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— Introduction to DVS
L Access

DVS Access is BCA'’s replacement for Driver and Vehicle Services’ (DVS) “LE Support”
website. It allows law enforcement personnel to search for Minnesota driver and vehicle
information.

1.1 About this Guide

This user guide describes:

e how to launch the DVS Access application on MyBCA
e the common features found on DVS Access pages

e how to search for DVS information on:

o drivers

o vehicles

o disability certificates

o driver’s licenses canceled for those deemed inimical to public safety
o license plates and stickers (i.e., tabs)

o dealers and dealer plates

e how to get additional help using DVS Access

DVS Access User Guide 1
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1.2 BCA Policy on Appropriate Use

Use of this system falls under the BCA’s Policy on Appropriate Use of Systems and
Data, first issued on October 3, 2013. A copy of this policy can be found here:

https://dps.mn.gov/divisions/bca/bca-divisions/mnjis/Pages/products-services-fact-
Ssheets.aspx

Using any system available through the CJDN for unauthorized purposes could result in
loss of access and other sanctions for both an offending user and their agency.

1.3 System requirements

To use DVS Access, your computer must meet the following minimum requirements:
e Intel-compatible processor

e Operating System: Windows 7 or Windows Vista
1.3.1 Microsoft Internet Explorer

The BCA'’s applications support Microsoft Internet Explorer, version 8 or higher. For the
best possible experience, version 9 or higher is recommended.

Using “Compatibility View” when using DVS Access is not recommended.
1.3.2 Alternate web browsers

Alternate web browsers are listed below. If you encounter problems using an alternate
web browser, switch to Microsoft Internet Explorer, as noted above.

e Firefox

e Google Chrome
1.3.3 OS X and iOS compatibility

DVS Access has not been tested with the OS X operating system or iOS devices
(iPhone, iPod Touch and iPad). There is no mobile version of DVS Access.

2 DVS Access User Guide
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1.3.4 Windows 8 compatibility

DVS Access has not been tested with Windows 8 or 8.1.

1.4 Authorized use permission

Access to the DVS Access application is restricted to law enforcement users.
1.4.1 Certification required

Before you can access DVS Access, you must be certified to use the application.

e The DVS Access training is located on Launchpad (https.//bcanextest.x.state.mn.us/
launchpad).

e The DVS Access certification test is located on nexTEST (https.//
bcanextest.x.state.mn.us/nextest/index.cgi).

Once you successfully complete the certification, nexTEST communicates the results to
MyBCA within 24 hours. Once the certification is received by MyBCA, you are able to
use DVS Access.

DVS Access certification is good for two years.
1.4.2 Access to historical license or ID photo

DVS Access users normally have access to a driver’s current license or state ID photo.

The driver’'s most recent historical license photo is also available in DVS Access. Your
agency head or CLEO (Chief Law Enforcement Officer) must submit a written request to
the BCA for you to have access to this additional photo. For additional information,
contact the BCA Service Desk.

DVS Access User Guide 3
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Chapter Getting Started

This chapter provides you with information about getting started with DVS Access.

2.1 Logging into DVS Access

You must open a MyBCA session to use DVS Access.
MyBCA is a secure criminal justice web portal. It provides you with access to multiple

BCA applications, including DVS Access, from a single page. You can launch these
applications with a single user name and password.

2.1.1 MyBCA login procedure

To open a DVS Access session:

1. Go to https://mnjis.x.state.mn.us. You are taken to the MyBCA Login page.

EBCA myBcA Login

Bureauol Crevinal Apprehension

NOTICE TO USERS

This is an official Minnesota Department of Public Safety computer system and must be used as permitted by law. System access is for authorized use only; any other system access violates federal andior state
law. Unauthorized access to data in this system also violates federal and/or state law, including Minnesota Statutes, Chapter 13.

Sanctions may include criminal prosecution, loss of access to the system or data by you and/or your agency, monetary penalties, attorneys’ fees, punitive damages, and discipline by your employer.

The State of Minnesota also prohibits unauthorized access, disclosure, duplication, modification, diversion, destruction, loss, misuse, or theft of its information in accordance with Minnesota Statutes, sections
609.87 - 609.8913. Use of this system by any user, authorized or unauthorized, constitutes express consentto monitoring and dissemination of the users system and data access by authorized personnel

Evidence of unauthorized access to or use of this system or its data in violation of law will be provided to the appropriate authorities for possible criminal prosecution or other sanctions,

You are about to access a BCA system or tool that provides you with access to Court Data. Access to and use of Court data is governed by the Rules of Public Access to Records of the Judicial Branch, available at
hitp:/h mncouris.gov/?page=511#publicAccess. Before you use or share Court data, consult the Rules and any pertinent federal or state statutes to be certain that the use or sharing is authorized.

THERE IS NO RIGHT TO PRIVACY FOR USERS OF THIS SYSTEM

If you do not consent to these conditions, do notlogin

User Name: Password:
Need Help?
Contact the BCA Service Desk at (651) 793-2500 or (888) 234-1119 or bca.senvicedesk@state. mn.us. Monday thru
Friday, 7:00am - 4:30pm CT
Forgot UserName? Forgot Password?

Figure 2.1: MyBCA Login Page

2. Enter your User Name and Password.

DVS Access User Guide 5
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3. Click Log In.

If you entered an invalid User Name or Password, an error message appears. Click
Return to Login page. This returns you to the MyBCA Login page. You can then
reenter your User Name and Password.

MyBCA Authentication Failed

Return to L ogin page
Need Help?
Contact the BCA Service Desk at (651) 793-2500 or (888) 234-1119 or bea servicedesk@state.mn.us. Monday thru Friday, 7:00am - 4:30pm CT

NOTICE TO USERS

This is an official Minnesota Department of Public Safety computer system and must be used as permitted by law. System access is for authorized use only; any other system access violates federal andior state
law. Unauthorized access to data in this system also violates federal and/or state law, including Minnesota Statutes, Chapter 13

Sanctions may include criminal prosecution, loss of access to the system or data by you and/or your agency, monetary penalties, attorneys' fees, punitive damages, and discipline by your employer.

The State of Minnesota also prohibits unautherized access, disclosure, duplication, modification, diversion, destruction, loss, misuse, or theft of its information in accordance with Minnesota Statutes, sections
609.87 - 609.8913. Use of this system by any user, authorized or unauthorized, constitutes express consent to monitoring and dissemination of the user's system and data access by authorized personnel.

Evidence of unauthorized access to or use of this system or its data in violation of law will be provided to the appropriate authorities for possible criminal prosecution or other sanctions

You are about to access a BCA system or tool that provides you with access to Court Data. Access to and use of Court data is governed by the Rules of Public Access fo Records of the Judicial Branch, available at
hittp:fwww.mncourts . aow/?page=511#publicAccess. Before you use or share Court data, consultthe Rules and any pertinent federal or state statutes to be certain that the use or sharing is authorized.

THERE IS NO RIGHT TO PRIVACY FOR USERS OF THIS SYSTEM.

Ifyou do not consent to these conditions, do notlogin.

® 2013, Minnesota Bureau of Criminel Apprehension, All Rights Reserved

Figure 2.2: MyBCA Authentication Failure

If you entered a valid User Name and Password, you are taken to the MyBCA
Applications page.

2.1.2 Forgotten user name or password

If you have forgotten your User Name or Password, click the Forgot UserName? or
Forgot Password? link on the MyBCA Login page.

2.1.3 Your MyBCA session

Think of your MyBCA session like you would your Windows operating system. You need
Windows to work with applications such as Microsoft Word. Similarly, you need a
MyBCA session to use MyBCA applications such as DVS Access.

Once you successfully open a MyBCA session it remains open while any MyBCA
application registers activity or until you close it.

Once you open a MyBCA session, you can launch other MyBCA applications by
selecting them from the MyBCA Applications page. As long as your MyBCA session is
open and active, those applications are ready to use without an additional login.

6 DVS Access User Guide
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2.1.4 MyBCA session timeout

Your MyBCA session automatically times out after 60 minutes of inactivity in DVS
Access or any other MyBCA application. If a system timeout occurs, close all browsers
and open a new MyBCA session, as described in Section 2.1.1, "MyBCA login
procedure", above.

2.1.5 Additional information

For additional information about MyBCA, refer to the MyBCA User Guide.

DVS Access User Guide 7
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2.2 Launching DVS Access

There are two ways to start your DVS Access session from the MyBCA Applications
page.

Q DVS Access O %

Search Driver
Search Vehicle

Search Disability

Figure 2.3: DVS Access Application Panel on MyBCA Applications Page
2.2.1 DVS Access

Click DVS Access on the MyBCA Applications page to start your session. If your
certification is current and the application is available, DVS Access launches in a
separate browser window or tab. You are taken to the DVS Access page. For more
information, see Section 2.3, "DVS Access page".

2.2.2 Search type

Click one of the Search links under DVS Access to start your session on the page for the
selected search type. The application launches in a separate browser window or tab.

e Selecting Search Driver lets you search for driver information. You are taken to the
Search Driver Information page. For more information on this search type, see
Chapter 4, "Search For Driver".

e Selecting Search Vehicle lets you search for vehicle information. You are taken to
the Search Vehicle Registration Information page. For more information on this
search type, see Chapter 5, "Search for Vehicle".

e Selecting Search Disability lets you search for disability certificate information. You
are taken to the Search Disability Certificates page. For more information on this
search type, see Chapter 6, "Search for Disability Certificate".

8 DVS Access User Guide
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:

2.3 DVS Access page

DVS Access SearchFor  Driver Vehicle Disability Other ~ a « U MyBCA User &~ Close DVS Access €

DVS Access

Search For <

Driver Disability Certificate
DWI - Inimical to Public Safety Plate/Sticker

DVS Access Version 6.0 b5858 - © State of Minnesota 2014

Figure 2.4: DVS Access Page

The DVS Access page is the home page for the DVS Access application. From here,
you can select the type of search you will perform:

Selecting Driver lets you search for driver information. For more information on this
search type, see Chapter 4, "Search For Driver".

Selecting Vehicle lets you search for vehicle information. For more information on
this search type, see Chapter 5, "Search for Vehicle".

Selecting Disability Certificate lets you search for disability certificate information.
For more information on this search type, see Chapter 6, "Search for Disability
Certificate".

Selecting DWI - Inimical to Public Safety lets you search for drivers whose licenses
have been canceled for being inimical to public safety. For more information on this
search type, see Chapter 7, "Search for IPS".

Selecting Plate/Sticker lets you search for license plate and license plate sticker
information. For more information on this search type, see Chapter 8, "Search for
Plate/Sticker".

Selecting Dealer lets you search for dealer plate information. For more information on
this search type, see Chapter 9, "Search for Dealer".

You can also perform other tasks from this page. For more information, see Chapter 3,
"Common Features".

DVS Access User Guide 9
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3

This chapter describes the common features that appear on each page of DVS Access.

3.1 Menu bar

At the top of each DVS Access page is the menu bar. It has seven elements:
e DVS Access

Search For

e Pending Queries
e Night Mode

e MyBCA

e User Options

e Close DVS Access

3.2 DVS Access

Clicking DVS Access on the left of the menu bar returns you to the DVS Access page.

DVS Access

Figure 3.1: DVS Access

DVS Access User Guide 11
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3.3 Search For

Search For=  Driver Vehicle Disability Other =

Figure 3.2: Search For Options

The Search For options are to the right of the DVS Access link. These options let you
select the type of search you will perform. There are four options:

e Selecting Driver lets you search for driver information. For more information on this
search type, see Chapter 4, "Search For Driver".

e Selecting Vehicle lets you search for vehicle information. For more information on
this search type, see Chapter 5, "Search for Vehicle".

e Selecting Disability lets you search for disability certificate information. For more
information on this search type, see Chapter 6, "Search for Disability Certificate".

e Selecting Other displays a menu of other search types:

o Selecting DWI - Inimical to Public Safety lets you search for drivers whose
licenses have been canceled for being inimical to public safety. For more
information on this search type, see Chapter 7, "Search for IPS".

o Selecting Plate/Sticker lets you search for license plate and license plate sticker
information. For more information on this search type, see Chapter 8, "Search for
Plate/Sticker".

o Selecting Dealer lets you search for dealer plate information. For more
information on this search type, see Chapter 9, "Search for Dealer".

DWI - Inimical to Public Safety
Plate/Sticker

Dealer

Figure 3.3: Other Menu
A selected search type turns a darker shade of blue.

Selecting a search type from the menu bar clears any current search results.

12 DVS Access User Guide
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:

3.4 Pending Queries

To the right of the Other menu is an inbox symbol. If you have submitted one or more
Advanced search queries, a number next to the inbox symbol shows how many queries
are available for review.

Figure 3.4: Inbox Symbol with Pending Queries

Clicking the inbox symbol takes you to the Pending Queries page

DVS Access SearchFor  Driver Vehicle Disability Other ~ U MyBCA User £~ Close DVS Access @

Pending Queries

Query Query

Parameters Status Type Submitted  Expires

Model Year=2000-2005, Make=MERCURY, Models=SABLE, SABLE G, SABLE GS/LS, SABLE GS/GS PLUS, SABLE GS, SABLE VIEWED Advanced 09/02/2014 09/04/2014

LUXURY AWD, SABLE LUXURY, SABLE LS/LTS, SABLE LS PREMIUM, SABLE LS, SABLE PREMIER AWD, SABLE PREMIER Vehicle 13:33:52 13:33:62
Search

Model Year=2004-2004, Make=MERCURY, Models=SABLE, SABLE G, SABLE GS/LS, SABLE G!

LUXURY AWD, SABLE LUXURY, SABLE LS/LTS, SABLE LS PREMIUM, SABLE LS, SABLE PRENM

/GS PLUS, SABLE GS, SABLE AVAILABLE Advanced 00/02/2014 09/04/2014
R AWD, SABLE PREMIER Vehicle 13:56:29 13:56:29
Search

DVS Access Version 6.0.b6392 - @ State of Minnesota 2014

Figure 3.5: Pending Queries Page
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3.4.1 Table of submitted queries

Below the page header is a table of your submitted Advanced search queries. There are
five fields:

Table 3.1: Pending Queries Results Table Data Fields

Field

Description

Parameters

These are the parameters you submitted in your search query.

Query Status

This is the status of your search query. There are four options:

* IN PROGRESS — This query has been submitted to DVS Access.
Results are not yet available.

* AVAILABLE - This query has been returned by DVS Access and its
results can be viewed.

* VIEWED — This query’s results have been previously viewed. The
results remain available for viewing until the date and time it Expires.

* EXPIRED - This query’s results are more than 48 hours old and have
expired. You are no longer able to view its results. Expired queries
remain on the Pending Queries page for 24 hours after the Expires
date and time for your reference.

Query Type

This is the type of search conducted. Currently, Advanced Vehicle
Search is the only search type with queued searches.

Submitted

This is the date and time that you submitted the search query.

Expires

This is the date and time that the results of your search query expire.
This is 48 hours after the date and time you submitted the query.

14

DVS Access User Guide
v1.30 (09/09/14)



Common Features BCA

3.4.2 Viewing your search results

Each set of Parameters for AVAILABLE or VIEWED searches listed is a link. Clicking
that link causes one of three things to occur:

Query error If DVS Access is unable to retrieve your search results from

Driver and Vehicle Services (DVS), an error message displays.
Try viewing the search results later.

Error retrieving results for advanced search: No response received from Driver and Vehicle Services (DVS)

Figure 3.6: Query Error

No match If your search generated no search results, a message displays
to that effect.

No results containing your search criteria were found.

Figure 3.7: Example of No Records Found Message

One or more If your search generated one or more search results, the

matches Pending Queries page displays a table of search results below
the table of submitted queries. Your search criteria are displayed
between the two tables.

For more information on the table of results for an Advanced
vehicle search and the information it displays, see Section 10.4,
"Advanced vehicle search results" in Chapter 10, Advanced
Search.

Too many matches If your search generates more results than DVS Access’ limit,
the Pending Queries page displays a message.

The search limit is set by the BCA and is subject to change.

Your search exceeds the limit of 5000 results. Please narrow your search criteria or contact the
BCA Service Desk.

Figure 3.8: Search Result Maximum Being Reached
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3.5 Night Mode

Next to the inbox symbol is a moon symbol. Clicking this symbol allows you to switch
from the colors normally displayed by DVS Access to a night vision-friendly scheme. This
is intended for law enforcement use in the field.

Figure 3.9: Moon Symbol

DVS Access SearchFor Driver  Vehicle  Disability  Other ~ @ {3 UMmBCA Userf#~  Close DVS Access @

DVS Access

Search For 9
Driver Vehicle Disability Certificate

DWI - Inimical to Public Safety Plate/Sticker Dealer

ate of Minnesota 2014

Figure 3.10: Example of Night Mode

If you are in night mode, the moon symbol is replaced by a sun symbol. Clicking this
symbol allows you to switch from night mode back to the default DVS Access color

scheme.

Figure 3.11: Sun Symbol

Your choice of color scheme becomes the default for DVS Access on the computer you
are using until it is changed again. It also becomes the default for the MyBCA
Applications portal until it is changed.

16 DVS Access User Guide
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3.6 MyBCA

Click the MyBCA link to launch a new browser window or tab with the MyBCA
Applications page. This allows you to access other MyBCA applications.

U MyBCA

Figure 3.12: MyBCA Link

If you have a browser window or tab already running the MyBCA Applications page, the
MyBCA link may cause that window or tab to refresh. This depends on your browser.

DVS Access User Guide 17
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3.7 User Options

Clicking User in the right of the menu bar displays the User Options menu. This is
similar to the Options menu of the MyBCA Applications page.

UMyBCA User £~

My account

Change my password i

Provide feedback
A |

Figure 3.13: User Options Menu

The Options menu has four elements:

The first section of the User Options menu displays your name, user name, your
user role, and your agency ORI. If your password is due to expire, a message
appears above this information.

If this section does not display your information, Close DVS Access and Logout of
MyBCA. Then, log into MyBCA and launch DVS Access again.

The My account option allows you to change your MyBCA account attributes. For
more information, see Chapter 5, “Managing Your MyBCA Account”, in the MyBCA
User Guide.

The Change my password option allows you to change your MyBCA account
password. For more information, see Chapter 5, “Managing Your MyBCA Account”,
in the MyBCA User Guide.

The Provide feedback option allows you to provide the BCA with feedback about
DVS Access or DVS Access applications. For more information, see Chapter 6,
“Feedback”, in the MyBCA User Guide.

18
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3.8 Close DVS Access

Click Close DVS Access to close your DVS Access session.

Close DVS Access €)

Figure 3.14: Close DVS Access Link
Clicking Close DVS Access causes one of two things to occur:
e If you have a browser window/tab currently running MyBCA Applications, your DVS
Access window or tab closes. You are taken to the window/tab with the MyBCA

Applications page.

e If you do not have a browser window/tab currently running MyBCA Applications, your
DVS Access window or tab is replaced with the MyBCA Applications page.

From the MyBCA Applications page, you can access another MyBCA application
(including DVS Access) or logout of MyBCA completely.

The behavior described above may vary, depending on your browser and its setup.

DVS Access User Guide 19
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3.9 Error messages

If you encounter an error while using DVS Access, an error message appears below the
page heading.

Call to DVS failed: Request timed out

Figure 3.15: Example of Error Message

To clear the error message from the page, click the X in the right-hand side of the
message.

3.10 Browser window/tab size

To optimize screen space, DVS Access does the following when it is used in a smaller
browser window or tab:

e The Search For links, moon or sun symbol; MyBCA link, User Options menu, and
Close DVS Access button may combine into a single menu. You may need to scroll
to see the entire menu.

DVS Access

Search For &

Driver
Vehicle
Disability

Other ~

DWI - Inimical to Public Safety

Figure 3.16: Combined Menu

e The Search For buttons may display in a single column instead of three.
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4

This chapter describes how to search for driver information in the DVS Access
application.

4.1 Search Driver Information page

Selecting a search for Driver information takes you to the Search Driver Information
page.

DVS Access SearchFor=  Driver Vehicle Disability Other ~ a2 « U MyBCA User £~ Close DVS Access €

Search priver information

Name Driver License

Last Name First Name Middle Name Date of Birth

e Enter last name Enter first name Enter middle name MM |/| DD |/| YYY

DVS Access Version 6.0.b5858 - © State of Minnesota 2014

Figure 4.1: Search Driver Information Page (Name Tab Selected)
There are two types of driver information searches you can perform from this page:
e Name — search using name and/or date of birth
e Driver License — search using driver’s license number or state ID card number

By default, you are taken to the Name tab. If someone has previously performed a
Driver search on this computer, you are taken to the tab of the last search.
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4.1.1 Name

To search for a driver using a name and/or date of birth:

1. Select Driver search from the menu bar or DVS Access page. You are taken to the
Search Driver Information page.

2. If not already selected, select the Name tab.

3. Enter your search criteria into the fields provided:

Table 4.1: Name Search Criteria

Field Description

Last Name Enter part or all of the person’s last name into this field.

First Name | Enter part or all of the person’s first name into this field.

Middle Name | Enter part or all of the person’s middle name into this field.

Date of Birth | There are three Date of Birth fields:
* month

+ date

+ year

Enter part or all of the search person’s date of birth into these fields
(MM/DD/YYYY format).

4. Click Search.

4.1.2 Name search criteria

At a minimum, you must enter one of the following for your search criteria:
e at least two characters of a name (Last Name, First Name, or Middle Name)
e a complete Date of Birth (MM/DD/YYYY format)

e atleast two characters of a name (Last Name, First Name, or Middle Name) and at
least one of the three Date of Birth fields (month, date, and/or year)

The following additional rules apply to Name search criteria:
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Names are “begins
with” search
criteria

Date of Birth is
“exact” search
criterion

Names not case
sensitive

Punctuation
ignored

Suffixes

Online help

Last Name, First Name, and Middle Name are “begins with”
criteria. For example, searching for “john” returns “Johns” and
“Johnson” for results.

Date of Birth is an “exact” criterion. Searching for a specific date
or portions of a date only returns results matching those criteria.

The Last Name, First Name, and Middle Name fields are not
case sensitive.

Name search ignores any punctuation you enter. For example,
searching for “O’Brien” returns “OBrien” and “O Brien” for results.

Name search ignores suffixes (e.g., Jr., Sr., II, lll, V).

Clicking the question mark symbol displays online help for Name
searches. To hide the help, click the question mark symbol
again. You can also hide the help by clicking the X on its right
side.

Name

Driver License

ast Name First Name Middle Name Date

2]

Help

Requirements

Name Search

You must provide at least one of the following:
* atleast two characters of a name (Last Name, First Name, or Middle Name)
* acomplete Date of Birth (MM/DD/YYYY format)
+ atleast two characters of a name (Last Name, First Name, or Middle Name) AND at least one portion
of the Date of Birth (month, day, or year)

The following applies to Name searches:

* Name search is a "begins with" search. For example, search for "john" produces "Johns" and
"Johnson" for results.

* Name search ignores any punctuation you enter. For example, searching for "O'Brien” includes
"OBrien" and "0 Brien" in its results. Searching for "Jose-Perez" includes "Jose Perez" and
"JosePerez" in its results.

* Name search ignores suffixes (e.g., Jr., Sr., 11, 111, IV)

Figure 4.2: Name Search Online Help

DVS Access User Guide
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4.1.3 Driver License

DVS Access SearchFor®  Driver

Search

Name Driver License

Driver License %

DVS Access Version 6.0.b5858 - @ State of Minnesota 2014

Vehicle  Disability  Other ~ @ & w©OMyBCA  Usert¥~  CloseDVS Access €

Figure 4.3: Search Driver Information Page (Driver License Tab Selected)

To search for a person using a driver’s license or state ID card number:

1. Select Driver search from the menu bar or DVS Access page. You are taken to the
Search Driver Information page.

2. If not already selected, select the Driver License tab.

3. Enter the driver’s license or state ID card number into the Driver License field. This
must be a letter followed by 12 digits. The red asterisk indicates this is a required

field.
4. Click Search.

Exact search

Company IDs and
motor vehicle IDs

Driver License search is an “exact” search. Searching for a
driver’s license or state ID card number only provides search
results for that number.

When viewing a vehicle’s Vehicle Detail page, the following
vehicles may show a Driver License number:

e vehicles owned by a company

e vehicles owned by an individual without a driver’s license

In these situations, the number displayed is a placeholder used
by DVS. It is not an actual driver’s license number. Searching for
these numbers using Driver License search generates no

results.

For more information on Vehicle search, see Section 5.5.2,
"Current Owners" in Chapter 5, Search for Vehicle.
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4.2 Starting your search

Clicking Search causes one of five things to occur:
4.2.1 Error in search criteria

If you did not enter your search criteria correctly, an error message appears below that
field. Check your entry and try again.

Driver License %
- R SO Q, Search

Driver License number must start with
etter and end with 12 digits

Figure 4.4: Example of Error in Search Criteria
4.2.2 No match

If you entered your search criteria correctly, the Search button changes to read
Searching.... If your search generates no search results, a message displays to that
effect.

No results containing your search criteria were found.

Figure 4.5: Example of No Records Found Message
4.2.3 One match

If you entered your search criteria correctly, the Search button changes to read
Searching.... If your search generates a single result, you are taken directly to that
person’s Driving Record page. For more information, see Section 4.4, "Driving Record
navigation", and Section 4.5, "Driving Record information".

4.2.4 Multiple matches

If you entered your search criteria correctly, the Search button changes to read
Searching.... If your search generates more than one result, your page displays a table
of search results. For more information, see Section 4.3, "Search results".
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4.2.5 Minimal Criteria Warning

If you entered your Name search criteria correctly, the Search button changes to read
Searching.... If your search meets the following criteria, a dialog appears:

e only two letters entered for First Name, Middle Name, or Last Name
e partial or no Date of Birth entered

The dialog warns you that a large number of results are likely from such a broad search.
This would cause your search to take longer than normal.

Minimal Criteria Warning

You have provided one or two characters in a single Name field. A large number of
results are likely. The search may take longer than normal.

Click OK to continue your search. Click Refine Search to edit your search criteria.

m Refine Search

Figure 4.6: Minimal Criteria Warning

e Click OK to continue your search.

e Click Refine Search to edit your search criteria. You are returned to your search
criteria on the Name tab.

4.2.6 Too many matches

If you entered your Name search criteria correctly, the Search button changes to read
Searching.... If your search generates more results than DVS Access’ limit, your page
displays a message.

The search limit is set by the BCA and is subject to change.

Your search exceeds the limit of 1000 results. Please narrow your search criteria and try again.

Figure 4.7: Example of Search Result Maximum Being Reached
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:

4.3 Search results

If your search criteria generate more than one search result, the Search Driver
Information page displays a table of search results. Your search criteria remain in the
fields you entered them into, above the table.

DVS Access SearchFor=  Driver Vehicle Disability Other ~ a (S UMyBCA User £~ Close DVS Access @

Search priver information

Name Driver License

Last Name First Name Middle Name Date of Birth

9 Iwo\ al Enter middle name MM |/| DD |/| YYYY

3 Drivers Found

Show 25 ¥ entries |m‘ Filter: =)
Driver License Name 4 Dpate of Birth Street City

T TWO WHITE RIVER

Y TWO ST CLOUD

F TWO MINNEAPOLIS

Showing 1103 of 3 entries First | | Previous | |1  Next | | Last

DVS Access Version 6.0.b6392 - @ State of Minnesota 2014

Figure 4.8: Search Driver Information Page (Search Results Displayed and Highlighted)

4.3.1 Number of drivers found

The top of the table shows how many people matched your search criteria. This

information is also shown at the bottom of the page (e.g., Showing 1 to 25 of 985
entries).

4.3.2 Show entries

Select Show entries to select the number of search results displayed on each page.
There are four options:

e 10
e 25 (default)
e 50

e 100

DVS Access User Guide 27
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4.3.3 Filter

Typing text into the Filter narrows your search results to those containing that text. For
example, typing “john” into the Filter limits your search results to records where any field
(e.g., Driver License, Name, Date of Birth, Street, City) contains the letters “john”.

Birth dates To filter birth dates, type in the month, date, and/or year. Use
leading zeroes and the MM/DD/YYYY format. Separate month,
date, and/or year with slashes.

For example, searching for “08/01” filters your search results to
those born on August 1 of any year.

City names City name may be listed in multiple ways. For example,
Minneapolis could be abbreviated as “Mpls”. Saint Paul could be
abbreviated at “St. Paul” or “St Paul”. If your filtering is
unsuccessful, try a variant of the City name.

Multiple search Separate multiple search terms with a space. For example,

items searching for “john 08/01” filters your search results to those
born on August 1 of any year who has a Name, Street, or City
containing “john”.

Filter help Clicking the question mark symbol next to the Filter text box
displays the filter’s online help. To hide the help, click the
question mark symbol again. You can also hide the help by
clicking the X on its right side.

28 DVS Access User Guide
v1.30 (09/09/14)



Search For Driver BCA
4.3.4 Print

Click Print to print your search results. Your view of the page changes to “print view” —
only the table of search results is displayed. A message appears, telling you to use your
browser’s print function to print the table. This is normally done by pressing Ctrl+P.

Print view

Please use your browser's print function to print this
table. Press escape when finished.

Figure 4.9: Print View Message
If you have multiple pages of search results, they all appear on the “print view” page.

Once you have finished printing, press Esc to return to the normal view of the Search
Driver Information page.

If you filter your search results (as described in Section 4.3.3, "Filter", above), your
exported search results (i.e., files, copied tables and printouts) are also filtered.
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4.3.5 Table of search results

Below the Show entries and Filter fields is the table of search results. There are five
fields:

Table 4.2: Search Results Table Data Fields

Field Description

Driver License | This is the person’s driver’s license or state ID card number.

Name This is the person’s name. Last name is displayed first, followed by first
name and middle name (if any).

Date of Birth | This is the person’s date of birth. It is displayed in MM/DD/YYYY format.

Street This is the person’s registered street address.

City This is the city of the person’s registered street address.

Each Driver License number listed is a link. Clicking that link takes you to that person’s
Driving Record. For more information, see Section 4.4, "Driving Record navigation" and
Section 4.5, "Driving Record information".

By default, the table is sorted on Name in ascending (A to Z) order. You can sort the
search results on one of the fields shown by clicking its column heading. An arrow shows
if the data is being sorted in ascending or descending order.
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4.3.6 Paging controls

There are paging controls below the table of search results.

First | [Previous |[1 (23| 4/||5||Next|| Last

Figure 4.10: Example of Paging Controls
e Click First to go to the first page of search results.
e Click Previous to go to the previous page of search results, if any.

e Click a page number to go to that page of the search results. The page number of the
results you are viewing has a blue background.

e Click Next to go to the next page of search results, if any.

e Click Last to go to the last page of search results.
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4.4 Driving Record navigation

DVS Access SearchFor  Driver  Vehicle Disability Other ~ [~ (S

4 Refine Search

Driver Information Memos

Driving Record for MINNESOTA DRIVER (01/05/1954)

Incidents DWI Events Vehicles Disability Certificates Other ~

UMyBCA  User¥~

Close DVS Access €3

Driver Information
Purpose for displaying photo Reason (cad/case/incident 2, physical ID, etc.)
- Select Purpose for Displaying Photo v and Reason (cad/case/incident #, physical ID, etc )
A Display Current Photo & Display Older Photo VALID
To display photo, select a Purpose, enter a
Reason, then click Display Photo. Name MINNESOTA DRIVER Driver License
Date of Birth 01/05/1954 Class
Gender Female Enhanced DL
Height 511" coL
Weight 235 Issued Date
Eye Color Blue Expires
Address 445 MINNESOTA ST Driving Status
ST PAUL 55101 Medical Alert
Corrective Lenses
Endorsements
NONE
Restrictions
NONE
Memos
Date Text
10/14/2013 PREV CDL CLASS AENDRS RESTR
09/10/2013 MEDICAL CERT EXPIRED DOWNGRADE LETTER SENT ON 09/11/2013
07/11/2013 MEDICAL CERT EXPIRATION WARNING LETTER SENT 07/15/2013

MR Aa e DaL MG BE oD ol 0] Lanclun oo

B0O42031258515
D

No

N/A
04/15/2012
01/05/2016
VALID

No

No

Figure 4.11: Driving Record Page

The Driving Record page displays the relevant information in a person’s DVS driving
record. This section describes how to navigate the Driving Record page.
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§

4.4.1 Sections

Driver Information Memos Incidents DWI Events Vehicles m Disability Certificates Other ~

Figure 4.12: Tabs on Driving Record Page (Driver Information Tab Selected)

Below the header showing the person’s name and date of birth are several tabs. These
correspond to the sections of the Driving Record page:

e Driver Information (this is labeled Identification Card Information if the person
has a State ID card)

e Memos

e Incidents

e DWI Events

e Vehicles

e Disability Certificates

e Other is a menu that displays five additional sections. Click Other to display the
following:

o Miscellaneous Events
o Withdrawals
o Medical Certificate

o Commercial Learners Permit

Miscellaneous Events

o Miscellaneous

Withdrawals
Medical Certificate
Commercial Learners Permit |

Miscellaneous

Figure 4.13: Other Menu
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The tab corresponding to the section you are viewing is shown in a darker shade of blue.
As you scroll up or down the Driving Record page, the tab selection follows the section
displayed on your screen.

If a section name has a flag next to it, there are records available under that section of
the Driving Record.

Click a section name to go to that section of the Driving Record page. For more
information, see Section 4.5, "Driving Record information".

4.4.2 Refine Search

Click Refine Search to return to the Search Driver Information page. Your previous
search criteria are provided. You can then add to or change those criteria to refine your
search results.

4.4.3 Print

Click Print to print the information displayed on the Driving Record page. The print
dialog for your browser appears.

The output includes any current or historical photos selected. Additional details available
by clicking an item (e.g., vehicle data) are not included.

4.4.4 New Search

To leave the Driving Record page and start a new search, do one of the following:
e click DVS Access
e click one of the Search for links in the menu bar

For more information, see Chapter 3, "Common Features".
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4.5 Driving Record information

The Driving Record page displays the relevant information in a person’s DVS driving
record. This section describes the information displayed on the Driving Record page.

4.5.1 Driver Information

The first section of the Driving Record page is the Driver Information section. This
section displays basic information on the selected person. This information includes:

Table 4.3: Driver Information Data

Field Data Displayed
Name This is the person’s name.
Date of Birth This is the person’s date of birth.
Gender This is the person’s gender.
Height This is the person’s height in feet and inches (e.g., 5’ 10”).
Weight This is the person’s weight in pounds, shown as a three-digit number.
Eye Color This is the person’s eye color.
Address This is the person’s registered home address.

Driver License

If the person has a driver’s license, its number is displayed here. If they
have a State ID card, this field does not appear.

State ID
Card Number

If the person has a State ID card, its number is displayed here. If they
have a driver’s license, this field does not appear.

Class

This is the class of the person’s driver’s license, if any.

Enhanced DL

If the driver’s license is an enhanced driver’s license, it is displayed here.

An enhanced driver’s license allows the holder to re-enter the United
States from land or sea from Canada, Mexico, Bermuda, or the
Carribean.

CDL If the person holds a commercial driver’s license (CDL), it is displayed
here.

Issued Date This is the date the person’s driver’s license or state ID card was issued.

Expires This is the date the person’s driver’s license or state ID card expires.

DVS Access User Guide
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Table 4.3: Driver Information Data (Continued)

Field Data Displayed
Status The status of the person’s driver’s license or state ID card is displayed
here.
Medical Alert If the person has a medical alert on their driver’s license or state ID card,

it is noted here.

Corrective Lenses | If the driver is required to wear corrective lenses while driving, it is noted

here.
Endorsements Any endorsements present on the driver’s license are displayed here.
Restrictions Any restrictions placed on the driver’s license are displayed here.

Some of this information is also displayed elsewhere on the Driving Record page:

e Name and Date of Birth are displayed above the tabs on the page, to the right of the
Refine Search and Print buttons.

e Status is also displayed in large print to the right of the Display Current Photo or
Display Older Photo button.
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4.5.2 Memos

The next section of the Driving Record page is the Memos section. This section
displays memos entered by DVS. If there is no such information, this section reports “No
memos on driving record.”

Memos
Date Text
10/14/2013 PREV CDL CLASS A ENDRS RESTR
09/10/2013 MEDICAL CERT EXPIRED DOWNGRADE LETTER SENT ON 09/11/2013
07/11/2013 MEDICAL CERT EXPIRATION WARNING LETTER SENT 07/15/2013
12/07/2010 *NEXT IMPAIRED DRIVING BEFORE 01/01/2020 IMPOUND PLATES

Figure 4.14: Memos Section

If the person has memos on their Driving Record, the following information is displayed
in a table:

Table 4.4: Memo Information on Driving Record Page

Field Data Displayed
Date This is the date the memo was entered into the person’s Driving Record.
Text This is the text of the memao.
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4.5.3 Incidents

The next section of the Driving Record page is the Incidents section. This section
displays incident information recorded by DVS. If there is no such information, this
section reports “No incidents on driving record.”

Incidents
Date DWI Description Court Location
01/19/2012 SOLD/POSSESSED CONTROLLED SUBSTANCE Morrison

03/15/2011 VIOLATION OF OUT-OF-SERVICE ORDER Hennepin

Figure 4.15: Incidents Section

If the person has incidents noted on their Driving Record, the following information is
displayed in a table:

Table 4.5: Basic Incident Information on Driving Record Page

Field Data Displayed

Date The date of the incident.

The incidents on a person’s Driving Record are listed in ascending
order by Date.

DWI If the incident was a DWI-related offense, a check mark appears in this
column. See the DWI section of the Driving Record for additional details
(for more information, see Section 4.5.4, "DWI Events").

Description This is a description of the driver’s offense.

If the event was a DWI-related offense, the driver’s alcohol content is
reported here.

Court Location This is the location of the court that handled the driver’s offense.
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4.5.4 DWI Events

The next section of the Driving Record page is the DWI Events section. This section
displays information on DWI-related events. If there is no such information, this section
reports “No DWI events on record.”

DWIEvents ©

Date Description Court Location
06/01/2010 IMPLIED CONSENT - TEST .04 OR MORE - .08 BAC Hennepin

01/01/2010 DRIVING WHILE UNDER THE INFLUENCE- .10 BAC Hennepin

Figure 4.16: DWI Events Section

If the person has DWI events on their Driving Record, the following information is
displayed in a table:

Table 4.6: Basic DWI Event Information on Driving Record Page

Field Data Displayed

Date This is the date of the DWI-related event.

The DWI-related events on a person’s Driving Record are listed in
ascending order by Date, then Description. The first event is the most
recent entry.

Description This is a description of the DWI-related event (e.g., implied consent, AC
over 0.16, etc.). The driver’s alcohol content is reported here.

Court Location This is the location of the court that handled the driver’s offense.

First-time off-road A first-time off-road or watercraft DWI does not impact a driver’s

and watercraft motor vehicle driver’s license (for more information, see

DWis Minnesota Statutes §169A.07). In these cases, a Memo is
usually placed on their Driving Record.
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Online help Information related to a specific DWI event is not contained only
in the DWI Events section. Such information could be located in
other sections of the Driving Record, including:

e Memos
e Miscellaneous Events
e Withdrawals
Clicking the question mark symbol next to the DWI Events
heading displays a reminder to this effect. To hide the help, click
the question mark symbol again. You can also hide the help by
clicking the X on its right side.
DWIEvents ©
Help

Additional information on listed DWI events may be located under the Memos, Miscellaneous Events and
Withdrawals sections.

Figure 4.17: DWI Events Section (Help Displayed)
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4.5.5 Vehicles

The next section of the Driving Record page is the Vehicles section. This section
displays information on any vehicles linked to the person’s driver’s license by DVS. If
there is no such information, this section reports “No vehicles on record.”

Vehicles

Click/tap row for mare information. Click/tap same row again to remove.

Plate Title Sticker Expiration Make Model Year
03/2013 GMC SIERRA C1500 2013
. I ., Vehicle Detail for
Disability Certit
Disability Certificate Number Plate Title Reason Duplicate
VIN Suspense No

PZ00001 Transfer Date

. Flags
Miscellaneous |

. Owners
No miscellaneous
Name Date of Birth  Address County

TESTRECORD JOHND  04/27/1947 123 GOPHER LANE, MOLEHILL, MN 55892-0000 = Hennepin

Withdrawals

No withdrawals orp  Liens

Lien Holder Issue Date Address

Medlcal Cer'[lflc ALLY FINANCIAL 03/28/2013 PO BOX 8122, COCKEYSVILLE, MD 21030

No CDL medical cerunvarcvmnrrecura:

Figure 4.18: Vehicles Section (Details Displayed)

If the person has vehicle information in their Driving Record, the following information is
displayed in a table:

Table 4.7: Basic Vehicle Information on Driving Record Page

Field Data Displayed
Plate This is the license plate number of the vehicle.
Title This is the vehicle’s title number.

Sticker Expiration | This is the expiration date (month and year) for the vehicle’s license plate
stickers (i.e., tabs).

Make This is the make of the vehicle.
Model This is the model of the vehicle.
Year This is the model year of the vehicle.
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Vehicle details

Clicking a row of vehicle information displays additional detail for

that vehicle. This information includes:

Table 4.8: Vehicle Detail Information Displayed on Driving Record Page

Field Data Displayed
Plate This is the license plate number of the vehicle.
VIN This is the vehicle’s Vehicle Identification Number.
Title This is the vehicle’s title number.
Suspense If the vehicle’s title is in suspense, it is noted here.

Transfer Date

This is the date of the vehicle’s last title transfer within the state of
Minnesota, if any.

Flags

If the vehicle has any constraints imposed upon it (e.g., held for resale,
etc.), that information is displayed here.

Each vehicle may have up to three flags.

Owners

This field contains information on the current owner(s) of the vehicle,
including:

* Name
« Date of Birth
* the owner’s full Address

* County for the Address

Liens

This field contains information on lienholders for the vehicle, including:
* Lien Holder name
* the Issue Date of the lien

» the lienholder’s full Address

Closing vehicle
details

To close the vehicle details, click the X in the upper right hand of

the information window. You can also click the row of vehicle
information a second time. Clicking another row of vehicle
information displays that row’s details.

License-to-vehicle In some circumstances, a person’s Driving Record may not

linkage display a vehicle that they own. This usually occurs when there
is a difference in the name on a person’s driver’s license and
their vehicle’s title.
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4.5.6 Disability Certificates

Disability Certificate Number

PZ00001

Disability Certificates

Type Issued Date Expiration Status

Permanent Disability 09/13/2013 07/2019 valid

Figure 4.19: Disability Certificates Section

The next section of the Driving Record page is the Disability Certificates section. This

section displays any disability certificates linked to the person’s driver’s license or ID

card. If there is no such information, this section reports “No disability certificates for this

person.”

If the person has disability certificate information in their Driving Record, the following
information is displayed in a table:

Table 4.9: Disability Certificate Information on Driving Record Page

Field Data Displayed
Disability Certificate | This is the disability certificate’s number.
Number
Type This is the type of disability certificate issued.
Issued Date This is the date the disability certificate was issued.
Expiration This is the expiration date (month and year) for the disability
certificate.
Status This is the status of the disability certificate.

DVS Access User Guide
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4.6 Other information

Below the Disability Certificates section of the Driving Record page are the sections
covered under the Other menu.

4.6.1 Miscellaneous Events

The Miscellaneous Events section contains miscellaneous information DVS has
entered on the person’s Driving Record. If there is no such information, this section
reports “No miscellaneous events on record.”

Miscellaneous Events
Activity Date Transaction Type Additional Text
03/29/2012 NOTICE CLASS D REINSTATEMENT REQUIREMENTS SENT

12/15/2011 NOTICE RE COMMERCIAL REQUIREMENTS SENT

PP PN o P TU T N RN TN RIS W=t Y=yt

Figure 4.20: Miscellaneous Events Section

If the person has miscellaneous event information in their Driving Record, the following
information is displayed in a table:

Table 4.10: Basic Miscellaneous Events Information on Driving Record Page

Field Description

Activity Date This is the date the noted event was entered on the person’s Driving
Record.

Transaction Type | This is a description of the event that was entered on the person’s
Driving Record.

Additional Text This is additional text describing the event entered on the person’s
Driving Record.
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4.6.2 Withdrawals

The Withdrawals section contains information on any withdrawals of a person’s license

(e.g., cancellations, revocations, disqualifications, etc.). If there is no such information,

this section reports “No Withdrawals on record.”

Withdrawals
Activity Date Valid Text Length Reinstatement
02/28/2012 REV - SOLD/POSSESSED CONTROLLED SUB 30 03/29/2012
01/05/2012 DISQ - 3RD VIOL OF QUT-OF-SERVICE 1095 01/05/2015

Figure 4.21: Withdrawals Section

If the person has withdrawal information in their Driving Record, the following

information is displayed in a table:

Table 4.11: Basic Withdrawal Information on Driving Record Page

Field Description

Activity Date | This is the date the withdrawal was entered on the person’s Driving

Record.
Valid Text This is a description of the reason the driver’s license was withdrawn.
Length This is the number of days the withdrawal of the driver’s license is
effective.

Reinstatement | This is the date the driver’s license is reinstated.

DVS Access User Guide
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4.6.3 Medical Certificate

The Medical Certificate section contains information on a driver’'s medical certificate.
This is required for holders of commercial driver’s licenses (CDLs). If there is no such
information, this section reports “No CDL medical certificate on record.”

Medical Certificate
Medical Certification
Medical Certification v
Status N/A(C)
Issued 09/12/2012
Posted 01/29/2013
Expiration 09/12/2014
Restriction Expiration
Self Certification
Status N/A (NI)
Posted 09/24/2012
Medical Examiner
Name JOHN SMITH
Phone 6517777777
Registry ID
License 3344, MN

Figure 4.22: Medical Certificate Section

If the person has CDL medical certificate information in their Driving Record, the
following information is displayed:

Medical The Medical Certification section displays information about
Certification the driver’s medical certification. This information includes:

Table 4.12: Medical Certification Information on Driving Record Page

Field Description

Medical Certification | If the person has CDL medical certification, it is displayed here.

Status This is the status of the CDL medical certificate.

Issued This is the date the CDL medical certification was issued.
Posted This is the date the CDL medical certificate was posted by DVS.
Expiration This is the date the CDL medical certification expires.

Restriction Expiration | This is the date any CDL-related medical restriction expires.
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Self Certification The Self Certification section displays information about the
driver’s self-certification. Holders of a CDL are required to self-
certify that they are subject to or exempt from the medical
examination requirements of 49 CFR, Part 391, or Minnesota
Statutes, Chapter 221. This information includes the Status of
the self-certification and the date it was Posted by DVS.

Medical Examiner The Medical Examiner section displays information about the
medical examiner that provided the Medical Certification. This
information includes the examiner’s Name, Phone, Registry ID,
and License (including the license number and state of origin).
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4.6.4 Commercial Learners Permit

The Commercial Learners Permit section contains information on a person’s
commercial learner’s permit. If there is no such information, this section reports “No
commercial learners permit on record.”

Class A
Effective
Issued
Expiration
Corrective Lenses  Yes

Endorsements

NONE

Restrictions

NONE

Commercial Learners Permit

11/14/2013

05/13/2014

Figure 4.23: Commercial Learners Permit Section

If the person has commercial learner’s permit information in their Driving Record, the
following information is displayed:

Table 4.13: Commercial Learner’s Permit Data

Field Data Displayed
Class This is the class of the person’s commercial learner’s permit.
Effective This is the date the person’s commercial learner’s permit is effective.
Issued Date This is the date the person’s commercial learner’s permit was issued.
Expiration This is the date the person’s commercial learner’s permit expires.

Corrective Lenses

If the driver is required to wear corrective lenses while driving, it is noted
here.

Endorsements

Any endorsements present on the commercial learner’s permit are
displayed here.

Restrictions

Any restrictions placed on the commercial learner’s permit are displayed
here.
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4.6.5 Miscellaneous

The Miscellaneous section contains other information collected by DVS and displayed
on driver’s licenses and ID cards.

Organ Donor No
Limited Mobility No

Miscellaneous

Living Will No
Senior Citizen No

Figure 4.24: Miscellaneous Section

This information includes:

Table 4.14: Miscellaneous Information on Driving Record Page

Field

Data Displayed

Organ Donor

If the person’s driver’s license or state ID card indicates that they are an
organ donor, it is displayed here.

Limited Mobility

If the person’s driver’s license or state ID card indicates that they have
limited mobility, it is displayed here.

Living Will

If the person’s driver’s license or state ID card indicates that they have a
living will or health care directive, it is displayed here.

Senior Citizen

If the person’s driver’s license or state ID card indicates that they are a
senior citizen (i.e., age 65 or over), it is displayed here.

DVS Access User Guide
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4.7 Driver’s license/ID card photos

Driver Information

Purpose for displaying photo Reason (cad/case/incident 2, physical ID, etc.)

— Select Purpose for Displaying Photo - v and

To display photo, select a Purpose, enter a
|Reason, then click Display Photo Name MINNESOTA DRIVER Driver License B042031258515

Figure 4.25: Driving Record Page, Driver Information Section (Focus on Photo Section)
By default, a person’s current driver’s license or ID card photo is not displayed on the

Driving Record page. To display that photo, you must select a Purpose for displaying
photo and provide a Reason for displaying the photo.

4.7.1 Purposes for displaying photo

There are eight purposes available:
e Traffic investigation

e Criminal court investigation

e Juvenile court investigation

e Service of process

e Enforce OFP and DANCO

e |ocate missing person

e Prosecute crime

e Offender supervision

If you have selected the Purpose for displaying photo list, you can select the purpose
code by selecting its first letter. For example, typing “T” selects “Traffic investigation”.
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4.7.2 Reason for displaying photo

You must provide a Reason for displaying a driver’s license photo unless the Purpose
for displaying photo is Traffic investigation. The Reason you provide should be
something that would help you reference this case in the future. This could be a case or
incident number, physical ID, etc.

4.7.3 Displaying a current photo

To display a person’s current driver’s license or ID photo:

1. Select the Purpose for displaying photo.

2. If required, enter a Reason.

3. Click Display Current Photo. The person’s current photo and signature are retrieved

from DVS and displayed on the page. Below the signature is the date the photo was
taken.

Driver Information

Purpose for displaying photo

Traffic investigation E

‘ ‘ = Displ

Name
Date of Birt
Gender
Height
Weight
Eye Color
Address

Endorse
NONE

04/03/2008
NONE

Figure 4.26: Example of Current Photo Displayed
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4.7.4 Copying and pasting a current photo

To copy a current photo or signature and paste it into another document:

1. Right-click the image you want to copy. The current photo and signature are separate
images.

2. Use your browser’s controls to copy the image. Do not copy the image’s URL.

3. Select the document you want to paste the image into.

4. Paste Special the image.

5. Paste the image as a Device Independent Bitmap (or Bitmap if this is not available).

6. Click OK. The image is pasted into your document.
4.7.5 Printing or saving a current photo

You can also print or save the current photo and signature displayed. To perform either
task, click the current photo. A new browser window or tab launches, containing the
photo and signature.

Printing To print the current photo and signature, click Print above
current photo. The print dialog for your browser appears. You
can then print the photo and signature page.

Saving The current photo and signature are separate images on the
page.

To save the current photo or signature, right-click the image you
want to save. Use your browser’s controls to save the image to a
drive of your choice.

Copy/paste You can copy and paste the current photo and signature from
this window or tab, as described in Section 4.7.4, above.

Closing Once you have finished with the current photo and/or signature,
close the browser window or tab containing them.
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4.7.6 Purpose and reason carry over through search

If you refine your search (for more information, see Section 4.4.2, "Refine Search") and
then select another Driving Record, your selected Purpose for displaying photo and
Reason are carried over to that Driving Record. You do not need to reenter this
information before viewing that person’s photo.

If you start a new search (for more information, see Section 4.4.4, "New Search", your
selected Purpose for displaying photo and Reason are not carried over to that search.

4.7.7 Display older photo

DVS may have at least one previous driver’s license or ID photo on file. Some law
enforcement personnel are authorized to view this additional photo.

If you have this access, a Display Older Photo button appears to the right of the
Display Current Photo button. Once you have displayed the current photo, the Display
Older Photo button becomes available.

Click Display Older Photo to display the historical photo.

Driver Information

Purpose for displaying photo Reason)

Traffic investigation E and Test

mﬂm w'@ ‘Pdﬁzgﬂ 0/2003 gJB}g‘

04/03/2008

Figure 4.27: Example of Current and Historical Photos Displayed
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The historical photo and signature can be copied and pasted. For more information, see
Section 4.7 .4, "Copying and pasting a current photo". They can also be printed or saved,
much like the current photo and signature. For more information, see Section 4.7.5,
"Printing or saving a current photo".

Historical photo access must be requested by your agency’s CLEO (chief law
enforcement officer). For more information, contact the BCA Service Desk.
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5

This chapter describes how to search for motor vehicle information in the DVS Access
application.

5.1 Search Vehicle Registration
Information page

Selecting a search for Vehicle information takes you to the Search Vehicle
Registration Information page.

DVS Access SearchFor=  Driver Vehicle Disability Other ~ (=] @ UMyBCA User £~ Close DVS Access €

Search venicle Registration Information

Plate VIN Title Name Driver License Company Name Advanced

Plate %

DVS Access Version 6.0.b5858 - @ State of Minnesota 2014

Figure 5.1: Search Vehicle Registration Information Page (Plate Tab Selected)
There are seven types of vehicle registration searches you can perform from this page:
e Plate — search using license plate number
e VIN — search using a Vehicle Identification Number (VIN)

e Title — search using a title number
e Name - search using owner name and/or date of birth

e Driver License — search using a driver’s license or ID card number
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Company Name — search using a company’s hame

Advanced - search using multiple vehicle attributes, including: partial license plate,
partial VIN, vehicle flags, model years, make, models, colors, classes, styles, and
counties of registration

By default, you are taken to the Plate tab. If someone has previously performed a
Vehicle search on this computer, you are taken to the tab of the last search.
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5.1.1 Plate

To search for a motor vehicle using the vehicle’s license plate number:

1. Select Vehicle search from the menu bar or DVS Access page. You are taken to the
Search Vehicle Registration Information page.

2. If not already selected, select the Plate tab.

3. Enter the license plate number into the Plate field. The red asterisk indicates this is a
required field.

4. Click Search. Go to Section 5.2, "Starting your search" to learn about what happens
after you click Search.

Exact search Plate search is an “exact” search. Searching on “ABC123” only
provides search results for “ABC123”. Plates with numbers or
letters before, inside, or after those characters are not included
as results.

Plate must be between two and eight characters. It can contain
hyphens.

Patrtial license plate number searches are done from the
Advanced tab. For more information, see Chapter 10,
"Advanced Search".

Online help Clicking the question mark symbol displays online help for Plate
searches. Clicking the symbol again hides the online help.

If you want to search for a partial plate number, go to Advanced search.

Help

Figure 5.2: Plate Search Online Help
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5.1.2 VIN

DVS Access SearchFor=  Driver Vehicle Disability Other ~ a2 « U MyBCA User £~ Close DVS Access €

Search vehicle Registration Information

Plate VIN Title Name Driver License Company Name Advanced

VIN %

DVS Access Version 6.0.b5858 - © State of Minnesota 2014

Figure 5.3: Search Vehicle Registration Information Page (VIN Tab Selected)
To search for a motor vehicle using a Vehicle Identification Number:

1. Select Vehicle search from the menu bar or DVS Access page. You are taken to the
Search Vehicle Registration Information page.

2. If not already selected, select the VIN tab.

3. Enter the VIN. The VIN must be no longer than 17 characters (letters and digits). The
red asterisk indicates this is a required field.

4. Click Search. Go to Section 5.2, "Starting your search" to learn about what happens
after you click Search.

Exact search VIN search is an “exact” search. Searching for a VIN only
provides search results for that VIN.

Partial VIN searches are done from the Advanced tab. For more
information, see Chapter 10, "Advanced Search”.

Online help Clicking the question mark symbol displays online help for VIN
searches. Clicking the symbol again hides the online help.

If you want to search for a partial VIN, go to Advanced search.

Help

Figure 5.4: Plate Search Online Help
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5.1.3 Title

et

DVS Access SearchFor=  Driver

Vehicle Disability Other ~

Q@ & woMyBCcA  Userid~

Close DVS Access €

Search venicle Registration Information

Plate VIN Title Name Driver License

Company Name Advanced
Title %

DVS Access Version 6.0.b5858 - @ State of Minnesota 2014

Figure 5.5: Search Vehicle Registration Information Page (Title Tab Selected)

To search for a motor vehicle using the vehicle’s title number:

1. Select Vehicle search from the menu bar or DVS Access page. You are taken to the
Search Vehicle Registration Information page.
2.

If not already selected, select the Title tab.

3. Enter the title number into the Title field. This cannot exceed nine characters in
length. The red asterisk indicates this is a required field.

4. Click Search. Go to Section 5.2, "Starting your search" to learn about what happens
after you click Search.

Title search is an “exact” search. Searching for a title number only provides search
results for that title.

DVS Access User Guide
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5.1.4 Name

DVS Access SearchFor=»  Driver Vehicle Disability Other ~ a « UMyBCA User &~ Close DVS Access )

Search

Plate VIN Title Name Driver License Company Name Advanced

Last Name First Name Middle Name Date of Birth

DVS Access Version 6.0 b5858 - @ State of Minnesota 2014

Figure 5.6: Search Vehicle Registration Information Page (Name Tab Selected)
To search for a motor vehicle using the owner’'s name and/or date of birth:

1. Select Vehicle search from the menu bar or DVS Access page. You are taken to the
Search Vehicle Registration Information page.

2. If not already selected, select the Name tab.

3. Enter your search criteria into the fields provided:

Table 5.1: Name Search Criteria

Field Description

Last Name Enter part or all of the owner’s last name into this field.

First Name | Enter part or all of the owner’s first name into this field.

Middle Name | Enter part or all of the owner’s middle name into this field.

Date of Birth | There are three Date of Birth fields:
* month

+ date

« year

Enter part or all of the owner’s date of birth into these fields.

4. Click Search. Go to Section 5.2, "Starting your search" to learn about what happens
after you click Search.
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5.1.5 Name search criteria

At a minimum, you must enter one of the following for your search criteria:

e atleast two characters of a name (Last Name, First Name, or Middle Name)

e a complete Date of Birth (MM/DD/YYYY format)

e atleast two characters of a name (Last Name, First Name, or Middle Name) and at
least one of the three Date of Birth fields (month, date, and/or year)

The following additional rules apply to Name search criteria:

Names are “begins
with” search
criteria

Date of Birth is
“exact” search
criterion

Names not case
sensitive

Punctuation
ignored

Suffixes

Online help

Last Name, First Name, and Middle Name are “begins with”
criteria. For example, searching for “john” returns “Johns” and
“Johnson” for results.

Date of Birth is an “exact” criterion. Searching for a specific date
or portions of a date only returns results matching those criteria.

The Last Name, First Name, and Middle Name fields are not
case sensitive.

Name search ignores any punctuation you enter. For example,
searching for “O’Brien” returns “OBrien” and “O Brien” for results.

Name search ignores suffixes (e.g., Jr., Sr., II, lll, V).

Clicking the question mark symbol displays online help for Name
searches. To hide the help, click the question mark symbol
again. You can also hide the help by clicking the X on its right
side.

DVS Access User Guide
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5.1.6 Driver License

DVS Access SearchFor<  Driver Vehicle Disability Other ~ a (S UMyBCA

Userf#~  Close DVS Access @)

Search venicle Registration Information

Plate VIN Title Name Driver License Company Name Advanced

Driver License %

DVS Access Version 6.0 b5858 - @ State of Minnesota 2014

Figure 5.7: Search Vehicle Registration Information Page (Driver License Tab Selected)
To search for a motor vehicle using the owner’s driver’s license or ID card number:

1. Select Vehicle search from the menu bar or DVS Access page. You are taken to the
Search Vehicle Registration Information page.

2. If not already selected, select the Driver License tab.

3. Enter the driver’s license or state ID card number into the Driver License field. This

must be an alphabetic character followed by 12 digits. The red asterisk indicates this
is a required field.

4. Click Search. Go to Section 5.2, "Starting your search" to learn about what happens
after you click Search.

Driver License search is an “exact” search. Searching for a driver’s license or state ID
card number only provides search results for that number.
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5.1.7 Company Name

DVS Access SearchFor=  Driver Vehicle Disability Other ~ a2 « U MyBCA User £~ Close DVS Access €

Search

Plate VIN Title Name Driver License Company Name Advanced

Company Name %

DVS Access Version 6.0.b5858 - @ State of Minnesota 2014

Figure 5.8: Search Vehicle Registration Information Page (Company Name Tab Selected)
To search for a motor vehicle using a company name:

1. Select Vehicle search from the menu bar or DVS Access page. You are taken to the
Search Vehicle Registration Information page.

2. If not already selected, select the Company Name tab.

3. Enter the full or partial Company Name. This must be between 3 and 50 characters
in length. The red asterisk indicates this is a required field.

4. Click Search. Go to Section 5.2, "Starting your search" to learn about what happens
after you click Search.

Company Name search is a “contains” search. Searching for “auto” produces results
including the characters “auto”, including “John’s Auto” and “Auto World”.

5.1.8 Advanced vehicle search

Advanced vehicle search allows you to search for one or more motor vehicles using
multiple criteria, including: partial license plate, partial VIN, vehicle flags, model years,
make, models, colors, classes, styles, and counties of registration.

For more information on Advanced vehicle search, see Chapter 10, "Advanced Search".
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5.2 Starting your search

Clicking Search for a regular (i.e., not Advanced) vehicle search causes one of six
things to happen:

5.2.1 Error in search criteria

If you did not enter your search criteria correctly, an error message appears below that
field. Check your entry and try again.

Plate VIN Title Name Driver L

Plate %

|

Plate not valid.

Figure 5.9: Example of Error in Search Criteria
5.2.2 No match

If you entered your search criteria correctly, the Search button changes to read
Searching.... If your search generates no search results, a message displays to that
effect.

No results containing your search criteria were found.

Figure 5.10: Example of No Records Found
5.2.3 One match

If you entered your search criteria correctly, the Search button changes to read
Searching.... If your search generates a single result, you are taken directly to that
vehicle’s Vehicle Information page. For more information, see Section 5.4, "Vehicle
Information navigation" and Section 5.5, "Vehicle Information".

5.2.4 Multiple matches

If you entered your search criteria correctly, the Search button changes to read
Searching.... If your search generates more than one result, your page displays a table
of search results. For more information, see Section 5.3, "Search results".
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5.2.5 Minimal Criteria Warning

If you entered your Name search criteria correctly, the Search button changes to read
Searching.... If your search meets the following criteria, a dialog appears:

e only two letters entered for First Name, Middle Name, or Last Name
e partial or no Date of Birth entered

The dialog warns you that a large number of results are likely from such a broad search.
This would cause your search to take longer than normal.

Minimal Criteria Warning

You have provided one or two characters in a single Name field. A large number of
results are likely. The search may take longer than normal.

Click OK to continue your search. Click Refine Search to edit your search criteria.

m Refine Search

Figure 5.11: Minimal Criteria Warning

e Click OK to continue your search.

e Click Refine Search to edit your search criteria. You are returned to your search
criteria on the Name tab.

5.2.6 Too many matches

If you entered your Name search criteria correctly, the Search button changes to read
Searching.... If your search generates more results than DVS Access’ limit, your page
displays a message.

The search limit is set by the BCA and is subject to change.

Your search exceeds the limit of 1000 results. Please narrow your search criteria and try again.

Figure 5.12: Example of Search Result Maximum Being Reached
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5.3 Search results

If your search criteria generate more than one search result, the Search Vehicle

Registration Information page or Pending Queries page displays a table of search
results. Your search criteria are displayed above the table.

DVS Access SearchFor=  Driver Vehicle Disability Other ~ a2 « U MyBCA User £~ Close DVS Access €

Search venicle Registration Information

Plate VIN Title Name Driver License Company Name Advanced

Last Name First Name Middle Name Date of Birth

9 wWo al Enter middle name MM |/| DD | /| YYYY

3 Owners Found
Show| 25 v |entries |m‘ Filter: 2]
Driver License Name “ DpateofBirth Street City
T TWO 0g WHITE RIVER
Y TWO 0¢ ST CLOUD
F TWO 0g MINNEAPOLIS
First | Previous | 11 Next |Last

DVS Access Version 6.0.b6392 - @ State of Minnesota 2014

Figure 5.13: Search Vehicle Registration Information Page
(Name Search Results Displayed and Highlighted)

5.3.1 Number of matches found

The top of the table shows how many people, vehicles, or companies your search criteria
matched. This information is also shown at the bottom of the page (e.g., Showing 1 to 25
of 985 results).

5.3.2 Show entries

Select Show entries to select the number of search results displayed on each page.
There are four options:

e 10

25 (default)
e 50

e 100
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5.3.3 Filter

Typing text into the Filter narrows your search results to those containing that text. For
example, typing “john” into the Filter limits your search results to records where any field
contains the letters “john”.

Birth dates

City names

Multiple search
items

Filter help

To filter birth dates, type in the month, date, and/or year. Use
leading zeroes and the MM/DD/YYYY format. Separate month,
date, and/or year with slashes.

For example, searching for “08/01” filters your search results to
those born on August 1 of any year.

City name may be listed in multiple ways. For example,
Minneapolis could be abbreviated as “Mpls”. Saint Paul could be
abbreviated at “St. Paul” or “St Paul”. If your filtering is
unsuccessful, try a variant of the City name.

Separate multiple search terms with a space. For example,
searching for “john 08/01” filters your search results to those
born on August 1 of any year and contains “john” in another field.

Clicking the question mark symbol next to the Filter text box
displays the filter’s online help. To hide the help, click the
question mark symbol again. You can also hide the help by
clicking the X on its right side.
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5.3.4 Print

Click Print to print your search results. Your view of the page changes to “print view” —
only the table of search results is displayed. A message appears, telling you to use your
browser’s print function to print the table. This is normally done by pressing Ctrl+P.

Print view

Please use your browser's print function to print this
table. Press escape when finished.

Figure 5.14: Print View Message
If you have multiple pages of search results, they all appear on the “print view” page.

Once you have finished printing, press Esc to return to the normal view of the Search
Vehicle Registration Information page.

If you filter your search results (as described in Section 5.3.3, "Filter", above), your
exported search results (i.e., files, copied tables and printouts) are also filtered.

68 DVS Access User Guide
v1.30 (09/09/14)



Search for Vehicle

5.3.5 Table of search results

Below the Show entries and Filter fields is the table of search results. The fields
displayed depends on the type of search run.

Plate search

There are seven data fields shown for a Plate search:

Table 5.2: Plate or Advanced Search Results Table Data Fields

Field Description
Vehicle This is the vehicle’s description. It can include the vehicle’s model year,
primary color, make, model, style, and number of doors.

Plate This is the vehicle’s license plate number.

Title This is the vehicle’s title number.

VIN This is the vehicle’s Vehicle Identification Number.

Sticker This is the expiration date (month and year) for the vehicle’s license plate

Expiration stickers (i.e., tabs).

Street This is the person’s registered street address.

City This is the city of the person’s registered street address.
Each Vehicle description, Plate, Title, and VIN listed is a link
for a single vehicle. Clicking that link takes you to the vehicle’s
Vehicle Information page. For more information, see Section
5.4, "Vehicle Information navigation" and Section 5.5, "Vehicle
Information"”.
By default, the table is sorted on Plate in ascending (A to Z)
order. You can sort the search results on one of these fields by
clicking its column heading. An arrow shows if the data is being
sorted in ascending or descending order.
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Name search

There are five data fields shown for a Name search:

Table 5.3: Name Search Results Table Data Fields

Field

Description

Driver License

This is the person’s driver’s license or state ID card number.

Name This is the person’s name. Last name is displayed first, followed by first
name and middle name (if any).

Date of Birth | This is the person’s date of birth. It is displayed in MM/DD/YYYY format.

Street This is the person’s registered street address.

City This is the city of the person’s registered street address.

Each Driver License number listed is a link.

If the person only has one vehicle, clicking that link takes you
to the vehicle’s Vehicle Information page. For more
information, see Section 5.4, "Vehicle Information navigation"
and Section 5.5, "Vehicle Information".

Otherwise, clicking that link takes you to a table listing the
person’s vehicles. This table operates like the one described
for a Plate search (for more information, see "Plate search",
above).

It is possible for a driver’s license or state ID card number to
be listed as a search result and not have a matching motor
vehicle. In this case, clicking the Driver License link causes
a message to appear. Search on the vehicle’s VIN, Title, or
Plate to confirm this result.

No motor vehicle matching selected driver's license was found. Search by VIN, Title or Plate to confirm

Figure 5.15: Message - No Motor Vehicle Matching Driver’s License

By default, the table is sorted on Name in ascending (A to Z)
order. You can sort the search results on one of these fields by
clicking its column heading. An arrow shows if the data is being
sorted in ascending or descending order.
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I BCA

Company Name
search

There are five data fields shown for a Company Name search:

Table 5.4: Company Name Search Results Table Data Fields

Field Description
Vehicles This is the number of vehicles registered in the company’s name.
Company ID This is the company’s ID number.

Company Name

This is the company’s legal name.

Street

This is the company’s registered street address.

City

This is the city of the company’s registered street address.

Limitation on
Company Name
search results

Each Company ID number listed is a link.

e If the company only has one vehicle, clicking that link takes
you to the vehicle’s Vehicle Information page. For more
information, see Section 5.4, "Vehicle Information navigation"
and Section 5.5, "Vehicle Information".

e Otherwise, clicking that link takes you to a table listing the
company’s vehicles. This table operates like the one
described for a Plate search (for more information, see "Plate
search", above).

By default, the table is sorted on the Vehicles field in ascending
(highest number to lowest number) order. You can sort the
search results on one of these fields by clicking its column
heading. An arrow shows if the data is being sorted in ascending
or descending order.

Some companies listed in a Company Name search may have
more than 100 Vehicles. Because of limitations with DVS’
databases, only 100 search results are made available to DVS
Access. In these circumstances, a message is displayed.

Click the X in the upper right-hand corner of the message to
remove it from the page.

Due to limitations with DVS’ database, only 100 vehicles can be listed. Work to remove this limit is ongoing

Figure 5.16: Company Name Vehicle Search Limit Message
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5.3.6 Paging controls

There are paging controls below the table of search results.

First | [Previous |[1 (23| 4/||5||Next|| Last

Figure 5.17: Paging Controls
e Click First to go to the first page of search results.
e Click Previous to go to the previous page of search results, if any.

e Click a page number to go to that page of the search results. The page number of the
results you are viewing has a blue background.

e Click Next to go to the next page of search results, if any.

e Click Last to go to the last page of search results.
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5.4 Vehicle Information navigation

DVS Access SearchFor-»  Driver Vehicle Disability Other ~ a

Vehicle Information for S, 2006 JEEP COMMANDER

UMyBCA  Userf¥~  Close DVS Access @

Vehicle Description Current Owners 2 Liens 1 Title Miscellaneous

Vehicle Description

Year 2006 Current Plate

Primary Color BLACK VIN

Secondary Color BLACK Previous Plate 12/2014
Make JEEP Sticker Expiration

Model COMMANDER Transfer Date

Style 4 DR WAGON/SP UTIL
Class Passenger/SUV

Flags

SUPPORT OUR TROOPS

Current Owners ©

Name

Name

Date of Birth Date of Birth
Driver License Driver License
Address ] Address

WAHIAWA, HI 96786-0000 WAHIAWA, HI 96786-0000
County County

Liens

Lien Holder Issue Date Address
CITIFINANCIAL AUTO 11/26/2007 PO BOX 3449, COPPELL, TX 75019

Title

Figure 5.18: Vehicle Information Page

The Vehicle Information page displays the relevant information for a vehicle registered
in the state of Minnesota. This section describes how to navigate the Vehicle
Information page.
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5.4.1 Tabs

Vehicle Description Current Owners (2 Liens (1 Title Miscellaneous

Figure 5.19: Tabs on Vehicle Information Page (Vehicle Description Tab Selected)
Below the header showing the vehicle’s license plate number and description (including
year, make, and model) are several tabs. These correspond to the sections of the
Vehicle Information page:

e Vehicle Description

e Current Owners

e Liens

e Title

e Miscellaneous

The tab corresponding to the section you are viewing is shown in a darker shade of blue.
As you scroll up or down the Vehicle Information page, the tab selection follows the

section displayed on your screen.

If a section name has a number next to it, there are records available under that section
of the Vehicle Information page.

Click a section name to go to that section of the Vehicle Information page. For more
information, see Section 5.5, "Vehicle Information".

5.4.2 Refine Search

Click Refine Search to return to the Search Vehicle Registration Information page.
Your previous search criteria are provided. You can then add to or change those criteria
to refine your search results.

5.4.3 Print

Click Print to print the information displayed on the Driving Record page. The print
dialog for your browser appears.

The output only includes the Vehicle Description and Current Owners sections of the
Vehicle Information page.
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5.4.4 New Search

To leave the Vehicle Information page and start a new search, do one of the following:
e click DVS Access
e click one of the Search for links in the menu bar

For more information, see Chapter 3, "Common Features".
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5.5 Vehicle Information

The Vehicle Information page displays the relevant information for a vehicle registered
in the state of Minnesota. This section describes the information displayed on the
Vehicle Information page.

5.5.1 Vehicle Description

The first section of the Vehicle Information page is the Vehicle Description section.
This section displays the basic information on the selected person. This information
includes:

Table 5.5: Vehicle Description Data

Field Description
Year This is the model year of the vehicle.
Primary Color This is the vehicle’s primary color.

Secondary Color | This is the vehicle’s secondary color.

Make This is the vehicle’s make.

Model This is the vehicle’s model.

Style This is the vehicle’s style (e.g., “Sedan 4DR”).
Class This is the vehicle’s class (e.g., “Passenger/SUV”).

The information in this field determines how DVS calculates registration
taxes (i.e., base price or gross weight).

Current Plate This is the vehicle’s current license plate number.

VIN This is the vehicle’s Vehicle Identification Number.

Previous Plate This is the vehicle’s previous license plate number, if available.
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Table 5.5: Vehicle Description Data (Continued)

Field Description

Sticker Expiration | This is the expiration date (month and year) for the vehicle’s license plate
stickers (i.e., tabs).

Flags If the vehicle has any special conditions (e.g., held for resale, junked,
etc.), that information is displayed here. The vehicle’s license plate style
(e.g. Critical Habitat) is also displayed here.

If a vehicle is junked, the vehicle’s dealer may be shown as a link. This
link takes you to the dealer’s Dealer Information page. For more
information on this page, see Section 9.4, "Dealer Information page" in
Chapter 9, Search for Dealer.

Each vehicle may have up to three flags.
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5.5.2 Current Owners

The next section of the Vehicle Information page is the Current Owners section. This
section displays basic information on the owners of the vehicle. The following information
is displayed for each owner:

Table 5.6: Current Owner Information on Vehicle Information Page

Field Description

Name This is the name of the owner.

Date of Birth | This is the owner’s date of birth, if any.

Driver License | If the owner’s information is matched to a driver’s license number, that
number is displayed here.

The Driver License number serves as a link. Clicking that link takes you
to the Driving Record for that person. For more information, see
Chapter 4, "Search For Driver".

If the vehicle is owned by a company or an individual without a driver’s
license, the number displayed is a placeholder used by DVS. A message
to this effect displays if these links are clicked.

Address This is the full address for the owner.

County This is the owner’s county of residence (based on Address). It is only
displayed if the Address is within the state of Minnesota.

A vehicle having two or more entries under the Current Owners section may not have
multiple owners. If the vehicle is owned by a company and its Name is longer than 32
characters, it appears as two owners.

Clicking the question mark symbol next to the Current Owners heading displays a
reminder to this effect. To hide the reminder, click the question mark symbol again. You
can also hide the reminder by clicking the X on its right side.

O
Current Owners | © _ . .
Multiple current owners found. A single company’s name may be shown as multiple owners.

Name LANNING JEREMY FLORIAN LAWRENCE Name PARKER LINDA KAY

Date of Birth 03/05/1979 Date of Birth 10/26/1953

Driver License L 552402255169 Driver License Q307188556210

Address 125 SANTAFE ST UNIT 102 Address 125 SANTA FEST UNIT 102

WAHIAWA, HI 96786-0000 WAHIAWA, HI 96786-0000
County County

Figure 5.20: Current Owners Section (Help Displayed)
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5.5.3 Lessees

Lessees ©

Name Name
Date of Birth 03/22/1975 Date of Birth q/To/ 1976
Driver License Driver License
Address Address
BELOOMINGTON, MN 55435 BLOOMINGTON, MN 55435
County Hennepin County Hennepin

Figure 5.21: Lessees Section

If the vehicle is currently leased, the next section of the Vehicle Information page is the
Lessees section. This section displays information on the lessees of the vehicle.

The following information is displayed for each lessee:

Table 5.7: Lessee Information on Vehicle Information Page

Field Description

Name This is the name of the lessee.

Date of Birth | This is the lessee’s date of birth, if any.

Driver License | If the lessee’s information is matched to a driver’s license number, that
number is displayed here.

The Driver License number serves as a link. Clicking that link takes you
to the Driving Record for that person. For more information, see
Chapter 4, "Search For Driver".

If the vehicle is owned by a company or an individual without a driver’s
license, the number displayed is a placeholder used by DVS. A message
to this effect displays if these links are clicked.

Address This is the full address for the lessee.

County This is the lessee’s county of residence (based on Address). It is only
displayed if the Address is within the state of Minnesota.

A vehicle having two or more entries under the Lessees section may not have multiple
owners. If the vehicle is owned by a company and its Name is longer than 32 characters,
it appears as two owners.

Clicking the question mark symbol next to the Lessees heading displays a reminder to
this effect. To hide the reminder, click the question mark symbol again. You can also
hide the reminder by clicking the X on its right side.
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5.5.4 Previous Owners

Previous Owners

PREVIOUS OWNER 1

Name

Date of Birth 03/17/1953
Address

RAMSEY, MN 55303
County Anoka
Title

Transfer Date
Sticker Expiration a7/202
Odometer Reading 0000025

Figure 5.22: Previous Owners Section

If the vehicle has previous owners, the next section of the Vehicle Information page is
the Previous Owners section. This section displays information on the previous owners
of the vehicle. It also displays title transfer information.

The two most recent previous owners’ information are displayed, if available. They are
listed in chronological order (i.e., the first owner displayed is the older of the two).

The following information is displayed for each previous owner:

Table 5.8: Previous Owner Information on Vehicle Information Page

Field Description

Name This is the previous owner’s name.

Date of Birth This is the previous owner’s date of birth.

Address This is the full address for the previous owner at the time of the title
transfer.

County This is the county of residence for the previous owner at the time of the
title transfer. It is only displayed if the Address was within the state of
Minnesota.

Title This is the vehicle’s previous title number.

Transfer Date This is the date of the title transfer.

Sticker Expiration | This was the expiration date (month and year) for the vehicle’s license
plate stickers (i.e., tabs) at the time of the transfer.

Odometer Reading | This was the odometer reading at the time of the vehicle’s title transfer.
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A vehicle having two or more entries under the Previous Owners section may not have
multiple owners. If the vehicle is owned by a company and its Name is longer than 32
characters, it appears as two owners.

Clicking the question mark symbol next to the Previous Owners heading displays a
reminder to this effect. To hide the reminder, click the question mark symbol again. You
can also hide the reminder by clicking the X on its right side.

Help

Previous Owners | @

Multiple previous owners found. A single company’s name may be shown as multiple owners.

PREVIOUS OWNER 1
Name
Date of Birth 03/17/1953
Address

RAMSEY, MN 55303
County Anoka

Title

Transfer Date

Sticker Expiration 07/2012
Odometer Reading 0000025

Figure 5.23: Previous Owners Section (Help Displayed)

5.5.5 Liens

Liens
Lien Holder Issue Date Address

VOLKSWAGEN CREDIT INC 05/16/2013 1401 FRANKLIN BLVD, LIBERTYVILLE, IL 60048

Figure 5.24: Liens Section

If a vehicle has one or more liens against it, the next section of the Vehicle Information
page is the Liens section. This section displays lienholder information for the vehicle. If
there is no such information, this section reports “No lien information available for this
vehicle.”

If the vehicle has one or more liens, the following information is displayed in a table:

Table 5.9: Lienholder Information on Vehicle Information Page

Field Description

Lien Holder | This is the lienholder’'s name.

Issue Date | This is the date the lien was issued.

Address The full address of the Lien Holder is displayed here.
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5.5.6 Title

Title

Title

Printed Yes
Suspense No

Type Regular
Issued Date

Agency Issued CPG 10
Title Odometer 0000030

Figure 5.25: Title Section

The next section of the Vehicle Information page is the Title section. This section
displays title information for the vehicle. This information includes:

Table 5.10: Title Information on Vehicle Information Page

Field Description
Title This is the vehicle’s title number.
Printed If the title was printed, that is noted here.
Suspense If the vehicle’s title is in suspense, that is noted here.
Type This is the type of title (e.g., regular, prior salvage, etc.) issued.

Issued Date This is the date the title was issued.

Agency Issued | This is the agency that issued the title.

Title Odometer | This is the mileage reported to DVS when the vehicle was titled.
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5.6 Miscellaneous information

Below the Title section of the Vehicle Information page are the Miscellaneous
sections: Plate, Sticker, and Vehicle.

Miscellaneous
Plate
Plate Status SOLD
Class SPECIALTY PLATES (SF)
Agency Issued BRAINERD
Deputy Number 007
Updated Date 02/25/2010
Allocated Date 09/14/2006

Figure 5.26: Plate Section

5.6.1 Plate

The Plate section of the Vehicle Information page provides additional details on a
vehicle’s license plate. These details include:

Table 5.11: Plate Information on Vehicle Information Page

Field Description
Plate Status This is the current status of the vehicle’s license plate.
Class This is the class of the vehicle’s license plate.

Agency Issued | This is the agency that issued the license plate.

Deputy Number | This is the number of the deputy registrar responsible for the
license plate transaction.

Updated Date | This is the date of the transaction that placed the license plate
into its current Plate Status.

Allocated Date | This is the date the license plate was allocated to the issuing
agency.

DVS Access User Guide
v1.30 (09/09/14)



Search for Vehicle

5.6.2 Sticker

Sticker

Current Sticker
Sticker Status SOLD

Tax 5197.00

Class Double Year (DY)
Agency Issued BRAINERD
Deputy Number 007

Updated Date
Allocated Date

03/15/2011
09/03/2010

Figure 5.27: Sticker Section

The Sticker section of the Vehicle Information page provides details on the sticker (i.e.,

tabs) assigned to a vehicle’s license plate. These details include:

Table 5.12: Sticker Information on Vehicle Information Page

Field Description

Current Sticker

This is the number of the license plate’s current sticker.

Sticker Status | This is the status of the license plate’s current sticker.
Tax This is the amount of tax paid on the vehicle to obtain its current sticker.
Class This is the type of sticker issued.

Agency Issued

This is the agency that issued the license plate’s current sticker.

plate sticker transaction.

Deputy Number | This is the number of the deputy registrar responsible for the license

Updated Date
Sticker Status.

This is the date of the transaction that placed the sticker into its current

Allocated Date

This is the date the sticker was allocated to the issuing agency.
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5.6.3 Stickers beginning with “4”

Some stickers issued by DVS begin with the number “4”:

e Stickers beginning with “402” are tabs that have been renewed through the mail.

e Stickers beginning with “418” are tabs that have been renewed online through DVS’

website.

These stickers were not assigned to or sold by a registrar’s office. As such, they do not
have the information available for other stickers in DVS’ systems.

5.6.4 Vehicle

Vehicle

First Sale 02/25/2010
Base Price 520,085
Gross Weight

Empty Weight ]

Last Transaction Date 03/15/2011

Last Transaction Description CLEAN AND DIRTY RENEWAL

Figure 5.28: Vehicle Section

The Vehicle section of the Vehicle Information page provides additional miscellaneous
details on the vehicle. These details include:

Table 5.13: Miscellaneous Vehicle Information on Vehicle Information Page

Field Description

First Sale This is the date of the vehicle’s first sale in the state of Minnesota.

Base Price This is the base value for a passenger class vehicle’s base value. This
value determines its registration tax.

Gross Weight If the vehicle is a truck, trailer, or combination of truck-tractor or semi-
trailer, the vehicle is licensed for its gross weight. That information is
displayed here.

Empty Weight For information on Source Code, contact DVS (see Section 11.3, "DVS
data issues" in Chapter 11, Additional Help).

Last Transaction | This is the date of the last DVS transaction entered for this vehicle.

Date
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Table 5.13: Miscellaneous Vehicle Information on Vehicle Information Page (Continued)

Field

Description

Last Transaction
Description

This is DVS’ description of the last transaction for this vehicle.

Files

If this vehicle’s information has been placed into a DVS file (e.g.,

“junked”) it is listed here.
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5.7 New and purged vehicle records

Sometimes the information shown on the Vehicle Information page is incomplete. This
would normally occur in two situations:

e when a vehicle is newly purchased

e when an older vehicle’s record is purged from DVS’ main vehicle database
5.7.1 New vehicles

If a vehicle is newly purchased, it is possible that the transaction has not been
completely entered into DVS’ database by a Deputy Registrar. The Vehicle Information
page displays an alert to this effect.

Attention!

This is a new vehicle transaction. The information is not complete

Figure 5.29: New Vehicle Alert

Click the X in the upper right-hand corner of the alert to remove it from the page.
5.7.2 Purged vehicles

Older vehicle records are periodically purged from DVS’ main vehicle database. In these
situations, DVS Access searches additional databases to provide limited information on
the vehicle. The Vehicle Information page displays an alert, informing you:

e the year the record was purged

e the information is incomplete.

Attention!

This vehicle record was purged from DVS  main database in 2009. The information is not complete.

Figure 5.30: Purged Vehicle Alert

Click the X in the upper right-hand corner of the alert to remove it from the page.
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6 Certificate

This chapter describes how to search for disability certificate information in the DVS
Access application.

6.1 Search Disability Certificates page

Selecting a search for Disability information takes you to the Search Disability
Certificates page.

DVS Access SearchFor=  Driver Vehicle Disability Other ~ a2 « U MyBCA User £~ Close DVS Access €

Search Disability Certificates

Name Driver License Disability Certificate Number

Last Name First Name Middle Name Date of Birth

e Enter last name Enter first name Enter middle name MM (/| DD |/ YYY

DVS Access Version 6.0.b6392 - © State of Minnesota 2014

Figure 6.1: Search Disability Certificates Page (Name Tab Selected)

There are three types of disability certificate information searches you can perform from
this page:

e Name - search using name and/or date of birth
e Driver License — search using driver’s license number
e Disability Certificate Number — search using disability certificate number

By default, you are taken to the Name tab. If someone has previously performed a
Disability search on this computer, you are taken to the tab of the last search.
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6.1.1 Name

To search for a disability certificate using a name and/or date of birth:

1. Select Disability search from the menu bar or Disability Certificate from the DVS
Access page. You are taken to the Search Disability Certificates page.

2. If not already selected, select the Name tab.

3. Enter your search criteria into the fields provided:

Table 6.1: Name Search Criteria

Field Description

Last Name Enter part or all of the search subject’s last name into this field.

First Name | Enter part or all of the search subject’s first name into this field.

Middle Name | Enter part or all of the search subject’s middle name into this field.

Date of Birth | There are three Date of Birth fields:
* month

+ date

« year

Enter part or all of the search subject’s date of birth into these fields.

4. Click Search.

6.1.2 Name search criteria

At a minimum, you must enter one of the following for your search criteria:
e atleast two characters of a name (Last Name, First Name, or Middle Name)
e a complete Date of Birth (MM/DD/YYYY format)

e atleast two characters of a name (Last Name, First Name, or Middle Name) and at
least one of the three Date of Birth fields (month, date, and/or year)
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The following additional rules apply to Name search criteria:

Names are “begins = Last Name, First Name, and Middle Name are “begins with”

with” search criteria. For example, searching for “john” returns “Johns” and
criteria “Johnson” for results.

Date of Birth is Date of Birth is an “exact” criterion. Searching for a specific date
“exact” search or portions of a date only returns results matching those criteria.
criterion

Names not case The Last Name, First Name, and Middle Name fields are not
sensitive case sensitive.

Punctuation Name search ignores any punctuation you enter. For example,
ignored searching for “O’Brien” returns “OBrien” and “O Brien” for results.
Suffixes Name search ignores suffixes (e.g., Jr., Sr., II, lll, V).

Online help Clicking the question mark symbol displays online help for Name

searches. To hide the help, click the question mark symbol
again. You can also hide the help by clicking the X on its right
side.

(2

Help

Requirements

You must provide at least one of the following:
* atleast two characters of a name (Last Name, First Name, or Middle Name)
* acomplete Date of Birth (MM/DD/YYYY format)
* atleast two characters of a name (Last Name, First Name, or Middle Name) AND &t least one portion
of the Date of Birth (month, day, or year)

Name Search

The following applies to Name searches

+ Name search is a "begins with" search. For example, search for "john" produces "Johns" and
"Johnson" for results.

* Name search ignores any punctuation you enter. For example, searching for "O'Brien” includes
"OBrien" and "0 Brien" in its results. Searching for "Jose-Perez" includes "Jose Perez" and
"JosePerez" In its results.

* Name search ignores suffixes (e.q., Jr., Sr., I, 111, IV)

Figure 6.2: Name Search Online Help
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6.1.3 Driver License

DVS Access SearchFor Driver  Vehicle

Disability ~ Other ~ [~

UMyBCA  Userf#~  Close DVS Access @

Search Disability Certificates

Name Driver License Disability Certificate Number

Driver License %

DVS Access Version 6.0.b6392 - @ State of Minnesota 2014

Figure 6.3: Search Disability Certificates Page (Driver License Tab Selected)

To search for a disability certificate using a driver’s license number:

1. Select Disability search from the menu bar or Disability Certificate from the DVS
Access page. You are taken to the Search Disability Certificates page.

2. If not already selected, select the Driver License tab.

3. Enter the driver’s license or state ID card number into the Driver License field. This

must be a letter followed by 12 digits. The red asterisk indicates this is a required
field.

4. Click Search.

Driver License search is an “exact” search. Searching for a driver’s license or state ID
card number only provides search results for that number.
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6.1.4 Disability Certificate Number

DVS Access SearchFor=  Driver Vehicle Disability Other ~ a2 « U MyBCA User £~ Close DVS Access €

Search

Disability Certificate Number %

Name Driver License Disability Certificate Number

DVS Access Version 6.0.b6392 - @ State of Minnesota 2014

Search using a
Disability
Certificate Number

Figure 6.4: Search Disability Certificates Page
(Disability Certificate Number Tab Selected)

To search for a disability certificate using a disability certificate
number:

1. Select Disability search from the menu bar or Disability
Certificate from the DVS Access page. You are taken to the
Search Disability Certificates page.

2. If not already selected, select the Disability Certificate
Number tab.

3. Enter the Disability Certificate Number. The red asterisk
indicates this is a required field.

Disability Certificate Number can be in one of two formats:

a. one letter followed by six digits

b. two letters followed by five digits

For more information on disability certificate numbers, see
"Disability certificate numbers", below.

4. Click Search.
Disability Certificate Number search is an “exact” search.

Searching for a disability certificate number only provides search
results for that number.
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Disability Disability certificate numbers are seven characters long. They
certificate have two parts:
numbers

e one letter indicating the type of certificate - this is not
displayed on the placard

e a six-character certificate number
To determine the Disability Certificate Number:

e If the certificate number is on a blue placard, start the
Disability Certificate Number with:

o P (permanent) - most blue placard numbers begin with P
o L (long-term)

o S (short-term)

You may need to search more than one type before finding

the correct certificate number.

e If the certificate you are searching for is on a red placard,
start the Disability Certificate Number with the letter T. This
is a temporary certificate.

e If the certificate you are searching for is on a green placard,
start the Disability Certificate Number with the letter C. This
is a commercial certificate.
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6.2 Starting your search

Clicking Search causes one of six results:
6.2.1 Error in search criteria

If you did not enter your search criteria correctly, an error message appears below that
field. Check your entry and try again.

Name Driver License Disability Certificate Number

Disability Certificate Number %

123456 Q Search

Disability Certificate Number length
must be 7 characters.

Figure 6.5: Example of Error in Search Criteria
6.2.2 No match

If you entered your search criteria correctly, the Search button changes to read
Searching.... If your search generates no search results, a message displays to that
effect.

No results containing your search criteria were found.

Figure 6.6: Example of No Records Found
6.2.3 One match

If you entered your search criteria correctly, the Search button changes to read
Searching.... If your search generates a single result, you are taken directly to the
Disability Certificates page for the person holding the certificate. For more information,
see Section 6.4, "Disability Certificates page".

6.2.4 Multiple matches

If you entered your search criteria correctly, the Search button changes to read
Searching.... If your search generates more than one result, your page displays a table
of search results. For more information, see Section 6.3, "Search results".
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6.2.5 Minimal Criteria Warning

If you entered your Name search criteria correctly, the Search button changes to read
Searching.... If your search meets the following criteria, a dialog appears:

e only two letters entered for First Name, Middle Name, or Last Name
e partial or no Date of Birth entered

The dialog warns you that a large number of results are likely from such a broad search.
This would cause your search to take longer than normal.

Minimal Criteria Warning

You have provided one or two characters in a single Name field. A large number of
results are likely. The search may take longer than normal.

Click OK to continue your search. Click Refine Search to edit your search criteria.

m Refine Search

Figure 6.7: Minimal Criteria Warning

e Click OK to continue your search.

e Click Refine Search to edit your search criteria. You are returned to your search
criteria on the Name tab.

6.2.6 Too many matches

If you entered your Name search criteria correctly, the Search button changes to read
Searching.... If your search generates more results than DVS Access’ limit, your page
displays a message.

The search limit is set by the BCA and is subject to change.

Your search exceeds the limit of 1000 results. Please narrow your search criteria and try again.

Figure 6.8: Example of Search Result Maximum Being Reached
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:

6.3 Search results

If your search criteria generate more than one search result, the Search Disability
Certificates page displays a table of search results. Your search criteria remain in the
fields you entered them into, above the table.

DVS Access SearchFor  Driver Vehicle Disability Other ~ a @ UMyBCA User £~ Close DVS Access @

Search Disability Certificates

Name Driver License Disability Certificate Number

Last Name First Name Middle Name Date of Birth

e two al Enter middle name MM |/| DD |/ YYYY

3 Drivers Found

Show| 25 v |entries |m‘ Filter: 7]
Driver License Name “ Date of Birth Street City

T TWOI 08 WHITE RIVER

Y TWOI 09 STCLOUD

H TWOI 08 MINNEAPOLIS
Showing 1 to 3 of 3 entries First | | Previous | [1] | Next | | Last

DVS Access Version 6.0.b6392 - @ State of Minnesota 2014

Figure 6.9: Search Disability Certificates Page (Search Results Displayed and Highlighted)
6.3.1 Number of drivers found

The top of the table shows how many people matched your search criteria. This
information is also shown at the bottom of the page (e.g., Showing 1 to 25 of 985
entries).

6.3.2 Show entries

Select Show entries to select the number of search results displayed on each page.
There are four options:

e 10
e 25 (default)
e 50

e 100
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6.3.3 Filter

Typing text into the Filter narrows your search results to those containing that text. For
example, typing “john” into the Filter limits your search results to records where any field
(e.g., Driver License, Name, Date of Birth, Street, City) contains the letters “john”.

Birth dates

City names

Multiple search
items

To filter birth dates, type in the month, date, and/or year. Use
leading zeroes and the MM/DD/YYYY format. Separate month,
date, and/or year with slashes.

For example, searching for “08/01” filters your search results to
those born on August 1 of any year.

City name may be listed in multiple ways. For example,
Minneapolis could be abbreviated as “Mpls”. Saint Paul could be
abbreviated at “St. Paul” or “St Paul”. If your filtering is
unsuccessful, try a variant of the City name.

Separate multiple search terms with a space. For example,
searching for “john 08/01” filters your search results to those
born on August 1 of any year who has a Name, Street, or City
containing “john”.

Filter help Clicking the question mark symbol next to the Filter text box
displays the filter’s online help. To hide the help, click the
question mark symbol again. You can also hide the help by
clicking the X on its right side.
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6.3.4 Print

Click Print to print your search results. Your view of the page changes to “print view” —
only the table of search results is displayed. A message appears, telling you to use your
browser’s print function to print the table. This is normally done by pressing Ctrl+P.

Print view

Please use your browser's print function to print this
table. Press escape when finished.

Figure 6.10: Print View Message
If you have multiple pages of search results, they all appear on the “print view” page.

Once you have finished printing, press Esc to return to the normal view of the Search
Disability Certificates page.

If you filter your search results (as described in Section 6.3.3, "Filter", above), your
exported search results (i.e., files, copied tables and printouts) are also filtered.
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6.3.5 Table of search results

Below the Show entries and Filter fields is the table of search results. There are five
fields:

Table 6.2: Search Results Table Data Fields

Field Description

Driver License | This is the person’s driver’s license or state ID card number.

Name This is the person’s name. Last name is displayed first, followed by first
name and middle name (if any).

Date of Birth | This is the person’s date of birth. It is displayed in MM/DD/YYYY format.

Street This is the person’s registered street address.

City This is the city of the person’s registered street address.

Each Driver License number listed is a link. Clicking that link takes you to that person’s
Disability Certificates page. For more information, see Section 6.4, "Disability
Certificates page".

It is possible for a driver’s license or state ID card number to be listed as a search result
and not have a matching disability certificate. In this case, clicking the Driver License
link causes a message to appear. Search on the Disability Certificate Number to
confirm this result. Click the X on the right side of the message to remove it from the

No disability certificate matching selected license was found. Search by Disability Certificate Number to confirm.

Figure 6.11: Message - No Disability Certificate Matching Driver’s License

By default, the table is sorted on Name in ascending (A to Z) order. You can sort the
search results on one of the fields shown by clicking its column heading. An arrow shows
if the data is being sorted in ascending or descending order.
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6.3.6 Paging controls

There are paging controls below the table of search results.

First | [Previous |[1 (23| 4/||5||Next|| Last

Figure 6.12: Example of Paging Controls
e Click First to go to the first page of search results.
e Click Previous to go to the previous page of search results, if any.

e Click a page number to go to that page of the search results. The page number of the
results you are viewing has a blue background.

e Click Next to go to the next page of search results, if any.

e Click Last to go to the last page of search results.
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6.4 Disability Certificates page

DVS Access SearchFor  Driver Vehicle Disability Other ~ (9 UMyBCA

Userf¥~  Close DVS Access €

Disability Certificates mmnesoTa DRIVER

£ Refine Search

Name MINNESOTA DRIVER Date of Birth 01/05/1954
Driver License B942031258515 Address 445 MINNESOTA ST
ST PAUL, MN 55101
Disability Certificate Number Type Issued Date Expiration Status Reason
CA00005 CMML 01/12/2010 01/2016 Valid

DVS Access Version 6.0.05713 - © State of Minnesota 2014

Figure 6.13: Disability Certificates Page

The Disability Certificates page displays the relevant information for disability

certificates issued in the state of Minnesota. This section describes the operation of the

Disability Certificates page.

6.4.1 Refine Search

Click Refine Search to return to the Search Disability Certificates page. Your previous
search criteria are provided. You can then add to or change those criteria to refine your

search results.
6.4.2 Driver information

Below the Refine Search button is basic information on the holder of the disability
certificate(s). This information includes:

Table 6.3: Driver Information on Disability Certificates Page

Field Data Displayed
Name This is the person’s name.
Driver License This is the person’s driver’s license number or state ID card number.
Date of Birth This is the person’s date of birth.
Address This is the person’s registered home address.
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6.4.3 Disability certificate information

The final section of the Disability Certificates page lists the disability certificates issued
to the person described in the previous section. The following information is displayed in

a table:

Table 6.4: Disability Certificate Information on Disability Certificates Page

Field Data Displayed
Disability Certificate | This is the disability certificate’s number.
Number
Type This is the type of disability certificate issued.
Issued Date This is the date the disability certificate was issued.
Expiration This is the expiration date (month and year) for the disability
certificate.
Status This is the status of the disability certificate.
Reason This is the reason code for the disability certificate action, if any.

The codes include:
A — Active

D — Deceased
L — Lost

M — Mutilated

N — Not Eligible
P — Pending

R — Revoked

S — Stolen

U — Unknown

V - Void
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7

This chapter describes how to search for information in the DVS Access application for
drivers whose licenses have been recently canceled for being inimical to public safety.

7.1 Search DWI - Inimical to Public
Safety page

Selecting a search for DWI - Inimical to Public Safety information takes you to the
Search DWI - Inimical to Public Safety page.

DVS Access SearchFor=  Driver Vehicle Disability Other ~ « U MyBCA User £~ Close DVS Access €

Search pwi - mimical to Public Safety

This search uses data last updated by DVS on 03/24/2014
City County Zip Code Name

City % Duration %

® 1 Week O 4 Weeks

DVS Access Version 6.0 b5768 - @ State of Minnesota 2014

Figure 7.1: Search DWI - Inimical to Public Safety Page (City Tab Selected)
There are four types of searches you can perform from this page:
e City — search using the name of the driver’s city
e County — search using the name of the driver's county
e Zip Code — search using the driver's ZIP code
e Name — search using the driver's name
You can search DVS records of newly canceled drivers for one or four weeks. Each

search page displays the last date that Driver and Vehicle Services (DVS) updated the
search data.
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By default, you are taken to the City tab. If someone previously performed a DWI -
Inimical to Public Safety search on this computer, you are taken to the tab of the last
search.

7.1.1 City

To search for canceled drivers by city:

1. Select DWI - Inimical to Public Safety search from the Other menu or DVS Access
page. You are taken to the Search DWI - Inimical to Public Safety page.

2. If not already selected, select the City tab.

3. Enter the City you want to search for. The red asterisk indicates this is a required
field.

4. Select the Duration you want to search for. By default, City search returns results
from DVS’ canceled list from the previous week (1 Week). You can also search the
list from the previous 4 Weeks.

5. Click Search.

City search is an “exact” search. Searching for a city only provides search results for
canceled drivers registered in that city.

City name may be listed in multiple ways. For example, Minneapolis could be
abbreviated as “Mpls”. Saint Paul could be abbreviated at “St. Paul” or “St Paul”. If your
filtering is unsuccessful, try a variant of the City name.
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7.1.2 County

DVS Access SearchFor<  Driver Vehicle Disability Other ~ [ U MyBCA

Userf#~  Close DVS Access @)

Search pwi - mimical to Public Safety

This search uses data last updated by DVS on 03/24/2014
City County Zip Code Name

County % Duration %

® 1 Week O 4 Weeks Q Search

DVS Access Version 6.0.b5768 - @ State of Minnesota 2014

Figure 7.2: Search DWI - Inimical to Public Safety Page (County Tab Selected)

To search for canceled drivers by county:

1.

5.

If not already selected, select the County tab.

Click Search.

Select DWI - Inimical to Public Safety search from the Other menu or DVS Access
page. You are taken to the Search DWI - Inimical to Public Safety page.

Select the County you want to search from the list. The red asterisk indicates this is a
required field.

Select the Duration you want to search for. By default, County search returns results
from DVS’ canceled list from the previous week (1 Week). You can also search the
list from the previous 4 Weeks.

County search is an “exact” search. Searching for a county only provides search results
for canceled drivers registered in that county. All provides results for all counties.
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7.1.3 Zip Code

DVS Access SearchFor  Driver Vehicle Disability Other ~ (= UMyBCA User £§~ Close DVS Access @

Search pwi - mimical to Public Safety

This search uses data last updated by DVS on 03/24/2014
City County Zip Code Name

Zip Code % Duration %

® 1 Week O 4 Weeks Q, Search

DVS Access Version 6.0.b5768 - @ State of Minnesota 2014

Figure 7.3: Search DWI - Inimical to Public Safety Page (Zip Code Tab Selected)
To search for canceled drivers by ZIP code:

1. Select DWI - Inimical to Public Safety search from the Other menu or DVS Access
page. You are taken to the Search DWI - Inimical to Public Safety page.

2. If not already selected, select the Zip Code tab.

3. Enter the Zip Code you want to search on. This field only accepts five digits. The red
asterisk indicates this is a required field.

4. Select the Duration you want to search for. By default, Zip Code search returns
results from DVS’ canceled list from the previous week (1 Week). You can also
search the list from the previous 4 Weeks.

5. Click Search.

Zip Code search is an “exact” search. Searching for a ZIP code only provides search
results for canceled drivers registered in that ZIP code.
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7.1.4 Name

DVS Access SearchFor=  Driver Vehicle Disability Other ~ « U MyBCA User £~ Close DVS Access €

Search

City County

Name %

(]

This search uses data last updated by DVS on 03/24/2014

DVS Access Version 6.0.

Zip Code Name

Duration %

® 1 Week O 4 Weeks

b5768 - © State of Minnesota 2014

Figure 7.4: Search DWI - Inimical to Public Safety Page (Name Tab Selected)

To search for canceled drivers by their name:

1. Select DWI - Inimical to Public Safety search from the Other menu or DVS Access
page. You are taken to the Search DWI - Inimical to Public Safety page.

2. If not already selected, select the Name tab.

3. Enter the full or partial Name you want to search for. The red asterisk indicates this is
a required field. See below for additional information.

4. Selectthe D

uration you want to search for. By default, Name search returns results

from DVS’ canceled list from the previous week (1 Week). You can also search the

list from the

previous 4 Weeks.

5. Click Search.

Search criteria

This Name search is different from others in DVS Access. It is
similar to a “contains” search. However, DVS Access only
matches the entire search term. To obtain accurate results, you
must:

e enter one part of the name (i.e., any correctly spelled first,
middle, or last name or portion thereof)

e enter consecutive parts of the person’s name (i.e., a first and
middle name, a middle and last name)

e enter the person’s full name
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Online help

For example, you could search for JOHN ALAN DOE by entering
the following in the Name field:

e JO or JOHN (i.e., some or all of the subject’s first name)

e JOHN A or JOHN ALAN (i.e., the subject’s full first name and
the beginning or all of the middle name)

o ALAN D or ALAN DOE (i.e., the subject’s full middle name
and the beginning or all of the last name)

e JOHN ALAN DOE

Clicking the question mark symbol displays online help for this
Name search. To hide the help, click the question mark symbol
again. You can also hide the help by clicking the X on its right
side.

9 e ® 1 Week ) 4 Weeks

Help

This Name search is different from others in DVS Access. To obtain accurate results, you must:
* enter one part of the name (i.e., any correctly spelled first, middle, or last name or portion thereof)
* enter consecutive parts of the person's name (i.e, a first and middle name, a middle and last name)
+ enter the person's full name

For example, you could search for JOHN ALAN DOE by entering the following in the Name field:
* )0 or JOHN (i.e, some or all of the subject’s first name)
* JOHN Aor JOHN ALAN (i.e., the subject’s full first name and the beginning or all of the middle name)
* ALAN D or ALAN DOE (i.e., the subject's full middle name and the beginning or all of the last name)
* JOHN ALAN DOE

Figure 7.5: IPS Name Search Online Help
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7.2 Starting your search

Clicking Search causes one of four results:
7.2.1 Error in search criteria

If you did not enter your search criteria correctly, an error message appears below that
field. Check your entry and try again.

city County Zip Code Name

County %

County must be entered

Figure 7.6: Example of Error in Search Criteria
7.2.2 No match

If you entered your search criteria correctly, the Search button changes to read
Searching.... If your search generates no search results, a message displays to that
effect.

No results containing your search criteria were found.

Figure 7.7: Example of No Records Found Message
7.2.3 Multiple matches

If you entered your search criteria correctly, the Search button changes to read
Searching.... If your search generates more than one result, your page displays a table
of search results. For more information, see Section 7.3, "Search results".
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7.3 Search results

If your search criteria generate more than one search result, the Search DWI - Inimical
to Public Safety page displays a table of search results. Your search criteria remain in

the fields you entered them into, above the table.

DVS Access SearchFor<  Driver Vehicle Disability Other ~ o (S UMyBCA User ##~

Close DVS Access €@

Search pwi - mimical to Public Safety

This search uses data last updated by DVS on 09/01/2014
City County Zip Code Name

City % Duration %

Minneapolis 1 Week ® 4 Weeks Q Search

21 Canceled Driver Licenses Found

Show| 25 v |entries ‘ Print | Filter: 7]
Driver License Name 4 Dpateof Birth Street City Zip County
05/ MINNEAPOLIS bbd Hennepin
L 1/ MINNEAPOLIS 55/ Hennepin
— —
03/ MINNEAPOLIS bbi Hennepin

Figure 7.8: Search DWI - Inimical to Public Safety Page
(Search Results Displayed and Highlighted)

7.3.1 Number of canceled licenses found

The top of the table shows how many people with canceled driver’s licenses matched
your search criteria. This information is also shown at the bottom of the page (e.g.,

Showing 1 to 25 of 985 entries).

7.3.2 Show entries

Select Show entries to select the number of search results displayed on each page.

There are four options:
e 10

e 25 (default)

e 50

e 100
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7.3.3 Filter

Typing text into the Filter narrows your search results to those containing that text. For
example, typing “john” into the Filter limits your search results to records where any field
(e.g., Driver License, Name, Date of Birth, Street, City) contains the letters “john”.

Birth dates

City names

Multiple search
items

Filter help

To filter birth dates, type in the month, date, and/or year. Use
leading zeroes and the MM/DD/YYYY format. Separate month,
date, and/or year with slashes.

For example, searching for “08/01” filters your search results to
those born on August 1 of any year.

City name may be listed in multiple ways. For example,
Minneapolis could be abbreviated as “Mpls”. Saint Paul could be
abbreviated at “St. Paul” or “St Paul”. If your filtering is
unsuccessful, try a variant of the City name.

Separate multiple search terms with a space. For example,
searching for “john 08/01” filters your search results to those
born on August 1 of any year who has a Name, Street, or City
containing “john”.

Clicking the question mark symbol next to the Filter text box
displays the filter’s online help. To hide the help, click the
question mark symbol again. You can also hide the help by
clicking the X on its right side.

DVS Access User Guide
v1.30 (09/09/14)

113



BCA Search for IPS
7.3.4 Print

Click Print to print your search results. Your view of the page changes to “print view” —
only the table of search results is displayed. A message appears, telling you to use your
browser’s print function to print the table. This is normally done by pressing Ctrl+P.

Print view

Please use your browser's print function to print this
table. Press escape when finished.

Figure 7.9: Print View Message
If you have multiple pages of search results, they all appear on the “print view” page.

Once you have finished printing, press Esc to return to the normal view of the Search
DWI - Inimical to Public Safety page.

If you filter your search results (as described in Section 7.3.3, "Filter", above), your
exported search results (i.e., files, copied tables and printouts) are also filtered.

7.3.5 Table of search results

Below the Show entries and Filter fields is the table of search results. There are six
fields:

Table 7.1: Search Results Table Data Fields

Field Description

Driver License | This is the person’s driver’s license or state ID card number.

Name This is the person’s name. Last name is displayed first, followed by first
name and middle name (if any).

Date of Birth | This is the person’s date of birth. It is displayed in MM/DD/YYYY format.

Street This is the person’s registered street address.
City This is the city of the person’s registered street address.
County This is the county of the person’s registered street address.

Each Driver License number listed is a link. Clicking that link takes you to that person’s
Driving Record. For more information, see Chapter 4, "Search For Driver".
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By default, the table is sorted on Name in ascending (A to Z) order. You can sort the
search results on one of the fields shown by clicking its column heading. An arrow shows
if the data is being sorted in ascending or descending order.

7.3.6 Paging controls

There are paging controls below the table of search results.

First | | Previous | [ 1| | 2| (3| 4| 5| Next| Last

Figure 7.10: Example of Paging Controls
e Click First to go to the first page of search results.
e Click Previous to go to the previous page of search results, if any.

e Click a page number to go to that page of the search results. The page number of the
results you are viewing has a blue background.

e Click Next to go to the next page of search results, if any.

e Click Last to go to the last page of search results.
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8 Sticker

This chapter describes how to search for license plate and sticker information in the DVS
Access application.

8.1 Plate/Sticker Search page

Selecting a search for Plate/Sticker information takes you to the Plate/Sticker Search
page.

DVS Access SearchFor=  Driver Vehicle Disability Other ~ [ UMyBCA User £~ Close DVS Access €&

Search rlate/sticker

Plate Sticker

Plate %

DVS Access Version 6.0 b5713 - @ State of Minnesota 2014

Figure 8.1: Plate/Sticker Search Page (Plate Tab Selected)
There are two types of searches you can perform from this page:
e Plate — search using a license plate number
e Sticker — search using a renewal tab sticker number

By default, you are taken to the Plate tab. If someone has previously performed a Plate/
Sticker search on this computer, you are taken to the tab of the last search.
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8.1.1 Plate
To search for plate/sticker information based on a vehicle’s license plate number:

1. Select Plate/Sticker search from the Other menu or DVS Access page. You are
taken to the Plate/Sticker Search page.

2. If not already selected, select the Plate tab.

3. Enter the license plate number into the Plate field. Plate must be between two and
eight characters (including hyphens).The red asterisk indicates this is a required field.

4. Click Search.
Plate search is an “exact” search. Searching on “ABC123” only provides search results

for “ABC123”. Plates with digits or letters before, inside, or after those characters are not
included as results.

8.1.2 Sticker

DVS Access SearchFor=»  Driver Vehicle Disability Other (= UMyBCA User -~ Close DVS Access €

Search

Plate Sticker

Sticker %

o

DVS Access Version 6.0.b5713 - @ State of Minnesota 2014

Figure 8.2: Plate/Sticker Search Page (Sticker Tab Selected)
To search for plate/sticker information based on a license plate’s sticker number:

1. Select Plate/Sticker search from the Other menu or DVS Access page. You are
taken to the Plate/Sticker Search page.

2. If not already selected, select the Sticker tab.

3. Enter the sticker number into the Sticker field. Sticker must be a letter followed by
seven digits.The red asterisk indicates this is a required field.

4. Click Search.
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Exact search

Stickers beginning

with “4”

Sticker search is an “exact” search. Searching for a sticker
number only provides search results for that number.

Some stickers issued by DVS begin with the number “4”:

e Stickers beginning with “402” are tabs that have been
renewed through the mail.

e Stickers beginning with “403” are tabs that have been
purchased through the mail for a new vehicle.

e Stickers beginning with “418” are tabs that have been
renewed online through DVS’ website.

These stickers were not assigned to or sold by a registrar’s
office. As such, they do not have the information available for
other stickers in DVS’ systems. You cannot search for these
stickers through DV'S Access.

Clicking the question mark symbol displays online help for
Sticker searches. To hide the help, click the question mark
symbol again. You can also hide the help by clicking the X on its

Help

You cannot search for stickers purchased online (418:x¢) or through the mail (402:x:0¢). Their details are
not available from DVS.

(2

right side.

Figure 8.3: Sticker Search Online Help
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8.2 Starting your search

Clicking Search causes one of four results:
8.2.1 Error in search criterion

If you did not enter your search criterion correctly, an error message appears below that
field. Check your entry and try again.

Plate Sticker

Plate %

Plate must be entered

Figure 8.4: Example of Error in Search criterion
8.2.2 No match

If you entered your search criterion correctly, the Search button changes to read
Searching.... If your search generates no search results, a message displays to that
effect.

No results containing your search criteria were found.

Figure 8.5: Example of No Records Found Message
8.2.3 One match

If you entered your search criterion correctly, the Search button changes to read
Searching.... If your search generates a result, you are taken directly to that plate or
sticker’s Plate/Sticker Detail page.
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:

8.2.4 Multiple sticker matches

If you entered your search criterion correctly, the Search button changes to read
Searching.... In the rare circumstance that a sticker is associated with two or more
license plates, you receive a message. You must contact Driver and Vehicle Services
(DVS) for information on the sticker.

Multiple plates found for Sticker. Email DVS.DataServices@state.mn.us for Sticker details.

Figure 8.6: Example of Message When a Single Sticker is Assigned to Multiple Plates

8.3 Plate/Sticker Detail page

DVS Access SearchFor=»  Driver Vehicle Disability Other ~ « UMyBCA User &~ Close DVS Access )

Plate/Sticker Detalil

€ Refine Search

Plate Information Sticker Information

Plate Sticker Number

Plate Status SOLD Sticker Status SOLD

Plate Year 2000 Expiration Year 2014

Agency Issued BRAINERD Agency Issued BRAINERD
Deputy Number 007 Deputy Number 007

Class SPECIALTY PLATES (SP) Class Double Year (DY)
Updated Date 02/25/2010 Updated Date 02/07/2014
Allocated Date 09/14/2006 Allocated Date 11/06/2012

DVS Access Version 6.0.b5713 - @ State of Minnesota 2014

Figure 8.7: Plate/Sticker Detail Page
The Plate/Sticker Detail page displays the relevant information on license plates and

license plate stickers (i.e., tabs) issued in the state of Minnesota. This section describes
the operation of the Plate/Sticker Detail page.

8.3.1 Refine Search

Click Refine Search to return to the Plate/Sticker Search page. Your previous search
criterion is provided. You can then change that criterion and run another search.
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8.3.2 Plate Information

If you ran a Plate search, Plate Information is located below the Refine Search button.
This information includes:

Table 8.1: Plate Information on Plate/Sticker Detail Page

Field Description
Plate This is the vehicle’s license plate number.
Plate Status This is the current status of the vehicle’s license plate.
Plate Year This is the year the plate was issued.

Agency Issued | This is the agency that issued the license plate.

Deputy Number | This is the number of the deputy registrar responsible for the license
plate transaction.

Class This is the class of the vehicle’s license plate.

Updated Date | This is the date of the transaction that placed the license plate into its
current Plate Status.

Allocated Date | This is the date the license plate was allocated to the issuing agency.

If you ran a search for a personalized license plate, Plate Information may not be
complete.
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8.3.3 Sticker Information

Sticker Information

Sticker Number

Sticker Status SOLD

Expiration Year 2012

Agency Issued COON RAPIDS
Deputy Number 171

Class Double Year (DY)
Updated Date 09/01/2011
Allocated Date 06/15/2011

Figure 8.8: Sticker Information Section of Plate/Sticker Detail Page

If you ran a Plate search, Sticker Information associated with the plate you searched
for is located to the right of the Plate Information section. If you ran a Sticker search,
Sticker Information is the only information on the page. This information includes:

Table 8.2: Sticker Information on Plate/Sticker Detail Page

Field Description

Sticker Number | This is the sticker number. If you ran a Plate search, this is the sticker
associated with the displayed license plate.

Sticker Status | This is the status of the license plate’s current sticker.

Expiration Year | This is the calendar year the sticker expires in.

Agency Issued | This is the agency that issued the license plate’s current sticker.

Deputy Number | This is the number of the deputy registrar responsible for the license
plate sticker transaction.

Class This is the type of sticker issued.

Updated Date | This is the date of the transaction that placed the sticker into its current
Sticker Status.

Allocated Date | This is the date the sticker was allocated to the issuing agency.
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8.4 Sticker exceptions

There are several exceptions to the behavior of the Plate/Sticker Detail page described
in Section 8.3, "Plate/Sticker Detail page". They all involve the stickers

8.4.1 Stickers beginning with “4”

Some stickers issued by DVS begin with the number “4”:
e Stickers beginning with “402” are tabs that have been renewed through the mail.

e Stickers beginning with “403” are tabs that have been purchased through the mail for
a new vehicle.

e Stickers beginning with “418” are tabs that have been renewed online through DVS’
website.

These stickers were not assigned to or sold by a registrar’s office. As such, they do not
have the information available for other stickers in DVS’ systems.

If, in a Plate search, a license plate has one of these stickers:
e the Sticker Number is shown in the Sticker Information section

e a message explaining the lack of further detail is displayed below the Sticker
Number

Sticker Information
Sticker Number
No sticker details available for this plate

from DVS. The sticker was purchased online
or through the mail.

Figure 8.9: Example of 400-Series Sticker Message
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8.4.2 Sticker information not available

A Plate search can provide Plate Information without a corresponding sticker. This
occurs in two circumstances:

e the plate has not been sold
e a data error at Driver and Vehicle Services (DVS)

In these cases, a message displays in lieu of sticker information.

Sticker Information

No sticker information available for this plate
from DVS

Figure 8.10: Example of Sticker Information Not Available for Plate
8.4.3 New sticker on plate

Your Sticker search could be for a sticker that has been replaced on a particular license
plate. In this circumstance, the information for the new sticker and its license plate are
displayed. A message above the plate and sticker information describes the change.
Click the X on the right side of the message to remove it from the page.

Requested sticker number no longer current. Current sticker and associated plate data displayed below

Figure 8.11: Example of Updated Plate/Sticker Message
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9

This chapter describes how to search for dealer and dealer plate information in the DVS
Access application.

9.1 Search Dealer page

Selecting a search for Dealer information takes you to the Search Dealer page.

DVS Access SearchFor<  Driver Vehicle Disability Other ~ (S UMyBCA User ##~ Close DVS Access @

Search pealer

Dealer Name Dealer Number Plate

Dealer Name %

Enter dealer name*

DVS Access Version 6.0 b5713 - @ State of Minnesota 2014

Figure 9.1: Search Dealer Page (Dealer Name Tab Selected)
There are three types of searches you can perform from this page:
e Dealer Name — search using a dealer’s name
e Dealer Number — search using a dealer number
e Plate — search using a dealer license plate number

By default, you are taken to the Dealer Name tab. If someone has previously performed
a Dealer search on this computer, you are taken to the tab of the last search.
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9.1.1 Dealer Name

To

1.

4,

search for an automotive dealer by their name:

Select Dealer search from the Other menu or DVS Access page. You are taken to
the Search Dealer page.

If not already selected, select the Dealer Name tab.

Enter part or all of the dealer's name into the Dealer Name field. You must enter
between 3 and 15 characters. The red asterisk indicates this is a required field.

Click Search.

Dealer Name search is a “contains” search. Searching for “auto” produces results
including the characters “auto”, including “John’s Auto” and “Auto World”.
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et

9.1.2 Dealer Number

DVS Access SearchFor  Driver  Vehicle

Disability

Other ~

@ OwmyBCcA
Search pealer

Userf#~  Close DVS Access €

Dealer Name Dealer Number Plate

Dealer Number %

Enter dealer number*

DVS Access Version 6.0.b5713 - © State of Minnesota 2014

Figure 9.2: Search Dealer Page (Dealer Number Tab Selected)

To search for an automotive dealer by their dealer number:
1. Select Dealer search from the Other menu or DVS Access page. You are taken to
the Search Dealer page.
2.

If not already selected, select the Dealer Number tab.

3. Enter the dealer's number into the Dealer Number field. This must be two or three

letters followed by five digits. The red asterisk indicates this is a required field.
4. Click Search.

Dealer Number search is an “exact” search. Searching for a dealer number only
provides search results for the dealer with that number.
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9.1.3 Plate

DVS Access SearchFor<  Driver Vehicle Disability Other ~ (= UMyBCA User £~ Close DVS Access €

Search pealer

Dealer Name Dealer Number Plate

Dealer Plate Number %

DVS Access Version 6.0.b5713 - @ State of Minnesota 2014

Figure 9.3: Search Dealer Page (Plate Tab Selected)
To search for a dealer plate:

1. Select Dealer search from the Other menu or DVS Access page. You are taken to
the Search Dealer page.

2. If not already selected, select the Plate tab.

3. Enter the dealer plate number into the Dealer Plate Number field. Dealer Plate
Number must be no longer than 8 characters (letters or digits). The red asterisk
indicates this is a required field.

4. Click Search.

Dealer Plate search is an “exact” search. Searching on “ABC123” only provides search
results for “ABC123”. Plates with numbers or letters before, inside, or after those
characters are not included as results.
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9.2 Starting your search

Clicking Search causes one of five results:
9.2.1 Error in search criterion

If you did not enter your search criterion correctly, an error message appears below that
field. Check your entry and try again.

Dealer Name Dealer Number Plate

Dealer Number %

DLR3687 Q Search

Dealer Number must be 2
or 3 letters followed by 5
digits.

Figure 9.4: Example of Error in Search Criterion

9.2.2 No match

If you entered your search criterion correctly, the Search button changes to read
Searching.... If your search generates no search results, a message displays to that
effect.

No results containing your search criteria were found.

Figure 9.5: Example of No Records Found Message

9.2.3 One match

If you entered your search criterion correctly, the Search button changes to read
Searching.... If your search generates a single result, you are taken directly to that
dealer's Dealer Information page. For more information, see Section 9.4, "Dealer
Information page".

9.2.4 Multiple matches

If you entered your Dealer Name correctly, the Search button changes to read
Searching.... If your search generates more than one result, your page displays a table
of search results. For more information, see Section 9.3, "Search results".
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9.3 Search results

If your Dealer Name search generates more than one search result, the Search Dealer
page displays a table of search results. Your search criterion remains in the field you
entered it into, above the table.

DVS Access SearchFor<  Driver Vehicle Disability Other ~ (=] « UMyBCA User ¥~ Close DVS Access €

Search pealer

Dealer Name Dealer Number Plate

Dealer Name %

210 Dealers Found

Show|25 v |entries | csv || copy | prm | Filter: ©
Dealer Number Dealer Name 4 Additional Dealer Names City Zip

DT38107 AFFORDABLE 4 ALL AUTOSLLLC NONE ELKRIVER 55330
DLR36879 AFFORDABLE AUTO CREDIT NONE BYRON 556020

Cooppani o Ao gD raTer= oaTD oy AL

Figure 9.6: Search Dealer Page (Search Results Displayed and Highlighted)
9.3.1 Number of dealers found

The top of the table shows how many dealers matched your search criterion. This
information is also shown at the bottom of the page (e.g., Showing 1 to 25 of 985
entries).

9.3.2 Show entries

Select Show entries to select the number of search results displayed on each page.
There are four options:

e 10
e 25 (default)
e 50

e 100
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9.3.3 Filter

Typing text into the Filter narrows your search results to those containing that text. For
example, typing “john” into the Filter limits your search results to records where any field
(e.g., Dealer Number, Dealer Name, Additional Dealer Names, City, ZIP) contains the
letters “john”.

City names City name may be listed in multiple ways. For example,
Minneapolis could be abbreviated as “Mpls”. Saint Paul could be
abbreviated at “St. Paul” or “St Paul”. If your filtering is
unsuccessful, try a variant of the City name.

Multiple search Separate multiple search terms with a space. For example,

items searching for “ford DLR3” filters your search results to those
dealerships with a Dealer Number containing with “DLR3” and
has a Dealer Name, Additional Dealer Names, or City
containing “ford”.

Filter help Clicking the question mark symbol next to the Filter text box
displays the filter’s online help. To hide the help, click the

question mark symbol again. You can also hide the help by
clicking the X on its right side.

9.3.4 Export options

There are three options for exporting your search results:

CSv Click CSV to export your search results into a CSV (comma-
delimited) file. These files can be opened by spreadsheets.

If you have multiple pages of search results, they are all exported
to the CSV file as a single table.

A dialog appears. Select the location on your computer where
you want to save the file. Change the File name, if desired.

Click Save to save the file. Click Cancel to return to your search
results.
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Copy

Print

Filtering results
and exports

Click Copy to copy your search results. A message appears,
informing you of the number of rows copied to your clipboard.
You can then paste the data into another application, such as a
word processor or spreadsheet.

T Date of Birth Street
)
Table copied

Copied 3 rows to the clipboard.

Figure 9.7: Table Copied Message
If you have multiple pages of search results, they are all copied.

Click Print to print your search results. Your view of the page
changes to “print view” — only the table of search results is
displayed. A message appears, telling you to use your browser’s
print function to print the table. This is normally done by pressing
Ctrl+P.

Print view

Please use your browser's print function to print this
table. Press escape when finished.

Figure 9.8: Print View Message

If you have multiple pages of search results, they all appear on
the “print view” page.

Once you have finished printing, press Esc to return to the
normal view of the Search Dealer page.

If you filter your search results (as described in Section 9.3.3,
"Filter", above), your exported search results (i.e., files, copied
tables and printouts) are also filtered.
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9.3.5 Table of search results

Below the Show entries and Filter fields is the table of search results. There are five
fields:

Table 9.1: Search Results Table Data Fields

Field Description
Dealer Number This is the dealer’'s number.
Dealer Name This is the dealer’s primary name.

Additional Dealer Names | These are additional names the dealer is or has been known as.

City This is the city of the dealer’s registered address.

Zip This is the ZIP code of the city the dealer is located in.

Each Dealer Number listed is a link. Clicking that link takes you to that dealer’'s Dealer
Information page. For more information, see Section 9.4, "Dealer Information page".

By default, the table is sorted on Dealer Name in ascending (A to Z) order. You can sort

the search results on one of the fields shown by clicking its column heading. An arrow
shows if the data is being sorted in ascending or descending order.

9.3.6 Paging controls

There are paging controls below the table of search results.

First | | Previous | [ 1 213)||4||5]|Next||Last

Figure 9.9: Example of Paging Controls
e Click First to go to the first page of search results.
e Click Previous to go to the previous page of search results, if any.

e Click a page number to go to that page of the search results. The page number of the
results you are viewing has a blue background.

e Click Next to go to the next page of search results, if any.

e Click Last to go to the last page of search results.
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9.4 Dealer Information page

DVS Access SearchFor Driver  Vehicle  Disability  Other ~ «

UMyBCA  Userf¥~  Close DVS Access @)
Dealer Information anoxa MOTORS LLC

€ Refine Search

Dealer Number DLR23250 Ownership Corporation Type New
License Expiration  08/2014 Status Valid
Name ANOKA MOTORS LLC Address 10401 WOODCREST DR NW ¥ Show on Map
Dealer Phone (763) 427-1120 COON RAPIDS 55433
County Anoka

Additional Location Additional Phone (000) 000-0000

Officers Makes
LUTHER CHARLES DAVID FORD
LUTHER RUDY DAN LINC
LUTHER FAMILY LTD PARTNER MERC

HILBERT BARBARA

Additional Dealer Numbers Additional Dealer Names

NONE NO CNTRY FORD LINC MERC

NORTH COUNTRY FORD

Figure 9.10: Dealer Information Page

The Dealer Information page displays the relevant information on an automotive dealer.
If a Plate search was run, this page also includes information on the dealer plate. This
section describes the operation of the Dealer Information page.

9.4.1 Refine Search

Click Refine Search to return to the Search Dealer page. Your previous search criterion
is provided. You can then change that criterion and run another search.
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9.4.2 Plate information

Dealer Plate Number D84185

Plate Status Invalid Plate Exp 02/2007

Figure 9.11: Plate Information Section of Dealer Information Page

If you ran a Plate search, information on the dealer plate you searched for is located
below the Refine Search button. This information includes:

Table 9.2: Dealer Plate Information on Dealer Information Page

Field

Description

Dealer Plate Number | This is the dealer plate number.

Plate Status

This is the current status of the dealer plate.

Plate Exp

This is the date (month and year) the dealer plate expires.

9.4.3 Dealer information

If you ran a Dealer Name or Dealer Number search, information on the dealer you
searched for is located below the Refine Search button. This information includes:

Table 9.3: Dealer Information on Dealer Information Page

Field

Description

Dealer Number

This is the dealer’s license number.

License Expiration

This is the date (month and year) the dealer’s license expires.

Ownership This is the ownership type of the dealer (e.g., Corporation, LLC, etc.).
Status This is the status of the dealer’s license.
Type This is the dealer’s type (e.g., New, Used, Lessor, etc.).
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9.4.4 Dealer contact information

The next section of the Dealer Information page displays the dealer’s contact
information. This includes:

Table 9.4: Dealer Contact Information on Dealer Information Page

Field Description

Name This is the name of the dealer.

Dealer Phone | This is the registered phone number of the dealer.

Address This is the registered mailing address of the dealer.

County This is the county of the dealer’s registered mailing address.

9.4.5 Show on Map

Next to the dealer’s Address is the Show on Map button. Click Show on Map to view
the dealer’s location in a separate browser window or tab.

Dealer Location

Map | Satellite

4th StNE
4th sgy

PN
v

»
o
e
£
3=
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2
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2 z
s
z
=
+ =
21 Stw d St N
Al =] Lo Jo ';i
stitghes by Fl
®
ks ., | Blockbuster by bentel z
] Express I Dairy Queen (11
dN Frontage Rd NE
Frontag Frontage Rd Frontage Rd

Map dsta ©2014Google  TemsofUse  Report & mep emor

Figure 9.12: Example of Show on Map Function
The map can be printed using your browser’s built-in printing options.

Close the map by closing the map’s browser window or tab.
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9.4.6 Additional location and phone number

The next section of the Dealer Information page displays:

e the address of an Additional Location for the dealer

e any Additional Phone number for the dealer

9.4.7 Additional dealer information

The final section of the Dealer Information page displays additional information about
the dealer. This information includes:

Table 9.5: Additional Dealer Information on Dealer Information Page

Dealer Numbers

Field Description
Officers These are the officers of the dealer’'s company.
Additional If the dealer operates or has operated under other dealer numbers, they

are listed here.

Numbers listed here do not include the two or three letter prefix. This
information is not provided by DVS.

Dealer Names

Makes These are the makes of automobile sold by the dealership, if reported to
DVS.
Additional If the dealer operates or has operated under other names, they are listed

here.
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10

This chapter describes how to use the advanced search features of the DVS Access
application.

10.1 Advanced vehicle search

DVS Access SearchFor<  Driver Vehicle Disability Other ~ =) « UMyBCA User &~ Close DVS Access @
Search venicle Registration Information
Plate VIN Title Name Driver License Company Name Advanced
Reason %
9 Q Search Enter reason (CAD#, case#, address)*
Plate Plate Styles VIN
© | Enterplate @ | Select plate styles (Ciri+A to select all, Ctri+D to remove al © | EnterviN
Model Year Make Models
e Start Year |-| End Yea Search for make \J Search for models (Ctri+A to select all, Ctri+D to remove al
Vehicle Styles Colors
@ | select vehicle styles (Ciri+A to select all, Ctri+D to remove a Select colors (Ciri+A to select all, Ciri+D to remove a
Plate Classes Counties
© || select plate classes (Ciri+A to select all, Cirl+D to remove a Search for counties (Ctri+A to select all, Ctri+D to remove a
DVS Access Version 6.0.b6392 - @ State of Minnesota 2014
SERLTEEL s

Figure 10.1: Search Vehicle Registration Information Page (Advanced Tab Selected)

Advanced vehicle search allows you to search for one or more motor vehicles using
multiple criteria, including: partial license plate, partial VIN, plate styles and classes;
model years, make, models, colors, styles, and counties of registration.
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To search for a motor vehicle using Advanced search:

1. Select Vehicle search from the menu bar or DVS Access page. You are taken to the
Search Vehicle Registration Information page.

2. If not already selected, select the Advanced tab.
3. Enter up to 40 characters describing the Reason for your search. This field is
required. The Reason should be something that would help you reference this case

in the future. This could be a case or incident number, physical ID, etc.

4. Enter your search criteria into the fields provided. These criteria are described in
Section 10.2, "Advanced vehicle search criteria", below.

5. Click Search. Go to Section 10.4, "Advanced vehicle search results" to learn about
what happens after you click Search.
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10.2 Advanced vehicle search criteria

At a minimum, you must enter one of the following for your search criteria:

e a complete or partial Plate

e a complete or partial VIN

e three of the following criteria:

o

o

o

Plate Styles
Model Year range
Make

Models

Vehicle Styles
Colors

Plate Classes

owner Counties

Clicking the question mark symbol to the left of the Search button displays the minimum
criteria for the Advanced search type. To hide the help, click the question mark symbol
again. You can also hide the help by clicking the X on its right side.

9 Enter reason (CAD#, case#, address)*

You must provide one of the following to run an Advanced vehicle search:

Help

1. A complete or partial Plate.
2. A complete or partial VIN.

3. Three of the following criteria:
a. Plate Styles
b. Model Year range
c. Make
d. Models
e. Colors
f. Vehicle Styles
g. Plate Classes
h. Counties

Figure 10.2: Advanced Search General Help
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10.2.1 Plate

You can enter a license plate number into the Plate field in two ways:
e You can use “wildcard” characters if you only have a partial plate number.

o You can use the asterisk (*) to substitute for one or more characters in a plate
number. For example, searching on “123*5” produces “12345” and “123AB5” for
results.

o You can use the question mark (?) to substitute for a single character in a plate
number. For example, searching for “12?ABC” produces “123ABC” and “12ZABC”
for results.

o You can use both asterisks and question marks for a partial plate search.

e If you enter a plate number without wildcard characters, Plate is a “contains” criterion.
Searching on “ABC123” provides search results for containing “ABC123”. This is the
same as putting asterisks on either side of your search term.

Clicking the question mark symbol to the left of the Plate field displays its online help. To
hide the help, click the question mark symbol again. You can also hide the help by
clicking the X on its right side.

(2] (2]

Help

Use the asterisk (*) to substitute for one or more characters in a plate number. For example, searching for
"123*5" produces "12345" and "123AB5" for results.

Use the guestion mark (?) to substitute for a single character in a plate number. For example, searching for
"127ABC" produces "123ABC" and "1 2ZABC" for results.

If you do not use an asterisk or guestion mark, DVS Access searches for plates containing the characters
you provide. This is the same as putting asterisks on either side of those characters.

Figure 10.3: Advanced Search Plate Help
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10.2.2 Plate Styles

To select a plate style (e.g., “Critical Habitat”, “Veteran/War”, etc.) as a search criterion,
you have two options:

e Tab to the Plate Styles field. Type text contained in the plate style you are looking
for. The text you type becomes underlined in a list of possible options. You can use
your up and down arrow keys to move through the list. Highlight the plate style you
are looking for.

e Click the Plate Styles field. The complete list of plate styles available is displayed.
You can then type in the field to filter the list, or select the plate style you are looking
for.

Plate Styles

F

Victim of Impaired Driver

Figure 10.4: Example of Plate Style List

Once you have highlighted your desired plate style or category, left-click it or press
Enter. It is added as a search term to the Plate Styles field. You can repeat adding
another plate style if desired. Press Ctrl+A to select all listed plate styles.

Plate Styles

» Firefighter

Figure 10.5: Example of Plate Style Search Term

To remove a search term, click the X to the left of the box it is contained in. Press Ctrl+D
while the cursor is in the Plate Styles field to remove all selected search terms.

Clicking the question mark symbol to the left of the Plate Styles field displays its online
help. To hide the help, click the question mark symbol again. You can also hide the help
by clicking the X on its right side.

2] Ent | © | Select plate
Help

Use this criterion 1o search for a particular style of license plate (e.g., "Critical Habitat", "Veterans/War",
erc.)

Do nort use this criterion unfess you are ceriain of the plate style you are searching for. Otherwise. your
results may not be accurare.

Figure 10.6: Advanced Search Plate Style Help
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10.2.3 VIN

You can enter a Vehicle Identification Number (VIN) into the VIN field in two ways:
e You can use “wildcard” characters if you only have a partial VIN.

o You can use the asterisk (*) to substitute for one or more characters in a VIN. For
example, searching on “123*5” produces “12345” and “123ABS” for results.

o You can use the question mark (?) to substitute for a single character in a VIN.
For example, searching for “12?ABC” produces “123ABC” and “12ZABC” for
results.

o You can use both asterisks and question marks for a VIN search.

e If you enter a VIN without wildcard characters, VIN is a “contains” criterion. Searching
on “ABC123” provides search results for containing “ABC123”. This is the same as
putting asterisks on either side of your search term.

Clicking the question mark symbol to the left of the VIN field displays its online help. To
hide the help, click the question mark symbol again. You can also hide the help by
clicking the X on its right side.

| Help

| You can use the asterisk (*) to substitute for one or more characters in a VIN. For example, searching for
"123*5" produces "12345" and "123AB5" for results.

You can use the question mark (?) to substitute for a single character in a VIN. For example, searching for
i "127ABC" produces "123ABC" and "12ZABC" for results.

| If you do not use an asterisk or guestion mark, DVS Access searches for VINs containing the characters you
provide. This is the same as putting asterisks on either side of those characters.

Figure 10.7: Advanced Search VIN Help
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10.2.4 Model Year

To use model year as a search criterion:

1. Tab to or select the first Model Year field. This field is for the starting year. It must be
a four-digit number greater than 1890.

2. Tab to or select the second Model Year field. This field is for the ending year. It must
be a four-digit number greater than 1890. It must also be the same or greater than the
starting year.

If you use Model Year as a criterion, you must enter years in both fields.
Clicking the question mark symbol to the left of the Model Year field displays its online

help. To hide the help, click the question mark symbol again. You can also hide the help
by clicking the X on its right side.

Model Year Make
(2]
Help
* Model Year must be a four-digit number greater than 1890.

* You must provide both a starting year and an ending year.
* The ending year must be the same or greater than the starting year.

Figure 10.8: Advanced Search Model Year Help
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10.2.5 Make

To select a vehicle make (e.g., Chevrolet, Ford, Volvo, etc.) as a search criterion:
1. Tab to or select the Make field.

2. Type text contained in the make you are looking for. You must provide at least two
characters. The text you type becomes underlined in a list of possible options.

3. Use your up and down arrow keys to move through the list, as needed. Highlight the
model you are looking for.

Make

ch Q

CHEVROLET

CHRYSLER
MAYBACH
PORSCHE

Figure 10.9: Example of Make List

4. Once you have highlighted your desired make, left-click it or press Enter. It is added
as the search term for the Make field.

Make

CHEVROLET x =

Figure 10.10: Example of Make Search Term

To remove the selected Make, click the X to the right of the field. You can also select the
Make field and select a new vehicle make — the new Make replaces the old one.
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10.2.6 Models

If you have selected a vehicle Make, you can select a specific vehicle model (e.g.,
Impala, Taurus, Focus, etc.).

To select a vehicle model as a search criterion:
1. Tab to or select the Models field.

2. Type text contained in the model you are looking for. You must provide at least two
characters. The text you type becomes underlined in a list of possible options.

3. Use your up and down arrow keys to move through the list, as needed. Highlight the
model you are looking for.

Models

ch

CHEVELLE 300 DELUXE

CHEVELLE CONCOUR EST
CORVETTE GT1 CHAMPNS
NOVA CHEVY 11
CHEVETTECS

CHEVETTE

CHEVELLE CONCOURS

Figure 10.11: Example of Model List

If you are searching for a Ford F-series truck (e.g., F-150, F-350, etc.), select COF
from the Models list. “COF” is short for “Community of Ford”.

4. Once you have highlighted your desired model, left-click it or press Enter. It is added
as a search term to the Models field. You can repeat the process to add another
model if desired. Press Ctrl+A to select all listed models.

Models

% CHEVELLE CONCOUR EST

Figure 10.12: Example of Model Search Term

To remove a search term, click the X to the left of the box it is contained in. in. Press
Ctrl+D while the cursor is in the Models field to remove all selected search terms.
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10.2.7 Vehicle Styles

To select a vehicle style (e.g., “Sedan 4DR”) as a search criterion:
1. Tab to or select the Vehicle Styles field.

2. Type text contained in the vehicle style you are looking for. You must provide at least
two characters. The text you type becomes underlined in a list of possible options.

3. Use your up and down arrow keys to move through the list, as needed. Highlight the
vehicle style you are looking for.

Vehicle Styles
7]

2 DOOR
3 DOOR
7]

4 DOOR
5 DOOR
LIMO
Pickup

S Accq _
Truck/Specialty/Other

Figure 10.13: Example of Vehicle Style List

4. Once you have highlighted your desired vehicle style, left-click it or press Enter. It is
added as a search term to the Vehicle Styles field. You can repeat the process to
add another vehicle style if desired. Press Ctrl+A to select all listed vehicle styles.

Vehicle Styles
% CAB & CHASSIS

Figure 10.14: Example of Vehicle Style Search Term

To remove a search term, click the X to the left of the box it is contained in. Press Ctrl+D
while the cursor is in the Vehicle Styles field to remove all selected search terms.

Driver and Vehicle Services (DVS) is not consistent in its classification of vehicle styles.
You may need to select multiple styles to ensure accurate search results.
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Clicking the question mark symbol to the left of the Vehicle Styles field displays its
online help. To hide the help, click the question mark symbol again. You can also hide
the help by clicking the X on its right side.

Help

Use this criterion to search for a particular vehicle style (e.g., "2 Door" or "Pickup").

Figure 10.15: Advanced Search Vehicle Style Help
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10.2.8 Colors

To select a vehicle color as a search criterion:
1. Tab to or select the Colors field.

2. Type text contained in the color you are looking for. The text you type becomes
underlined in a list of possible options.

3. Use your up and down arrow keys to move through the list, as needed. Highlight the
color you are looking for.

Colors

BLACK

BLUE
BROWN
GOLD
GRAY
GREEN
IVORY

Figure 10.16: Example of Color List

4. Once you have highlighted your desired color, left-click it or press Enter. It is added
as a search term to the Colors field. You can repeat the process to add another color
if desired. Press Ctrl+A to select all listed colors.

Colors

»x BROWN

Figure 10.17: Example of Color Search Term

To remove a search term, click the X to the left of the box it is contained in. Press Ctrl+D
while the cursor is in the Colors field to remove all selected search terms.

DVS has incomplete color data on registered vehicles. If you specify a vehicle color,
Advanced search includes all vehicles meeting your other search criteria but have no
color in their information. This ensures that no results are unintentionally excluded from
your search.
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10.2.9 Plate Classes

To select a plate class (e.g., “Passenger/SUV”, “Motorcycle”) as a search criterion:
1. Tab to or select the Plate Classes field.

2. Type text contained in the plate class you are looking for. The text you type becomes
underlined in a list of possible options.

3. Use your up and down arrow keys to move through the list, as needed. Highlight the
plate class you are looking for.

Plate Classes

Classic

Classic Motorcycle

Collector

Commercial Trailer(WGT base)
Commercial Zone Truck

Farm Trailer

-
[

Figure 10.18: Example of Plate Class List

4. Once you have highlighted your desired vehicle class, left-click it or press Enter. It is
added as a search term to the Plate Classes field. You can repeat the process to
add another plate class if desired. Press Ctrl+A to select all listed plate classes.

Plate Classes

» Bus(BY)

Figure 10.19: Example of Plate Class Search Term

To remove a search term, click the X to the left of the box it is contained in. Press Ctrl+D
while the cursor is in the Plate Classes field to remove all selected search terms.
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Clicking the question mark symbol to the left of the Plate Classes field displays its online

help. To hide the help, click the question mark symbol again. You can also hide the help
by clicking the X on its right side.

Select colors © || select plate classes
| Help

| Use this criterion to search for a particular class of license plate.

DVS refers to this criterion as "Vehicle Class".

Da not use this criterion unless you are certain of the plate classes you are searching for. Otherwise. your
results may not be accurate.

Figure 10.20: Advanced Search Plate Class Help
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10.2.10 Counties

To select a vehicle’s registration county as a search criterion:
1. Tab to or select the Counties field.

2. Type text contained in the county name you are looking for. You must provide at least
two characters. The text you type becomes underlined in a list of possible options.

3. Use your up and down arrow keys to move through the list, as needed. Highlight the
county you are looking for.

Counties

he

LAKE OF THEWOODS

SHERBURNE
VS ACcess Version 6.0.b5955 - STate of Minnesota 2074

Figure 10.21: Example of County List

4. Once you have highlighted your desired county, left-click it or press Enter. It is added
as a search term to the Counties field. You can repeat adding another county if
desired. Press Ctrl+A to select all listed counties.

Counties

% HENNEFPIN

Figure 10.22: Example of County Search Term

To remove a search term, click the X to the left of the box it is contained in. Press Ctrl+D
while the cursor is in the Counties field to remove all selected search terms.
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10.3 Starting your Advanced vehicle
search

Clicking Search causes one of two things to happen:
10.3.1 Search criteria problem

If you did not provide enough search criteria, or if you entered Model Year incorrectly, an
error message appears. Check your entry and try again.

Advanced search requires that a minimum number of parms be entered - that hasn't been done yet.

Figure 10.23: Example of Error in Search Criteria
10.3.2 Pending Queries

If you provided enough search criteria, your search is submitted to Driver and Vehicle
Services (DVS). You are taken to the Pending Queries page. A message at the top of
the page informs you that your query has been submitted.

Because of the resources required to run Advanced searches, DVS queues those
searches. DVS Access informs you when the results are ready by placing a number next
to the icon symbol in the menu bar (for more information, see Section 3.4, "Pending
Queries" in Chapter 3, Common Features).

Queued search results expire 48 hours after you submit your search query.

DVS Access SearchFor  Driver  Vehicle  Disability  Other Q & UMyBCA  Userfi~ Close DVS Access €@

Pending Queries

Your query has been submitted. When DVS returns your search results, a number appears next to the inbox symbol in the menu bar. Click the inbox symbol to return to this
page and view your search results. Searches expire 48 hours after they are submitted.

Query

Parameters Status Query Type Submitted Expires
Model Year=2000-2005, Make=MERCURY, Models=SABLE, SABLE G, SABLE GS/LS, SABLE GS/GS PLUS, SABLE GS, SABLE IN Advanced  09/02/2014 09/04/2014
LUXURY AWD, SABLE LUXURY, SABLE LS/LTS, SABLE LS PREMIUM, SABLE LS, SABLE PREMIER AWD, SABLE PREMIER PROGRESS Vehicle 13:33:52 13:33:52

Search

DV'S Access Version 6.0 b6392 - € State of Minnesota 2014

Figure 10.24: Pending Queries Page
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e For more information about the Pending Queries page, see Section 3.4, "Pending
Queries" in Chapter 3, Common Features.

e For more information about the table of results from an Advanced vehicle search and
the information it displays, see Section 10.4, "Advanced vehicle search results".

10.4 Advanced vehicle search results

If your search criteria generate at least one search result, the Pending Queries page
displays a table of search results when you select the Parameters of the query. The
results appear below the table of pending queries.

DVS Access SearchFor9  Driver

Vehicle

Disability

Other -

a &

U MyBCA

User &~

Close DVS Access €3

Pending Queries

Parameters

Model Year=2000-2005, Make=ME!

Show | 25 ¥ entries

a
Vehicle

2004 BLACK MERCURY SABLE GS/GS PLUS -

SEDAN 4

2004 BLACK MERCUR

Y SABLE GS/GS PLUS -

SEDAN 4

2004 BLACK MERCURY SABLE GS/GS PLUS -

SEDAN 4

AWD, SABLE LUXURY, SAELE LS/LTS, SABLE LS PRER

Plate
(Previous) VIN

TMEFM

1MEF!

TMEFM

RY, Models=SABLE, SABLE G, SABLE GS/LS, SABLE GS/G!
LUXURY AWD, SABLE LUXURY, SABLELS/LTS, SABLE LS PREMIUM, SABLE LS, SABLE PREMIEI

Model Year=2004-2004, Make=MERCURY, Models=SABLE, SABLE G, SABLE GS/LS, SABLE(
LUXURY AWD, SABLE LUXURY, SABLE LS/LTS, SABLE LS PREMIUM, SABLE LS, SABLE PREMIER

Make=MERCURY, Mode

SABLELS, SABLE PREM

| csv || Copy H Print |

Current Owners

S PLUS, SABLE GS, SABLE

R AWD, SABLE PREMIER

GS PLUS, SABLE GS, SABLE

AWD, SABLE PREMIER

Query

Status Query Type Submitted

Date of

Birth Street

11/01/1992

03/30/1982

VIEWED Advanced
Vehicle
Search

VIEWED Advanced
Vehicle
Search

Filter:

09/02/2014 09/04/2014
13:33:62

09/02/2014 09/04/2014
13:56:29

SABLE, SABLE G, SABLE GS/LS, SABLE GS/GS PLUS, SABLE GS, SABLE LUXURY
AWD, SABELE PREMIER

City

Woodbury

Rochester

Lakefield-1,
Lakefield-2

Expires

13:33:52

13:56:29

County

Washington

Olmsted

Jackson-1,
Jackson-2

Figure 10.25: Pending Queries Page (Vehicle Search Results Displayed and Highlighted)

10.4.1 Number of matches found and search criteria

The top of the table shows how many people, vehicles, or companies your search criteria
matched. This information is also shown at the bottom of the page (e.g., Showing 1 to 25
of 985 results). The number of matches found is followed by the criteria used to create

the search results.
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10.4.2 Show entries

Select Show entries to select the number of search results displayed on each page.
There are four options:

e 10
e 25 (default)
e 50

e 100

10.4.3 Filter

Typing text into the Filter narrows your search results to those containing that text. For
example, typing “john” into the Filter limits your search results to records where any field
contains the letters “john”.

Birth dates To filter birth dates, type in the month, date, and/or year. Use
leading zeroes and the MM/DD/YYYY format. Separate month,
date, and/or year with slashes.

For example, searching for “08/01” filters your search results to
those born on August 1 of any year.

City names City name may be listed in multiple ways. For example,
Minneapolis could be abbreviated as “Mpls”. Saint Paul could be
abbreviated at “St. Paul” or “St Paul”. If your filtering is
unsuccessful, try a variant of the City name.

Multiple search Separate multiple search terms with a space. For example,
items searching for “john 08/01” filters your search results to those
born on August 1 of any year and contains “john” in another field.

Filter help Clicking the question mark symbol next to the Filter text box
displays the filter’s online help. To hide the help, click the
question mark symbol again. You can also hide the help by
clicking the X on its right side.
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10.4.4 Export options

There are three options for exporting your search results:

CSv

Copy

Click CSV to export your search results into a CSV (comma-
delimited) file. These files can be opened by spreadsheets.

If you have multiple pages of search results, they are all exported
to the CSV file as a single table.

A dialog appears. Select the location on your computer where
you want to save the file. Change the File name, if desired.

Click Save to save the file. Click Cancel to return to your search
results.

Click Copy to copy your search results. A message appears,
informing you of the number of rows copied to your clipboard.
You can then paste the data into another application, such as a
word processor or spreadsheet.

*Date of Birth Street

J Table copied

Copied 3 rows to the clipboard.

Figure 10.26: Table Copied Message

If you have multiple pages of search results, they are all copied.
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Print

Filtering results
and exports

Click Print to print your search results. Your view of the page
changes to “print view” — only the table of search results is
displayed. A message appears, telling you to use your browser’s
print function to print the table. This is normally done by pressing
Ctrl+P.

Print view

Please use your browser's print function to print this
table. Press escape when finished.

Figure 10.27: Print View Message

If you have multiple pages of search results, they all appear on
the “print view” page.

Once you have finished printing, press Esc to return to the
normal view of the Pending Queries page.

If you filter your search results (as described in Section 10.4.3,
"Filter", above), your exported search results (i.e., files, copied
tables and printouts) are also filtered.
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10.4.5 Table of search results

Below the Show entries and Filter fields is the table of search results. There are seven
data fields shown for an Advanced vehicle search:

Table 10.1: Advanced Vehicle Search Results Table Data Fields

Field Description

Vehicle This is the vehicle’s description. It can include the vehicle’s model year,
primary color, make, model, style, and number of doors.

Plate This information displays on two lines:

(Previous) » The first line is the vehicle’s current license plate number.

* The second line is the vehicle’s most recent previous license plate
number.

VIN This is the vehicle’s Vehicle Identification Number.

Current Owners | This is the full name of vehicle’s current owner.

If there is more than one listed owner, each is listed on its own line and
has a number after their name (e.g., John Doe-1 on the first line, Jane
Doe-2 on the second, etc.). These correspond to the current owners
listed on the vehicle’s Vehicle Description page.

If you sort the results table on this field, it sorts on the first-listed business
or owner first name.

Date of Birth This is the date of birth of the vehicle’s current registered owner.

If there is more than one listed owner, each owner’s date of birth is listed
on its own line and has a number after the date (e.g., 01/01/1950-1 on
the first line, 02/02/1951-2 on the second, etc.). These correspond to the
current owners listed on the vehicle’s Vehicle Description page.

This information is based on the driver’s license data of the owner listed
on the vehicle’s title. It may differ from the information on the title, as
shown on the Vehicle Description page. For more information, see
Section 10.4.6, "Use of search results in investigations".
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Table 10.1: Advanced Vehicle Search Results Table Data Fields (Continued)

Field Description

Street This is the current owner’s registered street address.

If there is more than one listed owner, each owner’s street address is
listed on its own line and has a number after the date (e.g., 1234 Pruder
Way-1 on the first line, 2345 Mockingbird St-2 on the second, etc.).
These correspond to the current owners listed on the vehicle’s Vehicle
Description page.

This information is based on the driver’s license data of the owner listed
on the vehicle’s title. It may differ from the information on the title, as
shown on the Vehicle Description page. For more information, see
Section 10.4.6, "Use of search results in investigations".

City This is the city of the current owner’s registered street address.

If there is more than one listed owner, each owner’s city is listed on its
own line and has a number after the date (e.g., Mankato-1 on the first
line, Minneapolis-2 on the second, etc.). These correspond to the current
owners listed on the vehicle’s Vehicle Description page.

This information is based on the driver’s license data of the owner listed
on the vehicle’s title. It may differ from the information on the title, as
shown on the Vehicle Description page. For more information, see
Section 10.4.6, "Use of search results in investigations".

County This is the county of the current owner’s registered street address.

If there is more than one listed owner, each owner’s county is listed on its
own line and has a number after the date (e.g., Chisago-1 on the first
line, Hennepin-2 on the second, etc.). These correspond to the current
owners listed on the vehicle’s Vehicle Description page.

This information is based on the driver’s license data of the owner listed
on the vehicle’s title. It may differ from the information on the title, as
shown on the Vehicle Description page. It may also differ from your
County search criterion. For more information, see Section 10.4.6, "Use
of search results in investigations".

Each Vehicle description, current Plate, Title, and VIN listed is a link for a single vehicle.
Clicking that link takes you to the vehicle’s Vehicle Information page. For more
information, see Section 5.4, "Vehicle Information navigation" and Section 5.5, "Vehicle
Information"”.

By default, the table is sorted on Plate in ascending (A to Z) order. You can sort the
search results on one of these fields by clicking its column heading. An arrow shows if
the data is being sorted in ascending or descending order.
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10.4.6 Use of search results in investigations

Advanced vehicle search is an investigative tool. Its search results are different from
other searches in DVS Access:

e Vehicle, Plate, VIN, and Current Owners data come from the vehicle’s record.

e Owner-specific data (Date of Birth, Street, City, and County) come from the driver’s
license data for that vehicle’s titled owners. This information considered to be more
accurate. A vehicle’s owners may have moved from the address listed on their title
when they purchased it.

Because displayed owner data is current driver’s license data, the owner information
shown on the vehicle’s Vehicle Description page may be different.

For example, the owner of a particular vehicle purchased in County A later moves to
County B. You perform an advanced vehicle search including the County criterion for
County A:

e The search results table shows the owners’ County as County B. This is correct — it
is the current county of the owners’ residences. The vehicle was titled in County A —
this is why it was included in your results.

e The Vehicle Description page shows the listed owners’ addresses when the vehicle
was originally titled in County A.

Check both vehicle and driver’s license information in the course of your investigation.
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10.4.7 Paging controls

There are paging controls below the table of search results.

First | [Previous |[1 (23| 4/||5||Next|| Last

Figure 10.28: Paging Controls
e Click First to go to the first page of search results.
e Click Previous to go to the previous page of search results, if any.

e Click a page number to go to that page of the search results. The page number of the
results you are viewing has a blue background.

e Click Next to go to the next page of search results, if any.

e Click Last to go to the last page of search results.
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This chapter provides information on how to obtain additional help in using DVS Access
and MyBCA Applications.

11.1 Online resources

In addition to this user guide, the following materials are available.
11.1.1 DVS Access training and certification

Online training on accessing driver and vehicle data through DVS Access is available on
the BCA’s LaunchPad application. It is recommended that you complete this training
before taking the required certification for using DVS Access. For more information, see
Section 1.4.1, "Certification required" in Chapter 1, Introduction to DVS Access.

Go to this web address to access this training:

https://bcanextest.x.state.mn.us/launchpad/training/training.cgi
11.1.2 MyBCA User Guide

The MyBCA User Guide provides assistance in using the MyBCA Applications portal. It
is available on the MyBCA Applications page, under the BCA logo. It is also available
on BCA'’s LaunchPad application. Go to this web address to access this document:

https://bcanextest.x.state.mn.us/launchpad/training/training.cgi
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11.1.3 MyBCA resources

There are links to additional resources available on the MyBCA Applications page.
Click the question mark symbol on the DVS Access panel to view other help resources.

Search Driver
Search Vehicle

Search Disability

Figure 11.1: DVS Access Application Panel on MyBCA Applications Page

11.2 BCA Service Desk

Contact the BCA Service Desk if neither of the previous options are helpful:

e Hours of Operation: 7:00 a.m. to 4:30 p.m., Monday through Friday (excluding State
holidays)

e Email: bca.servicedesk@state.mn.us

e Phone: (651) 793-2500 or (888) 234-1119

If you are writing an email or leaving a phone message for the Service Desk, be as
detailed as possible in the information you provide. Include the page you were working
on, the steps you took before encountering your issue and any messages generated at

the time. This allows the Service Desk to better duplicate what you experienced and
provide a solution.

11.3 DVS data issues

If you have questions about DVS data in the DVS Access application, email
DVS.DataServices@state.mn.us.
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Appendi Troubleshooting

A

This chapter provides information on troubleshooting known issues with DVS Access.

A.1 Garbled text in PDF print output

There is a known issue with DVS Access when printing PDF documents. This is not a
problem with DVS Access. It is a well-known problem for users of both Adobe Acrobat
and Microsoft Internet Explorer.

To resolve this issue:

1. Go to your Control Panel. Open one of the following:

a. in Windows Vista, open Printers

b. in Windows 7, open Devices and Printers

Add a device Add a printer See what's printing Print server properties Remove device
> Devices (4)
4 Printers and Faxes (7)

Adobe PDF BMP-1W-HPLase BMP-5u spense-H HP Laserlet 4100 Microsoft XPS Send To
rletColors550 PLaser)etP3015 Series PCLG Document Writer OneMote 2010

Adobe PDF Model: Adobe PDF Converter

Category: Printer

J’h", Status: 0 document(s) in queue

Figure A.1: Devices and Printers Panel in Windows 7

2. Right-click the Adobe PDF printer. Select Printing Preferences. The Adobe PDF
Printing Preferences panel appears.

3. Select the Adobe PDF Settings tab.
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:

— — -,
e
_ — —

| Layout I F'Elpeerualibll Adobe PDF Settings I
Adobe POF Conversion Settings I
Use these settings to create Adobe PDF documents suitable for reliable viewing and printing

Q of business documents. Created POF documents can be opened with Acrobat and Adobe
Reader 6.0 and later.

Default Settings: [Standard v] Edit...

Adobe PDF Security: [None v] Edit. ..
Adobe: PDF Output Folder | Promet for Adobe PDF filename [ Browss. |
Adobe PDF Page Size: | Letter »|[ Add. |

Mew Adobe PDF results
Add document information

I [T Rely on system forts only; do not use document forts I
Delete log files for successful jobs

[ Ask to replace existing PDF file

[ ok [ cancel || 2opiy

Figure A.2: Adobe PDF Printing Preferences Panel

4. Uncheck the Rely on system fonts only; do not use document fonts check box.
5. Click OK.

6. Close DVS Access.

Close DVS Access €

Figure A.3: Close DVS Access Link
7. Close Microsoft Internet Explorer.
8. Restart Microsoft Internet Explorer.

9. Log in to MyBCA and DVS Access. You can now print your PDF normally.
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Table B.1: Document Version and Revision Information

Date Ver

Description

Author

09/09/2014 [ 1.30 |

Refreshed all images impacted by user interface
changes.

Added new Section 3.4 to cover addition of Pending
Queries page.

Added new Sections 4.3.4, 5.3.4,6.3.4, 7.3.4, and
9.3.4 to reflect addition of Print functionality.

Updated Sections 4.4 and 4.5 to reflect addition of
Enhanced DL field to Driver Information page.

Made the following revisions to Sections 4.5.3 and
45.4:

> Removed references to event details panels.

o Updated Description field description to note
inclusion of BAC for DWI-related incidents.

o Updated references to County field to reflect
change to Court Location field.

Removed references to event details panels from
Sections 4.6.1 and 4.6.2.

Updated Section 7.1 and images in Chapter 7 to
reflect addition of DVS data provision date.

Added new Chapter 10 to explain the operation of
the Advanced vehicle search type and the Pending
Queries page.

David W. Hill

03/12/2014 [ 1.20 |+

Updated Section 3.5 to reflect the change in the
function of the MyBCA link.

Updated the text in Sections 3.6, 3.7, 3.9, and
Appendix A to reflect the replacement of the Logout
link with the Close DVS Access link.

David W. Hill
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Table B.1:

Document Version and Revision Information (Continued)

Date

Ver

Description

Author

03/12/2014
(cont’d)

1.20

» Updated text and related images in Sections 4.4,
4.5.1, 4.7 to reflect the removal of the duplicate
name/DOB and addition of Status to the top of the
Driving Record page.

» Added new Section 4.7.4 to cover workaround for
copying and pasting of photo and images.

» Updated images in Chapters 2-9 to reflect the
replacement of the Logout link with the Close DVS
Access link.

» Updated images in Chapters 4-9 to reflect changes
in online help display.

David W. Hill

03/05/2014

1.10

+ Updated and refined field descriptions throughout
Chapter 4.

+ Added subsection to Section 4.5.4 describing the
handling of first-time off-road vehicle and watercraft
DWiIs.

* Removed erroneous Section 7.2.3 — unable to test
prior to release. Replaced with previous Section
7.2.4.

» Updated Section 8.4.3 to show new messaging
when updated plate and sticker information is
displayed.

* Relabeled Section 10.1.1.
* Updated Section 10.3.

» Added Appendix A for troubleshooting known
issues.

David W. Hill

02/13/2014

1.00

Initial version.

David W. Hill
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