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1. Introduction

The Maine Online Sportsman'’s Electronic System (MOSES) Sales Application
(MSA), is an Internet-based database system designed to support Agents and
agency personnel selling recreational and commercial hunting and fishing
licenses, and the registration of boats, all terrain vehicles (ATVs) and
snowmobiles for Inland Fisheries and Wildlife (IF&W) in Maine.

This chapter contains the following topics:

e “Text Conventions” .. ... ... ... page 8
« “Hardware and Software Requirements” .................... page 9
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Text Conventions

Certain text styles are used to make the information in this manual clear and
easy to identify.

Here is a list of style conventions and their meanings:

Italics indicate the name of a screen or the name of a field, form, or
report. For example: “Move the cursor to the Last Name field.”

Bold words indicate a button, menu name, or menu command. For
example, in the following sentence the bold word refers to a button:
“Click Sales to open the Sales screen.”

Bold words separated by the “>” character indicate selecting two
commands from a menu, one right after the other. For example, “Click
File > Save” is the same as “Click Save on the File menu.”

Underlined words indicate links you can click, which open another
application screen. If the underlined word displays in black text, it is
only the name of a link, not an active link. For example, “Click Logout to
log out of the application.”

If the words are underlined in blue, it is an active link and can be clicked
within the Help system to open another screen. For example, “See Figure
2 for an example of the Sales Report.

MCI Government Application Solutions
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Hardware and Software Requirements

To successfully run MSA, certain hardware and software requirements are
needed.

The minimum software and hardware necessary to run the application include:

» Desktop or laptop computer

» Pentium Il Processor, or equivalent
+ 32MB of RAM

 20MB available hard disk space

* Internet Explorer version 5.0 or later. Internet Explorer should be set to
reload web pages on every visit. For instructions on doing this, see “To
Reload Web Pages on Every Visit” on page 20.

* Adobe® Acrobat® Reader version 4.0 or higher. You can download this
software for free at www.adobe.com.

MCI Government Application Solutions
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2. Getting Started

Before you begin, make sure you have Internet Explorer, version 5.0 or higher,
installed and operating on your computer. If you need help with this, see your
supervisor or System Administrator.

This chapter includes the following topics:

e “Starting the Application and LoggingIn” . .................. page 12
e “Usingthe Main Menu” ... ....... ... . . . ... .. .. page 16
e “Using Link Menus & Standard Buttons” .. ................. page 18
e “ReloadingWeb Pages” . . ........ .. page 20
e “LoggingQutand Exiting”. ........... ... ... page 21

MCI Government Application Solutions
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Starting the Application and Logging In

You must start MSA and log in before you can make online sales in the MOSES
system. To start MSA, you need to know its Internet address. If you aren’t sure
what this is, contact your supervisor. In addition, you must have Internet
Explorer version 5.0 or higher installed on your computer.

To Start the Application and Log In:

1. Click Start > Programs > Internet Explorer from the Windows Start
menu. The Internet browser window appears.

2. Type the Internet address for MSA in the Address bar of the Internet
browser, then press the Enter key. The Maine Online Sportsman’s

Electronic System Sales Application Start screen appears, as shown in
Figure 1.

=1gix]

Fle Edt Wew Favortes Took Help | 2=

€ IS B ﬂ EJ p | ) ssarch J' Favories (" Media {t - e e kb3

Adress (] http:{gadboz. vansis. weem com: 901 Ofmanesalesfhtmlfindex. bt Bl ks » & -

MOSES

Copyright 2001 WORLDCOM, Inc.@

Maine Online Sportsman's Electronic System
Sales Application

Start Application

L4l

&} Dene [0 [ memet 7

Figure 1: Maine Online Sportsman’s Electronic System Sales Application Start Screen

3. Click Start Application. The Login screen appears, as shown in Figure 2.
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3 MOSES sales Application - Microsoft Internet Explorer provided by MCI

MQOSES-Sales Application Version 5.02.06 Catalog 13.00

Agent I[ll
User I[ll
Passwonll

Training Flag |MNo =

Laogin | Clear | Exitl
MCL
Copyright 2001, MCI, Inc. &l Rights Reserved. The names, logos, and taglines
identifying MCI's products and services are proprietary marks of MC Inc. or its

subsidiaries. Al other trademarks and servicemarks are property of their respective
OWNEFS.

Figure 2: Login Screen

4. Inthe Agent ID, User ID, and Password fields, enter the appropriate
information. If you do not have this information, contact your supervisor
or System Administrator for help.

5. Select Yes or No from the Training Flag field drop-down list. Select Yes
to enter training mode, and No to enter normal mode.

In training mode, you can make practice sales, run through a “dummy”
check out and generate licenses. The transactions are saved in a special
database that isn’t part of the MOSES system and the word “Training” is
printed on licenses to show they are not valid.

6. Click Login. The system verifies your identity and, if log in is successful,
connects you to the database.

7. Ifyour login attempt succeeds, the Main Menu appears, as shown in
Figure 3. This screen contains links to each function that can be
performed in MSA. Only underlined links are active for your log in
account.

MCI Government Application Solutions
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4} MOSES sales Application - Microsoft Internet Explorer provided by M: =0 x|
=
Main Menu

Sales

Lookup CustomerfReqistration
Void License

Admin VYoid License

Void Registration

Reprint

Administration

Duplicate Licenses

Logout

Figure 3: Main Menu Screen

If your log in attempt fails, see “Troubleshooting Login” on page 15.
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Troubleshooting Login

If you do not make an entry in the Login screen for 30 seconds, or attempt to log
in more than three times without success, MSA locks you out.

If your login attempt fails:

» If MSA has locked, close the Internet browser window, restart MSA and
log in again (see “Starting the Application and Logging In” on page 12).

» Double-check your User ID and password and re-enter the information.
The User ID and Password fields are case sensitive (MSA recognizes
lower case and upper case letters as being different). User IDs and
passwords must have the correct combination of upper and lower case
letters to work correctly.

* Check to see if the Caps Lock key on your keyboard is activated. If
activated, deactivate it and re-enter your User ID and password.

If you still cannot log in after trying these troubleshooting tips, contact your
System Administrator.

MCI Government Application Solutions
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Using the Main Menu

When you log into MSA, the first screen that appears is the Main Menu screen, as
shown in Figure 4. Depending on the level of access you have been granted,
certain links may be deactivated or not appear on the menu.

4} MOSES sales Application - Microsoft Internet Explorer provided =0 x|

Main Menu

Sales

Lookup CustomerfReqistration
Void License

Admin VYoid License

Void Registration

Reprint

Administration

Duplicate Licenses

Logout

Figure 4: Main Menu

You can access all the functions currently available in MSA from the Main Menu

screen.

The following is a brief description of each link and the action it performs:

Sales — Opens the Sales Menu screen, through which recreational and
commercial licenses, miscellaneous items and registrations are sold and
managed. See “Selling Licenses and Merchandise” on page 55 and
“Vehicle Registration” on page 111.

Lookup Customer/Regqistration — This option displays the Lookup
Customer/Registration screen and Registration Menu sub-menu screen.
Use these screens to locate a customer by registration and manage
different aspects of registration. See “Vehicle Registration” on page 111.

Void License — Used to void a license within 24 hours of purchase at the
point of sale. See “Voiding Licenses” on page 102.

Admin Void License — Used to void a license if more than 24 hours has
passed since it was purchased. This function is restricted to IF&W
personnel. See “Voiding Licenses” on page 102.

MCI Government Application Solutions
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Void Reqistration — Used to void a registration. See “Voiding
Registrations” on page 158.

Reprint — Used to reprint a license that did not print correctly the first
time. For example, use Reprint if the printer jams the first time a license
is printed. See “Reprinting a Recreational or Commercial License” on
page 88.

Administration — Enables an Agent or Clerk with certain privileges to add
and maintain Clerks, close the business day, record transactions to the
computer, view mail, change passwords, set-up print options and view
and print reports. See “Managing Clerk Information” on page 163.

Duplicate Licenses— Enables a lost, stolen or destroyed Lifetime or
miscellaneous (complimentary) license to be duplicated. This function is
restricted to IF&W personnel. See “Duplicating a Recreational or
Commercial License” on page 92.

Logout — Logs you out of the application and returns to the Login screen.
See “Logging Out and Exiting” on page 21.

MCI Government Application Solutions
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Using Link Menus & Standard Buttons

When a link is selected on the Main Menu screen, a new screen appears with
functions that enable you to perform a specific task. At the top of each screen a
series of links, called a Link Menu, displays. Each link performs a specific
function, such as opening a different screen or logging out. The links change
depending on the screen currently being viewed. See “Link Menu” on page 18 for
detailed descriptions of the links that may appear.

In addition, there are standard buttons that appear on most screens. Each button
performs a specific function that never changes, no matter on which screen the
button appears. See “Standard Buttons” on page 19 for details.

Link Menu
A Link Menu, as shown in Figure 5, appears along the top of most application
screens.
/2 MOSES Sales Application - Microsoft Internet Explorer provided hy._'}- (=] 4|
B
Find Vi Shi Check Sal g |
L Cus{gmer Hnlldeirlvgs Caur? Oil‘t: Maer?: Oarr:]‘:' Logout
|~
Individual Search
Moses ID I [[submit |
[el5}
|Driver'sLicense No E || | Submit ‘
QR
|SSN (XXAARAAXK) || | Submit ‘
QR
Last Name
First Name Submit
DOB { MM/DDAYYYY )
QR
Document No || | Submit ‘
Choices are listed in the order of preference.
Clear
4 I_»l_I

Figure 5: Link Menu

This menu contains links to different functions in the Sales Application, such as
opening a different screen, cancelling an order or logging out.

The Link Menu contains the following commands. Some commands are always
active (underlined), while others are only active on certain screens.

» Back — Returns to the previous screen.

* Find Customer — Opens the Customer Search screen, which is used to
locate customer information.

» View Holdings — Lists license items purchased by a customer.

MCI Government Application Solutions
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Show Cart — Lists items that are selected for purchase as part of the
current sale.

Check Out — Opens the Checkout screen, which is used to collect
payment and print licenses.

Sales Menu — Opens the Sales menu through which licenses,
merchandise and registrations are sold and managed.

Cancel Order — Removes all items from the shopping cart and opens the
Main Menu screen.

Logout — Logs you out of the Sales Application.

Standard Buttons

Standard buttons appear on application screens. Wherever a button appears, the
function it performs is always the same.

Standard buttons perform the following function:

Submit — Submits the information entered into the MOSES system and
continues to the next screen. In many cases, information is not saved in
the MOSES system until check out has been completed.

Back — Discards unsaved changes and returns to the previous screen.
Clear — Discards unsaved changes and resets the current screen.

MCI Government Application Solutions
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Reloading Web Pages

To be sure that you are viewing current information, you can set your Internet
browser to always display the latest version of a screen. To do this, you select
options in the Internet browser so that web pages are reloaded every time you
open a new screen.
To Reload Web Pages on Every Visit
1. Select Tools > Internet Options from the Internet Explorer menu bar.
2. Click Settings.

3. Under Check for newer versions of stored pages, select Every visit to the
page.
4. Click OK in the Settings window.

5. Click OK to save your changes in the Internet Options window.

MCI Government Application Solutions
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Logging Out and Exiting

When you are ready to quit or want to let someone else use the application, you
must log out. If you forget to log out before quitting or closing the browser
window, you won't be able to log out again until the system times out. HOW
LONG BEFORE THE SYSTEM TIMES OUT?

To Log Out:

1. Click Logout on the Link Menu at the top of most screens, or as a link on
the Main Menu or Sales Menu screen. The Login screen reappears, as
shown in Figure 6, indicating that you are no longer logged in to the
application.

3 MOSES sales Application - Microsoft Internet Explorer provided by MCI

MQOSES-Sales Application Version 5.02.06 Catalog 13.00

Agent I[ll
User I[ll
Passwonll

Training Flag |MNo =

Laogin | Clear | Exitl
MCL
Copyright 2001, MCI, Inc. &l Rights Reserved. The names, logos, and taglines
identifying MCI's products and services are proprietary marks of MC Inc. or its

subsidiaries. Al other trademarks and servicemarks are property of their respective
OWNEFS.

Figure 6: Login Screen

2. Toclose the Internet browser window, click the X in the upper, right-
hand corner of the browser window frame.
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3. Locating a Customer, Business or
Registration Record

Before items can be selected for purchase, a record updated or a vehicle
registration task performed, the record for the individual customer, business or
vehicle must be located and selected. The Customer Search screen enables you
to locate an individual customer or business record. The Registration Lookup
screen enables you to locate a vehicle registration record by entering sets of
information called search criteria. See “How Searches Work” on page 24 for
more information on search criteria.

If an individual customer, business or vehicle registration record is not located, a
new record can be created. A new record should only be created after a search
has been performed and it is confirmed that the record does not exist. This helps
avoid the possibility of creating a duplicate record.

This section contains the following topics:

e “How Searches WOrk” . ... ... .. . i e page 24
e« “Locating a Customer Record” .......... ... .. page 25
e« “Locating a Business Record” . ......... ... ... ... . . .. page 30
e “Locating a Vehicle Registration Record”. .. ................ page 34

MCI Government Application Solutions
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How Searches Work

The Customer Search and Registration Lookup screens are divided into sections,
each with its own Submit button. Between each section the word “OR” appears.
This means that search criteria entered in one OR another section can be
selected to perform a search. Do not enter data in more than one search box. The
system only uses data in the search box corresponding to the Submit button you
click.

The Last Name, First Name and DOB section contains multiple fields. The
relationship between the fields within a single section is an “AND” relationship.
In order to perform a search, all fields must have search criteria entered and only
records that match all search criteria entered are returned. For example, in the
Last Name, First Name and DOB section, an individual’s last name, first name
AND date of birth must be entered to perform a search in this section. Only
records that match the last name, first name and date of birth entered are
returned.

Using the Advanced Search Feature

If no records are located that match the search criteria entered, the Advanced
Search check box appears. Click the box and then click Submit again to perform
an advanced search. The advanced search feature uses the name or word entered
in a search field and expands the search to include similar sounding words and
extensions of the name or word. For example, if you entered Fred, the advanced
search searches for and returns records containing Fred, Phred, Frederick, and
so on.

MCI Government Application Solutions
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Locating a Customer Record

A customer’s record must be located and selected before choosing items for
purchase or performing a task related to that customer. If a customer does not
have a record in the system, you will need to add a new customer record (see
“Adding a New Customer” on page 46). Itis important to perform a search before
creating a new customer record to avoid accidentally creating duplicate records.

To Search for an Individual Customer

1. Click Sales on the Main Menu screen. The Sale Menu appears, as shown
in Figure 7.

4} MOSES sales Application - Microsoft Internet Explorer 0] =|
=
Sales Menu

Recreational

Miscellaneous
Reqgistration
Merchandise
Main Menu

Logout

Figure 7: Sales Menu Screen

2. Click Recreational on the Sales Menu screen.
-OR-
Click Eind Customer on the Link Menu if you are in a screen other than

the Sales Menu screen.

The Customer Search screen appears, as shown in Figure 8. The screen
contains several sets of one or more related search fields, each grouped
in a box with its own Submit button. These groups are referred to as
“search boxes” (see “How Searches Work” on page 24).
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-

Individual Search

|Moses D ||| | Submitl
OR

|Driver's License No | j || | Submit ”
OR

|SSN (MO0 || | Subrnit ”
OR

Last Name ||

|First Name || Submit |

|DOB ( MM/DDAYYYY ) ||_’1_ 1
OR

|Document No

| Submit ”

Choices are listed in the order of preference,

Clear |

Figure 8: Customer Search Screen

3. Type the information you want to search on in the fields in one of the

search boxes.

Do not enter data in more than one search box. The system only uses
data in the search box corresponding to the Submit button that you click.

Fields appearing on this screen include:

Individual Search Boxes

Description

Moses ID

ID number that uniquely identifies customers who
are already entered in the system.

Drivers License Number

Customer’s drivers license state and number.
Select the state from the drop-down list.

SSN

Customer’s Social Security Number.

DOB

Last Name, First Name,

Customer’s name and date of birth. You must
enter data all fields in this search box.

Document No

The unique number assigned to a currently held
license document.

Searches that use unique information usually return results faster. For
example, the MOSES ID is unique for every customer, so searching on
this field should quickly return one (or zero) customers. By contrast, the
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name “Smith” is common, so searching for “Smith” in the Last Name
field might take longer and return more possible matches.

4. Click Submit in the appropriate search box.

The system searches for customer records that matches the information
in the search box. All other search boxes are ignored. Click Clear if you
want to search again using different information.

* If no customers match your search, “No record found...” is
displayed and the Advanced Search check box and New
Customer button appears on the screens. Perform an advanced
search (see “How Searches Work” on page 24) or click New
Customer to create a new customer (see “Adding a New
Customer” on page 46).

» If several customers match your search, the results appear in the
Customer Search Results screen (Figure 9). Go to Step 5.

e If one customer matches your search, their information appears
in the Customer Details screen (Figure 10). Go directly to Step 6.

5. Inthe Customer Search Results screen (Figure 9), click the radio button
in the Select column next to the customer you want, then click Submit
Selected. The Customer Details screen appears, displaying the
customer’s information, as shown in Figure 10.

If the customer you want is not listed, create a new customer record as
described in “Adding a New Customer” on page 46.
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B MOSES Sales Application - Microsoft Internet Explorer provided by MCI o E =] x|
Bl
Back Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Customer Search Result
Select| Last Name First Name Middle Name Suffix Eir[i::["!:: Date of Birth ‘ Address | City State | Zip ‘ Source
o [sMTHERMAN  [aLTon | w [l De7A936 PO BOX 462 [MacHias  ME |n4e54 [EXTERNAL
c ‘SMITHE ‘DONALD ‘ R ‘ | ‘nmsnsaz ‘555 BEDERALEURNACE |F‘LVMOUTH ‘MA |n2350 ‘EXTERNAL
o [sMTHERMAN  HENRY | © [ De/21/1957  [13016 COUNTY ROAD 37 [SELMA ImL 700 [EBTERNAL
€ [SMITHERS UEAN [ [ De/18n958  [164 THAYER RD [MEW 1PSWICH MK [na071 [EXTERNAL
€ [SMITHERSJACKS JEAN [ oM [ De/18M958  [164 THAYER RD [MEW 1PSWICH MK [na071 [ExTERNAL
o [sMITHE LOHN \ [ (127311970 [676 MAIN STREET  [SACRAMENTO [cA | MosES
o [sMITHERMAN  [THOMAS | A [ (107281978 [13016 COUNTY ROAD 37 [SELMA ImL sl [EBTERNAL
€ [SMITHEE TooD [ R [l b3nanzsr || jowsll  m [z [ExTERNAL
Submit Selected | MNew Cueny | MNew Customer |
/|

Figure 9: Customer Search Results Screen

6. Verify that the information on the Customer Details screen (Figure 10) is
correct and fill in any missing information. You must fill in all fields with
blue labels and answer all Yes/No questions before you can continue.

If any of the information that displays is incorrect, update the
information before continuing (see “Updating Customer Information” on
page 49).
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7 MOSES Sales Application - Micrasoft Internet Explarer provided by MCI i o[-

Iv lx

Back Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout

Customer Details

|Personal Details | |Mai|ing Address Same as Residence Address | |
LastNama SWITHE Address Line 1 [FB6 FEDERAL FURNACE RD
First Name DONALD s T
Middle:Narie R City / Town FLYMOUTH
Sufilx Bl State MASSACHUSETTS |
Genger Male |8 P 02360 [4764
Height 5 i1 in. Botal Cadi —
Weight 200 Ibs. i T
Hair GREY =
|Residence Address Same as Mailing Address I
Eyes BLUE =
DOB{mm/ddiyyyy) w5 i Address Line 1 [FB6 FEDERAL FURNACE RD
SSN (RxxRXXXKK) Address Line 2
P TR C e City / Town PLYMOUTH

Moses ID 114174 State MASSACHUSETTS j

Provided one of the following I_LI p 02360 -J47B4

proofs of residency? Postal Code
PROOFS: 1.0river's License, 2. \Voter Registration Card, 3.5tate Income Tax

Return, 4.In-State Vehicle Registration, 5.Military ID.Member ar Country LUSA,
spouse/child of member of US Armed Farces stationed in Maine

I certify this customer provided Telephone H H
the m?m selected above as proof [~ E-Mail Address

of residency

Are you an Alien?
Are you a Serviceman or
spouse/child of Serviceman?

il

Type of Affidavit Others j

Control No

Are you a Convicted Felon? e

Do you possess a permit to carry al__l'

firearm?

[ 1 anal Racidanca ||

Figure 10: Customer Details Screen (Partial View)

7. Click Sell to Customer to continue with a sale. See “Selling Licenses and
Merchandise” on page 55.

-OR-

Click a link in the Link Menu to perform that task for the currently
selected record.
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Locating a Business Record

You must first locate the business’s record before selecting items for purchase by
a business or performing a task for that business. If the business does not have a
record in the system, you will need to add a new business record (see “Adding a
New Business” on page 50). It is important to perform a search before creating a
new business record to avoid creating duplicate records.

To Search for a Business

1. Click Sales on the Main Menu screen. The Sale Menu appears, as shown
in Figure 11.

4} MOSES sales Application - Microsoft Internet Explorer 0] =|
=
Sales Menu

Recreational

Miscellaneous
Reqgistration
Merchandise
Main Menu

Logout

Figure 11: Sales Menu Screen

2. Click Miscellaneous on the Sales Menu screen.

The Customer Search screen appears, as shown in Figure 12. At the
bottom of the screen, the Business Search section displays. The section
contains several sets of one or more related search fields, each grouped
in a box with its own Submit button. These groups are referred to as
“search boxes” (see “How Searches Work” on page 24).
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/3 MOSES Sales Application - Microsoft Internet Explorer provided by MCT =[Ol x|
Find Yiew Show Check Sales Cancel
e Customer Holdings Cart Out Menu Order Logout
Individual Search

Moses 1D [ [Buamit]
OR

[Driver's License No | |_susmi ‘
OR.

IS poocooon [ |_susmi ‘
OR.

‘LHSI Name ||

[First Hame [ Submit

DoB (MM/DDYYYY) [
OR.

‘Documen( No || | Submit

‘ Business Search

Moses 14 [ |_susmi
OR.

‘Business Name ‘I | Submit ‘
OR.

[Business Tax!d I |_susmi ‘

Choices are listed in the order of preference.

Clear

Figure 12: Customer Search Screen with Business Search Section

3. Type the information you want to search on in the fields in one of the
search boxes.
Do not enter data in more than one search box. The system only uses
data in the search box corresponding to the Submit button that you click.
Fields appearing on this screen include:

Business Search Boxes Description

Moses ID ID number that uniquely identifies businesses that
are already entered in the system.

Business Name The name of the business.

Business Tax ID The unique Tax identification number assigned to
the business by the Internal Revenue Service.
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4. Click Submit in the appropriate search box.

The system searches for business data that matches the information in
the search box. All other search boxes are ignored. Click Clear if you
need to search again using different information.

e If no businesses match your search, “No record found...” is
displayed and the Advanced Search check box and New
Business button appears on the screens. Perform an advanced
search (see “How Searches Work” on page 24) or click New
Business to create a new customer (see “Adding a New
Business” on page 50).

» If several businesses match your search, the results appear in the
Business Search Results screen. Go to Step 5.

» If one business matches your search, their information appears
in the Business Details screen (Figure 13). Go directly to Step 6.

5. Inthe Business Search Results screen (Figure 9), click the radio button
in the Select column next to the customer you want, then click Submit
Selected. The Business Details screen appears, displaying the business’s
information, as shown in Figure 13.

If the business you want is not listed, create a new business record as
described in “Adding a New Business” on page 50.

6. Verify that the information on the Business Details screen (Figure 13) is
correct and fill in any missing information. You must fill in all fields with
blue labels and answer all Yes/No questions before you can continue.

If any of the information that displays is incorrect, update the
information before continuing (see “Updating Business Information” on
page 53).
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/2 MOSES -Front Counter Sales - Micrasoft Internet Explarer provided by MCI WorldCom B ol x|
B
Back Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
|Busine§s Details | |Mﬂi|il‘ll] Address Same as Residence Address [~ ‘
—_— |AddressLine llPO BOX 47
Business Name ALA WHITEWATER RAFTING Address Line Zl—
Comact Person NamelMURTON. JAMES ety / Town  [EAST VASGALBORD
Tax Id 010391043 S WAINE El
Fed Id 2P W_l—
Moses Id 558 Postal Code l—
Country IUS—
|Residen|:e Address  Same as Mailing Address ‘
[ Legal Residence | Adilress Line 1]
CityTown[VASSALEORO Address Line 2
Geo Code Look Up Geo Code Cliy iTown
State  [MAINE =] [State H
Country US— 2P 'l_
Postal Code l—
Country l—
Telephone l_-l_-l—
EMail Address]
Sell to this Business | MNew Business | Save Business |
|

Figure 13: Business Details Screen

7. Click Sell to Business to continue the sale. See “Selling Licenses and
Merchandise” on page 55.

-OR-

Click on a link in the Link Menu to perform that task for the currently
selected record.
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Locating a Vehicle Registration Record

Sport vehicles (boats, ATVs or snowmobiles) can be registered using MSA.
Before registering a vehicle or managing a registration record, the registration
record must be located and selected.

There are two ways to search for and select a registration record. If you are
adding a new registration, perform a search as described in “To Search for a
Registration When Adding a New Registration” on page 39. If you are searching
for an existing registration, follow either set of instructions listed in this section.
However, using the Lookup Customer/Registration menu to access the
Registration Lookup screen as described in “To Search a Registration Record” on
page 34 does not enable the New Registration button and a new registration
record can not be created as part of that search process.

To Search a Registration Record

Use these instructions to locate registration records when you are not adding a
new registration. This search does not enable the New Registration button. To
perform a search and add a new record if the registration is not located, follow
the instructions described in “To Search for a Registration When Adding a New
Registration” on page 39.

1. Click Lookup Customer/Registration on the Main Menu screen. The
Lookup Customer/Registration menu appears, as shown in Figure 14.

4} MOSES sales Application - Microsoft Internet 0] =|
=
Lookup Customer/Registration

Customer Lookup
Reqgistration Lookup

Main Menu

|

Figure 14: Lookup Customer/Registration Menu Screen

2. Click Regqistration Lookup. The Registration Lookup screen appears, as
shown in Figure 15. The screen contains several sets of one or more
related search fields, each grouped in a box with its own Submit button.
These groups are referred to as “search boxes” (see “How Searches Work”
on page 24).
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/2 MOSES Sales Application - Microsoft Internet Explorer provided by MCI —lolx|
Back Find Registration Find ¥ehicle Show Cart Check Out Sales Menu Cancel Order Logout
Registration Looku
Choices are listed in the order of preference.

‘Registration No || ‘ Submit |
QR

Vehicle Serial l—

Number | ‘MI |
QR

Sticker No

Submit

Year
QR

Moses 1D I |_submit |
QR

Last Name

First Name Submit |

DOB l—,l—,l—

{ MM/DDAYYYY )
QR

Business Name || ‘ Submit |
Clear

Figure 15: Registration Lookup Screen

3. Type the information you want to search on in the fields in one of the

search boxes.

Do not enter data in more than one search box—the system only uses

data in the search box corresponding to the Submit button that you click.

Fields appearing on this screen include:

Individual Search Boxes

Description

Registration ID

ID number assigned to each vehicle
when registered.

Vehicle Serial Number

The manufacturer’s serial number for
the vehicle. Also known as the VIN
(Vehicle Identification Number).

Sticker No, Year

The vehicle sticker number and the year
the sticker was issued.

MOSES ID

The unique ID number that identifies the
registration in the MOSES system.

Last Name, First Name, DOB

Customer’s name and date of birth. You
must enter data in all fields in this
search box. Enter the birth date using
the format MM/DD/YYYY.

Business Name

The name of the business that owns the
vehicle, if applicable.
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Searches that use unique information usually return results faster. For
example, the Registration ID is unique for every vehicle, so searching on
this field should quickly return one (or zero) registrations. By contrast,
the name “Smith” is common, so searching for “Smith” in the Last Name
field might take longer and return more possible matches.

4. Click Submit in the appropriate search box.

The system searches for registration data that matches the information
in the search box. All other search boxes are ignored.

» If norecords match your search, “No record found...” is displayed
on the screen and the Advanced Search check box appears.
Perform an advanced search (see “How Searches Work” on
page 24) or click Clear if you need to search again using different
information.

« If several records match your search, the results appear in the
Registration Search Results screen (Figure 16). Go to Step 5.

e Ifonerecord matches your search, the information appears in the
Registration Details screen (Figure 17). Go to Step 6.

5. In the Registration Search Results screen (Figure 16), click the radio
button in the Select column next to the record you want, then click
Submit Selected. The Registration Details screen appears displaying
details of the record, as shown in Figure 17.
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2} MOSES Sales Application - Microsoft Internet Explorer provided by MCT i =13 x|
=
Back Find Registration Find ¥ehicle Show Cart Check Out Sales Menu Cancel Order Logout
Registration Search Result
Select| Type V'al;i:;e N:,‘:;?I I}‘eug Vehicle Serial No Ex;:)i;::;iun NFaiﬁe Last Name Tli:r:? Suffix B“sairr:::ss ET‘;:': Status |Source
© | ATV | HOMDA | 0 |C4659 | DDJHZHE90301YK12¢20 | Osr0s0m |SOTT |FOOKSON ADD BULL
[ o [ arv [kawasar | s [aaree fonmaverataweszzzss amozom [F50TT [CO0KSON[ RENEWAL BULL
[ o (a0 [orownne | 76 |essoa cooomammsemazras | aemoneer [F5OTT [CO0KSON[ RENEWAL BULL
e CRAND | @1 7y | ooo0o000MEZG19800891 | Daratsiags | SCCTT (COOKEON RENEWAL BULL
[ o [snow| rocars | 1 [eszoa| ooooooonooscrozees | aemnzom [ESOTT [Co0KsON[ ADD BULL
I T D e e — — Ty CCETECT RENEWAL BULL
I I e rm—— Ty FCETECT RENEWAL BULL
(o [onow| sooo | w0 |sosss | ooooooaomrareonorzs |[osmnizons [EEOTT[CORKSON ADD BULL
Submit Selected Mew Query
-]

Figure 16: Registration Search Results Screen

If the record you want is not listed, create a new record as described in
“Registering a New Vehicle” on page 114.

6. Verify that the information on the Registration Details screen (Figure 17)
is correct. If any of the information that displays is incorrect, you can
update the information before continuing (see “Modifying an Existing
Registration” on page 146).
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2} MOSES Sales Application - Microsoft Internet Explorer provided by MCT [

I» Hx

Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Registration Details

Registration Info

Registration No 6E604 Status Expiration Date 06/30/1997
Permanent Sticker No Source BULL Start Date/Time 05/31/1995
Event type RENEWWAL

Vehicle Info

Vehicle Type BOAT Vehicle Serial Noo000001340938T027215 HorsePower100

Make Code 99 Make Name BROWHING Model Yr. 75
Status 0-Active Yehicle Color Yehicle Histor
Boat Details
Classification| ~bove 50 7 | Boat Type 1-OPEM Hull2-FIBERGLASS Fuel 1-GAS
Boat Length 17 Propulsion 3-INOUT Use 1-FLEASURE  Water1-FRESH
Personal Details Mailing Address
LastHaine COOKSON AddressLinel R 1BOX 5264
FiistNarie SCoTT Address Line2 —
Middle Name s City FRANKFORT
Suffiz State MAINE
Semer ) P 04438 -
Height ft.0 in.0 Postal Code
Eyt.!s Country
Hair o T
DOB(mmiddiyyyy)  04/30/1957 kealdence Aldrezs
Address Linel
SSH !
Driver's License No A.ddres RinsZ
Moses ID 114133 City
Legal address State
7 bl = =

Figure 17: Registration Details Screen (Partial View)

7. Click Submit to continue with a registration task.

For detailed instructions on performing a specific task, see the following
section:

e “Registering a New Vehicle” on page 114

* “Renewing a Registration” on page 126

* “Transferring Registration Between Vehicles” on page 130
* “Rolling Over Registration to a New Owner” on page 135

* “Upgrading Boat Registration” on page 141

*  “Modifying an Existing Registration” on page 146

e “Reactivating a Registration” on page 148

* “Duplicate Registrations” on page 150

* “Reprinting a Registration” on page 153

» “Attaching a Notice of Transfer” on page 156

-OR-

Click on a link in the Link Menu to perform that task for the currently
selected record.
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To Search for a Registration When Adding a New Registration

1. Click Sales on the Main Menu screen. The Sales Menu appears, as shown

in Figure 18.
NOTE: The Main
Menu is the first
screen that 4} MOSES sales Application - Microsoft Internet Explorer pro =101x]
=
appears after you
log in to MSA.

Recreational

Miscellaneous
Reqgistration

Merchandise

Main Menu

Logout

Figure 18: Sales Menu Screen

2. Click Regqistration. The Registration Lookup screen appears, as shown in
Figure 19.

The screen contains several sets of one or more related search fields,
each grouped in a box with its own Submit button. These groups are
referred to as “search boxes” (see “How Searches Work” on page 24).
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/2 MOSES Sales Application - Microsoft Internet Explorer provided by MCI —lolx|
Back Find Registration Find ¥ehicle Show Cart Check Out Sales Menu Cancel Order Logout
Registration Looku
Choices are listed in the order of preference.

‘Registration No || ‘ Submit |
QR

Vehicle Serial l—

Number | ‘MI |
QR

Sticker No

Submit

Year
QR

Moses 1D I |_submit |
QR

Last Name

First Name Submit |

DOB l—,l—,l—

{ MM/DDAYYYY )
QR

Business Name || ‘ Submit |
Clear

Figure 19: Registration Lookup Screen

3. Type the information you want to search on in the fields in one of the

search boxes.

Do not enter data in more than one search box. The system only uses

data in the search box corresponding to the Submit button that you click.

Fields appearing on this screen include:

Individual Search Boxes

Description

Registration No.

ID number assigned to each vehicle
when registered.

Vehicle Serial Number

The manufacturer’s serial number for
the vehicle. Also known as the VIN
(Vehicle Identification Number).

Sticker No., Year

The vehicle sticker number and the year
the sticker was issued.

MOSES ID

The unique ID number that identifies the
registration in the MOSES system.

Last Name, First Name, DOB

Customer’s name and date of birth. You
must enter data in all fields in this
search box. Enter the birth date using
the format MM/DD/YYYY.

Business Name

The name of the business that owns the
vehicle, if applicable.
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Searches that use unique information usually return results faster. For
example, the Registration ID is unique for every vehicle, so searching on
this field should quickly return one (or zero) customers. By contrast, the
name “Smith” is common, so searching for “Smith” in the Last Name
field might take longer and return more possible matches.

4. Click Submit in the appropriate search box.

The system searches for registration data that matches the information
in the search box. All other search boxes are ignored. Click Clear if you
need to search again using different information.

» Ifnorecords match your search, “No record found...” is displayed
and the Advanced Search check box and New Registration
button appear on the screen. Perform an advanced search (see
“How Searches Work” on page 24) or click New Registration to
create a new record (see “Registering a New Vehicle” on
page 114).

» If several records match your search, the results appear in the
Registration Search Results screen (Figure 20). Go to Step 5.

» Ifonerecord matches your search, the information appears in the
Registration Details screen (Figure 21). Go to Step 6.

5. In the Registration Search Results screen (Figure 20), click the radio
button in the Select column next to the record you want, then click
Submit Selected. The Registration Details screen appears displaying
details of the record, as shown in Figure 21.

If the record you want is not listed, create a new record as described in
“Registering a New Vehicle” on page 114.
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2} MOSES Sales Application - Microsoft Internet Explorer provided by MCT =13 x|
=
Back Find Registration Find ¥ehicle Show Cart Check Out Sales Menu Cancel Order Logout
Registration Search Result
Select| Type V'al;i:;e N:,‘:;?I I}‘eug Vehicle Serial No Ex;:)i;::;iun NFaiﬁe Last Name Tli:r:? Suffix B“sairr:::ss ET‘;:': Status |Source
© | ATV | HOMDA | 0 |C4659 | DDJHZHE90301YK12¢20 | Osr0s0m |SOTT |FOOKSON ADD BULL
[ o [ arv [kawasar | s [aaree fonmaverataweszzzss amozom [F50TT [CO0KSON[ RENEWAL BULL
[ o (a0 [orownne | 76 |essoa cooomammsemazras | aemoneer [F5OTT [CO0KSON[ RENEWAL BULL
e CRAND | @1 7y | ooo0o000MEZG19800891 | Daratsiags | SCCTT (COOKEON RENEWAL BULL
[ o [snow| rocars | 1 [eszoa| ooooooonooscrozees | aemnzom [ESOTT [Co0KsON[ ADD BULL
I T D e e — — Ty CCETECT RENEWAL BULL
I I e rm—— Ty FCETECT RENEWAL BULL
(o [onow| sooo | w0 |sosss | ooooooaomrareonorzs |[osmnizons [EEOTT[CORKSON ADD BULL
Submit Selected Mew Query MNew Registration
-]

Figure 20: Registration Search Result Screen

6. Verify that the information on the Registration Details screen (Figure 21)
is correct. If any of the information that displays is incorrect, you can
update the information before continuing (see “Modifying an Existing
Registration” on page 146).

MCI Government Application Solutions
-42 - December 6, 2004 2:31 pm DEM



MCL

i i 1 i Maine Online Sportsman’s Electronic System
Locating a Vehicle Registration Record MOSES Salos Anplicstion Usor Mamunl

Version 6.02

2} MOSES Sales Application - Microsoft Internet Explorer provided by MCT [

I» Hx

Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Registration Details

Registration Info

Registration No 6E604 Status Expiration Date 06/30/1997
Permanent Sticker No Source BULL Start Date/Time 05/31/1995
Event type RENEWWAL

Vehicle Info

Vehicle Type BOAT Vehicle Serial Noo000001340938T027215 HorsePower100

Make Code 99 Make Name BROWHING Model Yr. 75
Status 0-Active Yehicle Color Yehicle Histor
Boat Details
Classification| ~bove 50 7 | Boat Type 1-OPEM Hull2-FIBERGLASS Fuel 1-GAS
Boat Length 17 Propulsion 3-INOUT Use 1-FLEASURE  Water1-FRESH
Personal Details Mailing Address
LastHaine COOKSON AddressLinel R 1BOX 5264
FiistNarie SCoTT Address Line2 —
Middle Name s City FRANKFORT
Suffiz State MAINE
Semer ) P 04438 -
Height ft.0 in.0 Postal Code
Eyt.!s Country
Hair o T
DOB(mmiddiyyyy)  04/30/1957 kealdence Aldrezs
Address Linel
SSH !
Driver's License No A.ddres RinsZ
Moses ID 114133 City
Legal address State
7 bl = =

Figure 21: Registration Details Screen (Partial View)

7. Click Submit to continue with a registration task.

For detailed instructions on performing a specific task, see the following
section:

e “Registering a New Vehicle” on page 114

* “Renewing a Registration” on page 126

* “Transferring Registration Between Vehicles” on page 130
* “Rolling Over Registration to a New Owner” on page 135

* “Upgrading Boat Registration” on page 141

*  “Modifying an Existing Registration” on page 146

e “Reactivating a Registration” on page 148

* “Duplicate Registrations” on page 150

* “Reprinting a Registration” on page 153

» “Attaching a Notice of Transfer” on page 156

-OR-

Click on a link in the Link Menu to perform that task for the currently
selected record.
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4. Managing Customer and Business
Records

To complete a purchase, register a vehicle or perform other tasks for a customer,
the customer must have a record in the MOSES system. The customer may be an
individual or a business. Both individual and business records can be added and
updated as needed. However, when updating a record, it is recommended that it
be updated before selecting items to purchase. When updates to a record are
submitted, all items currently in the shopping cart are removed and will need to
be selected again.

A new record should only be created after conducting a search (see “Locating a
Customer, Business or Registration Record” on page 23) and confirming that the
record does not exist in the MOSES system. This helps prevent the creation of
duplicate records.

A new individual or business record is not saved until a sales or registration
transaction involving that individual or business is successfully completed.
However, updates to an existing record are saved immediately, whether or not a
sale or registration is completed.

This section contains the following topics:

e “AddingaNew Customer”. ........... .. page 46
e “Updating Customer Information” . ....................... page 49
e “ToAddaNewBuSIiness”. . ........... ... page 50
e “To Update Business Information” . ....................... page 53
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If an individual customer does not exist in the system, you must add their
personal information before making a sale. Customer information is not saved in
the MOSES system until a sales or registration transaction has been completed.

Certain fields are mandatory and must be filled in to successfully create a new
customer record. Mandatory fields display with blue labels.

To Add a New Customer

1. Perform a search and verify that the customer is not already in the
system. See “Locating a Customer Record” on page 25.

The Customer Search screen appears, displaying the message “No record
found...” (Figure 22) or the Customer Search Results screen appears.

ZRMOSES Sales Application - Microsoft Internet Explarer provided by MCT =] 3]
Back Find Customer View Holdings Show Cart Check Out Sales Menu Cancel Order Logout
| Individual Search
[Mases 10 [ [Csubmi |
OR
[privers License Ha Sl _Scbrnt ||
OR
[sSH pennnns) [ |_submit |
OR
|Las| Name ‘Itraverian
[First Name [ Submit
[poB (mroDAYYY) [
MNew Customer
Mo record found for this Search criterion
Chaices are listed in the arder of preference.
Clear

Figure 22: Customer Search Screen - Customer Not Found

2. Click New Customer to open the New Customer screen to add an

individual customer, as shown in Figure 23.

- 46 -
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2 MOSES Sales Application - Microsoft Internet Explorer provided by MCT -8 x|
ame ohn -]
Address Line 1 854 Canyon Circle
First Name Smithe
Middle Name Test Address Line 2
Suffix 57 City / Town Truffle
Gender Male = State [CALIFORMIA =l
Height 5 R]3in. 7P 95286 |01
Weight 215 Ibs.
Postal Code
Hair RED 2
Eyes HAZEL = Country United States
DOB{mm/ddiyyyy) 12 3 eds Residence Address Same as mailing Address i |
SSN (xxxxXXXKK) [poBns7 168 Address Line 1 [354 Canyon Circle
Driver's License No CA, =||AEa08525 Address Line 2
Moses ID City / Town Truffle
Provided one of the following m State ICAUFORNIA j
proofs of residency? S T
PROOFS: 1.Drivar's L . 2.Woter Registration Card, 3.5tate T -
Ratum, 4.In-Stats Vahide Ragistration, S.Miltary 10 Mambar or |
spouselchild of member of US Armed Forces stationed in Maine Postal Code
| certify this customer provided l—
the item selected above as 2 Country Mited;otates
proof of residency Telephone - -
Are you an Alien? Mo = E-Mail Address l—
Are you a Serviceman or o B
spouse/child of Serviceman?
Type of Affidavit Boat Excise Tax Exermption j
Control No
Are you a Convicted Felon? Mo =
Permit to carry a fire arm? Yes @
Legal Residence
City/Town Truffle Look Up Geo Code Geo Code
State [CALIFORMIA =l
Country United States

Sellto this Customer
| R =

Figure 23: New Customer Screen (Partial view of lower portion of screen)

3. Fill in the Personal Details section. You must fill in Name, and Date of
Birth and answer all Yes/No questions before you can continue.

4. Inthe Legal Residence section, enter the City/Town, then click Look Up
Geo Code. If there is only one geo-code for the specified area, the system
automatically fills it in. Otherwise select a geo-code from the list of
possible matches.

5. Enter the customer’s mailing and residence information in the Mailing
Address and Residence Address sections. The Address Line 1, City and
Country fields are mandatory and must be filled in.

If the mailing and residence addresses are the same, enter the
information in one section and click the Same as check box in the other
section. The information in the first section is automatically entered in
the second section.
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A brief description of each field is provided in the following table:

Field Description

Address Line 1, Address Enter the customer’s residential or mailing address,
Line 2, City, State, Country including full street address, city, state (select from
and Zip the drop-down list), country and ZIP Code. If the

address has a suite, building name or secondary
mailing information, enter this in the Address Line 2
field.

Telephone Enter the customer’s home or business telephone
number, listing the area code first.

E-Mail Address Enter the customer’s e-mail address.

6. Click Sell to this Customer to continue with a sale. See “Selling Licenses
and Merchandise” on page 55.

Customer information is not saved until you complete a sale. If you log
out without making a sale, the customer information is not added to the
MOSES system.
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Updating Customer Information

You can update information in a customer record at any time. However, it is
recommended that any updates be made before selecting items for purchase. If
any updates to a record are made after items have been selected, once the
updated information is saved all items in the shopping cart are removed and will
have to be selected again.

To Update Customer Information

1. Perform a search and locate the customer record being updated. See
“Locating a Customer Record” on page 25. The Customer Details screen
appears, as shown in Figure 24.

2 MOSES Sales Application - Microsoft Internet Explorer provided by MCT & x

Back Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout

Customer Details

[Personal Details | |Mai|ing Address Same as Residence Address i | |
LastNoms Biling AddressLine 1 [34 ARSENAL ST

First Name Westa Address Line 2

Middle:Harie £ City / Town [AUGUSTA

Sufilx E State MAINE =l

Gender Female ¥ 7P 14330 7|—5225

Height 5 fif! in. Postal Code ]

Weight 145 Ibs. Country SA

fair EROWNE [Residence add s Mailing Add =
Eyes ISR esidence ress ame as Mailing ress
DOB{mmiddAyyy) N AddressLine 1 [34 ARSENAL 5T

SSN (RxxXXXXXKK) Address Line 2

Driver's License No = City / Town AUGUSTA

Moses ID 109809 State MAINE E
Provided one of the following ITSL' P 04330 5226

proofs of residency? Postal Code

PROOFS: 1.0river's License, 2. \Woter Registration Card, 3.5tate Income Tax

Return, 4.In-State Vehicle Registration, 5.Military ID.Member ar Country LUSA

spouse/child of member of US Armed Forces stationed in Maine

I certify this customer provided Telephone L L

the m?m selected above as proof E-Mail Address

of residency

Are you an Alien? Mo =

Are you a Serviceman or Mo = [
spouse/child of Serviceman?

Type of Affidavit Others j

Control No

Are you a Convicted Felon? Mo =

Do you possess a permit to carry al__l'

firearm? Ho
[ 1 anal Racidanca =

) start| & washington 5t... | £]mMosEs-Front ... |[&] MOsES sales ... 5] Maine - Front c... | (g e | ) Document Plan ... | & Jssc Paint shop... | [« & B0 2:30em

Figure 24: Customer Details Screen (Partial View)

2. Update the information as needed. See the section “To Add a New
Customer” on page 46 for details.

3. Click Sell to this Customer to continue with a sale. See “Selling Licenses
and Merchandise” on page 55.

-OR-

Click Save Customer to save the changes without continuing with a
sales transaction.

MCI Government Application Solutions
- 49 - December 6, 2004 2:31 pm DEM



MCl1

Adding a New Business

Maine Online Sportsman’s Electronic System
MOSES Sales Application User Manual

Adding a New Business

If the business you want does not exist in the system, you must add the business
information before making a sale, registering a vehicle or performing another
task. Business information is not saved in the MOSES system until a sales or
registration transaction has been completed. Businesses can only purchase
commercial licenses, not recreational licenses.

Version 6.02

Certain fields are mandatory and must be filled in to successfully create a new
customer record. Mandatory fields display with blue labels.

To Add a New Business

1. Perform a search and verify that the business is not already in the

system. See “Locating a Business Record” on page 30.

The Business Search screen appears, displaying the message “No record
found...” (Figure 25) or the Business Search Results screen appears.

/B MOSES Sales Application - Microsoft Internet Explarer provided by MET =lolx]
Find View Show Check Sales Cancel =
ey Customer Haoldings Cart Out Menu Order Logout
Customer Search

‘ Individual Search
Moses 10 I [ Bubrit

[el3}
‘Driver's License No = || | Submit ‘

QR
‘SSN (HXXHNHHNK) || | Submit ‘

QR
Last Name
First Name Submit
DOB { MM/DD/YYYY ) '

QR
‘Document Ne || | Submit
‘ Business Search
Moses 14 [ [ Bubrit

QR
‘Busineﬁ Name ‘lJessle Bai | Submit I ‘

QR
‘Busineﬁ Taxld || | Submit ‘

Mew Business
No recerd found for this Search criterion
Choices are listed in the order of preference. |
Clear [

Figure 25: Business Search - Business Not Found

2. Click New Business. The Business Details screen appears, as shown in

Figure 26.
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NOTE: Business
information is not
saved until you
complete the
sale. If you log
out without mak-
ing a sale, this
information won’'t
be added to the
MOSES system.

Business Details
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/2 MOSES -Front Counter Sales - Micrasoft Internet Explarer provided by MCI WorldCom o ol x|
Back Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout

|Business Details | |Mﬂi|il‘ll] Address Same as Residence Address [~ ‘

Address Line I|PO BOX 47

Business Name ALA WHITEWATER RAFTING .
— — |AddressLine 2|

Contact Person Name|MURTON, JAMES City / Town EAST WASSALBORO

Tax Id 010391043 State MAINE j
Fed Id ZIP W'l—

Moses Id 358 Postal Code l—

Country us

|Residen|:e Address  Same as Mailing Address ™ ‘

[ Legal Residence | Address Line 1|

City/Town[VASSALBORO Address Line 2':

Geo Code! Look Up Geo Code City / Town

State MAINE j State j
comnty Jus rild _l_

Postal Code l—
Country l—
Telephone l_-l_-l—

EMail Address]

Sell to this Business | MNew Business | Save Business |

Figure 26: Business Details Screen

Fill in the Business Name and, if available, Contact Person Name and
Tax ID. You must fill in all fields with blue labels before you can
continue.

In the Legal Residence section, enter the legal address of the business.
To specify a Geo Code, enter the City/Town, then click Look Up Geo
Code. If there is only one geo-code for the specified area, the system
automatically fills it in. Otherwise, select a geo-code from the list of
possible matches.

Enter the business mailing and owner’s residence information in the
Mailing Address and Residence Address sections. The Address Line 1,
City and Country fields are mandatory and must be filled in.

If the mailing and residence addresses are the same, enter the
information in one section and click the Same as check box in the other
section. The information in the first section is automatically entered in
the second section.
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A brief description of each field is provided in the following table:

Field Description

Address Line 1, Address Enter the customer’s residential or mailing address,
Line 2, City, State, Country including full street address, city, state (select from
and Zip the drop-down list), country and ZIP Code. If the

address has a suite, building name or secondary
mailing information, enter this in the Address Line 2
field.

Telephone Enter the customer’s home or business telephone
number, listing the area code first.

E-Mail Address Enter the customer’s e-mail address.

6. Click Sell to this Business to continue with a sale. See “Selling Licenses
and Merchandise” on page 55.

Business information is not saved until you complete a sale. If you log
out without making a sale, the business information is not added to the
MOSES system.
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Updating Business Information

You can update information in a business record at any time. However, it is
recommended that any updates be made before selecting items for purchase. If
any updates to a record are made after items have been selected, once the
updated information is saved all items in the shopping cart are removed and will
have to be selected again.

To Update Business Information

1. Perform a search and locate the business record being updated. See
“Locating a Business Record” on page 30. The Business Details screen
appears, as shown in Figure 27.

/2 MOSES -Front Counter Sales - Micrasoft Internet Explarer provided by MCI WorldCom ! ol x|
B
Back Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
|Business Details | |Mﬂi|il‘ll] Address Same as Residence Address [~ ‘
—_— |AddressLine I|PO BOX 47
Bissiniass Name W Address Line ZI—
Contact Person Name|MURTON, JAMES City / Town m
Tax Id 010391043 S WAINE El
Fed Id 2P W_l—
Moses Id 558 Postal Code l—
Country IUS—
|Residen|:e Address  Same as Mailing Address [ ‘
[ Legal Residence | Adilress Line 1]
CityTown[VASSALEORO Address Line 2
Geo Code Look Up Geo Code Cliy iTown
State  [MAINE =] [State H
Country US— 2P 'l_
Postal Code l—
Country l—
Telephone l_-l_-l—
EMail Address]
Sell to this Business | MNew Business | Save Business |
|

Figure 27: Business Details Screen

2. Update the information as needed. See the section “To Add a New
Business” on page 50 for details.

3. Click Sell to this Business to continue with a sale. See “Selling Licenses
and Merchandise” on page 55.

-OR-

Click Save Business to save the changes without continuing with a sales
transaction.
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5. Selling Licenses and Merchandise

Through MSA recreational, commercial and merchandise items can be sold to
the public. Recreational licenses are for the sole purpose of recreational hunting
and fishing, and not for profit hunting and fishing. Commercial licenses are
bought by an individual or business for hunting and fishing for profit.
Commercial licenses can only be sold through authorized IF&W personnel.

Only those licenses that a customer is eligible to purchase display as available for
sale in the Recreational Sales or Commercial Sales screens. Availability is based
on a customer’s age, residency, required certification, previously purchased
licenses, disability, military status, American Indian status and previous felony
convictions. If a customer is not eligible to purchase a license, the item does not
display.

A list of licenses currently held by the customer can be viewed at any time. See
“Viewing Current Licenses Held” on page 86 for detailed instructions.

This section contains the following topics:

e« “Overview of Selling Licenses” ......... ... ... .. page 56
e “Descriptionof ItemsforSale” ........................... page 57
e “Selling Recreational Licenses”. . ........ ... ... . ... page 60
e “Selling Merchandise” . .......... ... . . ... page 67
e “Selling Commercial Licenses and Miscellaneous Items” ... ... page 70
e “Submittingan HIP Survey” . ...... ... ... ... . i page 77
e “Check Out: Finalizing the Purchase”...................... page 80
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Overview of Selling Licenses

Follow this general procedure to make a sale. Go to the section of the manual
listed for details on how to perform a step in the procedure.

General Procedure for Selling Licenses

1. Search for the record of the individual or business in the MOSES
database. See “Locating a Customer, Business or Registration Record” on
page 23.

2. Ifnorecord is returned, indicating that there is no record of the
individual or business in the MOSES system, create a new record. See
“Managing Customer and Business Records” on page 45.

3. Select the recreational or commercial licenses the individual or business
wants to purchase. For recreational items, see “Selling Recreational
Licenses” on page 60. For commercial items, see “Selling Commercial
Licenses and Miscellaneous Items” on page 70.

Depending on the items selected, secondary screens may appear
prompting you to enter additional information. Enter the information as
needed.

4. Select any merchandise the customer wants to purchase. See “Selling
Merchandise” on page 67.

5. Confirm, correct and make adjustments to the purchase in the Shopping
Cart screen.

6. Collect payment, print documents and save the transaction using the
Check Out screen. See “Check Out: Finalizing the Purchase” on page 80.
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Description of Items for Sale

Depending on a customer’s age, residency, required certification, previously
purchased licenses, disability, military status, American Indian status and
previous felony convictions, certain licenses are available for purchase through
MSA. Non-license items, such as collector stamps, are also available for
purchase.

The following sections provide a brief description of the most common items for
sale. For more detailed information, or information on license restrictions,
contact IF&W.

Hunting Licenses

To hunt, a hunter must possess a valid hunting license. Hunting licenses vary
depending on the weapon used, such as use of a bow or muzzle, or the game
being hunted, such as deer or bear. Depending on the type of hunting, the
customer may be provided with a hunting license, carcass tag or a stamp that is
adhered to a currently valid license.

Fishing Licenses

Anglers must possess a fishing license to legally fish. Fishing licenses may be
purchased that allow an angler to fish for an entire fishing season within a
license year, for a 7-day period or for a single day.

Trapping Licenses

Hunters must possess a trapping license to legally trap animals.

Lifetime Licenses

Lifetime licenses are valid for use by the holder for the duration of their lifetime.
Lifetime licenses are not available for purchase during an overlap period for the
current license year. The upcoming license year must be selected before Lifetime
licenses appear as an item available for purchase. See “Important! License Years
and Overlap Period” on page 59 for an overview of overlap periods.

Supersport Licenses

Supersport licenses are valid for use by the holder for the duration of one license
year. These licenses enable the holder to hunt and fish using the same license if
they meet the necessary requirements.
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Stamps

IF&W offers a series of non-postal stamps to help raise funds to improve and
protect fish and wildlife preserves. Every year a new, unique stamp is made
available to the public.

Combinations

A combination item has two or more components bundled together. As a bundle,
these items usually cost less than if bought separately. Each component has its
own set of conditions and can be sold as an individual item. The customer must
meet the conditions set for all items in a combination to purchase the
combination license packet.
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Important! License Years and Overlap Period

Each license year starts and ends on predetermined dates, usually starting in the
current year and ending in the following year. For example, license year 2005
might begin October 1, 2004 and end September 30, 2005.

Licenses for the upcoming license year may be available for purchase prior to the
start of the license year even though the current license year is still in effect.
During this overlap period, licenses for the current year and the upcoming year
are available for purchase at the same time.

WARNING: You For example, on August 30, 2004, hunting licenses for the license years 2004
cannot change and 2005 are both available for purchase. By default, the current license year
the license year (2004) is always selected. If the license year is not changed to 2005, any licenses

once it is . . . .
selected and you purchased will only be valid for license year 2004 and expire on September 30,

continue on to 2004, a few weeks later. If the license year is changed to 2005, any licenses
other screens to purchased are not valid until license year 2005 starts on October 1, 2004,
select licenses. however the licenses remain valid until license year 2005 ends on September 30,

2005, a full year later.

Lifetime licenses are not available for purchase during an overlap period for the
current license year. The upcoming license year must be selected before Lifetime
licenses appear as an item available for purchase.
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Selling Recreational Licenses

Recreational licenses are available for purchase for recreational hunting and
fishing activities. These licenses are not intended for hunting and fishing
activities performed for a profit, such as selling the game or leading hunting trips
(see “Selling Commercial Licenses and Miscellaneous Items” on page 70 for “for
profit” licenses). After the customer’s information is in the system, you can select
the license items they want to purchase from the Recreational Sales screen.

Only those licenses that a customer is eligible to purchase display in the
Recreational Sales screen. For example, if a customer is not allowed to purchase
a carcass tag because they have previously purchased the maximum number
allowed, that carcass tag does not display as an item available for sale.
Businesses cannot purchase recreational licenses.

A list of licenses currently held by the customer can be viewed at any time. See
“Viewing Current Licenses Held” on page 86 for detailed instructions.

To Sell a Recreational License
1. Click Sales on the Main Menu screen.

NOTE: The Main -OR-

Menu is the first . ) . . )
screen that Click Sales Menu on the Link Menu in any screen it appears as an active
appears after you link.

log in to MSA. i i
cginto The Sales Menu appears, as shown in Figure 28.
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4} MOSES sales Application - Microsoft Internet Explorer pro =0 x|
=
| salesMenu

Recreational

Miscellaneous
Registration
Merchandise
Main Menu

Logout

Figure 28: Sales Menu Screen

2. Click Recreational. The Customer Search screen appears, as shown in
Figure 29.
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3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI z i |EI|1|
Back Find Customer ¥iew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Customer Search

| Individual Search
|Moses D ||| | Submit I
OR
|Driver's License No | j || | Submit ”
OR
|SSN (MO0 || | Subrnit ”
OR
Last Name ||
|First Name || Submit |
DOB ( MM/DDYYYY ) (i
OR
|Document No || | Submit ”
Choices are listed in the order of preference,
Clear |

Figure 29: Customer Search Screen

3. Perform a search and select the customer purchasing licenses (see
“Locating a Customer Record” on page 25). The Customer Details screen
appears, as shown in Figure 30.

MCI Government Application Solutions
-62 - December 6, 2004 2:31 pm DEM



MCl1

Selling Recreational Licenses

Maine Online Sportsman’s Electronic System
MOSES Sales Application User Manual

Version 6.02
ZJ MOSES Sales Application - Microsoft Internet Explorer provided by MCT .
Back Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Customer Details
[Personal Details | |Mai|ing Address Same as Residence Address | |
LestHama SMITHE Address Line 1 [F55 FEDERAL FURNACE RD
First Name DONALD gtz T
NiddlsName R City / Town FLYMOUTH
Suflx Bl State MASSACHUSETTS |
Genyer Male | P 02360 [4764
Height 5 ft[l1 in, Postal Code R L |
Weight 200 Ibs. Country SA
Hair GREY =
|Residence Address Same as Mailing Address I
Eyes BLUE =
DOB(mm/dedAyyy) T [ Address Line 1 [566 FEDERAL FURNACE RD
SSH (xxxRRRRXX) Address Line 2
Driver's License No T City / Town PLYMOUTH
Moses ID 114174 State MASSACHUSETTS j
Provided one of the following I_LI P 02360 -J47B4
proofs of residency? Postal Code
PROOFS: 1,Driver's License, 2. \oter Registration Card, 3.5tate Income Tax
Return, 4.In-State Vehide Registration, 5.Military ID.Member ar Country LUSA
spousefchild of member of US Armed Farces stationed in Maine
| certify this customer provided Telephone L a
the item selected ahove as proof [ E_Mail Address |

of residency

Are you an Alien?

Are you a Serviceman or
spouse/child of Serviceman?

il

Type of Affidavit Others j
Control No
Are you a Convicted Felon? e

Do you possess a permit to carry al__l'
firearm?

[ 1 anal Racidanca ||

Figure 30: Customer Details Screen (Partial View)

4. Verify that this is the correct customer and that all information is
current.

If any information needs to be updated, make the changes and click Save
Customer. If the customer is updated after items have been selected, the
items will be removed from the shopping cart and will have to be selected
again.

5. Click Sell to this Customer. The Recreational Sales screen appears, as
shown in Figure 31.
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2 MOSES Sales Application - Microsoft Internet Explorer provided by MCT =] x|
Eind Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Recreational Sales
MOSES ID 114105
CUSTOMER NAME : Srithe John Update Customer
” Fishing ” ” Hunting ”
[ 1762 1-Day Fish ($9.00) [ 1743 Res Small Game Hunt ($12.00) =
[T 1753 Res Fish ($19.00) T 1713 Migratory Waterfowl Hunt (85.25)
[T 1818 Res Blind Fish ($0.00) [T 1704 Pheasant Hunt Permit ($15.00)
[ 1816 Fish (T-12, 5-5604, 34B) ($0.00) [T 1796 Res Bear Hunt ($25.00)
[ 1769 3-Day Fish ($21.00) [ 1695 Res Fall Turkey Permit ($10.00)
[ 1754 Res Archery ($19.00) Ll
” Combo ” ” Others ”
1814 Comp Res Disable Vet Lic. ($0.00) [T 1745 Supersport ($15.00)

WARNING: Be
sure that you pick
the correct year
during an over-
lap period. See
“Important!
License Years
and Overlap
Period” on

page 59.

1744 Res FishfArchery (§35.00)
1807 Indian License ($0.00)
1751 Res Fish/Hunt ($36.00)

(b i

& 2003
© 2004

License Year

Eone

Figure 31: Recreational Sales Screen

Select a License Year by clicking the radio button next to the year during
which the items sold will be valid. This can be the current or upcoming
year.

Click the check box next to the items to be purchased. Click OK on any
message boxes that may appear. In some cases, you will be prompted for
additional information.

Following are some of the instances when you may be prompted to enter
additional information:
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* Recreational Questions - Some licenses require that the customer
answer a list of questions. Enter the customer’s answers or check
the questions that apply and click Submit.

* Recreational Permissions - Some licenses require a hunting or
fishing permit. Enter the customer’s answers or check the
guestions that apply to select a permit and click Submit.

* HIP Survey - Certain licenses require Harvest Information
Program (HIP) certification. For details, see “Submitting an HIP
Survey” on page 77.

e Enter Quantity - Some license items can be sold in multiple
guantities. In the Enter Quantity screen, enter the quantity the
customer wants to purchase and click OK.

« Enter Date - Certain licenses require the entry of a start date and
time. Enter a date and time in the corresponding fields and click
Submit.

Repeat Step 7 until all items to be purchased have been selected.

Each selected item appears on the Recreational Sales screen with a
check mark in the check box next to it. Some licenses can be purchased
more than once. For these licenses, the item is placed in the shopping
cart, but does not display with a check mark in the Recreational Sales
screen.

Click Done or Show Cart to go to the Shopping Cart screen and verify the
list of items to be purchased, as shown in Figure 32.

To remove an item, select the corresponding check box in the In Cart
column.

To add an item, click Recreational Sales or Commercial and select
additional items. You can also click Sales Menu and select another sales
task (such as Registration) to include in this transaction.
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2 MOSES - Front Counter Sales - Microsoft Internet Explorer provided by MCT e == x|
Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Shopping Cart
MOSES ID: 114105  CUSTOMER NAME : Smithe John DOB: 127311973 T
| Item Description Valid Fram | Valid To | Lic Year | Quantity | State Fee($) |Ageanee($)| z':;‘; SE'T;)T“ In Cart
1895 Res Fall Turkey Permit | 11mazoa | 12otm008 | 2003 [ 1 | g | 1o [ om | om | ®
[ 1704 Pheasant Hunt Permit | 11magoos | 12@to0s | 203 [ 1 [ sm | 1w [ om [ om | ®
[1749 Res Small Game Hunt | 11mazoos | 12a2008 | 203 [ 1 [ n2e0 | 1w [ om [ om |
[ 176 ResBeartunt | 1maooa | 12@eooa | 203 [ 1 [ 2o | 1 [ om [ om [
‘Suhmla\ Before Taxes ‘$ 66.00
[Total Tax lsfoo0
Total lsfs0n
DONE
Figure 32: Shopping Cart Screen
NOTE: Click Can- 10. Click Done or Check Out in the Shopping Cart screen to go to the
cel Order at any Checkout screen and proceed with check out. See “Check Out: Finalizing

time to cancel the the Purchase” on page 80.
transaction and

return to the Main
Menu screen.
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Selling Merchandise

Merchandise are items available for sale to anyone, whether or not they have a
business or customer record in the MOSES system. A customer record does not
need to be selected to make the sale. Merchandise items can be added to a sale
for recreational or commercial license items as part of another sales transaction.

To Sell Merchandise
1. Click Sales on the Main Menu screen.

NOTE: The Main -OR-

Menu is the first . . . . .
screen that Click Sales Menu on the Link Menu in any screen it appears as an active
appears after you link.

log in to MSA. . .
9 The Sales Menu appears, as shown in Figure 33.

4} MOSES sales Application - Microsoft Internet Explorer pi 0] =|
=
Sales Menu

Recreational

Miscellaneous
Reqgistration
Merchandise
Main Menu

Logout

Figure 33: Sales Menu Screen

2. Click Merchandise. The Merchandise Sales screen appears, as shown in
Figure 34.
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2} MOSES Sales Application - Microsoft Internet Explorer provided by MCI B == x|

Back Find Customer View Holdings Show Cart Check Out Sales Menu Cancel Order Logout

Merchandise Sales

H Merchandise H

[T 1880 Free LR Protect Sticker ($0.00)
[T 1783 Other LR Protect Sticker (§19.00)
[T 1393 BoatExciseTaxSticker ($0.20)

[T 1780 ME LR Protect Sticker ($3.00)

© 2003
& 2004

License Year

Eone

Figure 34: Merchandise Sales Screen

3. Select a License Year by clicking the radio button next to the year during
which the items sold will be valid. This can be the current or upcoming
year.

4. Select the items the customer wants to purchase. When you click a check
box next to an item, the item is added to the shopping cart but still
remains available in the list of items for sale.

5. Click Done or Show Cart when you are finished selecting items for
purchase. The Shopping Cart screen appears, as shown in Figure 35.

-OR-

Click Sales Menu to return to the Sales Menu screen and select another
sales task (such as Regqistration) to include in this transaction.
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/Z MOSES Sales Application - Micrasoft Internet Explorer provided by MET R T 0] x|
Back Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Shopping Cart
MERCHANDISE ITEMS
o : . . . Excise | Sales Tax
Item Description Valid From Valid To Lic Year | Quantity | State Fee($) |Agent Feei$) Tax($) ® In Cart
1399 BoatExciseTaxSticker | 010172004 12/31/2004 2004 1 020 0.oo 0.00 0.00 2
1880 Free LR Protect Sticker | 0140172004 12/31/2004 2004 1 0.oo 0.oo 0.00 0.00 W
e i || osionn: | oo 1 1900 100 000 000 ~
1399 BoatExciseTaxSticker | 01/01/2004 12/31/2004 2004 1 020 0.oo 0.00 0.00 W
1780 ME LR Protect Sticker | 01/01/2004 12/31/2004 2004 1 9.00 1.00 0.00 0.00 2
Subtotal Before Taxes: | 30.40
Taotal Tax: §{0.00
Tatal: | 30.40
DONE

Figure 35: Shopping Cart Screen

6. On the Shopping Cart screen (Figure 35), verify the list of items to be
purchased is correct.

To remove an item, select the corresponding check box in the In Cart
column.

7. Click Done or Check Out in the Shopping Cart screen to go to the Check
Out screen and proceed with check out. See “Check Out: Finalizing the
Purchase” on page 80.
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Selling Commercial Licenses and Miscellaneous
ltems

Commercial license items are bought by an individual for themselves or on
behalf of a business group. These licenses are used for “for profit” hunting and
fishing activities. Miscellaneous items are licenses that may be used by an
individual or business are part of running a business or sport-related activity,
such as camp trip leader, wholesaler, tracking dog permit, live bait retailer, and
so on.

Only licenses that a customer is eligible to purchase display as available for sale
in the Miscellaneous Sales screen. For example, if a customer is not allowed to
purchase a carcass tag because they have previously purchased the maximum
number allowed, that carcass tag does not display as an item available for sale.

Commercial licenses and miscellaneous items are only available for sale through
authorized IF&W personnel. Contact IF&W for more information. Both
individuals and businesses can purchase commercial licenses and miscellaneous
items.

A list of licenses currently held by the customer can be viewed at any time. See
“Viewing Current Licenses Held” on page 86 for detailed instructions.
To Sell a Commercial License

1. Click Sales on the Main Menu screen.

NOTE: The Main -OR-

Menu is the first . . . . .
screen that Click Sales Menu on the Link Menu in any screen it appears as an active
appears after you link.

log into MSA. . .
9 The Sales Menu appears, as shown in Figure 36.
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3 MOSES Sales Application - Microsoft Internet Explorer pri i |EI|1|
=
Sales Menu

Recreational

Miscellaneous
Reqgistration
Merchandise
Main Menu

Logout

Figure 36: Sales Menu Screen

2. Click Miscellaneous. The Customer Search screen appears, as shown in
Figure 37.
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3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI i} |EI|1|
=
Find View Show Check Sales Cancel
Ll Customer Holdings Cart Out Menu Order Lo
| Individual Search
|Moses [1] || | Submitl
OR
|Driver's License No | j || | Submit ”
OR
|SSN (MO0 || | Subrnit ”
OR
Last Name ||
|First Name || Submit |
DOB ( MM/DDYYYY ) (i
OR
|Document No || | Submit |
| Business Search
|Moses Id || | Submit |
OR
|Busine§s Name || | Submit | ‘
OR
|Busine§s Taxld || | Submit ”
Choices are listed in the order of preference,
Clear |
E

Figure 37: Customer Search Screen with Business Search Section

3. Perform asearch and select the customer or business purchasing licenses
(see “Locating a Customer, Business or Registration Record” on
page 23). Depending on the record selected, the Customer Details or
Business Details screen appears. Figure 38 is an example of the
Customer Details screen.
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2 MOSES Sales Application - Microsoft Internet Explarer provided by MCI .
Back Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Customer Details
[Personal Details | |Mai|ing Address Same as Residence Address | |
LestHama SMITHE Address Line 1 [F55 FEDERAL FURNACE RD
First Name DONALD gtz T
NiddlsName R City / Town FLYMOUTH
Suflx Bl State MASSACHUSETTS |
Genyer Male | P 02360 [4764
Height 5 g1 in. Bostel il —
Weight 200 Ibs. Country SA
Hair GREY =
|Residence Address Same as Mailing Address I
Eyes BLUE =
DOB(mm/dedAyyy) T [ Address Line 1 [566 FEDERAL FURNACE RD
SSH (xxxRRRRXX) Address Line 2
Driver's License No T City / Town PLYMOUTH
Moses ID 114174 State MASSACHUSETTS j
Provided one of the following I_LI P 02360 -J47B4
proofs of residency? Postal Code
PROOFS: 1,Driver's License, 2. \oter Registration Card, 3.5tate Income Tax
Return, 4.In-State Vehide Registration, 5.Military ID.Member ar Country LUSA
spousefchild of member of US Armed Farces stationed in Maine
| certify this customer provided Telephone L a
the iu_am selected ahove as proof [~ E_Mail Address |
of residency
Are you an Alien? 2
Are you a Serviceman or l__l' | |
spouse/child of Serviceman?
Type of Affidavit Others j
Control No
Are you a Convicted Felon? e
Do you possess a permit to carry al__l'
firearm?
[ 1 anal Racidanca ||
Figure 38: Customer Details Screen (Partial View)
4. Verify that this is the correct customer or business, and that all

information is current.

If any information needs to be updated, make the changes and click Save
Customer or Save Business. If the information is updated after items
have been selected, the items will be removed from the shopping cart and
will have to be selected over again. See “Updating Customer
Information” on page 49 for detailed instructions.

Click Sell to this Customer or Sell to this Business, located at the
bottom of the Customer Details or Business Details screen. The
Miscellaneous Sales screen appears, as shown in Figure 39.
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A MOSES Sales Application - Micrasoft Internet Explorer provided by MCT o [

Eind C Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout

Miscellaneous Sales

MOSES ID 114859

CUSTOMER NAME : Jessie Miller Update Customer

” Miscellaneous ”

[ 1717 Baitfish Wholesaler ($27.00) =
1495 Boat Dealer Registration (§18.00)

1487 Boat Duplicate Stickers (§4.00)

795  Camp Trip Leader New ($21.00)

1774 Com. Shooting Area (Mew) ($503.00)

1420 Eel Taking w/Pots ($103.00)

1714 Leashed Track Dog App ($25.00)

1760 Lic. To Sell Inland Fish ($28.00)

1719 Live Bait Retailer ($17.00)

1424 Motorboat Operator Mew Ap ($4.00) =
[T 2014 Mew Guide Application ($0.00)

7 2114 New Whitewater Guide App (§103.00)

OOOOoo0ooooan

« 2004
© 2005

License Year

Done

Figure 39: Miscellaneous Sales Screen

6. Select a License Year by clicking the radio button next to the year during
which the items sold will be valid. This can be the current or upcoming

year.
WARNING: Be 7. Click the check box next to the items to be purchased. Click OK on any
sure that you pick message boxes that may appear. In some cases, you will be prompted for

the correct year
during an over-
lap period. See Following are some of the instances where you may be prompted to enter

“Important! additional information:
License Years

and Overlap
Period” on
page 59.

additional information.
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* Miscellaneous Questions - Some licenses require that the
customer answer a list of questions. Enter the customer’s
answers or check the questions that apply and click Submit.

» Miscellaneous Permissions - Some licenses require a permit.
Enter the customer’s answers or check the questions that apply to
select a permit and click Submit.

* HIP Survey - Certain licenses require HIP certification. For
details, see “Submitting an HIP Survey” on page 77.

» Enter Quantity - Some license items can be sold in multiple
guantities. The default value, which is displayed in the quantity
text field, is the minimum number of the item the customer can
buy. In the Enter Quantity screen, enter a quantity and click OK.

» Enter Date - Certain licenses require the entry of a start date and
time. Enter a date and time in the corresponding fields and click
Submit.

Repeat Step 7 until all items to be purchased have been selected.

Each selected item appears on the Miscellaneous Sales screen with a
check mark in the check box next to it. Some licenses can be purchased
more than once. For these licenses, the item is placed in the shopping
cart, but does not display with a check mark in the Miscellaneous Sales
screen.

Click Done or Show Cart to go to the Shopping Cart screen and verify the
list of items to be purchased, as shown in Figure 40.

To remove an item, select the corresponding check box in the In Cart
column.

To add an item, click Recreational Sales or Commercial and select
additional items. You can also click Sales Menu and select another sales
task (such as Registration) to include in this transaction.
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2 MOSES - Front Counter Sales - Microsoft Internet Explorer provided by MCT i P =12 x]
Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Shopping Cart
MOSES ID: 114105  CUSTOMER NAME : Srmithe John DOB: 123141973 T
| Item Description Valid Fram | Valid To | Lic Year | Quantity | State Fee($) |Ageanee($)| z':;‘; SE'T;)T“ In Cart
1895 Res Fall Turkey Permit | 11mazoa | 12otm008 | 2003 [ 1 | g | 1o [ om | om | ®
[ 1704 Pheasant Hunt Permit | 11magoos | 12@to0s | 203 [ 1 [ sm | 1w [ om [ om | ®
[1749 Res Small Game Hunt | 11mazoos | 12a2008 | 203 [ 1 [ n2e0 | 1w [ om [ om |
[ 176 ResBeartunt | 1maooa | 12@eooa | 203 [ 1 [ 2o | 1 [ om [ om [
‘Suhmla\ Before Taxes ‘$ 66.00
[Total Tax lsfoo0
Total lsfs0n
DONE
Figure 40: Shopping Cart Screen
NOTE: Click Can- 10. Click Done or Check Out in the Shopping Cart screen to go to the Check
cel Order at any Out screen and proceed with check out as described in “Check Out:

time to cancel the Finalizing the Purchase” on page 80.
transaction and

return to the Main
Menu screen.
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Submitting an HIP Survey

Certain licenses require Harvest Information Program (HIP) certification to
legally hunt. HIP certification is granted automatically when the customer
completes a HIP survey questionnaire once during a license year.

When a license is selected that requires HIP certification, and the customer has
not previously submitted a completed questionnaire, the HIP Survey screen
appears prompting the customer to complete the survey before continuing. If the
customer does not complete the purchase, the certification will be cancelled and
will not be valid.

If the customer does not complete the HIP survey, they can still purchase the
license, but it is illegal to use it to hunt migratory birds.

To Submit an HIP Survey

1. The first screen that appears for the HIP survey is the Recreational
Questions screen, as shown in Figure 41. Read the question to the
customer and select the check box if the customer agrees. Click Submit
to continue. The HIP Survey screen appears, as shown in Figure 42.
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NOTE: If the cus-
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with the survey,
click Submit
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/B MOSES - Front Counter Sales - Microsoft Internet Explorer provided by MCI : — 18] %
Find Customer View Holdings Show Cart Check Out Sales Menu Cancel Order Logout

Recreational Questions
Customer provided proof of a previous adult firearms license frorm Maine or any other state,
province or country (issued between 1976 and current year) or successfully completed a hunter
safety course or submitted a notarized affidavit. A young person buying an adult hunting license
ifor the first time should have a hunter safety card and should not fill out an affidavit

Submit

Figure 41: Recreational Questions Screen for the HIP Survey
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NOTE: If Cancel
is clicked on the
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screen, the entire
survey is can-
celled and the
customer will not
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2 MOSES Sales Application - Microsoft Internet Explorer provided by MCI

Find Customer Yiew Holdings Show Cart Check Out

Maine Online Sportsman’s Electronic System

MOSES Sales Application User Manual
Version 6.02

—l5(x|
B

Sales Menu Cancel Order Logout

HIP Survey

| Will you hunt migratory birds in Maine this season ?

[ =

Ducks Didl not hunt = Woodcock
Sea Ducks Didl not hunt = Rails/Gallinules
Geese/Brant Did nat hunt * Scoot'Snipe

Customer refused to answer survey information

How many of each type of these hirds did you bag in Maine last season ?

Did not hunt =
Did not hunt =
Did not hunt =

-

Submit | Cancel

Figure 42: HIP Survey Screen

On the HIP Survey screen (Figure 42), ask the customer each of the
guestions in the survey and record their answer by selecting the
appropriate choice from the drop-down lists.

Click Submit to save the entries and return to the previous screen and

return to the previous screen.
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izing the Purchase

After all items are selected and have been verified in the shopping cart, you can
proceed with check out. Check out is the process of collecting payment, printing
out a receipt and providing the customer with the items they have purchased.

To Check Out

1. After verifying that the items that are listed for purchase on the Shopping
Cart screen are correct, click Done or Check Out. The Check Out screen
appears, as shown in Figure 43.

'; MOSES-Front Counter Sales - Microsoft Internet Explorer

Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout

Check Out

State Fee $21.00
Agent Fee $1.00
Taxes $0.00

Total Sales $22.00

Gift Certificate
 Cash

Number Amount

€ Check Number[
© Credit Card WISA > Authorization No.
© Debit Card WISA = Authorization No.
Clerk Initial
QK

2. Confirm the amount

Figure 43: Check Out Screen

of purchase with the customer, then enter payment

information. Payment information consists of:

Payment Type

Description

Gift Certificate

Enter the gift certificate Number and Amount.

Cash Select Cash as the form of payment.

Check Select Check and enter the check Number that
displays on the check being used for payment.

Credit Select Credit and then select the credit card type

(Visa or MasterCard). After verifying the charge,
enter the Authorization No provided by the authorizing
agency.
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Payment Type Description
Debit Select Debit then and select the card type associated

with the debit card (only Visa or MasterCard debit
cards are accepted). After verifying the charge, enter
the Authorization No provided by the authorizing
agency.

3. Enter your initials in the Clerk Initial field and click OK. The Fulfillment
screen appears, as shown in Figure 44. This screen lists the documents
(called inventory) that will be printed as part of the sale.

43 Inventory - Microsoft Intemet Explorer M=
Find Customer View Holdings Show Cart Check Out Sales Menu Cancel Order Logout
MOSES ID: 20432 CUSTOMER NAME : Andrew Antony
Item Code Stock Item Code Stock ltem Description Quantity Lic# / Sticker# / Plate#
1769 2 3-Day Fishing i [

Figure 44: Fulfillment Screen

Some sales, such as certain merchandise sales, do not result in inventory.
In these cases, a Fulfillment screen similar to the one shown in Figure 45

appears.

= 3

3 Inventory - Microsoft Internet Explorer

Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout

Fulfillment

THERE ARE NO INVENTORY ITEMS FOR THE CURRENT TRANSACTION

Save & Print

Figure 45: Fulfillment Screen (No Inventory Items)

4. If the sale generated inventory (see Figure 44), enter the license, sticker
or plate number of the item in the Lic#/Sticker#Plate# field and click
Save and Print.
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For inventory sales, the system creates and opens a PDF document
containing a License Permit for the items that have been purchased, as
shown in Figure 46.
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e

VINHIN: 0000000000 090564014

Maine Registration - 2002
DEPARTMENT OF INLAND FISHERIES AND WILOLIFE

Expiniion: December 31, 2002

1En HEP 100

Flhemins om

e

Agent 1d: 10031 et 08152002 3341 PM
Az Whilewater Rafting Inc
Po B 47
Fee 51500
XXC

. Meth b
Al for niam then 24 hours. 4 A p

ed 3 A prman b
i bring coly proprty darege

o SI000 cr racre raast e repertan] o

atafLaka & River Pr k

bl

vkt nctify e Camariicne o lakaed Fiaerica el Widhif wibin 10 dyaif owrarabi af a sscondbie, ATV or Hust o which 3 natitrticn
S p— [

Ll

icate of Transfer:

by bocn vl 1

webichs far 2 S2.00
ian year The ra

ificete of Teaasfer bebrw b

———

Vehicle Type: Hoat  Registration Number: %08GG VINHIN: (0000000001905 64014
n the vehick repi

o
o
=]
o

Transfered To:

Iy this cerfficate has been:

Lost or Stelen

Destroyed Sigmies of Cwaer:

Discortinued Removed from Stake

Documented boat

Bl ol el e B B

A Whitewater Rafting Inc

Po B 47
Fust Vassalboro, ME 04835

Figure 46: License Permit Screen
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2 RECEIPT - Trxn #: 221612 Trxn Date: 09/10/2004 - Microsoft Internet Expl -101 i
Clerk ID: drueller Transaction No: 221512
Agent ID: 10148 Transaction 09/10/2004
DEIRDRE HOUSE OF MEAT Date:
AMND WINE Posting Date: 09/10/2004
123 ANNIE GREEMNSPRINGS Payment
RD Method: ©45H
BATH ME 66413 -1234
Yoar quentty Slte Ment Ecise  sles amount
Customer: Jassie Miller
MOSES
1D: 114859
1704 Phessant Hunt 2004 1 $18.00 $1.00 $0.00 $0.00 1900
ermit
1713 Migratory
waterfowl Hunt 2004 1 $8.23  $0.25 $0.00 $0.00 $8.50
1479 Expand archery
2ntlerad 2004 1 $33.00 $2.00 $0.00 $0.00 $35.00
Subtotal: $59.25 $3.25 $0.00 $0.00 $62.50
Customer: Truffle Miler
MOSES
1D: 114882
Subtotal:  §0.00 $0.00 $0.00 $0.00 $0.00
Total: $59.25 $3.25 $0.00 $0.00 $62.50
Print Iain Menu

Maine Online Sportsman’s Electronic System
MOSES Sales Application User Manual
Version 6.02

Figure 47: Receipt Screen

An additional screen, the Receipt screen, also appears, as shown in

Figure 47.

5. Click Print on the Adobe Acrobat menu bar to print a copy of the receipt
that displays. This completes the sales transaction.

Troubleshooting Printing PDF Document

If you have problems printing PDF files:

* In Acrobat Reader v. 4.0, make sure the following check box is not
selected: File > Preference > General: Web Browser Integration.

* In Acrobat Reader v. 5.0, make sure the following check box is not
selected: File > Preference > General: Display PDF in Browser.
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Occasionally a license will be lost, stolen, destroyed or does not print properly. If
a license is lost, stolen or destroyed, the customer or business can get a duplicate
license for a minimal fee, if any. If a license does not print correctly, another one
can be reprinted at that time for no additional cost.

Licenses can be voided during the same business day they were purchased by an
Agent. After 24 hours, a license document can only be voided by authorized
IF&W personnel. When a license is voided on the same business day it was
purchased, the license must be collected by the selling Agent. Fees are
reimbursed to the purchaser. If a license is voided after 24 hours have passed
from the time of purchase, the license does not need to be returned and no fees
are reimbursed.

Any time a license is duplicated, it is important to view the licenses currently
held by the customer before proceeding. This ensures that the customer is the
valid holder of the license. For more information, see “Viewing Current Licenses
Held” on page 86.

For information on replacing and duplicating registrations, see “Vehicle
Registration” on page 111.

This section contains the following topics:

e “Viewing Current LicensesHeld” ................ ... ..... page 86
e “Reprinting a Recreational or Commercial License” .......... page 88
e “Duplicating a Recreational or Commercial License” ......... page 92
e “Duplicating a Miscellaneous or Lifetime License” ........... page 97
e “Voiding Licenses” . . .. ... i page 102

MCI Government Application Solutions
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Viewing Current Licenses Held

Maine Online Sportsman’s Electronic System
MOSES Sales Application User Manual

Viewing Current Licenses Held

You can view the recreational and commercial licences currently held by a
customer at any time. It is especially important to view licenses to verify that the
customer is the valid holder of a license when issuing a reprinted license or

voiding

a license.

To View Holdings

1.

Version 6.02

Perform a search and select the individual or business whose current
licenses you want to view. See “Locating a Customer, Business or
Registration Record” on page 23.

Depending on the record selected, the Customer Details or Business
Details screen appears. Figure 48 is an example of the Customer Details

screen.

/A MOSES Sales Application - Microsoft Internet Explorer provided by MCI

Back

Eind C

Yiew Holdings

Show Cart

Check Out

=181 %]

Sales Menu

Cancel Order

Logout

Gustomer Details

\Persnnal Details

|Mﬂi|il‘ll] Address

Same as Residence Address

= |

Last Name

First Hame

Middle Hame

Suffix

Gender

Height

Weight

Hair

Eyes

DOB(mm/dd/yyyy)

SSN (XXXKXXKKX)

Driver's License No

Moses ID

Provided one of the following
proofs of residency?

Return, 4.In-State Vehicle Registration

| certify this customer provided
the item selected above as proof
of residency

Are you an Alien?

Are you a Serviceman or
spouse/child of Serviceman?

Type of Affidavit
Control No
Are you a Convicted Felon?

Do you possess a permit to carry aj
firearm?

|B\ng

[esta
e —
§

[Female =]

[F &l in

[958 Ihs.

[BROWN =]

[RazEL =]

[ s e

s
H

Yes ¥

. 5. Military ID.Member or

spouse/child of member of US Armed Forces stationed in Maine

I

Mo =
Mo =

PROOFS: L.Driver's License, 2 Woter Registration Card, 3.5tste Income Tax

Others

Mo =

Address Line 1
Address Line 2
City / Town
State

ZIP

Postal Code
Country

[34 ARSENAL ST

AUGUSTA

MAINE

04330 -j5226

USA

|Residen|:e Address

Same as Mailing Address

=

Address Line 1
Address Line 2
City / Town
State

ZIP

Postal Code
Country
Telephone
E-Mail Address

[34 ARSENAL 5T

AUGUETA

MAINE

04330 -j5226
e -
USA

-
! -

[
4 start| &) washington 5t... | &]Moses -Front ... |[&] MOSES sales .. Mai

1 anal Bacidanra

me—antc...| et

|
| B8] Document Plan ... | ) Jasc Paink 5hup...| « AU 230

Figure 48: Customer Details Screen (Partial View)

2. Click View Holdings on the Link Menu located at the top of the screen.
The Holdings screen appears, as shown in Figure 49.
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3 MDSES - Front Counter Sales - Miciosoft Internet Explorer provided by MCI WorldCom E (ol x|
=
Back Find Customer View Holdings Show Cart Check Out Sales Menu Cancel Order Logout
MOSES ID : 558 BUSINESS NAME : AAA WHITEWWATER RAFTING INC
Item Item License  Valid Bull/Stans | First | Last |Middle Business LS
S Valid Te |Permissions License No Source Suffix Change
Code | Description Year From 1] Name Name |Name Name Date
COMMERCIAL
WHITEWATER e
1794 2000 |01/01/72000 12/31/2000 42-82650 | BULL 62658 WYHITEWATER
SITEILIER RAFTING INC
LICENSE
COMMERCIAL
WHITEWATER o
1794 1999 03021999 1273171999 42-82658 | BULL 62658 WHITEWATER
QITETIER RAFTING INC
LICENSE
COMMERCIAL e
WHITEWWATER
1794 1998 01/01/1998 1273171998 42-82658 | BULL 62658 WHITEWATER
SalEER RAFTING INC
LICENSE
COMMERCIAL R
WHITEWWATER
1794 1997 0111997 1273171997 42-82658 | BULL 62658 WHITEWATER
GALETIER RAFTING INC
LICENSE
COMMERCIAL A
WHITEWWATER
1794 1996 |01/01/1996 1273171996 42-82658 | BULL 62658 WYHITEWATER
OUTEILIER RAFTING INC
LICENSE
COMMERCIAL S
WHITEWWATER
1794 1995 05/04/1995 1273171995 42-82658 | BULL 62658 WHITEWATER
QITETIER RAFTING INC
LICENSE
oK
=

Figure 49: Holdings Screen

Each row describes a license currently held by the customer.
3. Click OK to return to the previous screen.
-OR-

Click Sales Menu to open the Sales Menu screen and perform a sales
activity. See “Selling Licenses and Merchandise” on page 55.

MCI Government Application Solutions
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Reprinting a Recreational or Commercial License

Occasionally, recreational licenses are lost, stolen or destroyed and a
replacement license needs to be reprinted. If the license being replaced is a
commercial license, see “Duplicating a Recreational or Commercial License” on
page 92 before reprinting the license. Depending on the situation, a duplicate of
a commercial license should be issued, not a reprinted license. Agents do not
receive a fee for reprinting a license.

If a newly purchased license does not print properly, follow the instructions
below to reprint the license.

To Reprint a License

1. Click Sales on the Main Menu screen.

NOTE: The Main -OR-
Menu is the first ) . . . .
screen that Click Sales Menu on the Link Menu in any screen it appears as an active
appears after you link.

log in to MSA. . .
g The Sales Menu screen appears, as shown in Figure 50.

3 MOSES Sales Application - Microsoft Internet Explorer pi v i |EI|1|
=
Sales Menu

Recreational

Miscellaneous
Reqgistration
Merchandise
Main Menu

Logout

Figure 50: Sales Menu Screen

2. Click Reprint on the Sales Menu screen. The Customer Search screen
appears, as shown in Figure 51.

MCI Government Application Solutions
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Reprinting a Recreational or Commercial

License

/B MOSES Sales Application - Microsoft Internet Explorer provided by 1 i =3
Find Yiew Show Check Sales Cancel

e Customer Holdings Cart Out Menu Order Logout

‘ Individual Search

Moses 1D [ [Buamit]
OR

[Driver's License No | |_susmi ‘
OR.

IS poocooon [ |_susmi ‘
OR.

‘LHSI Name ||

[First Hame [ Submit

DoB (MM/DDYYYY) [
OR.

‘Documen( No || | Submit

Business Search

Moses 14 [ |_susmi
OR.

‘Business Name ‘I | Submit ‘
OR.

[Business Tax!d I |_susmi ‘

Choices are listed in the order of preference.

Clear

Figure 51: Customer Search Screen

Maine Online Sportsman’s Electronic System
MOSES Sales Application User Manual

Version 6.02

3. Perform a search and select the customer or business whose license is to

be reprinted. See “Locating a Customer, Business or Registration
Record” on page 23.

4. Depending on the record selected, the Customer Details or Business
Details screen appears. Figure 52 is an example of the Customer Details

screen.
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Reprinting a Recreational or Commercial

License

7 MOSES-Front Counter Sales - Microsoft Intemnet Explorer provided by MCI WorldCom

GCustomer Details

Find Customer

Maine Online Sportsman’s Electronic System
MOSES Sales Application User Manual

Version 6.02

loix]

Cancel Order

|Personal Details

| \Mﬂilinq Address ‘

Last Name Bodge Address Line 1rRR 2
First Name Diane Address Line 2B0x 194
Middle Name City / Town  GARDINER
Suffix State MAINE
Gender Female ZIP 04345 -9402
Height 5ftoin. Postal Cade
Weight 170 Ibs. Country usa
Hair BROWHN [Residence Address
Eyes DROYN Address Line 1rR 2
DOB(mm/dd/yyyy) 01/04/1944 Address Line 250 194
SSN () City / Town  GARDINER
Driver's License No State MAINE
Moses ID 68758 ZIP 04345 -9402
Are you Maine Resident? Yes Postal Code
Are you an Alien? Mo Country usa,
Are you a Servi or S| /ehild of Servi ?ho Teleph 0
Are you a Convicted Felon? Mo E-Mail Address
Permit to carry a fire arm? Yes

Legal Residence
City/ Town PITTSTOM Geo Code 11170
State MAINE
Country

View Documents

Logout

Figure 52: Customer Details Screen

Click View Documents. The Documents List screen appears, listing

licenses currently held by the customer or business, as shown in Figure
53. There may be many individual license items grouped together on a
single document line.
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Version 6.02
B MOSES Sales Application - Microsoft Internet Explorer provided by MCT =13
=l
Main Menu Find Customer Cancel Order Logout
MOSES ID : 114858 CUSTOMER .JessieMiller
Select —  Document Id : 110773
Item Code |Item Description Quantity |Item Sold Year [Valid From |Valid To |Permissions |Registration No
1704 Pheasant Hunt Permit 1 2004 09/10/2004 || 12/31/2004
1713 Migratory Waterfowl Hunt 1 2004 09/10/2004 | 12/31/2004
1796 Res Bear Hunt 1 2004 09/1472004 || 12/31/2004
1479 Expand Archery Antlered 1 2004 09/10/2004 || 12/31/2004
Select [~ Document Id : 110757
Item Code |Item Description Quantity |Item Sold Year [Valid From |Valid To |Permissions |Registration No
1704 Pheasant Hunt Permit 1 2004 09/10/2004 || 12/31/2004
1479 Expand Archery Antlered 1 2004 09/10/2004 || 12/31/2004
1713 Migratory Waterfowl Hunt 1 2004 09/10/2004 | 12/31/2004
Submit | Cancel
.|

Figure 53: Documents List Screen

6. Select the Select check box in the section listing the document to be
reprinted, then click Submit.

The Customer Search screen reappears and a new Internet browser
window opens displaying a PDF file containing the license to be printed.

license for the customer.

Select File>Print from the Internet browser window tool bar to print the

-901 -
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NOTE: The Main
Menu is the first
screen that
appears after you
log in to MSA.

Duplicating a Recreational or Commercial
License

Occasionally recreational or commercial licenses are lost, stolen or destroyed
and need to be replaced by creating a duplicate license. A customer may be
charged a fee for a duplicate licenses and the Agent receives their standard fee
for issuing a license.

Before issuing a duplicate license, it is recommended that you verify that the
customer requesting the license is the valid holder of the license and that the
license is valid for the current license year. See “Viewing Current Licenses Held”
on page 86 for instructions on viewing a list of current licenses held.

To Duplicate a Recreational or Commercial License
1. Click Sales on the Main Menu screen.
-OR-

Click Sales Menu on the Link Menu in any screen it appears as an active
link.

The Sales Menu screen appears, as shown in Figure 54.

3 MOSES Sales Application - Microsoft Internet Explorer pi i |EI|1|
=
Sales Menu

Recreational

Miscellaneous
Reqgistration
Merchandise
Main Menu

Logout

Figure 54: Sales Menu Screen

2. Depending on the license being duplicated, click Recreational or
Commercial. The Customer Search screen appears, as shown in Figure
55.

MCI Government Application Solutions
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NOTE: Only

IF&W personnel

can d uplicate 3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI _' i |EI|1|
commercial 3 s 3 =l
licenses Back Find Customer ¥iew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
| Individual Search
|Moses D ||| | Submit I
OR
|Driver's License No | j || | Submit ”
OR
|SSN (MO0 || | Subrnit ”
OR
Last Name ||
|First Name || Submit |
DOB ( MM/DDYYYY ) (i
OR
|Document No || | Submit ”
Choices are listed in the order of preference,
Clear |
E

Figure 55: Customer Search Screen

3. Perform a search and select the individual or business whose license is to
be duplicated (see “Locating a Customer, Business or Registration
Record” on page 23). Depending on the record being selected, the
Customer Details or Business Details screen appears. Figure 56 is an
example of the Customer Details screen.

MCI Government Application Solutions
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2j MOSES Sales Application - Microsoft Internet Explorer provided by MCI 5 _[8x
Back Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Customer Details
[Personal Details | |Mai|ing Address Same as Residence Address | |
LestHama SMITHE Address Line 1 [F55 FEDERAL FURNACE RD
First Name DONALD s T
NiddlsName R City / Town FLYMOUTH
Suffiz B State MASSACHUSETTS
Genyer Male | P 02360 [4764
Height 5 ftJ11  in Postal Code R L |
Weight 200 Ibs. Country SA
Hair GREY =
|Residence Address Same as Mailing Address I
Eyes BLUE =
DOB{mmddivyyy) w5 i Address Line 1 [566 FEDERAL FURNACE RD
SSH (xxxRRRRXX) Address Line 2
Driver's License No T City / Town PLYMOUTH
State MASSACHUSETTS

| certify this customer provided
the item selected ahove as proof [~

Moses ID 114174
Provided one of the following l__l'
proofs of residency?

PROOFS: 1,Driver's License, 2. \oter Registration Card, 3.5tate Income Tax

Return, 4,In-State Vehicle Registration, 5 Military 1D, Member ar
spousefchild of member of US Armed Farces stationed in Maine

Postal Code
Country USA

E-Mail Address

ZIp 02360 -|4764

Telephone ,—’l—’l—

of residency

Are you an Alien?

Are you a Serviceman or
spouse/child of Serviceman?

il

Type of Affidavit Others j
Control No

Are you a Convicted Felon? e

Do you possess a permit to carry al__l'

firearm?

[ 1 anal Racidanca ||

Figure 56: Customer Details Screen (Partial View)

4. Verify that this is the correct customer, and that all information is
current.

5. Click Sell to this Customer or Sell to this Business, located at the
bottom of the screen. The Recreational Sales or Commercial Sales
screen appears. Figure 57 is an example of the Recreational Sales screen.

MCI Government Application Solutions
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Version 6.02
2 MOSES Sales Application - Microsoft Internet Explorer provided by MCL = 3
Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
MOSES ID 114882
CUSTOMER NAME : Truffle Miler Update Customer
” Fishing ” ” Hunting ”
[ 1762 1-Day Fish ($12.00) = ¥ 1749 Res Small Game Hunt (§15.00) =
[~ 1822 Comp Fishing/Brain Injury (50.00) T 1713 Migratory Waterfowl Hunt ($3.25)
" 1783 Res Fish ($22.00) " 1704 Pheasant Hunt Permit (§18.00)
™ 1818 Res Blind Fish ($0.00) [ 1479 Expand Archery Antlered ($33.00)
I 1816 Fish (T-12, 55604, 34B) (§0.00) [ | [ 1478 Expand Archery Antlerless ($13.00) [ |
” Combo ” ” Others ”
[ 1815 Comp Paraplegic License ($0.00) = [T 1801 Duplicate Rec License (50.00)
[ 1814 Comp Res Disable et Lic. ($0.00) [T 1745 Supersport ($20.00)
[T 1744 Res Fish/Archery ($39.00)
[ 1807 Indian License ($0.00)
[T 1751 Res Fish/Hunt ($39.00) E
@ 2004
License Year
© 2005
Done

Figure 57: Recreational Sales Screen

6. Select a License Year by clicking the radio button next to the year during
which the license to be duplicated is valid.

-05 -
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Dup“cat”‘]g a Recreanona' or Commerc|a| Maine Online Sportsman’s Electronic System

License

NOTE: Click Can-
cel Order at any
time to cancel the
transaction and
return to the Main
Menu screen.

MOSES Sales Application User Manual
Version 6.02

In the Others section, select the check box next to the items to be
duplicated. Click OK on any message boxes that may appear.

In some cases, you will be prompted for additional information. Fill in
the information and click Submit on the screens that display to continue.

Click Done or Show Cart to go to the Shopping Cart screen and verify the
item to be duplicated is listed.

Click Done or Check Out in the Shopping Cart screen to go to the Check
Out screen and proceed with check out. See “Check Out: Finalizing the
Purchase” on page 80.

Certain duplicate licenses do not require a fee, however, the check out
process must still be completed in order to print out the duplicate
license.

MCI Government Application Solutions
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NOTE: The Main
Menu is the first
screen that
appears after you
log in to MSA.

Duplicating a Miscellaneous or Lifetime License

Occasionally miscellaneous (complimentary licenses) or Lifetime licenses (see
“Lifetime Licenses” on page 57) are lost, stolen or destroyed and need to be
replaced by creating a duplicate license. A customer may be charged a fee and the
Agent receives their standard fee when a duplicate license is issued.

Before issuing a duplicate license, it is recommended that you verify that the
customer requesting the license is the valid holder of the license and that the
license is valid for the current license year. See “Viewing Current Licenses Held”
on page 86 for instructions on viewing a list of current licenses held.

To Duplicate a Miscellaneous or Lifetime License

1. Click Duplicate Licenses on the Main Menu screen.

The Duplicate Licenses screen appears, as shown in Figure 58.

3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI ;Iglll

Duplicate Licenses

Duplicate Miscellaneuos Licenses
Duplicate Lifetime Licenses

Main Menu

Figure 58: Duplicate Licenses Screen

2. Depending on the license being duplicated, click Duplicate Miscellaneous
Licenses or Duplicate Lifetime Licenses. The Customer Search screen
appears, as shown in Figure 59.

MCI Government Application Solutions
-97 - December 6, 2004 2:31 pm DEM



MCL

1 i i i i Maine Online Sportsman’s Electronic System
D_upllcatlng a Miscellaneous or Lifetime B e e W)
License Version 6.02

NOTE: Only

IF&W personnel

can d uplicate 3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI _' i |EI|1|
commercial 3 s 3 =l
licenses Back Find Customer ¥iew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
| Individual Search
|Moses D ||| | Submit I
OR
|Driver's License No | j || | Submit ”
OR
|SSN (MO0 || | Subrnit ”
OR
Last Name ||
|First Name || Submit |
DOB ( MM/DDYYYY ) (i
OR
|Document No || | Submit ”
Choices are listed in the order of preference,
Clear |
E

Figure 59: Customer Search Screen

3. Perform a search and select the individual or business whose license is to
be duplicated (see “Locating a Customer, Business or Registration
Record” on page 23). Depending on the record being selected, the
Customer Details or Business Details screen appears. Figure 60 is an
example of the Customer Details screen.

MCI Government Application Solutions
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ZJ MOSES Sales Application - Microsoft Internet Explorer provided by MCT .
Back Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Customer Details
[Personal Details | |Mai|ing Address Same as Residence Address | |
LestHama SMITHE Address Line 1 [F55 FEDERAL FURNACE RD
First Name DONALD Address Line 2
NiddlsName R City / Town FLYMOUTH
Suflx Bl State MASSACHUSETTS |
Genyer Male | P 02360 [4764
Height 5 i1 in. Postal Code R L |
Weight 200 Ibs. Country SA
Hair GREY =
|Residence Address Same as Mailing Address I
Eyes BLUE =
DOB(mm/dedAyyy) T [ Address Line 1 [566 FEDERAL FURNACE RD
SSH (xxxRRRRXX) Address Line 2
Driver's License No T City / Town PLYMOUTH
Moses ID 114174 State MASSACHUSETTS j
Provided one of the following I_LI P 02360 -J47B4
proofs of residency? Postal Code
PROOFS: 1,Driver's License, 2. \oter Registration Card, 3.5tate Income Tax
Return, 4.In-State Vehide Registration, 5.Military ID.Member ar Country LUSA
spousefchild of member of US Armed Farces stationed in Maine
| certify this customer provided Telephone L a
the item selected ahove as proof [ E_Mail Address |

of residency

Are you an Alien? 2

Are you a Serviceman or l__l' | |
spouse/child of Serviceman?

Type of Affidavit Others j

Control No

Are you a Convicted Felon? e

Do you possess a permit to carry al__l'
firearm?

[ 1 anal Racidanca ||

Figure 60: Customer Details Screen (Partial View)

4. Verify that this is the correct customer, and that all information is
current.

If this is not the correct customer, perform another search with new
search criteria (see “Locating a Customer Record” on page 25) or update
the information before proceeding (see “Updating Customer
Information” on page 49).

5. Click Duplicate Holdings, located at the bottom of the screen. The
Duplicate Holdings screen appears listing the current miscellaneous or
Lifetime licenses that can be duplicated, as shown in Figure 61.

MCI Government Application Solutions
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2 MOSES Sales Application - Microsoft Internet Explorer provided by MCI

=10l x|
|
Back Find Customer Duplicate Holdings Show cart Check Out Cancel Order Logout
Duplicate Holdings
MOSES ID : 114859 CUSTOMER NAME : Jessie Miller
| Item Code ‘ Item Description | Document 1D ‘ Valid From | Valid To ‘ License Year ‘ Amount § ‘ Duplicate ‘
REE Res Small Game Hun| 110753 | 094072004 | 12/31/2004 E R T

] lr\bnx-M\crnml B RE: ThanksF... | B4 RE: accass tnml 152 Jasc Paint shm| £ MOSES Sales | £ MOSES Sale... ) :\Disc 3 Fish... | [} Adabe Frame
Figure 61: Duplicate Holdings Screen

6. Select the check box in the Duplicate column next to each license to be
voided, and then click Submit. The Shopping Cart screen appears, listing
the license to be duplicated, as shown in Figure 62.

A MOSES Sales Application - Micrasoft Internet Explorer provided by MCI

=10l x]|
Back Find Customer Void Holdings Show Cart Check Out Cancel Order Logout
MOSES ID : 114882  CUSTOMER NAME : Truffle Miler DOB: 03/27/1963
S i q 5 3 Excise | Sales Tax
Item Description Valid From | Valid To Lic Year | Quantity |State Fee(})} |Agent Fee(}) Tax($) ) In Cart
| 1749 Res Small Game Hunt | 0902004 | 1291000 | 204 [ 1 | aso0 | a0 | om | om | R
|Suhlma| Before Taxes ‘$I*1E oo
[Total Tax lsfoo0
fTotsl lsz00
DONE

Figure 62: Shopping Cart Screen for Duplicated License

NOTE: Click Can- 7.
cel Order at any

time to cancel the

transaction and

return to the Main

Menu screen.

Click Done or Check Out in the Shopping Cart screen to go to the Check
Out screen and proceed with check out. See “Check Out: Finalizing the
Purchase” on page 80.
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Certain duplicate licenses do not require a fee. However, the check out
process must still be completed in order to print out the duplicate
license.

MCI Government Application Solutions
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Voiding Licenses

Licenses can only be voided on the same date of purchase through the point of
sale or Agent who sold the license. The voided license must be returned to the
Agent. The customer is then reimbursed any fees paid for the license. After 24
hours, the license can only be voided by authorized IF&W personnel. The voided
license does not need to be turned in, but no fees are reimbursed.

If fees are reimbursed for a voided license, the reimbursement is in the same
form used to purchase the license. For example, if the license was purchased
using a credit card, the reimbursed fees are credited back to the same credit card
account.

The following conditions apply when voiding a license document:

 An Agent may not be able to void a document sold through another
Agent’s business.

* Lifetime licenses cannot be voided.

» All documents being voided as part of a single transaction must have the
same payment type and payment mode to be voided.
To Void a License on the Date of Purchase

1. Click Void License on the Main Menu screen. The Customer Search
screen appears, as shown in Figure 63.
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/3 MOSES Sales Application - Microsoft Internet Explarer provided by MET I =]
Find View Show Check Sales Cancel

Back  cystomer Holdings Cart Out Menu Order Logout

‘ Individual Search

Moses 1D [ [Buamit]
OR

[Driver's License No | |_susmi ‘
OR.

IS poocooon [ |_susmi ‘
OR.

‘LHSI Name ||

[First Hame [ Submit

DoB (MM/DDYYYY) [
OR.

‘Documenl No || |MI

‘ Business Search

Moses 14 [ |_susmi
OR.

‘Business Name ‘I | Submit ‘
OR.

[Business Tax!d I |_susmi ‘

Choices are listed in the order of preference.

Clear

Figure 63: Customer Search Screen

Perform a search and locate the record for the individual or business
voiding a license (see “Locating a Customer, Business or Registration
Record” on page 23). Depending on the record selected, the Customer
Details or Business Details screen appears with a Void Holdings button
at the bottom of the screen, as shown in Figure 64.
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; |

SSN fxxxxxscnx) f‘.‘"'"f“ 123 MAIN STREET B
Driver's License Noj = Al(lll(fres-ﬁ l—

3 MOSES Sales Application - Micrasoft Internet Explorer provided by MCE

Moses ID 114882 Line 2
City /
Met one of the ALBANY
following proofs of [ Yes ~ Town
residency? State | MAINE |
PROOFS: 1.Maine Driver's License,? Maine Yoter 7IP |

Registration Card,3.Maine Income Tax Return,4,Maine
Vehicle Registration,5.Nonresident Servicernan Postal

permanently stationed in Maine . Active-duty Resident | oo

Servicemnan stationed outside of Maine,7.Spouse ar

child of active-duty resident serviceman statianed Country  [UNITED STATES

outside of Maine,8.Known to me as a resident of the

State of Maine, Telephone, ] ]

I certify this E-Mail

customer has met Address

one of the above [V
conditions of

residency
Are you an Alien? |No r
Are you a

serviceman or
spouse/child of a
serviceman on
active duty in
Maine?

Are you a l__['
Convicted Felon? Mo
Do you possess a

permitto carry a | Yes ¥

firearm?

Tribes Mone 2
Legal Residence
CityTown [ALBANY Look Up Geo Code  Geo Code [17802

State [manE =l

Country  |UNITED STATES

Mo =

“oid Holdings | Repeat Search |

Figure 64: Customer Details Screen With Void Holdings Button (Partial View)

3. Click Void Holdings. The Void Holdings screen appears, as shown in
Figure 65.
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careful that the
correct license is
being voided.
Once voided, it
cannot be reacti-
vated.

A MOSES Sales Application - Micrasoft Internet Explorer provided by MCI

Back Find Customer Void Holdings Show Cart

MOSES ID : 114882 CUSTOMER NAME : Trufie Hiiler

Maine Online Sportsman’s Electronic System
MOSES Sales Application User Manual
Version 6.02

=loix|
B

Check Out Cancel Order Logout

‘ Item Code | Item Description

‘ Document ID |Va|id From | Valid To | License Year |Amnum$ |Vuid

[ 1729 [ Res Smal Game Hunt | 110753 | 08102004

[1omzone | 204 [ B0 [T

Submit

Figure 65: Void Holdings Screen

4. Select the check box in the Void colum
and then click Submit. The Shopping

n next to each license to be voided,
Cart screen appears, listing the

license to be voided, as shown in Figure 66.

A MOSES Sales Application - Micrasoft Internet Explorer provided by MCI

Back Find Customer Void Holdings

Show Cart

Shopping Cart

=lolx|

Check Out Cancel Order Logout

MOSES ID : 114882  CUSTOMER NAME : Truffle Miler

DOB: 03/27/1963

‘ Item Description ValidFrnm| Valid To |LicYear Quantity | State Fee($) |Ageanee($)| 2:';‘; Sa"::;“ In Cart
| 1749 Res Small Game Hunt | 0902004 | 1291000 | 204 [ 1 | aso0 | a0 | om | om | R

[Bubtotal Before Taxes: gfT200

[Total Tax lsfoo0

fTotsl lsz00
DONE

Figure 66: Shopping Cart Screen for Voided License

The fee for the license displays as a negative number to indicate a
reimbursement if the license is being voided on the same day as it was
purchased.
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NOTE: Click Can- 5. Click Done or Check Out in the Shopping Cart screen to go to the Check
cel Order at any Out screen and proceed with check out. See “Check Out: Finalizing the

time to cancel the

: Purchase” on page 80.
transaction and

return to the Main Complete check out to void the license and reimburse any fees due the
Menu screen. customer. At this time, the voided license must be retrieved from the
customer.
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Version 6.02

Click Admin Void License on the Main Menu screen. The Customer

Search screen appears, as shown in Figure 67.

ZAMOSES Sales Application - Micrasoft Internet Explorer provided by MEL

~=10lx|

Find View Show Check Sales Cancel
Customer Holdings Cart Out Menu Order

Customer Search

Back

Logout

Individual Search

Moses 10 I (|
[el5}

‘Driver's License No = || | Submit ‘
QR

‘SSN (HXXHNHHNK) || | Submit ‘
QR

Last Name

First Name Submit

DOB ( MM/DD/YYYY ) i
QR

‘DocumentNo || | Submit

‘ Business Search

Moses 14 [ [ Bubrit
QR

‘BusineﬁName ‘l | Submit ‘
QR

‘BusineﬁTnxl(l || | Submit ‘

Chaices are listed in the order of preference.

Clear

El

Figure 67: Customer Search Screen

Perform a search and locate the record for the individual or business
voiding a license (see “Locating a Customer, Business or Registration
Record” on page 23). Depending on the record selected, the Customer
Details or Business Details screen appears with a Void Holdings button

at the bottom of the screen, as shown in Figure 68.
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; |

SSN fxxxxxscnx) f‘.‘"'"f“ 123 MAIN STREET B
Driver's License Noj = Al(lll(fres-ﬁ l—

3 MOSES Sales Application - Micrasoft Internet Explorer provided by MCE

Moses ID 114882 Line 2
City /
Met one of the ALBANY
following proofs of [ Yes ~ Town
residency? State | MAINE |
PROOFS: 1.Maine Driver's License,? Maine Yoter 7IP |

Registration Card,3.Maine Income Tax Return,4,Maine
Vehicle Registration,5.Nonresident Servicernan Postal

permanently stationed in Maine . Active-duty Resident | oo

Servicemnan stationed outside of Maine,7.Spouse ar

child of active-duty resident serviceman statianed Country  [UNITED STATES

outside of Maine,8.Known to me as a resident of the

State of Maine, Telephone, ] ]

I certify this E-Mail

customer has met Address

one of the above [V
conditions of

residency
Are you an Alien? |No r
Are you a

serviceman or
spouse/child of a
serviceman on
active duty in
Maine?

Are you a l__['
Convicted Felon? Mo
Do you possess a

permitto carry a | Yes ¥

firearm?

Tribes Mone 2
Legal Residence
CityTown [ALBANY Look Up Geo Code  Geo Code [17802

State [manE =l

Country  |UNITED STATES

Mo =

“oid Holdings | Repeat Search |

Figure 68: Customer Details Screen With Void Holdings Button (Partial View)

3. Click Void Holdings. The Void Holdings screen appears, as shown in
Figure 69.
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2 MOSES Sales Application - Microsoft Internet Explorer provided by MCT e Y =] )
|

Back Find Customer Void Holdings Show Cart Check Out Cancel Order Logout

Yoid Holdings
MOSES ID : 114882 CUSTOMER NAME : Truffle Miler
‘ Item Code | Item Description ‘ Document ID | Valid Frem | Valid To | License Year |Amnum$ |Vuid
| 1749 | ResSmallGamerumt | 110763 | 09407004 [12¢172004 [ 2004 | 80 [ O
Submit

<]

Figure 69: Void Holdings Screen

4. Select the check box in the Void column next to each license to be voided,
and then click Submit. The Shopping Cart screen appears, listing the
license to be voided, as shown in Figure 70.

A MOSES Sales Application - Microsoft Internet Explorer provided by MCL i [=] 3

Back Find Customer Void Holdings Show Cart Check Out Cancel Order Logout

Shopping Cart

MOSES ID : 114882  CUSTOMER NAME : Truffle Miler DOB: 03/27/1963

‘ Item Description ValidFrnm| Valid To |LicYear Quantity | State Fee($) |Ageanee($)| 2:';‘; Sa"::;“ In Cart
1749 Res Small Game Hunt | 0902004 | 12312006 | 200 [ 1| | Lo f v

[Bubtotal Before Taxes: gfT200

[Total Tax lsfoo0

fTotsl lsz00
DONE

Figure 70: Shopping Cart Screen for Voided License

If the license is being voided after 24 hours has passed, no fees are
reimbursed.
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NOTE: Click Can- 5. Click Done or Check Out in the Shopping Cart screen to go to the Check
cel Order at any Out screen and proceed with check out. See “Check Out: Finalizing the

time to cancel the
transaction and
return to the Main Checkout must be completed to void the license. No fees are reimbursed

Menu screen. and the customer is not required to turn in the voided license.

Purchase” on page 80.
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Several sports-related vehicles can be registered and the registration managed
using MSA. Vehicles registered through this application include boats, All

Terrain Vehicles (ATVs) and snowmobiles.

Usually only new registrations are added to the MOSES system. However, in rare
instances, a legacy registration record that is not in the system may need to be

added.

This section contains the following topics:

« “Viewing Vehicle Registration History” ... ................. page 112
e “Registeringa New Vehicle” ............................. page 114
e “Changing the Vehicle Type”. ... ... .. . page 122
e “Renewing a Registration”. .................. ... .. ...... page 126
e “Transferring Registration Between Vehicles”.............. page 130
e “Rolling Over Registrationtoa New Owner” ................ page 135
e “Upgrading Boat Registration” .. ......................... page 141
e “Modifying an Existing Registration” ... .................. page 146
e “Reactivating a Registration” ................ .. .. ... ... page 148
e “Duplicate Registrations” . .......... ... ... page 150
e “Reprinting a Registration”. .......... .. ... ... ... .. ... page 153
e “Attaching a Notice of Transfer”.......................... page 156
e “Voiding Registrations” . . ......... ... . . page 158
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Viewing Vehicle Registration History

You can view a list of registration transactions associated with a vehicle at any
time. The information that displays is for the vehicle selected only and not for all
vehicles owned by a single owner. To view information for several vehicles
owned by a single owner, search for each vehicle using the owner’s name as
search criteria as described in “Locating a Vehicle Registration Record” on

page 34.

To View a Vehicle's Registration History

1. Perform a search and select the vehicle. See “Locating a Vehicle
Registration Record” on page 34. The Registration Details screen appears
listing detailed information, as shown in Figure 71.

2 MOSES Sales Application - Microsoft Internet Explorer provided by MCT (&%
Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout
Registration Details
Registration No 6E604 Status Expiration Date 06/30/1997
Permanent Sticker No Source BULL Start Date/Time 05/31/1995
Event type RENEWWAL
Vehicle Type BOAT Vehicle Serial Noo000001340938T027215 HorsePower100
Make Code 99 Make Name BROWHING ModelYr. 75
Status 0-Active Yehicle Color Yehicle History
Boat Details
Classification| ~bove 50 7 | Boat Type 1-OPEM Hull2-FIBERGLASS Fuel 1-GAS
Boat Length 17 Propulsion 3-INOUT Use 1-FLEASURE  Water1-FRESH
Owiner Info
Personal Details Mailing Address
LestHama COOKSON AddressLinel R 1BOX 5264
First Name SCOTT Address Line? |
Middle Name A City FRANKFORT
Sufllx State MAINE
Semer ) P 04435 -
Height ft.0 in.0 Postal Code
Eyt.!s Country
Hair Resid Add
esidence ress
DOB{mm/ddryyyy) 04/30/1957
Address Line1
SSH Y
Driver's License No A.ddres RinsZ
Moses ID 114133 City
Legal address State
Ol merennsnT Zp - |

Figure 71: Registration Details Screen (Partial View)

2. Click Vehicle History in the Vehicle Info section. The Vehicle History
screen appears, as shown in Figure 72.
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/A MDSES Sales Application - Microsoft Internet Explorer provided by MCI =& x|
B
Vehicle Histor
Current O : SCOTT COOKSON A
VehicleType:: BOAT R::::n w;lzrlus 8 Mon Resident
Vehicle Serial No : 0000001340936T027215 ¥ ’
Vehicle Make : BROWNING
Vehicle Year : 7a 5 }
Current Vehicle Status : ACTVE Current Registration
Status :
Rey | Reg Start | Reg End ‘ : Event First Last Middle | Date of | Business
No Date ‘ Date Eeu Exsnilype ‘RESME"‘ Date/Time | Name Name Hame Sufe Birth Hame Sl
(68694 [ 05/311896 || 06/30/1997 | REMEWAL [ [ [ scotT [cookson| A | [04/301957 | [ BULL
ROLLOVER (MEW OWHER
‘BEBSA|DEI23/1BBE ‘ne:anmsae | ~EXISTING MACHINE) ‘ | ‘ sCOTT ‘COOKSON‘ A | ‘DMEDMBE?‘ |EULL
(68684 [ 07011894 | 06/30/1995 | REMEWAL [ [ [ Davip | TRUST | K | [07/1411980 | [BULL
(68684 [ 07/m1/1894 | 06/30/1995 | REMEWAL [ [ [ Davip | TRUST | K | [07141980 | [ BULL
(68694 [ 05261892 || 06/30/1993 | REMEWAL [ [ [Davip | TRUST | K | [071411980 | [ BULL
ROLLOVER (MEW OWNER
‘EEBSA|DEQ5/1991 ‘ne:anmsaz | ~EXISTING MACHINE) ‘ | ‘ DAVID ‘ TRUST ‘ K | ‘nmmaen‘ |EULL
[6869A [ 06/231991 [12/31/1987 | NOTICE OF TRANSFER | [ [PATRICK [KEMNEDY | H | [09/26/1935 | [ BULL
(68694 | 0BM2/1986 |[ 123171987 | REMEWAL [ [ [PATRICK [KEMNEDY | H | [09/26/1935 | [ BULL
Back
|

Figure 72: Vehicle History Screen

Each row represents a single registration transaction.
3. Click Back to return to the Registration Details screen.

-OR-

To perform a specific registration task, see the following section:
* “Registering a New Vehicle” on page 114
* “Renewing a Registration” on page 126
* “Transferring Registration Between Vehicles” on page 130
* “Rolling Over Registration to a New Owner” on page 135
e “Upgrading Boat Registration” on page 141
* “Modifying an Existing Registration” on page 146
» “Reactivating a Registration” on page 148
» “Duplicate Registrations” on page 150
* “Reprinting a Registration” on page 153
« “Attaching a Notice of Transfer” on page 156
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Registering a New Vehicle

Before registering a new vehicle, perform a search to make sure the vehicle is not
already registered. It is recommended that you search using the Vehicle
Identification Number (VIN). This is the fastest and surest way to locate an
existing record. This ensures that duplicate registration records for the same
vehicle are not created.

Vehicle registration involves entering two categories of information: vehicle
details and owner details. For each, you perform a search and add the vehicle
and/or owner information as needed.

Certain fields are mandatory and must be filled in to successfully create a new
record. Mandatory fields display with blue labels.
To Register a New Vehicle

1. Perform a search to verify that the vehicle is not already in the MOSES
system. See “Locating a Vehicle Registration Record” on page 34.

The Registration Lookup screen appears, displaying the message “No
record found...” (Figure 73) or the Registration Search Results screen

appears.
B MOSES Sales Application - Microsoft Internet Explorer provided by MCT : =13
=l
Back Find Registration Find ¥ehicle Show Cart Check Out Sales Menu Cancel Order Logout
Registration Looku
Choices are listed in the order of preference.
‘Registration No || ‘ Submit |
QR
Vehicle Serial l—
Number | MI |
QR
Sticker No
Submit
Year
QR
Moses 1D I |_submit |
QR
Last Name
First Name Submit |
DoB
{ MM/DD/YYYY )
QR
Business Name || ‘ Submit |
No records found for this search criteria
Clear | Create New Vehicle |
|

Figure 73: Registration Lookup Screen - No Record Found

2. Click Create New Vehicle. The Vehicle Search screen appears, shown in
Figure 74. Using the Vehicle Search screen, check to make sure that a
vehicle profile does not already exist in the system.

MCI Government Application Solutions
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A vehicle profile is created when information for vehicles not registered
with the DMV is entered into the MOSES system. For example, if a
vehicle is stolen from a dealership. If a vehicle profile exists for the
vehicle you are creating a registration for, select it before proceeding. If
you do not, the existing profile record and the registration record will list
duplicate information in MOSES.

/A MOSES Sales Application - Micrasoft Internet Explorer provided by MET e I ] 54
Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout
Vehicle Search
Vehicle Serial No |
el

Figure 74: Vehicle Search Screen

3. In the Vehicle Serial Number field, enter the vehicle’s VIN and click
Submit.

Different screens appear depending on the results of the search:

» If no matching vehicle profile is found, a “No record found”
message and a Create New Vehicle button appear on the screen,
as shown in Figure 75. Click Create New Vehicle to display the
Vehicle Details screen with blank fields. Go to Step 4.

» If a matching vehicle profile is found, the Vehicle Details screen
appears listing the vehicle information, as shown in Figure 76.

MCI Government Application Solutions
- 115 - December 6, 2004 2:31 pm DEM



MCL

Reg iste ri ng a New Ve h iCle Maine Online Sportsman’s Electronic System
MOSES Sales Application User Manual
Version 6.02
2 MOSES Sales Application - Microsoft Internet Explorer provided by MCI o ] B3}
=
Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout
Vehicle Search
Vehicle Serial No 2396709839207 438
Submit | Cancal | Create New YVehicle |
Ho Vehicle found for the Vehicle Serial Humber - 2395789839207438
.c|
Figure 75: Vehicle Search Screen - No Record Found
2} MOSES Sales Application - Microsoft Internet Explorer provided by MCI e ~=|of x|
B
Back Find Registration Find Vehicle Shows Cart Check Out Sales Menu Cancel Order Logout

NOTE: Vehicle
information is not
saved until you
complete the
transaction.

¥ehicle Details
Yehicle Info

Vehicle Type = VYehicle Serial No  [2395789639207 438 Horsepower
Make Code l_;[ Make Name | Model Yr.
Status ID-ACWE j Vehicle Color hd
Boat Details
Classification |10 ~ |Boat Type ~|Hull = Fuel it
Boat Length Propulsion = Use | jWaterl j
Registration No Registration Status Registration Expiry Date
Subrit | Repeat Search |

Figure 76: Vehicle Details Screen with Information Filled in

4. In the Vehicle Details screen, fill in vehicle information.

Enter information by typing in or selecting an option from the drop-
down lists as described in the following table. Fields with blue labels are
mandatory and must be filled in.

Vehicle Info Description

Vehicle Type Options are ATV, Boat, Snow (mobile), Nonresident
Snow, Antique Snow, Homemade and Unknown.

Vehicle Serial No. Vehicle serial number.

Horsepower Vehicle horsepower.

Make Code Code that identifies the make of the vehicle.
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Vehicle Info

Description

Make Name

Vehicle make.

Model Yr

Vehicle model year.

Status

Options are: Active, Lost/Stolen,
Discontinued-Removed From State, Documented,
Destroyed, Ready to Register.

Vehicle Color

Vehicle color.

If the vehicle being registered is a boat, in the Boat Details section,
include the additional information as described in the following table:

Boat Details

Description

Classification

Class that describes the boat.

Boat Type

Open, Cabin, Sail, Canoe, Houseboat, Other,
Pontoon or PWC.

Hull

Wood, Fiberglass, Metal, Inflatable, or Other

Fuel

Gas, Diesel or Other.

Boat Length

Length of the boat

Propulsion Out (outboard), In (Inboard) or Inout.

Use Pleasure, Commercial Fish, Commercial
Passenger, Rent, DIr/Mfr (Dealer/
Manufacturer) or Other.

Water Fresh, Sal, or Both.

Registration No. Displays registration number after the boat is
registered.

Registration Status Displays registration status after the boat is
registered.

Registration Expiry Date Displays registration expiration date.

5. Click Submit on the Vehicle Details screen. The Customer Search screen
appears, as shown in Figure 77, appears. This screen is used to find or
add information about the vehicle’'s owner.
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3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI i |EI|1|
Back Find Customer ¥iew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Customer Search

| Individual Search
|Moses D ||| | Submit I
OR
|Driver's License No | j || | Submit ”
OR
|SSN (MO0 || | Subrnit ”
OR
Last Name ||
|First Name || Submit |
DOB ( MM/DDYYYY ) (i
OR
|Document No || | Submit ”
Choices are listed in the order of preference,
Clear |

Figure 77: Customer Search Screen

6. Perform a search for the vehicle’s owner and select the owner if their
information is already in the system. See “To Search for an Individual
Customer” on page 25.

If the vehicle owner is not found, add the owner as a new customer as
described in “Adding a New Customer” on page 46.

7. After a new customer record is created, or the current record displayed is
verified as the correct one, click Submit on the Customer Details screen.
The Registration Details screen appears, as shown in Figure 78.
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Sales Application - Microsoft Internet Explorer provided by MCT =l&x

Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout ]

Back

Registration Details

Registration Info

Registration No 6E604 Status Expiration Date 06/30/1997
Permanent Sticker No Source BULL Start Date/Time 05/31/1995
Event type RENEWWAL

Vehicle Info

Vehicle Type BOAT Vehicle Serial Noo000001340938T027215 HorsePower100

Make Code 99 Make Name BROWHING Model Yr. 75
Status 0-Active Yehicle Color Yehicle Histor
Boat Details
Classification| ~bove 50 7 | Boat Type 1-OPEM Hull2-FIBERGLASS Fuel 1-GAS
Boat Length 17 Propulsion 3-INOUT Use 1-FLEASURE  Water1-FRESH
Personal Details Mailing Address
LastHaine COOKSON AddressLinel R 1BOX 5264
FiistNarie SCoTT Address Line2 —
Middle Name s City FRANKFORT
Suffiz State MAINE
Semer ) P 04438 -
Height ft.0 in.0 Postal Code
Eyt.!s Country
Hair o T
DOB(mmiddiyyyy)  04/30/1957 kealdence Aldrezs
Address Linel
SSH !
Driver's License No A.ddres RinsZ
Moses ID 114133 City
Legal address State
7 bl = =

Figure 78: Registration Details Screen (Partial View)

The Vehicle Info and Owner Info sections of the screen display the vehicle
and owner information. Change the information that displays as needed.

In the Registration Info section, enter the Registration No and Permanent
Sticker No for the vehicle in the appropriate fields.

Select the Fee Exempt check box if the vehicle owner is exempt from
paying registration fees for this vehicle. Contact IF&W for more
information about exemptions.

. Click Submit when all registration information is entered. The

Registration Items screen appears, as shown in Figure 79.
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‘3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI T =1al x|
|
Find Reqistration Find ¥ehicle Show Cart Check Out Sales Menu Cancel Order Logout
| @ [2004 1578 Resident Snowmobile Registration ($33.00)
| Addta Cart
|

Figure 79: Registration Items Screen

11. Select the radio button next to the item, then click Add to Cart. The

Shopping Cart screen appears with the item listed, as shown in Figure
80.

2§ MOSES - Front Counter Sales - Microsoft Internet Explorer provided by MCI o g o x|

Find Registration Find vehicle Show Cart Check Qut Sales Menu Cancel Order Logout

Shopping Cart

MOSES ID : 114143  CUSTOMER NAME : ALDEN WEBBER DOB: 027231920

Recreational Sales | Commercial |
e ¢ 0 i _ Excise |Sales Tax
Item Description Valid From | Valid To Lic Year | Quantity |State Fee($) |Agent Fee($) Taxi$) ® In Cart
15680 Res ATV Redistration | 12012008 | oeAne004 | 2004 | 1 | =3 | 10 | o | mm | @

Subtotal Before Taxes: $W

Tatal Tax: §{10.00

Tatal: §{44.00
DONE

Figure 80: Shopping Cart Screen with Registration Item

12. Verify that the shopping cart is correct.

To remove an item, select the corresponding check box in the In Cart
column.

To add an item, click Recreational Sales or Commercial and select
additional items. You can also click Sales Menu and select another sales
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task to include in this transaction. See “Selling Licenses and
Merchandise” on page 55.

NOTE: Click Can- 13. Click Done or Check Out in the Shopping Cart screen to go to the Check
cel Order at any Out screen and proceed with check out as described in “Check Out:

time to cancel the Finalizing the Purchase” on page 80.
transaction and

return to the Main
Menu screen.
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Changing the Vehicle Type

Occasionally, the type of vehicle registered will need to be changed. Whenever a
new vehicle type is entered, the new vehicle must be registered and a fee
collected. If the vehicle type was entered in error, the new vehicle must be
registered, but the fee can be waived by checking the Fee Exempt check box in
the Registration Info screen.

To Change the Vehicle Type

1. Perform a search and select the registration record to be changed. (See
“Locating a Vehicle Registration Record” on page 34.) The Registration
Details screen appears, as shown in Figure 81.

2} MOSES Sales Application - Microsoft Internet Explorer provided by MCT -3

I» Hx

Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Registration Details
Registration Info

Registration No 6E604 Status Expiration Date 06/30/1997
Permanent Sticker No Source BULL Start Date/Time 05/31/1995
Event type RENEWWAL

Vehicle Type BOAT Vehicle Serial Noo000001340938T027215 HorsePower100
Make Code 99 Make Name BROWHING Model Yr. 75
Status 0-Active Yehicle Color Yehicle Histor
Boat Details

Classification| ~bove 50 7 | Boat Type 1-OPEM Hull2-FIBERGLASS Fuel 1-GAS
Boat Length 17 Propulsion 3-INOUT Use 1-FLEASURE  Water1-FRESH

Owiner Info

Personal Details Mailing Address
Last Hame COOKSON Address Linel  RR 1 BOX 5264
First Name SCOTT Address Line2 =
Middle Name s City FRANKFORT
Suffix State MAINE
Gender 7Ip 04438 -
Height ft.0 in.0 Postal Code
Eyt.!s Country
Hair id dd
DOB(mm/ddiyyyy) 0443071957 Residence Address
Address Line1
SSH 3
Driver's License No A.ddres LineZ
Moses ID 114133 City
Legal address State
ClesToim  ssmeernane P S -

Figure 81: Registration Details Screen (Partial View)

2. Verify that the correct vehicle is displayed, then click Submit. The
Registration Event screen appears, as shown in Figure 82.
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A MOSES Sales Application - Microsoft Internet Explorer provided by MCI =100 x|
Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout
Reqgistration Event
New Non-Resident Snove
Nevs Registration
{Change Vehicle Type)

Notice of Transfer
Rollover
Duplicate

Transfer To
Change Information
Renewal

Figure 82: Registration Event Screen

3. Click New Registration (Change Vehicle Type) on the Registration Event
screen. The Registration Details screen reappears with editable fields.

4. Type the amount of tax collected in the Collected Tax field, then change
the data in the Vehicle Info section of the screen.

5. Verify that the information on the screen is correct, then click Submit.
The Registration Item screen appears, as shown in Figure 83, listing the
price of the new registration.

If any information needs to be updated, make the changes as described in
“Modifying an Existing Registration” on page 146, then click Submit.
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‘3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI i =1al x|
=l
Find Reqistration Find ¥ehicle Show Cart Check Out Sales Menu Cancel Order Logout
| @ [2004 1578 Resident Snowmobile Registration ($33.00)
| Addta Cart
E
Figure 83: Registration Item Screen
6. Select the radio button next to the item listed, then click Add to Cart.
The Shopping Cart screen appears, as shown in Figure 84.
ZJMOSES Sales Application - Microsoft Internet Explorer provided by MCI i - =1al x|

Find Reqistration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Shopping Cart

MOSES ID: 114181  CUSTOMER NAME : ROCK GRENIER DOB: 02/11/1960 P [ | e |
Aot i 4 5 & Excise | Sales Tax
Item Description Valid From Valid To Lic Year | Quantity  State Fee($) |Agent Fee($) Tax($) ) In Cart
1480
BoatUptolOHspRegistration| 12/06/2003 | 12/31/2004 2004 1 5.00 1.00 10.00 10.00 W

Subtotal Before Taxes: $W

Total Tax: §{10.00

Tatal: §{20.00
DONE

Figure 84: Shopping Cart Screen With Change Registration Item

7. Verify that the shopping cart is correct.

To remove an item, select the corresponding check box in the In Cart
column.
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To add an item, click Recreational Sales or Commercial and select
additional items. You can also click Sales Menu and select another sales
task to include in this transaction. See “Selling Licenses and
Merchandise” on page 55.

Click Done or Check Out in the Shopping Cart screen to go to the Check
Out screen and proceed with check out as described in “Check Out:
Finalizing the Purchase” on page 80.
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Renewing a Registration

Registrations expire on a pre-determined date. A registration can be renewed
prior to its expiration by setting a new date of expiration. For example, if a
registration is set to expire on January 30, 2004, the registration can be renewed
so that it now expires on January 30, 2005. Registrations cannot be renewed
after the expiration date has passed. If the expiration date has passed, the
customer will need to purchase a new registration.

To Renew a Registration

1. Perform a search and select the registration to be renewed. (See
“Locating a Vehicle Registration Record” on page 34.) The Registration
Details screen appears, as shown in Figure 85.

2 MOSES Sales Application - Microsoft Internet Explorer provided by MCT (&%
Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout
Registration Details
Registration No 6E604 Status Expiration Date 06/30/1997
Permanent Sticker No Source BULL Start Date/Time 05/31/1995
Event type RENEWWAL
Vehicle Type BOAT Vehicle Serial Noo000001340938T027215 HorsePower100
Make Code 99 Make Name BROWHING ModelYr. 75
Status 0-Active Yehicle Color Yehicle History
Boat Details
Classification| ~bove 50 7 | Boat Type 1-OPEM Hull2-FIBERGLASS Fuel 1-GAS
Boat Length 17 Propulsion 3-INOUT Use 1-FLEASURE  Water1-FRESH
Owiner Info
Personal Details Mailing Address
LestHama COOKSON AddressLinel R 1BOX 5264
First Name SCOTT Address Line? |
Middle Name A City FRANKFORT
Sufllx State MAINE
Semer ) P 04435 -
Height ft.0 in.0 Postal Code
Eyt.!s Country
Hair Resid Add
esidence ress
DOB{mm/ddryyyy) 04/30/1957
Address Line1
SSH Y
Driver's License No A.ddres RinsZ
Moses ID 114133 City
Legal address State
Ol merennsnT Zp - |

Figure 85: Registration Details Screen (Partial View)

2. Verify that the correct vehicle is displayed, then click Submit. The
Registration Event screen appears, as shown in Figure 86.
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/3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI

=1gix]
=

Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Reqgistration Event

New Non-Resident Snove

Nevs Registration
{Change Vehicle Type)

Notice of Transfer

Rollover
Duplicate
Transfer To
Change Information
Renewal

Figure 86: Registration Event Screen

3. Click Renewal on the Registration Event screen. The Registration Details
screen reappears.

4. Verify that the information that displays is correct and click Submit. The
system displays the Registration Item screen (Figure 87) and lists the
renewal price.

If any information needs to be updated, make the changes as described in
“Modifying an Existing Registration” on page 146, then click Submit.
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ZR MOSES Sales Application - Microsoft Internet Explorer provided by MCI i =lo] x|
=]
Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout
| @ 2004 [ 1580 Resident ATV Registration (533 00)
| Add o Cant
|
Figure 87: Registration Item Screen
5. Select the radio button next to the item listed, then click Add to Cart.
The Shopping Cart screen appears, as shown in Figure 88.
ZJMOSES Sales Application - Microsoft Internet Explorer provided by MCI i e =1al x|

Find Reqistration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Shopping Cart

MOSES ID: 114181  CUSTOMER NAME : ROCK GRENIER DOB: 02/11/1960 P [ | e |
Aot i 4 5 & Excise | Sales Tax
Item Description Valid From Valid To Lic Year | Quantity  State Fee($) |Agent Fee($) Tax($) ) In Cart
1480
BoatUptolOHspRegistration| 12/06/2003 | 12/31/2004 2004 1 5.00 1.00 10.00 10.00 W

Subtotal Before Taxes: $W

Total Tax: §{10.00

Tatal: §{20.00
DONE

Figure 88: Shopping Cart Screen With Change Registration Item

6. Verify that the shopping cart is correct.

To remove an item, select the corresponding check box in the In Cart
column.
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To add an item, click Recreational Sales or Commercial and select
additional items. You can also click Sales Menu and select another sales
task to include in this transaction. see “Selling Licenses and
Merchandise” on page 55.

Click Done or Check Out in the Shopping Cart screen to go to the Check
Out screen and proceed with check out as described in “Check Out:
Finalizing the Purchase” on page 80.

MCI Government Application Solutions
- 129 - December 6, 2004 2:31 pm DEM



MCl1

i 1 i i Maine Online Sportsman’s Electronic System
Transferring Registration Between Vehicles MOSES Sales Application User Manoal

Version 6.02

Transferring Registration Between Vehicles

A registration can be transferred from one vehicle to another. Usually a transfer
occurs when an owner wants to transfer a registration that is still valid for a
period of time to a different vehicle that they own. Transferring a registration
removes the registration from the first vehicle, so that it is no longer registered,
and then separately registers the second vehicle.

To Transfer Registration

1. Perform a search and select the registration that is to be transferred to
another vehicle (See “Locating a Vehicle Registration Record” on
page 34.) The Registration Details screen appears, as shown in Figure 89.

2 MOSES Sales Application - Microsoft Internet Explorer provided by MCT (&%
Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout
Registration Details
Registration No 6E604 Status Expiration Date 06/30/1997
Permanent Sticker No Source BULL Start Date/Time 05/31/1995
Event type RENEWWAL
Vehicle Type BOAT Vehicle Serial Noo000001340938T027215 HorsePower100
Make Code 99 Make Name BROWHING Model Yr. 75
Status 0-Active Yehicle Color Yehicle History
Boat Details
Classification| ~bove 50 7 | Boat Type 1-OPEM Hull2-FIBERGLASS Fuel 1-GAS
Boat Length 17 Propulsion 3-INOUT Use 1-FLEASURE  Water1-FRESH
Personal Details Mailing Address
LestHama COOKSON AddressLinel R 1BOX 5264
First Name SCOTT Address Line? |
Middle Name A City FRANKFORT
Sufllx State MAINE
Semer ) P 04435 -
Height ft.0 in.0 Postal Code
Eyt.!s Country
Hair Resid Add
esidence ress
DOB{mm/ddryyyy) 04/30/1957
Address Line1
SSH Y
Driver's License No A.ddres RinsZ
Moses ID 114133 City
Legal address State
Ol merennsnT Zp - |

Figure 89: Registration Details Screen (Partial View)

2. Verify that the correct vehicle is displayed, then click Submit. The
Registration Event screen appears, as shown in Figure 90.

If any information needs to be updated, make the changes as described in
“Modifying an Existing Registration” on page 146, then click Submit.
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/3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI

=1gix]
=

Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Reqgistration Event

New Non-Resident Snove

Nevs Registration
{Change Vehicle Type)

Notice of Transfer

Rollover
Duplicate
Transfer To
Change Information
Renewal

Figure 90: Registration Event Screen

3. Click Transfer To on the Registration Event screen. The Registration
Lookup screen reappears, as shown in Figure 91.

A MOSES sales Application - Microsoft Internet Explorer provided by MCI =jm

Back Find Registration Find ¥ehicle Show Cart Check Out Sales Menu Cancel Order Logout

Registration Looku,

Choices are listed in the order of preference.

[Registration No | |_submit |
OR

Vehicle Serial l—

Number ‘ ‘Sme\l ‘
OR

|Slicker No ‘I

|Yem ‘I

Submit
OR
[Moses 10 I |_submit |

OR.
|Lns| Name ‘I
|Firsl Name ‘I Submit |
DOB l—l—
|( MM/DD/YYYY ) ‘l—

|Busineanme ‘l ‘ Submit |
Clear

Figure 91: Registration Lookup Screen

4. On the Registration Lookup screen, search for the vehicle to which the
registration is to be transferred to. See “Locating a Vehicle Registration
Record” on page 34 for details on performing a search.
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Different screens appear depending on the results of the search:

Back

2 MOSES Sales Application - Microsoft Internet Explorer provided by MCI

Find Registration

If the destination vehicle has not been registered, the system
returns a “No record found” message. Create a new registration,
as described in “Registering a New Vehicle” on page 114.

If the destination vehicle has already been registered, the
Registration Details screen appears, listing the vehicle’s details,

as shown in Figure 92.

Find Vehicle

Show Cart

Check Out

Reqgistration Info

Status ACTIVE Expiration Date 06/30/2001
Source MOSES Start Date/Time 11/20/2000 03:13:PM

Registration No
Permanent Sticker No
Event type

12345

DUPLICATE

=181

Sales Menu

Cancel Order Logout

Registration Details

Yehicle Info

Make Code 15 Make Name

Status

0-~ctive Vehicle Color

Vehicle Type SNOWY  Vehicle Serial No 000000000008CC012345

YAMAHA

HorsePower 0
Model Yr. 96
Vehicle History

Personal Details Mailing Address
Last Name BROCHU Address Line1 5 WINDSOR LANE
First Name MICHEL Address Line?
Middle Name F City BIDDEFORD
Suffix State MAINE
Gender Male ZIp 04005 -
Height ft.0in.g Postal Code
Eyes Country P
Hai
air Residence Address

DOB{mm/dd/yyyy) 03/09/1956 5

Address Line1
55N Add Line2
Driver's License No Ci ressHne
Moses ID 110210 S:‘y"
Legal Address ZI: e
City/Town BIDDEFORD
Geo Code 31050 Rosal:Code

Country
Stat MAINE

ate ol 3 =

Figure 92: Registration Details Screen (Partial View)

5. After the new registration is created, or the current registration
displaying is verified as the correct one, click Submit. The Registration
Items screen appears, as shown in Figure 93.

-132 -
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ZR MOSES Sales Application - Microsoft Internet Explorer provided by MCI e =lo] x|
=]
Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout
| @ 2004 [ 1580 Resident ATV Registration (533 00)
| Add o Cant
|
Figure 93: Registration Item Screen
6. Select the radio button next to the item listed, then click Add to Cart.
The Shopping Cart screen appears, as shown in Figure 94.
ZJMOSES Sales Application - Microsoft Internet Explorer provided by MCI i =1al x|

Find Reqistration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Shopping Cart

MOSES ID: 114181  CUSTOMER NAME : ROCK GRENIER DOB: 02/11/1960 P [ | e |
Aot i 4 5 & Excise | Sales Tax
Item Description Valid From Valid To Lic Year | Quantity  State Fee($) |Agent Fee($) Tax($) ) In Cart
1480
BoatUptolOHspRegistration| 12/06/2003 | 12/31/2004 2004 1 5.00 1.00 10.00 10.00 W

Subtotal Before Taxes: $W

Total Tax: §{10.00

Tatal: §{20.00
DONE

Figure 94: Shopping Cart Screen With Change Registration Item

7. Verify that the shopping cart is correct.

To remove an item, select the corresponding check box in the In Cart
column.
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To add an item, click Recreational Sales or Commercial and select
additional items. You can also click Sales Menu and select another sales
task to include in this transaction. see “Selling Licenses and
Merchandise” on page 55.

Click Done or Check Out in the Shopping Cart screen to go to the Check
Out screen and proceed with check out as described in “Check Out:
Finalizing the Purchase” on page 80.
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Rolling Over Registration to a New Owner

When a vehicle is transferred from one owner to another, the registration
associated with the vehicle can be rolled over to the new owner. Registrations
can only be rolled over if the new owner of the vehicle is a resident of Maine.
Registration cannot be rolled over for non-residents.

To perform a rollover, the vehicle registration and a customer record for the
original owner of the vehicle must both exist in the MOSES system. The new
owner of the vehicle must also exist in the system, but can be added during the
rollover process.

To Roll Over a Registration to a New Owner

1. Perform a search and select the registration that is to be rolled over to a
new owner (See “Locating a Vehicle Registration Record” on page 34.)
The Registration Details screen appears, as shown in Figure 95.

2 MOSES sales Application - Microsoft Internet Explorer provided by MCI N[}

I» [

Back Eind Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Registration Details

Reqgistration Info

Registration No BEAEIA Status Expiration Date 06/30/1997
Permanent Sticker No Source BULL Start Date/Time 05/31/1996
Event type REMEWWAL

Vehicle Info
Vehicle Type EOAT Vehicle Serial No0000001340938T027215 HorsePower100
Make Code o9 Make Name BROWHNING Model Yr. 75
Status D-Active Yehicle Color ¥ehicle History

Boat Details
Classification | ~bowve 50« | Boat Type 1-0PEM Hull2-FIRERGLASS Fuel 1-Gas

Boat Length 17 Propulsion 3-INOUT Use 1-PLEASURE  Water1-FRESH
Personal Details Mailing Address
Last Name COOKSON Address Linel ~ RR 1 BOX 5264
First Name SCOTT Address Line2 =
Middle Name A City FRANKFORT
Suffi State MAINE
Gender Fal 04438 -
Height ft.oin.o Pastal Code
Ey?s Country
Hair idence add
DOB(mmiddiyyy)  04/30/1957 Basitence Address
Address Line1
SSH :
Driver's License No A.ddress LingZ
Moses ID 114133 City
Legal Address Statn
Clu T erennonT P - ]

Figure 95: Registration Details Screen (Partial View)

2. Verify that the correct vehicle is displayed, then click Submit. The
Registration Event screen appears, as shown in Figure 96.

If any information needs to be updated, make the changes as described in
“Modifying an Existing Registration” on page 146, then click Submit.
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ZJ MDSES Sales Application - Microsoft Internet Explorer provided by MCI =] 3]

Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Reqgistration Event

New Non-Resident Snove

Nevs Registration
{Change Vehicle Type)

Notice of Transfer

Rollover
Duplicate
Transfer To
Change Information
Renewal

Figure 96: Registration Event Screen

3. Click Rollover on the Registration Event screen. The Customer Search
screen appears, as shown in Figure 97.
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3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI i |EI|1|
Back Find Customer ¥iew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Customer Search

| Individual Search
|Moses D ||| | Submit I
OR
|Driver's License No | j || | Submit ”
OR
|SSN (MO0 || | Subrnit ”
OR
Last Name ||
|First Name || Submit |
DOB ( MM/DDYYYY ) (i
OR
|Document No || | Submit ”
Choices are listed in the order of preference,
Clear |

Figure 97: Customer Search Screen

4. On the Customer Search screen, search for the owner receiving the
registration (the person to whom the registration is being rolled over to).
See “Locating a Customer Record” on page 25 for details on performing a
search.

Different screens appear depending on the results of the search:

» If the new owner is not located, the system returns a “No record
found” message. Create a new customer, as described in “Adding
a New Customer” on page 46.

« Ifthe new owner is located, the Customer Details screen appears,
listing the customer’s details, as shown in Figure 98.
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2 MOSES Sales Application - Microsoft Internet Explorer provided by MCT & x
Back Find Customer Yiew Holdings Show Cart Check Out Sales Menu Cancel Order Logout
Customer Details

[Personal Details | |Mai|ing Address Same as Residence Address i | |

LastNoms Biling AddressLine 1 [34 ARSENAL ST

First Name Westa Address Line 2

Middle:Harie £ City / Town [AUGUSTA

Sufilx E State MAINE =l

Gender Female ¥ 7P 14330 7|—5225

Height 5 fif! in. Postal Code e

Weight 145 Ibs. Country SA

Hair BROWN =

|Residence Address Same as Mailing Address o

Eyes HAZEL =

DOB{mmiddAyyy) TER I AddressLine 1 [34 ARSENAL 5T

SSN (RxxXXXXXKK) Address Line 2

Driver's License No = City / Town AUGUSTA

Moses ID 109809 State MAINE E

Provided one of the following ITSL' P 04330 5226

proofs of residency? Postal Code

PROOFS: 1.0river's License, 2. \Woter Registration Card, 3.5tate Income Tax

Return, 4.In-State Vehicle Registration, 5.Military ID.Member ar Country LSA,

spouse/child of member of US Armed Forces stationed in Maine

I certify this customer provided Telephone L L

the item selected above as proof ¥ E_Mail Address |

of residency

Are you an Alien? Mo =

Are you a Serviceman or Mo = [

spouse/child of Serviceman?

Type of Affidavit Others j

Control No

Are you a Convicted Felon? Mo =

Do you possess a permit to carry al__l'

firearm? Ho

1 anal Racidanca =

| ) Document Plan ... | & Jssc Paint shop... | [« & B0 2:30em

Figure 98: Customer Details Screen (Partial View)

5. After the new customer record is created, or the current customer record
displayed is verified as the correct one, click Submit. The Registration
Items screen appears, as shown in Figure 99.
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ZJ MDSES Sales Application - Microsoft Internet Explorer provided by MCI (=] 54|
=
Eind Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout
| @ 2004 [ 1580 Resident ATV Registration (533 00)
| Addlta Cart
|

Figure 99: Registration Item Screen

6. Select the radio button next to the item listed, then click Add to Cart.
The Shopping Cart screen appears, as shown in Figure 100.

/3 MOSES Sales Application - Microsoft Internet Explorer provided by MCE o [w] 3}

Find Reqistration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Shopping Cart

MOSES ID: 114181  CUSTOMER NAME : ROCK GRENIER DOB: 02/11/1960 P [ | e |
Aot i 4 5 & Excise | Sales Tax
Item Description Valid From Valid To Lic Year | Quantity  State Fee($) |Agent Fee($) Tax($) ) In Cart
1480
BoatUptolOHspRegistration| 12/06/2003 | 12/31/2004 2004 1 5.00 1.00 10.00 10.00 W

Subtotal Before Taxes: §{10.00
Total Tax: §{10.00
Tatal: §{20.00

DONE

Figure 100: Shopping Cart Screen With Change Registration Item
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Verify that the shopping cart is correct.

To remove an item, select the corresponding check box in the In Cart
column.

To add an item, click Recreational Sales or Commercial and select
additional items. You can also click Sales Menu and select another sales
task to include in this transaction. see “Selling Licenses and
Merchandise” on page 55.

Click Done or Check Out in the Shopping Cart screen to go to the Check
Out screen and proceed with check out as described in “Check Out:
Finalizing the Purchase” on page 80.
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Upgrading Boat Registration

The price of boat registration varies depending on the horsepower of the boat
engine. If a customer increases the boat’s horsepower, they must upgrade the
boat registration to reflect the additional horsepower.

To Upgrade a Boat Registration

1. Perform a search and select the registration for the boat this being
upgraded (See “Locating a Vehicle Registration Record” on page 34.) The
Registration Details screen appears, as shown in Figure 101.

2 MOSES sales Application - Microsoft Internet Explorer provided by MCI N[}

I» [

Back Eind Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Registration Details

Reqgistration Info

Registration No BEAEIA Status Expiration Date 06/30/1997
Permanent Sticker No Source BULL Start Date/Time 05/31/1996
Event type REMEWWAL

Vehicle Info

Vehicle Type BOAT Vehicle Serial Noo000001340938T027215 HorsePower100

Make Code 99 Make Name BROWHING Model Yr. 75
Status 0-Active Yehicle Color Yehicle Histor
Boat Details
Classification| ~bove 50 7 | Boat Type 1-OPEM Hull2-FIBERGLASS Fuel 1-GAS
Boat Length 17 Propulsion 3-INOUT Use 1-FLEASURE  Water1-FRESH
Personal Details Mailing Address
LastHaine COOKSON AddressLinel R 1BOX 5264
FiistNarie scatr Address Line2 —
Middle Name s City FRANKFORT
Suffiz State MAINE
Semer ) P 04438 -
Height ft.0 in.0 Postal Code
Eyt.!s Country
Hair o T
DOB(mmiddiyyyy)  04/30/1957 kealdence Aldrezs
Address Linel
SSH !
Driver's License No A.ddres RinsZ
Moses ID 114133 City
Legal address State
7 bl = =

Figure 101: Registration Details Screen (Partial View)

2. Verify that the correct boat is displayed, then click Submit. The
Registration Event screen appears, as shown in Figure 102.

If any information needs to be updated, make the changes as described in
“Modifying an Existing Registration” on page 146, then click Submit.
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/3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI

=1gix]
=

Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Reqgistration Event

New Non-Resident Snove

Nevs Registration
{Change Vehicle Type)

Notice of Transfer

Rollover
Duplicate
Transfer To
Change Information
Renewal

Figure 102: Registration Event Screen

3. Click Upgrade on the Registration Event screen. The Registration Lookup
screen appears, as shown in Figure 103.

Z§ MOSES Sales Application - Microsoft Internet Explorer provided by MCT (=] 5|
=
Back Find Registration Find ¥ehicle Show Cart Check Out Sales Menu Cancel Order Logout
Choices are listed in the order of preference.
Registration No | |_submit |
OR.
Vehicle Serial l—
Number | ‘M ‘
OR.
‘Slicker No ||
Submit
‘Yeﬂr ||
OR.
Moses 1D [ |_submit |
OR.
‘LHSI Name ||
‘Firsl Name || Submit |
DOB
‘( MM/DDAYYYY ) |
OR.
‘Business Name || ‘ Submit |
Clear
.|

Figure 103: Registration Lookup Screen

4. On the Registration Lookup screen, search for the boat being upgraded.
See “Locating a Vehicle Registration Record” on page 34 for details on
performing a search.
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Upgrading Boat Registration

Different screens appear depending on the results of the search:

» If the boat has not been registered, the system returns a “No
record found” message. Create a new registration, as described in
“Registering a New Vehicle” on page 114.

» If the boat has already been registered, the Registration Details
screen appears, listing the boat’s details, as shown in Figure 104.

7} MOSES Sales Application - Microsoft Internet Explorer provided by MCI &) =i
Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Registration Details

Reqgistration Info

Registration No 12345 Status ACTIVE Expiration Date 06/30/2001
Permanent Sticker No Source MOSES Start Date/Time 11/20/2000 03:13:PM
Event type DUPLICATE

Yehicle Info

Vehicle Type SHOW Vehicle Serial No  000000000008CC012345  HorsePower 0

Make Code 15 Make Hame YAMAHA Model ¥r. 95
Status 0-Active Vehicle Color Vehicle History

Personal Details Mailing Address

Last Name BROCHU Address Linet 5 WINDSOR LANE

First Name MICHEL Address Line2

Middle Name F City BIDDEFORD

Suffix State MAINE

Gender Male ZIP 04005 -

Height ft.oin.o Postal Code

f‘yl.!s Country fe

air Residence Address

DOB{mm/ddiyyyy) 03/09/1956 7
Address Line1

2ol Add Line2

Driver's License No i ress tine

Moses ID 110210 S:‘y‘

Legal Address ZI: °

City'Town BIDDEFORD

Geo Code 31050 Restal Cade

State MAINE ountry El
Talambnnn -

Figure 104: Registration Details Screen (Partial View)

5. After the new registration record is created, or the current registration
record that displays is verified as the correct one, click Submit. The
Registration Items screen appears, as shown in Figure 105.
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ZR MOSES Sales Application - Microsoft Internet Explorer provided by MCI e =lo] x|
=]
Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout
| @ 2004 [ 1580 Resident ATV Registration (533 00)
| Add o Cant
|
Figure 105: Registration Item Screen
6. Select the radio button next to the item listed, then click Add to Cart.
The Shopping Cart screen appears, as shown in Figure 94.
ZJMOSES Sales Application - Microsoft Internet Explorer provided by MCI i =1al x|

Find Reqistration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Shopping Cart

MOSES ID: 114181  CUSTOMER NAME : ROCK GRENIER DOB: 02/11/1960 P [ | e |
Aot i 4 5 & Excise | Sales Tax
Item Description Valid From Valid To Lic Year | Quantity  State Fee($) |Agent Fee($) Tax($) ) In Cart
1480
BoatUptolOHspRegistration| 12/06/2003 | 12/31/2004 2004 1 5.00 1.00 10.00 10.00 W

Subtotal Before Taxes: $W

Total Tax: §{10.00

Tatal: §{20.00
DONE

Figure 106: Shopping Cart Screen With Change Registration Item

7. Verify that the shopping cart is correct.

To remove an item, select the corresponding check box in the In Cart
column.
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transaction and
return to the Main
Menu screen.
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To add an item, click Recreational Sales or Commercial and select
additional items. You can also click Sales Menu and select another sales
task to include in this transaction. see “Selling Licenses and
Merchandise” on page 55.

Click Done or Check Out in the Shopping Cart screen to go to the Check
Out screen and proceed with check out as described in “Check Out:
Finalizing the Purchase” on page 80.
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Modifying an Existing Registration

Existing registration information, such as a owner name change or new address,
can be updated as needed. Be sure to change vehicle or owner information in the
correct record. Vehicle information, such as type of vehicle and horsepower, is
updated in the registration record. Owner information, such as mailing address
or name change, is updated in the business or customer record. The following
instructions describe how to change information in a registration record. For
information on changing a customer record, see “Managing Customer and
Business Records” on page 45.

To Update a Registration Record

1. Perform asearch and select the registration to be updated (See “Locating
a Vehicle Registration Record” on page 34.) The Registration Details
screen appears, as shown in Figure 107.

2 MOSES sales Application - Microsoft Internet Explorer provided by MCI N[}

I» [

Back Eind Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Registration Details

Reqgistration Info

Registration No BEAEIA Status Expiration Date 06/30/1997
Permanent Sticker No Source BULL Start Date/Time 05/31/1996
Event type REMEWWAL

Vehicle Info

Vehicle Type EOAT Vehicle Serial No0000001340938T027215 HorsePower100
Make Code o9 Make Name BROWHMING Model Yr. 75

Status D-Active Yehicle Color ¥ehicle History
Boat Details

Classification | ~bowve 50« | Boat Type 1-0PEM Hull2-FIRERGLASS Fuel 1-Gas
Boat Length 17 Propulsion 3-INOUT Use 1-PLEASURE  Water1-FRESH
Personal Details Mailing Address

Last Hame R Address Line1 RR 1 BOX 5264
First Name SCOTT Address Line2 -
Middle Name A City FRANKFORT

Suffix State MAINE

Gender P 04438 -

Height ft.oin.o Postal Code

Ey?s Country

Hair

Residence Address
Address Line1
Address Line2

DOB(mm/ddiyyyy) 04/30/1957
SSH
Driver's License No

Maoses ID 114133 City
Legal Address State
e i P o B

Figure 107: Registration Details Screen (Partial View)

2. Verify that the correct registration is displayed, then click Submit. The
Registration Event screen appears, as shown in Figure 108.
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/3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI

=1gix]
=

Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Reqgistration Event

New Non-Resident Snove

Nevs Registration
{Change Vehicle Type)

Notice of Transfer

Rollover
Duplicate
Transfer To
Change Information
Renewal

Figure 108: Registration Event Screen

3. Click Change Information on the Registration Event screen. The
Registration Details screen reappears with editable fields.

4. Update the information as needed, and then click Submit to save your
changes and return to the Registration Lookup screen. See the tables in
the section “To Add a New Customer” on page 46 for a detailed
description of each field.
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Reactivating a Registration

The status of a registration can be switched between inactive and active. When
inactive, the vehicle is considered “not registered”, but retains the registration
record in the MOSES system.

To Reactivate a Vehicle

1. Perform a search and select the registration to be reactivated (See
“Locating a Vehicle Registration Record” on page 34.) The Registration
Details screen appears, as shown in Figure 109.

2 MOSES sales Application - Microsoft Internet Explorer provided by MCI N[}

I» [

Back Eind Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Registration Details

Reqgistration Info

Registration No BEAEIA Status Expiration Date 06/30/1997
Permanent Sticker No Source BULL Start Date/Time 05/31/1996
Event type REMEWWAL

Vehicle Info

Vehicle Type BOAT Vehicle Serial Noo000001340938T027215 HorsePower100

Make Code 99 Make Name BROWHING Model Yr. 75
Status 0-Active Yehicle Color Yehicle Histor
Boat Details
Classification| ~bove 50 7 | Boat Type 1-OPEM Hull2-FIBERGLASS Fuel 1-GAS
Boat Length 17 Propulsion 3-INOUT Use 1-FLEASURE  Water1-FRESH
Personal Details Mailing Address
LastHaine COOKSON AddressLinel R 1BOX 5264
FiistNarie scatr Address Line2 —
Middle Name s City FRANKFORT
Suffiz State MAINE
Semer ) P 04438 -
Height ft.0 in.0 Postal Code
Eyt.!s Country
Hair o T
DOB(mmiddiyyyy)  04/30/1957 kealdence Aldrezs
Address Linel
SSH !
Driver's License No A.ddres RinsZ
Moses ID 114133 City
Legal address State
7 bl = =

Figure 109: Registration Details Screen (Partial View)

2. Verify that the correct registration is displayed, then click Submit. The
Registration Event screen appears, as shown in Figure 110.
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ZJ MDSES Sales Application - Microsoft Internet Explorer provided by MCI =] 3]

Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Reqgistration Event

New Non-Resident Snove

Nevs Registration
{Change Vehicle Type)

Notice of Transfer

Rollover
Duplicate
Transfer To
Change Information
Renewal

Figure 110: Registration Event Screen

3. Click Reactivate on the Registration Event screen, and then click Submit.
The registration is reactivated.
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Duplicate Registrations

Occasionally, a registration document will be destroyed, stolen or lost and need
to be replaced. To replace a registration document, a duplicate can be issued.
Depending on the registration type, a fee may be charged.

Version 6.02

Before issuing a duplicate registration, it is recommended that you verify that
the customer requesting the registration is the valid holder of the registration
and that the registration is valid for the current license year. See “Viewing

Vehicle Registration History” on page 112 for instructions on viewing a list of

current registration.

To Issue a Duplicate Registration

1. Perform a search and select the registration being duplicated (See

“Locating a Vehicle Registration Record” on page 34.) The Registration
Details screen appears, as shown in Figure 111.

2 MOSES sales Application - Microsoft Internet Explorer provided by MCI

Registration No 6B69A
Permanent Sticker No
Event type REMEWWAL

=18]

Back Eind Registration Find Vehicle Show Cart Check Out Sales Menu

Reqgistration Info

Status Expiration Date 06/30/1997
Source BULL Start Date/Time 05/31/1996

Status 0-Active Vehicle Color

Vehicle Info

Vehicle Type EOAT Vehicle Serial No0000001340938T027215 HorsePower100
Make Code o9 Make Name BROWHMING Model Yr. 75

Yehicle History

Boat Details

Boat Length 17

Classification | ~bowve 50« | Boat Type 1-0PEM Hull2-FIRERGLASS Fuel 1-Gas
Propulsion 3-INOUT Use 1-PLEASURE  Water1-FRESH

Personal Details

Last Name COOKSON
First Name SCOTT
Middle Name A

Suffix

Gender

Height ft.oin.o
Eyes

Hair

DOB(mm/ddryyyy) 04/30/1957
SSN

Driver's License No

Figure 111: Registration Details Screen (Partial View)

Owner Info

Mailing Address
Address Line1 RR 1 BOX 5264
Address Line2

City FRANKFORT
State MAINE

a4 04438 -
Postal Code

Country

Residence Address
Address Line1
Address Line2

Maoses ID 114133 City
Legal Address State
Clu T erennonT ZIP

I» [

Logout

Registration Details

2. Verify that the correct registration is displayed, then click Submit. The

Registration Event screen appears, as shown in Figure 112,

If any information needs to be updated, make the changes as described in
“Modifying an Existing Registration” on page 146, then click Submit.
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ZJ MDSES Sales Application - Microsoft Internet Explorer provided by MCI =] 3]

Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Reqgistration Event

New Non-Resident Snove

Nevs Registration
{Change Vehicle Type)

Notice of Transfer

Rollover
Duplicate
Transfer To
Change Information
Renewal

Figure 112: Registration Event Screen

3. Click Duplicate on the Registration Event screen. The Registration Item
screen appears, as shown in Figure 113.

/2 MOSES Sales Application - Microsoft Internet Explorer provided by MCT B o] x|

El

Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

@ (2004|1580 Resident ATV Registration ($33.00)
Add to Cart

Figure 113: Registration Item Screen

4. Select the radio button next to the item listed, then click Add to Cart.
The Shopping Cart screen appears, as shown in Figure 114.
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3 MOSES Sales Application - Microsoft Internet Explorer provided by MCL i g o [] 5]
Find Reqistration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout
Shopping Cart
MOSES ID: 114181  CUSTOMER NAME : ROCK GRENIER DOB: 02/11/1360 Fecreational Sales | Commercial |
Aot i 4 5 ; Excise | Sales Tax
Item Description Valid From Valid To Lic Year | Quantity  State Fee($) |Agent Fee($) Tax($) ) In Cart
1480
BT e | PRI || CREE || 1 2.00 1.00 10.00 10.00 2

Subtotal Before Taxes: $W

Total Tax: §{10.00

Tatal: §{20.00
DONE

Figure 114: Shopping Cart Screen

Verify that the shopping cart is correct.

To remove an item, select the corresponding check box in the In Cart
column.

To add an item, click Recreational Sales or Commercial and select
additional items. You can also click Sales Menu and select another sales
task to include in this transaction. see “Selling Licenses and
Merchandise” on page 55.

Click Done or Check Out in the Shopping Cart screen to go to the Check
Out screen and proceed with check out as described in “Check Out:
Finalizing the Purchase” on page 80.
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NOTE: The Main
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the first screen
that appears after
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Maine Online Sportsman’s Electronic System

Reprinting a Registration

If a registration document does not print properly when it is purchased, it can be
reprinted at no charge to the customer.

To Reprint a Registration

MOSES Sales Application User Manual
Version 6.02

1. Click Reprint on the Main Menu screen. The Customer Search screen
appears, as shown in Figure 115.

Z§ MDSES Sales Application - Microsoft Internet Explorer provided by Mf_-l (=] 5|
B
Find View Show Check Sales Cancel
i Customer Haoldings Cart Out Menu Order Logout
Customer Search
‘ Individual Search
Moses 10 I (|
[el5}
‘Driver's License No = || | Submit ‘
QR
‘SSN (HXXHNHHNK) || | Submit ‘
QR
Last Name
First Name Submit
DOB { MM/DD/YYYY ) '
QR
‘Document Ne || | Submit
‘ Business Search
Moses 14 [ [ Bubrit
QR
‘Busineﬁ Name ‘l | Submit ‘
QR
‘Busineﬁ Taxld || | Submit ‘
Chaices are listed in the order of preference.
Clear
|

Figure 115: Customer Search Screen

2. Perform asearch and select the individual or business whose registration
is to be reprinted. See “Locating a Customer, Business or Registration

Record” on page 23.

3. Depending on the record selected, the Customer Details or Business
Details screen appears. Figure 116 is an example of the Customer Details

screen.
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GCustomer Details

Find Customer

Maine Online Sportsman’s Electronic System
MOSES Sales Application User Manual
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loix]

Cancel Order

|Personal Details

| \Mﬂilinq Address ‘

Last Name Bodge Address Line 1rRR 2
First Name Diane Address Line 2B0x 194
Middle Name City / Town  GARDINER
Suffix State MAINE
Gender Female ZIP 04345 -9402
Height 5ftoin. Postal Cade
Weight 170 Ibs. Country usa
Hair BROWN Residence Address
Eyes DROYN Address Line 1rR 2
DOB(mm/dd/yyyy) 01/04/1944 Address Line 250 194
SSN () City / Town  GARDINER
Driver's License No State MAINE
Moses ID 68758 ZIP 04345 -9402
Are you Maine Resident? Yes Postal Code
Are you an Alien? Mo Country usa,
Are you a Servi or S| /ehild of Servi ?ho Teleph 0
Are you a Convicted Felon? Mo E-Mail Address
Permit to carry a fire arm? Yes

Legal Residence
City/ Town PITTSTOM Geo Code 11170
State MAINE
Country

View Documents

Logout

Figure 116: Customer Details Screen

4. Click View Documents. The Documents List screen appears listing

licenses and registrations currently held by the individual or business, as
shown in Figure 117. There may be many individual license items
grouped together on a single document line.
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A MOSES Sales Application - Microsoft Internet Explarer provided by MCT

Find Customer

Version 6.02

=10l x|

Cancel Order Logout

Documents List

MOSES ID : 114859 CUSTOMER JessieMiller

|

Select —  Document Id : 110773
Item Code |Item Description Quantity |Item Sold Year [Valid From |Valid To |Permissions |Registration No
1704 Pheasant Hunt Permit 1 2004 09/10/2004 || 12/31/2004
1713 Migratory Waterfowl Hunt 1 2004 09/10/2004 | 12/31/2004
1796 Res Bear Hunt 1 2004 09/1472004 || 12/31/2004
1479 Expand Archery Antlered 1 2004 09/10/2004 || 12/31/2004
Select [~ Document Id : 110757
Item Code |Item Description Quantity |Item Sold Year [Valid From |Valid To |Permissions |Registration No
1704 Pheasant Hunt Permit 1 2004 09/10/2004 || 12/31/2004
1479 Expand Archery Antlered 1 2004 09/10/2004 || 12/31/2004
1713 Migratory Waterfowl Hunt 1 2004 09/10/2004 | 12/31/2004

Submit | Cancel

Figure 117: Documents List Screen

5. Select the check box next to the Document Number for the registration to
be reprinted.

The Customer Search screen reappears and a new Internet browser
window opens displaying a PDF file containing the registration to be

printed.

6. Verify that the correct customer is listed, then click Submit.

MSA opens a new Internet browser window and displays an Adobe
Acrobat pdf file containing the license to be printed.

7. Select File > Print from the Internet browser window tool bar to print the
license for the customer.
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Attaching a Notice of Transfer

When a customer sells a vehicle, they must send IF&W a Notice of Transfer. A
Notice of Transfer informs IF&W that the vehicle has been sold and releases the
customer from liability. After the Notice is received, IF&W personnel record the
Notice of Transfer. This updates the registration in the MOSES system. Owner
information for the new owner of the vehicle does not need to be entered. If the
new owner chooses to register the vehicle under their name, the new owner
information can be entered at that time.

To Issue a Notice of Transfer

1. Perform a search and select the registration for the vehicle that was sold
(See “Locating a Vehicle Registration Record” on page 34.) The
Registration Details screen appears, as shown in Figure 118.

2 MOSES sales Application - Microsoft Internet Explorer provided by MCI N[}

I» [

Back Eind Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Registration Details

Reqgistration Info

Registration No BEAEIA Status Expiration Date 06/30/1997
Permanent Sticker No Source BULL Start Date/Time 05/31/1996
Event type REMEWWAL

Vehicle Info
Vehicle Type EOAT Vehicle Serial No0000001340938T027215 HorsePower100
Make Code o9 Make Name BROWHNING Model Yr. 75
Status D-Active Yehicle Color ¥ehicle History
Boat Details

Classification | ~bowve 50« | Boat Type 1-0PEM Hull2-FIRERGLASS Fuel 1-Gas
Boat Length 17 Propulsion 3-INOUT Use 1-PLEASURE  Water1-FRESH

Last Hame COOKSON Address Line1
First Name scoTT Address Line2

Middle Name Y City FRANKFORT
Suffix State MAINE

Gandar 2P 04438 -
Height ft.oin.o

Eyes

Hair

DOB(mm/dd/yyyy) 04/30/1957
SSH

Driver's License No

Moses ID 114133 City
Legal Address Statn

Ol uereooonT P - ]

RR 1 BOX 5264

Postal Code
Country

Residence Address
Address Line1
Address Line2

Figure 118: Registration Details Screen (Partial View)

2. Verify that the correct registration is displayed, then click Submit. The
Registration Event screen appears, as shown in Figure 119.

If any information needs to be updated, make the changes as described in
“Modifying an Existing Registration” on page 146, then click Submit.
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/3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI

Back Find Registration Find Vehicle Show Cart Check Out Sales Menu Cancel Order Logout

Reqgistration Event

New Non-Resident Snove

Nevs Registration
{Change Vehicle Type)

Notice of Transfer
Rollover
Duplicate
Transfer To
Change Information
Renewal

Figure 119: Registration Event Screen

3. Click Notice of Transfer on the Registration Event screen. The
Registration Details screen reappears with editable fields.

4. In the Collected Tax field, enter the amount of tax collected, then click
Submit. This information should be listed on the Notification of Transfer
submitted by the customer.

The registration is now updated and shows that the vehicle was
transferred to a new owner.
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Voiding Registrations

Registrations can be voided on the same date of purchase through the Agent who
sold the registration. The voided registration must be returned to the Agent. The
customer is reimbursed any fees paid for the registration.

To Void a Registration

1. Click Void Registration on the Main Menu screen. The Registration
Lookup screen appears, as shown in Figure 120.

R MOSES Sales Application - Microsoft Internet Explorer provided by MCI ' (=] 5|
B
Back Find Registration Find ¥ehicle Show Cart Check Out Sales Menu Cancel Order Logout
Choices are listed in the order of preference.
Registration No | |_submit |
QR
Vehicle Serial l—
Number | ‘MI |
QR
Sticker No
Submit |
Year
QR
Moses 1D I |_submit |
QR
Last Name
First Name Submit |
DoB
{ MM/DD/YYYY )
QR
Business Name || ‘ Submit |
Clear
|

Figure 120: Registration Lookup Screen

2. Perform a search and locate the record for the individual or business
voiding a registration (see “Locating a Customer, Business or
Registration Record” on page 23). The Registration Details screen
appears, as shown in Figure 121.
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Find Registration Find Vehicle Show Cart Check Out Sales Menu

Version 6.02

s

Registration Details

Registration Info

Registration No GE694A
Permanent Sticker No
Event type RENEWWAL

Status Expiration Date 06/30/1997
Source BULL Start Date/Time 05/31/1995

Vehicle Info

Vehicle Type BOAT Vehicle Serial Noo000001340938T027215 HorsePower100

Make Code 99 Make Name BROWHING Model Yr. 75
Status 0-Active Yehicle Color Yehicle History
Boat Details

Boat Length 17

Classification| ~bove 50 7 | Boat Type 1-OPEM Hull2-FIBERGLASS Fuel 1-GAS
Propulsion 3-INOUT Use 1-FLEASURE  Water1-FRESH

Owiner Info

Personal Details

Last Hame COOKSON
First Name SCOTT
Middle Name A

Suffix

Gender

Height ft.0 in.0
Eyes

Hair

DOB{mm/ddryyyy) 04/30/1957
SSH

Driver's License No

Moses ID 114133

Legal address
T S

Figure 121: Customer Details Screen (Partial View)

Mailing Address
Address Line1 RR 1 BOX 5264
Address Line2

City FRANKFORT
State MAINE

7P 04438 -
Postal Code

Country

Residence Address
Address Linel
Address Line2

City

State

P

I» Hx

Logout

3. Click Void Registration, located at the bottom of the screen. The Void
Registration screen appears, as shown in Figure 122.
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WARNING: Be
careful that the
correct registra-
tion is being
voided. Once
voided, it cannot
be reactivated.

A MOSES Sales Application - Micrasoft Internet Explorer provided by MCI
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Figure 122: Registration Item Screen

4. Select the check box in the Void column next to each registration to be

Version 6.02
‘3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI i (=] 4|
|
Find Reqistration Find ¥ehicle Show Cart Check Out Sales Menu Cancel Order Logout
| @ [2004 1578 Resident Snowmobile Registration ($33.00)
| Addta Cart
|

voided, and then click Submit. The Shopping Cart screen appears, listing

the registration to be voided, as shown in Figure 123.

=lolx|
Back Find Customer Void Holdings Show Cart Check Out Cancel Order Logout

Shopping Cart

MOSES ID : 114882 CUSTOMER NAME : Truffle Miler DOB: 03/27/1963
R 5 = = 5 Excise | Sales Tax
Item Description Valid From | Valid To Lic Year | Quantity |State Fee(})} |Agent Fee(}) Tax($) ) In Cart

| 1749 Res Small Game Hunt | 0902004 | 1291000 | 204 [ 1 | aso0 | a0 | om | om | R
|Suhlma| Before Taxes ‘$I*1E oo
[Total Tax lsfoo0
[Total lsF1Eon

DONE

Figure 123: Shopping Cart Screen for Voided Registration

The fee for the registration displays as a negative number to indicate a
reimbursement.
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NOTE: Click Can- 5. Click Done or Check Out in the Shopping Cart screen to go to the Check
cel Order at any Out screen and proceed with check out. See “Check Out: Finalizing the
time to cancel the Purchase” on page 80.
transaction and
return to the Main Complete check out to void the registration and reimburse any fees due
Menu screen. the customer. At this time, the voided registration must be retrieved

from the customer.
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8. Managing Clerk Information

Using the Administration Menu screen Agents and authorized Clerks can set up
Clerk accounts for the MSA system. A Clerk account enables an employee at the
Agent’s place of business to log into MSA and determines which tools can be
accessed and reports generated.

Once created, a Clerk’s account can be updated or deleted at any time.
Information included in a Clerk account is the Clerk’s User ID and password,
which is used to log in to MSA. Passwords can be changed as part of updating
Clerk information and privileges, or a Clerk can do it for themselves through the
Change Password screen. A password expires automatically after 90 days of
issue and must be updated before the Clerk can log in (see “Changing Passwords”
on page 175).

If a link on a menu is not active, the person currently logged in has not been
granted access to that function.

This section includes the following topics:

e “Viewing Current Clerk Privileges” . . ......... ... ... ... ... page 164
e “Adding New Clerks” . ... ... ... . . i page 166
e “Changing Clerk Information and Privileges” .............. page 170
e “Deleting Clerk Records”. . ........ ... ... . .. page 173
e “Changing Passwords”. .. ........ . page 175
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Viewing Current Clerk Privileges

Current Clerk information and assigned privileges can be viewed using the Add/
Maintain Clerk screen.

To View Clerk Privileges

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 124.

NOTE: The Main
Menu screen is

X /7§ MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCT 3 [0 x|
the first screen El
that appears after Main Menu Admin Menu Logout
you log in to
MSA.

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

Yiew IF&W Mail

Change Passviord

Set-up Print

Reports

Figure 124: Administration Menu Screen

2. Click Add/Maintain Clerk. The Add/Maintain Clerk screen appears, as
shown in Figure 125.
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/2 MOSES Sales Application - Microsoft Internet Explarer provided by MCT =10)x|
Main Menu Admin Menu Logout
Add/Maintain Clerk
q 4 Clerk
Review Yiew/Print V|e[|;vﬂ,firr|nt Close add fMaintain Competency
Select Name User 1d Account Shift Sﬂle‘s‘ Business Clerk fo
MNotice Report Report Day Production
R Access
€ [Deirdre Musller [dmueller| Yes | Yes | Yes | Yes [ ¥es | es
© | BianMiler [EMiler | Yes | Yes | Yes | Yes [ Mo | es

Add Clerk Edlit Clerk Delete Clerk

Figure 125: Add/Maintain Clerk Screen

The columns in Add/Maintain Clerk screen display the names and
privileges granted to each Clerk as follows:

Name — Clerk’s first and last name.

User ID — What a Clerk uses to log in to the application; all User
IDs in MSA start with a letter and must consist solely of
alphanumeric characters.

Review Account Notice — Clerk’s viewing privilege for Account
Notice Reports.

View/Print Shift Report — Clerk’s viewing and printing privileges
for Shift Reports.

View/Print Daily Sales Report — Clerk’s viewing and printing
privileges for Daily Sales Reports.

Close Business Day — Clerk’s privilege to set the close of
business day date and time.

Add/Maintain Clerk— Clerk’s privilege to add and update other
Clerks.

Clerk Competency for Production Access— Clerk’s privilege to
access production information.

3. Click Admin Menu to return to the Administration Menu screen.

MCI Government Application Solutions
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Adding New Clerks

This function enables an Agent or an authorized Clerk to add a new Clerk and
assign application privileges to that Clerk.

To Add a New Clerk

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 126.

/3 MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCT R o ] 53}
=
Main Menu Admin Menu Logout

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

Yiew IF&W Mail

Change Passviord

Set-up Print

Reports
|

Figure 126: Administration Menu Screen

2. Click Add/Maintain Clerk. The Add/Maintain Clerk screen appears, as
shown in Figure 127.
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2§ MOSES Sales Application - Microsoft Internet Explorer provided by MET I ] 3 |

Main Menu Admin Menu Logout

Add/Maintain Clerk

q 4 Clerk
Review Yiew/Print V|e[|;vﬂ,firr|nt Close add fMaintain Competency
Select Name User 1d Account Shift Sﬂle‘s‘ Business Clerk fo
MNotice Report Report Day Production
R Access
€ [Deirdre Musller [dmueller| Yes | Yes | Yes | Yes [ ¥es | es
© | BianMiler [EMiler | Yes | Yes | Yes | Yes [ Mo | es

Add Clerk Edlit Clerk Delete Clerk

Figure 127: Add/Maintain Clerk Screen

3. Click Add Clerk. The Add Clerk screen appears, as shown in Figure 128.
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2§ MOSES Sales Application - Microsoft Internet Explorer provided by MET i I ] B
Main Menu Admin Menu Logout
Add/Maintain Clerk
ADD CLERK

Last Name l‘—
First Name l—
User Id l—
The systemn will generate the User ID when the cursor is
moved to the password field
Password l—
Password Again l—

Yes No
Review Account Notice (SO
\View/Print Shift Report [l O
\View/Print Daily Sales e @
Report
Perform Close Business Day | & &
\Add/Maintain Clerk o ®
Clerk Competency for c @
Production Access

Submit I il

Figure 128: Add Clerk Screen

In the fields provided, enter information about the Clerk.

Field Description

First Name Enter the Clerk’s first name.

Last Name Enter the Clerk’s last name.

User ID Enter a unique identifier that starts with a letter and
contains alphanumeric characters. The User ID and
password are used to log in to MSA.

Password Enter a password up to ten characters long. The User

ID and password are used to log in to MSA.

Password Again

Re-enter the password.

- 168 -
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5. Select the Yes or No radio button to grant or deny a privilege for the

Clerk.

Clerk privileges include:

Review Account Notice — Clerk can view the Account Notice
report. See “Generating Account Notices” on page 205.

View/Print Shift Report — Clerk can view and print Shift reports.
See “Generating Shift Reports” on page 196.

View/Print Daily Sales Report —Clerk can view and print Daily
Sales reports. See “Generating Daily Sales Reports” on page 199.

Perform Close Business Day — Clerk can change the close of
business time and perform related duties.

Add/Maintain Clerk— Clerk can add and update other Clerk
records.

Clerk Competency for Production Access— Clerk can perform
tasks associated with production access.

6. After entering all information, click Submit to add the new Clerk and
return to the Add/Maintain Clerk screen.

The newly added Clerk displays in the Add/Maintain Clerk screen.
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Changing Clerk Information and Privileges

An Agent or an authorized Clerk can change a Clerk’s personal information and
privileges at any time. The Clerk’s User ID and password can also be changed.
Once changed, the Clerk will need the new User ID and password to log in to
MSA.

To Update Clerk Information

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 129.

NOTE: The Main
Menu screen is

X /A MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCI = I [= 4
the first screen |
that appears after Main Menu Admin Menu Logout
you log in to
MSA.

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

View IF&W Mail

Change Passviord

Set-up Print

Reports

Figure 129: Administration Menu Screen

2. Click Add/Maintain Clerk. The Add/Maintain Clerk screen appears, as
shown in Figure 130.
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2§ MOSES Sales Application - Microsoft Internet Explorer provided by MET I ] 3 |
Main Menu Admin Menu Logout
Add/Maintain Clerk
q 4 Clerk
Review Yiew/Print V|e[|;vﬂ,firr|nt Close add fMaintain Competency
Select Name User 1d Account Shift Sﬂle‘s‘ Business Clerk fo
MNotice Report Report Day Production
R Access
€ [Deirdre Musller [dmueller| Yes | Yes | Yes | Yes [ ¥es | es
© | BianMiler [EMiler | Yes | Yes | Yes | Yes [ Mo | es
Add Clerk Edlit Clerk Delete Clerk

Figure 130: Add/Maintain Clerk Screen

3. Select a Clerk by clicking the radio button next to the Clerk’s name in the
Select column, and then click Edit Clerk. The Edit Clerk screen appears,

as shown in Figure 131.
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2§ MOSES Sales Application - Microsoft Internet Explorer provided by MET i I ] B

Main Menu Admin Menu Logout

Add/Maintain Clerk
EDIT CLERK

Last Name IM‘”er—
First Name anan—
ser td BMiller
The systemn will generate the User ID when the cursor is
moved to the password field
Password
foenene
Password Again l—
ssasse
Yes No
Review Account Notice (SO
\View/Print Shift Report ®
\View/Print Daily Sales & o
Report
Perform Close Business Day | &
\Add/Maintain Clerk o ®
Clerk Competency for & o
Production Access
Submit I il

Figure 131: Edit Clerk Screen

4. Edit the fields as required. See the section, “To Add a New Clerk” on
page 166 for a detailed description of each field.

5. Click Submit to save the changed information and return to the Add/
Maintain Clerk screen.
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Deleting Clerk Records

At times, a Clerk record will need to be deleted. For example, when a Clerk leaves
employment at the place of business. Once a Clerk record is deleted, the Clerk
can no longer use their UserID or password to log into MSA.

To Delete a Clerk Record

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 132.

NOTE: The Main
Menu screen is

X /7§ MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCT 3 [0 x|
the first screen El
that appeal’s af'[er Main Menu Admin Menu Logout
you log in to
MSA.

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

View IF&W Mail

Change Passviord

Set-up Print

Reports

Figure 132: Administration Menu Screen

2. Click Add/Maintain Clerk. The Add/Maintain Clerk screen appears, as
shown in Figure 133.
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2§ MOSES Sales Application - Microsoft Internet Explorer provided by MET I ] 3 |

Main Menu Admin Menu Logout

Add/Maintain Clerk

q 4 Clerk
Review Yiew/Print V|e[|;vﬂ,firr|nt Close add fMaintain Competency
Select Name User 1d Account Shift Sﬂle‘s‘ Business Clerk fo
MNotice Report Report Day Production
R Access
€ [Deirdre Musller [dmueller| Yes | Yes | Yes | Yes [ ¥es | es
© | BianMiler [EMiler | Yes | Yes | Yes | Yes [ Mo | es

Add Clerk Edlit Clerk Delete Clerk

Figure 133: Add/Maintain Clerk Screen

3. Select the Clerk to be deleted by selecting the radio button next to the
Clerk’s name in the Select column.

4. Click Delete Clerk. The Add/Maintain Clerk screen reappears and the
Clerk is no longer listed.
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Changing Passwords

A password can be changed at any time. Agents or an authorized Clerk can
change passwords for other Clerks as part of updating Clerk information or
Clerks can change their own password using the Change Password screen.

A password expires automatically after 90 days of issue. After 90 days, if a user
tries to login using an expired password, the system navigates to the Change
Password screen and forces the user to create a new password.

To Change a Password for Another Clerk

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 134.

NOTE: The Main
Menu screen is

. /3 MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCI . =13l x|
the first screen =
that appears after Main Menu Admin Meny Logaut
you log in to
MSA.

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

View IF&W Mail

Change Passviord

Set-up Print

Reports

Figure 134: Administration Menu Screen

2. Click Add/Maintain Clerk. The Add/Maintain Clerk screen appears, as
shown in Figure 135.
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2§ MOSES Sales Application - Microsoft Internet Explorer provided by MET I ] 3 |

Main Menu Admin Menu Logout

Add/Maintain Clerk

q 4 Clerk
Review Yiew/Print V|e[|;vﬂ,firr|nt Close add fMaintain Competency
Select Name User 1d Account Shift Sﬂle‘s‘ Business Clerk fo
MNotice Report Report Day Production
R Access
€ [Deirdre Musller [dmueller| Yes | Yes | Yes | Yes [ ¥es | es
© | BianMiler [EMiler | Yes | Yes | Yes | Yes [ Mo | es

Add Clerk Edlit Clerk Delete Clerk

Figure 135: Add/Maintain Clerk Screen

3. Select a Clerk by clicking the radio button next to the Clerk’s name in the
Select column, and then click Edit Clerk. The Edit Clerk screen appears,
as shown in Figure 137.
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2§ MOSES Sales Application - Microsoft Internet Explorer provided by MET i I ] B

Main Menu Admin Menu Logout

Add/Maintain Clerk
EDIT CLERK

Last Name IM‘”er—
First Name anan—
ser td BMiller
The systemn will generate the User ID when the cursor is
moved to the password field
Password
foenene
Password Again l—
ssasse
Yes No
Review Account Notice (SO
\View/Print Shift Report ®
\View/Print Daily Sales & o
Report
Perform Close Business Day | &
\Add/Maintain Clerk o ®
Clerk Competency for & o
Production Access
Submit I il

Figure 136: Edit Clerk Screen

In the Password field, enter the new password using a minimum of six
and maximum of ten letters and numbers. Do not use punctuation marks
or spaces.

In the Password Again field, re-enter the new password to confirm it

Click Submit to save the new password information and return to the
Add/Maintain Clerk screen.
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To Change a Password for Oneself

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 137.

NOTE: The Main
Menu screen is

X /3 MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCT 3 R o ] 53}
the first screen El
that appears after Main Menu Admin Meny Logout
you log in to
MSA.

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

Yiew IF&W Mail

Change Passviord

Set-up Print

Reports

Figure 137: Administration Menu Screen

2. Click Change Password. The Change Password screen appears, as
shown in Figure 138.
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2§ MOSES Sales Application - Microsoft Internet Explorer provided by MET I ] B

Main Menu Admin Menu Logout

Change Password

Name : Deirdre Mueller
User Id : dmueller

Old
Password |

New

Password
(10 chars I
max }

New
Password
\Again (10 I
chars
max )

Submit Cancal

L]

Figure 138: Change Password Screen

3. Enter the current password in the Old Password field.

4. In the New Password field, enter the new password using a minimum of
six and a maximum of ten letters and numbers. Do not use punctuation
marks or spaces.

5. In the New Password Again field, re-enter the new password to confirm
it

6. Click Submit to save the information and return to the Administration
Menu screen.
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Q. Viewing Messages

When a user firsts log in to MSA, any new messages sent by IF&W to the user

automatically display in the Message Information screen. Previously viewed
messages can be viewed again at any time.

This section contains the following topics:

«  “Viewing Messages”
*  “Viewing Past Messages”
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Viewing Messages

An Agent or authorized Clerk can view messages through MSA.

To View Messages

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 141.

NOTE: The Main
Menu screen is

X /3 MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCT R o ] 53}
the first screen =
that appears after Main Menu Admin Menu Logout
you log into MSA.

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

Yiew IF&W Mail

Change Passviord

Set-up Print

Reports

Figure 139: Administration Menu Screen

2. Click View IF&W Mail on the Administration Menu screen. The Message
Information screen appears, as shown in Figure 140.
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7} MOSES Sales Application - Microsoft Internet Explorer provided by MCI s I ] 5|

Main Menu Admin Menu Logout

Message Information

Enter a from and to date to view all messages within 3 date range or leave
blank to see new messages when performing a new search.

From Date: l_ l_ / To Date: l_ /l—j Search

Message No | vitle |  sender |
No messages found.

Close

Figure 140: Message Information Screen

New messages display in the lower portion of the screen. If no messages
have been received, the text “No messages found” displays.

3. Click Close to close the Message Information screen and return to the
Administration Menu screen.
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Viewing Past Messages

Messages received and viewed at an earlier date can be retrieved and viewed
again at any time.

To Retrieve Past Messages

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 141.

/3 MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCT R o ] 53}
=
Main Menu Admin Menu Logout

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

Yiew IF&W Mail

Change Passviord

Set-up Print

Reports
|

Figure 141: Administration Menu Screen

2. Click View IF&W Main. The Message Information screen appears, as
shown in Figure 142.
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2} MOSES Sales Application - Microsoft Internet Explorer provided by MCE i =1 3

Main Menu Admin Menu Logout

Message Information

Enter a from and to date to view all messages within 3 date range or leave
blank to see new messages when performing a new search.

From Date: l_ l_ / To Date: l_ /l—j Search

Message No | vitle |  sender |
No messages found.

Close

Figure 142: Message Information Screen

3. Enter dates in the From Date and To Date. MSA will search for all
messages received during those dates.

4. Click Search to retrieve the available list of messages for the period of
time entered.

5. Click Close to close the screen and return to the Administration Menu
screen.
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10. Closing the Business Day and
Generating Reports

Several reports can be generated from data collected through MSA transactions.
Each business day, all transactions that occur before the close of the business are
tagged with that day’s date. The close of business is an arbitrary cut-off point
that determines which date data is going to be associated with.

This section contains the following topics:

e “Overview of Reports” . . ... ... .. page 188
e “Recording Transactions to the Local Computer” ........... page 189
e« “Closing the Business Day” .. ......... . . ... page 191
e “Generating a T-Letter PrintReport” . .................... page 193
e “Generating Shift Reports” .. ........ ... ... .. .. ... . . ..., page 196
e “Generating Daily Sales Reports” . ....................... page 199
e “Generating an Account Notice Summary”. ................ page 202
e “Generating Account Notices”. ............... .. ... page 205
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Overview of Reports

MSA enables you to generate a wide variety of reports online.

Each report is accessed through a self-titled link:

T-Letter Print generates a list of all T-Letters issued during a selected
period of time.

Shift Report shows all transactions completed at this Point of Sale
location (POS) since the last Shift Report — a first time Shift Report lists
all transactions completed at that POS ID before the report request.

Daily Sales Report summarizes the selected day’s sale.

Account Summary Notice reports the account notices for the past billing
period.

Account Notice summarizes the total amount due to IF&W for a given
billing period, as well as the amount IF&W will debit from the Agent’s
account for the billing period.
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Recording Transactions to the Local Computer

Transactions can be copied to the local drive of the computer running the
Internet browser through which MSA is accessed. The information recorded to
the local drive includes information about items purchased and for whom the
items were purchased, but not who purchased the item.

The primary purpose of recording transactions to a local drive is to enable
Agents to consolicate cutomer payment amounts into a single document using a
local application installed on the computer. In addition, Agents can use this
information to help reconcile cash drawer balances with transactions at the end
of a business day.

To Record Transactions

1. Click Administration on the Main Menu screen,. The Administration Menu
screen appears, as shown in Figure 143.

/3 MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCT 3 o ] 53}
=
Main Menu Admin Menu Logout

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

Yiew IF&W Mail

Change Passviord

Set-up Print

Reports
=

Figure 143: Administration Menu Screen

2. Click Record Transaction on PC. The Record Transaction on PC screen
appears, as shown in Figure 151.
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3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI : i |EI|1|
=
Main Menu Admin Menu Logout
Record Transaction on PC
Do you want to enable record transaction on PC? IND 'l
Submit |
E

Figure 144: Record Transaction on PC Screen

3. Select Yes from the drop-down list and then click Submit.

4. The text Successfully updated will be displayed on the screen informing
you that the change was made.

Once this change has been made, you will be prompted to save locally
when making any sales. To change this option back, repeat steps 1-4.
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Closing the Business Day

The MOSES system automatically performs a close of business day process for all
Agents at 11:59 p.m., local time evry day. The close of business process creates a
cut-off point for storing data. Data entered before the close of business is
included in reports run for that day. Data entered after the close of business is
included in reports run for the next day.

Using the Close Business Day screen, Agents, or Clerks who have been granted
the privilege, can choose to have the close of business process occur at whatever
time they choose. For example, a business that switches from a day to an evening
shift can have choose to have the close of business cut-off occur at 5:00 p.m. so
that all data entered by the evening shift will be included in data for the next day.

To Close the Business Day

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 143.

NOTE: The Main
Menu screen is

. /3 MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCI W =13l x|
the first screen =
that appears after Main Menu Admin Menu Loqout
you log in to
MSA.

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

View IF&W Mail

Change Passviord

Set-up Print

Reports

Figure 145: Administration Menu Screen

2. Click Close Business Day. The Close Business Day screen appears, as
shown in Figure 151.
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3 MOSES Sales Application - Microsoft Internet Explorer provided by MCI ;|g|5|
=
Main Menu Admin Menu Logout
Do you want to close business day? |No ¥ Date : 09/05/2004
Submit |
=

Figure 146: Close Business Day Screen

3. Select Yes from the drop-down list to close the current business day, and
then click Submit.

The current business day is immediatley closed. All transactions that
occur after this point will be stored as data for the next business day.
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Generating a T-Letter Print Report

T-Letters are created when ownership is transferred to another owner. The T-
Letter Print Report lists all T-Letters generated within a specified time period.

To Generate a T-Letter Print Report

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 147.

NOTE: The Main
Menu screen is

X /3 MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCT 3 o ] 53}
the first screen El
that appears after Main Menu Admin Menu Logout
you log in to
MSA.

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

Yiew IF&W Mail

Change Passviord

Set-up Print

Reports

Figure 147: Administration Menu Screen

2. Click Reports. The Reports Menu screen appears, as shown in Figure 151.
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2 MOSES Sales Application - Microsoft Internet Explorer provided by MCL = ] 53 |
=
Main Menu Admin Menu Logout
T-Letter Print
SHIFT REPORT
DAILY SALES REPORT
ACCOUNT NOTICE SUMMARY
ACCOUNT NOTICE
MAIN MENU

=

Figure 148: Reports Menu Screen

3. Click T-Letter Print. The T-Letter screen appears, as shown in Figure 152.

/3 MOSES Sales Application - Microsoft Internet Explorer provided by MCL . (=] 5|
|
From Date { MM/DDAYYYY ) ] /
To Date { MM/DD/YYYY ) '
Submit | Cancel
|

Figure 149: T-Letter Date Entry Screen

4. Enter the dates in a MM/DD/YYYY format for the T-Letters you want to
print.

5. Click Submit. The system opens an Adobe® Acrobat® PDF document to
display the letter.

6. Click Print on the Adobe Acrobat menu bar to print the receipt.
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7. The Reports Menu reappears. Click on a link to open a different report
screen or return to the Administration Menu screen.
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Generating Shift Reports

Agents compare the cash register’s transactions with a Shift Report. The Shift
Report shows all transactions at a specific terminal, including the amount
collected from each customer, since the last Shift Report.

A shift report cannot span more than one day. If the time elapsed since the last
request is more than one calender day, the application automatically generates
one Shift Report for each day. These Shift Reports are then arranged one below
the other.

If necessary, close the business day (see “Closing the Business Day” on page 191)
or copy the data to the local computer’s hard drive (see “Recording Transactions
to the Local Computer” on page 189).

To Generate a Shift Report

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 150.

/3 MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCI ' =101 x|
=
Main Menu Admin Menu Logout

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

Yiew IF&W Mail

Change Password

Set-up Print

Reports
=

Figure 150: Administration Menu Screen

2. Click Reports. The Reports Menu screen appears, as shown in Figure 151.
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2 MOSES Sales Application - Microsoft Internet Explorer provided by MCL = ] 53 |

= |

Main Menu Admin Menu Logout

REPORTS MENU

T-Letter Print

SHIFT REPORT

DAILY SALES REPORT

ACCOUNT NOTICE SUMMARY

ACCOUNT NOTICE

MAIN MENU

Figure 151: Reports Menu Screen

3. Click Shift Report. The Shift Report Date Entry screen appears, as shown

in Figure 152.
/2 MOSES Sales Application - Microsoft Internet Explorer provided by MCL E-I" I =] 2]
Shift Report Daily Sales Report Account Notice Summary Account Notice Admin Main Menu Main Menu
MOSES - Sales Application
shift Report Date Entry
For what date do you want the Shift Report ?
! ! Submit

Figure 152: Shift Report Date Entry Screen

4. Enter the date you want the report to cover using the MM/DD/YYYY
format.

5. Click Submit. The Shift Report screen appears listing information for
sales that occurred on the date selected, as shown in Figure 153. If no
sales occurred on that date, $00.00 displays for the total amount of
sales.
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a Shift Report - Agent ID : 10148 Clerk Name : DEIRDRE MUELLER Reported date: 08,

MOSES

Shift Report

Clerk Hame : DEIRDRE MUELLER
AgentID: 10148

Deirdre House Of Meat And Wine
123 Annie Greensprings Rd

Bath ME 56413-1234

Shift Repornt Daily Sales Report Account Notice Summary Account Notice Admin Main Menu Main Menu

Maine Online Sportsmen's Electronic System

Department of Inland Fisheries and Wildlife
284 State Street, 41 State House Station, Augusta Maine 04333-0041

MOSES Sales Application User Manual
Version 6.02

-(oix|
El

@Drint Report

Clerk ID: drrueller
Report for the date: 09/11/2004
0/08/2004
05:48 PM EST

Report Printed on:

Sales

Trxn Sale Date [ Tran £ [Payment Method

[Excise Tax _[sales Tax_[Trxn Amount

Total| $0.00]

Sales Distribution By Payment Method

Payment Method Code [Payment Method Description

$0.00| $0.00
[Trom Amount
Total| $0.00

Figure 153: Shift Report Gene

rated Screen

Click Print Report to print the report. The report is generated on the
standard printer and not printer used to print licenses.

Click a link on the Link Menu to open a different report screen or return

to the Administration Menu screen.
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Generating Daily Sales Reports

A Daily Sales Report shows details of the selected day’s transactions. Agents use
the Daily Sales Report to obtain a total sales number that encompasses all the
Clerk’s terminals.

The report lists all transactions of the day, in order of terminal and transaction
number.

If necessary, close the business day (see “Closing the Business Day” on page 191)
or copy the data to the local computer’s hard drive (see “Recording Transactions
to the Local Computer” on page 189).

To Generate a Daily Sales Report

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 154.

NOTE: The Main
Menu screen is

X /3 MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCT 3 o ] 53}
the first screen El
that appears after Main Menu Admin Menu Logout
you log in to
MSA.

Add/Maintain Clerk

Close Business Day

Record Transaction on PC

Yiew IF&W Mail

Change Passviord

Set-up Print

Reports

Figure 154: Administration Menu Screen

2. Click Reports. The Reports Menu screen appears, as shown in Figure 155.
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2 MOSES Sales Application - Microsoft Internet Explorer provided by MCL = ] 53 |

= |

Main Menu Admin Menu Logout

REPORTS MENU

T-Letter Print

SHIFT REPORT

DAILY SALES REPORT

ACCOUNT NOTICE SUMMARY

ACCOUNT NOTICE

MAIN MENU

Figure 155: Reports Menu Screen

3. Click Daily Sales Report. The Daily Sales Report Date Entry screen
appears, as shown in Figure 156.

2 MOSES Sales Application - Microsoft Internet Explorer provided by MCL I ] 3
Shift Report Daily Sales Report Account Notice Summary Account Notice Admin Main Menu Main Menu .
Daily Sales Report Date Entry
For what date do you want the Daily Sales Report 7
[/ | Submit
|

Figure 156: Daily Sales Report Date Entry Screen

4. Enter the date you want the report to cover using the MM/DD/YYYY
format.

5. Click Submit. The Daily Sales Report screen appears listing information
for sales that occurred on the date selected, as shown in Figure 157. If no
sales occurred on that date, $00.00 displays for the total amount of
sales.
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/Z Daily Sales Report - Agent 1D : 10148 Reported date : 8/11/2004 - Microsoft Inter ol x|
Shift Report Daily Sales Report Account Notice Summary Account Notice Admin Main Menu Main Menu
MOSES
Maine Online Sportsmen's Electronic System
Department of Inland Fisheries and wildlife
284 State Street, 41 State House Station, Augusta Maine 04333-0041
Daily Sales Report
@ Print Repart
AgentID: 10145 Reportfor the date: §/11/2004
. 0/08/2004
Report Printed on:
Deirdre House Of Meat And Wine T 05:59 PM EST
123 Annie Greensprings Rd
Bath ME 66413-1234
Sales
Tren Sale [Tom [Payment [T State |Agent |Excise [Sales |etDueto
Date #  |Methoa Amount  |[Fee  |Fee  |Tax Tax  IFaW
Total $0.00[ $0.00] $0.00] $0.00] $0.00 $0.00
Sales Distribution By Payment Method
Payment  Payment Method  [Tran State |Agent [Excise [Sales |[lletDue
Method Description Amount |[Fee Fee  [Tax  [Tax  [toIFSW
Total $0.00[ $0.00]  $0.00]  $0.00[ $0.00 $0.00
Adjustments
. . State ___ [sales |uet
3;':;'5‘ Adjust £ Adjust Type & Details i:{:ﬁt: .« [Fee ?é':'A“d. ?;f"i‘:r Tax  |Dueto
Adj g Wagi  fIFaw
Total|  $0.00] $0.00] $0.00] $0.00] $0.00 $0.00

Figure 157: Daily Sales Report Generated Screen

6. Click Print Report to print the report. The report is generated on the
standard printer and not printer used to print licenses.

7. Click a link on the Link Menu to open a different report screen or return
to the Administration Menu screen.
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Generating an Account Notice Summary

The Account Notice Summary is generated at the end of the billing period and
made available to the agent for on-line viewing and to print through the Moses
Sales Application. The primary purpose of this report is to provide the agent with
a summary level view of their account activity for a specified billing period.

All sections in the report will be the same as the original generated account
notice, except the Amounts On Hold As of Today section, because it displays
recent account notice information. The report displays details that exist on the
day the Past Account Notice Report is generated and not on the day the original
account notice was generated. For example, if the account notice for the past
billing period is printed now it would list the unresolved transactions that have
been disputed by the Agent any day before today and those that have not yet
been resolved.

If necessary, close the business day (see “Closing the Business Day” on page 191)
or copy the data to the local computer’s hard drive (see “Recording Transactions
to the Local Computer” on page 189).

To Generate an Account Notice Summary

1. Click Reports in the Main Menu screen. The Reports Menu screen
appears, as shown in Figure 158.

2} MOSES Sales Application - Microsoft Internet Explorer provided by MCL =101 x|

Main Menu Admin Menu Logout

REPORTS MENU

T-Letter Print

SHIFT REPORT

DAILY SALES REPORT

ACCOUNT NOTICE SUMMARY

ACCOUNT NOTICE

MAIN MENU

Figure 158: Reports Menu Screen

2. Click Account Notice Summary. The Account Notice Summary screen
appears, as shown in Figure 159.
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Figure 159: Account Notice Summary Screen

4. Click Submit. The Account Notice Summary Report screen appears, as
shown in Figure 160.
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Figure 160: Account Notice Summary Report

NOTE: The report This report displays the current charges, amount due from prior periods,
is printed on the and the total amount on hold.

standard printer

and not on the 5. Click Print View to see a preview of the printed report.

license printer. . . .
P 6. Click Print to print the report.
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Generating Account Notices

The Account Notice report displays the total amounts due to IF&W for a billing
period. It also shows the amount to be swept from the Agent’s account during
that billing period. Billing period durations are specified in the contract with
IF&W for each specific Agent.

Swept amounts can be less than the total amount due to IF&W as of the end of a
billing period. This occurs when an Agent has a dispute over a transaction(s). If
the dispute is resolved before the sweep date, then those amounts are included in
the sweep. If the dispute is not resolved, then the disputed sweep amounts are
carried forward to the next billing period. When this happens, the total swept
amounts for the billing period do not include the disputed transaction amount.
Those amounts will be swept when the disputes are resolved.

Account Notice reports amounts in the following categories:

e Current Charges—sales or non-sales

e« Amounts Due From Prior Periods—previously disputed transactions,
previously held account notices, ACH/EFT resubmits

e Amounts on Hold As of Today—amounts disputed, previous account
notices on hold

Following is a brief description of the details in the report.

e Sales—Daily summaries of transactions related to the actual license
sales during the billing period.

* Non Sales—Individual transactions other than license sales, such as
adjustments and lease transactions, ordered by transaction type, date,
and time.

* Previously Disputed Transactions—Amounts of sales and non-sales
transactions that were disputed during the previous billing periods and
resolved in this billing period. All amounts from previously disputed
transactions are included in the current sweep.

 Previously Held Account Notices—Includes amounts of all account
notices related to prior billing periods that were put on hold and any
account notices that have been released from hold status. Agent can
request IF&W to hold the account notices from being swept for any
reason accepted to IF&W. When the Agent is ready to make payments for
the account notices on a subsequent day, then the IF&W will remove the
hold status on them and make it available for ACH.

* ACH/EFT Resubmits—Amounts that are resubmitted by IF&W. If any
ACH submitted by IF&W is rejected by the Agent’s bank for any reason,
IF&W may resubmit these account notices to the Agent’s bank for
clearance.
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« Amounts Disputed (Pending Resolutions)—Amounts due to IF&W as
of today but not included in the current ACH. These are sales and non-
sales transactions that have been included during the current billing
period and remain unresolved as of the date the account notice was
printed — not when the account notice was generated. For example, if the
account notice for the past billing period is printed now, it would list the
unresolved transactions that were disputed by the Agent any day before
today as well as those that are not yet resolved.

* Previous Account Notices On Hold—Notices that were put on hold as
of today and are to be resolved. These amounts are not included in the

current sweep.

If necessary, close the business day (see “Closing the Business Day” on page 191)
or copy the data to the local computer’s hard drive (see “Recording Transactions
to the Local Computer” on page 189).

To Generate an Account Notice

1. Click Administration on the Main Menu screen. The Administration Menu
screen appears, as shown in Figure 161.

2 MOSES-Front Counter Sales - Microsoft Internet Explorer provided by MCI

Main Menu

Figure 161:

Admin Menu

Administration Menu

Add/Maintain Clerk

Close Business Day
Record Transaction on PC
Yiew IF&W Mail

Change Password
Set-up Print

Reports

Administration

=10l x|

Logout

Menu Screen

2. Click Reports. The Reports Menu screen appears, as shown in Figure 155.
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2 MOSES Sales Application - Microsoft Internet Explorer provided by MCL = ] 53 |

= |

Main Menu Admin Menu Logout

REPORTS MENU

T-Letter Print

SHIFT REPORT

DAILY SALES REPORT

ACCOUNT NOTICE SUMMARY

ACCOUNT NOTICE

MAIN MENU

Figure 162: Reports Menu Screen

3. Click Account Notice. The Account Notice screen appears, as shown in
Figure 163.
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|

2 MOSES Sales Application - Microsaft Internet Explorer provided by MCI

Shift Report Daily Sales Report Account Notice Summary Account Notice Admin Main Menu Main Menu

MOSES - Sales Application

Account Notice Date Entry

For what date do you want the Account Notice Report ?

l—/l_ ;l— Subrnit

Figure 163: Account Notice Report Screen

NOTE: The report 4. Click Print View to see a preview of the printed report.
is printed on the
standard printer
and not on the
license printer.

5. Click Print to print the report.
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ACH Sweep Statment
Write description about ACH Sweep Statements....
Run an ACH Sweep Statement

1. Can’t write about this until the Account Notice screen is working

2.
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The following revisions have been made to the Maine Online Sportsman’s
Electronic System MOSES Sales Application User Manual:
Mangal Date Change Author
Version
6.01 10/25/2004  Added sections for the Account notice Summary TDG
and Account Notice reports.
5.06.02 9/10/04 Added in missing functionality from previous DEM
manual created for app version 4.00.00. Converted
manual to new EDD and restructured manual to be
task oriented instead of process flow oriented.
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Symbols

>symbol in menu paths, 8

A

about the application, 7
account notice report, 205
account notice summary report, 202
adding a customer, 50
adding a new customer, 46, 57
adding new business, 50
advanced search feature, 24
agentid, 13
application

logging out, 21

starting, 12

troubleshooting login, 15
authorities, 90, 154

B

back button, 19
basic search criteria screen, 14, 16, 26, 28, 29, 31,
33,38, 42,43, 46, 47,50, 51, 63, 73, 94, 99,
114, 115, 116, 118
boat length, 117
boat type, 117
bold words, in text, 8
Business details screen, 90, 154
business details screen, 51
business record, locating, 23, 24, 30
business records, managing, 45
business, adding, 50
business, updating, 53
buttons
back, 19
clear, 19
submit, 19
buttons, standard, 18, 19
buying, 59

C

change item registration item screen, 124

change item shopping cart screen, 124, 128, 133,
139, 144, 151, 152

change password, 175

change privileges, 170

check out, 80

check out link, 80

check out screen, 80
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classification, boat, 117

clear button, 19

clerks removed, 173

clerks, new, 166

collecting fees, 80

commercial licenses, selling, 70
customer details screen, 29, 33, 38, 43
customer record, locating, 23, 24, 25
customer records, managing, 45
customer records, updating, 49
customer search, 25, 30, 34, 39
customer search results screen, 28, 42
customer search screen, 26, 31, 35, 40, 46, 50, 118
customer, adding, 46

D

daily sales report, 199

delete clerks, 173

documents list screen, 91, 155

drivers license number, 26, 31, 35, 40

E
expired password, 163, 175

F

finalizing the purchase, 80

find customer link, 25

fuel, 117

fulfillment screen, no inventory, 81

G

generating reports, 188
getting started, 11

H

hardware and software requirements, 9
HIP survey, submitting, 77

holdings screen, 87

horsepower, 116

how searches work, 24

hull, 117

IF&W, 7

Inland Fisheries and Wildlife, 7
Internet Explorer, 11
introduction, 7
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italics, in text, 8

L

license years, 59
licenses, printing, 81
licenses, selling, 60
link menu, 18

link menu, using, 18
list of reports, 188
login, 12

logging in, 12
logging in to the application, 15
logging out, 21

login screen, 13, 21
logout link, 21

M

main menu, 14, 16
main menu link, 65, 75, 120, 125, 129, 134, 140,
145, 152

main menu, using, 16
Maine Online Sportsman’s Electronic System, 7
make code, 116
make name, 117
managing business records, 45
managing clerks

adding, 166

changing password, 175

deleting, 173

updating, 170

viewing current privileges, 164
managing customer records, 45
managing records, 45
menu path, 8
merchandise sales, 67
merchandise sales screen, 68
merchandise, selling, 67
messages, 181

viewing, 182

viewing past, 184
miscellaneous items, selling, 70
model yr, 117
MOSES, 7
moses id, 26, 31, 35, 40

N

new clerks, 166

new customer screen, 47

new customer, adding, 50

new customer, saving, 48, 51, 52

Maine Online Sportsman’s Electronic System
MOSES Sales Application User Manual
Version 6.02

O

overlap period, 59

P

password, 13

password expiration, 163, 175
password, change, 175

past messages, 181

payment, 80

printing licenses, 81
propulsion, 117

purchasing licenses, 59

R

recreational sales menu link, 25, 30, 34
registration, 114
registration details screen, 122, 126, 130, 132, 135,
138, 141, 143, 146, 148, 150, 156

registration event

rollover, 135
registration event screen, 123, 127, 131, 136, 142,

147,149, 151, 157

registration events, 111
registration expiry date, boat, 117
registration items screen, 120
registration lookup screen, 114
registration no., boat, 117
registration record, locating, 23, 24, 34
registration status, boat, 117
remove clerks, 173
reports, 188

account notice, 205

account notice summary, 202

daily sales report, 199

shift report, 196
reports, types of, 188
rollover registration event, 135

S

sales

merchandise, 67
sales information, saving, 81
sales menu

recreational sales, 25, 30, 34
saving a sales transaction, 81
saving new customer information, 48, 51, 52
search boxes, defined, 25, 30, 34, 39
search for information, 23, 24
search, advanced search feature, 24
searching for a customer, 25, 30, 34, 39
selecting license year, 59
selling commercial licenses, 70
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selling licenses, 55, 60

selling merchandise, 55, 67

selling miscellaneous items, 70

shift report, 196

shopping cart

registration, registration shopping cart screen,

120

shopping cart screen, 69

show cart link, 68

social security number, 26, 31

software and hardware requirements, 9

SSN, 26, 31

standard buttons, 18

start the application, 12

status, registration, 117

submit button, 19

T
text conventions, 8
training flag, 13
troubleshooting login, 15
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U

underlined words, in text, 8
update clerks, 170

updating business information, 53
updating customer records, 49
use, for boat, 117

user id, 13

using the application, 11

Vv

vehicle code, 117

vehicle details screen, 116
vehicle registration, 114
vehicle search screen, 115, 116
vehicle serial no., 116

vehicle type, 116

viewing access privileges, 164
viewing messages, 181, 182
viewing past messages, 184

w

water, type for boat, 117
web browser requirements, 11
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