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CVR Confidential


This document contains confidential and proprietary information for CVR employees and active CVR client use only. The disclosure and use of the information contained herein to any person who is not an employee of Computerized Vehicle Registration, an active CVR client or its subsidiaries is expressly prohibited. This document is the property of Computerized Vehicle Registration.


© 2006 Computerized Vehicle Registration. All rights reserved.

Installation Instructions
Please download the software to a local folder from the provided website or as instructed by the CVR support staff individual.

Once downloaded please run the downloaded file and follow the prompts
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Continue clicking Next for the remaining installation prompts, accepting the default values.
Click Finish to complete the setup process. You have successfully completed a new installation.
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Overview of Michigan EVR features
EVR or processing of Title and registration electronically is a facility that is provided to CVR clients though a software based on the clients computer. The software takes information, entered or imported (if client has a DMS), and creates a new transaction and upon filling the required information it sends that information over to MIDOS for processing and prints the relevant documents needed by a customer to buy/lease a vehicle and drive it off the lot.

Eligible Vehicles

Vehicle types current allowed by MIDOS to be processed by Financial Institutions are:

· Passenger Vehicles

· Trucks and Vans

· Motorcycles

· RV/Motorhome

· Trailers including Trailer Coach

For all other vehicle types that need to be processed by a financial institution for their customer, financial institution will have to send the paperwork to a local service branch of MIDOS.
Transaction Types

Transaction types allowed by MIDOS to be processed by financial Institutions are:
· Both MI and Non MI Vehicles 

· Title Only

· Title and Registration – New Issue
· Title and Registration – Transfer

· Title and Registration – Transfer and Renew

· Title and Registration – Transfer, Renew and Replace

· MI Vehicles only
· Standard Renewal
· Renewal and Replace

· Lien Add/Drop/Refi

Financial Institutions are not allowed to process Title and Registration – Transfer and Replace or a 30/60 Day Permit transaction at this point of time. In order to process such transactions on behalf of their customers Financial Institutions will have to send the paperwork to a local service branch of MIDOS.

Plate Types

Plate types allowed by MIDOS for issuance by financial Institutions are:
· Passenger Standard

· Passenger Spectacular Peninsulas
· Passenger MAC (Mackinac Bridge) 

· Commercial Standard
· Commercial Spectacular Peninsulas
· Commercial MAC (Mackinac Bridge)
· Motorcycle Standard
· Motorcycle Spectacular Peninsulas
· Motorcycle MAC (Mackinac Bridge)
· Permanent Trailer
Please note that financial institutions are not allowed to issue or replace personalized or specialized plates, they are however allowed to transfer or renew any valid personalized or specialized plates.
High Level Transaction Rules:

Non Lien Add/Drop/Refi Transaction rules:

· Financial Institutions processing the transaction cannot be an Owner or a Lessee on the transaction being processed
· Financial Institutions processing a valid Michigan transaction has to have a base in the state of MI. The Financial Institution may have its headquarters in another state.
· Financial Institutions can only process a Michigan state resident transaction.
· A transfer transaction is a change of ownership and will have one or more new owners.  The number of owners cannot be changed on a correction title application.
· Financial Institutions processing a title and registration transaction (including new issue, transfer, transfer/renewal, transfer/renewal/replace and title only) there will be a new tax exemption called "Family Member" available, and user will have to provide a valid value for the type of family member from a MIDOS specified list.
· Financial Institutions processing a title and registration transaction (including transfer, transfer/renewal, transfer/renewal/replace, Title Only) and transferring the vehicle to a family member will need to provide a New tax exemption "Family Member" including the type of family member from MDOS specified list as these values will be sent back to MDOS.
· Financial Institutions can void a transaction the same day the transaction is processed, they will not be able to void it later, if for some reason they need to void the transaction afterwards they will have to contact the MiEFS Help Desk. 
· Financial Institutions processing a title and registration transaction (including new issue, transfer, transfer/renewal, transfer/renewal/replace and title only), providing a special mailer address, can select “lien holder” as an option, the lien holder address for special mailer can be different than the one in lien holder section, but the lien holder name has to be the same.
Lien Add/Drop/Refi Transaction rules:

· Lien Add/Drop/Refi transaction will allow liens to be only added, dropped or refinanced, no owner or vehicle information change will be allowed

· Lien Add/Drop/Refi will need to capture the reason for correction (Add, Drop or Refinance) and this will be need shown on the printed TR-11L form.
· Lien Add/Drop/Refi transaction any existing liens that are being dropped need to be shown on the printed TR-11L form.
· Lien Add/Drop/Refi transaction Lien date for the lien being added or refinanced must be the current date and this cannot be changed.
· Financial Institutions can void a transaction the same day the transaction is processed, they will not be able to void it later, if for some reason they need to void the transaction afterwards they will have to contact the MiEFS Help Desk.
· For Lien Add/Drop/Refi transaction users are not allowed to swap liens.
· For Lien Add/Drop/Refi transaction no taxes are to be charged.
Login
[image: image5.png]Michigen eV




User can double click on the Michigan EVR icon to launch the application, user will be shown the following login screen:
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In order to Login to Michigan EVR application each user must have registrered their machine and obtained a user ID from CVR support (Please call CVR support @ 1.800.333.6995). Once the user has obtained the user ID, the user will login for the first ime into the application, the user will be asked to reset their password and set a PIN so that if they need to reset the password at a later point of time they can use the PIN to do so.
Deal List
When the user logs into the Michigan EVR application for the first time in the day, they will be shown the following screen:
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This is a requirment by the Michigan State. Each company is required by the state to count and match their physical inventory with the inventory shown in the software before they can begin processing for the day. The user is required to click on the “Inventory” button, which will launch the inventory application (explained in a different section within this document). Once the inventory application launched the user can click on the “OK” button and will then be shown the following screen:
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Here the user should click on the Registration (under Process) to view the Deal List, as shown below:

[image: image9.png]=

Regitration

9

Inquiy

B

Invertery

=]

Physica Iventory

-

[pie

[rvee

Jree





The deal list will show all deals that the user has started or not completed, any completed deals will drop off once the over night process has run (this process has been described below).
Creating or Opening a transaction
To create a transaction the user need to click the “New” button from the top bar, as shown below, Similarly if the user wants to open an existing transaction they need to select the transaction from below list and then click the “Open” button.
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Please note that if the users opens a transaction that is in “Completed” or “Voided” status it will open the transaction in read only mode and user will not able to perform any operations on the transaction.

When the user clicks on the New button, following dialog is shown to the user, from this dialog the user can choose the type of transaction they want to start. From this dialog the user will enter a control number and will enter the VIN number, Odometer Status and Reading if the vehicle being issued a new Plate has been previously titled Michigan vehicle this will save the user time from entering the vehicle information on the transaction screen. Once the user has entered the information they will click preload and the system will load the vehicle information if the vehicle is found on the Michigan State system.
[image: image11.png]e —

Ce e —
e |

e
oL

[~ Transaction Types | | Odometer Status; <]
= Odometer Reading:
Customer Name:

Lease [
[-Preload Destiation
@ Eath € vehide € owner

[~ Template. [~ Inauiry Results

| | G Dily it € s
Howe | Bconcel





Users have the option of creating following transactions:
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Tile Transaction View
Vehicle Tab
When the user creates a new transaction or opens an existing transaction they will be shown the “Vehicle” tab as the very first thing that they see:
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User will have to set the following information if not preloaded from the “New Transaction” dialog:
Primary Vehicle:
· Status – Will always be set to “Used”

· VIN Is required

· Body Style required, populated from VIN explosion & shows CVR text, user allowed to change (predefined list contains CVR text and MDOS list which is sent to DMV for processing)

· Make required, populated from VIN explosion & shows CVR text, user allowed to change (predefined list contains CVR text and MDOS list which is sent to DMV for processing)

· Model required, populated from VIN explosion, enterable by user if Model cannot be exploded

· Model Year, populated from VIN explosion, user allowed to change

· Fee Category is required and always specified by user for passenger vehicles, pickup trucks and vans, they will supply the weight for Commercial trucks and trailers and for motorcycles they will set it to blank.
· Fuel Type required, populated from VIN explosion & shows CVR text (predefined list contains CVR text and MDOS list which is sent to DMV for processing). User should not be changing the fuel code.  If a change is necessary, the transaction must be done at the local Secretary of State branch office.
· Odometer Status required and always specified by user
· Odometer Reading, required and always specified by user

· VIN Override, initially disabled, enabled when transaction is transmitted and DMV shows different values on their end than user entered, this may happen due to difference in VIN explosion utilities used

· Mileage Override, initially disabled, it is enabled when transaction is transmitted and DMV value does not match the user supplied value, this may happen on vehicle’s that have exceeded the mechanical limit

Previous Title:
· Previous Title State – either MI or the state this vehicle is coming in from

· Previous Title Number – Title Number required, if state is specified as MI then title number is verified against the DMV database
Trade-In Vehicle, disabled for Financial Institutes
Owner Tab
Second Tab that the users see is the Owner Tab:
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User will have to set the following information if not preloaded from the “New Transaction” dialog:
Owners:
· # of Owners – users have the option of select 1, 2 or 3

· First Owner Type is required

· Individual Owner:
· If first Owner Type is set to "Individual", Second or Third owner type can only be individuals

· Last Name, First Name are both required

· Middle Name is optional
· DOB is required

· DLN/State ID is required

· If DLN/State ID is 11 characters in length and the first character is an alphabet then it is a MI state ID and MI Resident flag should be checked

· If DLN/State ID is 13 characters in length and the first character is an alphabet then it is a MI DLN and MI Resident flag should be checked

· If DLN/State ID does not meet the above mentioned criteria then MI resident flag needs to be unchecked 

· Second and Third Owners are optional

· If Second or Third Owners are specified then rules 1 through 8 apply to Second and Third Owner information

· Verify Owners Must be done if either of First or Second or Third Owners is a MI resident.

· System will check Name (As it appears on the driver’s license or state ID), Date of Birth, and DLN/State ID against Michigan's OFAC records and below messages will be returned for a successful or unsuccessful repeat offender check:

· The ____ (first, second, third) owner is eligible for this registration transaction.

· The ____ (first, second, third) owner is NOT ELIGIBLE for this registration transaction.  Please REMOVE the ____ (first, second, third) owner information to continue.

· The ____ (first, second, third) owner information could not be verified.  Please check the information or contact the Michigan SOS to verify the information

· Once all the owners have been verified the Owner's Verified check box will be checked 

· If for some reason OFAC website is not accessible then system will enable the Owners Verified checkbox and allow the user to manually check it
· The financial institution should check the Repeat Offender inquiry and print a copy for their records showing the owner is eligible for a vehicle/registration in their name
· Full rights to Survivorship enabled and required if # of Owners is 2 or more. The user must select a valid “Yes” or “No” value
· Company Owner:
· If first Owner Type is set to "Company", Second or Third owner type can only be either Company or individual

· Name is required

· State ID is required and must begin with character "C"

· Second and Third Owners are optional

· If Second or Third Owners are specified then Company or Individual rules apply based upon user’s selection

· Verify Owners Must be done if either of Second or Third or both Owners are individuals and are a MI resident.

· Lessor Owner:
· If first Owner Type is set to "Lessor", Second or Third owner type are not required and hidden

· Name is required

· State ID is required and must begin with character "C"
Owner Address:
· Address change optional

· Address change valid values (None - , Full Name - X, Owner Change - O, Name Change - N, Address Change - A, Owner & Address - B, Name & Address - C)
· Reason - Enabled and Required when Addr Change is selected and set to anything except None
· Reason valid values (Married, Divorced, Lease buy out, Full Name)

· City and state should auto populate based on the Zip Code

· Garage County - should auto populate based on zip code explosion, in case there are multiple values returned then set to blank and show multiple values, in case no county can be determined by zip code then set to blank and show county values to the user.
Special Mailing Address:

· Mailer Code is optional

· Mailer Code valid values (Lienholder, Other, None)

· Name Street Zip, City and State - Enabled and Required when Mailer Code Options is selected and set to anything except None

· First Lien is enabled when Mailer Code is set to "Lien Holder", if there is a lien holder specified by the user in the lien holder section, then values for first lien holder are copied to Name Street Zip, City and State fields from the first lien holder, if not then user is required to select a valid lien holder

· City and state should auto populate based on the Zip Code
Lessee Tab
Users will see the Lessee Tab only when the Owner Type selected on Owner has been set to Lessor:
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User will have to set the following information if not preloaded from the “New Transaction” dialog:
Individual Lessee:
· First Lessee Type is required

· If first Lessee Type is set to "Individual", Second Lessee type can only be individual

· Last Name, First Name are both required

· Middle Name is options

· DOB is required

· DLN/State ID is required

· If DLN/State ID is 11 characters in length and the first character is an alphabet then it is a MI state ID and MI Resident flag should be checked

· If DLN/State ID is 13 characters in length and the first character is an alphabet then it is a MI DLN and MI Resident flag should be checked

· If DLN/State ID does not meet the above mentioned criteria then MI resident flag needs to be unchecked 

· Second Lessee is optional

· If Second Lessee is specified then rules 1 through 8 apply to Second Lessee information

· Verify Lessee Must be done if either of First or Second Lessee is a MI resident.

· System will check Name, Date of Birth, and DLN/State ID against Michigan's OFAC records and below messages will be returned for a successful or unsuccessful repeat offender check:

· The ____ (first, second, third) owner is eligible for this registration transaction.

· The ____ (first, second, third) owner is NOT ELIGIBLE for this registration transaction.  Please REMOVE the ____ (first, second, third) owner information to continue.

· The ____ (first, second, third) owner information could not be verified.  Please check the information or contact the Michigan SOS to verify the information

· Once all the Lessees have been verified the Lessee's Verified check box will be checked
· If for some reason OFAC website is not accessible then system will enable the Lessees Verified checkbox and allow the user to manually check it

· # of Lessees valid values are 1, 2

Company Lessee:
· First Lessee Type is required

· If first Lessee Type is set to "Company", Second Lessee type can only be either Company or individual

· Name is required

· State ID is required and must begin with character "C"

· Second Lessee is optional

· If Second Lessee is specified then Company or Individual rules apply based upon user’s selection

· Verify Lessees must be done if Second Lessee is individual and are a MI resident.

· # of Lessees valid values are 1, 2
Lessee Address:
· Address change optional

· Address change valid values (None - , Full Name - X, Owner Change - O, Name Change - N, Address Change - A, Owner & Address - B, Name & Address - C)
· Reason - Enabled and required when Addr Change is selected and set to anything except None
· Reason valid values (Married, Divorced, Lease buy out, Full Name)
· City and state should auto populate based on the Zip Code

· Garage County - should auto populate based on zip code explosion, in case there are multiple values returned then set to blank and show multiple values, in case no county can be determined by zip code then set to blank and show county values to the user.
Lien Holder Tab
Users will see next see the Lien holder Tab:
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User will have to set the following information if not preloaded from the “New Transaction” dialog:
Lien Holders:
· # of Lienholders valid values are 1, 2
· User have to set at least one lien holder for the transaction, otherwise the transaction cannot be processed

· First Lienholder is required if # of Lienholders is set to 1

· Both Lienholders are required if # of Lienholders is set to 2

· Code, Name, Date, Street, Zip, City and State fields are required

· Date field will be set to current date when enabled

· City and state should auto populate based on the Zip Code

· Lienholder name, street, zip, city and state are auto-populated once a user enters a valid Lien Code

· If a lienholder code does not exist then the user should be allowed to specify lienholder information and specify 999 as the lienholder code

· Either first or the second lien holder has to be the Financial Institute processing the transaction, otherwise the system with stop the user from processing the transaction

· If the user adds lien holder then the lien date is set to Day’s date

· If the user does a “Refinance” (applicable only on Lien Add/Drop/Refi transaction) then the lien date will be automatically set to current date.

Insurance:
· Company, Policy and Insurance Verified flags are required

· Insurance code is an optional field

Seller:
· Applicable only for all transactions except the Lien Add/Drop/Refi, Standard Renewal and Renewal Replace transactions

· This information is preloaded for the user from the Vehicle Owner information, this is different than the owner information provided by the user on the owner/lessee tabs
Sales Tab
Users will see next see the Sales Tab:
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User will have to set the all the information on this tab as none of it can be preloaded:
· Purchase Date and Purchase Price are required fields

· Other Taxable Charges is an optional field

· Tax Exempt valid values are - Non Exempt, Interstate Motor Carrier, Lease, Municipal, Non-Exempt, Non-Profit, Rental, Tribal Agreement, Family Member. If First Owner. Type is Lease then this field is set to Lease otherwise user is allowed to select a value
· Family Member is enabled and required when Tax Exempt is selected as “Family Member”

· Michigan Use Tax Number - Disabled when Tax Exempt is Non Exempt, Enabled and Required when Tax Exempt is Lease or Rental, Hidden when Tax Exempt is Interstate Motor Carrier and Enabled and Optional when Tax Exempt is Non-Profit or Tribal Agreement

· ICC/DOT is not valid for any transaction that Financial Institutes perform

· IRP Account Number Enabled and optional when Tax Exempt is Interstate Motor Carrier, otherwise hidden and replaces Michigan Use Tax Number field

· Sales Tax Trade-In Credit is calculated as Trade In Amount - Less Trade in Lien

· Taxable Sales Price is calculated as Purchase Price + Other Taxable Charges + Electronic Filing Fee ($24.00)

· Sales Tax - License - Title, all three fields are returned by host and the value is calculated on the UI

· Non Taxable Charges are optional

· Recreational Passport Fee is filled in if the user choose to pay for a “Recreation Passport” as part of registering a vehicle

· Total Delivered Price is calculated as Purchase Price + Other Taxable Charges + Electronic Filing Fee ($24.00) + Non Taxable Other Charges

· Cash on Deposit is an optional field

· Cash on Delivery is also an optional field

· Trade-In Value is a disabled field

· Less Lien Trade-In is an optional field

· Total Down payment is calculated as Cash on Deposit + Cash On Delivery + Trade In Value - Trade-in Lien
· Unpaid Balance to be Financed is calculated as Total Delivered Price - Total Down Payment

· Insurance Charge is an optional field

· Total Amount of Finance Contract is calculated as Purchase Price + Other Taxable Charges + Electronic Filing Fee ($24.00) - Cash on Deposit - Cash On Delivery - Trade-in Value + Trade in Lien + Insurance Charge + Non Taxable Other Charges

· MPT Code is a required field user allowed to change (predefined list contains CVR text and MDOS list which is sent to DMV for processing), if there is a brand on a foreign title then the brand should be selected in the list otherwise a value of “None” should be selected
· Title Only Vehicle is enabled only when the transaction type is “Title Only” and the user is required to supply a value from a preselected MDOS list.
Total Down payment, Unpaid Balance to be Financed, Sales Tax Trade-In credit, Sales Tax - License - Title, Taxable Sales Price, Total Amount of Finance Contract & Total Delivered price fields are disabled and are either calculated values or returned by CVR system upon transaction completion.
Plate Tab
Users will next see the last tab of the transaction the Plate Tab: 
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User will have to set all the information on this tab as none of it can be preloaded:
Type of registration is required and defaults to user selection

User is allowed to switch between Type of Registration valid values are (Title Only, New Plate/30-60 Day Permit, Transfer Plate, Transfer/Renewal Plate, Transfer/Renewal/Replace Plate, Standard Renewal, Renewal/Replace)

Plate/Tab:
· Delivery Date will be disabled

· Plate Type is required, valid values are (Passenger Plate - Peninsula - 312, Commercial Plate - Peninsula - 313, Motorcycle - Peninsula - 315, Passenger Plate - Mackinac - 322, Commercial Plate - Mackinac - 323, Motorcycle - Mackinac - 325, Trailer Plate - 399, Standard Passenger Plate - White Blue - 811, Standard Motorcycle Plate - White Blue - 812, Standard Commercial Plate - White Blue - 813)

· System will validate that Motorcycle plates are only assigned when the vehicle is a Motorcycle

· System will validate that Trailer plates is only assigned when the vehicle is a Trailer

· System will validate that Passenger or Commercial plates are assigned when the vehicle is not a motorcycle or a trailer

· Fee Code is required, valid values are (Passenger - 001, Motorcycle - 002, Commercial - 003, Trailer - 004)

· System will assign the fee code in the following manner:

· If Plate type assigned is 312, 322, 811 then fee code - 001

· If Plate type assigned is 313, 323, 813 then fee code - 003

· If Plate type assigned is 315, 325, 812 then fee code - 002

· If Plate type assigned is 399 then fee code - 004

· Expiration Date is required and user selects the expiration date
· Recreational Passport is required, valid values are Yes/No

· Issued Plate Number and Tab Number is returned when inventory is assigned.

· If transaction type is a “Transfer” type then Transfer Plate Number is required

· Text box next to the transfer plate number is required. User needs to enter first character of First Owner or First Lessee, First Name if Individual or Company Name
Fees:
· Fees are returned by DMV and are displayed once the transaction is complete, Tax and Reg. Fee & Total Reg. Fee are calculated as shown below:

· Tax and Reg. Fee. = Sales Tax + Title Late Fee + FRP Fee + Title Fee + Reg. Late Fee + Graphic/Replacement Fee + Transfer Fee + Personalized Plate Fee + Registration Fee + Rec. Passport Fee

· Total Reg. Fee = Title Late Fee + FRP Fee + Title Fee + Reg. Late Fee + Graphic/Replacement Fee + Transfer Fee + Personalized Plate Fee + Registration Fee + Rec. Passport Fee
· Vehicle which have a reciprocal tax paid out of MI should be taken to local branch to be processed.

Basic Expiration Date rules:
· If Owner 1 is Individual or Owner 1 is Lessor and Lessee 1 is individual then

· Expiration is set to their date and month of birth + (current year + 1 or 2 years)

· if date of birth falls on Feb 29 then 

· Expiration date is set to March 01 + (current year + 1 or 2 years)

· If Owner 1 is a company or Owner 1 is a lessor and lessee 1 is a company then

· If vehicle is a truck then

· Expiration date is set to Feb 28 + (current year + 1 or 2 years)

· 
Otherwise 

· Expiration date is set to First of a month + (current year + 1 or 2 years)
Title Transactions:

Following Title Transactions are allowed by Michigan State for Financial Institutions

Title Only
The Title only transaction type is used by the Financial Institutions to issue only a Title to an existing Michigan titled vehicle or an Out of State titled vehicle. 
Title and Registration – New Issue

The Title and Registration – New Issue transaction type is used by the Financial Institutions to issue a New Passenger/Commercial etc. plate to an existing Michigan titled vehicle or an Out of State titled vehicle. Financial Institutions cannot process a New vehicles, neither can they issue personalized or specialized plates. Financial Institutions have to make sure that they are either the first or the second lien holder on the transaction. 
Title and Registration – Transfer

The Title and Registration – Transfer transaction type is used by the Financial Institutions when one of their customer wants to transfer an existing plate that the customer has onto another vehicle that the customer owns or jointly owns. If the customer holds a specialized plate then Financial Institutions should be able to transfer such a plate onto another vehicle.
Transfer and Renew

The Title and Registration – Transfer and Renew transaction type is used by the Financial Institutions when one of their customer wants to transfer an existing plate that the customer has onto another vehicle that the customer owns or jointly owns and additionally wants to renew the registration. If the customer holds a specialized plate then Financial Institutions should be able to transfer such a plate onto another vehicle.
Transfer, Renew and Replace

The Title and Registration – Transfer, Renew and Replace transaction type is used by the Financial Institutions when one of their customer wants to transfer an existing plate that the customer has onto another vehicle that the customer owns or jointly owns and additionally wants to renew the registration and also wants to replace the current plate with a new plate. If the customer holds a specialized plate then Financial Institutions will not be able to replace a specialized plate, but can issue a standard, MAC or peninsula plate.
Registration Transaction View
Owner Tab

When the user creates a New Standard Renewal or Renewal Replace transaction the user is shown the Owner tab:
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User is asked to supply the following information:
Individual Owner:
· First Owner Type is required

· If first Owner Type is set to "Individual", Second or Third owner type can only be individuals

· Last Name, First Name are both required

· Middle Name is optional
· DOB is required

· DLN/State ID is required

· If DLN/State ID is 11 characters in length and the first character is an alphabet then it is a MI state ID and MI Resident flag should be checked

· If DLN/State ID is 13 characters in length and the first character is an alphabet then it is a MI DLN and MI Resident flag should be checked

· If DLN/State ID does not meet the above mentioned criteria then MI resident flag needs to be unchecked Second and Third Owners are optional

· If Second or Third Owners are specified then rules 1 through 8 apply to Second and Third Owner information

· Verify Owners Must be done if either of First or Second or Third Owners is a MI resident.

· System will check Name, Date of Birth, and DLN/State ID against Michigan's OFAC records and below messages will be returned for a successful or unsuccessful repeat offender check:

· The ____ (first, second, third) owner is eligible for this registration transaction.

· The ____ (first, second, third) owner is NOT ELIGIBLE for this registration transaction.  Please REMOVE the ____ (first, second, third) owner information to continue.

· The ____ (first, second, third) owner information could not be verified.  Please check the information or contact the Michigan SOS to verify the information

· Once all the owners have been verified the Owner's Verified check box will be checked

· If for some reason OFAC website is not accessible then system will enable the Owners Verified checkbox and allow the user to manually check it

· # of Owners valid values are 1, 2 or 3

· Full rights to Survivorship enabled and required if # of Owners is 2 or more
Company Owner:
· If first Owner Type is set to "Company", Second or Third owner type can only be either Company or individual

· Name is required

· State ID is required and must begin with character "C"

· Second and Third Owners are optional

· If Second or Third Owners are specified then Company or Individual rules apply based upon user’s selection

· Verify Owners Must be done if either of Second or Third or both Owners are individuals and are a MI resident.

· Lessor Owner

· If first Owner Type is set to "Lessor", Second or Third owner type are not required and hidden

· Name is required

· State ID is required and must begin with character "C"
Owner Address:
· Address change optional

· Address change valid values (None - , Full Name - X, Owner Change - O, Name Change - N, Address Change - A, Owner & Address - B, Name & Address - C)

· Reason - Enabled and required when Addr Change is selected and set to anything except None

· Reason valid values (Married, Divorced, Lease buy out, Full Name)

· City and state should auto populate based on the Zip Code

· Garage County - should auto populate based on zip code explosion, in case there are multiple values returned then set to blank and show multiple values, in case no county can be determined by zip code then set to blank and show county values to the user.
Special Mailing Address:

· Mailer Code is optional

· Mailer Code valid values (Lienholder, Other, None)

· Name Street Zip, City and State - Enabled and Required when Mailer Code Options is selected and set to anything except None
Lessee Tab

When the user creates a New Standard Renewal or Renewal Replace transaction the user is shown the Owner tab:
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User is asked to supply the following information:

Individual Lessees:
· First Lessee Type is required

· If first Lessee Type is set to "Individual", Second Lessee type can only be individual Last Name, First Name are both required

· Middle Name is optional
· DOB is required

· DLN/State ID is required

· If DLN/State ID is 11 characters in length and the first character is an alphabet then it is a MI state ID and MI Resident flag should be checked

· If DLN/State ID is 13 characters in length and the first character is an alphabet then it is a MI DLN and MI Resident flag should be checked

· If DLN/State ID does not meet the above mentioned criteria then MI resident flag needs to be unchecked 

· Second Lessee is optional

· If Second Lessee is specified then rules 1 through 8 apply to Second Lessee information

· Verify Lessee Must be done if either of First or Second Lessee is a MI resident.

· System will check Name, Date of Birth, and DLN/State ID against Michigan's OFAC records and below messages will be returned for a successful or unsuccessful repeat offender check:

· The ____ (first, second, third) owner is eligible for this registration transaction.

· The ____ (first, second, third) owner is NOT ELIGIBLE for this registration transaction.  Please REMOVE the ____ (first, second, third) owner information to continue.

· The ____ (first, second, third) owner information could not be verified.  Please check the information or contact the Michigan SOS to verify the information

· Once all the Lessees have been verified the Lessee's Verified check box will be checked and be disabled

· If for some reason OFAC website is not accessible then system will enable the Lessees Verified checkbox and allow the user to manually check it

· # of Lessees valid values are 1, 2
Company Lessees:
· If first Lessee Type is set to "Company", Second Lessee type can only be either Company or individual

· Name is required

· State ID is required and must begin with character "C"

· Second Lessee is optional

· If Second Lessee is specified then Company or Individual rules apply based upon user’s selection

· Verify Lessees must be done if Second Lessee is individual and are a MI resident.

Lessee Address:
· Address change optional

· Address change valid values (None - , Full Name - X, Owner Change - O, Name Change - N, Address Change - A, Owner & Address - B, Name & Address - C)

· Reason - Enabled and required when Addr Change is selected and set to anything except None

· Reason valid values (Married, Divorced, Lease buy out, Full Name)

· City and state should auto populate based on the Zip Code

· Garage County - should auto populate based on zip code explosion, in case there are multiple values returned then set to blank and show multiple values, in case no county can be determined by zip code then set to blank and show county values to the user.
Plate Tab

When the user creates a New Standard Renewal or Renewal Replace transaction the user is shown the Owner tab:
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User is asked to supply the following information:
Type of registration is required and defaults to user selection

User is allowed to switch between types of registration, valid values are (Title Only, New Plate/30-60 Day Permit, Transfer Plate, Transfer/Renewal Plate, Transfer/Renewal/Replace Plate, Standard Renewal, Renewal/Replace)
Plate/Tab for Renewal:
· Delivery Date even though is required to be supplied is actually not a delivery date as such, it represents a transaction date
· Renewal Plate Number is required

· Text box next to the renewal plate number is required. User needs to enter first character of First Owner or First Lessee, First Name if Individual or Company Name

· Fee Code, Expiration Date and Tab Number are disabled and populated after transaction is processed

· Recreational Passport is required, valid values are Yes/No
Plate Tab for Renewal/Replace:
· Plate Type is required, valid values are (Passenger Plate - Peninsula - 312, Commercial Plate - Peninsula - 313, Motorcycle - Peninsula - 315, Passenger Plate - Mackinac - 322, Commercial Plate - Mackinac - 323, Motorcycle - Mackinac - 325, Trailer Plate - 399, Standard Passenger Plate - White Blue - 811, Standard Motorcycle Plate - White Blue - 812, Standard Commercial Plate - White Blue - 813)

· System will validate that Motorcycle plates are only assigned when the vehicle is a Motorcycle

· System will validate that Trailer plates is only assigned when the vehicle is a Trailer

· System will validate that Passenger or Commercial plates are assigned when the vehicle is not a motorcycle or a trailer

· Fee Code is required, valid values are (Passenger - 001, Motorcycle - 002, Commercial - 003, Trailer - 004, Personalized Passenger - P01, Personalized Motorcycle - P02, Personalized Commercial - P03)

· System will assign the fee code in the following manner:

· If Plate type assigned is 312, 322, 811 and it is not personalized then fee code - 001

· If Plate type assigned is 313, 323, 813 and it is not personalized then fee code - 003

· If Plate type assigned is 315, 325, 812 and it is not personalized then fee code - 002

· If Plate type assigned is 312, 322, 811 and it is personalized then fee code - P01

· If Plate type assigned is 313, 323, 813 and it is personalized then fee code - P03

· If Plate type assigned is 315, 325, 812 and it is personalized then fee code - P02

· If Plate type assigned is 399 then fee code - 004

· Renewal Plate Number is required

· Text box next to the renewal plate number is required. User needs to enter first character of First Owner or First Lessee, First Name if Individual or Company Name

· Issued Plate Number and Tab Number is returned when inventory is assigned.

· Recreational Passport is required, valid values are Yes/No
Fees:
· Fees are returned by DMV and are displayed once the transaction is complete, Tax and reg. Fee & Total Reg. Fee are calculated as shown below:

· Tax and Reg. Fee. = FRP Fee + Reg. Late Fee + Graphic/Replacement Fee + Transfer Fee + Personalized Plate Fee + Registration Fee + Rec. Passport Fee

· Total Reg. Fee = FRP Fee + Reg. Late Fee + Graphic/Replacement Fee + Transfer Fee + Personalized Plate Fee + Registration Fee + Rec. Passport Fee
Registration Transactions:
Following Registration Transactions are allowed by Michigan State for Financial Institutions

Standard Renewal

The Standard Renewal transaction type is used by the financial institutes when one of their customer wants to renew their registration. If the customer holds a specialized plate the Financial Institute should be able to renew registration for such a plate.

Standard Renewal and Replace

The Standard Renew and Replace transaction type is used by the financial institutes when one of their customer wants to renew the registration and also wants to replace the current plate with a new plate. If the customer holds a specialized plate the Financial Institute should be not able to perform this transaction.
Lien Add/Drop/Refi Transaction View
New Transaction Screen

When the user wants to create a new Lien Add/Drop/Refi transaction from the New transaction screen they are required to enter the VIN, Odometer Status, Odometer Value and Customer Name from the current title certificate in order for it to pre-load Vehicle and Owner information for the transaction.
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Vehicle Tab

When the user creates a New Lien Add/Drop/Refi transaction the user is shown the Vehicle tab and the information is prefilled for the user:
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None of the informaiton on this tab is editable by the user
Owner Tab

The Owner information is prefilled for the user and disabled:
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Lien Holder Tab

The Lien Holder information is also prefilled for the user with the current records, but the user I allowed to modify certain data here:
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The user is allowed to:

· Add a lien if only one or no liens exists

· Drop one one or more liens, but the transaction has to have one lien at least on the transaction, additioanlly the processing financial institute must be one of the liens on the transaction.
· Refinance the existing liens

· Seller information will be pre-filled once the transaction has completed
Inquiries
Inquiry List

When the user clicks the Inquiry option under the process bar the user is shown the inquiry List:
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Creating New Inquiry

User can create a new inquiry by selecting New Button, the user is asked to enter a control number for the inquiry:
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Inquiry Screen

User is now shown the following screen:
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The user has the following options on the Inquiry screen:

Inquiry Type – user can select Transfer to Registration (the results will be transferred to a transaction) or Standalone (user will be shown a report and no transaciton will be created)

Plate – if the usre wants to run a plate inquiry they will enter the plate number here
VIN – if the user wants to run a Vehicle inquiry they will enter the VIN number here

DLN is an optional field

Odometer Status is required when a VIN inquiry is to be done

Odometer Reading is required when a VIN inquiry is to be done

Reason – user needs to supply a reason for the inquiry

Customer is required whether running a VIN or a Plate inquiry
Transfer to Registraton is enabled and required when Inquiry type is selected as “Trasnfer to Registration”, the options for the user are “Vehicle”, “Owner” or “Both”

Inquiry Report
If the inquiry is successfull the user is shown an inquiry report:
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Voiding
Financial Institutes transactions Can Void (back out) a transaction the same day. If the transaction being voided had printed a valid stickered registration card, then the user will have to insert that stickered registration card to print void over it. This voided stickered registration card needs to be them returned to Michigan State along with Bundle Report and other paperwork.

When the user selects a completed transaction to void, they will open the transaction from the deal list and then from the transaction screen they will select “Delete” to void the transaction, they will be shown the following dialog:
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The user can choose to return the plate inventory that they issued back to the warehouse or they can return it back as available into their inventory. Users can only back out those transaction that they have process the same day.

User have to Insert the Stickered Registration Card to print Void Over as below.
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Overnight Process
Michigan state requires that each company that is processing transaction send in a completed report (should also include voided transactions) along with the paperwork. The overnight processing report will look like this:
Overnight Process:
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Overnight Report:

[image: image33.png]From Reports select
bundle to access the
bundle report





Select the bundle report you want to view or print
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Finally the user is shown the following report:
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This report must be signed before it is mailed along with the transaction paperwork to Michigan Department of State in Lansing
Inventory
Users use the inventory application to Order, Receive Inventory, Manage, Assign or Change Inventory Status and finally generate various reports. User will use the application shown here to manage various inventory functions: [image: image36.png]



Create and Receive Purchase Orders

Purchase Order list allows user to see all the purchase orders they have created in their various states:
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Select Order from the left hand, allows the user to create a new purchase :
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Receive Purchase order allows the user to receive inventory that is shipped to them from the warehouse into their inventory:
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Manage Inventory

The Inventory tab of the application allows user to view and manage their inventory. When the user clicks on that tab they are shown the inventory view
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Search allows the user to quickly serach for a perticular inventory item in their inventory
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Set Levels allows the use to maintian levels for a perticular inventory item so that if inventory level fall below a certain level they are made aware of that fact. Max inventory level lets the user control the amount of inventory they can order and maintain.
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Assign lets the user assign inventory items to other locations if they choose to assign inventory other locations, but in the case of Financial Institutes this is not allowed.
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Modify Qty lets the user change the quantity of unserialized inventory on hand
[image: image45.png]Madify Quantity

[Queniity fo NorvSerslzed Invertory can be adjusted by adding
or subhacting from and to using posiive o negative numbers.

Adust QY (+/)

(]





Modify Status allows the user to change the current status of an individual inventory item to something else:
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Inventory Reports

Inventory reports facility allows the user to generate various reports:
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Detail Report allows user to generate inventory item details for one or more types and statuses:
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Summary Report lets the user generate a summary of inventory tiems for one or more types
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Inventory Available Report generate a report of all those items that currently show as available in the dealer’s inventory:
[image: image52.png]Inv hvailanle Rpe

HI INVENTORY AVAILABLE REPORT
NANE:  FIRST MERIT BANK PAGE 1
cnr: KIrIo00s

DLR CODE: K001

RUN DATE
RUN TIHE

Trer pEsc DATE RCVD  BEGINNING ENDING  STATUS ary

399 PERNTRL  09/05/2017 7000004 2000049  Available a5

10/12/2017
05345 P

ToTaL 15
11 ST PASS  03/05/2017 2225028 2225049  Available 22
ToTaL 22
815 ST COMX  03/05/2017 2250000 2250049  Available s0
ToTaL s0
26 TEW PRNT  04/21/2017 2304018 2304488 Available 8
ToTaL 8
2018 B 09/05/2017 9980077 9980100 Available 23
ToTaL 23
2010 B 09/05/2017 9930002 9990100 Available 99

ToTAL 55





Inventory Damage/ Missing/Void shows the user a report of all the inventory that have been marked as damaged or missing or voided within this year
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Inventory History Report allows to user to see the history of inventory items with a given time frame:
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Inventory Issued Report allows the user to view inventory that was issued by the company within a time frame:
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CSV detail report lets the user save the inventory detal report as a CSV format
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Inventory Counts
Each Financial Institution is required by Michigan State to perform Inventory counts every Quarter.

First, the user should print the daily inventory list and verify all items are on hand as expected.  Then the user starts the count process.  The user can enter the count information from their daily on hand listing.

For a user to perform inventory counts they will click the button under Process called “Physical Inventory” as shown below:
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When they click the button the system with launch a website from the software which will require the user to login in order to access the physical counts website:
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Inventory Counts screen:
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Billing

All Financial Institutes transactions are billable transactions. Each transaction will incur a certain transaction cost which will be billed to the client at the end of the month by CVR. In case a transaction is voided the same day there will be no billing charge for the transaction
Reports

Most of the reports mentioned below are printed on completion of a transaction and user has a choice of re-printing them using the reports section of the application. 

Pull Ticket

Pull Ticket for a Michigan customer acts as summary receipt after the transaction has been complete
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 Full Report

Full Report for a Michigan customer also acts as a Receipt but gives much more details about the transaction than the pull ticket.
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Application for Michigan Vehicle Title is required for all Financial Institutes that are performing a Title Transaction on behalf of their customer
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Stickered registration certificate is printed for all customers where the financial institute is performing a registration transaction
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TR-2L
Unstickered Registration Certificate is printed for 
Registration transfer activity or for those customer requesting additional registration copies.
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Printers

Financial Institutes must use certified printers by Michigan State to print the stickered and unstickered registration cards. List of Valid and certified printers are:
1. Samsung Pro Express M4020ND >> this is recommended

2. Brother HL-L2300D >> this is certified but has poor feed and slow printing

3. Brother HL-5470DW

4. Brother HL-6180DW

5. Kyocera FS1370DN

6. Kyocera FS2020DN

7. Kyocera FS3900DN

8. Samsung ML 3712 ND

9. Samsung ML 2955ND

10. Lexmark T650 to T654 

Note: These printer settings MUST be used at all times for tab printing purposes.
Media Type: Label
Resolution: HQ 1200
Print Settings: Graphics
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