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Intro »

Beginning this year, dealer plates will be renewable instead of new metal being issued annually. TNClerk’s dealer menu has new additions
to facilitate this change, which will be explained in detail throughout this guide. The changes include a new button used to search for

renewable dealer plates and a grid to display them.

Loading the Dealer Application »

To begin, from the Master Menu, select MVD Title Applications from the main menu as shown below.



& TNClerk - Master Menu - O x

Station: WK04 “ Master Menu T4R RelGuide
SYSTEMS MISCELLANEOUS
1. MVD Title Applications I 17. Cash/Check Report =
2. MVD Maintenance 18. Daily Check Deposit Listing
3. Clerk’'s Filing System 19. System Setup and Configuration
4. Business Tax 20. User Maintenance
5. Marriage License 21. Sales Tax Calculator
6. Miscellaneous Receipts 22. Close/Open Daily Files
7. General Ledger 23. Change Passwords
8. Miscellaneous Checks 24. Credit Card Report
9. Juvenile 25. Bad Checks
10. Minutes 26. Web User Maintenance
11. Business Tax 2010 27. Notary Application
12. Bulk Scanning 28. Statistical Charting
13. Mail Log 29. Budget
14. Employee Portal 30. MonetraAudit
15. Dealer Log Book 31. Change Report [
16. Cash Check Totals 32. Cash Drawer Counter
33. Index Book Viewer
34. Organ Donor Report
35. Combined Balance Reports LI

‘ Esc = Exit Select Option Clock In l

From the Motor Vehicle Titles Menu select MVD Transactions.

Knox County

Motor Vehicle Titles
Il. MVD Transactions |
2. Title System
3. Web Renewal Processing
4. 201 Balance Report
5. Renewal Balance Report
6. Certificate of Title and Registration Report
7. Renewal and Registration Report
8. New Vehicle Report
9. Sales Report
10. Mail Report
11. Audit Report
12. Donor/Helping Schools Report
13. Wheel Tax Reports
14. Selected Plate Listings
15. Daily Renewal Report
16. City Sticker Report
17. Intake Clerk Reports
18. New / Used Vehide Report

‘ Select Option | HKEY_LOCAL_MACHINE




The date and invoice can be selected from the screen that appears after ( shown below ). Once everything is correct, press F10 —
Continue to load Motor Vehicle.

Title And Registration

............ [parzivznze ~|
Invaice Mo . ... 22080 r

Transaction Diate

R T B e e e e e e J 1
CashDrawer. ..., 1

Fleet/Batchbode ..o B

Currenl Date: 04/08f2022
Yersion 1.0.4130

Esc - Exit F10 - Continue .

Everything for dealer can be found by pressing F8 — Dealer, highlighted in the figure below.

& Title And Registration (Version - 1.0.4130)

A O g
3 . Site No: 1
[ F2=Renewalbei Fes T & R Transaction Entry Trans Dt [03/21/2022 Site Mo |
[~ FE=FReturn ToLast Type KNOX COUNTY Irmwoice:; J 22080

Transaction Type . .. lj

Web Dealer
" | BIS CHAT |

‘ Esc - Exit J F1 - Manual Override I F3 - Placard ” Fb - Change F8 - Dealer ] F12 - Access State J




New Dealer Plate Transactions #

First the dealer MUST be set up in Dealer Maintenance.

Once the dealer has been established you can enter into the Dealer system from the T & R Transactions screen by pressing F8 - Dealer

as shown above.

@ Title And Registration (Version - 1.0.4364) - Dealer Registration

9

= (m] X
- - o Site No: 140
Plate No — Dealer Registration Trans Dalala, 051'02/21]‘25 ‘. or:“-:: s
Invoice No SHELBY COUNTY Invoice: 122 User: BIS
Plate Expiration Date [ﬁ_j
DealerNumber.......... | .:'.J
DealerName ............ | =l Representative ... ....... |
State LicenseNo.. .. ... | I
StrestMNo................ | Mail StreetMo...........| |
Address 1 Mail Address 1.......... |
City, State, Zip =l | Mail City, State, Zip =l =
Beginning License No. . .. Beginning License No. Beginning License No
Ending License No. ... .. Ending License No Ending License No
Class.........oooonne I I Update Dealer Expiration Date . I—’—’* :I'
[Gaire cn TR Master License? [~ EDPFee? [T
0 Reqgistration Fee . ... . l .00
Mo. County\WT Fees ... | [ 0o
. 0 CletkFee ... ... i .00
No. CityWTFees.......| I I . ﬁ
Begin County WT No... .. [P S T i i
- P : Notary Fee l 00
Begin City WT No.. ... | Cxty| X
EDPFE8 s [ Y
License Type ........... [ = TotalDue............. l 00
' Plets Expirailon ok | F3-Renew | F3 - Comments | BIS CHAT
Esc - Exit | F6 - Retrieve I | F11 - Calculate ” F12 - Checkout

From the Dealer Transaction screen enter the following information to complete the Transaction as shown here:

@ Title And Registration (Version - 1.0.4364) - Dealer Registration = [l X
s = : Site No: 1
PlateNo | Dealer Registration e B‘_"" 0‘”28”0?5 _ Drawer: 1
InvoiceMo | WASHINGTON COUNTY Invice: 121 user: BIS
ExpirationDate .......... 05/31/2026 ¥ D saler Flates Demaiing: 333
Dealer Number . .. ... ,ISEW LI
DealerName, ........... [TWIN D AUTO SALES | Representative ... ....... |
State License No. ... | [se18
StreetNo.......covvenees |221 Mail StreetNo...........] |221
Addrageid [MCKINLEY CHURCH RD Mail Address1.......... [MCKINLEY CHURCH RD
City, State, Zip ... . [JoHNsoN Tty ~||™ [3780433 7| ppail City, State, Zip ... [JOHNSONCITY | [t [37e0433 ¥ |
Beginning License Na. . .. 0300 Beginning License No ] Beginning License No
Ending License No... .. .. 0160310 Ending License No ] Ending License No
(b i e o [1112- USED DEALER =
lssueYear.. .. ... 021 Master License?/X
License Type........... D -DEALEH E| TotalDue............. 00
Master License? Press spacebar to check/uncheck [ [F3-Renew]‘ F9 - Comments " BIS CHAT

|F6-Retiieve| | F11-Calculate || F12- Checkout

o Expiration Date should always be 5/21/#### of the following year on every dealer plate transaction.

* Select the dealer from the drop down and then hit ENTER this is important.

o If you tab you will update the record with new information.




« Enter the Beginning and Ending License plates
o Enter the Class
o Enter the Issue Year

« Enter the License Type

« [f this is the first time they have purchased dealer plates of this class for the year you should check the Master License box.

o IF the box is grey and not able to be checked, they have already purchased a Master Plate for this class this year.

« Once everything has been entered, select F11 - Calculate.
o The total due will adjust.
« Once everything has calculated correctly, you can then select F12 - Checkout.

« This will complete the transaction and print all your document automatically.

Renewing Dealer Plates »

« Once in the Dealer Transaction screen, a form will be loaded as shown below. There are new changes that can be seen.

& Title A 4 a O b
- & - Site No: 1

Plate No ! Dealer Reglslrallon Trans Date: [03/21/2022 ity
Invaice Mo ! KNOX COUNTY Ivnice: 22080

Expiration Date ! T | “Enter the plate(s) new expiration date |

Dealer Murmber. ......... | =l | Enter the Dealer hlumber |

DealerMame ........ ... l _'.! Fepresentative ... ... J

State License Mo ... ... l I “Enter the Dealer's State License Number I

StreetNo................| Mail Streetha. ... ......J

Address 1 | Mail Address 1 I

City, State. Zip. ... .. I _'J I .L] Mail City, Stete, Jip. ... . J _.'_” ] _'.J

Beginning License MNa. .. I

Ending License Mo. .

Elase e - [[_“Enter the Class
l=sue Year I “Enter the |ssue Year I Master License? [
MNo. County WT Fees. ... I
P CopyFee............] 00
Begin County T MNo. ... P OpLres

License Type .. .........

-v—-j Total Due..ooo.. ! 00

Esc - Exit I

[F3-Renew | Fa P — | Bis cHaT

|F5—Retrievej ‘ F11 - Calculate m F12 - Checkout

« The fields noted in the figure above with an asterisks and text to the right of them are required fields in order to search for renewable

dealer plates.

« Once the fields form is filled out, users can press the F3 — Renew button to find the dealer’s plates that are up for renewal.

« The search finds plates that expire a year prior to the expiration date entered.

o For example, if the user were to enter 05/31/2023 into the expiration date field, fill out the rest of the form and press F3 — Renew, a

grid would be loaded with plates of the dealer that expire 05/31/2022 and prior.

« Below is an example showing the grid that comes up when renewing the plates for



& Title And Registration (Version - 1.04130) - Dealer Registration 25 m} P

E— S 3 Site No: 1

Flale No Dealer Re_glstrallon Trans D.Iile_ n3/21/2022 [t

Irroice No KNOX COUNTY Irwoice: 22080
E-xpjration Dete..ooovns 05/31/2023 #t Dealer Plates Remaining: 204
DealerMumber. ... .. |52 Ll
DealerMame...........| [Frv's FOR LESS LLE | Pepresantative .......... |
State License Mo, .., ... .152
iBtreatBloie s |EU35 Mail Street Moo oo |
Address T oo |HUTLEDGE FIKE Mail &ddress 1 ... I
City, State. Zip. ... [KNDXWILLE I[N (3782473 2] Mail Oy, Stete, Zip . | = | | =]

Beginning License Na.. ..
Ending License MNo. ... I

Class ...............[1110-AUTO DEALER "D" NEW =

53U YAl oo 2l Master License? [~
MNo. County'WT Fees ...

IP— CopyFes.......... | -00

Begin County WT Ma. ...

d Total Due.. ..o | an;
Issue Year | F3 - Renew I| F9 - Comments I| BIS CHAT

|F6-Retieve| | F11-Calculate || F12- Checkout

« Above figure shows the form before pressing F3 — Renew.

. Dealer No, 52 Renewals (3 records) - O b4
| Invaice| Trans Date| Exp Date| License Mo | Class [Issue Year
22080 22022 5/31/2022 DOOOT0Z2 1110 2021
22080 3212022 B/21/2022 DOOOTO3 1110 2021
22080 3212022 B/231/2022 DOOOTOG 1110 202

220800 a2/2022 5/3142022 DO0OO107 201
22080 22172022 5/21/2022 DOOOT08 201

Esc - Exit | F2 - Check 50 I|I F3- Check 100 I | F6 - Check All Il F?7 - Uncheck All

« The user will see a grid, such as the one in the figure above, which will display the plates up for renewal. Each plate has a checkbox
next to it to allow the user to select the plates that need to be renewed, or deselect plates that should not be renewed.

« There are buttons in the grid window for checking or unchecking multiple plates at once.
o F2 — Check 50 checks the first 50 plates in the grid,
o F3 — Check 100 checks the first 100 plates,
o F6 — Check All checks all of the plates and
o F7 — Uncheck All will uncheck all of the plates.



« Once the plates that need to be renewed are checked, the user can press Esc — Exit to close the renewal grid and go back to the
dealer form.

A < Site No: 1
Plate No 1 Dealer Reglslrallon Trang Date 103»"2'\ J2022 i
Invaice Mo 1 KNOX COUNTY Irvvoice: 22080
Expiration Date ... ... 05/31/2023 # Dealer Plates Remaining: 204
Dealer Mumber.......... ;52 Lj
Desaler Name iHV'S FORLESSLLC Li Fepresentative ]
State License Mo...... .. .352
StreetMo......... 13035 Mail StreetMNo. ... ]
Address 1 {RUTLEDGE PIKE Mail Address 1 |
City, State. Zip .. ......... [KNDxVILLE [T 3792413 | il ity State, Zip ... | EI |
Beginning License Mo. . .. booons Total Plates Sald . . ] 3
Ending License No. ... Dono? Total Renewsals . .. 1 5
BIESS i 1111D'AUTD DEALER D" NEW/ Lj
IssueYEar e 2021 Master License? &
Mo, County WT Fees ... 8
e EOIE B i N
Begin County'WT Mo, ... P 2Rt
License Type . ........ . iD -DEALER j Total Due .. ... ... 53285
|'- Total Due | F3 - Renew “ Fa- Cnmmentsj BIS CHAT ]
Esc- Exit ] | F6-Retrieve | | F11-Calculate | F12-Checkout |

« As shown in the figure above, it will keep a count of Total Renewals, where applicable. Also, if needed, the user can issue dealer plates

during the same transaction as renewing other dealer plates. However, users do not have to issue plates in order to renew other plates.

« Fee information can be entered as normal to denote if the master license is being issued/renewed, as well as any additional fees that
may need to be charged.

« Once that is complete, the user can press F12 — Checkout to confirm the amount due and enter the payment into the payment window
as usual.

+ Once payment is entered, the transaction will be saved and all paperwork will be printed, including a registration card with decal for
each plate issued and renewed.

Lost/Stolen Dealer Plate Transaction &

o From the Dealer Transaction screen input the following shown below.



N

@ Title And Registration (Version - 1.0.4370) - Dealer Registration - o X

= = Site No: 104
Pasbo [ Dealer Registration Tebic oz [BRNE S
InvoceNo [ SHELBY COUNTY Invoice: 115 Yser: CHUBBS
Plete Exgiration Date | /7205 # Dealer Plates Remaining: 212
DealerNumber, ... .. .. @ =l
DealerName ........... [AIRPORT AUTO GROUP | Representative. ... |
State LicenseNo. . ... ... J12use
SteetNo... ... |3e33 Mail StreetNo. .. ... .. |
Addess T ............... [aiRways BLVD Mail Address1....... ... |
City. State. Zip........... MEMPHIS =I[W [0 =] mailcay. State. zip..... [ = =l

Bogirwingl.imeo....' BogimingLicemoNo....l BoghinglioomNo...J

EndingLicenseNo. . ... | Endngl.:wneeNol Ending License No.

Class. .o [1110-DEALER 1110NEW ~| Update Dealer Expiration Date . |—/—/— ~
[ 021 Master License? [~ EOPFee?
lssue Yeer............ 2021 ”E'Muilr::d - o
[ o0
NaCounywrFm....l [ 00 Registration Fee .. ... =
No.City WT Fees....... | | 00 ClerkFee............. | -m
Begin County WT No.... [P Copy Fee i -m
Begin City WTNo........ P N =] NotaryFee........... [ J
& = EDPFo8 5 [ ™
ey o I 2 TotelDue.. ... .. [ w

[ rre—— F3-Renew | F9 - Comments | BIS CHAT |
| Esc-Exit | Fs-amml | F11 - Calculate || F12 - Checkout |

» Plate Expiration should be based on the current plate(s) expiration date.

» Select the dealer from the drop down and then hit ENTER this is important.
o If you tab you will update the record with new information.

» Enter the Class

o Enter the Issue Year

o Enter the License Type

» Once this is entered select Lost/Stolen button shown above this will open a selection screen for the plates you want to replace.

" @ Dealer No. 19929 Renewals (11 records) - o x|
Select Lost/Stolen Plates l
| Invoce  TransDate  EwpDale LcenseNo |Clase | lssus Yo
B115  AS20% 53172025 DOOTSI6 0

X115 4%/205  5/1/2025 DOOTSI? mo

2112 42272025  5/31/2025 DO07590 1mo
28112 &2/025  5/31/2025 DO0751 mo
28112 V22025 5/31/2025 DO07593 mo

a2 5/31/2025 DO07534
25112 5/31/2025 DO07595

| Eu:—mlle-cnaeksn]] F3 - Check 100 || F6 - Chack All| F7 - Uncheck All| F11 - Export Grid|

» Select the plates you want to replace and then select Esc - Exit button.



@ Title And Registration (Version - 1.0.4370) - Dealer Registration m)

. . Site No: 104
Flate No Dealer Registration TiaeDum|WWS/22S | SR8
Invoice No SHELBY COUNTY Invorce: 15 Yser: CHUBBS
Hmmi‘mnomnulmm # Dealet Plates Remaining: 212
Dealer Number. ... .. 19929 =
DealerName ... ....... [AIRPORT AUTO GROUP =l representative ... |
State License No. ... [123456
SteetNo...... ... .. [|%8 Mail StreetNo.......... |
Address 1. |JARWAYSBLVD Confirm Continue X B |
City, State, Zip. ..........[MEMPHIS K} B = =l
Total amount due is 288.80 _
Beginning License No. .. . 007557 B o Continue? Beginning License No I
Ending License No.. ... .. 0007538 El Ending License No [
Class. ... 1110-DEALER 1110NE w W ] bite Dealer Expiration Date. | —/—'— =]
- | - Master License? [~ EDPFee? ™
IssueYear............ | 202 Tmm 2 Mutilated [~
No. County WT Fees._._ | 2 [ %00 QR tistostas.. ...
) 3 Bm ClerkFea .. ... 400
No. CnyWTFsaa ....... ] l I'—mﬁ
FOR i
Begin County WT No..... [P Eopy Fee r—
Begin CiyWTNo........ [P City... [MEMPHIS -0 ] e E8 vt 2
EDPFee............. 00
License Type ... .. [0 - DEALER 3 TotalDue........ I 2880

Total Due | Losy/Stolen | F3 - Renew | F3- Comments | BIS CHAT

i _ |F6-Retieve| | F11-Calculate || 12 - Chockoul

Enter the Beginning and Ending plate of the replacements.

o MUST be the same class/year as the plates being replaced.

e There may also be wheel tax and other fees listed that can be selected based on the county, make sure you select the appropriate
fees.

« Once everything has been entered, select F11 - Calculate.

o The total due will adjust.

Once everything has calculated correctly, you can then select F12 - Checkout.

This will complete the transaction and print all your document automatically.

Mutilated Dealer plate replacement. #
« You will follow the above directs for_Lost/Stolen Dealer Plate Transaction.

« Once you have selected your plates you are replacing and get to this screen.



. Title And Registration (Version - 1.0.4370) - Dealer Registration O (o8]
[ S )
: ” Site No: 104
PlateNo | Dealer Registration R A ¥
InvoceNo | SHELBY COUNTY Invoce: 15 User: CHUBBS
Plate Expiration Date ... S/ /2025 # Dealer Plates Remaining: 212
Dealer Number 13929 =l
Dealer Name ... JARPORT AUTO GROUP =l Representative ... .|
State License No. ..., [123456
StreetNo. . (3483 Mail StreetNo.... ... |
Address 1. W—Conm&nﬁwe X |
City, State, Zip...........[MEMPHIS 3 Bl = =l
. Total amount due is 288.80
|
Beginning License No. .. |00075%7 B Continue? | Beginning License No |
Ending License No. ... |D0075%8 [ EndingLicense No |
[1110-DEALER 1110NE % ] Dealer Expiration Date . =
- = I - f Master License? [~ EDPFes? [~
lssueYear. .. ... ... a2 T, - 2 Mutilated
e =%
No. CountyWT Fees ... z [ 15000 P P09,
" 2 8200 ClerkFee............. | 400
No. Cty WT Fees....... | | ﬁ
Begin County WT No. ... [P i i | —
Begin CityWT No....... [P City... [MEMPHIS -0 P [t e * -
EDPFee............. [ 00
License Type [o-DEALER =l olalDes . - [ 28880
Total Due LosyStolen| F3 - Renew | F3- Comments | BIS CHAT
' Esc-Exit | |F6-Rewieve| | F11-Calculate || 12 Checkout

« Enter the Beginning and Ending plate of the replacements.
o MUST be the same class/year as the plates being replaced.

e There may also be wheel tax and other fees listed that can be selected based on the county, make sure you select the appropriate
fees.

+ Special: For mutilated plates you will also select the Mutilated button.
« Once everything has been entered, select F11 - Calculate.
o The total due will adjust.
« Once everything has calculated correctly, you can then select F12 - Checkout.

« This will complete the transaction and print all your document automatically.

Resubmitting Transactions #

« To resubmit a dealer transaction you must first go into the Dealer Transaction screen.

« Once you are in dealer transaction you will enter the following shown here.



@ Title And Registration (Version - 1.0.4370) - Dealer Registration - D x
= = Site No: 104
Plate o [aD07516 Dealer Registration L il o
InvaceNo 25115 SHELBY COUNTY Invoice: 15 Yser: CHUBBS
Plate Expiration Date .. | —/—/—
DealerNumber......... | =l
DealerName ........... I El Representative ... ... .. !
State LicenseNo. ... ... |
StreetNo A Mail Strest No. . I
Address 1. | Mail Address1..........|
City. State, Zip .l = =] MailCity, State, Zip.... | =l =l
Beginning License No. .. i Beginning License No. . . I Beginning License No. . . !
Ending License No... ... I Ending LicenseNo. . ... .. | Ending License No... .. ]
Class ... | = Update Dealer Expiration Dete . |—/—/— ]
|_ Master License? [~ EDPFee? [~
lssueYear. .. ........ Mutilated ™
] RegistrationFee . ... .. I 00
No. County WT Fees. ... | |
. o ClerkFee............. [ 00
No.CityWT Fees....... ! I l_w
Begin CounyWTNa.... [P Copy Fes « —
Begin City WT No [F ciy... | ) (DL, s 2
EDPFee............. [ 00
License Type........ o | = Total Due.. ... S ] 0
[ Plate Expiration Date |Lntv510|en| F3-Renw|F9-Cnmmonts| BIS CHAT I
Esc-Exit | |F6-Retieve| | F11-Cal || F12 - checkout |
« Enter a plate number from the transaction.
o Enter the Invoice number from the transaction.
+ Once entered select F6 - Retrieve.
o This will pull up the dealer transaction and allow it to be resubmitted shown here.
@ Title And Registration (Version - 1.0.4370) - Dealer Registration - o X
2 " /7005 Site No: 104
PiteNo  [a007516 Dealer Registration Trans Date: 047 2 i
IwoceNo  [5115 SHELBY COUNTY Invorce: 1% User: CHUBBS
Plate Expiration Date l 05/31/2025
Dealer Number o =]
DealerName ........... [AIRPORT AUTO GROUP =] Representative . ... ... |
State License No. ... [123456
StreetNo................ [2am3 Mail Street No. . |
Address1............. [MNRWAYSBLVD Mail Address 1. |
City. State. Zip..........|MEMPHIS =T [16 =] mailciy, State. Zip.... | = =l
Beginning License No l['ll'?'ﬂ& Beginning License No I Beginning License No I
Ending License No 007517 Ending License No I Ending License No [
Class [1110- DEALER 1110 NEW ~] Update Dealer Expiration Date . [05/31/2025 <]

[ 221 Total Plates Sold .| 2

Master License? [~ EDPFee? ™

Issue Yeaor Mutilated [~
> ReglmaﬁnnFn......l S280
No. CountyWT Fees. .. | z | 15000
> ClerkFee............. | 400
No. City WT Fees | 2| 8200
[P— Copy Fee I 00
Begin County WT No
Notary Fee - | 00
g P -
Begin City WT No l City I
EDPFag ... cvonrie | 00
License T}_fpi ,,,,,,, [ =l Total Due | 26860
Plate Expiration Date

[ LosY/Stolen H F3 - Renew | F9- Cnmmenlnl BIS CHAT

Esc - Exit

F2 - Save | Re-fubmit| F5 - Delete Trans | F6 - Retrieve

» This will show the transaction, you will not be able to edit the transaction, for assistance editing an email should be sent to

TNClerkSupport@I3verticals.com.
« Once you have the transaction up, you will select Re-Submit.

» This will complete the transaction and print all your document automatically.

Reprint Decals J




Delete Dealer Transaction #

e From the Dealer Transaction Screen input the following information.

e The Plate and Invoice numbers in the top left corner

o Then Click F6-Retrieve at the bottom of the screen

« A screen will appear with a list of plates for the selected transaction, click Esc- Exit.

@ Title And Registration (Version - 1.1.4228) - Dealer Registration — o X
Patetio | Dealer Registration TracaDat:[1062022 | S8 NS
nvoiceNo | SULLIVAN COUNTY Invoice: 22291 yser:BIS

Expiration Date . . . . .. [ |

Dealer Number . . [ |

DealerName . . ....... I _'I Representative . . . ... .. |

State License No. . .. I

StraetNo. .. ......... l Mail StreetNo. . . ... ... |

Address 1. ... ....... | Mail Address 1. ... .. I

City, State, Zip ... ... I S =] mailcity, state,zip . | A =

Beginning License No. . . f—

Ending License No. . . . . .|

Class - oo | _:I
|53t Yoar mnomea Master License? [
License Type .. ... ... | i TotalDue .. ... ... [ 5
Expiration Date | Fa-Renew | Fo.comments | ais cHat
Esc - Exit FG-Retrieve | | F11-Calculate || F12-Checkout

-
© @ Dealer No. Renewals (10 records)

24135
24135
24135

5/14/2024
5/1472024
5/14/2024

Inwoice]  Trans Date] Exp Date| License N | Class [issue Year
24135 5/14/2024 5/31/2025 0085720 1z

24135 5/14/2024 5/31/2025 0085730 1z

2135 BA42024  5/31/2025 D08574D 12

2135 542004 5/31/2025 0085750 112

2113 5142024 5/31/2025 0085760 1112

213 B14/2024  5/31/2025 0085770 1112

1%/ 5142024 5/31/2025 0085780

5/31/2025 0085730
5/31/2025 (0205830
5/31/2025 0205840

| Esc- Exit I‘ F2 - Check 50 ” F3-Check 100 I| F6 - Check All I‘ F? - Uncheck All I| F11 - Export Grid

o Click F5 - Delete Trans at the bottom of the screen

o If the F5 - Delete Trans button does not appear send an email to TNClerkSupport@]3verticals.com.



‘ & Title And Registration (Version - 1.1.4228) - Dealer Registration - a X
Plate No [o190320 Dealer Registration Trans Date: ]wn 812022 ;ﬂﬂ No: 11
rawer:
nvoiceNo  [22231 SULLIVAN COUNTY Invoice: 22291 yger:BIS
Expiration Date 0513172022
Dealer Number . ... ... . J ;]
Deales Name . . ... ... |zooM MOTORS OF BRISTOL | Representative . [vnce nawxms
State License No. . . . . . _[11535
StreetNo.. . ......... [1851 Mail Street No. ... ... .. [
Address 1. ...... .. . [VoLUNTEER PicAY Mail Address 1. .. ... . [
City, State, Zip. .. ... .. [BrsTOL ~][m 37620 ~] mail city, State, Zip. - | B =]
Beginning License No 0180250 Total Plates Sold . - [ 8
Ending License No Fronsn
Class [1112 - AuTo DEALER D" USED =]
Issue Year % 2021 Master License? [~
License Type . ........ [ =l Total Due 00
] Expiration Date | F3 -Renew || FS-CommemsI| BIS CHAT
\l Esc - Exit " F2 - Save l I F5 - Delete Trans I F6 - Retrieve " FT - Print Dealer App I | Reprint Decals

o Deleting will require supervisor credentials.

& Supervizor Permissiorn Entry = O X

A supervisar must enter iz fher uéemnamesand passmiomd o d iz lrarizachon

UszerMame . . ... ..

| Esc-Exit o F2 - Submit

. I—D Supervisor Mode x
i@ I 'ﬁ You are now in Supervisar Mode, jpy Pl ———

! —

* Choose Yes/No to return the plates to inventory

otel Due ... ...

Motor Vehicle 201

W% 0o you wish to return the inventory of the deleted
transaction?

Yes I Mo

« Input reason for deletion then Click OK



Delete Tranzaction Reason

REQUIRED: Enter the reazon you deleted this
tranzaction and click "0k

>
Cancel -

« If transaction is a credit card transaction, then the following window will populate, select Yes.

Motar Vehicle 201

& This is a Credit Card Transaction!
Are you SURE you want to delete the following record?

« Data will be deleted.

Deleting Data

« Exit Transaction and deletion is completed.

Dealer System Maintenance »

Dealer Business Maintenance »

* From the Master Menu select MVD Maintenance.



& TNClerk - Master Menu

= O X

User: BIS SUPPORT {
Station: WK01

Master Menu

T&R Ref Guide

35.
36.

MVTransaction Calculator

SYSTEMS MISCELLANEOUS
1. MVD Title Applications 18. Cash/Check Report -
2. MVD Maintenance 19. Daily Check Deposit Listing
3. Clerk's Filing System 20. System Setup and Configuration
4. Business Tax 21. User Maintenance
5. Marriage License 22. Sales Tax Calculator
6. Miscellaneous Receipts 23. Close/Open Daily Files
7. General Ledger 24. Change Passwords
8. Miscellaneous Checks 25. Credit Card Report
9. Juvenile 26. Bad Checks
10. Minutes 27. Web User Maintenance
11. Business Tax 2010 28. Notary Application
12. Bulk Scanning 29. Statistical Charting
13. Mail Log 30. Budget
14. Employee Portal 31. MonetraAudit
15. Dealer Log Book 32. Cash Drawer Counter —
16. Cash Check Totals 33. Index Book Viewer
17. Red Flag 34. Organ Donor Report

Combined Balance Reports

5

Select Option

« From the MVD Maintenance Menu select Dealer Maintenance

@ Motor Vehicle Maintenance

Clock In I

Sullivan County

Motor Vehicle Maintenance
Class Maintenance
Inventory Maintenance
County Wheel Tax Maintenance
City Wheel Tax Maintenance
Body, Color, Make, and Model Maintenance
Lienholder Maintenance

i

Dealer Maintenance
Transaction Type Maintenance
Dealer Rates Maintenance
T.0.P Printing

Blocked Address
Configuration Maintenance
Emission File Maintenance
Fleet Batch Maintenance
Inventory Control

Reassign Inventory

Web Dealer User Maintenance
Kiosk Maintenance

|»

1]

Select Option |

HKEY_LOCAL_MACHINE

« Once you are in the Dealer Maintenance Menu You can either enter a new Dealer, or retrieve an existing Dealer




Enter new Dealer &

& Motor Vehicle - Dealer Maintenance — [m] x
Dealer Number............. [1s1am
Dealer Status Filter. .. ... [ & Al Active C Inactive
Dealer Name [TEsT ~|
StreetNo.................. 123
StreetName............... [sBC ST
City, StAtE. ZIp. oo |suLLvAN BN
Mail StreetNo.............. 123
Mail StreetName ... |aBCST
Mail City, State, Zip......... [suLLvan SN [izs ]
1231231234
[1810m1
05/31/2026
Status Active - - Plates Per Year
Plates PerYear. ... . 10
Email Address ............. ITEST@IENEHTIEALS,CDM
H Select a dealer or enter a unique dealer to start a new one
| Esc-Exit | F2-Save | F3- Delete | F8 - Clear| F12 - Dealer Listing

« Example shown here.

* Notes:
o Dealer number and State No should always match for ease of finding them in the system.
o Plates per year are based on State parameters.

o Expiration date should always be the last day of May the follow year.

Edit existing Dealer &

« Type in the Dealer name in the drop down menu for Dealer Name

& Motor Vehicle - Dealer Maintenance = (m] X

DealerNumber............. 161012

Dealer Status Fitter. . | @ A1 C Active C Inactive |

DealerName .............. tes |
'WHITE PERFORMANCE & AUTO

StreetNo.................. WIZARD ENT
WiIZARD OFFR

StreetName...............|WRIGHT WaY MOTORS LLC

i . XSTREAM AUTO DETAILING & SERVICE

City. State. Zip. ........oo0 Z00M MOTORS OF BRISTOL |

Z00M MOTORS OF BRISTOL

Mail Street No

PRBAR - oo esmias

StateNO ... |

Expiration Date ........... - -

SIS e s I :l' fetes Fariear
Plates PerYear..... .| |

Email Address . ............ |

‘ Select a dealer or enter a unique dealer to start a new one

| Esc-Exit | F2-Save | F3-Delete| F8 - Clear|




« This will retrieve the dealer account in the system for updating as needed.

f al
& Motor Vehicle - Dealer Maintenance = (=] X
DealerNumber............. 161011
Dealer Status Filter. . ...... | & A1 Active (" Inactive
DealerName.............. TEST |
SteetNo.................. [123
StreetName............... [aBC ST
City, State, Zip. ............. [suLLivAN >[N [zms 4]
Mail StreetNo............. | 23
Mail StreetName .. ........ |aBCsT
Mail City, State, Zip......... JsuLvan D
PhomB s o cvies s sivamnns 1231231234
State ey e |181UH
Expiration Date ... ... [ -]
Status ... [acive =] Plates Per Year

Plates Perear.. ... | 10

Email Address .. ........ .. .ITEST@IWEHTIMLS.EDM

Esc- Exit | F2- Save | F3- Delete | F8 - Clear|

« Reasons you may need to update dealer maintenance include:

o Address moved

o Phone number changed

o Update Expiration Date each year
o Update number of plates per year
o Set Active/lnactive

o Email address changed

o If your dealer number and your state numbers do not match, please send an email to TNClerkSupport@I3verticals.com and support
can make that correction, make sure to let us know what number you want used.

Dealer Rates Maintenance
This page will show you how to access and change the dealer rates in TNClerk

e Log into TNClerk - this will require a username and password

« Enter Username and Password - this will take you to the Master Menu.



& TNClerk - Master Menu = ] @
e e ” Master Menu TRR Ref Guide
SYSTEMS MISCELLANEOUS

1. MVD Title Applications 18. Cash/Check Report =
2. MVD Maintenance | 19. Daily Check Deposit Listing

3. Clerk's Filing System 20. System Setup and Configuration

4. Business Tax 21. User Maintenance

5. Marriage License 22. Sales Tax Calculator

6. Miscellaneous Receipts 23. Close/Open Daily Files

7. General Ledger 24. Change Passwords

8. Miscellaneous Checks 25. Credit Card Report

9. Juvenile 26. Bad Checks

10. Minutes 27. Web User Maintenance

11. Business Tax 2010 28. Notary Application

12. Bulk Scanning 29. Statistical Charting

13. Mail Log 30. Budget

14. Employee Portal 31. MonetraAudit

15. Dealer Log Book 32. Change Report ]
16. Cash Check Totals 33. Cash Drawer Counter

17. Red Flag 34. Index Book Viewer

35. Organ Donor Report
36. Combined Balance Reports _._J

Esc = Exit | Select Option |— Clock In |

« Select MVD Maintenance from the Master Menu. (If this is not available on their list, they do not have the clearance given to them for
this menu.)

o This will take you to the Motor Vehicle Maintenance menu

@ Motor Vehicle Maintenance — (] X

Madison County

Motor Vehicle Maintenance =
1. Class Maintenance
2. Inventory Maintenance
3. County Wheel Tax Maintenance
4. City Wheel Tax Maintenance
5. Body, Color, Make, and Model Maintenance
6. Lienholder Maintenance
7. Dealer Maintenance
8. Transaction Type Maintenance
I 9. Dealer Rates Maintenance I
10. T.O.P Printing
11. Blocked Address
12. Configuration Maintenance
13. Emission File Maintenance
14. Fleet Batch Maintenance
15. Inventory Control
16. Reassign Inventory
17. Web Dealer User Maintenance
18. Kiosk Maintenance

=

Select Option | HKEY_LOCAL_MACHINE

v J

» Select Dealer Rates Maintenance from the Motor Vehicle Maintenance menu. (If this is not available on their list, they do not have the
clearance given to them for this menu.)

« This will take you to the Dealer Rates Menu



@ Dealer Rates — (|

Class...... . || ;|.|

Esc-Exit F2-Save

¢ From here select the Class from the drop down menu.

« This will bring up the current Dealer Plate Rates for that class.

@ Dealer Rates - 0

Class...... . 1116 v

Esc-Exit F2-Save

« From here you can double click into any of the boxes and change the rates as needed.



@ Dealer Rates - 0 X

Class...... . me |

Additional Demo Clerk Fee Master
2,00 50.05

Esc-Exit F2-Save

Once you have made your changes select F2-Save to save changes.
Once you have saved your changes you can select a different Class from the drop down menu as seen above.
Once all changes have been saved, select Esc-Exit to exit the menu.

This should resolve any rates issues the clerk may be encountering with Dealer Plates.

Updated by

Bryan Crider / TN Transportation Team Lead / 2 May 2025
Created by

Bryan Crider / TN Transportation Team Lead / 14 April 2024



