’s last name. Address will display the licenses in order of the street name. Breed will display
the licenses in order of the dogs breed. You can also chose to sort the dog license report by rabies
expiration, which will assist you in knowing what dogs need their rabies before they license them.
When your selections are completed, click View. A report of all Unlicensed Dogs will display for
you to print or export to a file.
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Services Module

In the Services Module, you are able to create custom services specific to your Town’s needs. This
module enables you to record miscellaneous revenues for any type of income generated in the
Town Clerk’s Office, such as beach permits, dump stickers, marriage license fees, or vital statistics.
Each service can have one or more individual fees as well as up to six user-defined data fields.

L=

File Utilties Services Reports Help

= [De]% X |5 |
* " | Town Clerk

B serviees

Standard Services:

Yital Statistics...

Dogs Marriage License. .

= UCL Filing...
Services

Custom Services:

Other Town Clerk Service...
Cart

| Offling Ma lF'rint: 0141042008 | Cash: 01/10/2008 | arend) COUNTER i

Process a Service

Process a Service allows you to enter transactions into the system in order to collect fees. To pro-
cess a service, click on the Services Module icon to display the Clerk Services main menu. There
are Standard Services (Marriage License, Vital Statistics, UCC Filing) and Customer Services
(Other Town Clerk Services). If the Service you are processing does not fall under the Standard
Services categories, you would select Other Town Clerk Services to view additional options.

Select the Service you wish to perform. Search and select the Owner. Use the Services dropdown
box to select the service for this customer. For example, choose Vital Statistics. Depending on the
service you select, the required information you need to capture will change. For example, if you
select Filing Fees, the required information may be “Position Filed For”. If you select Dump per-
mit, the required information may be “Sticker Number”. Fill in all fields and click Next to advance
to Fee Settlement.

Note, some Services may have a fee of zero, as they will let you enter the amount collected for a
service with an amount that changes. For example, you may have a service called Copies, where
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you charge $0.25 for each copy given. If I get four copies, my fee would be $1.00. If I get six cop-
ies, my fee would be $1.50. After entering the required field for the service, you click Next. A dia-
log box will display where you will enter the amount owed.

Create a Service

Create a Service is used any time a new service is added to your town and you need to track the
fees and/or transaction. To create a new Service, go to Utilities | System Administration. Under
Town Clerk Services, select Services. A list displays of the current services. A Protected service,
listed as Yes under the Protected column, means that the service cannot be modified. Certain ser-
vices are set up statutorily with set fees. For example: Marriage Licenses charge the customer
$45.00 with $38.00 going to the State of New Hampshire and $7.00 to the Municipality. This ser-
vice is protected so the fees will calculate and report to the right accounts. The Active column des-
ignates whether that service is currently being used in your municipality. When you create a
service, it is automatically made Active. If you choose to make a service Inactive, select the ser-
vice, click Modify, uncheck the Active check box, and click Save.

fi Town Clerk Services Maintenance il = |EI |£|

Search || Go |

— Existing Town Clerk Services
Service Name | FeeCount |  FeeTotal] Active | Protected
ARTICLES OF AGREEMENT 1 $5.00 YES | MO
BAD CHECK. 1 $26.00 YES | MO
DOG FINE 1 $0.00 YES | NO
DUMP VIOLATIONS 1 $0.00 YES | NO
FILING FEE 1 $0.00 YES | MO
IRS LIEMS 1 $16.00 YES | MO
MaRRIAGE LICEMSE 2 $45.00 YES | ¥ES
MISCELLANEOLS 1 $0.00 YES | NO
FARKING AND TOWM FINES 1 $0.00 YES | MO
POLE FILING 1 $10.00 YES | MO
POSTAGE 1 $0.00 YES | MO
RETURMED CHECK 1 $30.00 YES | YES
UCC FILING 1 £8.00 YES | WES
WITAL STATISTICS 4 $20.00 YES | ¥ES
WOTER CHECKLIST S&LES 1 $26.00 YES | MO
WETLAMDS APPLICATIONS 1 $10.00 YES MO
fdd adify E xit

To create a new service, click on the Add button to display the Town Clerk Services Maintenance
screen.
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fa Town Clerk Services Maintenance -0 x|

— Make Desired Changes

Service MName: I v Active [ Enable Multiples [~ Track Inventony

Cusztom Fields;

Text1: I Mumeric 1: l
Teut 2 I Mumeric 2: l
Teut 3 I
Text 4 I

Fees:

Fees Charged For Thiz Service: Available Fees;

MARRIAGE LICENSE - TOWN $7.00

LCC FILING FEE $0.00

WITAL STATISTICS - TOWMN - FIRST COPY
WITAL STATISTICS - STATE - FIRST COFY ;’

Edit Fee... | Mew Fee... |

Save | Cancel |

£ | MARRIAGE LICEMSE - STATE  $38.00 ﬂ

The Service Name text box allows you to type in the name of the service you want to create. The
Enable Multiples check box enables tells the system you may be selling more than one item at a
time for a customer. For example, a customer wants to purchase 4 Beach Passes for $2.00 apiece.
When the Enable Multiples check box is selected, a text box will display, allowing you to enter the
number of items this customer wants. If they want 4, the system will generate 4 items in your cart
for $2.00 apiece.

The Track Inventory check box allows you to track document ID's for miscellaneous revenue such
as numbered beach permits, dump stickers, or any service inventory item. For example, if your
municipality has sequentially numbered beach permits, you can select the Track Inventory check
box option and you will be able to enter the beach permit number you are issuing to your customer.
Also, you will be able to print an inventory report for this inventory type. Note, if you are tracing
inventory for this service, you cannot select to enable multiples.

Under Custom Fields you have four text lines and two numeric lines for the data you wish to cap-
ture during this transaction. You will need to select a one or more fees from the Available Fees list
for this service. If the Fee for this service is not listed, click on New Fee to create it. To select the
Fees Charged For This Service, highlight the fee in Available Fees and click on the left pointing
arrow. Multiple fees for a service can be selected in the same manner. If you choose a Fee that you
did not want, highlight the fee in the Fees Charged For This Service and click the right pointing
arrow. To change the fee amount for the service, highlight the service under Fees Charged For
This Service and click Edit Fee. Once you have updated all of the appropriate fields, click Save.
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Modify Existing Service

Modify Existing Service allows you to change information on an existing service. For example,
you were charging $2.00 for a Beach Permit and now you need to charge $5.00. To modify an
existing service, go to Utilities | System Administration. Under Town Clerk Services, select Ser-
vices. Highlight the service you wish to change and click Modify. Make the desired change and
click Save. A Settings Updated message box displays stating the changes were made, but for other
users to see the change, they will need to either restart their program or select Renew System Set-
tings from the File menu.

Clerk Services Reports

There are unique reports required from various State of New Hampshire agencies. The State of
New Hampshire Treasury expects their portion of every vital statistic and marriage license pro-
cessed in your Town. The Clerk Services Reports will assist you in calculating and reporting these
fees.

Town Clerk Services State Fees

Every month, a report, along with a check, needs to be sent to the State of New Hampshire Treas-
ury for their portion of every vital statistic and marriage license you processed. For those Clerks
using the State of New Hampshire’s Vital Statistic software, you generate a report to send to them.
To verify that you have recorded all the fees into the Town’s financial system, you need to print
this report and verify it with the Vital Statistic report.

The report can be printed by service (Vital or Marriage), or for all services. Y ou may select the
date range of the report or select Daily for just one day’s work. The Report Detail selection allows
you to see every transaction you process by selecting Detail or only the totals for the financial
reporting by selecting Summary.
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Anytown Clerk
Summary of All Town Clerk Service State Fees
January 01, 2007 to December 31, 2007

Service: MARRIAGE LICENSE

Fee: MARRIAGE LICENSE - STATE Account:
Count of Fee: 16 Total of F ee: % 608.00
Total of All Fees for Service: % 608.00
Service: VITAL STATISTICS
Fee: VITAL STATISTICS - 5TATE - FIRST COPY Accoun:
Count of Fea: 26 Total of F ee: $208.00
Fee: VITAL STATISTICS - STATE - ADDL COPY Account:
Count of Fee: 13 Total of F ee: % 65.00
Totalof All Fees for Service: $273.00
Total of All Fees for ALl Services: $ 88100
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Boat MAAP Module

The Boat MA AP Module within Avitar Clerk is uniquely designed for New Hampshire com-
munities and provides the Town with a solution for registering boats that is fully compatible with
the XML boat interface for the State of New Hampshire’s MA AP system.

Important Concepts

Before examining the details of how to use the Avitar Clerk Boat MA AP module, it is necessary to
explore several important definitions and concepts used throughout this manual:

Hull Identification Number (HIN)

The Hull Identification Number is a unique, 12 digit number that is assigned by the boat man-
ufacturer to all vessels built after 1972. The 12 digit number is designed to supply information
about the boat and it breaks down as follows:

18t 31 digits: The manufacturer’s identification code
o 4t gth gisits: The hull serial number
. oth _joth digits: The manufacture date

. 11th_pth digits: The model year of the boat.

So, for a HIN of BWC3915EK 687, we can tell that the manufacturer is a Boston Whaler, the hull
serial number is 3915E, it was manufactured in 1986, and the model year is 1987.

Bow Number

The Bow number, also referred to as the registration number, consist of eight characters. A boat is
assigned a system generated bow number the first time the boat is registered in New Hampshire.
Once a Bow number is assigned to a boat, it is the responsibility of the boat owner to purchase and
display the number on the bow of the boat.

Boats Registered in Another State
Boats registered in another state may operate on New Hampshire waters for 30 consecutive days
before a New Hampshire registration is required.
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Avitar Boats Main Program Window
The Boat MA AP Module within Avitar Clerk is designed to simplify the process of registering a

boat. To access the Boats module, click on the boat module icon. The Boat Registration main

menu displays.

% Avitar Clerk i — O] x|
File Utiiies Boat Reports Help
= (B EE R |
Ll
we  (Boat
{Dogs Registrations: Other:
Benew Begistration Certified Copry
ED Mew Fegistration Decal Beplacement
Services
Transter Registration Pay a Short Slip
‘L Wiewtaintenance Price Quotes..
L
Boats
Cart
| |MAAPOnIine |Print:4;23;2013 |Cash:4;22;2013 |Woulseyp COUNTER y

The main window consists of two sections, Registration and Other. The Registration section
provides various ways to register a boat and the Other section is for all other transactions.

Boat Registrations

All boats must be registered in the State of New Hampshire unless they are exempt per RSA 270-
E:4. All boat registrations expire on December 3 1st of each year and the registration must be on
board the vessel whenever it is operated.

Boat Renewal Registrations

Boat registrations are renewed annually and will qualify for a renewal registration if the boat was
previously registered in New Hampshire to the current owner. To process a Boat Renewal, from
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the Boat Registration main menu, select Renew Registration. The Registration Lookup screen dis-
plays.

#% Boat Registration Lookup R o=
—Enter full or parial value on which to search: Database: Retriewve:
Last{Business Name First Mame  Town  Owner
Cwener 1: | | CwnerD: I él
Owner 2: I I PIN: I D Bl ¢ Boat
Bowt: I HIN: I Decal #: I & Bath
Mame 1 Exp Date |Elow Mhr Status |Name 2 |M0deIYr |Make |Sty|e |Length |Trns CR |HIN -

i o

Recurds.l
Search | Select | Cancel | Skip |

The simplest way to look up a boat registration is by the Bow#, however, you can search by HIN,
OwnerlID, PIN, or Decal #. Search and Select the boat to advance to the Renewal Boat Regis-
tration screen.
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/3 Avitar Clerk =10 x|

File Utiiies Boat Reports Help

= PRI
= BaEw |
Renewal Boat Registration
LY Owner 1 T Add Owner 2
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Verify the information is correct and update if necessary. Enter your next Decal number into the
Decal#/Yr text box. If your system is set to auto populate the next decal (see Default Decals), the
Decal#/Yr text box will automatically populate with your next available decal. Select Calc Fees to
display the fees associated with this registration. To complete the process, select Next to advance
to Fee Settlement.

Boat New Registration

A new boat registration is processed if the boat has never been registered in the State before or it’s
a brand new boat. To process a New Registration, from the Boat Registration main menu, select
New Registration. The Owner Lookup screen displays (see Motor Vehicle Owner Lookup).
Note, you should always search for the owner and if they are not in the system, only then will you
add them as a New Owner.Once the owner is selected the Boat Lookup screen displays.
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Enter either the Bow# or HIN into the search criteria text boxes and select Search. If the boat has
never been registered in New Hampshire, a message will display stating “No data found on DMV
Boat for the criteria entered”. Verify you have typed the information correctly and if so, you will
need to enter the boat information manually by selecting Skip. Otherwise, select the boat in the
grid and click Select. The New Boat Registration screen displays.
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If the boat was previously registered in New Hampshire, the information on the boat is populated
based on the prior registration, including the Bow#. However, if your search of DMV’s records
returned no results, the Boat information and Bow# will be blank. If this is the case, you will need
to enter the boat information manually. Note, when entering the boat information you will need to
leave the Bow# blank, as the system will automatically generate a bow number for you.

Note, if you are registering an electric boat, you must enter a horsepower of 10, even if the actual
horsepower of the boat is less than or greater than 10hp.

Boat Transfer Registration

An owner of a boat can transfer the registration of one boat to a new boat and receive any remain-
ing credit from the old boat, as long as they are the first owner on both registrations. To process a

Boat Transfer Registration, from the Boat Registration main menu, select Transfer Registration.
The Boat Registration Lookup — Owner Information / Prior Registration lookup screen displays.
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Enter either the Bow# or HIN for the boat they are transferring credit from into the search criteria
text boxes. Click Search and Select the boat to advance to the New Boat lookup screen. Enter
either the Bow# or HIN for the new boat into the search criteria text boxes and select Search. If
the boat has never been registered in New Hampshire, a message will display stating “No data
found on DMV Boat for the criteria entered”. Verify you have typed the information correctly and

if so, you will need to enter the boat information manually by selecting Skip. The Transfer Boat
Registration screen displays.
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If the new boat was previously registered in New Hampshire, the information on the boat is pop-
ulated based on the prior registration, including the Bow#. However, if your search of DMV’s
records returned no results, the Boat information and Bow# will be blank. If this is the case, you
will need to enter the boat information manually. Note, when entering the boat information you
will need to leave the Bow# blank, as the system will automatically generate a bow number for
you.

Verify the information is correct and update if necessary. Enter your next Decal number into the
Decal#/Yr text box. If your system is set to auto populate the next decal (see Default Decals), the
Decal#/Yr text box will automatically populate with your next available decal. Select Calc Fees to
display the fees associated with this registration. To complete the process, select Next to advance
to Fee Settlement.

Boat View Maintenance

The Boat Registration View/Maintenance is used to view and/or modify a previously registered
boat. For example, it can be used to change the color of a boat or to update an address. To process,
from the Boat Registration main menu select View/Maintenance. The Boat Registration Lookup
screen displays. Enter either the Bow# or HIN into the search criteria text boxes to search and
select the boat. The Boat Registration View Maintenance screen displays.
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Any field in white can be updated by either typing into the field or using a dropdown box to

make the selection. Anytime a registration has to be changed due to a request by the customer, the
municipal agent fee should be charged. Also, if changing a boat through View Maintenance from
being operated on water designated as Inland to Tidal there are increased fees. When you change
the Water field, the system knows this will incur additional DMV fees that will need to be col-
lected. The additional fees will be added at Fee Settlement.

Once all changes have been made, click Save. A message will display asking if you want to
charge the agent fee for this transaction. If you click Yes, the agent fee will be added to the cart

and you will advance to Fee Settlement. Otherwise, click No to advance to Fee Settlement without
the added cost.

Boat Certified Copy

The Boat Certified Copy option is used to produce a registration for a customer who has lost, dam-
aged, or had their valid registration stolen and needs a replacement. To process a Certified Copy,
from the Boat Registration main menu, under the Other section, select Certified Copy. The Boat
Registration Lookup screen displays. Enter either the Bow# or HIN into the search criteria text
boxes to search and select the boat. The Certified Copy screen displays.
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Select the radio button stating the reason you are issuing a certified copy and click Next. A mes-
sage displays asking if you want to charge an agent fee. If you click Yes, the agent fee will be
added to the cart and you will advance to Fee Settlement. Otherwise, click No to advance toFee
Settlement without the added cost.

Boat Decal Replacement

The Boat Decal Replacement option is used when a customer has lost or damaged their decals and
needs new ones. To process a Boat Decal Replacement, from the Boat Registration main menu
under the Other section, select Decal Replacement. The Boat Registration Lookup screen dis-
plays. Enter either the Bow# or HIN into the search criteria text boxes to search and select the boat.
The Decal Replacement screen displays.
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Verify the information is correct and update if necessary. Enter your next Decal number into the
Decal#/Yr text box. If your system is set to auto populate the next decal (see Default Decals), the
Decal#/Yr text box will automatically populate with your next available decal. Select Calc Fees to
display the fees associated with this registration. To complete the process, select Next to advance
to Fee Settlement.

Boat Pay a Short Slip

The Boat Pay a Short Slip option is used when a customer owes the DMV money and is at your
office to pay it. To pay a Short Slip, from the Boat Registration main menu under the Other sec-
tion, select Pay a Short Slip. The Short Slip Lookup screen displays.
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There are two options when looking for a Short Slip. The first radio button, By Short Slip
MemolD, is if you have the Short Slip ID number generated from DMV. The second radio button,
By Driver’s License Number, is used when the customer does not have the Short Slip ID number
but want to pay the amount owed. Using the Owner Lookup button search and select the owner

(see Owner Lookup). Then select the search criteria radio button and select Search. The Short
Slip information will display under the MemoID, Amount, and MAAP Comments fields. If this is

the Short Slip you want to pay, click Next to advance to Fee Settlement.

Boat Price Quotes

Price Quotes is used to inform your customer what will be owed to register their boat. The price
quote can be saved and/or printed. Saving a price quote makes it available for viewing at a future
date. This can be important when a customer disputes the quoted price of the registration. You can
retrieve the original quote to compare to the registration you are processing. To process a Boat
Price Quote, from the Boat Registration main menu, under the Other section, select Price Quotes.
The Price Quotes main menu displays.
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Select the process that best fits your customer’s need. You can search and select the registration
from the DMV database or click SKip to enter the information manually. For example, when select-
ing New Boat Registration, the Boat Registration Lookup dialog box display. Search and select the
boat registration by entering either the Bow# or HIN into the search criteria text boxes. The Price
Quote- New Boat Registration screen displays.
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The more information you fill in, the more details the quote will have when you print or save it.
Once the information is complete, click Cale Fees. To print the quote, click Save. This will display
a text box with the owner’s last name with the make and model of the boat as an identifier for
future lookup. If you want a different identifier, type the information into the text box and click
OK. A message will display asking if you want to print the Price Quote. Click Yes to print it, or
Click No to complete the process.

New Hampshire Statutes Chapters 270-E and 72-A-Boat Regis-
trations

New Hampshire Statutes Chapters 270-E and 72-A are the RSAs that deal specifically with the
Registration of boats. We have tried to put links throughout this document to assist you in finding
RSAs that deal with specific topics; however, there are many laws that affect your municipality but
not the operation of the software. Therefore, to view Chapters 270-E and 72-A in totality, we have
provided the following links to assist you.

Chapter 270-E Vessel Registration and Numbering

Chapter 72-A Boat Fee
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Invoice Cloud’s Electronic Invoice Presentment & Payment (EIPP)

Invoice Cloud’s Electronic Invoice Presentment & Payments is used to process multiple renewals
of vehicle registrations and/or dog licenses through a batch file produced from payments made
online. Typically this process begins with an upload of the renewal information to the Invoice
Cloud biller portal from within your Clerk program. Notices are generated containing a unique
Renewal ID and Code, which the customer uses to access the renewal online. The customer can
pay using either a credit/debit card or an ACH/e-check. Invoice Cloud electronically transfers
funds collected online to the municipal bank account once the transaction clears. The process is
completed after downloading a payment file from the Invoice Cloud biller portal to the Avitar
Clerk program, allowing you to process the renewals.

Examples of the Invoice Cloud customer portal that customers experience can be found here:
o Town of Madison

e Town of Canterbury
e Town of Andover

In order to view the functionality available for this process, you must login to Avitar Clerk with
ONLINE set as your Location. To do so, select ONLINE from the Location dropdown box on the
login screen. If you are already logged into Clerk, select Utilities | Change Location | Online.

Upload Process

The online process begins with uploading renewal files to the Invoice Cloud biller portal. There are
two separate processes for online renewal transactions, one for motor vehicles and one for dogs. If
you only process motor vehicles see the Motor Vehicle Renewal Upload section. However, if you
process motor vehicles and dogs, you will want to start with the motor vehicle section and then con-
tinue onto the dogs section. Note, after the invoices are uploaded to Invoice Cloud, you will

receive an email from your Invoice Cloud biller portal stating the upload was successful.

Motor Vehicle Renewal Upload

The motor vehicle renewal upload to Invoice Cloud is a monthly process that begins once you
have imported and printed your motor vehicle renewal notices (see Import Renewal Notices and
Print/Export Renewal Notices).

The best time to upload the renewal information to Invoice Cloud is right after you have printed
your renewal notices and you are still in the Monthly Renewal Notices dialog box. However, if
you closed the process and need to go back in, from the Main Menu, select Utilities | DMV
Monthly Renewals | Print Notices. The Monthly Renewal Notices dialog box displays. Select
the renewal expiration date using the Print Renewal Notices For Renewal Expiring drop down list.
Under the Produce Notices For section, select the Town and DMV Combined radio button.
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Once the Town and DMV Combined radio button is selected, the Invoice Cloud radio button is
enabled under the Notice Type section.

/% Monthly Renewal Notices I ] B

Frint Renewal Motices For Renewal Expiring |4,-"30,."20'| 3 vI
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 Printed Notices

{~ ExportFila
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I_ YWiew Paperless (as renewals)
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Export | Cloze |

Select the Invoice Cloud radio button and click Export. The file will upload to your Invoice
Cloud biller portal. When the export has completed, you will receive a message stating the export
was successful. You will need to follow the same process above for the Town Only registrations.

The View Paperless (as renewals) checkbox allows you to search and view renewal notices for cus-
tomers who have chosen to go paperless.
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Dog Invoice Upload

The Invoice Cloud Upload allows you to upload renewal notices as often as you wish. We recom-
mend that you do this process monthly in order to capture any new fees or charges that may have
been incurred since the last upload. Each notice that gets uploaded will include the fees up to the
current month, plus an additional one month of late fees, which means most dogs (excluding
expired rabies vaccinations) should be renewable until the end of the next month. Doing the upload
monthly allows you to keep extending this horizon at which invoices would ordinarily expire.

Each month, you receive updated rabies information from the veterinarians, which you in turn use
to update the dog information (e.g. rabies expiration date, spayed/neutered) in Avitar Clerk.
However, if you have already uploaded the dog renewal notices to Invoice Cloud, the new rabies
information will not be reflected on the online renewal notice. Why is this a problem? If a dog’s
rabies vaccination expires at any time after the upload of the renewal notices, the dog owner cannot
renew their dog online, even if you have the current information in your system. Unless Invoice
Cloud has a renewal notice with a rabies vaccination that has not expired, your customer will have
to go to your office to renew their dog.

With the ability to reload the dog renewal notices, once you have finished updating the dog’s
rabies information from the veterinarians, the new information can be uploaded to Invoice Cloud.
This will allow a dog whose rabies vaccination was previously expired to be renewed online.

To upload the renewal notices on Invoice Cloud, first, make sure you have selected Online for
your location (Utilities | Change Location). Once you have selected the Online location, go to Util-
ities | Invoice Cloud | Dog Invoice Upload. From this screen you can view/modify the messages
that will be included for the specific dogs and the upload process determines which messages to
put on each dog, whether it is a new (rabies notice), a renewal, or a civil forfeiture.

Within each tab are the two message options: Use Standard Message, Use Custom Message, as
well as the Show Message Instead of Signature option. If you select the Use Custom Message
option, you should view the custom messages each time you upload notices to Invoice Cloud, as
the information contained in the messages may no longer be applicable. For example, on February
Ist, you add a custom message on your renewal notices stating there will be a Rabies Clinic being
held on February 25th and then upload the notices to Invoice Cloud. Then, you receive rabies cer-
tificates from the veterinarian, so you update the information on your dogs. If you do not view the
custom message before you upload the invoice file, your notices will show outdated information.
For this reason, we recommend, before you upload any notices to Invoice Cloud that you view
each custom message. To view/edit the custom message, select the Use Custom Message radio but-
ton and click on the Update Custom Message link. Note, that each notice type has its own custom
message so you should verify all three are current before uploading invoices.
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Import and Process Payments from Invoice Cloud

Once the renewal notices have been uploaded to Invoice Cloud, your customers can renew their
motor vehicles and/or dogs online by utilizing the website link provided on the renewal notice or
from a link on your website. Once payments are made, you will need to import the payments as a
batch from Invoice Cloud to the Avitar Clerk system, process the batch, and produce the renewals.

Download Payment File

The first step required to process a batch of Invoice Cloud renewals is to import a payment file into
the system by selecting Ultilities | Invoice Cloud Payments. To download the latest Invoice Cloud
payments, click Download. This will download all payments that have been processed at Invoice
Cloud since the last time you downloaded a file. This does not mean you will want to process all
the renewals, as the funds for the transactions may not have been deposited into your account. For
example, you downloaded a file at 10am last Friday. Customers process payments on Friday after-
noon, Saturday, Sunday, and Monday. You download another file on Monday at 10am. All the
payments from Friday afternoon until Monday will be downloaded. However, you may only want
to process the payments for Friday, as they have been deposited into the town’s bank account.

Select Payments and Verify Amounts

Once the payment file is downloaded, use the date picker to select which Invoice Cloud payments
you wish to process. Using the example above, you would select the date for Friday. After
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selecting the date, click Find Payments. Note, the Find Payments date is the date your customer
paid the online invoice at Invoice Cloud.

The results display in the grid with all renewals for the selected date regardless of the status. You
can also view open and undeposited payments by clicking the question mark “?” next to the date
picker.

/3 Invoice Cloud Payments ' x|
To dawnload the latest Invoice Cloud payments, click Download. F"3”'3""@'51 4
To search for downloaded payments, select a file date and click Find Payments. IW, il ElankAmount:I $662.20

=1 Fosted :I $10.00
Download F|ndPayments ..... Yalidate Add ltem | Delete Payments Unprocessed:l $652.20
. _l IgnDredendepositedI $0.00
Suspended:l $0.00
Account Expiration Billed Paid|Paid Porion |Status Error Message
p |587D11812 4/30/2012 $10.00 $10.00 FEESEMEER EDIT
4557413120 4/30/2013 $209.20 $209.20|B ERROR EDIT
8896913120 443042013 $339.20 $339.20| B OPEN EDIT
6634413120 4/30/2M3 $103.80 $103.80|B OPEM EDIT
[ | Open | | Eror | |Feady [ | FeeSetled [ | Printed [ ]lgnored/Suspended/Undepasited
—Fee Setllement — Printing
Double Decal I I I I " Tags
Single Decal I I I I
Double Decal I I I I
Single Decal I I I I
Permit Mir Ii
Dog Tag li Fee Setle Brint Batch Exit

The Renewal and Bank Amount fields should match the Invoice Cloud biller portal reports (Audit
to Daily Payments Received Report).

Validate

Selecting Validate performs basic data validation on the data received from Invoice Cloud. For
example, the system will check to see if a vehicle has already been renewed. Click the Validate
button to begin the process.

If there are no errors for a renewal, the status will change to READY . Items with an error status
can be suspended to be renewed over the counter at a later time. Below the grid is a legend to assist
you with visually finding an error in the grid. Each color represents a different status.
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To suspend a renewal, select the Edit button next to the renewal in the grid. The Edit Invoice
Cloud Payments dialog box displays. Select SUSPENSE from the Status dropdown menu and
click Save.

/4 Edit Invoice Cloud Payments x|

Batch Mumber: |771 Import Date: W
Source |D: |r\»1v7 File Diate: W
Account Number: W Expiration Date: IW
State Amount: IW
Local Amount: W
Plate Type: |SFFOR Biled Amount: | $209.20

Decal Numher. |PRINTED Paid Amount: | $209.20
IGNORED

Fermit Mumber: [SUSFENSE

LMNDEFCSITE

Referance: [Customer: JAMES ARTHUR ABBOTT
Tender:  Credit Card

tessage: AFFROWED 772277

Status: (el

Flate Number:

L LI

ErrorbMessage:

%ML Errar: ;I

N
- 0
i

Erint | Sawve | Exit |

Note: If you process online transactions and utilize the Post-It and/or Ticket functionality you may
encounter the category in the validation messages. If the validation identifies one or more online
renewals for which the system has a Post-It, you will be asked whether you wish to include Post-It
validation in the process. If you answer No, Post-Its for online records will be ignored. If you
answer Yes, any online vehicle for which a Post-It exists (either a Flash or a standard Post-It) will
fail lockbox validation. Once the validation is complete, you can use the Edit Lock Box dialog box
to review the Post-It information by clicking on the displayed Post-It icon. If you decide that none
of the records with Post-Its require special handling, simply rerun the validation process and when
prompted whether to include Post-It consideration within the standard validation simply answer
No. Alternatively, you can manually process these records as over the counter with ONLINE set
as the location.

A couple of items worth mentioning:
o The Add Item button is used when an item does not download properly from Invoice

Cloud and you need to add it to the process.
o The Delete Payments button is used when you want to delete old payments.
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o The Printer icon allows you to print a report of lockbox items by clicking on the Printer

Icon. The report can be printed for a specific day or by date range by selecting the appro-
priate radio button. You can use the Sort By section to group like items together. Under the

Display Transactions For there is a dropdown box to assist you in narrowing down the

information that is displayed. The Include In Report section is used to filter items by status.

Assign Inventory and Fee Settle

Inventory, such as decals for motor vehicles and license tags for dogs, need to be entered in order
to be assigned to each renewal.

£ Invoice Cloud Payments

—Fee Settlement

Qty. 2 2013 Double Decal |n103335 -|n10333?

Oty 1 2013 Single Decal [3020774 -|3020774

Double Decal I

Single Decal I

Fermit Mbr I

Dog Tag I

Fee Setile

Ta download the latest Invoice Cloud payments, click Download. Renewals:l 4
To search for downloaded payments, select a file date and click Find Payments. I Bnapzonz vl 2 | ElankAmount:I $662.20
= Posted:l $10.00
Download Find Payments Walidate Add ltem | Delete Payments | Unprocessed:l $652.20
| Ignored,ﬂ'UndepositedI $0.00
Suspended:l $0.00
Account Expiration Billed Faid|Faid Portion | Status Error Message
b |5E7011812 443042012 $10.00 $10.00 [HE]E SlETLEL EDIT
4557413120 443042013 $209.20 $209.20|B READY EDIT
8896913120 443042013 $339.20 $339.20|B READY EDIT
BE34413120 43072013 $103.80 $103.80|B READY EDIT
[ | Open | | Erar [ |Feady [ | FeeSetled [ | Printed [ |lgnared/Suspended/Undeposited

—Printing

Print Batch

Exit

 Tags

To begin, under the Fee Settlement section, enter the decal range for each decal type you are issu-

ing and/or the next available dog tag in your inventory, and then click Fee Settle. For motor
vehicles, the Fee Settle process assigns a decal and/or permit to the renewal, sends it to MAAP,

and generates general ledger transactions to the system, taking the renewals to a FEE SETTLED
status. For dogs, the process applies a tag number to each dog and applies revenue to the system.
Note, nothing is printed at this point.

If an error occurs on an item, continue with the Print Batch process to complete the renewals for
items with no errors. Then resolve the errors and process the renewal using the over the counter

process.
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Once all items have been processed, you should total the following amounts, which should equal
the Bank Amount:

o Posted: This total represents the renewals that you were able to process and print.

o Unprocessed: This amount should always be zero by the end of the process, as items are
only placed in this category until they are posted or changed to a different status code.

o Ignored/Undeposited: Items in this category are usually undeposited items, which consist
of payments processed in Invoice Cloud but not deposited in your bank account yet. These
are items you do not want to process until the money is deposited at your bank.

o Suspended: Suspended is used when there was an error in the renewal process and you
changed the status from Error to Suspended. When an item is suspended, it creates a credit
and either has to be refunded to the owner, or processed as an over the counter renewal
(logged in with the ONLINE location).

Print Renewals

The Printing section allows you to print the Fee Settled renewals and takes the renewals to a
PRINTED status. Next to the grid is a list of printing option, which could consist of tags for dogs,
double and single decals for motor vehicles, and permits for town only registrations. When you
select a radio button the corresponding renewals will display in the grid. To begin printing select
the first radio button and click Print Batch to send the renewals to the printer. Y ou will follow this
process until each radio button has been completed and all renewals have been printed.

Printer errors are usually caused by a printer malfunction or damaged permit stock. When a printer
error occurs, you will need to reprint either an individual permit/dog/registration or possibly the
whole batch. Note, if a printer error occurs, never select Delete payments. There are two scenarios
for printer errors. The first error occurs when you have sent a print batch to the wrong printer, a
power outage occurs during the middle of a print job, or a damaged permit/dog/registration occurs
in the middle of a batch. In these scenarios you will need to reprint the entire batch or a subset of
the batch. The second error is when a single permit/dog/registration needs to be reprinted.

To reprint an entire batch or a subset of a batch you need to change each renewal’s status back to
FEE SETTLED. The status can be changed by clicking on the Edit button next to each transaction
on the Lockbox grid.
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£ Edit Invoice Cloud Payments B x|
Batch Mumber: |71 brripyort Dates |03/19/201

Sourca D (MY File Date: (0371972012
Account Humber. (4657413120 Expiration Date: |04/30/2013

Slata Amount $0.00

Fiata Mumber. Lacal Amaunt: 3000
Plete Type: ! _ Ii
o FEE SETTLED Billad Amaunt: 320920

Decal Humber. |PRINTED Paid Amaunt: $209.20
IGHORED

Permit Mumber, |SUSFEMNSE

UMDEPOSITED

Feterence: [Customern JarES I

Tender.  Credil Camd

Message: APPROVED 772877

Stalus: [

L+ LI

Emar Message:
ML Emror: ﬂ il
sl
- ]
Sy

Erir | Save | Exit

Change the status from PRINTED to FEE SETTLED and click Save. Continue this process until
each renewal’s status has been changed. Click Find Batch to reload the batch. When you reload
the batch, the Print Batch button is enabled. Click the radio button that identifies the year you wish
to print and review the Print Grid.

Important: The Permit Numbers, for Town Only registrations, will not be changed during this pro-
cess. Review the sequence of each permit number in the Print Grid before printing. The sequence
of the permit numbers in the grid MUST match the sequence of the permit stock that is loaded in
the printer.

To reprint an individual renewal, click the Edit button next to the renewal you want to print on the
grid. Click the Print button to launch the Print Registration dialog box.

Most batches can be completed by performing the above steps just once, but there may be times
when the process must be repeated. For example, consider an online batch of 100 renewals. If all
renewals pass validation they will be moved to a status of READY. The READY status indicates
there are 100 renewals ready for fee settlement. If MA AP fails to process one of the records, the
status will be changed to ERROR, while the other 99 renewals achieve a status of FEE
SETTLED, indicating that they are ready to print. The FEE SETTLED renewal records should be
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printed before you attempt to resolve the one failed renewal. This is necessary to maintain the integ-
rity of the Decal sequence and Permit Sequence.

Note: You can access a dialog box from the Registration Lookup screen that allows you to select
vehicle records that were categorized as "Error" or "Suspense" following online validation. This
can save you the time and effort of having to write down a series of numbers for vehicle records to
be reviewed. Go to Motor Vehicle | Registrations | View/Maintenance, click on the lock icon,
and select file date (example 3/1/2012).

Process Over the Counter Renewals

Once you have finished the Invoice Cloud payment process, if you had renewals with an Error
status, you will need to renew them using the over the counter process. For example, the error may
have occurred due to the owners on the title and registrations not matching. This frequently hap-
pens with trust vehicles. To fix the error, dummy a title and then process the renewal. Note, you
must still be logged in with the ONLINE location. There may be errors which you cannot fix, such
as a vehicle already renewed. In this case, you will need to change the status to Suspense and pro-
cess a refund to the customer.

Complete the Deposit

The deposit for online renewals can be added to your final deposit at the end of the day, however,
we recommend creating a deposit just for the online transactions. Keeping the deposit separate
from your daily work makes it is easier for your treasurer/finance department to balance the online
transactions. To process the deposit, click on the Cart icon and select Deposit. The Deposit screen
displays. Use the And Location dropdown box to select ONLINE. If the totals match your reports
from Invoice Cloud, click Deposit to finalize. If not, you will need to find the error, correct it, and
return to complete the deposit.
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End of Day Procedures

At the end of each day, certain procedures must be completed. Depending on the modules you are
using, will determine which procedures you select. For example, if you are a Clerk Browser town,
you will need to complete a deposit only . However, if you are a Clerk MA AP town, you will
need to complete a deposit and a MA AP Financial Closeout .

Deposit

A deposit should be completed at the end of each day. It can be made for each individual teller or
as one deposit for all tellers. The system defaults to All Tellers and All Locations. You may select
to restrict the report by selecting an option from the drop down menus or if you would like the sys-
tem to automatically default to a certain setting, you can change the default settings from the Sys-
tem Settings screen (see System Settings | Default Deposits by User and Force Deposits by User
and Location).

There are two ways to access the Deposit screen: by clicking on the Cart Icon and selecting
Deposit, or by selecting Deposits from the Utilities Menu. When the Deposit screen displays you
will need to decide if you want to make the deposit for an individual teller or all tellers by selecting
from the drop-down list for Deposit Transactions For Teller and making a selection. The totals
shown on the screen will be determined by your choice.

There are three tabs on the Deposit screen: Town (or City), State, and Details. On the Town (or
City) and State tabs, you will see the financial details of that deposit. It displays what you have for
checks and cash, as well as the count on each activity. However, the State tab will not show any
details if you are not collecting money to be deposited into the State of New Hampshire bank
account. The final tab is Details, which displays every transaction you completed as part of the cur-
rent Deposit.
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£ig Deposit x|

Depozit Tranzactions Faor Teller: IALL LI And Location: I,.-_\LL LI Up To: Im M42008 - |
Towr 1 State 1 D etails 1
Checks: Total Checks: 9] $ 14350
Cash Date |Seq |Teller | Location | Check # | Amount | Payor -
0141042008 1| arendj COUMTER 248 $6.50 MARY SMITH =
011042008 1| arendj COUMTER 123 $14.50 BRIDGET JOMES
01.410/2008 1| arendj COUMTER 456 $ 5000 | JAMES JOMES
01./14/2008 1| powersp COUMTER 45 $13.00  TODD ADAMS
01./14,/2008 1| powersp COUMTER 556 $6.50 CHERYL ASHBURM
014142008 1 powersp COUMTER 1234 $13.00 AMDREA SMITH
01./114/2008 1| powersp COUMTER 1367 $3.00 Ak BARDEM
01./14./2008 1| powersp COUMTER 456 $6.50 ALLISON BARRY
01./14/2008 1 powersp COUMTER 1245 $ 2450  CHRISTIMNA BARTON l]
Cash: Total Cash: $ 105.00
Cazh Date | 5eq | Taler | Lozation | Amount | Payor -
01./10/2008 1| arendj COUMTER £ 46.50 | JOHM 5MITH =
01.14./2008 1 powersp COUMTER $ 1950 | MICHAEL ADARMS
01./14/2008 1| powersp COUMTER $6.50 DAMIEL ALLEM
01./14,/2008 1| powersp COUMTER $13.00 JEMMIFER ARCHIBALD
01.14./2008 1 powersp COUMTER $ 650 ROBIN ASHBURY
01./114/2008 1| powersp COUMTER $6.50 DAVIDA SKOOG
01./14,/2008 1| powersp COUMTER $E6.50 ROBERT BEMTLEY
Pririt Previgw Deposit Tomn Boposi *atb Exit
State Deposit: $ 0.00

Press Print Preview to see each receipt in report detail. At the end of the report are totals by activ-
ity, what you took in for checks and cash, and account summary. This report can be printed as
many times as necessary until you make the deposit. It is used to verify and balance before you
finalize the deposit.

To finalize your deposit, press Deposit. You will be asked if you are sure you want to finalize the
deposit. If you want to continue, click Yes. A deposit slip will display on the screen if you have
checked this option in System Settings. (For options on printing, see Printing .) Once you close the
deposit slip printing screen, a Transaction detail report will be displayed. The Deposit and Trans-
action detail report should both be printed and kept for auditing purposes.

MAAP Financial Closeout

The MAAP Financial Closeout function informs DMV of the amount you have processed in State
fees, as well as the breakdown of the tender summary (cash, check, short slip) for a single days
work. This function is only used by our On-Line Motor Vehicle users and is required by DMV to
be completed at the end of each business day.

MAAP Financial Closeout is performed after you have balanced your DMV drawer at the end of
the business day. The Deposit Report (see Deposit) will verify the amount you collected in DMV
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funds and should match what you have in your cash drawer. To verify the amount with what was
transmitted to DMV, select Cart | MAAP Financial Closeout. The MA AP Financial Closeout
screen displays showing the amount collected for each tender type.

% MAAP Finandial Closeout ) x|

The tender amounts below should match your cash drawer. If they do not match, enter the tender
amount in your cash drawer. A supervisor override is required by the DY business office.

— State Tender Summary

Electronic Transtar:

—Location

|ALL ~|

Cash: I 0.0
el I - — State Cash Drawer Option
Trawelars Check: 0.00

I
L
ma
=

I_ MNew cash drawer to be used today

Credit Memo Payment: 0.00 —Boat Accounting
Cash kail: 0.on Enter the tender type totals (Cash, Check) for
each transaction thatwas Fee Settled as an
Credit Memo lssued: 0.00 online Boat Agent
Refund: 0.an H-twpe: I
Shortslip: 0.00 Checlk: I
Bypass: 0.00 Shorslip: |

Print | Next Exit

The figures shown should match what you have in your State cash drawer and if not, you will
need to enter the actual amounts collected. If you need to enter an amount that differs from the
State figures, you will be prompted for a Supervisor Override to complete.

A few items worth noting:

o The State Cash Drawer Option - New cash drawer to be used today check box is only used
if you need to close your drawer and reopen to process more work. This is typically only
done when DMV wants you to close out and start with a new cash drawer. By selecting
the check box you are telling DMV that you will have two financial closeouts for one day.

o The Boat Accounting section is used to enter the amounts you collected as a Boat Agent.

When all the information is correct, select Print. This will display a report with the information
associated with your MA AP Financial Close Out. If you forget to print the report, you can reprint
it report at any time by going to Reports | DMV Financial Closeout.

After printing the report, select Next to send the information to DMV. A message will display stat-
ing the closeout completed successfully.
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Cart Maintenance

Cart | Cart Maintenance allows the Clerk to view and correct information on processed trans-
actions. Through Cart Maintenance you can process a returned check, correct a customer's pay-
ment type, and void a cart or individual transaction, as well as functions to edit the payment

mformation on a cart.

G Avitar Clerk

Ele  Utiities Beports Help

=101 x|

= — =
il Enter values on which to search:
%0 Cash Dale Check Number  Teleillr Lozation Shabus Last Mame
EE | "E ] EI [Fnaized 3 |
K PapoiM ame LocationDesc CazhDale| 5Sequence|Check Number
CHRISTIMNA BARTON POAEIER 011442008 1{1245
Dogsz ALLISOM BARFYT = |COUNTER 01./14/2008| 1/458
AT BARDEN |powenzp |CounTER | 01414/2008 | 11357
4 RORFRET HFRTI FY NOLAUREEnN COLKNTER M1 A144200H 11 j
kﬁ Segich Cloze
Sevices
Cark | T owm Papmerts T Siate Papmenis Cart Tranzachore | Betumed Checkz |
Cast Cagh Date / Sequence.  01/14/°2008 1 Daposit Humber:
Locatiore. COUMTER Depost Date:
M&AF Batch Mumbser Cait Tppe:  MORMAL
Payo Neme:  [CHRISTIMA BAATOM Tellerid  POWERSP
Fayer Frone | Status.  FINALIZED
Void Cart Update Casty Drate | Piirit Receipt Save Payor |
| Diffine MA Piint 01/14/2008 Cash 01/14/2008 | powesp | COUNTER I

Once the Cart Maintenance screen displays, you can search for a cart by Cash Date, Check Num-
ber, TellerID, Location, Status, or Last Name. Once you have searched and selected a cart in the
grid, the results will display the information spanning five distinct tabs; Cart, Town Payments,

State Payments, Cart Transactions, and Returned Checks.

Void Cart vs. Void Item

Voiding a cart is used when you want to void all the transactions in the cart. If you had five regis-
trations in the cart, all five would be voided. Voiding a transaction is used when you only want to
void one item in the cart. Using the above example, if you have five items in the cart, voiding a
transaction in the cart will void one item and leave the other four. Note, whether you are voiding a
single transaction or an entire cart, if a motor vehicle transaction is involved, you must get per-

mission from DMV before you proceed.
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When voiding a transaction or an entire cart, you will go to Cart | Cart Maintenance. Search and
select the cart. It’s usually easiest to find a cart by typing in the customer's last name for the search
criteria. When searching by last name, the grid will display any cart for customers with that last
name, with the most recent cart listed first in the grid. Once you have found the owner, verify that
you have selected the correct cart by selecting the Cart Transaction tab. This will display the
details of each transaction in the cart. To process a void, follow one of the processes below.

Void Cart:

Void Cart will void an entire cart and allow you to return the payment to the customer. Note, you
cannot void an entire cart if the cart has been deposited. Once you void a cart, all transactions asso-
ciated with that cart will be reversed. Void Cart is commonly called a “same day/same teller void”.
Once you have found the cart you want to void, select the Cart tab and select Void Cart.

Void Item:

Void Item is used when a cart has been processed with multiple items and you need to void a
single item in the cart. It is also used if you need to void the entire cart but the cart has already been
deposited. Voiding an item can be done whether you have completed the deposit or not, however,
your options are limited once you have processed the deposit.

To void an item, select the Cart Transactions tab. Next to each item in the cart are three icons. To
void an item, click on the Void icon “V”. A Void Confirmation Dialog box displays.

4 \osld Confirmsation = 0] x|
Do not use when processing returmed checks,
Towr Ratum Dpfans | Stote Figtum Opfians
¢~ Crediol 16660 " Credit Peymenl of $42 B0 to Toen.
" et Foyment of §165.50. " Fighan Poymzet of $9960.
" Lerws Fayment of $44 60
(Epoeovel om Belp Desk Regared)
i Resaon
! [
Apply Crecit To
Lt Mern e fEusiness Firsl Merng Kl Sullix Cezte of Bith
[erin GECORGE F ic/07,4380 &
— Iveriany Ciplinns
[ Bmlurn Decals o Imaentony [~ Rt Femnit Murnber o hrvenizo
[ Fizhim Sleias 1o Imsantarny [ | R Diog Tan da | meanioes

[ Fiaturn C1a Mumbesia Iraentoss

Concel Waid ‘

You will have a Town Return Options section and a State Return Options section if the item you
are voiding is a motor vehicle transaction. Otherwise, you will only see the Town Return Options.
The return options are very important if a registration is involved, as you need to select the option
that DMV stated they were using on their end. The options will also vary depending on if you are
a one check municipal agent or a two check municipal agent. The following is a general guideline
on when to use each State Return Options (for one check municipal agents):
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o Credit Payment of $xx.xx to Town: This option will leave the money in your deposit,
void the item, and allow you to use the credit for a future transaction.

o Return Payment of $xx.xx: This option is only available if the cart has not been deposited
and you want to return the payment to the customer. Keep in mind that DMV rarely will
allow you to use this option, as they feel that once you have endorsed the check, they want
you to use the Credit Payment option.

o Leave Payment of $xx.xx: This option leaves the amount in your deposit and is com-
monly used in a one check environment, as the money has already been transferred to
DMV, so needs to remain in your system.

Once you have selected your Return option(s), if you need to put the decals and/or plates back into
your inventory to use on another registration, click in the boxes under Inventory Options. Y ou will
need to either enter a reason for the Void into the Void Reason text box or use the dropdown box
to select a reason. Once you have made all your selections, click Void.

Cart Tab

The Cart tab displays the status of a transaction and allows you to update certain information, such as the Payer
Name and Phone number. It shows the Cash Date, Deposit Date, and Deposit Number of the selected trans-
action. While on the Cart Tab, you can void a cart, update the cash date, print a receipt, and save the payor
information you changed.

Void Cart
(SeeVoid Cart vs. Void Item)

Update Cash Date

The Update Cash Date selection in Cart Maintenance allows you to change the cash date of the
transaction to today’s date. This is most commonly used when the Cash Date was changed to enter
a prior day’s work and never was changed back to the current date once the work was entered. To
update the cash date, go to Cart | Cart Maintenance.

Print Receipt

Print Receipt in Cart Maintenance is used to reprint a receipt for a customer. To reprint a receipt,
go to Cart | Cart Maintenance. To find the cart, you can search by Cash Date, Check Number,
Teller, Location, and/or Last Name of owner. It is usually easiest find the cart by typing in the cus-
tomer's last name and clicking Search. This will display all carts for customers with that last name,
with the most recent cart listed first in the grid. Select the cart from the grid and verify that you
have the right cart by clicking on the Cart Transaction tab, which gives the details of each trans-
action in the cart. Once you have the cart selected, click on the Cart tab and select Print Receipt.
A message will display asking if you want to print a detailed receipt. If you click Yes, a full page
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receipt will print with an itemized list of fees paid for each transaction in the cart. If you click No, a
standard receipt will be printed.

Save Payor

The Save Payor selection allows you to update the Payor Name and/or Phone number on the
screen if the wrong name was originally entered. Once you change the Payor Name and/or Phone
number, click Save Payor.

Town/City Payments Tab

The Town/City Payments tab shows the details of town payments including payment method,
check number, and amount. If you entered a transaction as cash and it should have been a check,
you can click on the Edit Tender Types/Amount button, correct the error, and click OK. This tab
is also used if you need to endorse the back of a check.

Cart ] TownPayments |  StatePapments | Cart Transactions | Retumed Checks |
Favment tMethod: Checki# Armaunt
|CHECK. ~| o33 [ 40980
| < | [ ow
| < o

Credit: I .00
Shart Slip: I 0:00

Frint Check Endarzement Edit Tender Tepes / Amounts

State Payments Tab

The State Payments tab shows the details when payments are made to the State, including payment
method, check number, and amount. If you entered a transaction as cash and it should have been a
check, you can click on the Edit Tender Types/Amount button, correct the error, and click OK.
This tab is also used if you need to endorse the back of a check. Credit Memos/Refunds/Short
Slips can also be reprinted from this tab.
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Cart |  TownPaymertz: | State Papments |  Cat Transactions | Retumed Checks |

Faument tethod: Check# Amount
|cHEEK R I =l [ 1z
| =1 | [ oo
| =1 | [ oo
Credit Spplied: 000

Shaort Slip: I 0.00
Credit |zzued I 0L.an

Frint Check Endarzement Edit Tender Tepes / Amounts | Frint Credit M emar/Refund/Shartslip

Cart Transactions Tab

The Cart Transactions tab shows each transaction in the cart. From this tab, you can void a single

transaction, reprint a document, or view the details on the transaction.

You can Void a single transaction under Cart Transactions or all the transactions under Cart. The
difference in voiding a transaction under the Cart Transactions tab and the Cart tab is how the trans-
action is handled. Under Cart, voiding the cart can only be performed if the deposit has not been

finalized and it takes the money out of your deposit amount. Deleting a transaction in the Cart

Transaction tab can be performed whether the transaction has been deposited or not. In this case,

the void transaction will process the void, but create a credit in the system. This will leave the

money in your deposit as a credit and can be used by that customer at a future date.

[ Cat | TownPaments | StaePayments | Cart Transactions | Aetwned Checks |
1 DMV — NEW $477.82 tf)
GREYDON I
Yehicks: 2006 CHEY YIN: 1GCJE3006F 21 8578 .ﬁl
Plate: IS S Decal 1211625 [2009) =]
#2 DMV - RENEWAL $ 1450 m
GREYDON I
Wehicle: 1985 HOMDE WIN: 108651 ﬁ
Pl T RA Drecal: 5134632 (2005 ﬁ;
#2 TCS - LANDFILL/BEACH STICK $1.00 _@j
GREYDOM I
PLATE #: I STICKER #: 5374 ﬂ -
=kl

To void a transaction press the Void button ﬁj and the following screen will display:
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@ void Confimation =

[do not use when processing returned checks
Retuen Ophorns

% Coodt of 360000 [Town any] I~ - Hetan Stafe Fayment of 84 220,

C  Hetorn o Fapmers oHf=0.00
Woud A=ason
| EEEIATE - |
Apply Credt To
Last Hame / Busnesz  First Name Ml GSufie  Dabe of Brth

[BETTY ||

— I rreanitony Optiohs — —_—
[ Retum Decals o frmentony [T Fatum Peaimit Mumbes to lnventong
™ el Plates 1o Irvertany [ Belun Dog Tag o rmenton

[~ Rebum CT4 Mumber bo Inventone

Cangel ool

Note the section for Inventory Options. By checking the box, you have chosen to return a Dog
Tag, Decal, Plate, CTA Number, or Permit Number to Inventory, allowing you to use them for
another customer.

When you Void a transaction that has not been deposited, you have two Return Options radio but-
tons. The first is to leave the payment as a credit for a future use. The second, Return Town Pay-
ment, is to return the payment to the customer. If you have finalized the deposit, the only option
available is to leave the payment as a Credit.

Returned Payments Tab

Returned Checks tab is used to process a check that is returned for non-sufficient funds. Once you
process the returned check, the transaction will reflect on today’s deposit journal and the reversal
amounts will be reflected on the Account Summary report. To process the returned check, select
this tab, click in the check box next to the check amount, then press the Process Returned Check
button. A message will display stating that a NSF charge can be added to the Owner, so the next
time they try to process a transaction, the NSF charge will display in Fee Settlement. If you would
like to add the NSF charge to the owner, select Yes. The Owner Maintenance screen will display.
In the middle of the screen is a box labeled Pending NSF Check Charges. Use the drop down list
to choose how many NSF Check Charges this Owner owes your office and click the Save button.

The Owner Lookup button —I allows you to search for a different owner if there are multiple
checks on the transaction.
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1450 RENEWAL —_
$1.00 LANDFILL/BEACH STICK

Cat | TownPayments | StsfePayments | Cant Trapsactiorns | Retumed Checks |
Credits |szued 0o P ; 409.50
it = e > Select the Retaned Checklz)
Reazon | Amount. | Tender | Amount] Bef. Number |
CHECK, $409.50 0g38

Last Mare / Business M| Ol D

I .

Jouma Tranzactions Firzt B ama Suffix  Diate of Bith
TiansT otal] Tupe |GREYDION | el
477 82 MEW

All Tranzactions in this Cart will
be voided

$42. 50 RENEWAL

Process Relurned Chack |

Returned Payment Process

The Returned Check process can be used for any or all of the following procedures:

Flag owner with a NSF check charge and/or message.

« Void a transaction from the system reversing all fees associated with the transaction.
Creating an Administrative Complaint. (Can only be created after the registration has been
Voided.) RSA 261:156 Collection of Insufficient Fund Checks.

Processing the Returned Check fee and/or processing payment of original fees.

Y our Returned Payment policy will determine whether you use any or all of the procedures. The
following instructions include all the processes listed above. If you do not want to follow every pro-
cedure, go to the procedure you want and follow the instructions.

Note, if you are voiding the returned payment, the reversal amounts will display in today's depos-
its. If you want your deposit at the end of the day to just be the actual work you did for the day and
the Account Summary for Fee Transactions to match your deposit total, you will want to follow
one of the following procedures:

o Create a User ID that will only be used for Returned Payments. After Voiding the trans-
action, create a deposit.

« Void the transaction before you begin the day’s work. After Voiding the transaction, create
a deposit for just the voided transaction.

« After creating your deposit at the end of the day, Void the transaction and create another
deposit for the Voided transaction.

The key to all three options above is to make sure you create a deposit for just the Void of the

Returned Payment. This will create a deposit report of just the reversal of the fees and separate the
transaction from your daily work.
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Flag owner with a NSF check charge and/or message

When a check is returned, the owners account should be flagged stating a returned check is
pending for this individual. This alerts all tellers in your office that a returned check is outstanding
and further action is needed before processing a new transaction for this individual.

To process, go to Cart | Cart Maintenance. Search and highlight the transaction. Click on the
Returned Checks tab. Click on the View Returned Check box.

o]

File Utlities Reports Help

o rEnter walues on which to search:
b Cash Date Check Humber  Tellerl D Location Statuz L ast Mame
[+ [ [ = | |Finalized =l
Pavart ame TelledD LocationDesc CashDate| Sequence|Check Mumber
S oolzey |COUMTER 2 204
Cart PaTRICIA WOOLSEY woolsewp COUMTER 24159/2008 13

Search | Cloze |

Cart T City Payments T State Payments T Cart Tranzactions T Returned Checks I

Credits |zsued $0.00 Payments $132.90
rSelect the Returned Check(z]
Feazon | Amnunt| Tender Armount|  Bef. Humber |
CHECKE 132.90 4
2 [~ $13290
Last Mame / Business Ml Dwner D
JwOOLSEY |F |415649 éi
Joumnal Tranzactions First Hame Suffis  Date of Birth
TransTotal] Tupe Payor || [PATRICIA | |03419/1970
132.90| MEW PATRICIA WOOLSEY
: All Tranzactions in this Cart will
be woided.
Wiew Returned Check Fiocess Aeturmed
Check
| \MASP Online | Print: 2/19/2008 | Cash: 2/19/2008 | woolseyp | COUNTER y

A message displays asking if you want to review the owner and/or flag the owner with returned
check charges. Click Yes to display the Owner Maintenance screen. From the Pending NSF
Check Charges drop down box, select 1 if this owner has one outstanding NSF check charge or
select the number of outstanding check charges for this owner. You may attach an Owner message
by selecting from the Msg 1 drop down box under the Notices section. This will display a message
each time a transaction is processed for this owner.
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x|
Owner's Mailing Address T Legal Address ]
Lazt/Buziness Mame First bl Suffis Date of Birth |0 Sex Co
Namne: [wOOLSEY [FaTRICIA [F | j0311941970 | 41569 F B
Street: [PO BOx 1000
C/S/Z/C  [CONCORD [wH =]fozam— fos
Phore: |EI:|3-23I:I-3EEE Fam: | E rnail: |
Militan: [ Residency: v Inactive: [ Pending MSF Check Charges: |0 vl
Hardicap: [ Deceased: | Fleet: [0
Ezﬂ__
— Muotices K] —
4
Msg'l:l j Mote 1: | 5 S
B
& l j 2 | 7 -
3 I j EH |
Comments: |
Save E zit

Once all the information is complete, click Save. A message displays stating the information has
not been sent to DMV. Click OK to display the returned payment information report, which will
give you detailed information on what has been affected by this returned check. Print the report.

Processing the Returned Payment

Processing the Returned Payment reverses the transaction and all fees associated with that trans-
action. This action is usually taken after a certified notice has been sent to the owner and they have
not responded.

To void a transaction, go to Cart | Cart Maintenance. Search and highlight the transaction. Click
on the Returned Checks tab. Under the section Select the Returned Check(s), click on the check
box next to the check you are voiding and click on the Process Returned Check button.
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File Utilities Reports  Help

-y rEnter values on which to search:
[k Cazh Date Check Humber  TellerdD Loc:ation Statusz Lazt Mame
4% [ | =l | |Finalized =l
PayarM anne LocationDesc EashDate Seuence Check Mumber
|COUMTER 2
Cart

F'ﬁTF!II:Iﬁ WOOLSEY

Search | Cloze |

Cart i City Payments | StatePayments | Cat Transactions | Retumed Checks I

Credits |ssued $0.00 Paymentz $132.90
rSelect the Returned Check[z]
Feason | .-’-‘«mount| Tender Amount| Fef. Humber |
CHECK. $132.90 4
Lazt Mame / Buziness OwnerD
IWDDLSEY I I 41569 |
Journal Transactions First N.ame Suffis  Date of Birth
TraqSST;lS‘El Lﬁéﬂ\i E;}';'DFIIIEIA WOOLSEY | IPATHIEM I A
i All Transactions in this Cart will
be voided.
Wiew Returmed Check Process Retumed
Check,
| \MAAP Online | Prink 2/19/2008 | Cash 2/13/2008 | woolseyp | COUNTER y

A message displays warning that you are about to void all the transactions in this cart. Click Yes to
continue. The next message to display is asking if you want to review the owner and/or flag the
owner with returned checks charges. If you followed the procedure to Flag owner with a NSF
check charge and/or message, click No. If you did not, click Yes to display the Owner Main-
tenance screen to update the Pending NSF Check Charges and Owner messages.

Creating an Administrative Complaint

An Administrative Complaint is used when an owner has not paid the returned check, a certified
notice was sent to the customer regarding the returned check, and you now want to notifty DMV so
they can suspend the owner’s registration and plates. Y ou cannot create an Administrative Com-
plaint without having processed the Returned Check through Cart Maintenance.

To create an Administrative Complaint, go to Utilities | System Administration | Administrative

Complaints. Click on the New Complaint button to advance to the Cart Lookup with Returned
Check(s).
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f& Cart Lookup with Returned Check({s) ﬂ
Select a payor to specify which Cart will receive an Adminizstrative Complaint.
— Enter full or partial value on which to zearch:
Payior: | Cazh Date: I it Check #: I
Payor Mame | Check Mumber | Check Amount | Cash Date | Deposit Date | Payor Phone [Tell o
PATRICIA WOOLSEY _ 4 [$132.90) 02/49/2008 B03-230-3666 wor_|
PATRICIA WOOLSEY _ 3 [$140.00) 0249/2008 B03-230-3666 WL
GINGRAS ERICT _ 245 [$33.70) 02A18/2008 | 02/19/2008 | 603-000 WL
I L|_I

Search Select LCancel

Records Found: | E

This will display all returned checks you have processed in the system. Search and select the

Payor. A message displays asking if you want that owner as the respondent for the Administrative

Complaint. Click Yes to advance to the Administrative Complaint screen.
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fa Administrative Complaint Maintenance x|

— Petitioner

M arne: ||:it_|,| of Concord, MH - Treasury Division

— Rezpondent

Mame:  [PATRICIA FwOOLSEY Date of Bithe {03,19,/1970
Stest: PO BOX 1000

C//2/C: [CONCORD [nr =] [o3301 [us

Drate of Tramsaction: Im
D ate of Maotice: M
Drate of Complaint: Im
Check Amount: IW

Reazan; Iinsufficient fundz j
Perrnit Mbr: |EE??DE?

Exit

Fill in the date you mailed the certified notice in the Date of Notice text box. From the Reason drop
down box select whether the check was returned as account closed or insufficient funds. Click
Save. Print the notice that displays on the screen.

Process the Returned Payment Fees/Add'l Revenue

The Pay Returned Payment Fees/Add'l Revenue process serves several purposes: to process the
payment of a returned payment fee, to enter the voided motor vehicle revenue back into the system,
and to enter additional revenue.

The returned payment fee and the voided motor vehicle revenue process are used when the cus-
tomer pays for their returned payment. At the time the payment was returned, if the registration was
voided in the system, all fees associated with the registration would have been reversed. Therefore,
they will need to be reentered to make your accounting balance. However, you cannot enter
another registration because DMV did not reverse the registration on their side. In order to put the
revenue back into the system, without processing another registration, go to Utilities | System
Administration. Under the Motor Vehicle section, select Pay Returned Payment Fees/Add'l
Revenue. Search and select the owner. Use the Service dropdown box to select MV Revenue.
The service fee total will display as all zeros. Once you click Next, you will be prompted to enter
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the amount of each fee for this transaction. (If you do not know the fees, cancel the process and go
to Cart | Cart Maintenance and reprint a detailed receipt.) Once you have finished entering the
amounts into the text boxes, you will advance to fee settlement.

To process the returned payment fee, you will follow the same instructions above, except from the
Service dropdown box, and select Returned Payment. The service fee total will display the
amount you have set the system to charge for a returned payment.

The final option was added to assist you in entering additional revenue into the system. For
example, you processed a registration the previous day and deposited the funds. Then you realize
the list price was incorrect. You contact the customer who sends in the difference owed. In order to
account for the additional fees, without processing a new registration, you would use the same pro-
cess above by selecting MV Revenue from the Service dropdown box and entering each fee as

prompted.

Ko Avitar Clerk

=10l |

File Utiities Reparts Help
—. | Avitar
L
5 Mailing Address T Legal Address ]
L ast/Business Mame First Ml Suffi Co
Owner  [wWOOLSEY [PaTRICA [F | r @
Strest PO BOX 1000
Cart I
£/5/Z/C [CONCORD [MH wlfozam Jus
I Service Type Service Fees
Service: IADMINISTH.&TI\-"E COMPLAINT ;I REGISTRATIOM FEE 0oo)
TRAMNS ADMIM FEE 0.00
WASTE ADMIN FEE 0.00
PERMIT FEE 0.oo
0.oo
X
X 0.00
Enter Fee Amount for REGISTRATION FEE: oK | 0.00
Cancel |
0.00
125.00 5
Exit Mext
At P Onlire Frint; 2/19/2008 | Cash; 2/19/2008 woolzeyp |EEIUNTEF! 4
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Credit Maintenance

Credit Maintenance is used to view, edit, refund or write off an existing credit in the clerk system. A credit is
created when a customer overpays the amount owed for a cart or when a cart is voided after deposit (see Cart
Maintenance | Void Item). Once a credit is created, the next time you process a transaction for that customer, the
credit will applied to the cart at fee settlement. However, if the customer wants the credit refunded, you will
need to process the refund using Credit Maintenance. Select Utilities | Credit Maintenance. The Credit Main-
tenance screen displays.

/& Credit Maintenance J x|
—Search
Last/Business Mame First kI Suffix
I_ I IUnappIied LI
Apply 1D Credit Amt Applied | OwnerLNme Ownertme Charnerhd |A|
14312 $260.20 $.00 |NEFAB PACKAGING IM
09GYEB20< $45.00 $6.50|GADDY ELLIOT
12F1J42291 $45.00 $.00|FABERI JOETTE G
mz $100.00 $.00 |FADDEM THOMAS

125HAR2T7 £1.00 I ALAN DALE

Search |

—Recipient /Apply To

Apphy 1D Last/Business Name First Ml Suffix
[125HAB2171 [SMITH ALANDALE [ | g{,|
Motes

Auwailable Credit: I $1.00 Fefund Amount: I $1.00

Save | Eefund Cash | Fefund Check Write Off | Exit |

To search for a specific credit, use the Last/Business Name text box to enter the name the credit is listed under.
Use the dropdown box to narrow the screech criteria to Unapplied, Applied, or All. Unapplied are active cred-
its, Applied are credits that have been refunded, written off, or applied to a cart, and All will display every
credit. Once you have criteria, click Search. The results will display in the grid. Click on the credit in the grid
to highlight your selection. This will populate the Recipient/Apply To section, as well as the Available Credit
field. There are several options:

« Change Recipient/Apply To: Credits are associated with an owner’s ID (driver’s license number). For
example, a couple mails in their two vehicle registration to be renewed. One of the vehicles is
registered in the husband’s name and the other in the wife’s name. When you process the cart, you real-
ize they have written the check for more than what they should have. If the first registration you
renewed was for Smith John and the second was for Smith Mary, the credit will be associated with
Smith John. If at some point the couple comes in and wants to use the credit to register another vehicle
under Mary’s name, you will have to change who the credit is associated with or the credit will not be
automatically added to the cart. To change who the credit is associated with, go to Ultilities | Credit
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Maintenance and select the owner in the grid. The Recipient/Apply To box will display who the credit
is currently associated with. To change, simply select the owner lookup button to search and select the
correct owner. Click Save to apply the change.

Save: The save button will save any changes you have made to the credit, such as changing the Recip-
ient/Apply To.

Refund Cash: Refund Cash is only available if you have entered an amount greater to zero in the Cash
Back Maximum text box under System Settings (Utilities | System Administration | System Options |
Town Settings tab). This function is used when a customer writes a check for greater than the amount
owed and you want to give him cash back out of your drawer. Note, if you refund cash from your cash
drawer and you have not taken any cash in for the day, you will not be able to do a deposit at the end
of the day, as you would have a negative cash amount in your drawer.

Refund Check: Refund Check is used when the customer wants the money back. When you select
Refund Check they system will prompt you to enter a note indicating the reason for the refund. This is
where you can enter the refund check number or a note indicating the customer requested the refund.
Write Off: Write Off should only be used when a credit was issued in error. Be aware, this will not take
it out of your deposit, as the system assumes you took in the money and have decided to keep the
money instead of giving it to the customer.
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Change Password

Select Utilities | Change Password. You may only change the password for the user who is currently logged in.
Remember passwords are case-sensitive and must contain at least 7 characters.
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Location

In Avitar Clerk, the Location is used to tell the system where the transactions you are about to pro-
cess originated. For example, the location of LOCKBOX tells us that the transactions you are pro-
cessing came in through a batch file from a financial institution; a location of ONLINE means the
transaction originated from the internet; a location of COUNTER tells us that the transactions are
being processed in your office. This is very important, as the Location also determines how trans-
actions are processed; therefore, the options available to you will change with your selection.
Below is a brief description of each location:

o Lockbox: Lockbox is used to process multiple renewal registrations through a batch file pro-
duced by an outside processing center. Typically this process begins with a renewal notice
containing a unique Lockbox ID mailed to your customer. The customer returns the notice
by mail with the required fees to your bank’s PO Box, which processes the registrations,
deposits the funds into your account, and creates a file to be mailed to you. The file is impor-
ted into our system and registrations are generated.

e Online: Online, is very similar to Lockbox, except instead of your customer mailing checks
with the renewal file to a PO Box, the bank receiving payment and subsequently creating a
payment file, the customer goes online using our PCI compliant service. They pay by cred-
it/debit card or ACH. The funds collected are electronically transferred to your bank
account, and a file can be downloaded daily and registrations are generated.

o Counter: Counter is used to process all work generated in your office by customers walking

in to process their transactions, or simply by mailing the information to you directly for pro-
cessing. Each transaction is handled manually, in that you must enter each transaction.
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System Administration

The System Administration screen gives you options to update information specific to each module or in gen-
eral to affect all modules. You can add or change a user in the system, update the information on your Muni-
cipality, and add messages to either an owner or a teller. It is also where you can maintain your credits and
update your inventory. This is where you set up the information you need to perform your tasks as a clerk in the

system.

Below is the main System Administration screen which you can access by selecting Utilities | System Admin-

istration:

Fde Avitar Clerk B

File  Ltilities Reports  Help

=101 x|

System

Administration

Motor Yehicle:

ﬂ System Settings:

Dogs Users Setup...
Systern Options...
‘;@‘D Account Humbers...

éervices Credits. .

Short Slips

Teller teszages

Cart Owner Messages

Dog Licensing:

Fees.
Dog Tag Inventary...

Town Clerk Services:

Services..

Fees.

Decal Inventory. .
Flate lnventony...
CTa& Mumber [nventory. ..

Fermit Murnber [nwventary..

Wehicle Setup...
BedBool..

Fees..

MAAP Supervisors
Returned Check
Administrative Complaints. .

Erinter Setup...

Offlire: P&

! Frint: 02/05/2008 | Cash: 02/05/2008 | arendj

COUNTER

Users Setup

Users Setup allows you to add, delete, or modify users, teller locations, and workstations. To
access the Users Setup screen, select Utilities | System Administration | Users Setup. The Users
Administration screen displays with four options: Users, Teller Locations, Workstations, and Loca-

tions Codes.
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Users

To add, modify or delete a User select Utilities | System Administration | Users Setup | Users.
A list of current Users and their Group (their level of security) displays. To add a new User, click
Add. A text box displays for the new Users name, which must be between 5 and 20 characters in
length. Once you have typed in the Users name, click OK. The Privacy Agreement displays.
Every User must have Privacy Training. If the new User has had Privacy training, click on the
check box and select the I Agree button. If the User has not had training, click on the I Disagree
button and add the User after they have had Privacy Training. By clicking on I Agree, the Add
User screen displays. From the User Group drop-down list, select the Level of security for this
user. You can also choose to set them up with Supervisor rights, which gives the User full access
to the system. The next step is to choose which modules this User will have access to by clicking
on the check box next to each module. Finally, the User must enter a password in the text box and
again in the Confirm Password text box. The password must be at least 7 characters in length.
Once all is complete, click Save.

_(of x|

—Add User “SHITHJ"

|zer Group: I ;I

Debug Option; [

|IP Address: I

Enable Modules: [~ Matar Yehicle [T MAAP User
[ DogLicense

[ Town Clerk Services

Password: |

Confirm Password: |

Save | Cancel E xit

To modify or delete a User, from the Maintain Users screen, select the User and click Modify. The
information for the User displays. To Modify the User, make the changes in the appropriate fields
and click Save. To Delete the User, click Delete.
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Workstations

Workstation is used to tell the system what Permit and CTA Numbers you are using on this spe-

cific computer. It also is where you specify where you want your documents to be printed to. This
is usually set up at the time of installation, but can be reconfigured at any point. To change a Work-

station setting, from the main menu select Utilities | System Administration | Users Setup |

Workstations. The Workstation Maintenance screen displays. Make any change necessary in the

text boxes and click Save.

x
Wiorkztation: Permit Mumbers;
Select Workstation: I\-"HD2D vi Mest in Senies: |E4581 a3
Mozt Recent User: Iafendi Last in Senes: |E45842D
CTé Numbers:

Mext in Series: |1 12929
Lazt in Series: |1 312950

Printers
Printer Location M Az Y Axiz
Repots: | jo i
Receipts: [futo HF Laserlet 1300 PS on deputy] [0 fo Twpe |CutSheet ¥
Titles: [%\deputyl sLexmark Forms Prirter 2430 [0 |3
Registrations: |\deputy\Lexmark Forms Printer 2480 e |s v Use Cut Shests

DY Farms: |4deputy\Lesmark Forme Printer 2480 o [
FOS: [\sdeputyl SLesmark Forme Printer 2450 i [

Dog Licenses: I.-’-‘«utc- HPF Lazeret 1300 PS5 on deputyl

Enit Save

System Options

System Options is used to update information specific to your Municipality. When you select Util-

ities | System Administration | System Options the System Settings screen displays.
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Za System Settings =10l x|
Town Setings | Motar Vehicle Sett\ngs' Dog Licensing | Database
Town Name: |ANYTOWN Fee Setilament :
Address: (85 hain 5t Allow Use of Hold Cart Option: [+
Zip Cade: |D3554 = I Require Payor Phone Number: [~
Additional Town Mame: ICTR ANTTOWMN Auto Populate Payment Amount. [w
Additional Zip Code: ID3814 g I Suppress Receipt Prompt for Checks:  [v
Additional Town MName: IWEST ANYTOWMN
Deposit Reports:
Additional Zip Code: |[|3554 ® I
Type Of Municipality: ( City @ Town Use DepositSiips: [
O R I—E Treasurer Signature on Deposit [
) Default Deposits By User. [
Fiscal Year |2013
Force Deposits By User and Location: [
First Day of Fiscal Year: I l
¥ L Sort Acct Summary by Acct Mumber [
Bank Account Number: Iagmgs?
Check Endaorsement Account: Iggmgs?
Check Endorsement Label: I
[ Suppress Printing "For Return ltems" an Check Endarsement
Feport Heading: IAny‘tDwn|TDwn Clerk
Server Backup Directony: IC.\A\/itaH\MSSOL\Dﬂta |
Cancel | Save |
Exit

The tabs that display across the top may be different from one town to another, depending on
which modules are enabled in your system. Most of the information in the System Settings is set up
for you at the time we created your system; however, you can update the information at any time.

Town Settings Tab

The Utilities | System Administration | System Options | Town Settings tab allows you to con-
figure many of the settings used by Avitar Clerk. Many of these values are self-explanatory (e.g.
town name and zip code). Others are highlighted below.

Fee Settlement This section is used to turn on/off options you want to see when on the fee set-
tlement screen. To enable a selection, click in the checkbox. A check mark in the box means the
process is enabled. The following options are available at Fee Settlement:

o Allow Use of Hold Cart Option: Selecting this checkbox allows the use of the Hold Cart at
fee settlement. For more details see Hold Cart.

o Require Payor Phone Number: Selecting this checkbox will require the customer’s phone
number be entered before you can fee settle the cart.

o Auto Populate the Payment Amount: This selection will fill in the Amount text box with the
total due for the customer. If you do not select this, you will need to type in the amount
manually.
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o Suppress Receipt Prompt for Checks: This selection will allow you to suppress the receipt
prompt if a customer pays with a check.

Bank Account Number and Check Endorsement Account Use the text boxes to enter your
Town’s bank account number. If enabled, the account number will print on the Deposit Slip and
the check endorsement account will be print on the back of the checks made payable to your town.

Suppress Printing “For Return Items” on Check Endorsement- The Suppress Printing “For
Return Items” is an option regarding the endorsement of checks and will allow you to suppress
“For Return Items” from printing on the endorsement.

Cash Back Maximum - Cash Back Maximum is used when a customer writes a check for more
than the amount due and you choose to give them back cash from your drawer instead of making
them write you a new check or wait for a refund. Note, if you have not received any cash for the
day, the system will not allow you to make a deposit, as you cannot make a negative cash deposit.
To specify the Cash Back Maximum, enter the amount allowable in the Cash Back Maximum text
box. If you do not enter an amount the system will not allow you to give cash back.

Fiscal Year and First Day of Fiscal Year - The Fiscal Year and First Day of Fiscal Year is set at
the time of installation and will change automatically.

Report Heading — The Report Heading text box allows you to specify what will print in the head-
ing of each report. For example, you may want the heading to read Anytown Town Clerk or
Anytown Office of Town Clerk.

Server Backup Directory - The Server Backup Directory should be configured at the time of
installation. The location set here must match the location set in the Avitar Database Utilities pro-
gram, which is installed on the server computer. Please contact Avitar Software Support for assist-
ance with this setting.

Motor Vehicle Settings Tab

The Utilities | System Administration | System Options | Motor Vehicle Settings tab allows
you to configure many of the settings used by Avitar Clerk Motor Vehicle to determine what fees
your municipality wants to charge for specific types of registrations. Most of these settings were set
up at the time Avitar created your system; however, there are two items worth mentioning, Default
Decals and Update title cloning defaults.

Default Decals — The Utilities | System Administration | System Options | Motor Vehicle Set-
tings tab | Default Decals option allows you to assign individual decals or ranges of decals (e.g. a
book) to a specific user. Once you assign decals to a user, the system will auto-populate the decal
field with the next available decal for that user as the user processes transactions. For example, if

the supervisor assigns the 2010 double decals from "0000001" to "0000010" to the user
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"woolseyp", when "woolseyp" processes a 2010 renewal the first available decal "0000001" will
appear in the decal text box. This feature can save time and typing errors. However, you can create
problems if you do not verify the decals that auto-populated with the actual decals you give to the
customer. Once you have enabled the Default Decals setting, you will need to assign ranges of
decals to specific users. (see Decal Inventory)
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Dog Licensing Tab

The Utilities | System Administration | System Options | Dog Licensing tab allows you to con-
figure many of the settings used by Avitar Clerk specifically for the licensing of dogs. Many of
these values are self-explanatory (e.g. town name and zip code). Others are highlighted below.

Allow Printed Licenses Before Fee Settlement checkbox - Allows you to print the dog licenses
from the fee settlement screen prior to selecting pay. This feature is commonly used by the Avitar
Browser clerks so they can print the license and then process a registration after the customer has
left.
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Town Settings | Motor Yehicle Settings  Dog Licensing | Database |

Municipality Mame: IANYTOWN [V Allow Printed Licenses Prior to Fee Satlement
¥ Use Mailln Fee

|7 Charge Civil Forfeiture Cost of Service
[ Use Digital Clerk Signature on Licenses

Clerk Marne: IPatric:ia Woolsey

County: ICarerII

Phane Mumkber: IBDS—DDD—DDDD

Report Heading: |Anytown Town Clerk

Local Law Enforcement: |Anytuwn Faolice Deparment

hake Checks Payable Tao: |TDwn of Amytawn, MH

Office Hours: |M0nday- Friday §:30am - 4:30pm

Fhysical Address Feturn Address
|T0wn of Anytown -Town Clerk's Office |TDwn of Anytown-Town Clerk's Office
[55 Main St PO Box 67
[snytwn, INH 03000 [snytawn, NH 03000
Cancel Save

Exit

Use Mail-In Fee checkbox — Select this checkbox if you charge a mail-in fee when processing a
dog license renewal.

Use Digital Clerk Signature on Licenses - A digital image of the clerk’s signature can be imported
into the program, so it will print on all your licenses. Call Avitar to enable this feature.

Database Tab

The Utilities | System Administration | System Options | Database tab is used to show the com-
puter in which the data files are stored and the name of the database. This information should not
be changed without contacting Avitar beforehand.

Account Numbers

The Utilities | Account Numbers is used to assign your Town/City general ledger account numbers
to the transactions you are processing. Once accounts have been set up and account numbers
assigned, the deposit reports will reflect this information. You can add new Accounts or modify
existing ones. When you modify an Account or Account Number, you will be asked, “Would you
like to update prior transaction data with the new Account Number.” If you say yes, it will ask you
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to enter the date you would like the change to be effective. The system will automatically populate
the date field with the first day in your current fiscal year. If you say no, the system will make the
change to the Account Number for any transaction from that point forward and keep your prior
transactions with the Account Number they were originally entered with. To select this option,
from the main menu select Utilities | System Administration | Account Numbers. The Account
Maintenance screen displays and you can select to Add or Modify an account number.

To add an Account Number to the system, click Add. A window will display where you will type
in the new account name and number. Once you are finished, click Save. To Modify an Account
Number, highlight the Account Number you wish to modify from the list and click Modify. The
Account Name and Number as they currently exist will display. Make the changes and click Save.
You will be asked if you want to update the prior transaction data. Click on Yes to update all prior
transactions or No to leave the prior Account Number as it was at the time the transaction was pro-
cessed.
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Credits

Credits are used to allow for an overpayment at the time of fee settlement. You can search for cred-
its in the system by unapplied, applied, or all. It is important to understand the terminology used in
the program so you fully understand credits. Issued is the term used when you give someone a
credit. Applied is when you use a portion of the credit or the entire credit. Unapplied describes a
credit existing in the system that has been issued but not applied.
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Once a credit has been issued there are several options available. You can leave the credit on the
customer’s account so the next time they come in to process a transaction the credit will display at
fee settlement. From the Credit Maintenance screen, you can also choose to refund the credit, write
it off, or if you have a Cash Back Maximum set, you can give cash back from your cash drawer.
Please be aware that if you choose to give cash back from your cash drawer you must take cash in
for the day in order to finalize the deposit, as you cannot have a negative cash amount.
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To access the Credit Maintenance screen, from the main menu select Utilities | Credit Main-
tenance. The Credit Maintenance screen displays. To search for a credit you can type in the cus-
tomer’s Last/Business Name and/or First Name and click Search. The system defaults to searching
for all Unapplied credits, so if you wish to display Applied or All credits, you will need to select
them from the drop down box at the top of your screen. Once you have found and highlighted the
credit, you can refund the credit by clicking Refund Check. If you choose to write off the credit
you will need to put in a reason for the write off under the Note section and click Write Off.

The Recipient/Apply To section is used to allow the credit holder to assign their credit to another
person. For example, a husband has an unapplied credit and his wife is now licensing their dogs
under her name. He wants his wife to be able to use his unapplied credit. By clicking on the
Owner Lookup button next to the Recipient/Apply To text boxes, you can search and select a new
Recipient. After all changes have been made, click Save.
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Teller Messages

Teller Messages allow you to add messages and notes to the main Clerk window. Once a message is posted,
every time a teller logs into the system the message displays. This could be used as a reminder note. To select
this option, from the main menu select Utilities | System Administration | Teller Messages. The Teller Mes-
sages screen displays. Select a General message or change the radio button to add one specific to any available
Module. You can copy and paste text from another source, such as a Word document. After adding new teller
messages, you must exit and restart the Clerk program for the messages to display.

i Teller Messages ] o =]

— Mezzage Categon

* General
{~ Matar Vehicle
" Dog Licensing

" Town Clerk Services

—Meszzage

ADD YOUR MESSAGE HERE

Save Cancel Exit

Owner Messages

Y ou can add, modify, or delete owner messages that display on the screen before you advance to
Fee Settlement. The system prompts you at Fee Settlement with any messages associated with an
owner, so you can use them to alert co-workers or to remind yourself when a customer has a his-
tory of bad checks or being difficult. There are no System Messages when the program is installed,
you must add your own to use this feature. To add or update the available messages, from the main
menu select Utilities | System Administration | Owner Messages. The Owner Messages screen
displays. You may Add, Modify, or Delete a message.

To add a message to an Owner, from the main menu select Utilities | Owner Maintenance.
Search and highlight the owner you wish to attach a message to and then click Edit Owner. The
Owner Maintenance screen displays. Under the section labeled Notices, you will see three fields
labeled Msg 1, 2, and 3 where you can select the message you want to add from the drop down
list. Once you have completed your selection(s), click Save.
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Reports Menu

The majority of Avitar Clerk’s reports are accessed from the Reports menu. You must be logged in to the system
in order to generate, preview and print reports. The reports are relatively straightforward, in most cases offering
options for format, sorting and search criteria. In all cases, reports are initially displayed in preview mode allow-
ing you to view the report results without actually printing the report.

Reports Preview Toolbar

Virtually every report in Avitar Clerk will preview to the screen in the report viewer. At the top of
the report viewer window you will find the report preview toolbar.

|J§@|muz '”] Mo 1 lof 1 b M = |]uﬁ

The report preview toolbar enables you to view and print the current report. The forward and back
arrow icons allow you to sequentially move through the pages of the report in preview mode. The
first and last arrow icons enable you to immediately jump to the first or last page of the current
report in preview mode. The counter will indicate the number of the currently displayed report

page.

If you decide you wish to print the report, click the Print Report icon. You will be able to see
which printer the report will be sent to and you can indicate the pages you wish to print. If you
want to select a different printer, you need to cancel the Print dialog box and then select a new
printer using the File | Print Setup menu item on the main Avitar Clerk window. Avitar Clerk will
always print to your current default Windows printer.

Depending upon your screen’s resolution, the report may or may not be legible when it is first dis-
played in the preview mode. Y ou can zoom in or out on the current report by selecting a new
zoom factor from the dropdown list of percentages. The report will always appear at 100% ini-
tially, however, it may be necessary to set the zoom factor to 150% or higher to actually read the
report in preview mode. Note that the zoom factor has no effect on the final print of the report, only
on the way in which it is displayed in preview mode. Also note that depending upon your res-
olution and system fonts, some labels or values may appear truncated in preview mode at higher
zoom factors. However, the report should be fine when printed — this is only a display issue with
some screen resolutions.

If you need to locate a specific record within the report, type the name or value for which you are
searching in the find text box on the preview toolbar. To begin the search, click on the Search Text
icon (pictured with the binoculars) and Avitar Clerk will search the report for the string entered in
the text box. Any matches will be highlighted with a red rectangle in the preview window. To
keep searching, just continue pressing the Search Text button. If the text is not found, you will
receive a message indicating no results were found.
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Once you have previewed or printed a report, you can close the report preview window by click-
ing on the standard close button (pictured with an “X”’) in the control box in the upper right corner
of the report form.

Exporting Reports

In addition to printing reports, you have the ability of exporting most all of the reports in Avitar
Clerk to a number of standard file formats. Y our options range from distributable report formats
like Adobe PDF files and HTML files, to formats like Microsoft Excel or delimited text files that
allow you to share data with other applications. To export a report select the envelope icon on the
toolbar and you will see all of the aforementioned options. Please note that some reports may pro-
duce unexpected results when exported to certain formats and it may take a bit of trial and error
with different export types to get just the type of format that is most useful to you.

Supervisor Journal Report

The Reports | Supervisor Journal is used to audit activity for a specific teller(s) and/or date(s).
The report displays transaction details, accounting summary, activity statistics, and payment stat-
istics.

Deposits Report

The Reports | Deposit menu item allows you to reprint a deposit(s) in detail, summary, or by
deposit slip (if the deposit slip option is enabled). The Deposits report can be printed for an indi-
vidual deposit, a range of deposit by deposit numbers or date range. Y ou can also select several
deposits by selecting the Deposit Number radio button and clicking in the checkbox next to each
deposit you want to include.

Under the Reports to Print section you have three radio buttons to choose from. Deposit Detail
includes all information on the deposit, which will give you an exact duplicate of the deposit
report. The Deposit Summary will give you the deposit totals only and the Deposit Slip will reprint
only the deposit slip.

There are two additional options under the Reports to Print section, Location Summary and Clerk
Summary. The Location Summary will display a count of how many transactions and voids were
processed for the selected deposit. For example, if you process transactions as lockbox and others
as counter, you will see how many were processed for each location. The Clerk Summary will dis-
play a summary of transactions for each teller, such as how many motor vehicles they processed,
the amount they collected for the town and state, and the total amount for each category.

Credits Report

The Reports | Credits menu item produces a report of every credit that was issued, applied,
deleted or written off in the system. The report may be printed in Detail, showing the activity for
each credit, or in Summary, showing one line for each credit. When you select the Summary
report, you will need to decide if you want all credits or only credits for an individual customer.
The system defaults to all credits. To select a specific customer, under the section Credits to

200



Include, use the Credit Name dropdown box to select the customer. When selecting Detail for your
report, you have the option to choose from a single date or by date range. You also have the option
of printing the report by Credit Status: All, Applied, or Unapplied.

Short Slips Report

The Reports | Short Slips menu item will show activity for all town shorts slips. To view the report,
go to Reports | Short Slips. The ShortSlip Details Report screen displays.
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Select the Report Detail options allow you to print a report showing every transaction, or just a
summary by selecting the appropriate radio button. The Date or Date Range (Issued) options allow
you to view short slips for a specific day by selecting the Daily radio button or for a specific date
range by selecting the Date Range radio button and using the date picker to select the specified
dates. Use the ShortSlips To Include section to narrow the criteria of information you want to see
on the report. Once you have made your selections, click View to display the report.

Returned Payment Activity Report

The Report | Returned Payment A ctivity menu item will produce a report of all returned pay-
ments that were processed through Cart Maintenance. The report can be printed for a single date
showing the payments returned for that day only, or by a range of dates for multiple days’ activity.
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DMYV Financial Close Out Report

The Reports | DMV Financial Close Out menu item will produce a report listing the information
associated with your MA AP Financial Close Out process. The report can be printed for a specific
day or for a range of dates. Also, you can restrict the report by selecting Location, Clerk, and/or
Cash Seq #.

DMYV Daily Transaction Log

The Reports | DMV Daily Transaction Log produces a report listing all DMV transaction(s) pro-
cessed for a specified date or date range.

DMYV Questionable Conditions Report

The Reports | Questionable Conditions produces a report showing potential problems with regis-
tration records from the import of the renewal file. This report should be produced after importing
the renewal file, but before generating the renewal notices. There are a number of parameters avail-
able to filter the report. Use Registration View/Maintenance to resolve any issues before generating
the renewal notices.

Forecasting Report

The Reports | Forecasting was created to assist with forecasting motor vehicle revenue from
month to month. This report will show what revenue you have collected prior to the month in
which the revenue was actually anticipated. For example, perhaps last October you collected
$10,000.00 in motor vehicle revenue and have, therefore, estimated this year's October motor
vehicle revenue based on that figure. However, if a significant portion of people with expiration
dates in October choose to renew their vehicles in September this year, it can lead to an unexpected
shortfall in revenue for October (based on the previous forecast).

State Dog Fees Report

The Reports | State Dog Fees menu item produces a report showing the State Dog Overpopulation Fees and the
State Dog License Fees collected, for a specific period of time. Use the date range radio button and the month
date picker to select the date range requested by the State. Select whether you want to see the report in detail,
listing every dog or by summary only, listing the totals and amounts to send the State.

Town Dog Fees Report

The Reports | Town Dog Fees menu item produces a report listing every dog licensed for a specified date range
along with the associated Town Fees. The report can be produced showing details of each dog or as a summary
showing just totals.

Licensed Dogs Report

The Report | Licensed Dogs produces a report showing all dogs licensed for a specified license year.

Unlicensed Dogs Report

The Report | Unlicensed Dogs produces a report showing all dogs that have not been licensed for the specified
license year.
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Town Clerk Services State Fees Report

The Report | Town Clerk Services State Fees menu item produces a report showing the fees to submit to the
State of New Hampshire Treasury for their portion of every vital statistic and marriage license processed for a
specified date or date range. To verify that you have recorded all the fees into the Town’s financial system, you
need to print this report and verify it with the Vital Statistic report. To see additional information, see Clerk Ser-
vices Reports.

Inventory Items Report

The Reports | Inventory Items menu item produces a report for inventory items, such as dog licenses, permit
audit numbers, decals, plates, and CTA numbers. The section labeled Display Inventory For offers options to nar-
row down the information you wish to see in the report. Each Inventory Type can be printed listing all the
items, or by selecting Inventory Seq Number. The Additional options section allows you to narrow the items to
a specified range; by Year or by Location. Selecting Location will allow you to monitor what transpired by
Mail or by Counter; selecting Clerk will only show the items for a single clerk.

fap Inventory Items | x|

Date Tupe:

Al " Cash Date

D ate or Date Range:

£+ Daily
||:|2f"12.-"2|:||:|8 "I
= Date Range

|msmiazone =1 to [ozazizons =]

Dizplay Inventary Far:

Inventory Type: | Permit # =]
Inventory Seqt: | to | | =
Year [
Lacation: |;;|| Ll
Cletk: [l =
Wiew Cloze

List of Owners Report

The Report | List of Owners menu item will generate a report of all owners maintained in the system. As such,
this information must be carefully protected due to the privacy law. The Owner List should not be given to any-
one other than Town Employees that have received the appropriate privacy training to prevent improper or
unsafe use of this information. From the Owner List dialog box you can select to print mailing labels or an
owner list by selecting the Print Format. Also, you can elect to print the report for all owners, owners with on a
certain street, only owners with a specific owner message, or for owners with outstanding returned checks.

203



Post-It Notes Report

The Report | Post-It Notes report allows you to print a listing of all notes in your system. You can specify the
level of details you want included in the report by selecting the Type, Category, or TellerID dropdown boxes.
You should print the report frequently and verify that the notes are still valid. If the note no longer applies, it
should be removed (See Post-It Notes).

Audit Transactions Report

The Report | Audit Transactions report was created to assist you in monitoring transactions in the system. For
example, the report will list when a vehicle's list price was changed or when a returned check was processed.
The report can be restricted to only show items for a specific date or a date range. Also, you can select several
different levels of detail under the Display Transactions For section. To view the report go to Reports | Audit
Transactions. The report can be printed for a specific day or by date range by selecting the appropriate radio but-
ton. You can use the Sort By section to group like transactions together, such as all the returned checks. Under
the Display Transactions For there are three dropdown boxes to assist you in narrowing down the information
that is displayed. For example, you may only want to see transactions for a specific clerk, so you would use the
Clerk dropdown box to select the clerk. Finally, there is a Description text box, which allows you to type in a
word(s) which will display all transactions with that word in the description. For example, you want to see all
returned payments, whether bad check or credit card, in the Description text box type returned. The report will
display all instances where the word “returned” is found.
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File Menu

The following menu items are available from the File menu, located on the main program window
of Avitar Clerk.

Print Setup

The File | Print Setup menu item allows you to select the printer and printer settings to be used by the program.

Print Receipt At Fee Settlement

The File | Print Receipt At Fee Settlement is selected when you want to be automatically prompted to print a
receipt at Fee Settlement. This may be disabled by removing the check.

Backup Database

The Avitar Clerk system was designed in what is referred to as “client/server” architecture. Essen-
tially, the system consists of two parts:

1. The client application that you use everyday to view and update parcel records.

2. The server application that runs behind the scenes and makes the data available to the client
application. If your town only has the Avitar Tax Collect application installed on one com-
puter, then that computer is fulfilling both roles, that of client and the server. If your town
has several computers which can all access the assessment data, then you have a single
server and multiple clients.
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Server Application

This method is used to create a backup using DBUtils while standing at the server computer. You
will also need to run an initial backup to save the settings for scheduling a Windows Scheduled
Task.

Highlight the ap _townname database you wish to backup. Choose the browse button (...) and nav-
igate to the appropriate backup folder and name the file (e.g. ap_townname.bak). Y ou can choose
to check the box “Compress Backup to ZIP File” if you would like to compress the backup.
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Press the Backup button to create the backup file. This method creates a single backup file and
must be initiated manually.

Scheduling Automated Backups on the Server

This method is used to schedule backups for one or more databases using DBUtils and
DBUtilsScheduled. Again, this is performed on the server. You will first need to run an initial
manual backup using DBUils as outlined above to save the settings for a scheduled backup for
each database. When doing so, make sure to check the box to Include Database in Scheduled
Backups and once you press Backup make certain to indicate you wish to save the settings for use
with the scheduled backups.

Once you have configured the settings for each database you wish to include in the scheduled
backup, you will need to add DBUtilsScheduled.exe (located in the C:\Program Files\Civicware
folder as a Windows Scheduled Task. DBUtilsScheduled uses the settings configured within
DBUtils to create backups without the need for user input.
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For information on creating a Windows Scheduled Task refer to http://sup-
port.microsoft.com/kb/308569
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Workstation Settings

By initially configuring these settings, you can allow users (who may not have access to the server)
to perform their own backups of the data from within the application on their workstation to a loc-
ation on the user’s computer. This is often helpful to allow users to create their own backups before
undertaking significant operations such as warrant calculations or lien executions. Essentially, in
this method the application requests SQL Server to create a backup file in a predetermined folder
on the server from which the application can then retrieve the backup file to the workstation.

The following schematic depicts the settings outlined below in more detail:

Server ? Workstation
Switch

, SQL\SQL Express Avitar Application
e.g. Assessing, Collect, Clerk, etc.

,Eg DBUtils Configuration Database Backup Directory Configuration
Used to set "Remote Backup Location..." Must be set to point to same logical location
to physical location on server. selected on server.

@ e g. "c:\Avitar\Data\Backups\Remote" e.g "m:\Remote" where m: was mapped to

"“WServer\c$\Avitar\Data\Backups”

Windows user on workstation must have full

access fo at least "Remote" folder. Assumes Windows user on workstation can
access location on server (via either UNC or
mapped drive).

You will need to create a shared directory on the server which is accessible by all workstations and
users. We recommend C:\Avitar\Backup\Remote for the directory on the server. In order for the
backup to work from the application, users must have permission to create and delete a file in this
directory.

To do so, open DBUtils and select the Assessing folder. If no remote backup location is set, select
the browse button (...) and navigate to the appropriate remote backup folder on the server. Once
you have selected the folder press the “OK” button.
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Once you have identified the shared location in DBUtils in which SQL Server will create backup
files, you will have to set the corresponding backup location in the application as well:

o Navigate to Utilities | System Administration| System Options and press the browse but-
ton (“...”) adjacent to the Database Backup Directory text box. A message box may indicate
the network path currently configured to point from the workstation to the folder identified
on the server as the Remote Backup Location. (Note this path should identify a location on
the server using a path relative to the workstation.) Choose Yes if you wish to proceed with
selecting a new location. The Server Backup Device Location message box will indicate if
the Remote Backup Location has been set on the server using DBUtils. (Note this path iden-
tifies a location on the server using a path relative to the server itself — this path will be dif-
ferent from the perspective of the workstation.) Press OK on the message box and browse to
locate the appropriate remote backup folder location on the server relative to the workstation.

Once the configurations have been made on the server and the workstation, the user can create a
backup on their own workstation by selecting File | Backup Database from within the program.
Review the following schematic to better understand the sequence of events necessary during a
backup from the workstation.
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Server * Workstation
Switch

1. User initiates backup from application...

2. ... SQL Server creates backup to local file...
(as indicated by DBUltils "Remote Backup Location”)

3. ... creation of backup file on server is completed
(e.g. file "c:\Avitar\Data\Backups\Remotelassess.bak”) ...

4. ... SQL Server responds to application that creation

of assess. bak file is complete...
5. ... application copies assess.bak from “m:
\Remote" location (physically located on server) as
indicated by "Database Backup Directory” and
compresses to local zip file...

6. ... application creates local zip file
(e.g. "c:\mybackups\assess.zip”) ...

7. ... application deletes assess.bak from
"m:\Remote” folder.

Import Database Script

The File | Import Database Script menu item allows you to run update scripts as provided by Avitar. You will
need a special, time-sensitive password in order to utilize this function. We will walk through this process as
needed.

Renew System Settings

The File | Renew System Settings menu item is used to update the system when a change has been made to the
settings. For example, when you modify an account number and save the changes. The change will only be
reflected on your workstation unless the other users, who have Avitar Clerk open, renew the system settings.

Exit
The File | Exit menu item allows you to close the program. Alternatively, you can use the Exit button on the
program's main toolbar.
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Update Instructions

This update should be run on each workstation on which you use the Avitar system. If your town
has a separate server computer on which the system's data is maintained but the client application is
not installed (i.e. you don't sit down at the server to view or edit data) then you do not need to run
this update on your server machine. However, be sure to update every machine from which you
view or edit data.

As this update may register new components with your computer's Windows operating system,
you may need to be logged in as an administrator if your town's network security settings pre-
vent some users from being able to install and/or update applications.

View the latest Update Notes.
Downloading the Update

Software updates are available for download to supported users. You may be asked to enter your
email address in order to complete the download. The number of downloads may be limited for a
single user so if you have multiple workstations on which you need to run the update you should
download the update once to a shared network resource and run the update from there. If you are
unable to access the update file contact Avitar Software Support directly for assistance.

1. Open the email from Avitar containing the update information.

2. Select the"Download Update..." button within the email.

3. This will direct you to a new page where you will be asked to enter the email address Avitar
has on file.

4. Select the "Download File" button in the middle of the screen. A window will open asking
if you wish to Run or Save the file. Select Save File and save the file to your Desktop. If you
don't have the option to save the file to your Desktop, the file might save to the Downloads
folder within your computer. This is usually "C:\Users\{ Y our User Name}\Downloads".
This will create a file called " AvitarSoftwareTypeUpdateVersionNumber.exe"

If you're having trouble downloading and saving your file, help for the browser you're using can
be found here:

Internet Explorer

Mozilla Firefox

Google Chrome

If, for security reasons, your mail client or web browser prevents you from downloading an execut-
able or strips away the ".EXE" extension when it does, you can download the same file com-
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http://windows.microsoft.com/en-us/internet-explorer/download-files#ie=ie-11
https://support.mozilla.org/en-US/kb/find-and-manage-downloaded-files?esab=a&s=download+files&r=0&as=s
https://support.google.com/chrome/answer/95759?hl=en

pressed as a ".ZIP" file using this link. Follow the set of instructions below on downloading the
update as a ".ZIP" file:

1. Open the email from Avitar containing the update information.

2. Select the"Download As Zip File..." button within the email.

3. This will direct you to a new page where you will be asked to enter the email address Avitar
has on file.

4. Select the "Download File" button in the middle of the screen. A window will open asking
if you wish to Run or Save the file. Select Save File and save the file to your Desktop. If you
don't have the option to save the file to your Desktop, the file might save to the Downloads
folder within your computer. This is usually "C:\Users\{ Y our User Name}\Downloads".
This will create a file called "AvitarSoftwareTypeUpdateVersionNumber.zip"

5. Once the update has finished downloading, you will need to unzip the file before you can
run it.

Running the Update
Locate and double click on the file you downloaded on your desktop or within the Downloads
folder (C:\Users\{ Y our User Name}\Downloads) on your computer.

Select the Next button.

15! Avitar Clerk MV - InstaliShield Wizard (=230
Welcome to the InstallShield Wizard for
Avitar Clerk MV

The InstallShield(R) Wizard will allow you to modify, repair, or
remove Avitar Clerk MV, To continue, didk Mext.

= Back [ MNext= | [ Cancel ]

The next step, you can select who the install is intended for. All users of the computer or for only
the current user. Select Next.
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Avitar Clerk MV - InstallShield Wizard

Customer Information

Please enter your information.

User Name:
Iaviiﬁr

Organization:
IMicrosoFt

Install this application for:

(@ Anyone who uses this computer (all users):

() Only for me (avitar)

InstallShield

| <Back || mext> ][ cancel

The install is now ready to begin. Select Install.

Awitar Clerk MV - InstallShield Wizard

Ready to Install the Program
The wizard is ready to begin installation.

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

Inztallshield

[ <Bak |[ Instal ][ cancel

Once the install has finished, select Finish.
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15 Avitar Clerk MV - InstallShield Wizard

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed Avitar Clerk
MV, Click Finish to exit the wizard.
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