NEW REGISTRATION
Motor Vehicle >NEW

CURRENT RESIDENT
· Ctrl+N (New Registration)

· Search for Owner and Select in

· Enter VIN Number and Tab

· A new Title Resolution Screen will appear

· Look over information provided

If no Titles are Found:
· Close Title Resolution Screen 

· Fill in vehicle information if needed

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· Click the Pencil and add your information for the CTA.
· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners is not the first name returned:

· Click on Create Title- will automatically fill in Type, and Previous Title information

· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners is the first name returned:

· The Title already exists in MAAP so no title needs to be sent

· Close out screen by clicking the door
· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field
· When CTA Window pops up Click Cancel
· Ctrl+End or F11 (Action Menu)
· Process

· Tender

· Fee Settle

· Print Registration

· Print Title (If applicable)

· Validate Checks (if applicable)

· Print Slips (If applicable)

· New Receipt

NEW TO NEW HAMPSHIRE
· Ctrl+N for New Registration

· Click on the New Icon in the Search Local Owner Window
· Fill in the Owner Name, Date of Birth, Gender, Address and click OK

· Select the Owner into the receipt by using the select icon or Ctrl+Enter
· Enter the VIN and Tab
· A new Title Resolution Screen will appear

· Look over information provided

If no Titles are Found:
· Close Title Resolution Screen 

· Fill in vehicle information if needed

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· Click the Pencil and add your information for the CTA.
· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners is not the first name returned:

· Click on Create Title- will automatically fill in Type, and Previous Title information

· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners is the first name returned:

· The Title already exists in MAAP so no title needs to be sent

· Close out screen by clicking the door

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· When CTA Window pops up Click Cancel

· Ctrl+End or F11 (Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration

· Print Title (If applicable)

· Validate Checks (if applicable)

· Print Slips (If applicable)

· New Receipt
NEW HAMPSHIRE RESIDENT, NEW TO TOWN
· Ctrl+N for New Registration 

· Click on the New Icon in the Search Local Owner Window
· Fill in the Owner Name, Date of Birth, Click on MAAP Icon
· Change address (use Copy for 2nd address), Press OK
· Select the Owner into the receipt 
· Enter the VIN and Tab

· A new Title Resolution Screen will appear

· Look over information provided

If no Titles are Found:
· Close Title Resolution Screen 

· Fill in vehicle information if needed

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· Click the Pencil and add your information for the CTA.
· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners is not the first name returned:

· Click on Create Title- will automatically fill in Type, and Previous Title information

· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners is the first name returned:

· The Title already exists in MAAP so no title needs to be sent

· Close out screen by clicking the door

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· When CTA Window pops up Click Cancel

· Ctrl+End or F11 (Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration

· Print Title (If applicable)

· Validate Checks (if applicable)

· Print Slips (If applicable)

· New Receipt
NEW REGISTRATION – STATE WORK ONLY
· Ctrl+N for New Registration 

· Click on the New Icon in the Search Local Owner Window
· Fill in the Owner Name, Date of Birth, Click on MAAP Icon
· Change address (use Copy for 2nd address), Press OK
· Select the Owner into the receipt 
· Enter the VIN and Tab

· A new Title Resolution Screen will appear

· Look over information provided

If no Title is returned:

· Close Title Resolution Screen 

· Fill in vehicle information if needed

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· Click the Pencil and add your information for the CTA.
· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (S) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (S).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners do not match:

· Click on Create Title- will automatically fill in Type, and Previous Title information

· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (S) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (S).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners match:

· The Title already exists in MAAP so no title needs to be sent

· Close out screen by clicking the door

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· When CTA Window pops up Click Cancel

· F5 for State Work Only

· Type in Audit Number

· Ctrl+End or F11( Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration – Line up registration with the 2nd plate number field
· Print Title (If applicable)- put the CTA given to you by the customer in printer.  Title will print ringline only.
· Validate Checks (if applicable)

· New Receipt
If the registration does not print correctly, you must reprint the entire registration.

· Choose Reprint from the Action Menu

· In the Audit Number field, click on the Ellipse to bring up the Reg History record

· Click on the Edit Button

· Put your cursor in the Unique ID field

· Click on the Ellipse in the Unique ID field to bring up Vehicle Maintenance
· If the current vehicle is highlighted in Vehicle Maintenance click the Select icon
· If the current vehicle is not highlighted, click on the New Icon

· Type in the plate number, plate type, and check digit

· Click Search MAAP

· Once the vehicle is returned, click ok

· This vehicle should be highlighted.  If it is, click Select to return to the Reg History record

· Click OK

· Put in the new audit number and reason for reprint

· Click Reprint Registration
NEW REGISTRATION WITH EXPIRED PLATE
Do a new registration (Ctrl+N)
· Put in Owner’s Name
· Put in Vehicle Information
· Put in PLATE TYPE
· Put in plate number into the 2nd plate field, tab off the field and click the Plate Maintenance button in between the plate type and sticker number and choose the reason code – Available in Inventory-Vanity/ Non Vanity and the number of plates.  MAAP will come back with a message alerting you that the plate was changed successfully by MAAP.
Codes:

· One vanity to another-Available for Reorder

· Number to vanity-Instock

· Number to number-Instock

· Reuse an expired plate-Available in Inventory-V & N *
· Renew with Name Swap-Available in Inventory-V & N *
· Lost, Stolen or Damaged- Lost, Stolen or Damaged *
RENEW REGISTRATION
Motor Vehicle>RENEW

RENEWAL-CURRENT RESIDENT 
· Ctrl+R ( Renewal)

· Type in Plate Number and tab
· F6 and Select in Sticker

· Ctrl+End or F11 (Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration

· Print Title (If applicable)

· Validate Checks (if applicable)

· Print Slips (If applicable)

· New Receipt

RENEWAL-NEW TO TOWN 
· Ctrl+R ( Renewal)

· Hit F7

· Type in Plate Number, Type and Tab to Check Digit
· Click the Satellite Dish or hit F6

· Tab to Sticker

· F6 and Select in Sticker

· Ctrl+End or F11 (Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration

· Print Title (If applicable)

· Validate Checks (if applicable)

· Print Slips (If applicable)

· New Receipt
RENEWAL-STATE WORK ONLY 
· Ctrl+R ( Renewal)

· Hit F7

· Type in Plate Number, Type and Tab to Check Digit

· Click the Satellite Dish or hit F6

· Tab to Sticker

· F6 and Select in Sticker or type it in

· F5 for No State Work

· Type in Audit Number
· Ctrl+End or F11 (Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration – Line up registration with the 2nd plate number field
· Print Title (If applicable)- put the CTA given to you by the customer in printer.  Title will print ringline only Validate Checks (if applicable)

· Print Slips (If applicable)

· New Receipt
If the registration does not print correctly, you must reprint the entire registration.

· Choose Reprint from the Action Menu

· In the Audit Number field, click on the Ellipse to bring up the Reg History record

· Click on the Edit Button

· Put your cursor in the Unique ID field

· Click on the Ellipse in the Unique ID field to bring up Vehicle Maintenance
· If the current vehicle is highlighted in Vehicle Maintenance click the Select icon

· If the current vehicle is not highlighted, click on the New Icon

· Type in the plate number, plate type, and check digit

· Click Search MAAP

· Once the vehicle is returned, click ok

· This vehicle should be highlighted.  If it is, click Select to return to the Reg History record

· Click OK

· Put in the new audit number and reason for reprint

· Click Reprint Registration
RENEWING A PLATE EXPIRED FOR A YEAR AND A DAY

· Do a new registration (Ctrl+N)
· Put in Owner’s Name
· Put in Vehicle Information
· Put in PLATE TYPE
· Put in plate number into the 2nd plate field, tab off the field and click the Plate Maintenance button in between the plate type and sticker number and choose the reason code – Available in Inventory-Vanity/ Non Vanity and the number of plates.  MAAP will come back with a message alerting you that the plate was changed successfully by MAAP.
Codes:

· Number to Number/Number to Vanity – Instock

· Releasing or Reordering due to lost plates – Lost

· Ordering a new plate due to stolen plates – Stolen

· Releasing or Reordering due to damaged plates – Damaged

· Re-using the same number plate for another vehicle or person – Available in Inventory Non-Vanity 
· Re-using the same vanity plate for another vehicle or person – Available in Inventory Vanity

· Giving up a vanity plate for good – Available for Re-order

CHANGING PLATES ON A RENEWAL

· Ctrl+R

· Type in plate number in Previous Plate Field and Tab or F7 to pull in from MAAP
· Type in new number in 2nd Plate Field

· Tab off record

· Choose reason:

Codes:

· Number to Number/Number to Vanity – Instock

· Releasing or Reordering due to lost plates – Lost

· Ordering a new plate due to stolen plates – Stolen

· Releasing or Reordering due to damaged plates – Damaged

· Re-using the same number plate for another vehicle or person – Available in Inventory Non-Vanity 
· Re-using the same vanity plate for another vehicle or person – Available in Inventory Vanity

· Giving up a vanity plate for good – Available for Re-order

· Choose number of plates

· Renew as usual

TRANSFER REGISTRATION
Motor Vehicle>TRANSFER
STRAIGHT TRANSFER
· Ctrl+T (Transfer)

· Type in Plate Number and hit tab
· Enter the VIN and Tab

· A new Title Resolution Screen will appear

· Look over information provided

If no Title is returned:

· Close Title Resolution Screen 

· Fill in vehicle information if needed

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· Click the Pencil and add your information for the CTA.
· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners do not match:

· Click on Create Title- will automatically fill in Type, and Previous Title information

· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners match:

· The Title already exists in MAAP so no title needs to be sent

· Close out screen by clicking the door

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· When CTA Window pops up Click Cancel

· Make sure you have entered a Transfer Permit Number

· Hit F11 or Ctrl+End ( Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration

· Print Title (If applicable)

· Validate Checks (if applicable)

· New Receipt
TRANSFER – State Work Only

Motor Vehicle>TRANSFER
· Ctrl+T (Transfer)

· Type in Plate Number and hit tab

· Enter the VIN and Tab

· A new Title Resolution Screen will appear

· Look over information provided
If no Title is returned:

· Close Title Resolution Screen 

· Fill in vehicle information if needed

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· Click the Pencil and add your information for the CTA.
· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (S) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (S).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners do not match:

· Click on Create Title- will automatically fill in Type, and Previous Title information

· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (S) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (S).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners match:

· The Title already exists in MAAP so no title needs to be sent

· Close out screen by clicking the door

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· When CTA Window pops up Click Cancel

· F5 for State Work Only

· Type in Audit Number

· Ctrl+End or F11( Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration – Line up registration with the 2nd plate number field
· Print Title (If applicable)- put the CTA given to you by the customer in printer.  Title will print ringline only.
· Validate Checks (if applicable)

· New Receipt
If the registration does not print correctly, you must reprint the entire registration.

· Choose Reprint from the Action Menu

· In the Audit Number field, click on the Ellipse to bring up the Reg History record

· Click on the Edit Button

· Put your cursor in the Unique ID field

· Click on the Ellipse in the Unique ID field to bring up Vehicle Maintenance
· If the current vehicle is highlighted in Vehicle Maintenance click the Select icon

· If the current vehicle is not highlighted, click on the New Icon

· Type in the plate number, plate type, and check digit

· Click Search MAAP

· Once the vehicle is returned, click ok

· This vehicle should be highlighted.  If it is, click Select to return to the Reg History record

· Click OK

· Put in the new audit number and reason for reprint

· Click Reprint Registration
SURVIVING SPOUSE TRANSFER

Motor Vehicle>TRANSFER
· Ctrl+T (Transfer)

· Type in Plate Number and hit tab
· ‘Transfer this Vehicle? ’Press no for Surviving Spouse’

· Is this a Survivorship Transfer? Say yes.

· If you need to add an owner, add them as additional and use the special operations function to swap owners

· If the new owner is on the registration, use the special operations function to swap owners

· Delete the deceased owner 

· Tab

· Create Title?  Say ‘Yes”

· CWXML will search for Titles associated with the VIN

· Click ‘Create CTA’
· Fill out information in CTA Window

· In the application origin choose “TS”

· In the no state fee app – choose Surviving Spouse
· Click exempt local fee
· Click OK
· Hit F2 for ‘No State Work’
· Process

· Tender 

· Fee Settle
LEASE TO LEASE TRANSFER
Motor Vehicle>TRANSFER
· Ctrl+T (Transfer)

· Type in Plate Number and hit tab
· Go to Motor Vehicle>Special Operations>Lease to Lease 

· Enter in New Lease Company
· Enter the VIN and Tab

· A new Title Resolution Screen will appear

· Look over information provided

If no Title is returned:

· Close Title Resolution Screen 

· Fill in vehicle information if needed

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· Click the Pencil and add your information for the CTA.
· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners do not match:

· Click on Create Title- will automatically fill in Type, and Previous Title information

· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners match:

· The Title already exists in MAAP so no title needs to be sent

· Close out screen by clicking the door
· Hit F2 for Town Work Only
· Put AP or PS in the Title Activity Field

· When CTA Window pops up Click Cancel

· Make sure you have entered a Transfer Permit Number

· Hit F11 or Ctrl+End ( Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration

· Print Title (If applicable)

· Validate Checks (if applicable)

· New Receipt
OWNER TO LEASE TRANSFER

Motor Vehicle>TRANSFER

· Ctrl+T (Transfer)

· Type in Plate Number and hit tab
· Go to Motor Vehicle>Special Operations>Owner to Lease 

· Enter in New Lease Company
· Enter the VIN and Tab

· A new Title Resolution Screen will appear

· Look over information provided

If no Title is returned:

· Close Title Resolution Screen 

· Fill in vehicle information if needed

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· Click the Pencil and add your information for the CTA.
· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners do not match:

· Click on Create Title- will automatically fill in Type, and Previous Title information

· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners match:

· The Title already exists in MAAP so no title needs to be sent

· Close out screen by clicking the door
· Hit F2 for Town Work Only
· Put AP or PS in the Title Activity Field

· When CTA Window pops up Click Cancel

· Make sure you have entered a Transfer Permit Number

· Hit F11 or Ctrl+End ( Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration

· Print Title (If applicable)

· Validate Checks (if applicable)

· New Receipt
LEASE TO OWNER TRANSFER

Motor Vehicle>TRANSFER

· Ctrl+T (Transfer)

· Type in Plate Number and hit tab
· Go to Motor Vehicle>Special Operations>Lease to Owner 

· Enter in New Owner
· Enter the VIN and Tab

· A new Title Resolution Screen will appear

· Look over information provided

If no Title is returned:

· Close Title Resolution Screen 

· Fill in vehicle information if needed

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· Click the Pencil and add your information for the CTA.
· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners do not match:

· Click on Create Title- will automatically fill in Type, and Previous Title information

· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners match:

· The Title already exists in MAAP so no title needs to be sent

· Close out screen by clicking the door
· Hit F2 for Town Work Only
· Put AP or PS in the Title Activity Field

· When CTA Window pops up Click Cancel

· Make sure you have entered a Transfer Permit Number

· Hit F11 or Ctrl+End ( Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration

· Print Title (If applicable)

· Validate Checks (if applicable)

· New Receipt
TITLE ONLY
Motor Vehicle>TITLE ONLY
· Ctrl+O (Title Only)
· F6 and bring in Owner from local database or;
· Search MAAP to bring in Owner by clicking on the pencil
· Enter the VIN and Tab

· A new Title Resolution Screen will appear

· Look over information provided

If no Title is returned:

· Close Title Resolution Screen 

· Fill in vehicle information if needed

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· Click the Pencil and add your information for the CTA.
· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners do not match:

· Click on Create Title- will automatically fill in Type, and Previous Title information

· For an AP:

· Type in the number from the dealer-prepared CTA and click on the satellite dish in the CTA Number field.

· If information is returned, click ‘Delete Title’

· If you get a message saying “No Title Record Found”, use the number from the dealer-prepared CTA, put in odometer, purchase date, purchase type, and application origin (DT) and click OK.

· For a PS:

· Type in the CTA number and finish putting in the rest of the required information including odometer, purchase date, purchase type, and application origin (TS).

· Fill in the Seller and Lienholder, if applicable

· Click OK.

If current owners match:

· The Title already exists in MAAP so no title needs to be sent

· Close out screen by clicking the door

· Enter the Plate Number and then Plate Type you will issue or if Town only hit F2

· Issue Sticker by pressing F6 and selecting it in - or just Type in

· Put AP or PS in the Title Activity Field

· When CTA Window pops up Click Cancel

· Hit F11 or Ctrl+End ( Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration

· Print Title (If applicable)

· Validate Checks (if applicable)

· New Receipt
DUPLICATE REGISTRATION
Motor Vehicle>Duplicate Registration

· Ctrl+D (Duplicate Registration)
· Type in the Plate Number and tab
· System will ask for more information
· Give reason for duplicate
· Ctrl+End or F11 for the Action Menu

· Process

· Tender

· Fee Settle

· Print Registration

REGISTRATION MAINTENANCE
Motor Vehicle>Reg Maintenance

Registration Maintenance is done when:

· Issuing new stickers

· Changing names

· Changing audit number

· Changing weight

· Changing color

· Making correction to a registration

· Changing an address

· Ctrl+G (Reg Maintenance)
· Enter the Plate Number

· Enter Plate Type

· Click MAAP Icon

· Make any corrections/additions (ie. change color, gross weight, issue stickers)

· Ctrl+End or F11 (Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration
ESTIMATES
Motor Vehicle>Estimates

· Choose Estimates from the Motor Vehicle Drop Down Menu

· Choose mode by Ctrl+N, Ctrl+T, or Ctrl+R

· Type in the pertinent information
· You can search your local data by plate number or you can also search MAAP

· Click calculate

· You can choose to save or print estimate
PLATE MAINTENANCE

Plate Maintenance is used when re-issuing a plate because it is lost stolen or damaged and the citizen wants to re-order a plate, or wanting to order a new plate when it is not time of renewal or when doing a transfer.

Changing or Reordering Plates at Non-Renewal Time

· Ctrl+A (Plate Maintenance)

· Type in the Plate Number and Tab

If giving a new plate:

· Type in new plate number

· Press Tab

· Give a reason for the plate change (See Inventory for Reasons)

· Press F6 to select new sticker or enter the sticker number

· Ctrl+End or F11 (Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration

If re-ordering the same plate:
· Type plate number again

· Give a reason for the plate change (See Inventory for Reasons)

· Press F6 to select new sticker

· Ctrl+End or F11 ( Action Menu)

· Process

· Tender

· Fee Settle

· Print Registration
NON-RESIDENT REGISTRATION

· Mailing is out of state address

· Legal address is the New Hampshire address

· Residency Status is ‘N’

SUPERVISOR PRIVILEGES

· Assign Supervisor Privileges in Administration/MAAP Administration/Assign Supervisor Privileges.  

· If there is a supervisor already assigned, only that supervisor can reassign to another supervisor.
SHORTSLIPS/ BYPASS/ CREDITS
Short Slips

Creating a Short Slip within a receipt: 
· In the tender window, enter the local and state monies that you are collecting

· On the new line that’s created, enter S for category and SS for paytype

· A communication box will appear with a reason and the customer’s id number.

· Say OK and go to fee settlement

· Print documents and print slips

· Put in document pile
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Creating a Short Slip not in a receipt:

· There is no place to create a short slip outside of the receipt

· The MA Desk will create a short-slip if necessary on their end and advise the Clerk to account for it in Clerkworks 

· To do this, users will go to Void and Edit and pull up the receipt in error

· Add a short-slip line to the tender window with the amount to short-slip
· If this is transaction is completely in error(meaning the state has wiped it out and you have reprocessed it correctly on a different receipt) zero out the local charges and change the state line to read SS in the tender type

· If there is only part of a transaction that is in error, short-slip the incorrect amount in the tender window and change the collected amount to what you actually collected.
Creating a Short Slip for plate released and done as new:

· Enter the local and state monies that you are collecting minus the $8 or $4 plate fee

· On the new line that’s created, enter S for category and SS for paytype

· A communication box will appear with a reason and the customer’s id number.

· Put your cursor in the name key.  

· Highlight it and change to RHDONTUE01

· Change underpaid in comment field to RHDONTUE01

· Say OK and go to fee settlement

· Print documents and print slips

· Put in document pile

Paying off a Short Slip in a Receipt:
· If a short slip appears in your tender window, ask the customer if they want to pay off the short slip.
· If not, cancel Transaction

· If yes, add the shortslip amount to your tender amount

· EXAMPLE:  SS of $8.00 appears. Total for state was $20.  Collect $28.00

· Print the short slip.
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Payoff a Slip not in a Receipt:

· Go to Motor Vehicles>Search/Payoff Memos. 

· Enter any one of the following:

· Name

· ID Number

· Memo Number

· Hit MAAP Icon

· If a slip comes back it will populate.

· Select to bring up the Action Menu.

· Tender with CA or C

· Fee Settle

· Print Slips

· Put in document pile

  Bypass

· A bypass occurs when the state and CWXML have different fees less than one dollar

· Your tender window will show up with the difference between the fees with a BP in Payment Type
· Collect the funds listed on the top of your tender window

· When closing out, account for that fee difference in the Bypass Row.
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Credit Memos

Using a Credit Memo

· A credit memo will appear in the tender screen.

· It will have CR as payment type and an amount

· If the customer would like to use it, subtract the amount from the total state due and collect that amount.  

· This number will automatically fill in after you type S in Category.

· You do not need to print a slip for this

· If the customer does not want to use it, delete the credit memo
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Creating a Credit Memo

· Collect the state fees due

· Create another State line and type CMI in the paytype. 

· The address line and comment box will appear.  

· Type in the amount

· Click on OK and then fee settle.  

· Print Slips and choose credit memo

· Put this slip in your documents pile.
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Deleting  a Credit Memo
· The customer can choose not to use a credit memo, so the clerk can simply delete it.

· Right click on the line with the credit and choose delete.

· Right click again to insert line and finish tendering the document

CANCELLING

There are several ways to cancel a transaction. Each works a little differently

MAAP>Cancel All

· The MAAP Cancel All option will cancel all transactions for a current Transaction ID from MAAP.  

· This is most helpful when there is only one transaction, such as a New Vehicle, but a Title has also been sent. This sets the Transaction ID to 0 and allows you to re-process without losing any of the work you’ve done.

· Go to MAAP Cancel All and compare the Transaction ID in the box with the one on the upper right hand of the receipt.

Right Click>Cancel Receipt>Cancel Entire Receipt

· Right Click>Cancel Receipt>Cancel Entire Receipt will clear the entire receipt, both from your screen and from MAAP.

· It will set your Transaction ID to 0

· It will void the receipt in Void and Edit and Reg History

Right Click>Cancel Receipt>Cancel Transaction

· Right Click>Cancel Receipt>Cancel Transaction will clear only one transaction from MAAP

· Users will be presented with a choice of all the transactions on the current receipt 

· Simply choose the transaction to cancel and click the select Icon

· CWXML will cancel the receipt from MAAP and remove it from Void and Edit and Reg History
PRINTING

If you click Print Registrations and they don’t print, go to Reg History and try to print from there, making sure that you check the MAAP Tab is fully populated, as well as the owners.  
Make sure when reprinting a registration that you reprint through the reprint registration function on the Action Menu.  This will transmit the new audit number.

CASHMAIL
When work is done offline on one day and then processed on a different day, this is called Cash Mail.  (This money has already been deposited with the state and local reports have already been printed.)  Do not do cash mail transactions until all state and local reports have been printed. Do not post your work until the transactions have been processed through MAAP.

For state work done OFFLINE:

· Go to File>Open Receipt

· Select receipt to process
· A list of registrations processed on this receipt will come up.  These are the Reg History records for the given receipt number.

· For one registration only:

· Choose the record you would like to process first
· Action Menu will come up automatically

· Process

· Tender –tender detail should always be there with Cash Mail as Tender Type.
· Fee Settle

· Choose Print Slips

· Choose Validation

· Turn Registration over and print the validation on the back
· No financial closeout is necessary for Cash Mail.

· For multiple registrations on one receipt:

· Choose the record you would like to process first
· Action Menu will come up automatically

· Process
· More on this receipt?  Say ‘No’

· Go to ‘More on this receipt’ on the Action Menu

· Go to Motor Vehicle>Next Vehicle

· Choose the next vehicle to process

· Process
· Tender –tender detail should always be there with Cash Mail as Tender Type.
· Fee Settle
· Choose Print Slips

· Choose Validation

· Turn Registration over and print the validation on the back
No financial closeout is necessary for Cash Mail.
CLOSEOUT
MAAP Financial Closeout

At the end of the day (even if MAAP went down and you did not get some transactions to go through):

· Count the cash and checks in hand- This includes transactions you KNOW didn’t process with MAAP, but you collected the money – in cases where MAAP is down.
· Daily -> Print Check Register

· Daily - > Print State Audit report by Clerk

· Daily -> Print MAAP Financial Closeout Report by Clerk

· Compare the reports

· When these two reports balance with the Cash and Checks in hand then Enter the amounts into the Clerk-Totals of the MAAP Financial Closeout Window.  MAAP wants the amount of Cash and Checks in hand for that Day.
· DO NOT POST if MAAP Financial Closeout Report does not match the Audit Report. 
· If something is on the State Audit Report that is NOT on the Closeout Report, chances are VERY GOOD it has not fee settled with the state.

· Go to MAAP>Search Payment Adjustments
· Type in a username and choose the closeout date and sequence number and Search MAAP.

· A user cannot lookup their own Payment Adjustments. Have someone else log in to search your Pay Adjustments

· This will show you what has successfully fee settled with MAAP

· If you’ve processed something that does not come back on the Pay Adjustment Search:

· Go to File>Open Receipt

· Select receipt to process

· Action Menu will come up automatically

· Process

· Tender (should not have to enter anything)

· Fee Settle

TITLES
Dummy Titles

There are two reasons to dummy on a title:

Trust with Additional Name

The only time to do a true ‘dummy’ title is in the case of a trust with an additional name.  This is the one ‘true’ dummy in that you will be getting a CTA number assigned by the system and Autofill can be used.

· Click on the Edit button in the title activity field to force the CTA Window

· Click ‘Get New CTA Number’

· Click ‘Autofill’

· Say OK

· Process

· Tender

· Fee Settle

Dealer Prepared Title not yet in the system

When a dealer-prepared title is not yet in the system, users must enter in the minimum amount of information required.
· Click on the Edit button in the title activity field to force the CTA Window

· Enter in the CTA number from the dealer-prepared CTA

· Enter in the purchase type, odometer, and application origin

· Click OK

· Process

· Tender

· Fee Settle
MAAP COMMUNICATOR
· Blue entries are what was sent to MAAP

· Green entries are successful responses from MAAP

· Red means an error was returned
SEARCH REGISTRATIONS

MAAP -> Search Registrations 

· You can search registrations by Owner ID; Plate Number; Sticker number or VIN 
· Below are some of the Status that you should be aware of and their meanings
PC status means that they have changed their plate for this vehicle; the MA can not process anything with this plate. 
SOLUTION: Search the registration by the VIN to see what plate they now have for that VIN and use that plate instead.

S status means that someone else has put a plate on this VIN.  The two most common reasons it is in sold status is that someone put a 20 day plate on the vehicle or that it is a non compliant trailer VIN.
SOLUTION:  
· The MA can transfer this plate to a new VIN without any issues.  
· If the clerk would like to renew this vehicle, they must search the registration by VIN to see what the current registration is.
· If the person tried to sell the vehicle and then took it back the clerk needs to contact the MA help desk for assistance. 
· If it is a non compliant trailer VIN then the customer needs to have a VIN verification done before the clerk can do anything and again they would have to contact the help desk before they could process it. 
T status means that the customer did a transfer and a plate change at the same time.  
SOLUTION: The MA clerk can do nothing with this plate.  The customer would have a new plate and a new vehicle and that is what the clerk needs to use. 

R status means that the registration has been refunded by request from the customer.  T
SOLUTION:  The MA clerk can not process anything with this plate.
MISCELLANEOUS

VANITY PLATES

· Search to see if a vanity plate is available by clicking on MAAP>Search Vehicles.
· Type in the plate number and plate type and click Search MAAP
· Search both IPASS and ICPAS for plate number
· If it comes back with a vehicle, it is not available
· If MAAP comes back saying plate does not exist, it is available
· Clerks should give decals when processing vanity plates.  Ask the customer to hold onto them until they receive the plate
· The state sends the plate with the month decals already on them.
DOGS OR POS Then BACK TO REGISTRATION

· It is suggested that POS or Licensing be done first on a receipt before motor vehicles.  If not:
· Say yes to “Are there more transactions?”
· Go to POS or Licensing
· Add the new transaction
· Ctrl+End or F11 (Action Menu)
· Print License
· Escape (Esc out of the Action Menu)
· Go to Motor Vehicle/Motor Vehicle from Main Toolbar
· Press F9 to bring up Action Menu without calculation
**  Receipt will be blank, but charges will be listed in 


Financial Side Bar

· Arrow down to Tender and Enter

· Enter the Tender information

· Fee Settle from the Action Menu

· Print Registrations from the Action Menu

COMMONLY SEEN ERRORS
Title Mismatch  

When a Title Mismatch message is returned here are some suggestions:

· If MAAP returns a CTA number, do a search on that number.  

· Compare the owners from the registration to the CTA by clicking on the Owners tab in the Title Window. 

· If they look the same, make a note of the ID number:

· Go back into the receipt, click on the pencil picture icon next to the owners on the Receipt screen.  Double check to make sure the ID number is the same as the owner on the title. 
· If they are different:

· If there is an owner on the registration that does not appear on the CTA go to the X next to that individuals’ name and click on it.

· If there is an owner on the Title that does not appear on the registration add that owner by clicking on the ellipse next to the name field and bring that person in to the Registration

· Resend by F11 to get the Action Menu and then Process

No Title for Given VIN

If MAAP returns a message “No title for the given VIN”: 

· Make sure you’ve typed the VIN correctly

· Search MAAP for a title for the given VIN by clicking on the Green Paper Icon in VIN field
· If nothing comes back, a Title Application needs to be submitted.
· If a title does exist in MAAP if this is a renewal or the vehicle is exempt, call your support personnel for assistance.
Trust with Additional Name

This refers to any transaction that includes the Trust Name as well as the Trustee’s name on the registration. Users must dummy on a title.

· Bring up receipt (N,R,T) 

· In the Title Activity Field, Enter AP or PS

· In CTA Window, Click Get New CTA

· Click Autofill

Not in Inventory

If MAAP reports that decal or plate is not in inventory:

· Check with warehouse to see if that sticker or plate is allocated to your town.  If not ask them to put it back in your inventory and reissue

· Issue the next decal or plate in line.
Transaction ID is a required field since this is not the first item in the Shopping Cart
When this error is returned, we recommend that you contact your support personnel

Expiration date doesn’t match calculated by system
Make sure that the registration has not been registered already.  Search for the expiration date MAAP shows by going to MAAP>Search Registrations.  Search by plate number and look at the expiration date. This is common in February because of leap year in 2008.  Users can simply change the expiration date, if need be, directly in the receipt.
Registration not allowed in renewal period
Make sure that the registration has not been registered already.  Users can only renew 5 months in advance.
Transaction ID cannot be zero in first xml transaction

When this error is returned, we recommend that you contact your support personnel
Title weight cannot be changed using xml
Pull the vehicle in from MAAP by clicking on the satellite dish icon in the VIN field and reprocess.
Owner name cannot be changed using xml
Click on the pencil in the owner field to edit.  Make a note of the ID number.  Click OK.  Click on the X to delete owner.  Click on the pencil to add the owner.  Type in the ID number and search MAAP.  Try to process again.  If this doesn’t work, call the MA Desk.

Data truncated

There is a piece of data in one of the fields that is too long.  Take a quick look, especially at the model, and shorten. Reprocess.
Manufacturing year not in range
Click the N/C radial button and reprocess 

The value ‘ ’ is not facet value with respect to its type null

There is a blank field in your registration or CTA, or there is inappropriate data in a field. Click on the second error to get a better understanding of what field might be missing/wrong.  Add the information and reprocess.
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