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[bookmark: _Toc486337837]Introduction
In addition to adding vehicles and performing renewal transactions, you will have other types of transactions to complete.
We are also going to demonstrate how to change a DBA and process quarterly payments. 
[bookmark: _Toc486337838]Learning Objectives 
After completing this chapter, you will be able to:
· Reprint a cab card and 30-day Temporary Plate
· Inquiries in KCoVRS

You will learn about:
· Changing a DBA (Demo)
· Processing quarterly payments 
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Intro note- If you try to transfer a trailer plate this warning message will display:

[E] Selected old vehicle is a Semi Trailer and they cannot use this for Transfer plate supplement.









Lab 4-4 Instructor Notes: 



























Scenario: An additional vehicle fee is charged when updating axles, fuel type and number of seats plus the cab card fee. No additional vehicle fees are charged for ownership, garaged address, color or title document type, but a new cab card fee is charged. 
Step 9: Always add a comment to reflect the changes that are being made.








Lab 5-1: Reprint 30-day Temporary Plate 
A 30-day temporary plate can be reprinted if it has been lost, damaged or unreadable.  Have students do along with instructor.

1  Click the Select Customer menu.
 The Customer search window opens.
2  Click the Account No: and Fleet No. – Fleet Expiration Year: drop-down        lists and select the correct account and fleet.  
3  Click the Proceed button.
4 Click the Applications menu, and then select IRP & CMV.
5 Click the Reprint menu, and then select CabCard.
The Reprint Cab Card search window displays. The Account No:, Fleet No: and Fleet Expiration Year: fields will auto-populate.
6 Click the Search button.
7 Click the checkbox for the vehicle or vehicles that need a new 30-day temporary plate.
8 Click the Generate button.
Note: A fee is not collected for reprinting the 30-day temporary plate.
9 Print the 30-day temporary plate or plates.
10 Click the Quit button.
[bookmark: _Toc272762481][bookmark: _Toc486337839]








Notes:
Lab 5-2: Inquiries 
Throughout the day you may need to find information that is needed to complete a task or to answer a customer question information. 
Account Inquiry
1 Click Select Customer.
The Customer search window opens.
2 Click the Account No: and Fleet No. – Fleet Expiration Year: drop-down lists and select the correct account and fleet.  
3 Click the Proceed button.
4 Click the Applications menu, and then select IRP & CMV. 
The Kansas KCoVRS Application-IRP Level window displays.
5 Click the Inquiries menu, and then select Account.
The Customer Search/Account Inquiry window displays.
The Account No: field is auto-populated.
6 Click the Proceed button. 
The results window displays.
7 Click the View link. 
The Customer Details/Account Inquiry window displays. 
Close the inquiry window.

Vehicle Inquiry
1 Click the Inquiries menu, and then select Vehicle.
The Fleet Search/Vehicle Inquiry window displays. The Account No:, Fleet No: and Fleet Expiration Year: fields will auto-populate.
2 Click the Proceed button. 
The results window displays. 
[bookmark: _Hlk505091249]Note: If multiple results display, select the line of the vehicle you are searching for. This can happen because a CMV power unit plate and an IRP power unit plate may have matching numbers.
3 Click the View link for the applicable vehicle.
The Account Details/ Vehicle Inquiry window displays.
Close the inquiry window. 

Supplement Inquiry
Note: This is the most frequently used report.
1 Click the Inquiries menu, and then select Supplement.
The Fleet Search/Supplement Inquiry window displays. The Account No:, Fleet No: and Fleet Expiration Year: fields will auto-populate.
2 Click the Proceed button.
The account history displays.
3      Click the View link for the applicable supplement.
4      Close the inquiry window.

Supplement Status
O = Open
I = Invoiced
P = Paid or Pending
C = Closed

Lab 5-3: Changing a DBA Name (Demo)
When a company has a change to their DBA (Doing Business As) there are four things that can be changed:
· Name of company
· Address change
· DOT number
· Tax Identification number
The change must be made to their customer record first, then to their fleet supplement. This is done at a county or state office.  You will be responsible for submitting the correct documentation. Email or fax is the preferred method for submitting documentation.  
Email: kdor_mc@ks.gov 
Fax: 785-296-6548
The documentation required for each type of change is on your documentation reference sheet.  For this example, we will be updating the address and will require 3 proofs of residency.  This is a demonstration only. 
1 Click the Customer menu and then select Update Customer.
The Customer page displays.
2 Type the customer account number in the Account No: field and then click the Proceed button. 
The Customer – Update Customer window displays.
3 In the Physical Address section, update the address information.
4 In the Documents section, verify the Proof of Residency field is set to Collected and scan appropriate documents.
5 In the Comments section, make a note of changes made.
6 Click the Add/Update Comment button to save the notations.
7 Click the Proceed button.
The Customer Details Verification window displays.  Verify the information is correct.
8 Click the Proceed button. 
The Success message displays.
9 Click the Applications menu, and then select IRP & CMV.
10 Click the Process menu and then select Fleet and then Change DBA Name
The Fleet Search window displays.
11 Type the account number in the Account No: field and click the Proceed button.
The Fleet list displays. Select the correct fleet number.
The Fleet Details – Change DBA Name window displays.
12 Verify the information has been changed and is correct. Mark documentation as collected and scan into system. 
13 In the Comments section, make note of the changes made.
14 Click the Add/Update Comment button the save the notations.
15 Click the Proceed button.
The Fleet Details Verification window displays. Verify the information.
16 Click the Proceed button.
The Billing Details window displays.
17 Click the Proceed button.
The Fees section will displays the fees for this transactions.
18 Click the Proceed button.
The Invoice pdf displays. Print and close the window.
19 Click the Proceed button.
Print the Cab Cards and pay the transaction through.  








Notes:

Lab 5-4: Processing a Quarterly Payment 
When a customer registers or renews their vehicles on or before March 1st, they have the privilege of paying their registration quarterly. Their quarterly payment is due by the first day of the month of each quarter. 
If the customer is late with their quarterly payment, they must pay the entire amount plus any penalty fees, depending on the date of their payment. The customer will not be eligible to pay quarterly for the next two calendar years.
When electing for quarter pay the first quarter will assess the processing fees plus first quarter registration fees and any trailer(s) fees, the minimum is $300.
Quarterly pay is paid by supplement, if the customer has multiple quarterly pay supplements within a fleet or multiple fleets, select add to cart in the Payment window until all fleets and supplements are complete.  Add to cart allows the customer to pay for all transactions at once.
Quarterly payments are due March 1st, April 1st, July 1st and October 1st.

Note: CMV offices can accept quarterly payments for IRP accounts because no changes can be made when making quarterly payments.


1. Click the Select Customer menu.
The Customer search window opens.
1. Click the Account No: and Fleet No. – Fleet Expiration Year: drop-down        lists and select the correct account and fleet.
1. Click the Proceed button.
1. Click the Application menu, and then select IRP & CMV. 
Click the Payment menu, and then select Quarter Payment. 
The Payment-Quarterly Payment window displays.
The Account No:, Fleet No: and Fleet Expiration Year: fields will auto-populate.
Click the Proceed button.
Click the Select link next to the Quarterly Pay Account.
The Payment-Quarterly Payment window displays with the quarter and the amount due.
Click the Add to Cart button to complete additional quarterly payments and/or supplements.
OR
Click the Proceed button to complete with payment.
The Cart Management-Cart Payment window displays.
Click the Proceed button, collect payment and print the financial receipt.


[bookmark: _GoBack]You have completed Chapter 5 on Miscellaneous.  You may now complete the summary exercise questions for this chapter.


Second example - show what happens when the payment is late.
Rev. 06/2019	KDOR Learning Center - Page 5-1
Vehicle Services - Page 5-10	Rev. 12/2019
Rev. 12/2019	Vehicle Services - Page 5-9
