Tag Application

The Registration and License Management system is an Alabama Department

of Revenue (ADOR) compliant web application that streamlines the processing of both walk-in and
online customer vehicle, boat, manufactured home, and business licenses.

Below are afew of the special features that are built into the application:

= Simpleand intuitive navigation

= Easy and accurate handling of escape tax calculations

= Drop down menuswith descriptionsrather than codes

= Flexiblereporting leveraging new technology tools

= Improved accuracy related to the extensive use of field-level checks,
drop down inputs, and text completion features

= Search capabilities utilizing predictive text and auto-complete functions

= ETAPSiIntegration

= Integrated fleet renewals

= Integrated onlinerenewals

= Email renewal notifications

The Registration and License Management system is also known asthe "Tag App".
This help documentation provides:

= Information about various special fields that help reduce data entry time
and streamline processesfor the County
= Description of someimportant businessrules and laws gover ning the issuance of tags

Application Components
The Tag App has eight primary application components:

= Auto - for vehicleregistration transactions
= Boat - for boat registration transactions
= Business- for businesslicenseregistration transactions
= Mobile- for manufactured homesregistration transactions
= Placard - for issuing auto disability placards
= Dealer - for vehicleregistration transactions
= Commit - for prepurchasing new tag designs
= Admin - for administrative tasks
To access an application component, click on the component button at the top of the page:

Prints

AUTOD ﬁ EDAT BUSINESS MOEILE PLACARD DEALER coMmIT ADMIN SIGN OFF

| Lastame | VIN | Tag | ETAPS | Company | Customer | Tiie |

Search




Vehicles
Special Fields

RFC and C2P

A 'RFC' and a'Commitment to Purchase' can be started from the automobile search screen by selecting the appropriate
icon.
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Email Notice

To reduce mailing costs, the County is encouraging customers to receive email notifications for renewals. For new
customers, the customer's email addressis required unless the 'Email Notice' checkbox is unchecked. The tag
application will automatically verify the legitimacy of the email address. When renewing tags, be sure to ask the
customer if they would like to receive their renewal notification via email.

Hereis a screen shot of the Customer data entry page with the email address and Email notice
checkbox:

CUSTOMER

{ER First [ADRAIN M|z DL#lAL [% 2877022
Joint Last W W b v
Tax Exempt IMut Exempt |W

Chwner Last P

Company Email TES@YAHOO.COM
AddrLing 1 |1810 GILMER AVE LOT 4: Line 2 M Resident DoB
City TALLASSEE State AL Zip 36078 - Rate Type [out [
Mail Line 1 PO BOX 7800682 Line 2 [~ Military - Qut of State Mailing
City TALLASSEE State AL Zip (36078 -
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AutoTab
The'Auto’ tab and its fields are unique to the '‘Auto’ business module.

The Title Name' contains the owner of the vehicles name and is the name that will print out on the receipt. The Title #
isthe ETAPS number assigned by the state.

- IH.I:.-'Hh:ILiI:.'IIIl:.-'IIl |1] Aulu ]
TItle Mame |FAHKEH ADHAIN Thtle & |E15540dy b
Renewal [JuL Type |Cars |
YIMN [1FAHI24VZEGAT1213 ar 2003 Model | FCRD |a | TAURUS SEL FWD

Colorfs) IEIIue [i] |

Furchzse |Used ¥] Prcs

Title Name at |0 IModel I FCRD - TAURUS SEL FWwO

Tite

te 4182008 [T Entrv it MNumboer

Acquired |BEN ATKIMZON WOTCRS INC. [T ML Suspenced
Leasor Exempt | [we|
Commeznt Initf

Also on the'Auto’ tab isthe 'Vehicle Type' drop down box, the 'Vin' textbox, and the vehicle 'Model' drop down box.
The auto year and the 'Model' drop down box are automatically populated by the VIN number. Y ou must select the
vehicle from the 'Model' drop down box, so the application can calculate the ad valorem.
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Replacemsnt Auto
I~ |Rrep

Title Name |PARKER ADRAIN Title # E1esasse| |w]
Vehicle
Renewal [JuL Type | cars v
VIN | 1FAHP24W28G171219 Year 2008 Model [FORD [s] TAURUS SEL FwD 4D

Color(s) | Blue v

Purchase |Llsec| [w] Frice o

[»| Weight o Model |FO URUS SEL FWD - 4D [»]

Date 411a2008 g Entry

Acquired [BEN ATKINSON MOTORS INC. ™ MLl Suspended Vehide
Model
Leasar Exempt |
Comment Unit&

The 'Purchase’ drop down box will dictate if the taxes will be deferred or will be paid. If the purchase typeis'New' the
taxes will be deferred. The 'Date’ textbox refersto the purchase date and will control the tax start date during a New
Registration. If the customer is coming from out of state that date should be entered in the 'Entry’ date. Thiswill



override the purchase date and will control the tax start date. The 'Type' dropdown will decide if the customer will pay
sales tax.

r I Replacement [1] Auto

Title Mame |PARKER ADRAIN

Fenewal | L Type IH

WIM |1FAHP2&W2EG171219 rear |2008 Model |FOR

Title # [E18s4593] ]

Furchase
From

Purchase
Date

Color(s) |Blue v |

Purchase |Llse [v] Price o

Acquired |BEM A 0N MOTORS INC. [T MLl Suspended
Leasor Purchase Emg".,.r Exempt | [»]
dle
Comment Tvpe LInit#

When the 'MLI" suspended checkbox is checked the clerk will not be able to renew the tag. During aMLI_Only
transaction the box needs to be unchecked.

r I Replacemsnt [i] Auto
Title Name PARKER ADRAIN Title # 1654598 [w]
Renewal | L Type |cars |+
VIN | 1FAHP24W28G171219 Yej Model [FORD [w] TauRUs SELFWD  [4D
Color(s) |Blue v [»| Weig Model |FORD - TAURUS SEL FWD - 4D |»]

Purchase [Used [s] Price o Date 4182008 |73

Acquired BEM ATKINSOM MOTORS INC.

E Type I Mo Sales Tax .

MLI Suspended

Leasor Exempt | [»]

Comment Linitg

Tag and Fees Tab

The 'Tag and Fees tab and its fields are unique to the 'Auto’ business module.

The 'Tag Category' contains all of the higher level tag groups which are made up of "Tag Types. For example, the
'‘Carg/Pickup Trucks category contains the 'God Bless America tag type. Thistab also hasthe 'Tag # textbox. When
this textbox is hovered over the tag format will show up. If the 'Decal’ checkbox is checked the application will
automatically assign adecal.



r I Replacement

2

Decal
Mumber

Category | Cars/Pickup Trucks w Type | God Blezs America tal Tag

Tag Year JCarsiPickup Trucks
Handicapped
Exception Wehiclez
Collegiate

Speciatty
Generic Race Plates
Status IE Mizc. Generic Tags

Vintage Vehicles
W FEES: Private Buses
Farm

License Forest Product
Ambulances & Hearzez

Tag# |AYS7766

Schoaol

[s5Ue Addl lssue

Transfer Taxs FITIEwTT Trans Pen [ail
Tag
Title Metal Tag Replace z.00 Categow Metal Tag2
Mon Use [ Is Mail [ N

The previous tag information is used to decide the expiration date on renewals and the back taxes on 'New
Registrations and ‘Transfers. By selecting 'None' from the 'Status' drop down box the application will charge 12
months of back taxes. When the 'Non Use' checkbox is checked during an 'Escape’ transaction the penalty and tag fees
are waived. If the'ls Mail' checkbox is selected the application will add $2.00 to the transaction.

r I Replacement [1] Tag and Fees

Category ICars.-'F‘iu:kup Trucks [i] Type IG-:II:I Blezs America [i] [ Wetal Tag
TagYear 2011 Tag Maonths 12 an = ST766 Decal # v
School Status Type C2P #

[ PREVIOUS TAG INFO:

Status | valid v Prev. Tag AYST765 Prev. Decal 23041300 Prev. Exp. 7/31/2011

Total:

License Ssle Fenalty Interest

Transfer pucher Special M ail
Title Replace z.00 Ambulance IMetal Tag2

Mon Use Is Mail [~ ]




TaxesTab

The Tag and Fees' tab and itsfields are unique to the 'Auto’ business module. The Sales Tax is automatically calculated
by the application based on the vehicle purchase price and the city that the customer lives. If a customer has paid a
portion of their tax they should enter that amount in the 'Paid' textbox that corresponds with the tax that has been paid.
When a customer's tax jurisdictions are different from their physical address select the * City’ checkbox and choose
which 'City' and 'Rate Type' that matches their address.

Paid: State, 100.00 County 0.00 City |0.00 Owed: State 0.00 County 25.00 City (0.00

I~ ity | TALLASSEE Rate Type I Out

[ OVLRRIDE ALL FIELDS

m Asseleed Value
— | Owed
ALLASSEE Rate Type | ol Rate T‘-.-‘De |
. Fire

Tax Manths State Tax City Interest Fenalty
Jurisdiction
(ml DEFERED AD VALOREM OWED (Bl OVERRIDE ALL FIELDS
Market Val Assessed Value Tax Start i Expires i
I~ City | Rate Type I— Class I—
Tax Manths State County City School Yal. Fire Interest Fenalty

The Ad Valorem is automatically calculated by the application based on the vehicle's market value and the city that the
customer lives. The 'Market Value' is set by the state and the 'Assessed Value' is calculated based on the customer's tax
class. When a customer's tax jurisdictions are different from their physical address select the ‘ City’ checkbox and
choose which 'City' and 'Rate Type' that matches their address.



I~ [sTa
M SALES TAX

Total:

Paid: State 100.00 County 0.00 Owe County |25.00 City |0.00
Market Ai?aelsjae‘j ;
I~ City | TALLASSEE Value e | oy .
AD VALOREM Il OVERRIDE ALL FIELDS Total: ||

[~ Market Val AssessedValue
Cwvernde
I~ City | TALLASSEE Rate Type [out Checkbox |
Tax Maonths State County City School Penalty

[ DEFERED. .~ VALOREM (

Market VWal ‘

I~ City

_ Il OVERRIDE ALL FIELDS Total: ||
Tax Maonths being

Charged Tax Start i Expires s

Rate Type | Class |

Tax Maonths State County City School Wal. Fire Interest Penalty

The Deferred Ad Valorem Owed is automatically calculated by the application based on the previous year’s New
Registration transaction. The 'Market Value' is set by the state and the 'Assessed Value' is calculated based on the
customer'stax class. When a customer's tax jurisdictions are different from their physical address select the ‘ City’
checkbox and choose which 'City’ and 'Rate Type' that matches their address.



W SALES TAX Total: el

Paid: State 100.00 County 0.00 City |0.00 Owed: State |0.00 County |25.00
Rate Type I—
AD VALOREM (B OVERRIDE ALL FIELDS
[T Warketval Assessed Value
™ City [TALLASSEE Rate Type [owt ___ +~ S

Tax Months State
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Market Val Assessed Value Tax Start E Expires
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CreditsTab

The 'Credits tab and its fields are unique to the 'Auto’ business module.

The 'Credits tab shows the amount of tax that is owed to the customer. The 'Tax Start' and the 'Expires Date are
populated based on the previous transaction done in the application. The clerk must manually enter the 'Eligible’ date so
that the system knows how many months of credit the customer is due. The clerk must choose to 'Dispose’ or 'Re-Tag'
the vehicle that is eligible for the credit from the 'Action’ drop down. If the clerk chooses 'Re-tag', 'No Voucher' is
automatically selected. If 'Dispose’ is selected the clerk must decide to apply the 'V oucher' or give the '‘Receipt for
Credit'.



[ VOUCHER

Tax Start i Eligible i Expires i Action | Select an Action ||

MarketVal Assessedyal: Tag Decal

Apply Receipt for City Schngl Vol. Fire Total
Voucher Credit No

Eligible Voucher Expires

Dats Dispose

Date or Re-tag
CREDIT
Credit Type " voucher Receipt For Credit Mo Voucher
Vehicle Status

All vehiclesin the system have atag status which is displayed in the search page.
Vehicle statusis shown in the form "yy-status’ where:
= "yy" representstheregistration year and
= "status' isone of the following:
 Early - registration is valid and the current tag is within the current registration period
e On_Time - customer has been notified, registration must be renewed prior to month end
o Late - renewal date has passed, customer will be assessed a late fee and interest on back taxes
» Escaped - renewal date is more than 12 months past due, customer will be assessed additional fees

If avehicle's status is Late or Escaped, the system will automatically calculate the late fees
and penalties that the customer must pay when the vehicle's registration is renewed or transferred.

The following screen shot shows 4 cars registered by Kellie Powers. Two are "Early"”, and two are "Escaped”:

Name Address DL Hum Actions
I~ POWERS, KELLIEE 275 ALLEN DR 4656904 A = @
| Stws  MakeandModel VN Year Taghum  Actons
™ 11-Early CHEY C1500 42 1GCDCI4KALE237722 1990 (PC)29B40C1 ) @ L4 @ :1,'
™ 11-Early ACUR TSX JHACL9BBI5CO30723 2005 (PC)29B40C0 D 6 w O 9.
[T **07-Escaped_2HOND CIVIC EX THGEJ1162PL032454 1993 (PC)29DE60R = @ " @ ::I'm
[ **08-Escaped_2 CHEV C1500 4X2 1GCDCI4KTPZ202172 1993 (GB)11882A3 = @ L 4L @ lil;'

® 2007—2010 Ingenuity, Inc. All Rights Reserved | (ver.2.0.0) :& ‘E“\EB‘%FFI‘ET




To perform atransaction for avehicle, click on one of the "transaction” icons on the search page.

To see what each icon represents, hover over that icon and an explanation will appear.

Clicking on the "Select Auto™" icon

* will move you to the customer tab where you can select

the transaction you want to execute for the vehicle. The type of transaction allowed for a vehicle will

will depend on the vehicle's status according to the following table:

Status: Early Late Escaped
On_Time Escaped_2
Transactions: Replacement Renew Escape
Upgrade MLI_Only MLI_Only
STAX Transfer_NewReg Transfer_NewReg
Transfer_NewReg Temp_Tag Temp_Tag
Transfer IRP_Renew IRP_Renew
Title_Only
Title_Change
MLI_Only

Use the drop down list to the left of the customer tab to select the transaction. For example, if the vehicle's status is
"Early"”, the available transactions can be shown by clicking on the down arrow in the drop down list:

s I

BOAT  BUSINESS MOBILE PLACARD  DEALER  COMMIT  ADMIN  SIGN OFF

\POWERS KELLIE

[ I Replacement
Replacement

Upgrade

STAX

Tranzfer_MNewReg

Tranzfer

HTite_onty
MLI_Onby
Title_Change

DL#IAL | 4656804
pL#[ [w
Tax Exemnpt INnt Exempt |a

0.
First I

Ermail r

Vehicle Transactions

New Registration
Procedure:

« With ETAPS
e Search the ETAPS number

« If the customer already exist select 'New Auto'

« If the customer does not exist select 'New Customer'

« Fill in any customer or auto information that needs to be filled
« Select tag category

« Select tag type

« Enter tag number



« Feesand ad valorem will automatically calculate
« Submit transaction

» Without ETAPS
o Search for the customer

« If the customer aready exist select 'New Auto' = =

« If the customer does not exist select 'New Customer’
e Fill in customer information if it isanew customer
e Fill inauto information

» Select tag category

» Select tag type

« Enter tag number

« Feesand ad valorem will automatically calculate

e Submit transaction

= With ETAPS and Back Taxes
e Search ETAPS number

« If the customer already exist select 'New Auto' =~

« If the customer does not exist select 'New Customer'

« Fill in any customer or auto information that needs to be filled
« Select tag category

» Select tag type

« Enter tag number

 Enter in previous tag info to calculate back taxes

 Fees and ad valorem will automatically calculate

« Submit transaction

« Without ETAPS and Back Taxes
o Search for the customer

« If the customer already exist select 'New Auto' =

« If the customer does not exist select 'New Customer'
e Fill in customer information

« Fill in auto information

« Select tag category

« Select tag type

 Enter tag number

« Enter in previous tag info to calculate back taxes

o Feesand ad valorem will automatically calculate

e Submit transaction

Renew



The tag selected for arenewa must have a status of On_Time or Late
Procedure:

= Basic Renewal
 Search for the specific tag

o Select the auto that needs to be renewed
o Ad valorem and fees will automatically be calculated
o Submit transaction

= Late Renewal
 Search for the specific tag

« Select the auto that needs to be renewed

o Ad valorem and fees will automatically be calculated
 Penalty fees and interest will be calculated

e Submit transaction

= Escaped Renewal
 Search for the specific tag

« Select the auto that needs to be renewed

o Ad valorem and fees will automatically be calculated for the escaped year
 Thetag application will automatically renew the tag for the current year

« Submit transaction

= Renewal that requiresanew tag
 Search for the tag that is currently on vehicle

o Select the auto that needs to be renewed

« Select the tag category

« Select thetag type

 Enter the new tag number

o Ad vaorem and fees will automatically be calculated
 Penalty fees and interest will also be calculated (if late)
« Submit transaction

Replacement
The customer needs to replace the tag and/or decal for the vehicle.
The vehicle must have an early status

Procedure:
= Search for the specific tag

= Select the auto that needs to receive a new tag and/or decal
= If new tag is needed, enter in the new tag number
= The decal and fees will automatically be added
= Submit transaction
Upgrade



The customer wants to change tags before the tag comes up for renewal.

Procedure:
= Search for the specific tag
= Verify that the statusis early

= Select auto that needs to receive new tag

= Select upgrade from the transaction type drop down box
= Choose the tag category

= Choose the tag type

= Enter in the new tag number

= Feeswill be automatically calculated

= Select submit

STAX
Procedure:

= New vehicleto the system (w/ ETAPS)
o Search ETAPS

o Select new auto

o Select STAX from transaction type drop down box

e Fill in any customer and auto information not already filled in
e Must enter in purchase price

 Salestax will automatically be calculated

« Submit transaction

= New vehicleto the system

o Select new auto

o Select STAX from transaction type drop down box
« Fill in the customer and the auto information

e Must enter in purchase price

 Salestax will automatically be calculated

o Submit transaction

= Vehicleisalready in the system
 Search for vehicle

« Select vehicle that salestax is owed for

» Select STAX from transaction type drop down box

« Fill in any customer or auto information not already filled in
e Must enter in purchase price

 Salestax will automatically be calculated

« Submit transaction



MLI Only

Procedure:
= Customer comesin to only pay MLI

« Search for and select suspended auto

e Select MLI_Only from transaction drop down box
« Uncheck the MLI suspended checkbox

« Recalculate if necessary

« Submit transaction

= Customer comesin torenew and after the autoisselected MLI suspended error comes up
« Select the auto tab
« Uncheck the MLI suspended checkbox
« |f the MLI fee needs to be collected, enter in the override password
o Select the checkbox next to fees
« Typethe amount in the" Special” fees box
« Continue with renewal
« Submit transaction

Title Only

Procedure:
» Search ETAPS

= Select new auto next to the corresponding customer =
= Select 'Title_Only' from the transaction drop down box
= Fill in any customer or auto information that is not filled
= Fee will automatically be calculated

= Submit transaction

Title Change

Procedure:
= Search for the auto that needs the title change
= On the'Auto Tab' enter in the new ETAPS number
= The application will automatically verify that the current vin number matches the vin number attached to that
ETAPS number
= The application will then automatically update the Title Name, Purchase Date, Purchase Type, and Acquired From
= STAX will automatically be charged, so the clerk must select 'No Sales Tax' if no salestax is due
= Submit to the cart

Transfer



Procedure:

= Search for and select the auto that needs atag transferred to it

= Select "Transfer" from the transaction type drop down box

= Select the tag you want to transfer from the transfer drop down box
= Select 'Dispose’ from the 'Action’ drop down box

= Submit the transaction to the cart

Transfer with a Re-tag:

= Search for and select the auto that needs atag transferred to it

= Select Transfer' from the transaction type drop down box

= Select the tag you want to transfer from the transfer drop down box

= Select 'Re-Tag' from the ‘Action’ drop down box

= Submit the transaction

= The screen will be redirected back to the customer page, starting a 'Fees Only' transaction
» Select the 'Tag Category' and the Tag Type

= Enter in the new tag number

» The feeswill be automatically calculated

= Submit the transaction to the cart

Transfer New Registration
Procedure:

= Search by the ETAPS number, if not available search by the tag that needs to be transferred
= Find the customer that owns the tag that needs to be transferred

= Select the new auto next to the customer name ™
= Select Transfer_NewReg' from transaction type drop down box
= Enter in any customer or auto information that is not automatically filled in
= Select the tag number to be transferred from the transfer drop down box
= If thetag isnot in the drop down, enter the tag number in the text box to the right of the drop down
= Thiswill populate the drop down, and the clerk should select that tag number from the drop down
= Check with ADOR to verify that newly purchased vehicleis current with all taxes
e If not current, select 'Valid' from previous tag information drop down box
o Enter in previous tag number
« Enter in previous expiration date
e When submitted, back taxes will be automatically calculated
= Select the credit tab
= Enter the date that old vehicle was sold in the eligible date text box
= Select 'Dispose’ from the action drop down box
= Select 'Voucher', 'Receipt for Credit', or 'No Voucher'
= Submit when finished

Transfer New Registration with Re-Tag:



= Search by the ETAPS number, if not available search by the tag that needs to be transferred
= Find the customer that owns the tag that needs to be transferred

= Select the new auto next to the customer name = =

= Select Transfer_NewReg' from transaction type drop down box

= Enter in any customer or auto information that is not automatically filled in

= Select the tag number to be transferred from the transfer drop down box

= If thetag is not in the drop down, enter the tag number in the text box to the right of the drop down
= Thiswill populate the drop down, and the clerk should select that tag number from the drop down
= Enter the date that the old vehicle was sold in the eligible date text box

= Select 'Re-Tag' from the action drop down box

= Select 'No Voucher'

= Submit when finished

= The screen will be redirected back to the customer page, starting a'Fees Only' transaction

= Select the 'Tag Category' and the 'Tag Type

= Enter in the new tag number

= The Fees will be automatically calculated

= Submit the transaction to the cart

IRP_NewReg
Procedure:

= Search the ETAPS number or the customer's name and add a new vehicle. If the customer does not exist in system

already the clerk should select the 'New Customer’
= Once the clerk is on the customer tab change the transaction type to 'IRP_NewReg'
= After the customer and the auto information isinput , the clerk should move to the "Tag and Fees tab
= 'Apportioned’ should be selected for the 'Tag Category' and 'Tag Type'.
= Nothing will be in the tag number text box because the IRP# is assigned after the submit button is selected.
= After 'Apportioned' is selected the money will be calculated
= Submit the transaction to the cart

IRP_Renew
Procedure:

» Search for the automobile

= Then select the vehicle that needs to be renewed

= When the customer screen appears change the transaction type to '|RP_Renew'

= After the customer and the auto information isinput , the clerk should move to the tag and fees tab

= 'Apportioned' should be selected for the 'Tag Category' and 'Tag Type'

= Nothing will be in the tag number text box because the IRP# is assigned after the submit button is selected
= After 'Apportioned’ is selected the money will be calculated

= Select the submit button to go to the cart



Receipt for Credit
Procedure:

» Search for vehicle that is owed credit

» Select the vehicle that is owed credit  #

= Enter in the date the vehicle was sold in the 'Eligible Date' text box
= The credit will be automatically calculated

= Submit the transaction to the cart

Business Rules
Vehicle Taxes

Since October 1, 1989, licensing officials throughout the state began collecting county and municipal sales and use
(Ad Vaorem) taxes on all vehicle purchases. Act 89-691, enacted during the 1989 Regular Session of the Alabama
Legidature, provides for the collection of taxes both on vehicles sold by licensed dealers and on casual sales between
individuals.

Sales taxes on casual sales (sales between individuals) are collected when the purchaser applies for license
registration at the courthouse. Rates are based on the tax rates in effect for vehicles in the county and municipality in
which the purchaser resides. State sales and use tax on vehicle purchasesis 2% of the net purchase price.

Ad Vaorem tax is calculated using the market value of the vehicle - defined and maintained by the state in the
VinVal database. Salestax is based solely on purchase price (listed on the bill of sale).

The state law requires licensed dealersto furnish all purchasers of new or used vehicles with an invoice or bill of sale
which reports the separate amounts of state, county and municipal sales tax collected by the dealer at the time of
purchase. The appropriate sales tax rates should be listed also.

All purchasers of vehicles are required to show their invoice or bill of sale when applying to the licensing official for
vehicle registration. Registration is mandatory within twenty (20) calendar days of purchase date without tag penalty.
If the licensed dealer has collected county and municipal sales taxes as reflected on the invoice, then no salestax is
due. However, if municipal or county taxes are not collected at the time of purchase, the buyer will be required to pay
the sales tax applicable to vehicle saleswhich isin effect for the municipality or county in which the purchaser
abides.

A county resident will always pay applicable state and county sales or use taxes on vehicle purchases. If the county
resident buys a vehicle from a dealer in the city, then he may pay city salestax to the dealer. A city resident will
always pay applicable state, county and city sales or use taxes on vehicle purchases. If the city resident buys a vehicle
from a dealer in aneighboring city and the dealer failsto collect city salestax, then the city resident will pay

city salestax at the time of vehicle registration.



Registration Dates

Alabamaregisters vehicles under a staggered registration system, January through November, based on the first letter
of the owner’ s last name. Motor vehicle registrations expire on the last day of the designated renewa month. For
example, someone whose last name begins with the letter F, G, or N isrequired to register his’her vehiclein the
month of April, and the previous registration expires on April 30. Leased, commercial and fleet vehicles are subject
to renewal in the months of October and November and the registrations for these type of vehicles expire on
November 30.

Rate Type

Therate type field is located under the customer tab (see screen shot below) and is used
for tax calculations.
Select:

= Out - if the customer livesoutside city limits
= In - if thecustomer livesinside city limits
= Out (PJ) - if the customer lives outside the city limits, but inside the city's police jurisdiction

It is up to the customer to declare where they live. However, the clerk must advise the customer that
the information provided will be checked and the customer will be subject to pay tax and penalties
if incorrect information is provided.

Frints N
commiT i ADMIN

MOBILE DEALER SIGN OFF

BOAT  BUSINESS PLACARD |

I I NewReg
CUSTOMER

Chwner Last First i FEIM | AL Iy

Jioint Last First I FEIMN [w
Company Email v Tax Exempt m
Addr Line 1 Line 2 W Resident DOB
City State Zip - Rate Type | Out w
Iail Line 1 Line 2 [~ Wilitary - Cut of S?m e
n
City State Zip - Qut (PJ)
Phones Reg Lic Bus Lic
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Boats

Special Fields

Boat Tab

The'Boat' tab and its fields are unique to the 'Boat' business module.

The'AL# textbox contains the boats state issued unique number. The 'HIN' is the hull identification number assigned
by the boat manufacture and is unique to each individual boat. The 'Length' textboxes sets the boat ‘Class which
dictates the registration fee.

Hull Material Propulsion v
Lengthin
Boat Make Fuel | .-v
Feetand -
Motar Make State Inches Motar HiP
Al

Purchase | . Date Entry Type | .
Comment | Marine San. [ |v]




The 'Boat Make' textbox will bring up a dropdown menu containing the boat makes that match what you have typed.

AL#F HIr Length ft. in. Class II'_|3~:--'_- |
Hull Material | v Propulsion | v Use | v Vessel | W
BoatMake BLAC { Year Fuel | [v]

Type the firsk Few characters of a boat manufacturer to see
et SN Wotor HP

Matar Make

Purchase Price Date Entry Boat Make |
Menu
Comment
Boat Make
TRANSA Total: |
[T Tax Start 10772010 [T Transacted: 10/7201 14 FM [T Expires
Sales Tax Ad Valorem Black Thunder Powerboats Fees
Corrections [~ Bad Check [~ Reject [T Collect Er{P/ackiin Yachts Trans

Blackman Boats
Comment




The'Motor Make' textbox will bring up a dropdown menu containing the motor makes that match what you have
typed.

r I NewReg [i]
BOAT

AL# 351250 HIM 23555529 Length 25 f 08 in. Class

Hull Material | FiGlazs Use IF‘|EE|SIJFE - Vessel | Open
Boat Make BLACK THUNMDER PQY Year 2002 Fuel | Gas
Matar Make val I Motor S/ Matar HIP

Purchase | . Price Date i Entry Motor Make Type | -
Comment Menu e San. | [w]
TRANSACTION Total: ||

[~ TaxStart 1072010 [~ Transacted: 10mz010 [E I Issued 10/7/2010 1f:03:42 PM [~ Expires i)

Sales Tax AdValorem Credit Fees

Yamaha-hMotor

Corrections [~ Bad Check [~ Reject [T CollectEr Trans

anmar
Caomment

ayako Motors

Boat Status
All boats in the system have a status which is displayed in the search page.

Boat statusis shown in the form "yy-status* where:
= "yy" represents the registration year and
= "status' is one of the following:
« Early - registration is valid and the current decal is within the current registration period
e On_Time - customer has been notified, registration must be renewed prior to month end

The following screen shot shows 2 boats registered to Brad Parker. Oneis "Early” and oneis"On_Time":

Address Actions
[~ PARKER, BRAD 1508 GILMER AVE % Ay
Status Make Length Year ALNum Decal Actions
I 11-Early SAMN PAN 25ft Qin 2006 5341LR 256834 ) @ l°;l,_

[ 07-On_Time CARAVELLE 201t Oin 1996 Q397WY 287090 ) @ .



Clicking on the "Select Boat" icon " will move you to the customer tab where you can select the transaction you
want to execute for the boat. The type of transaction allowed for a boat will depend on the boat's status according to the
following table:

Status: Early On_Time
Transactions: Replacement Renew
STAX Transfer
Transfer Transfer Renew
STAX

Use the drop down list to the left of the customer tab to select the transaction. For example, if the boat's statusis
"Early"”, the available transactions can be shown by clicking on the down arrow in the drop down list:

Prints: bl
MOBILE  PLACARD  DEALER  COMMIT | ADMIN

AUTO BOAT =87 BUSINESS ~ SIGN OFF

T fe
T e A— First|[BRAD M o[ [w

Joint Last First M DL#I [ae
Company Email I Tax Exempt | lot Exempt

Boat Transactions
New Registration
Procedure:

= Customer not in system
« Enter in the customer information
« Enter in the boat information
« Enter in the new decal number
Do not enter in the control number, the system will automatically assign the numbers
« Fees and expiration date will automatically be calculated and assigned
« Submit transaction

= Customer isalready in system
e Search customer for transaction

o Select new boat next to the customers name -
« Enter in the any customer info that is not automatically filled
o Enter in the boat information



« Enter in the new decal number

« Do not enter in the control number, the system will automatically assign the numbers
« Fees and expiration date will automatically be calculated and assigned

e Submit transaction

Renew

Procedure:
= Basic Renewal
« Search for aspecific AL number or last name

o Select the boat that needs to be renewed

« Enter in any customer and boat information that is not automatically filled
 Select the Fees and Taxestab

« Enter in the decal number

« Do not enter anything in the control number text box

« Feeswill automatically be calculated

 Submit transaction

Replacement

Procedure:
= Search for the specific AL number
= Verify that the statusis early

= Select the boat that needs to receive a new decal
= Enter in the new decal number

= The control number will automatically be added
= Submit transaction

STAX

Procedure:
= New boat to the system
« Select the customer
« Select STAX from transaction type drop down box
« Fill in the customer and boat information
« Enter in the purchase price
 Salestax will automatically be calculated
« Submit transaction

= Boat isalready in the system
e Search for boat

« Select boat that sales tax is owed for
« Fill inany customer or boat information not already filled in



« Enter in the purchase price
 Salestax will automatically be calculated
« Submit transaction

Transfer

Procedure:
= Theboat that was purchased is already in the system, but the customer isnot
« Select transfer from the transaction type drop down box
« Enter in the customer information
« Inthe boat tab enter the AL number in the Trans AL number text box
e The boat information will automatically befilled in
« The decal and previous owner information will automatically be entered
« Do not enter anything in the control number text box
« Feeswill automatically be calculated
« Submit transaction

= Theboat that was purchased isin already in the system, an the customer isalso
 Search for the customer by last name

e Select the new boat ==

« Select transfer from the transaction type drop down box

« The customer information will aready be entered

« In the boat tab enter the AL number in the Trans AL number text box

« The boat information will automatically befilled in

» The decal and previous owner information will automatically be entered
« Do not enter anything in the control number text box

o Feeswill automatically be calculated

« Submit transaction

= The boat and customer arenot in the system
« Select transfer from the transaction type drop down box
« Enter in the customer information
« Enter in the boat information
« Enter in the decal number
« Do not enter anything in the control number text box
 Previous owner information is not required
o Feeswill automatically be calculated
« Submit transaction

= Customer isin the system, but the purchased boat is not
 Search for the customer by last name

o Select the new boat ==

« Select transfer from the transaction type drop down box
« Customer information will already be entered

« In the boat tab enter in all boat information

« Enter in the previous decal number

« Do not enter anything in the control number text box

« Previous owner information will not be required



« Feeswill automatically be calculated
« Submit transaction

Transfer Renew

Procedure:
= The boat that was purchased isalready in the system, but the customer isnot
 Select transfer_renew from the transaction type drop down box
« Enter in the customer information
« Inthe boat tab enter the AL number in the Trans AL number text box
e The boat information will automatically filled in
 Previous owner information will automatically be entered
« Enter in the decal number
« Do not enter anything in the control number text box
« Feeswill automatically be calculated
e Submit transaction

= Theboat that was purchased isalready in the system, and the customer isalso
 Search for the customer by last name

o Select thenew boat ==

 Select transfer_renew from the transaction type drop down box

« Customer information will already be entered

« In the boat tab enter the AL number in the Trans AL number text box
e The boat information will automatically filled in

 Previous owner information will automatically be entered

« Enter in the decal number

« Do not enter anything in the control number text box

» Feeswill automatically be calculated

o Submit transaction

= Theboat and customer are not in the system
 Select transfer_renew from the transaction type drop down box
« Enter in the customer information
« Enter in the boat information
o Enter in the decal number
« Do not enter anything in the control number text box
 Previous owner information is not required
« Feeswill automatically be calculated
« Submit transaction

= Customer isin the system, but the purchased boat is not
 Search for the customer by last name

o Select the new boat ==

 Select transfer_renewal from the transaction type drop down box
« Customer information will already be entered

« Inthe boat tab enter in all boat information

« Enter in the previous decal number

« Do not enter anything in the control number text box



« Previous owner information will not be required
o Feeswill automatically be calculated
« Submit transaction

Registration Rules

Rulesfor registering boats in Alabama can be found at the following official website provided
by the Alabama Department of Conversation and Natural Resources:

http://www.dcnr.al abama.gov/boati ng/registration/

The Alabama Legidature amended Act 89-691 to include county and municipal sales and
use tax on boat purchases effective on and after July 1, 1994. Sales and use tax must be paid
prior to boat registration. All taxes collected by licensing officials are remitted directly to the
appropriate municipal or county government.



Placard

Special Fields

Placard Tab
The 'Placard tab and its fields are unique to the 'Placard’ business module.

The 'Months drop down box choices determine the length of time the customer will have a valid handicap placard. The
placard number should be entered into the 'Placard Number' textbox.

Placard Transactions

New Registration

Procedure:
= Customer that isnot in the system
« Enter required customer information
« Select the number of months that the placard will be valid
« Enter the placard number
o Expiration date will be automatically assigned
« Submit transaction

= Customer isin system
e Search for the customer
« Select the placard icon next to the correct customer
 Enter any customer information that is not already filled
« Select the number of months that the placard will be valid
« Enter the placard number
 Expiration date will be automatically assigned
« Submit transaction



Dealer

Special Fields

RegLic& BuslLic

When the 'Dealer’ biz type is selected the registration license number and the business license number will become
required fields.

These two numbers should match one another.

r I MewReg [i] Customer

CUSTOMER
Owner Last First I FEIN | AL
Joint Last First I FEINl .
Company Email v - t |
Addr Line 1 - ?_?gg%ses DOB
Reqgistration
City Liscense Zip - Number e v]
o Mumber - »
Mail Line 1 [T MilitaMg CDut of State Mailing
City Zip -
Phones Feg Lic Bus Lic
Comment
Tag and Fees

The 'Tag and Fees tab and its fields are unique to the 'Dealer' business module.

The 'Tag Type' drop down box contains the three different dealer tag types. The clerk should enter the number of tags
the customer wants in the 'Quantity’ textbox and the tag starting number in the 'Start Number' textbox. The application
will automatically calculate the tag sequence ending number and place it in the 'End Number' textbox.

e Tag Quantity
PARKE  Type Amount
Menu
r : : "

DEALER TAGS

Type ||:|ea|er Qty |5 Start Mumber |D12345 End Mumber

License . Additional lssue Replacement
Manufacturer

Dealer Motorcycle




Dealer Transactions

New Registration

Procedure:
= Company isalready in the system
« Search the company name

Y
 Select dealer tag next to the customers name '_ﬁ
« Enter any customer information that is not filled in
o Select dealer tag type from drop down box
« Enter atag number that corresponds with the correct format
« Enter in the amount of tags they want to order
« Enter in the start number
e The end number will automatically be calculated
« Feeswill automatically be calculated
« Submit transaction

= Company isnot in the system
« Enter in customer information
 Select dealer tag type from drop down box
« Enter atag number that corresponds with the correct format
« Enter in the amount of tags they want to order
« Enter in the start number
« The end number will automatically be calculated
« Feeswill automatically be calculated
« Submit transaction

Replacement

Procedure:
= Company isalready in the system
« Search the company name

 Select dealer tag next to the customers name

« Enter any customer information that is not filled in

« Select "Replacement” from the drop down box

« Enter the tag number that corresponds with the correct format
» Feeswill automatically be calculated

« Submit transaction



Commit to Purchase

Special Fields

Commitment Tab
The 'Commitment’ tab and its fields are unique to the '‘Commitment’ business module.

Under the commitment tab, thereisa Tag Type' drop down box. Within this box there are tags that are available to be
pre-ordered by customers. The 'Control Number' textbox holds the control number from the customer’ s application.

T

‘| Tag Types

COMMITMENT TO PURCHASE

Ctrl Mum

Boy Scouts of America
TRANSACTION Rt
Alabama Tenniz Foundation
[T Tax Start 1(Chsrokee Tribe of Northeast Alabama
Fighting Cyeatic Fibrozis
Freemazon

010 [ [ Issued 107/2010 1:38:348PN [~ Expires e

Sales Tax ; . Credit Fees
Huntzville Hogpital
) Omega P=i Phi Fraternity i Control Number
Corrections I povimia ctEr [~ Void Trans

Comment

Commitment Transaction

New Registration

Procedure:
= From the commitment to purchase businesstype with a customer in the system
 Search for the specific customer

. L A
o Select the commit button next to the customer's name

« Enter in any customer information that is not automatically filled
« Enter in the auto information

« Select tag from the tag type drop down box

« Enter in the control number

« Feeswill automatically be calculated

« Submit transaction



= From the commitment to purchase businesstype and the customer isnot in the system
« Enter in the customer information
« Enter in the auto information
« Select the tag from the tag type drop down box
« Enter in the control number
o Feeswill automatically be calculated
e Submit transaction

= Commit to purchase from the auto businesstype
« Search specific auto for commitment to purchase

o Select the commit button next to the customer's name ’

« Enter in any customer information that is not automatically filled
« Enter in any auto information that is not automatically filled

« Select the tag from the tag type drop down box

« Enter in the control number

« Feeswill automatically be calculated

« Submit transaction

M obile Homes

Special Fields

MfdHome Tab
The 'MfdHome' tab and its fields are unique to the 'Mobil€' business module.

The 'MfdHome' tab contains a 'Fire District' drop down menu, a'Manufactured Home Type' drop down menu, and a
textbox for the 'Length and Width'. These are all required fields on this tab.



Fire District

[ I NewRsg |E|
MANUFACTURED HOME

| Mobile Length
and Width in
Feet

Title Marme [ELLIOTT CRYSTAL K OR SMITH CEC

Make GATEWAY Model: |INFINTY Year: 1998 Fire Dist |Redland |»]

LxW |16 |80 Color(s) | Tan ]| v

03 TitleApp2 Vin2

Type I Single - Owner Occupied E'k
d

TitleApp1 8 i
Double+ - Owner Occupied
Single - Rental

TitleAPP3 |ln0 bl - Rental

Appd Vind

Type | Dealer . Exempt | .

Price |0 Date

Comment

Every manufactured home has at |east one VIN number. Every ETAPS number should be listed in the 'TitleApp'
textbox and the corresponding VIN number should go into the 'Vin' textbox.

r INewReg
MANUFACTURED HOME

Maobile Home
Win Number

Title Marne |ELLIOTT CRYSTAL K

Make |GATEWAY Model: INFINTY - 1938 Fire Dist | Redland

Type | Single - OwngMccupied LxW 16 |80 Color(s) [Tan l+l|
TitleApp1 Win1 119282883203 TitleApp2 Win2
TitleApp3 Wina TitleAppd Yind

Price 0 Date Type Exempt

Comment




M obile Home Status

All manufactured homes in the system have a status which is displayed in the search page.

Manufactured homes status is shown in the form "yy-status" where:

= "yy" representstheregistration year and

= "gtatus' isone of the following:
« Early - registration is valid and the current decal is within the current registration period
e On_Time - customer has been notified, registration must be renewed prior to month end
« Late - renewal date has passed, customer will be assessed a late fee

The following screen shot shows 2 manufactured homes registered to Barbara Smith. Oneis"Late" and oneis
"On_Time":

Name Address DL Num Actions
[~ SMITH, BARBARA P 793 DUNCAN RD %
Status Make Model Year Decal Actions
[ 10-0n_Time SOUTH DREAM 1888 325849 @ -
[ 08-Late GEMER MOBILE HOME 18493 40078 @ -

Clicking on the " Select Manufactured Home" icon “ will move you to the customer tab where you can select
the transaction you want to execute for the manufactured home. The type of transaction allowed for a manufactured
home will depend on the manufactured home's status according to the following table:

Status: Early On_Time Late
Transactions: Renew Renew Renew
Transfer Transfer STAX
STAX STAX Transfer
Title Only

Use the drop down list to the left of the customer tab to select the transaction. For example, if the manufactured home's
status is "Early", the avail able transactions can be shown by clicking on the down arrow in the drop down list:

[T |MewReg | Cuzstemer | MfdHome | Fess and Taxssz

Residential

STAX _ .

OWtransier 97T First CRYSTAL MK DLTFIH [v]
Title_Onby

JOTT Cast [SMITH First CEC M DL#I [v]

Company Email r Tax Exempt |Nut Exempt -




M obile Home Transactions

New Registration

Procedure:
» Search the ETAPS number

= Select the Customer if they are in the system

= Fill in any customer or manufactured home information that was not automatically filled in
= The fees and taxes will be automatically calculated

= Submit the transaction to the cart

Renew

Procedure:
= Search for the customer in the application

= Select the manufactured home that needs to be renewed

= Fill in any customer or manufactured home information that was not automatically filled in
= The fees and taxes will be automatically calculated

= Submit the transaction to the cart

STAX

Procedure:
» Search the ETAPS number or search for the customer

= Select the manufactured home

= Fill in any customer or manufactured home information including the "Purchase Price" and "Purchase Date"
= The sales tax will automatically be calculated

= Submit the transaction to the cart

Transfer

Procedure:
= Search the ETAPS number

= Select the customer to transfer the manufactured home to

= Fill in any customer information that is not automatically filled

= Enter inthe"Trans Deca Yr." and the "Trans Decal#"

= The manufactured home information will be automatically updated
= Submit the transaction to the cart



Title Only

Procedure:
= Search the ETAPS number

= Select the customer for the "Title Only" transaction *

= Fill in any customer or manufactured home information that is not automatically filled
= On the "Fees and Taxes" tab select the amount of titles the customer needs to buy

= Thetitle feeswill be automatically calculated

= Submit the transaction to the cart

Business License

Special Fields

Search Screen

The business license search screen has is own unique fields. The license number and the year it was renewed are listed
under the customer that renewed it. The section numbers, the section description, and the individual section prices are
listed to right of the corresponding license number.

1 License
| Mumber

Individual
Section
Number

Address License Actions

145 KELLEY BLVD

ereal beverages, soft drinks - Retailers sealed containers 5375 2 m
837.50

26-2011 063

Ij_j_ﬂg@gfg_a-_z_u 53 Restaurants, caf afeterias, etc ]

™ 90843-2008 3154 STORE LICENSE Secton
Descnption

[ 00843-2008 0698 SOFT DRINKS-DISPENSING

[ 908432008 0151 RESTAURANTS-CAFES

Business Tab
The 'Business' tab and its fields are unique to the '‘Business' business module.
On the 'Business' tab the user can type the section number or begin to type the description and a menu of the section

corresponding sections will drop down. Once the clerk selects the correct item number the application will calculate the
fees or more menus will drop down.



PARKER Search

Half
Year

™ |NewReg|w]

L S,

BUSINESS LICENSE: [l Priv |l Store [ Chain [ Mail [gdHalfYr
Esu::ape| lone Citati-:nnlnuns el
[~ Section# BA| |

Additional Chairs: (SEREREaaISE)

059 (BASEBALL PARKS)
058 Y

60 (BATTERY SHOPS)

- [098 (EMBALKMERS]
126 (MEDICIME, CHEMISTRY, BACTERIOLOGY, ETC])

Sectian
Number
Menu

Cion# 53 (SANDWICH SHOPS, BARBECUE STANDS, ETC)

ction #

[T Section#

Business License Transactions

New Registration

Procedure:
= Search for the customer

= If customer aready exist select new business license

= If customer does not exist select new customer (green star) * .
= Fill in any customer information that needs to befilled

= Type the section number or type in a description of the section and a drop down menu will appear
= Select the section number

= The Fees automatically calculate

= Submit the transaction to the cart

Renew

Procedure:
= Search for the customer's business license

= Select the business license you want to renew
= Fill in any customer information that needs to be filled
= Type the section number or type in adescription of the section if needed and a drop down menu will appear



» Select the section number
= Thefeeswill automatically calculate
= Submit the transaction to the cart

Escape

Procedure:
= Search for the customer's business license

= Select the business license you want to renew

= Fill in any customer information that needs to befilled

= Select the "Escape” year from the drop down box

= Type the section number or type in adescription of the section if needed and a drop down menu will appear
= Select the section number

= The feeswill automatically calculate

= Submit the transaction to the cart

Transfer

Procedure:

= Search for the business license you would like to transfer
» Select the transfer business license button

= Search for the customer who is receiving the business license

» Select the "Transfer to this Customer” button %
= The transaction will automatically submit to the cart

Customer Organization

Group Move
The "Group Move" function is found on the search page.

The "Group Move" function allows vehicles to be consolidated under one customer. Since the Tag App isanew
system, the information in the system is organized by customer and then by vehicle. Because of the way information
was organized in the previous system, the new system may list the same customer several times. Thisis because

the information about the customer may be slightly different (for example, misspelled addresses). The "Group Move' is
used when the customer aready exist in the system.

Procedure:

= Search the customer that needs to be moved

= The"Group Move" function is selected by clicking on the checkbox next to the automobile(s) or boats(s) that need to
be moved

= Then click on the Pa icon for group move



= On the search page check the checkbox next to the customer under which you want to combine the vehicles
= If the customer does appear, search the customer ft_r_lat you would like to moveto
o

= Select the green plus sign next to that customer =
= Thiswill combine the two customers

Create New Group
The "Create New Group" function is found next to the auto or boat on the search page.

The "Create New Group" function allows vehicles that are grouped with the wrong customer to be grouped under the
right customer. Since the Tag App isanew system, the information in the system is organized by customer and then by
vehicle. Because of the way information was organized in the previous system, the new system may list the same
customer under the wrong customer. The "Create New Group” is used when the customer does not already exist in the
system.

Procedure:
= Search the vehicle or boat that needs to be moved

= The"Create New Group" function is selected by clicking on the %= icon next to automobile or boats that needs to be
moved

= The customer page will appear and the clerk should then enter all the customer information

= Finaly, the clerk should hit submit and the automobile or boat will be grouped under the new customer



Cart Page

The cart page shows a summary of all transactions for the current customer.

When all of the transactions for a customer are complete, payment type and amount of payment is entered on this page.
The following screen shot shows two transactions - one arenewal and the other a replacement. The amount due and the
finish button, will be grayed out until an amount is entered into one of the payment type fields. The amount in

the change due field will be automatically calculated by the system.

While on the cart page, atransaction can be deleted, edited, or areceipt can be viewed. The toggle decal button will
allow the user to reverse the decal status as needed.

The continue button sends you to the search results page of the application component that you are in (e.g. auto, boat,
etc.)

Prints: ¥
i}

AUTO (=)  BOAT  BUSINESS MOBILE PLACARD  DEALER  COMMIT  ADMIN  SIGN OFF

_m.ﬂ_mmmm

Trans Type Make and Model Tag Year Tag Num Decal Actions
Renewal  FONT TRANS SPORT SE EXT 40R 2011 19024AT  True 36.85 @ ¥ & &£

Trans Type Make and Model Tag Year Tag Num Decal Total Actions
Replacement BMW 740IL 2011 AT73564  True 2.00 @ ¥ = £
Check# Check Credit Card Zash Total Unpaid; 38.85 Total Due; 35.85

Refund amt: 0.00
Change Due;

REMOTE
SUPPORT

RESET @& © 2007—2010 Ingenuity, Inc. All Rights Reserved | (ver.2.0.0)



Admin Function

Transactions Tabs
All Tab

Filter Menu

The 'Filters button will present a drop down menu when selected. This menu is where the clerk should enter in their
search parameters. The search parameters will change depending on the 'Biz' type sel ected.

Transaction Menu

Boutwell, Melissa b
Filters
Filter | Clear
foup[ tssued [PayD[ iz [Trans [ customer | city |[Rt[AdVal] sTax [Fees]
I'Di 3699 02/14/2011 164725 Auto Renewal GREEN, ALISA WETUMPKA 2 1576  0.00 76.25
3599 02/14/2011 164725 Auto New  GREEN, ALISA WETUMPKA 2 1270  0.00 2126
UseriD 3503 0241 4/2011 164725 Auto Renewal GREEN, ALISA WETUMPKA 2 -1248  0.00 -76.25
| Boutwel, Melissa (8) 3698 02/14/2011 164725 Auto Mew  GREEN, ALISA WETUMPKA 2 -1270  0.00 -21.26
Group 3597 02/14/2011 164724 MfdHomes SalesTax DUKE, WESLEY & WETUMPKA 1 0.001,120.00 0.00
2596 02/14/2011 164724 MfdHomes Title  HYSMITH, LARRY TALLASSEE 1 0.00 000 0.00
sued 3695 02/14/2011 164723 MfdHomes Renewal A S H MOBILE RENTALS LLC MILLBROOK 2 0.00  0.00 101.00
li i 3504 02/14/2011 184722 MfdHomes New A S HMOBILE RENTALSLLC MILLBROOK 2 0.00  0.00 91.00
2593 02/14/2011 164721 Business  Transfer CLUB BTS LLC MONTGOMERY 1  0.00 000 125
IT“‘"S—. 35092 02/14/2011 164720 Businese  Renewal MCDONALD'S IN WALMART WETUMPKA 2 0.00  0.00 49.98
3591 02/14/2011 164719 Business New  CLUB BTS LLC MONTGOMERY 1  0.00  0.00 51.50
T = 326820 § 283690 02/14/2011 164718 Business  Renewal JOHNSON BROTHERS WINE  PELHAM 1000  0.00 41.71
- = A7RE1A A PRIRAD NAMAN1 184717 Ruzinezs= MNews Wal MART #1057 T&I D ASSFF 2 0 0 0o F0a 50

For aclerk to look at particular pieces of atransaction the clerk can right click the transaction that they want to view
and amenu will appear. Thiswill allow the supervisors to view transactions and to edit customer information. 'Refunds

and 'Redos of any business type can be completed from this tab also.



Boutwell, Melissa

ran=zaction=

1

(1)
Viw Lt e Unite | Roprit
[ e ]

2P

l

I 325841 6 283599 02M4/2011 164725 Auto Renswal GREEN, ALISA WETUMPKA, 2 1576 0.00 7525
r = 325339 5 2838059 02M4/2011 184725 Auto Mew GREEN, ALISA WETUMPKA, 2 1270 n.00 21.28
r = 326837 @el:xtetd Edit Transaction X Renswal GREEN, ALISA WETUMPHA, 2 1248 0.00 -75.25
[ 325835 6§ 283892 | 1o onsaction £326833 Mew GREEN, ALISA WETUMPIA, 2 1270 0.00 -21.26
r = 326833 6 283697 — he= SalesTax DUKE, WESLEY & WETUMPH.A, 1 0.001,120.00 0.00
— Il
r = 325831 5 283585 £ hez  Tile H¥SMITH, LARRY TALLASSEE 1 0.00 0.00  0.00
r = 325829 & 222855 | Scan(s) hez Renewal A S HMOBILE RENTALS LLC MILLBROOK 2 0.00 0.00 101.00
r = 325827 § 2R3594 | Customer #120984  pe= MNew A 5 HMOBILE RENTALS LLC WMILLBROOK 2 oo 0.00 81.00
I 325825 6 283693 | Addresses #170084 [E= Tranafer CLUB BTS LLC MONTGOMERY 1 0.00 0.00 125
= ! 'S N WALN W N ) ) :
r = 325824 5 283552 Payment #164724 ez Renewal MCDOMALD'S N WALMART WETUMPKA 2 000 0.00 4552
r = 325822 6 2836581 Bz Mew CLUB BTS LLC MONTGOMERY 1 0.00 0.00 51.50
_ Sales Tax £21302
r = 325820 5 283890 oS ax k2 Renewal JOHNSON BROTHERS WINE PELHAM 1 0.00 0.00 41.71
r = 3253138 & 2a3gag| Rebo ez Mew WALMART #1057 TALLASSEE 2 0.00 0.00 708.50
r = 325817 5§ 283582 | Refund ment Mew JOHNSON, STARR / JOHNS... DEATSWILLE 2 0o 0.00 50.00
r = 325815 6 283687 | guick Refund Replace AUTO CREATIONS WETUMPIA, 1  0.00 0.00 2.00
= BFERAT R FRUERE b= MOMNNy 101 P Mannsy T WIFTI PR A 1 n_nn nnn__ 28 nn
£ 111l
© Z007T=2011 INGENUITY, INC. ALL RIGHTS RESERVED. (VER. 2.1.0)
Auto Tab
Filter Menu

The 'Filters button will present a drop down menu when selected. This menu is where the clerk can enter in their search

parameters.



Under the 'Auto Trans' selection on the Transaction menu the clerk is able to view the breakdown of tag fees and the
tag information that was selected during this transaction. Any information under the 'Auto Trans can be edited by a
supervisor on the day that the transaction was completed.

Filters
Filter| Clear
| 1ssued |PayiD|Biz| Trans [unitin] Customer city |mt|Aadval| sTax|Fees|
I":'i b 02/14/2011 164725 Auto Renewal 155693 GREEN, ALISA WETUMPKA 2 1576 0.00 T76.25
b 02/14/2011 164725 Auto New 155693 GREEN, ALISA WETUMPKA 2 1270 0.00 21.26
UserlD B 02/14/2011 164725 Auto Renewal 155693 GREEN, ALISA WETUMPKA 2 -1248 0.00 -T6.25 -
|Boutwell Melissa (6) 2 B 02/14/2011 164725 Auto New 155693 GREEN, ALISA WETUMPKA 2 -1270  0.00 -21.26 .
Group 02/11/2011 164700 Auto Renewal 155693 GREEN, ALISA WETUMPKA 2 1248 000 7625
E 02/11/2011 164700 Auto New 155693 GREEN, ALISA WETUMPKA 2 1270 0.00 2126
—_— B 02/11/2011 164700 Auto Renewal 47396 BRYAN, AMANDA WETUMPKA 2 1.80 0.00 24325
- i b 02/11/2011 164700 Auto Renewal 47896 BRYAN, AMANDA WETUMPKA 2 201 0.00 2681
b 02/11/2011 164700 Auto Ezcape 47896 BRYAN, AMANDA WETUMPKA 2 240 000 0.00
B 02/11/2011 164700 Auto Ezcape 47396 BRYAN, AMANDA WETUMPKA 2 262 000 0.00
hd b 02/11/2011 164699 Auto Renewal 133088 BROWN, KAREN S TALLASSEE 1 000 000 2325
Tag | 02/11/2011 164698 Auto IRP_Renew 155692 BROVN, KAREN D DEATSVILLE 2 10.00 0.00 0.00
| 02/11/2011 164698 Auto IRP_New 155692 BROWN, KAREN D DEATSVILLE 2 10.00 0.00 0.00
Decal D 02/11/2011 1646598 Auto IRP_Renew 128194 AUSTIN, BILLY JR JOE TALLASSEE 1 1738 000 0.00
b 02/11/2011 164657 Auto MLI 139615 ELLIS, CHAD MICHAEL DEATSVILLE 2  0.00 0.00 100.00 -
Il 7 02/11/2011 164695 Auto Tr_New 155681 ELLIS, CAREY C MILLBROOK 2 172.50 0.00 1625
| 7 02/11/2011 164695 Auto Voucher 93318 ELLIS, CAREY C MILLBROOK 2  0.00 000 0.00
02/11/2011 164695 Auto Tr_New 155891 ELLIS, CAREY C MILLBROOK 2 12881 0.00 1825
[(_l 111]
Auto Trans



Boutwell, Melissa »

Auto

Path: Auto == T326842 - BT1 -TT2

TranslD 326842
Tag Info

Tag Type®: | God Blezs America
Tag ¥r: IF Tag Mnth=: |12— Tag: IW Decal: IW Unique: |1—
Baze Tag: I God Bless America BEW Clazs: I—
%LTEQ Type: I God Blezs Amsrica
LTag: [563634M LDecal: |290172532 LExp Dt: W
School: |

Tranzfer: IEIIZHZI— Tranzfer Penalty: [0.00
Licenze: W Addl: IEIIZHZI—
lzzUE: |1EE— Addl lzsue IIZIEIEI—
Penalty: 0.00 Intere=t: IEIIIIEI—

Repl: IEIIZHZI—
affdavic [o.00
Citation: IEIIZHZI—
“oucher: IEIEIIII—
Special: IEIIZHZI—
Tie:Jooo
Convenience: IEIIZHZI—
mai:[ooo
MetalTag:[oo0
Ambulance: IEIIZHZI—

Idetal Tag 2: IIZI.EIIZI

r Special r NonUze r Metal Tag r Mail 3 Decal r Temp

The only items that the supervisors are able to edit after the transaction date are the tag number and the decal number.
Any other items that need to be adjusted must be done through the '‘Redo’ transaction type.



Boutwell, Melissa

Path: Auto == T226724 - BT1-TT2

TranslD 326734
Tag Info

Tag Type®: | Standard
Decal; [29000443 Unigue:

Tag ™r. | 2011 Tag l-1nths: Tag:
Baze Tag: | Standard F‘.UEIEEE:D

LTag Type: | Standard

LTag: [ zo042H2 LD&CﬂI:m LExp Dt: [ 02282010
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Addl lezue:

(7]
- E

Intere=st; | 0.
Repl:
Affidavit: | 2.00

el

in

=

oo

=
-
3 =
th

Convenience:

Mail
IMetal Tag:

Ambulance;

Citation:
“Woucher:
Special:
Title:

Metal Tag 2:
|_5:}Ep5|:iﬂl | |_J:|' NonUze |_i-:]I Metal Tag rs:’@ |_J:|' Decal | ri:}_smp |
i-:’_ag Owerride i'j PrevTag Override “::'FEE Owverride
—_
Auto

Under the 'Auto’ selection on the Transaction menu, the clerk is able to view the transactions vehicle information. Any
information under 'Auto’ can be edited by a supervisor on the day that the transaction was compl eted.



Path: Auto == T3Z26842 - BT1 -TT2

TransID 326842
Auto Info
sale: [Dealer T v

T'rtle#:l App#:l Unit Num:l

Title Name*: IERYAN ADAN
WIN: |1 MaABL103TCT42472
weight:[o
VehType*: I Carz lMake*: IW KModel*: ISENTRA GXE Body*: |4D— Year®: IW
Color®: Colorz:

ADq.Frum:I

Leazorn I

Lien Holder: I

DAID: |
Comment: [IMPORTED

Mo T orempwm T Locked

Purchase Type: I {Nens) . Price: IIZI.IZIIZI Purch. Dt: I E Entry D: I E
Renewal Month: |2

Update | Cancel |

The only items that the supervisors are able to edit after the transaction date are the title name, the vin number, and the
automobiles features. Any other items that need to be adjusted must be done through the 'Redo’ transaction type.



Boutwell, Melissa v

Fath: Auto »= T326736 - BT1-TT12

Auto Info
Sﬂle:
T'rtle#:l] App#:[l Un'rtNum:|
Title Name*: [BRYAN AMANDA
WIN: [1G1Lv15Mas 192882
weight: [ 0 ]
VehType:[1] Make:[cHEV Moder: [BERETTA Body:[2D vear:[toes
l:::ulu:ur“: Culur}‘::

Acg.From: |:|

Leazorn |:|

Lien Hu:lk:ler:[l

DAID: |:|

Comment: |IMPORTED

[Pua] [Prempwin] T Lockes
Purchaze Type: |:| Price: Purch. Ot: Entry Dt:
Renewal Month:

Update| Cancel|

Payment

Under the 'Payment’ selection on the Transaction menu, the clerk is able to view the payment information for a
particular transaction or a group of transactions. Any information under the 'Payment’ can be edited by a supervisor on

the day that the transaction was compl eted.



Path: Auto == T326842 - BT1 -TT2

[
Pay Src:
cc: [ (None)
Checkza: |

Paid Check oo
Paidcc:Jooo

Paid Cazh: IF
mailFee:ooo
Conwvenience: IIZIIIIEI—
Proceszing: IEIIIIEI—
Credt amt: o0
TotalPaid: [2575
Refund Ant:Jo00

CrCAuthCode: |

CCTranzlD: I
Update| Cancel |

o

The supervisors are unable to edit the payment information after the original transaction date.

AdValorem

Under the 'AdVaorem' selection on the Transaction menu, the clerk is able to view the advalorem information for a
particular transaction. Any information under the 'AdValorem' can be edited by a supervisor on the day that the
transaction was compl eted.



Boutwell, Melissa L

Path: Auto == T328842 - BT1 -TT2

TransiD 326842

City*: |[ECLECTIC, AL
Rate Type*: | Qut of City
wrktval [sooon
Assessed Val[60.00
r Exempt
Exempt Val: IEIEIEI—
Tax Months: |12— Q
Tax Type:
Vehick Class:
State: IEIS‘:'I'—

County: |0.51

City: [0.00
Schuul:lﬂ.ﬁﬂ—
Husp'rtaI:IEI.IIHII—
Wol. Fire: IIZIEIEI—
Penalty: |0.00
Interest:l[l.[l[l—

Totalagv:[150

I agv Fields Override
Update | Cancel |

The supervisors are unable to edit the advalorem information after the original transaction date.



Boutwell, Melissa w

Path: Auto == T326841 - BT1 -TT2

TransiD 326841

City™: | WETUMPKA

Rate Type®: | |
Mrkt Wal: | 3,300.00
Azzesszed Val | 420.00

m

]

xempt
Exempt Val:
Tax Months: [ 12
Tax Type:
“Wehicle Clazs: | 15% C

i
=

State: | 312

County: [ 4.08 %
City: | 2.40

School: | 4.80

Hozpital:

ol Fire:

Penalty:

Interest: | 1.38

Boat Tab

Filter Menu

The 'Filters button will present a drop down menu when selected. This menu is where the clerk can enter in their search
parameters.



Group

lzzued
@

Tranz
k

Decal

Bioat Mum

postiun_

EI5TS 0211472011
G674 021402011
35T 021472011
EI8T2 021452011
3671 0211402011
3570 0211472011
E2855 021452011
FIG58 021402011
EI5ST 0211472011
3658 021402011
3555 021402011

Boat Trans

Boutwell, Melissa L
Filters

Filter| Clear

P3550 02/14/2011 184711 Boat SalesTax
] E25TS 02/14/2011 164710 Boat SalesTax
| E35TE 02/14/2011 164709 Boat Tr_Renew
UseriD £2577 02M14/2011 154708 Beat Tr_Renew
| Boutwell, Melis=a () k2676 02/14/2011 164707 Boat New

154707 Boat New
154707 Boat New
154705 Boat Transfer
164706 Boat Transfer
154705 Boat Transfer
154704 Boat Tranzfer
164702 Boat Replace
154702 Boat New
154701 Beat Renswal
154701 Beat Renswal
154700 Boat New

5545 COLLIER, JOHMMIE
18510 DAVIS, STEVE { DAVIS, KAT
21225 HOLLEY, SLADE
3545 COLLIER, JOHNMIE
21224 DONAHOO, JAMES D
21223 CAUTHEN, WILLIAKM CHAD
21222 ABRAMS, SMITH
21221 ABRANMS, SMITH
21220 AZAR, WILLIAK DAMIS
153207 ALBRECHT, DOMNALD A
21218 GIDDENS, RUSHIN GRAYSON
7808 PARKER, BARRY
21219 COLEMAN JR, OLMER
11700 BAKER, CHARLIE
6778 COLEMAN JR, OLIVER
21218 COLEMAN JR, OLNMER

WETUMPKA,
WETUMPHKA,
MARBURY
WETUMPKA,
PRATTVILLE
WMILLEROOK
WMILLEROOK
WMILLBROOK
WETUMPKA,
ECLECTIC
TALLASSEE
ECLECTIC
WETUMPHKA,
WETUMPKA,
WETUMPHKA,
WETUMPHKA,

.00 4438
0.00 24558
0.0 0.00
0.0 0.00
0.0 0.00
0.00  0.00
0.00  0.00
0.00  0.00
0. 0.00
0.00  0.00
0.00 141.50
0.0 0.00
0.0 2500
0.00  0.00
0.00  0.00
0.00  0.00

n.00 -
0.00 2
2500 :
30.00
20,00 :
100.00 11
100.00 1
3.00
3.00
3.00
5.00 1
5.00
2500
2500 :
25.00
20,00 :

Under the 'Boat Trans' selection on the Transaction menu the clerk is able to view the breakdown of boat fees and the
decal number that was assigned during this transaction. Any information under the '‘Boat Trans can be edited by a
supervisor on the day that the transaction was compl eted.



Path: Boat == T226844 - BTZ - TT2

TransID 326844

Tag Info

Tag ‘f’r“:l- Decal:|1234

Tranzfer: IIZIEIIZI— Tranzsfer Penalty: (0.00
Licenze: IF Additional: IIZIEIEI—
lzzUe: |2I2IIZI— [,\\5
Penalty: |0.00 Intere=t: IEIIZIEI—
Replacemsnt: IIZIEIIZI—
Affidavic[o.00
Citation: IIZIEIIZI—
“oucher: IEIEIIZI—
Special: IIZIEIIZI—
Convenience: IIZIEIIZI—
mai-foos

Update | Cancel|

Ctrl Nurm®: |4BB4

The only items that the supervisors are able to edit after the transaction date are the control number and the decal
number. Any other items that need to be adjusted must be done through the 'Redo’ transaction type.



Boutwell, Melissa “

Path: Boat == T326747 - BT2-TT1

TranslID 326747
Tag Info

Tag Yre | 2011 Decal: (2354 Ctrl Num?®; (45957
Tranzfer: Trangfer Penarty

License: Additional: - %
lzzue;

Replacement: m
Affidavit: | 0.00
Citation:
“oucher:
Special:
Convenience:
Mail

Update| Cancel|

Boat

Under the 'Boat' selection on the Transaction menu, the clerk is able to view the transactions boat information. Any
information under 'Boat’ can be edited by a supervisor on the day that the transaction was compl eted.



Boutwell, Melissa w

Path: Boat == T326244 - BT2 - TT2

Boat Info
Boat Hum*:li
Boat Type":
Boat Class*:
Boat Make®: IREG‘AL BOATS
Boat Length Feet“:IEE— Boat Length Inches*:ll]—
Boat Year“:lm

Hull Material*: | FiGlazz F‘r-:upulsiu:unType*:llnhuard . Fuel Type*: | Gaz Type Use":lF‘leasure .

Hull Eerial*:IRGMR_-ﬁZBBEEE

Engine Make: [VOLVO

Horze Power: |330

Comment: IHULL SERIAL IS NOT 12 CHARS - NEEDS TO BE CORRECTED

Purchase Type: I (Nune}. Purchase Price: IIZI.IZIIZI Purchasze Date:l ﬁ
Sanitation Device*:l‘r’es . I Locked
Update | Cancel |

Engine Serial: |41 18120833

The only items that the supervisors are able to edit after the transaction date are the boat make, the boat year, and the
boats features. Any other items that need to be adjusted must be done through the 'Redo’ transaction type.



Boutwell, Melissa w

Path: Boat == T326781 - BT2-TM

TranslD 326761
Boat Info

Boat Hum®; | 154250

Boat Type*:
Boat Class*:| Clazs IV
Boat Make*: _

EBoat Length Feet"‘: Boat Length Inches*:lzl

Boat ‘r’ear":|1955

Hull Material*; | F/Glazs Propulgion Type":lDutbnard . Fuel Type': | Gaz Type Use":lPleasure .

Hull Serial*: [123

:

EngineMﬂke:l Engine E-erial:l
Horze Power: (0

W

Comment: I

Purchazse Type: Purchase Price: Purchaze Date: M
Sanitation Devi{:e*:l*n’es . I Locked
Update| Cancel|

Payment

Under the 'Payment’ selection on the Transaction menu, the clerk is able to view the payment information for a

particular transaction or a group of transactions. Any information under the 'Payment’ can be edited by a supervisor on
the day that the transaction was compl eted.



Path: Auto == T326842 - BT1 -TT2

[
Pay Src:
cc: [ (None)
Checkza: |

Paid Check oo
Paidcc:Jooo

Paid Cazh: IF
mailFee:ooo
Conwvenience: IIZIIIIEI—
Proceszing: IEIIIIEI—
Credt amt: o0
TotalPaid: [2575
Refund Ant:Jo00

CrCAuthCode: |

CCTranzlD: I
Update| Cancel |

o

The supervisors are unable to edit the payment information after the original transaction date.

Business Tab

Filter Menu

The 'Filters button will present a drop down menu when selected. This menu is where the clerk can enter in their search
parameters.



Filters
{7y

Filter | Clear
1}

283703 02M5/2011 1647259 Bu=zinezsz Renewal MCDONALD'S IN WALMART WETUMPRA 2 0.00 000 3254 :
28235853 02M4/2011 154721 Businezs Tranzfer CLUB BTS LLC MONTGOMERY 1 p.00 000 125
2836592 02M4/2011 164720 Buzinezz Renewal MCODONALD'S 1IN WALMART WETUMPRA 2 0.00 000 4958 -

UzerlD 2826891 021452011 184719 Bu=zinesz New CLUB BTS LLC MONTGOMERY 1 0.00 000 5150 °

|Buutwell, Melizza (5} 283650 021452011 154718 Bu=sinezz Renewal JOHNSON BROTHERS VWINE PELHAM 1 0.00 000 4171

Group 282829 021452011 184717 Bu=zinesz New WALNMART #1057 2 0.00 0.00 708.50 7L

lzzued

Trans

[v]
Licenze #
I

& 2007-2011 INGENUITY, INC. ALL RIGHTS RESERVED. (WVER. 2.1.0}

Payment

Under the 'Payment’ selection on the Transaction menu, the clerk is able to view the payment information for a

particular transaction or a group of transactions. Any information under the 'Payment’ can be edited by a supervisor on

the day that the transaction was compl eted.



Path: Auto == T326842 - BT1 -TT2

[
Pay Src:
cc: [ (None)
Checkza: |

Paid Check oo
Paidcc:Jooo

Paid Cazh: IF
mailFee:ooo
Conwvenience: IIZIIIIEI—
Proceszing: IEIIIIEI—
Credt amt: o0
TotalPaid: [2575
Refund Ant:Jo00

CrCAuthCode: |

CCTranzlD: I
Update| Cancel |

o

The supervisors are unable to edit the payment information after the original transaction date.

Mfd Home Tab

Filter Menu

The 'Filters button will present a drop down menu when selected. This menu is where the clerk can enter in their search
parameters.



Boutwell, Melissa

l{i"] lters

Filter Clear|
four[ tssued [Payn| Bz [ Trans [unito]  customer [ city [Re[aavar] stax |
I"ji 3697 02/14/2011 164724 MfdHomes SalesTax 2339 DUKE, WESLEY & WETUMPKA 1 0.00 1,120.00
3695 02/14/2011 164724 MidHomes Tile 308 HYSMITH, LARRY TALLASSEE 1 0.00 000
UserlD £3695 02/14/2011 164723 MfdHomes Renewal 2734 A S H MOBILE RENTALSLLC  MILLBROOK 2 0.00  0.00
| Boutuwel, lelisa (6) 3694 02/14/2011 164722 MfdHomes New 3256 A S H MOBILE RENTALSLLC ~ MILLBROOK 2 0.00  0.00
Group '9937 01/26/2011 162420 MidHomes Title 1380 PRICE, MICHAEL C DEATSVILLE 1  0.00  0.00
FS230 12/30/2010 159663 MfdHomes Renewal 1534 KNIGHT, LIZZIE MAE COOSADA 2 0.00  0.00
sued 'S228 02/01/2011 159661 MfdHomes Renewal 2401 CHANCEY, MELVIN ALAKANUK 2 0.00  0.00-
li | [S226 02/01/2011 159660 MfdHomes Renewal 2401 CHANCEY, MELVIN COOSADA 2 000  0.00
FS008 12/30/2010 159489 MfdHomes Renewal 1293 HENDERSON, OLA MAE TALLASSEE 1 0.00  0.00
Trans 'S007 12/30/2010 159489 MidHomes Renewal 1292 HENDERSON, OLA MAE TALLASSEE 1 0.00 000
faa11 12/22/2010 158985 MidHomes Title 3219 BARNETT, LESLE & Tmus 1 000  0.00
Decal [4254 12/21/2010 158850 MfdHomes Renewal 1147 STORY, LELAND S Tmus 1 0.00  0.00
12593 12/02/2010 157570 MfdHomes Renewal 522 DUNCAN, SHIRLEY WETUMPKA 1 0.00  0.00
VINY 12426 12/01/2010 157448 MfdHomes Renewal 394 PITTMAN, DANA MARBURY 1 0.00  0.00
| '2306 11/30/2010 157357 MfdHomes Renewal 1138 MERCER, BART WETUMPKA 1 0.00  0.00
z.I — ——— F2Ans 110?010 1873687 MfdHnmes Beanswal 1198 MFRCTFR RART WWFTIHIMPK & 1 1 nan NN
111}

B 2007-2011 INGENUITY, INC. ALL RIGHTS RESERVED. (WVER. 2.1.0}

MfdHome Trans

Under the 'MfdHome Trans' selection on the Transaction menu the clerk is able to view the breakdown of fees and the
decal information that was assigned during this transaction. Any information under the 'MfdHome Trans' can be edited
by a supervisor on the day that the transaction was completed.



Boutwell, Melissa

ranzactions

Path: Mfd Home == T328867 - BT4 - TT2

TranslD 326867
Tag Info

Decal ¥r: |2011 Decal:|35123 Duar‘ters*:lﬁ LInique:IEl
cit#: [o Cit Dt |
LDecal: ISEE-EE LExp Dt: |1 1/30/2008

Licenze: ITE.IZIEI lzgUE: IE-.EIIZI Fire: IE-EI.IZIEI

Penalty: |0.00 Citation: [0.00 Det: |20.00

T'rtle:IEI.EIIZI r.1ail:|El.EIEI
Transfer:lﬂ.ﬂﬂ r.h:l'.fe:IIII.IZIEI

r Mail v Decal r Fee Override
Update| Cancel|

The only items that the supervisors are able to edit after the transaction date are the decal year, the decal number, and
the number of quarters.

Boutwell, Melissa w

Path: Mfd Home == T328825% - BT4 - TTZ

TranslD 326829
Tag Info

Decal ¥r: | 2011 Decal: (36121 Quarters®: (& Llnique:llil
cit#: [0 Cit Dt |
LDecal: ISEZEJE LE=p Dt: |11,'3|;|f2|]1|:|

Licenze: lzzUe: IWI Fire: lﬁ'
Penatty:[0.00]  citation:[0.00]  Der:[10.00]
Title: Mail
Tranafer: Mowe:

rpm rp Decal | rp Fee Override |
Update| Cancel |




MfdHome

Under the 'MfdHome' selection on the Transaction menu, the clerk is able to view the transactions manufactured
home information. Any information under ‘"MfdHome' can be edited by a supervisor on the day that the transaction was
completed.

Boutwell, Melissa

Path: Mfd Home == T325867 - BT4 - TT2

TranslD 326867
MfdHomeType: {8}z Doubles- Dwner Occupied! v |

Title Hame*: IMAYS CATHERINE

FireDistrict: | Hottville

Make': [SOENER  Model": [S0 HOMES vear:[1995  Lenift): [z width(ft): [24
VIN1: [DSDAL10384A Title1#: | Appl#: |
VINZ: |[DSDAL10384B Title2#: | App2# |
VINZ: | Title3#: | App3#: |
VINZ: | Title1#: | App1#: |

CDIDr": C.|:II|:|r2:
DAID: | DADZ: | DAID3: |-

Cl:lmment:l

Phys Addr Line 1°: |20 EVERGREEN DR
Phys Addr Line 2: |

Zip*: |3.Euzz Zipd: |

I™ Locked
Sale: I Dealer . Price: IEB.EIZIIJ.EIIJ Purch. Dt:l ﬁ
Update | Cancel |

The supervisor is allowed to edit al of the manufactured home information after the completed transaction date except
for the title number or the application number.



—
Boutwell, Melissa ransactions

Path: Mfd Home =» T325829 - BT4 - TTZ

TransID 326829

MfdHomeType*: | (C) - Single - Rental
A S H MOBLIE HOME RENTALS LLC

Title Harme*:

FireDistrict: | Millerock

IMake*: IS-DUTHEF IModel*: ISL 402003 Year' I‘IE‘BS Lenift)*: |1E Widthift)*: IEI}
WINT: |55DAL398\22 Title1#: |:| Appl# | E237T184

VINZ: | Tiez#: [ | Appz[ ]
VIN3: | Titleas: |:| LppiE |:|
VING: | Titie1a: D LpplE D
C-:nll:nr“: C.l:lll:lrz:
DAID: [28-00001-00 DAD2: | DAID3: [
Comrment: I

Phys Addr Line 1% |3T2 STILL CREEK LOT 34

Phys Addr Line 2: |

Zip*: |36054 Zipd: I

T

r Locked
SZale: | Mo Sales Tax Price: | 81,000.00 Purch. Dt: | D&M TIZ2009
Update | Cancel|
Payment

Under the 'Payment’ selection on the Transaction menu, the clerk is able to view the payment information for a
particular transaction or a group of transactions. Any information under the 'Payment’ can be edited by a supervisor on
the day that the transaction was compl eted.



Path: Auto == T326842 - BT1 -TT2

[
Pay Src:
cc: [ (None)
Checkza: |

Paid Check oo
Paidcc:Jooo

Paid Cazh: IF
mailFee:ooo
Conwvenience: IIZIIIIEI—
Proceszing: IEIIIIEI—
Credt amt: o0
TotalPaid: [2575
Refund Ant:Jo00

CrCAuthCode: |

CCTranzlD: I
Update| Cancel |

o

The supervisors are unable to edit the payment information after the original transaction date.

Placard Tab

Filter Menu

The 'Filters button will present a drop down menu when selected. This menu is where the clerk can enter in their search
parameters.



Boutwell, Melissa w

Filters
Fitter| Clear
283708 02M18/2011 164733 Placard New  BROOKS, AARCON MITCHELL MILLBROOK 1 .00 000 000 O0.00
I 283882 02M14/2011 164712 Placard Mew  PARKER, ANMBER WETUMPEA 1 o.00 000 000 0.00
283581 02M4/2011 164712 Placard New  PARKER, ADRAIN G TALLASSEE 1 o.00 000 0.00 O0.00
UzerlD 282716 02/03/2011 164052 Placard Mew  FERGUSON, ELIZABETHJ  WETUMPKRA 1 po0 000 000 0.00
|El|:|utwell, Melizza (8} 282714 02/03/2011 164091 Placard Mew  WARD, ROBERT K WETUMPKA 1 000 000 000 O0.00
Group 275025 12/30/2010 159500 Placard Mew  SMITH, PIER WETUMPKA 1 o000 000 000 0.00
255139 11/01/2010 153240 Placard Mew  BROWN, NIKITA L WETUMPKA 1 0.0 000 0.00 O0.00
S 245754 0W22/2010 142562 Placard New  WEANER, WALTERE WETUMPKA 1 000 000 000 0.00
Ii ﬁ 2341595 08/20/2010 135258 Placard Mew  SNMART, VIRGINLA W TALLASSEE 2 0.00 000 0.00 0.00
2113590 06/0%/2010 121517 Placard Mew  REED, WINIFRED TALLASSEE 1 o.00 000 000 0.00
Tranz 209335 06/02/2010 120224 Placard New  HALL, GEORGE M TALLASSEE 2 000 000 000 O0.00
. 207344 03/28/2010 118974 Placard New  CARTER, JAMES B WETUMPKA 2 000 000 O0.00 0.00
Placard 207338 05/28/2010 118974 Placard Mew  CARTER, JAMES B WETUMPKA 2 000 000 000 O0.00
| 154305 0442042010 111175 Placard Mew  FORBUS, FAYE B EQUALTY 1 o000 000 000 0.00
T — T = 147011 12/07/2005 50011 Placard New  JONES, MARGIE E ECLECTIC 1 0.0 000 0.00 O0.00
r = 145257 5 121251 09242005 74955 Placard New  TILL, FRANCES ELMORE 1 000 000 000 0.00
| = 134438 G 111821 08/28/20059 865547 Placard New  JUSTISS, SHIRLEY Tmus 1 .00 000 0.00 O0.00
L4 I
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Placard Trans

Under the 'Placard Trans' selection on the Transaction menu the clerk is able to view the placard number and the
number of valid months assigned to that placard transaction. Any information under the 'Placard Trans can be edited by
asupervisor.

—
Boutwell, Melissa ranzactions

Path: Placard == T326869 - BTS - TT1

TransiD 326865

Placard®: |PS&7554

Ilonths ‘v.l’alid":lﬂrﬂl
lzzus Fee:IEI.EIIII
Disabbd:l(Nune} .

r Handizap v Perrnanent
Update | Cancel|




Dealer Tab

Filter Menu

The 'Filters button will present a drop down menu when selected. This menu is where the clerk can enter in their search
parameters.

Boutwell, Melissa

vewist e [ume Rer|

Filters
Filter | Clear
[roup] 1ssued [Payin[ Biz [Trans[  customer [ city [Rt[aaval[stax[Fees [Total]
I'E’i 283709 02/16/2011 164734 Dealer New  GREEN CHRISTOPHER ECLECTIC 1 000 0.00 26.00 26.00:
283700 02/16/2011 164734 Dealer New  GREEN CHRISTOPHER ECLECTIC 1  0.00 0.00 26.00 26.00:
UseriD _ 283700 02/16/2011 164734 Dealer New  GREEN CHRISTOPHER ECLECTIC 1  0.00 0.00 26.00 26.00:
| Boutwel, lielissa (6) 283709 02/16/2011 164734 Dealer New  GREEN CHRISTOPHER ECLECTIC 1  0.00 0.00 26.00 26.00:
Group 283700 02/16/2011 164734 Dealer New  GREEN CHRISTOPHER ECLECTIC 1 000 0.00 26.00 26.00:
283709 02/16/2011 164734 Dealer New  GREEN CHRISTOPHER ECLECTIC 1 000 0.00 26.00 26.00:
S 283700 02/16/2011 164734 Dealer New  GREEN CHRISTOPHER ECLECTIC 1 000 0.00 26.00 26.00:
i 283700 02/16/2011 164734 Dealer New  GREEN CHRISTOPHER ECLECTIC 1  0.00 0.00 26.00 26.00:
283709 02/16/2011 164734 Dealer New  GREEN CHRISTOPHER ECLECTIC 1  0.00 0.00 26.00 26.00:
IT“‘""'—. 283657 02/14/2011 164715 Dealer Replace AUTO CREATIONS WETUMPKA 1 000 0.00 200 2.00
283685 02/14/2011 164715 Dealer New  MOODY, JOL/MOODY,T.. WETUMPKA 1  0.00 0.00 2600 26.00
Tag Num 283684 02/14/2011 164714 Dealer New  GELCO ECLECTIC 1  0.00 0.00 18.00 18.00
| 283654 02/14/2011 164714 Dealer New  GELCO ECLECTIC 1  0.00 0.00 18.00 13.00°
T = TIRE00 283634 02/14/2011 164714 Dealer New  GELCO ECLECTIC 1  0.00 0.00 18.00 18.00:
r = 326308 6 283684 02/14/2011 164714 Dealer New  GELCO ECLECTIC 1  0.00 0.00 18.00 13.00
T = amaanT & 7R%A%4 N7MAMNI1 1RATAA Nealer Mew  REIPA EFIECTIC 4 NAA AAN 4200 1200
i
& 2007-2011 INGEMUITY, INC. ALL RIGHTS RESERVED. {VER. Z.1.0}

Dealer Trans

Under the 'Dealer Trans selection on the Transaction menu the clerk is able to view the breakdown of tag fees and the
tag information that was selected during this transaction. Any information under the '‘Dealer Trans' can be edited by a
supervisor on the day that the transaction was compl eted.



Boutwell. Melissa W

Path: Dealer »= T326877 - BTE - TT1

TransiD 326877

Tag Type*: | Dealer

Tag Yr: |zu11 Tag Num: [D98772
Licenze: |23.IZIIZI Additienal: |1 N lzzus: |1 23

Update| Cancel |

The only item that the supervisors are able to edit after the transaction date is the tag number.

Boutwell, Melissa w

Path: Dealer »= T328810 - BTS - TT1

TranslD 326810
Tag Type*®: | Dealer Motercycle
Tag ¥re: | 2011 Tag Nurm: |IEEE

Licenzse: Additional: lzzue:

Update| Cancel |

Payment

Under the 'Payment’ selection on the Transaction menu, the clerk is able to view the payment information for a
particular transaction or a group of transactions. Any information under the 'Payment’ can be edited by a supervisor on
the day that the transaction was compl eted.



Path: Auto == T326842 - BT1 -TT2

[
Pay Src:
cc: [ (None)
Checkza: |

Paid Check oo
Paidcc:Jooo

Paid Cazh: IF
mailFee:ooo
Conwvenience: IIZIIIIEI—
Proceszing: IEIIIIEI—
Credt amt: o0
TotalPaid: [2575
Refund Ant:Jo00

CrCAuthCode: |

CCTranzlD: I
Update| Cancel |

o

The supervisors are unable to edit the payment information after the original transaction date.

Commit Tab

Filter Menu

The 'Filters button will present a drop down menu when selected. This menu is where the clerk can enter in their search
parameters.



Boutwell, Melissa v

Filters

Filter | Clear|

P

UzeriD
| Boutwell, Helissa (5)

Group

211472011 164716 Commitment Mew  JOHLGOM, STARR /JOHNS... DEATSVILLE 2 0.00 0.00 S0.00 S

2111/2011 164555 Commitment Mew  ELLIS, CAREY C WMILLBROOK 2 000 0.00 50.00 S

<]

B 2007-2011 INGENUITY, IMC. ALL RIGHTS RESERVED. (WVER. 2.1.0}

Commitment Trans

Under the ‘Commitment Trans' selection on the Transaction menu the clerk is able to view the tag type and the license
fee for the commitment transaction. Any information under the '‘Commitment Trans' can be edited by a supervisor on

the day the transaction compl eted.

Boutwell, Melissa b

Path: Commit == T328880 - BT7 -TT1

TranslID 326880

Tag Type®: |Alahama Tenniz Foundation

License: |5EI-.EI-EI-
Update | Cancel |




Payment

Under the 'Payment’ selection on the Transaction menu, the clerk is able to view the payment information for a
particular transaction or a group of transactions. Any information under the 'Payment’ can be edited by a supervisor on
the day that the transaction was compl eted.

Path: Auto == T326842 - BT1 -TT2

[~

Pay Src:

cc: [ (None)
Checkiz: |
Paid Check oo
Paidcc:Jooo
Paid Cazh: IF
mailFee:ooo
Conwvenience: IIZIIIIEI—
Proceszing: IEIIIIEI—
Credt amt: o0
TotalPaid: [2575
Refund Ant:Jo00

CrCAuthCode: |

CCTranzlD: I
Update| Cancel |

o

The supervisors are unable to edit the payment information after the original transaction date.



CartsTab
The 'Carts tab is used to move transactions from one clerks cart to another clerk’s cart.
Procedure:

= Select the 'Filters button

= Select the clerk who has the transaction in their cart

Boutwell, Melissa -

Update

[T 297338 | Duke, Hattie Jean (5) » | 265943 Auto Renswal 107337 248971 152 0.00 0 0
[T 328434 |Duke, Hattie Jean (5) w | 283596 Auto Renewal 119142 265483 3750 0.00 0 0

Update|

= Select the clerk in the drop down that will receive the transaction in their cart

= Select update

Refunds

To process a refund the supervisor will need to go to the transaction tab on administration screen and search for the
transaction that they would like to refund:

e =

Boutwell, Melissa

A1 Aute
View Lt Fige| Unnie RePrn

6 283862 02M11/2011 164855 Aute Renewal 133088 BROWHN, KAREN S TALLASSEE 1 000 000 225 2325 235

:

Right click the transaction and select 'Refund’ from the pop up menu:



Boutwell, Melissa

RAGHD 4
Edit Transaction

n Benewal 133088 BROVVN, KAREN S TALLASSEE 1 0.00 000 225 223 225

Scan(s) Q
Customer #123179

Auto Trans #265567

Auto #133088

Addresszes #123179

Payment #164699

AdValorem #267405

Relo

Refund

Quick Refund

1111

© 2007-2011 INGENUITY, INC. ALL RIGHTS RESERVED. {WER. 2.1.0)

The refunded transaction will turn pink to show the user exactly which transaction has been refunded:

——— . e
Boutwell, Melissa ansactions

o i e

326891 6 283713 02162011 0 Auto Renewal 133088 BROWN, KAREN S TALLASSEE 1 000 000 -225 -225 0.0
326720 6 2836862 02M11/2011 164655 Auto Renewal 133088 BROWHN, KAREN S TALLASSEE 1 0.00 000 225 225 22

=
©
i

=
-

Go back to the application and select the cart button; the refund will now be in the user’s cart:



Trans Type Make and Model Tag Year Tag Num Decal Total Actions
Renewal GMC SOMOMA 4X2 1/2 TON PU 2011 MNG123 False

Morse Checks

Check # Check Credit Card Cash Total Unpaid: 0.00] Total Due:

Checks Amt:
Refund Armt:
Change Due:

BN, DAILY BN B REMOTE
HEEET CLOSEOUT PRINTS 1 ¥# SUPPORT

The user can complete the cart with only the refund or they can process another transaction and the refund will deduct
from the total owed.

Quick Refund

To process a quick refund the supervisor will need to go to the transaction tab on administration screen and search for
the transaction that they would like to refund:

G
Boutwell, Melissa ranzactions ini G : 3 [ : 3

i e

ll

:

6 283862 02M11/2011 1684655 Auto Renewal 133088 BROWHN, KAREN S TALLASSEE 1 000 000 225 225 235

Right click the transaction and select 'Quick Refund' from the pop up menu, and the refund will automatically print:



Boutwell, Melissa

1 0.00 000 225 223 225

Customer #123179

Auto Trans #265567

Auto #133088

Addresszes #123179

Payment #164699

AdValorem #267405

Relo

Refund

Quick Refund

1111

© 2007-2011 INGENUITY, INC. ALL RIGHTS RESERVED. {WER. 2.1.0)

The refunded transaction will turn pink to show the user exactly which transactions have been refunded:

Boutwell. Melissa

ENrEees

326393 6 283714 02M6/2011 184738 Auto Renewal 133088 BROWN, KAREN S TALLASSEE 1 0.00 000 225 -223 0.0
J26T25 6 283862 02M11/2011 184655 Auto Renewal 133088 BROWN, KAREN S TALLASSEE 1 0.00 000 225 2325 23

171
=
©
I




ReDo

In this transaction a National Guard tag was marked as the first tag given, when it was not. So, we want to
collect the additional $17.25 that was not collected during the original transaction.

To process a ReDo the supervisor will need to go to the transaction tab on administration screen and search
for the transaction that they would like to Redo:

Boutwell. Melissa anzact

EEEEEE

ll

.
]

326725 6 283862 02M11/2011 164855 Aute Renewal 133088 BROWHN, KAREN S TALLASSEE 1 oo0 000 225 225 225

Right click the transaction and select ‘ReDo’ from the pop up menu:

Boutwell, Melissa

r = JZ6T29 6 283662 O 2] G45090 Autn Benswal 133083 BROVVN, KAREN S TALLASSEE 1 0.00 000 2325 225 235

Edit Transaction

Scan(s) Q
Customer #123179

Auto Trans #265567

Auto #133088

Addres=zes #123179

Payment #164699

AdValorem #267405

Relo

Refund

Quick Refund

1]

B 2007-2011 INGENUITY, INC. ALL RIGHTS RESERVED. (WVER. 2.1.0}

The selected transaction will turn pink to show the user exactly which transactions have been redone:



Boutwell, Melissa w

G 2836862 02M1/2011 164555 Auto Renewal 133088 BROWN, KAREN S TALLASSEE 1

000 000 225 225 235

Go to the application and select the 'Auto’ button at the top of the page. All of that transactions data will be

uploaded:

CUSTOMER

Owner Last  BROWN
Joint Last
Company
Addr Line 1 515 NEMAN RD
City TALLASSEE
Mail Line 1
City
Phones

[3345415284

Comment

TRANSACTION

W Tax Start 32011 [

Sales Tax

Corrections [ Bad Check I Reject

Comment

First FAREN
First
Email
Line 2

State AL
Line 2

State

Heg Lic

W Transacted: 2112011 [T

Ad Valorem

™ Collect Err

Zip |36078 -

Zip |

M |ssued 211172011

Credit

™ Void

DL# | AL

DL# I :

Tax Exempt
W Resident
Rate Type

I™ Military -

Bus Lic

5039201

| Military .
DOB |

Out
Out of State Mailing

Total: 2.25

W Expires 11202011 [
1

Fees |2.25

Trans




Uncheck the 'First Tag' check box and you will see the $17.25 license fee added:

I [Renen - R Gaaiin
N TAG '
Category | iitary v Type |Nati Guard Active W Metal Tag
Tag Year 2011 Tag Months @ ' Tag # NG123 Decal # soossor7 | [
School CZP # [0

B PREVIOUS TAG INFO:

Status | Valid Prev. Tag 29C08CE Prev. Decal 28004994 Prev. Exp 2/28/2011
M FEES: Total: RIS
License [17.25 Additional lssue [1.25 Addl lssue Fenalty Interest
Transfer | Affidavit . Trans Pen | Voucher | Special Mail
Title Metal Tag Replace Ambulance Metal Tag2
Mon Use [ s Mail ™ ™ First Tag

TRANSACTION

W Tax Start 32011 [B] W Transacted: 2112011 [ W lssued 211201 M Expires 11302011 [
Sales Tax | Ad Valorem Credit Fees |12.50
Corrections I Bad Check I Reject T CollectEr I Void Trans

Comment |

Submit the transaction to the cart, and you will see the original transaction -$2.25 and the corrected
transaction for $18.50. When they are added together you will get a total of $16.25 owed, which was the
amount of the corrected license fee.



==
= =
Trans Type Make and Model Tag Year TagNum Decal Total Actions

Fenewal GMC SOMNOMA 4X2 1/2TON PU 201 MG123 Falzse -2.25 @ E]

Trans Type Make and Model Tag Year TagMNum Decal Actions
Renewal  GMC SONOMA 4X2 1/2 TON PU 2011 NG123 False 18.50 @ X ¢ F
Mare Checks
Check # Check Credit Card Cash Total Unpaid: 16.25| Total Due: 16 25;

Checks Amt:| 000/
Refund Amt:| 000
Change Due: |

Administration Tab

Under the 'Administration’ tab the supervisors are able to add any holidays that their county takes off.

Add Holidays

Add New

= Select the 'Add New' button
= Enter the holiday into the 'Holiday' textbox
= Enter the date into the 'Holiday Dt' textbox

= Select the 'Add' button

Haliday
Texthox
Holiday*: [4TH OF JULY

Holiday Dt“:|mrzu11 B *\—\|Hu|iday Calender |

Update| Add New| Cancel|




CustomersTab

Under the 'Customers tab aclerk is able to view and edit a customer’ s information. This includes their address,
automobiles, and boats. A supervisor is able to lock customers, boats, and automobiles from under thistab. They can
also add an address to a customer's record.

Filter Menu

The 'Filters button will present a drop down menu when selected. This menu is where the clerk should enter in their
search parameters.

Boutwell, Melissa w
Filters
Filter | Clear |
IC
Ii
Firat
|
Last
|
Cornpany
|

Customer Lock

Filter by the customer you would like to lock, and select the edit icon

.

Boutwell, Melissa

Boats | 83827 ALBRECHT, DONALD A 200 JONES RD~~36024 200 JONES RD~~38024 1285132274
Boats | §7710 ALBRECHT, DONALD A 200 JONES RD~~36024 200 JONES RO~~38024 1123456789 1288132274

a7

= =

D
2

Select the "Locked" checkbox at the bottom of the page and select update.



CustomerType®: | Residential .

First”: [DONALD Middle: |4 Last": |ALBRECHT IV mesident
Joint First: | Joint Middle: | Joint Last: |
Company: |

Address®: | 200 JONES RD~~35024 v
Mail Addr: | 200 JONES RD~~35024 %]

Email | I Email Notice

Web: I

Phone '1":| F'hnne2:| Locked Fax Line:

DL State: DLhum:|  |Checkbox
BithDt [ L
Reqg. Lic. Num:l MI
Exempt®: |7 Locked

I emiitaryaddr

Corment:

Update| Add New| Cancel|

When the customer is selected in the application ared error will display at the top of the page, "Customer is Locked".

Auto Lock

The auto lock function of the application is used to prevent any transactions from taking place for a specific auto.
= Go to the customer tab and search for the automobile owner
= Select the 'Autos button next to the customer's name

= Edit the auto that needs to be locked



Vew st tide| Unhe | Add New

Path: Customers == PARKER, SAM OR PARKER, KELLY

43 PARKER, 3ANM OR PARKER, KELLY 1GMEC18253J2158728 2

r i CHEY SUBURBAN 1500 LT 2WD sU 2003
T @ & 31170 PARKER, SAM OR PARKER, KELLY SN1BV28U37TN136238 2 MISS QUEST 35S WA 2007
T @ (& 140472 PARKER, SAM OR PARKER, KELLY 4UTBSDH18W1100271 R COAM 350MBS FORD CHAS W/SLIDE* TL 1568

= Select the Locked check box and Update

v Lot asshew

Path: Customers == PARKER, SAN OR PARKER, KELLY

Sale: [{ong). " v

Titiest: | App#: | Unit Num: |
Title Name*: |[PARKER SAM OR KELLY

WIN: |1 GMEC18Z53J2159728

Weight: IEEI-I}I]-

VehType*: [Light Trucks/SUV/Vans Make': [CHEW  WModel*: [SUBURBAN 1500 LT 21D Body:[3U  vear:[003
Color®: Colorz:
Acg.From: I
Leasor | Auto Lock
Lign th:ier:l Checkbox
DAID: | _

Comment: I r/
Mwo T Tempwin ocked

Purchaze Type: I (Mone} . Price: IEI-.EI-EI- Purch. Ot: I ﬁ Entry Dt: I ﬁ
Renswal Month: IT

Update| Add New| Cancel|

= If the boat is selected in the application the error message "Auto Lock™ will appear and not allow the
transaction to be completed

= To unlock a automobile uncheck the L ocked checkbox



Boat L ock

The boat lock function of the application is used to prevent any transactions from taking place for a specific boat.
= Go to the customer tab and search for the boats owner
= Select the 'Boats button next to the customer's name
= Edit the boat that needs to be locked

rC

Path: Cuztomerz == ALBREC|Edit Boat

r & Prev | 7590 ALBRECHT, DONALD A 3263FC  Other Class I
™ @& £ | Prev | 10757 ALBRECHT, DONALD & 2241AN  Open Class Il
™ @ £ | Prev | 15407 ALBRECHT, DONALD A 5105LG  Open Class I
T @& £  Prev | 12037 ALBRECHT, DONALD A T928KP  Open Class I

= Select the Locked check box and Update

CORRECT CRAFT
JCTRITOON

G3

MASTERCRAFT X10

1580 NOMNE

2000 B3W21300C000
2005 GEN2835TK405
2001 MBCAULVTC101



Path: Customers »= ALBRECHT, DONALD A

Boat Num’:lﬁ
Boat Tyrpe":
Boat Class": %
Boat Make™: ICDRRECT CRAFT
Boat Length Feet":lm— Boat Length In{:hes":lﬂ-—
Ercnat‘r’ear“:lm
Hull Material*; | FiGlazs Propulsion Type®: Fuel Type® Type Use*;

Hull Serial*: INDNE Bloat Lock
Engine Make: [CHEWY Checkbox

Horze Power: |350 /

Comment: IHuII Serial iz not 12 cha Needs to be corrected

Purchaze Type: I MNew . Purgtiaze Price: IIII.IIIIII Purchaze Dats: Iﬁmarzun? ﬁ
Sanitation Device®: I‘r’es . H

Update | Add New | Cancal |

Eerial INDNE

= If the boat is selected in the application the error message "Boat Lock™ will appear and not allow the
transaction to be compl eted
= To unlock aboat uncheck the Locked checkbox

Add Address

. Search for the customer that needs an address added
. Sdlect the address button next to the customers name

I @ &2  Adde | Autos | Boats | &1 PARKER, SAM OR PARKER, KELLY 264 GREEN DR~~35211 158 TANKERSLEY RO~-~35052 SKPPARKERZS@ACL.

» Select the 'Add New' button
= Add the Customers new address



Address
Path: Customerz == PARKER] Type RKER, KELLY

Address
Addr Type: | Phys#al [+ |
e

Addr Line 1% [1234 TESTSR—
Addr Line 2: | Zip
zip*: | Toaz Zip4: [TUUT
Rate Type’: | Out of City Gdd Eutton

Addg-Cameal|

ReportsTab

Filter Menu

The 'Filters button will present a drop down menu when selected. This menu is where the clerk should enter in the
category that their report is located.

Category

(Mone)

Accounting

AD00R

Hattie_Jlean
Inveztigats

Renewal Moticez
Tranzaction_Detailz




Reports

Procedure:
= Find the report you want to run
= Click 'Run’ beside the report name
= Fill in any applicable parameters

= Click 'Run Report'
= Depending on the report, you will need to save or open the report to view it

Security Tab

The security tab is used by the supervisors to add new users and to edit user’ s information.

Change Passwor ds

Edit the user who needs their password changed

Users |
Wigw Lizt | Hide | Unhide | 24 E it Button
- |Ac:tions Mb&ite |Last Name | First Hame | Login Name Email Roles
N ;-'l"':; 1 Elmore Wetumpka Admin Adrmin admin websupportt Clerks  FY-com
Foles AdminGroup
I # & 2 Elmore Milkrook  Whits Liri lorimillereok  tagdept@elmor e AutoSupervizgerGroup
. AutoClerkGroup
dminGroup
- . . . AutoClerkGroup
I ] 1A
I~ B & 3 Elmore Wetumpka Johnzon Debbie djchnzon djehnzon@elmoreco.org BoatAdminGroup
ReadOnhyGroup
- . - : . . ) . AdminGroup
4 = Wetumoka Vihite white z@te enuity. "
I F & Elmore Wetumpka VWhite Liri I hit dhuggins@tsamingenuity.com AutoSupervisorGroup

Update the user's password and select update



Boutwell, Melissa v

Site: | Elmore [+
SubSite™: | Wetumpka .

First Hame*:l.lu-ey User's
Fagswoard |—

Last Harme®: IF'arker

Login Hame*; ijarker /

Password”; |[esssses Confirm. |jessesss

Ermail®: ijarker@teamin genuity.com

Address 1: |
Address Z: |
Address 3: |
Department: I
Update f .. I
Hutton pires: I— ﬁ I Enatie Expire
Roles: | con Uiow |
—ETAFS
E AdminGroup Fascword

ETAPS Login Name®: |jparker _‘,/-‘""

5 Password®. |[eseeese Confirm: |||||||

Add New| Cancel |

1< i

B 2007-2011 INGENUITY, INC. ALL RIGHTS RESERVED. (VER. 2.1.0}

Add New User

Sdlect the 'Add New' button

A Mew

Button

r & 2 1 Elmore VWetumpka Admin Admin admin webzupporti@teamingenuity. com

Fol i T

Fill out the user'sinformation



Site: | Elmors . Subsite
SubSite*: |Milbrook |+ |la—" Location

John

First Hame*:

Last Hame*: |Test

Login Hame* |jtf=s.t

Passwrord®: F------------- Confirm: (esssssssssssse

Email*: [ftesti@gmail com

Address 1|

Address 2: | %

Address 3|

Department: |

Phone: |

Expires: I E r Enable Expire

Roles: | Tree View

ETAPS Login Name: |jtest

ETAPS Passwrord®: Fii!i!ii!i!ii! Confirm: F-------------

Add| Cancel
1]

Select the 'Tree View' button and assign the user their role. Supervisors should be assigned to all of the 'Supervisor'
groups and clerks should be assigned to 'Clerk’ groups.

DrawersTab

The 'Drawers tab is where clerks are able to add and edit their daily money totals.



Boutwell, Melissa b
First Name*: |John
Last Name*: |Test
Login Hame®: |fest
Passwurd":#ii!i!ii!i!ii! Confirm: (eesssssssssens
Email*: |jtesti@gmail. com
Address 1:|
Address 2|
Address 2|
Departmnt:|
Phnne:| Tree View
Expires: I— ﬁ I Enatie Expire Button
F‘.l:lles:| Tree Vlﬁ
= M ORroles
™ O admin
I~ O adminGroup Clerk
=T Groups
W aﬁ.m
r aAUTUSUpENiSUFGFDUp
I~ Opgoat
r aElluat-'!-udrninGrlmm:J -
Supervisor
W D goatClerkGroup Groups
r ﬁElnEltSup:ar'u'ismermlup
I~ Ogusiness
I~ OBusinessAdminGroup Rﬂ_n)
r aFIu!:im::!!:!:f"ﬂ:ﬂzrk‘f"%rn|J|.':
Clerk Totals

The 'Clerk Total' tab iswhere a clerk can edit their end of day money numbers.

Dravve r: TR IO ]
Tetal Cash: IIZI.IZIIZI Total Check; [0.00

Dezcription: I
Createlilate:|2,f2,f2[|11 ﬁ ||;|4 ;|33
Uzer: | Boutwel, lelissa (5)
Update| Add New| Cancel |

Total CC: |1 a7.50 Qty: IIJ

boney Totals




L ocation Totals

The 'Location Totals' tab allows supervisors of each subsite location to enter specific transaction amounts. For example,
a supervisor would enter in the ETAPS totals and ML totals for each office location.

County Totals

The 'County Totals tab allows supervisors of each county to enter specific transaction amounts. For example, a
supervisor would enter in the ETAPS totals and MLI totals for each county.

Inventory Tab

The 'Inventory' tab is where the supervisors add decals and control numbers. They can also edit any inventory that as
been previously entered.

Adding Decals

» Select the 'Add New' button

Inventory |

View List | Add Newd —— | Add New

Button

Filters D@
>

— I |- — [— I —_ — S E— P _ —

= Select the user that you would like to assign decals
= Select the 'Biz' type

= Select the 'ltem Type'

= Select the 'Start Num'

= Select the 'End Num'

= Select the 'Add' button



s ser

Uzer: | Boutwel, Melisza (5) v
- |Biz Type
Biz®: | Auto ¥H
Subsite®; | (Mone bt
(None) [ ltem Type
ltem Type*: | DecalNum2012 rl—
Start Num®: (50000 . [Start
- Murnber
EndH 151000
n Lim I “‘-.._
Last ttem Murm:
F'at'tern'l \\- End
i Mumber
Add| Cancel

Autos Tab

Filter Menu

The 'Filters button will present a drop down menu when selected. This menu is where the clerk can enter in their search
parameters.

Boutwell, Melissa

Filters
Filter | Clear ﬁ
I"ji TON 1GKEC13R4TIT23222 2 GMC  YUKON 2WD 40
1GKEC13T45)132368 2 GMC  YUKON SLE 2WD
VIN Ll J JGTECI1OKEN1S56581 2 GMC  C1500 X-CAB 4X2 1/2 TON
| 1GBFG1SRIVI000913 2 GMC  SAVANA PASS VAN
Make 1GTDC14HELZ544968 2 GMC  C1500 4X2 1/2 TON PU
GMC ‘1 C OR SIDES, GENE G 2GTECIOTEX1565451 2 GMC  C1500 X-CAB 4X2 1/2 TON
Model 1GDEG2SHZETS19735 2 GMC  G2500 3/4 TON WAN
| 1GKOM19VW3WB525880 2 GMC  SAFARIEXT VAN
vear 1GKEKE3US3J314571 2 GMC  YUKON DENALI 1500 4WD
2GDEC1SR1TIS26632 2 GMC  C1500 X-CAB 4X2 1/2 TON
I 2GTEK19T031333827 2 GMC  SIERRA 1500 SLT EXT 4WD
T @ & 113 PARKER THOMAS 1GTEC1SKERES1TIE 2 GMC  C1500 X-CAB 4X2 1/2 TON
T @ { 144 PHIPPS, LEE ANN/PHIPPS, RUSSELL L 1GTDS136458257494 2 GMC  CANYON SLE CREW 2WD
T @ & 14 WYERS, JOHNNY 1GTEV14H1HFT02378 2 GMC  R10 4X& 1/2 TON PU
r [ i 1585 PARKFR WFNOFI 1 OOR PARKFR RFATRICF 1GTF147R5F534438 72 GMC CARON 4X2 142 TON Pl



Auto L ock

The auto lock function of the application is used to prevent any transactions from taking place for a specific auto.
= Search for the automobile that needs to be locked
= Edit the auto that needs to be locked

Vew st tide| Unhe | Add New

Path: Customers == PARKER, SAM OR PARKER, KELLY

r & & 53 PARKER, SAN OR PARKER, KELLY 1GMEC18Z53J215728 2 CHEY SUBURBAN 1500 LT 2WD sSU 2003
T @ /2 31170 PARKER, SAM OR PARKER, KELLY SN1BWVZEUZTN125239 2 MIZE  QUEST2ES VA 2007
[T [@E /& 140478 PARKER, SAM OR PARKER, KELLY 4UTHSDH16W1100271 R COAM 350MBS FORD CHAS W/SLIDE* TL 1882
= Select the Locked check box and Update
Path: Customers == PARKER, SAN OR PARKER, KELLY
sale: [i{longl v
Titles: | Appi | Unit Num: |
Title Hame*: |F‘ARKER SAM OR KELLY
WIN: |1 GMEC18Z53J215728
Weight: IBIZIIZIIZI
VehType® I Light Trucks/SUNMans Kake*: ICHE‘v’ Model*: |SUBURBAN 1500 LT 2WD Body*: ISI..I Year® IZI}I}S
Calor: ITan . CalarZ: I (Nong) .
Acg. From: I
Leasor | Auto Lock
Lien Holder: I Checkbox
DAD: | -

Comrnent: I r/
Mwe T Tempwin ocked

Purchage Type: I (Mane} . Price: IIZI.EIEI Purch. Dt I ﬁ Entry Dt: I ﬁ
Renewal Month: IT

Update| Add New| Cancel|

= If the boat is selected in the application the error message "Auto Lock™ will appear and not alow the
transaction to be compl eted
= To unlock a automobile uncheck the L ocked checkbox



Boats Tab

The 'Boats' tab is where supervisors add boat manufactures and boat engine manufactures.

Add M anufactures

Select the 'Add New' button.

Fm
| | Add New

Buttan
WO 1
™ 1 Ab Inflatables b
[T 2 Abbott Boats
[T 3 Able Boats
r 4 Achilles Inflatakle Boats
[T 5 Action Craft Boatz
[T & Action Marine
[T 7 Active Thunder Boats
[T 8 Advance Boats
™ 9 Advanced Outdoors

Input the manufacturer and select the add button.

banufacturer

Mfg*: [TESTING

Add, Cancel [4dd Button




Online Renewal Fulfillment

For your online renewal transactions we will set you up adifferent ‘Web User’ profile, which will allow you to access
and edit web renewal transactions. Y ou will need to add and maintain the *Web User’ decal numbers and boat control
numbers. When arenewal is sold online we will automatically assign a decal number for automobiles and a control
number for boats, but you will have to assign Boat transactions a decal. Below are step by step instructions on what
needs to be completed to fulfill your daily web renewals when you come in to work the next day.

Auto

= Goto ‘Admin’ and filter the user drop down by ‘Web User’ and the Biz type by Auto

= Toreprint a‘*Web User’ transaction, right click the transaction and select the ‘ Reprint (Last)’ from the menu

= If there are multiple transactions that need to be reprinted, select the check boxes next to those specific transactions
and click the *Reprint(U)’ button at the top of the screen

= If the tag that has been renewed online has a new design, right click the transaction and select ‘ Auto Trans from the
menu

= Update the tag number

= Reprint the transaction

Boats

= Goto ‘Admin’ and filter the user drop down by ‘Web User’ and the Biz type by Boat
= Right click the transaction and select ‘Boat Trans' from the menu

= Assign that boat a decal number

= Reprint the transaction

EOD Reports

= Your daily EOD reportswill now have arow with the *Web User’ amounts

= The ‘Diff in Sys#'s’ column in the spread sheet, will be out of balance in increments of a +$5

= For every Payid that was created by aweb renewal transaction, there will be a +$5 out of balance
= Any amount that is not in the $5 increment will need to be investigated further

= You will not have to enter adaily cash drawer for the ‘“Web User’



FAQ

Q. A renewal that owes deferred taxes, which do not show up in the application.
A.

1) Complete the renewal using standard operational procedures, but do not submit
2) Click on the taxestab

3) Check the deferred owed checkbox

4) Enter in the market value

5) Enter in tax start date, (The date vehicle was purchased)

6) Enter in the previous expiration date of the tag that is on the vehicle

7) Submit

Q. Charged erroneous fee (realized before transaction is submitted)

A.

1) Enter the admin override code in the top right hand side of the screen
2) Check the fees checkbox

3) Add or subtract any fees that do or do not apply

Q. Charged erroneous fee (realized after transaction is finished) SUPERVISOR ONLY

A.

1) Select the admin module at the top of the screen

2) Select the transaction tab to bring up the search screen

3) Enter the trans ID, and select the biz type that corresponds to the transaction

4) Select the edit button and adjust fees to the correct amount and select update

5) Select the transaction record and add or subtract the fees from corresponding text boxes and select update
6) Select the pay ID and enter the corrected amount for the total transaction and select update

Q. Application will not accept tag format

A.

1) Enter the admin override code in the top right hand side of the screen
2) Check the tag checkbox (thiswill override tag format)

Q. ETAPS search and choose the wrong customer for the new vehicle

A.

1) Select the admin module at the top of the screen

2) Select the transaction tab to bring up the search screen

3) Enter the trans ID, and select the biz type that corresponds to the transaction
4) Delete the transaction

5) Start over

Q. When clicking finish the clerk is getting an error saying cart could not be completed please check decal or control
numbers

A.

1) Contact office supervisor

2) He or She must go in to admin

3) Select inventory

4) Select add new

5) Select the user to add decalsto

6) Select the biz type



7) Enter in the item type
8) Enter in the start and finish numbers

Q. New registration from out-of-state is charging back taxes

A.

1) Place the day of that transaction in to the entry date text box under the auto tab

2) If 'None' is selected for the previous tag info, the application will charge ayear of back taxes

Q. Advaoremisnot calculating so transaction will not complete
A.

1) Cal ADOR and get the correct market value

2) Select the taxes tab

3) Check the ad valorem checkbox

4) Enter in the market value and press tab

Q. After finishing atransaction, it is not printing
A.

1) Make sure that pint queue is open

2) Close and reopen print queue

If it isthefirst time to complete transaction type
1) Click on print queue

2) For the specific trans type select printer location
3) Select tray to print from

4) Click save

Q. Decal assigned incorrectly
A.

Noticed in the cart

1) Select the toggle decal arrows
2) Select okay to finalize change

Noticed after transaction was finished
1) Select admin
2) Search by transaction ID
3) Select auto transaction button
4) Add or subtract the correct decal number
5) Select update
6) Adjust decalsin inventory

Adjusting decalsin inventory

1) Select user that needs to have decal adjusted

2) Select decal type

3) Enter in last decal number used in last item number
4) Select update

Q. Out of county transfer that owes deferred taxes

A.

1) Complete the transfer using standard operational procedures, but do not submit
2) Click on the taxestab

3) Check the deferred owed checkbox



4) Enter in the market value
5) Enter in tax start date, (The date vehicle was purchased)

6) Enter in the previous expiration date of the tag that is on the vehicle
7) Submit



