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PUBLIC ABSTRACT REQUEST SYSTEM OVERVIEW

PARS is a secure online service that allows authorized account holders to receive driver and/or
vehicle record abstracts quickly and easily using the Web. Participants have instant access to DMV
abstracts delivered via Portable Document Format (PDF) images. Typical account holders include
insurance companies, attorneys, towing companies, transport businesses and other large volume
requesters.

System Availability:
Access to PARS is available 24 hours a day. Tyler Wisconsin support staff is available to help
with on-line system and application problems.

Phone: (608) 250-4606 Between 8 — 4 pm Monday through Friday
Email: wi helpdesk@egov.com
Web: www.portal.wi.gov/register/

Fees:

The requester is charged $5 for each abstract search that is initiated. The fee applies to the search
and not to the result. For instance, if your search results in a response of "no customer match",
you will still be charged a $5 search fee.

Billing:

Fees are automatically debited by electronic funds transfer using the Automated Clearing House
(ACH) system. Once enrolled, authorized users will need to enter bank account information into
PARS to setup their ACH account. Please consult your financial institution before entering the
routing and account numbers to ensure accuracy.

What is ACH:

The Automated Clearing House (ACH) system is a secure, private network that connects banks to
one another by way of the Federal Reserve Board or other ACH operators. This network enables
secure electronic payments to be processed.

Contract:

Applicants must sign a PARS data access agreement. The agreement will expire approximately
four years from initial enrollment. A specific expiration date will be provided at the time of
authorization. It is not required to continue with PARS for the entire four years; length of
participation within the contract period is up to the participant.

Public Abstract Request System
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User Access:

A completed MV3758 User Access Request form must be submitted whenever a new user is added
or an authorized user is deleted. All users must have their own unique WAMS user ID and
password.

Current criminal background checks (no older than 6 months) must be submitted with the MV3758
form.

e If you are located in the state of Wisconsin, you are required to use the Wisconsin
Department of Justice to run criminal background checks. You must keep a copy of the
results on file in your office.

e If you reside outside of Wisconsin, any accredited background check provider can be used.

Contact Tyler Wisconsin:

Contact Tyler Wisconsin for assistance with PARS accounts, and any account updates. Account
updates may include: changes to your email address, phone number, agreement coordinator,
adding or deleting users, individual user permissions, etc.

Phone: (608) 250-4606 Between 8 — 4 pm Monday through Friday
Email: wi helpdesk@egov.com
Web: www.portal.wi.gov/register/

Note: You will need to contact Tyler Wisconsin if the individual who signed the PARS
Contract has left your agency.

Contact DMV:

Questions on Driver Records: 608-266-2353
Questions on Vehicle Records: 608-261-2583
Questions on FED MED: 608-267-2290
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SYSTEM REQUIREMENTS

The Wisconsin Department of Transportation is unable to provide software or hardware support for
non-state owned equipment. Additionally, due to the nature of the Internet, we cannot ensure your
connection to state owned resources over public and private networks.

Network requirements — Internet connectivity
To access the application, a connection to the Internet is required.

Firewall and proxy configuration

WisDOT does not provide support for other organization's infrastructure components, including the
diagnosis and configuration of firewalls, proxy servers, etc. WisDOT cannot assume any liability
for problems or outages that may occur either directly or indirectly related to infrastructure
configuration and support issues.

* Using a color printer is recommended but not required. Non-color printers will show colored
entries in shades of gray.

Note: The Public Driver Abstract System times out after a non-use period of about 15 minutes. If this
occurs, simply log on to PARS again.

Public Abstract Request System
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ADOBE READER SETTINGS

In order to use PARS correctly, you will need to make sure that your ADOBE Reader Settings are
properly set up.

When you click a PDF link on a web page, it can open either within the web browser or directly in
Acrobat or Reader. Each browser has its own settings to control how PDFs open from a web page.
Acrobat XI and Reader X1 do not include a preference setting to open web-based PDFs. To change

the display behavior, follow the instructions below for your browser, or see the browser
documentation on how to control plug-ins or add-ons.

Adobe PDF files are identified by an icon %],

Microsoft Edge

1.Open Microsoft Edge
2.Choose Downloads then choose Downloads Settings.

* ) = O
Downloads 3 8. == 3
(4 Open downloads page

|~

§03  Downloads settings

Hide downloads button on toolbar r—"

Public Abstract Request System
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2.1n the Downloads menu Click On the "Open Office Files in the Browser" tab to turn it off

2] Your browser is managed by your organization

Settings Downloads

Q. Search sattings Location Change
CiUsers\dotlem' Downloads

Fr()ﬁ‘es ers' ML o0&

() Privacy, search, and services Ask me what to do with each download '..:

Appearance Always ask me if | want to save a file or open it without saving

[D Sidebar
Open Office files in the browser o

[H start, home, and new tabs

If this setting is on, Office files (presentations, spreadsheets, documents) will open automatically in Microsoft Edge instead of downloading to your

[ Share, copy and paste gt

& Cookies and site permissions Show downloads menu when a download starts Q
Fé Default browser Turning off this setting can make it harder to know when a file starts downloading

I 4 Downloads
@ Family safety

At Languages

@ Printers

3. On your desktop open the File Explorer
4. Click on Downloads

Spirit Committee

B Desktop »
i Downloads »
__ InCopyfiles »
Recordings »

~ Scans »

~ 3rd Party Companies »
_ INTERVIEW PANEL »
DMV »

}

»

__ BDS Forms and Publications

1,620 items 1 item selected 4.80 KB

CEe-d a3
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5.Right click on the PDF to open drop-down window
6.Choose- Open with > Adobe Acrobat

® New Ve © @D = W T Sort = View wes (D Preview
W Downloads » Name Date modified Type Size
InCopyFiles » ~ Today
Recordings » i Untitled 1.pdf IMNMOAIS ANAT AR Adnha Arrakat D 5K
openl Enter
fo Open with ' B Adobe Acrobat
3 Open file location @ Firefox
X Remove from Recent @ Google Chrome
17 Add to Favorites € Microsoft Edge
ED Compress to ZIP file B Search the Microsoft Store
@) Copy as path Cirl+5hift+C Choose another app
22 Properties Alt Enter
g Always keep on this device

Public Abstract Request System
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Google Chrome

1.0pen Chrome, and go to: chrome://plugins
Plug-ins

Plug-ins (6)

‘Widevine Content Decryption Module - Version: 143671

Enables Widevine licenses for playback of HTML audio/video content.
Disable ) Always allowed

Adobe Flash Player (2 files) - Version: 14.00177
Shockwave Flash 14.0 rD

Disable = Always allowed

Chrome PDF Viewer

Disable = Always allowed

Chrome Remote Desktop Viewer

This plugin allows you to securely access other compaters that have been shared with you. To use this plugin you must first install the Chrome Remote Deskiop webapp.
Jisahle ) Always allowed

Mative Client

Jisahle ) Always allowed

Silverlight - Version: 5.1.30214.0

Jisahle ) Always allowed

2.Locate the Adobe PDF plug-in, and do one of the following:

« To have the Adobe PDF plug-in open PDFs in the browser, click Enable.

 To use the Chrome PDF Viewer instead of the Adobe PDF viewer, click Disable for
the Adobe PDF viewer. The Chrome PDF Viewer becomes enabled.

« To have Chrome download PDFs instead of displaying them in the browser, shift-
click Disable for the currently enabled viewer. This leaves both viewer plug-ins
disabled so the PDFs won't display in the browser.

3. For more information, see the Google Chrome help topic Plug-ins

Public Abstract Request System
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Mozilla Firefox

1.Choose Tools > Add-ons.

2.1n the Add-ons Manager window, click the Plugins tab, then
select the Acrobat or Reader plugin.

3.Click the Enable or Disable button (it toggles depending on
the status of the selected add-on):

Enable sets plugin to open PDFs in the browser.

Disable turns off the plugin so it does not open PDFs in the
browser |

Got AdSons AdobeAtrobal 11.0.0.379
- Adebe FOF Pug bn For Frefos and Netsespe 1100 -

o Extensions AdobeAAMDetect 1.0.0.0
A plage 10 detext whather e Adote Apphosson Manage. 1y

p A Appearance

a Google Update 1.3.21.123
Gocgle Updets Vo (S

Select the Acrobat or Reader plugin in the Add-ons Manager.

4. For more information, see the Mozilla Firefox help topic Using a PDF Reader Plug-in.

Public Abstract Request System
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Apple Safari

Make Acrobat or Reader the default viewer for PDFs
1. Inthe Finder, select a PDF, and choose File > Get Info.

2. Click the arrow next to Open With to expose the product menu.
3. Choose either Adobe Acrobat or Adobe Reader from the application menu.

"\ adobe reader reference.pdf Info

adobe_reader_referencepdf 857 KB
Modified: Today 6:55 PM

¥ Ceneral

Kind: Adobe POF document
Size: 857,042 Dytes (860 KB on disk)
Where: [Users/priscillamalier/Downloads
Created: Tocay 6:05 PM
Modifed: Today 6:55 PM
Label: ¥ & o S B §

Sonery pad
Lockea

» Maore Info:
» Name & Extension

¥ Open
J~ Adobe Acrobat Pro : )
Use to-operol 3

one.

Change AN
¥ Preview:

r‘,‘i

» Sharing & Permissions:

Choose Acrobat or Reader from the application menu.

&g

4. Click the Change All button.

¥ Ware: Infa;
* Bare & Extension

¥ Open with:
- Mdobe Acrabat Fro
U this application to opon all documants liks this
ane.

Select Change All in the Open With panel.

5. When asked if you want to change all similar documents, click Continue.

Safari browser preferences
1. Launch Safari and go to 'Preferences

Public Abstract Request System
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Safarl File Edit View History

About Safari
Safari Extensinne

Clear History am yweosie Uata

Services

Hide Safan
Hide Others

Quit Safari

2. Inthe 'Preferences’ window click on 'Security' and then click on 'Website Settings' button
under 'Internet plug-ins'

Fraudulent sites: §4 Warn when visiting a fraudulent website

The Google Safe Browsing Service is unavailable.
455 No updates have occurred in 1 day.

Web content: [ Enable JavaScript
Block pop-up windows
Allow WebGL Website Settings...

Internet plug-ins: 2 Aliow Plug-ins(C Website Settings... 201

3. Now select '‘Adobe Reader" in the list of plugins.

Under the option "When visiting other Websites', in the drop down list select 'Allow Always'
and click on 'Done'’

Adobe Flash Player
] 24¢ Adobe Reader

Aliow websites to use this plug-in with the settings below:

AdobeAAMDetect
Citrix Online Web Deploy...
Folx Downloader Netsca...

Lync Meeting Join Plug-in

QuickTime

RealPlayer "Adobe Reader” does not support the highest level of security for Safari
an 0.0.1d1 Jo plug-ins.

SharePoint Browser Plug-in Websites using this plug-in may be able to your personal doct

Shockwave for Director

atston 18.1. 144594 @im other websites: Allow Always A

I I
Note: This will set the browser to use the 'Adobe Reader' plugin to view pdfs

Public Abstract Request System
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Disable AdobePDFViewer plug-in

You must have root user privileges to change the Safari plug-ins. To display PDFs using the Safari
PDF viewer, you must disable the Adobe PDF Viewer.

1. Quit Safari.

2. Log in as the root user. The root user privileges aren't enabled by default because the root
user can change system files. For more information and instructions, see one of the
following Apple documents: Enabling and using the "root™ user in Mac OS X or OS X
Mountain Lion: Enable and disable the root user.

3. Choose Go > Go To Folder.

Select Startup Disk on Desktop O3t
| Computer o¥C |
& Home O¥H
4 Desktop Q%D
@ Network O KK
£l iDisk 3
# Applications a¥A |
Documents oxO
% Utilities a%U
Recent Folders 3
GCo to Folder.. 4HC
Connect to Server... KK

4. Type /Library in the Go To The Folder field, and click Go.

Co to Folder

Go to the falder:
fLibrary

Cancel Cao

5. Create a new folder in the Library folder, and name it Internet Plug-ins Disabled.

\d Internet Plug-ins Disabled

dle] Q

T PUITS

lications -
- Aop . [l Farns Disabled

v Ll Frameworks
: gz(aranune - Graphics

A; System il image Capture
@ users [l input Methods

kil Internet Plug-ins

B internet Plug-ins Disabled  »

Wl Munes ’

6. Open the Internet Plu'g-ins folder, and move both the AdobePDFViewer.plugin and the
AdobePDFViewerNPAPI.plugin into the new Internet Plug-ins Disabled folder.

Public Abstract Request System
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https://support.apple.com/en-us/102367#:~:text=To%20enable%20the%20root%20user%2C%20choose%20Edit%20%3E%20Enable%20Root%20User,choose%20Edit%20%3E%20Disable%20Root%20User.

il Internet Plug-ins

Jle a

% Applications » kdl Filesystems ’

@ Ubrary » [ Fonts ’ AdobePDFVI... NPAPLplugin

L. opt ’ L Fonts Disabled ' Flash Player.plugin

(8 Quarantine Ll Frameworks L flashplayer.xpt

@8 System ) &l Graphics ' » JavaAppletPlugin.plugin

W Users » ki Image Capture ' nsiQTScriptablePlugin. xpt
&3 Input Methods ’ Quartz Compaser webplugin
(] Internet Plug-ins . QuickTime Plugin.plugin
L Imernet Plug-ins Disabled SharePointBr. .. lugin.plugin
L Tunes SharePointW. in.webplugin

Note: If both AdobePDFViewer plug-ins are st|II in the Internet Plug-ins folder, drag them now to
the trash. You may be asked for your name and password.

For more information, see the Apple Safari help topic If you need to remove a plug-in.

See also Configure browser to use the Adobe PDF plug-in

Public Abstract Request System
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https://support.apple.com/en-us/102343#:~:text=Choose%20Safari%20%3E%20Settings%20(or%20Preferences)%2C%20then%20click%20Extensions,an%20extension%2C%20deselect%20its%20checkbox.

Problems Reading Adobe PDF files

o If the PDF file does not load when you click on it, hold down the Ctrl (Control) key and

click on it again.
o If the PDF file does not load while pressing the Ctrl key, click on Refresh. Then try holding

down the Ctrl key and clicking again.

Adobe Reader Support Resources

The Wisconsin Department of Transportation does not provide support for the Adobe Reader.
Should you encounter difficulties downloading, installing, configuring, or using the Adobe family
of products, Adobe has established a detailed support site for addressing issues or problems.

e Adobe customer support
https://helpx.adobe.com/support.html

Public Abstract Request System
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FIRST TIME USERS

All PARS users
* The first time your organization accesses PARS, your bank account information must

be entered into the system. Please refer to the Wallet Maintenance, Initial Account
Information section in this manual for step-by-step instructions.

Wallet Maintenance
* Only PARS users designated with ACH authority have the ability to set-up and change

bank account information. If you have questions regarding who has ACH authority for
your organization, please contact your PARS coordinator.
Note: Bank Account information must be entered before abstracts can be requested.

Employer Notification users only
* Employer Notification users should immediately enroll their drivers.
* Refer to the “Employer Notification” section for instructions on enrolling your drivers.

Public Abstract Request System
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LOG IN

Access to PARS will be through our DMV data portal provided by Tyler Wisconsin. PARS
Portal website address: http://www.portal.wi.gov/register/

S @ E‘ https://epartaluat.wi.gov/register/indexhtml=pars - 5 @ Google
File Edit View Favorites Tools Help

ﬁ Favarites {;‘g £ | Seasons Magazine - AllIss... & | Web Slice Gallery ~ m Host-On-Demand Mainfr... & Shortcut to BDSbookmark... }‘ State of Wisconsin - DOT @& | State of Wisconsin & |

— e O »
!_réWi:consin}'ﬂtera(tiveNet\n\rarkSubs(riptronServi.‘. ! | & ~ Bl v =& @m v Pagew Safety~ Tools~ @v

-

Department Of Transportation

Public Abstract Request System (PARS)

PARS is a secure online service that allows authorized account holders to receive driver and/or vehicle record abstracts quickly and easily using the Web.
Participants have instant access to DMV abstracts delivered via Portable Document Format (PDF) images. Typical account holders include insurance companies,
attorneys, towing companies, transport businesses, and other large volume requesters.

& PARS Link
© PARS Questions

& Actions
4 Get/Recover WAMS ID

@® Upload completed documents

DMV Online Own Record System (DOORS)
@ More information

& DOORS Link

m

Contact Us

Wisconsin Interactive Network
1 South Pinckney Street

Madison, WI 53703

P: (608)250-4606

E. wi_helpdesk@egov.com

PDF documents reguire a PDF reader. which you can download for free. Word documents reguire Word or a free Word Viewer to open.

=

/" Trusted sites | Protected Made: Off v B 100% -

Public Abstract Request System
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Click on the PARS link, and the following screen will appear:

& Wlsconsm Department of Transportation - Windows Internet Explorer

@  d }\https fftrust dot.state.wi.us/hidp/idfffss0?id=58sid=08option=credential®sid=0 v % | (X | P~

File Edit Wwiew Favorites Tools Help Go g|c|7 v | *Psearch -+ More»  _ Signin & -
= 5 7 »

w o |)\\f\u'|sc0n5|n Department of Transportation -8 = - [5bPage v iGF Tools ¥

WISCONSIN DEPARTMENT OF TRANSPORTATION “ﬁmm
Hﬂfﬂy Business

Password:|

MANMGENENT ST

Register for a Wisconsin User ID.
Edit vour Profile.
Change vour password.
Forgot vour password.

“You are accessing the Statz of Wiscensin Lecal/Wide zrea netwerk, This system is for authorized users enly, 21l equipment,
systsms, services, and softwars connscted to this ne=twork ar= intended anly for the officizl business us= of the Stats of Wizcensin,
The Stats of Wiscensin reserves the right to audit, inspect and discles= all transactions and data s=nt over this medium in 2
manner consistent with State and Federal laws, By using this system you expressly censent to all such zuditing, inspectien and
disclesurs, Only softwars approved, scannad for virus, and licensed for State of Wisconsin use will be permitted on this nstwork,
Any illegal er unzutherized use of Stats of Wiscensin equipment, systems, services, or softwars by any persen(s) may be subject to
civil or criminzl prosecutien under state and federal laws, and may alse result in disciplinary zctien where zppropriate,

WAMS Home
Please don't bookmark this page.

%J Loral intranet H100% -

1. Type User ID.
2. Type Password.
3. Click on Login.

Password Problems:

* Forgot your Wisconsin User ID or password?

e Use the underlined links highlighted in blue for help with account recovery. Account
recovery is used to restore access to your account if you cannot remember your
password or your Wisconsin User ID.

* You must know the answer to your secret question and you must have access to the e-
mail address used on your WAMS account.

e Alink provided in the e-mail is used to recover your account information. If you have
forgotten what your user ID is, it will appear in parenthesis in the email you will receive.

Public Abstract Request System
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Welcome Page

WISCONSIN DEPARTMENT OF TRANSPORTATION

Doing Business
Logoft

Weicome :0 the Wisconsin Department of Transportation's Public Abstract Request system (PARS). This
sysem is designad to assist you in azcessing DMV record information

A hzlp link to our Public Abstract Reguest System Manuat will assist you with your eectronc requast

For Authonzed use only All users must comply with the rastrictions of the Feceral Diiver's Privacy Protection
Act that regulates access to Motor Vehicle r2cords. All usage is tracked. Unauthorized use will be reported
to the appropriate authoities for disciplinary and/or legal action

Account holder usage is limited to the mission and official business functions of their agency

If ycu experience problems with system access, please contact PARS User Support anytima betwzen 7:30
AM and 4:00 PM Mondsy through Friday at (608) 266-0978

Selact the organzation name you are working on bzhalf of:

Select Organizat:ion o

I

The PARS welcome screen reminds users that PARS i1s for authorized use only.
* Click on the Select Organization drop down arrow to select the appropriate
organization if you have authority on behalf of multiple organizations.
* Click on OK.

Note: The Logoff link 1s available in the upper left-hand cormer of every page. Click on Logoff to
exit the system.

Public Abstract Request System
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Main Menu

State of Wiscansin
a4 Department of Transportation

Logoff | PARS Help Page |

Public Abstract Request System

B - ccessing on behals -« NN

DMV Abstract Requests
Employer Notification Program
@® Wallet Maintenance

Transaction Audit Report

! Next l

The PARS Main Menu screen appears.

Note: Users that are not participating in the Employer Notification program and/or do not have
ACH/Audit Report authority will proceed directly to the DMV Official Transcript Information
System page. Some of the above features may not be available to all authorized users.

Select the transaction you want to do:
Click on DMV Abstract Requests to request and print abstracts.

e Click on Employer Notification System to obtain a list of enrolled employees with recent
activity on their driving record, and to access Fed Med Certification Activity. Employers
may order driver record abstracts directly from the Employer Notification screen

e Click on Wallet Maintenance to set up or change ACH bank account infornration and to
view settlenrent reports that provide detail account activity. This option is only available for
PARS users designated with ACH authority.

e Click on Wallet Maintenance to run settlenrent history reports detailing account activity.
This option is available only for PARS users designated with ACH/Audit Report authority.

e Click on Next.

Public Abstract Request System
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ACH MAINTENANCE (BANK ACCOUNT INFO)

Only users designated with the ACH role have access to bank account inforination and account
history reports. Fees are applied at midnight on the date the abstracts are pulled.

If your organization has a debit block on your account, you will need to contact your bank.
You must instruct your bank to allow the State of Wisconsin Company ID of 1522077581
to process before you enter your ACH payment online.

P ; .
C\‘, State of Wisconsin
i\u } Department of Transportation

Logoft | PARS Help Page |

Public Abstract Request System

I ©:ccessing on benair o [N

DMV Abstract Requests
Employer Notification Program
® Wallet Maintenance

Transaction Audit Report

Next

On the PARS Main Menu screen:
¢ Click on Wallet Maintenance.
* Click on Next.

Public Abstract Request System
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IMPORTANT - PLEASE READ

Your Bank Account fraud protection must be configured to allow State of Wisconsin e-payments.

If the bank account you vill be using ta make your e.check (Automated Clearing House) payment is setup with “debit block” ar “cebit filters”, before you enter your e
check payment online, you must instruct your bank to allow the State of Wisconsin Company ID of [ 11 to process payments.

ACHAccounts Options Primary

[Add Payment Mathad

fetyrn

The Bank Account screen appears.
* Click Add Payment Method to add a bank account.

Public Abstract Request System
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@ E-CHECK INFORMATION

(O This is a business account.

Routing Number Account Number

Name on Account

Account Number

Confirm Account Number

The E-Check Information screen appears.
* Select Checking or Savings
¢ Type Name on Account
e Type Account number.
e Type Confirm Account Number
* Type Routing Number
* Type Name of Bank
e Complete Billing Information
* Click on Save Payment Method

»

Public Abstract Request System
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The Routing Number is located between the |: |: symbols and is always 9 digits for a U.S. check.
See the next page for samples.

Before entering your bank routing number, please verify the correct number with your financial
institution. It is also important to change the routing number and account number if your business
changes financial institutions.

On personal checks:

On business checks:

Your St Mot Hesy
Your Name Hore wur v -
123 Main Stee Vs Hard AdSrame J
Your Caty, VX 9099G
535 6562556 -
gy e
3 S = YOID *** VOID *** VOID ** <

e

TEVOIO YT VOGD T VOID T

= YOID ™= YOID == VOID =

=000000» LSETBRO0M238 LEE7880L 23

I + 4 4
Cﬁeck # Routing and Account #
Transit #
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IMPORTANT - PLEASE READ

Your Bank Account fraud protection must be configured to allow State of Wisconsin e-payments.

If the bank account you will be using to make your e-check (Automated Clearing House) payment is set UE with "Febit block™ or "debit filters”, before you
check payment online, you must instruct your bank to allow the State of Wisconsin Company ID of to process payments.

ACH Accounts Options Primary

Tdit ACH Account

You must accept the NACHA agreement before this

ing i Ceiete ACH Account N
Account Ending in [ [ - account can be selected as primary

[Ac:ept NACHA Agreement

[ Add Payment Method

[ Return]

The Bank Account screen appears with the added account in the list.
*  Click Accept NACHA Agreement
* Click on the appropriate button to select another function, or
* Click on Return to go back to the PARS Main Menu.

Public Abstract Request System
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[J This payment IS being funded specifically by a FOREIGN source (bank ar company), an international ACH
Transaction "IAT"

CANCEL

NEXT

WHAT IS IAT?

As defined by NACHA, IAT means a credit or debit entry that is part of a payment transaction involving
a financial agency's office that is not located in the territorial jurisdiction of the United States. For
purposes of this definition a financial agency means an entity that is authorized by applicable law to
accept deposits or is in the business of issuing money orders or transferring funds. An office of a
financial agency is involved in the payment transaction if it:

1. Holds an account that is credited or debited as part of the payment transaction;

2. Receives payment directly from a Person or makes payment directly to a Person as part of the
payment transaction; or

3. Serves as an intermediary in the settlement of any part of the payment transaction.

The NACHA Agreement screen will automatically display.
* Read and click Next

Public Abstract Request System
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TERMS AND CONDITIONS

Yes, | authorize this transaction. Please print this page if you would like a copy of this authorization for your
records. By checking "Yes" and opting to pay by electronic debit against the bank account specified in this
agreement, | agree and stipulate to all statements:

1.1 am the legal owner, have power of attorney, or have legal authority in relation to the bank account
specified above to be used for payment.

2. Such bank account is open, validly issued, in good standing and able to accept electronic debits.

3. State of Wisconsin - DMV or its agent has a standing authorization to electronically debit the bank
account ending in 0396, and if necessary, to credit such account to carrect any erroneous debits using
an Automated Clearing House ("ACH") debit entry. Subsequent transactions are initiated by the
account owner or legal authority through the payment portal.

4. This ACH debit authorization will remain in full force and effect for this single debit and subsequent
debit entries beginning on Tuesday, September 17, 2024 until 5 days after Cancellation notice is
provided to State of Wisconsin - DMV by the legal owner of this bank account, or by a person having
power of attarney or other legal authority over it.

5. State of Wisconsin - DMV or its agent may re-debit my account for the payment in the event such is
dishonored by my financial institution, and is additionally authorized to charge the maximum return
item processing fee according to the laws governing State of Wisconsin - DMV's state.

6. For inquiries relating to this electronic debit authorization, including revocation of this authorization, |
may conftact State of Wisconsin - DMV at wi_helpdesk@tylertech.com.

7.1 understand the Originating ID for this transaction is "1522077581". Please make sure your banking
institution has released any debit blocks (if applicable) for this ID to ensure successful payment.

8.1 (we) agree that ACH transactions | (we) authorized comply with all applicable NACHA Rules and all
applicable US law and the laws governing State of Wisconsin - DMV's state.

O Yes, | authorize this transaction.

The Terms and Conditions screen will automatically display.
* Read and click Yes, I authorize my transaction.
* Scroll down and click Submit.

Yes, | authorize this transaction.

PREVIOUS

SUBMIT

Public Abstract Request System
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Adding an Additional Bank Account

IMPORTANT - PLEASE READ

Your Bank Account fraud protection must he configured to allow State of Wisconsin e-payments.

If the bank account you will be using to make your e-check (Automated Clearing House) payment is set up with "dabit block™ or "debit filters™, before you enter your e

check payment online, you must instruct your bank to allow: the State of Wisconsin Company [D of [ to process payments.
ACH Accounts Options Primary

Zait ACH Account

Account Ending in{ilIIN [Make Primaxy ]

l:e:e\:e aCH .\ccountJ

L_Add Peyment Hethod_J

Retyrn

On the Bank Account screen:
* Click Add Payment Method to add a bank account.
* Repeat instructions beginning on page 19.
* Click on Return to go back to the PARS Main Menu

Public Abstract Request Systemn
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Bank Account Changes

Select primary account

IMPORTANT - PLEASE READ

Your Bank Account fraud protection must be configured to allow State of Wisconsin e-payments.

If the bank account you will he using to make your e-check (Automated Clearing Hotise) payment is set up with "debit black” or "debit filters”, before you enter your e
check payment online, you must instruct your bank to allow the State of Wisconsin Company 1D of]:’m‘process payments.

ACH Accounts Options Primary

Zdit ACE Acceunt

Account Ending in{illlll
[Delece RACE hcccuntJ ‘

™

[Add Payment Hethod]

Return

On the Bank Account screen:
* Click Make Primary
* Click Make Primary to make selected account the primary account.
* The Status in the right-hand column reflects the new primary bank account.
* Click on the appropriate button to select another function, or
* Click on Return to go back to the PARS Main Menu.

Public Abstract Request System
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Remove Bank Account

IMPORTANT - PLEASE READ

Your Bank Account fraud protection must be configured to allow State of Wisconsin e-payments.

If the bank account you will be using to make your e-check (Automated Clearing House) payment is set up with "dabit block™ or "debit filters”, before you enter your e
check payment online, you must instruct your bank to allov: the State of Wisconsin Company ID of T to process payments.

ACH Accounts Options Primary
Zait ACH Account
Account Ending in{ilI [Make P:’_ms:y]

[:e:ete ACH .\cccuntJ

\

( Add Payment lMe tnodJ

Return

On the Bank Account screen:
* Click Delete ACH Account
e Click on the appropriate button to select another function, or
* Click on Return to go back to the PARS Main Menu.
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Transaction Audit Report

oy, _ :
(\y State of Wisconsin
i’_j Department of Transportation

Logoff | PARS Help Page |

Public Abstract Request System

DMV Abstract Requests
Employer Notification Program
Wallet Maintenance

@ Transaction Audit Report

i Next |

On the PARS Main Menu screen:
* Click on Transaction Audit Report.
¢ Click on Next.

The Audit Report will allow authorized users to run detailed reports of account history. Only users
designated with the ACH role or Audit Report role have access to audit reports.

Public Abstract Request Systemn
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WISCONSIN DEPARTMENT OF TRANSPORTATION

Doing Business
Logoft | PARS Helo Page

Public Abstract Request System

Audit transaction selection

glassgowl processing on behalf of PARS USER SUPPORT

From 2010
Month Day  Year

O (T ) I

Month Day  Year

¢ Retrieve Transactions ] [ Return ]

The Audit Report screen appears.

Type beginning date in the From field.

Type ending date in the To field.

Click on Retrieve Transactions to retrieve transactions during the specified period.

Date/Time: Details the date and time of each driver abstract request. The tine appears in

military format.

e Requested By: Indicates the name of the PARS user that requested the driver record
abstract.

e Driver Name: Provides the name of person on the driver abstract, or the VIN number.

e Search DID/Name: Details the search criteria submitted that was entered by the PARS user
to request the driver abstract, or vehicle abstract.

e Click on Return to return to the Main Menu.
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Settlement History

(ﬁ! State of Wisconsin
(\"_j Department of Transportation

Logoftf | PARS Help Page |

Public Abstract Request System

B <20 on benais o [
DMV Abstract Requests
Employer Notification Program
@® Wallet Maintenance

Transaction Audit Report

| Next |

On the PARS Main Menu screen:

e Click on Wallet Maintenance
e Click on Next

IMPORTANT - PLEASE READ

Your Bank Account fraud protection must be configured to allow State of Wisconsin e-payments.

If the bank account you will be using to make your e-check (Aulomated Clearing Housz) payment is sel up with "debit block™ or “"dzbit filters", before you enter your e-
check payment onlisie, you must insiruct your bank to allow the State of Wisconsin Company 'D of 1522077581 to process payments.

ACH Accounts Options Primary

Account Ending in N Current Primary
[z21eve ack account

[2dd Pavmen:z Meched |

[ Settlanent E;scorv] [Ret\::n]

e Click Settlement History

To Tableof Contents Public Abstract Request System
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Public Abstract Request System
Settlement History

_prccessing on behz1f of_
From: / / L !

Month  Day Year

o [ |

Month  Day Year

[ Retrieve Settlements J[ Return ]

Settlement Date Reference Number Amount Reference Explanation

The Settlement History screen appears.
e Type beginning date in the From field.

e Type ending date in the To field.
e Click on Retrieve Settlements to retrieve transactions during the specified period.
e Date: Details the date of each driver abstract request. The time appears in military format.

e Reference number: Provides the drivers license number of person on the driver abstract, or
the VIN number.

e Amount: Details the amount for each record and a running total for the day.
e Click on Return to retuin to the Main Menu.

Public Abstract Request System ToP
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DMV ABSTRACT REQUESTS

Public Abstract Request System

@ DMV Abstract Requests
O Employer Notification Program
O Wallet Maintenance

O Transaction Audit Report

Next

On the PARS Main Menu screen:
* Click on DMV Abstract Requests.
¢ (Click on Next.

Note: Users that are not participating in the Employer Notification program and do not have ACH
authority will proceed directly to the DMV Abstract Requests page.

Public Abstract Request System
To Tableof Contents 33 TOP



Driver or Vehicle Abstracts

WISCONSIN DEPARTMENT OF TRANSPORTATION

lning Business
Logoff PARS Hein Page
Public Abstract Request System

Order Abstract Request
glassgowl processing on behalf of PARS USER SUPPORT

Select the type of abstract you would like to order:
O Driver Record Abstract O Vehicle Record Abstract

‘ Main Menu |

On the Order Abstract request screen:
* Choose the type of abstract you want to request
* Click on Main Menu if you want to return to the previous screen.

Note: Users that are not participating in both Driver Record and Vehicle Record request options
will not see this screen.
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Order a Driver Abstract

WISCONSIN DEPARTMENT OF TRANSPORTATION
Doing Business

Logoff PARS Help Page
Public Abstract Request System
Order AbstractRequest

glas=gowl proce==sing on behalf of PAR3 TUSER SUPFOR

Select the type of abstractyou wouid like toorder:
@ Drivar Racord Anstract O vezhidlz Pecord Ansteact

Driver Abstract

R=quasting 3 driver acstract will r2sultin 8 f2= Plaaz= nots thatrequsesting driver racords with incemclats
inaecurats informatic ill alsarasultinincuring 3 fa= with 3 Mo Custom=r kiatch acstract 2=ing genacstad

Entar Wiscensin Drivar
Licenss Numcar:

or

Sirst Mamms

Middlz Initial ;

Last Name: L

Randor

Cats ¢f Birth { formst mmddyyyy)

1 Furchase an Akstract J [ Ma:n Menu ] [ Clear Tields= J

The Order Abstract Request screen appears.
* Type Wisconsin Driver License# in the Enter Driver License Number field (do not use
spaces or dashes).
OR:
If you do not have a driver license#:
Type First Name. Tab.
Type Middle Initial. Tab.
Type Last Name. Tab.
Type Sex (F or M). Tab.
Type Birth Date (mnv/dd/yyyy).
Click on Purchase an Abstract to continue processing, or
Click on Main Menu to cancel transaction.
For record requests using Name, Sex, and Date of Birth: Enter the complete name. The middle
mnitial is required if it appears on the DMV data records.

Requesting driver records with incomplete or inaccurate information will result in incurring a
fee with a '"No Customer Match' abstract being generated.

Note: You cannot enter both the driver license number and name, sex, date of birth on the same
inquiry search. We reconmend searching by driver license number whenever possible.
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The Adobe PDF dialog box appears.
e To view or print Driver Record Abstract:

e Click on

e If you want to print the document, follow printing instructions based on your system’s set-up
for Adobe Acrobat documents.

e Close Adobe window.

OR

e Click on Previous Page to return to the Order Abstract screen.

OR

e Click on Return to Main Menu to go the PARS Main Menu screen.

Note: If you forget to print an abstract, or experience computer problems while ordering an
abstract, you can order the same abstract again (on the same day) and you will not be charged
more than one time.

Please call (608) 266-2353, if you have a question on the information contained on the driver
abstract.
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Order a Vehicle Abstract

Public Abstract Request System
Order Abstract Request
glazsgowl processing on behalf of PARE TUSER SUPPORT
Select the type of abstract you viould like to order:
O Driver Record Abstract & Vehicle Record Abstract
Vehicle Abstract
Taze= i = i35 jacmanf j2eeld ==s/ah, oW ] NGES 1551 rsault &3 3 “MoMalamang Racar? Found” resconss
Sor CaSt ra3uts C023SS M15WE SuE 1n2 nYoenistes you 25187 2 Seotoste 504 SSSersts
Szarch by:
Vshizis 12 Numzer (VIN | |
Tists Numbsr:” | Flztz Tvos -—--- Zelect -—--- VJ
or
Rinn | il aaans [co=ToMER Pams |
or
Firat Nama-= L M [—I Last Name:~ | 1 Suffoc
plus
Dzt= o Zrth I I {forms: mmadyyyy) Gerdar [-——3-1&::-—— V]
Sity — | s [{T] ze [
County  |mmee- Select —---- W
® zpacfiEs reauires Szl s) forthstssarch
S=3rch Help: Adging mors informstion in 23cn of the fizics will hizlp narrow your s=3rsh.
l Purcha=e an 32bstract J [ Main Menu J l Clear Fields J

Vehicle Records may be searched by entering only one of four different types of information.

e Vehicle Identification Number (VIN)
e Type the entire VIN, use a zero (0) instead of the letter “O”
e VINs vary in length from 1 to 21 alpha/numeric characters
e License Plate Number

e Type the entire plate number with no spaces or dashes between the digits even if they
appear on the plate; do not use “O” but instead use a zero (0). Dealer, Tribal and
Apportioned plates are not viewable with this program.

e When entering a license plate for a vehicle that has a weight sticker, do not enter the
weight sticker as part of the plate number

e Select the license plate type if you lmow it; adding this information will reduce the
number of records returned by the system

Note: When reviewing a list of plates or vehicles to select you will notice a license plate “Status”
will be included. This status does not reflect if the license plate is expired. “Valid”
indicates the plate still belongs to the registered owner and has not been cancelled or
reported stolen. Even if the license plate is not associated to a vehicle, the “Status” will still
reflect “Valid” if i1t has not been cancelled, reported stolen or has expired.

Public Abstract Request System
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e Business or Organization Name — “Non-Individual”
e Type the business name as close to its official title as possible including “INC” or
“LLC” if applicable
e Most DMV records do not contain punctuations; enter “INC” instead of “Inc.”
¢ Individual name
e Type the correct spelling of the last and first name
e Type amiddle initial when it is known

There are additional fields in the individual name area. Entering more information in these
additional fields will help reduce the number of records returned for your search.

Note: You cannot enter information in more than one area of criteria, e.g. you cannot enter a VIN
and license plate number or a license plate number and a customer name. You must choose one of
the four areas.

Once you have entered your search criteria, verify the inforination is accurate.

* Click on “Purchase an Abstract” to proceed, or
* Click on “Main Menu” to return to the program option choices

MNon Individual name:* [CUSTOMER PARS |

or

First Name:* M Last Name:* Suffix
plus

Date of Birth | (format mmadyyyy) Gender: | -——Select-— v

City State Zip

County [ ————— Select ————— v

* specifies required fieldis) for that search
Search Help: Adding more information in each of the fields will help narrow your search

( Purchase an Abstract J( Main Menu ][ Clear Fields |

s

Important: When the “Purchase an Abstract” button is selected your account will be charged a $5
search fee. One of the following will appear:

e A list of customers from which to choose
e The record for which you were searching
e A pop-up screen indicating “No matching record found for the information entered”

When you receive a list to select a specific record, you will not be charged an additional fee for
the first abstract. You may return to the list by clicking on the “Previous Page” button to select
another customer or plate to purchase an additional abstract. If you return to the “New Search”
screen without selecting an abstract your account is still charged a $5 fee.
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When entering a Vehicle Identification Number (VIN) or License Plate Number you will usually
receive an abstract directly. The abstract will be preceded by a pop-up screen that will give you the
option of opening the record or saving it to a specific location on your computer. We recommend
you save the abstract in case there is difficulty with your printer or you need to refer to it for
additional information.

File Download @

Do you want to open or save this file?

@ Name: Vehicle_Abstract_1G2MB33B86Y108536.pdf
e Type: Adobe Acrobat Document, 12.0K8
From: acceptance.dot.state.wi.us

[ Open ][ Save ]

harm your computer. If you do not trust the source, do not open or

i 9 N While fites from the Intemet can be useful, some files can potentially
© save this file. What's the risk?

If you choose “Cancel” on this screen you will still be charged the $5 search fee.

When entering a Non-Individual Name or a Customer Name you may receive a list of customer
records from which to choose. Review the list for the record matching your request. The list will
contain the following information:

* Name

* Gender (individual only)

* Age (individual only)

e Address: Street, city, state, zip code and county

[@ Name: FEMALE CUSTOMER Gender: Female Age: 26
Address: 123 MAIN STREET MILWAUKEE, WI 53285-2541 MILWAUKEE
[@ Name: FEMALE CUSTOMER Gender: Fenale Age: 29
Address: 123 MAIN STREET FORT ATKINSON, WI 53538 JEFFERSON
m] MName: FEMALE CUS TOMER Gender: Fenmale Age: 53
L Address: 123 MAIN STREET TIYAUKEE. WI 53216 MILWAUKEE
[Select} MName: FEMALE CUSTOMER Gender: Unknown Age:
Address: 123 MAIN STREET ITYAUKEE. WI 53208-2362 MILWAUKEE
[@ Name: FEMALE CUSTOMER Gender: Female Age: 47
Address: 123 HAIN STREET MILWAUKEE, WI 53212 MILWAUKEE
[@ Name: FEMILE CUSTOMER Gender: Fenale Age: 51
Address: 123 MAIN STREET MIDDLETON, WI 53562 DANE
[@ Name: FEMALE CUSTOMER Gender: Fenale Age: 50
Address: 123 MAIN STREET PEVAUKEE, WI 53072 WAUKESHA
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Select a record. The next screen will contain the customer record information and a list of vehicles
associated with this customer.

Owner Details

Identifiers NSD ID: XXXX-XXXX-XX67-05
Name LAST NAME FIRST NAME MI
Primary Address 123 MAIN STREET MILWAUKEE WI 53202 MILWAUKEE
Details Age: 45 Gender: Fenale

Title Status: VALID Reg Status: VALID Role: OUN
Year: 1997 WMake: SUBARU Type: AUTO Style: SV

Title Status: VALID Reg Status: HISTORY Role: OWN
Year: 2006 Make: PONTIAC Type: AUTO Style: CP

Title Status: HISTORY Reg Status: HISTORY Role: OWN
Year: 2005 Make: CHEVROLET Type: AUTO Style: CP

[ Purchase J
[ Purchase ]

(_Purchase ]

The vehicles associated with this customer will display the:
Title status:
e Valid — Curently titled to the customer listed above
e History — Title has been transferred to someone else or the vehicle has been recorded
as junked.
Registration Status:
e Valid — Plate is still owned by the customer listed above; this is not an indication of
whether the plate is current or expired.
e History — Plate has been cancelled, reported as stolen or destroyed.
Role:
*  Own ~Owner on record

Note: See the DMV Abstract Manual for an explanation of the different statuses and roles
listed.

Select the “Purchase” button to view the vehicle’s abstract.
* If the vehicle has a History status and you click on the “Purchase” button, the abstract
you receive:
e Will be for the cuurent owner of the vehicle if the vehicle was sold
e The historical title if the vehicle was junked.
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Duplicate Records

When entering the VIN or a license plate number, the vehicle abstract will appear unless there is a

duplicate record for the same entry. A light truck plate may have the same number as a semi-trailer

plate. If this occurs, a list will appear 1dentifying the plate type for you to select an abstract.
WISCONSIN DEPARTMENT OF TRANSPORTATION

Hoing Business
Loqoff PARS Hein Page

Public Abstract Request System

Vehicle Plate Search Results

glassgowl processing on behalf of PARS USER SUPPORT

Search Criteria Plate Number: DL1005

i:F’urchase Plate Number: DL1005S Plate Type: THP Plate Status: ALLOCATED
Vehicle Type Vehicle Make Vehicle Iodel

[:Purchase Plate Number: DL1005S Plate Type: LTK Plate Status: ASSIGNED
Vehicle Type: TRUCK  Vehicle Kake: GHC Vehicle Model: GM4GK1

[ New Search J[ Main Menu ]

If a multiple VIN record exists, you will receive a message to contact the DMV for assistance.

Please call (608) 264-7447 for the DMV Contact Center, if you have a question on the inforination
contained on the vehicle abstract.

Note: See the online Interpreting Public DMV Abstracts Manual for a list of the plate tvpe
abbreviations and their corresponding names.
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EMPLOYER NOTIFICATION PROGRAM OVERVIEW

Employer Notification is an optional program for PARS participants. Employer Notification
provides employers with current information regarding the driving record of their enrolled
employees. Employers may enroll any employee whose employment responsibilities include the
operation of any motor vehicle. Wisconsin Statutes 343.245 authorizes this program.

Employer Notification allows participants to create and maintain their own roster of employed
drivers. The system is designed to have participants logon and check for employee driving activity.
As detailed in the following pages, the system will identify all enrolled drivers with recent activity
on their driving record and enable the purchase of their driving record abstract. Activity should be
monitored on a regular basis, as determined by your particular business needs.

As a courtesy reminder, the PARS system will automatically send an e-mail each Monday
morning to the designated PARS Agreement Coordinator if there has been recent activity on one or
more drivers and an abstract has not yet been requested. Participants will only receive an e-mail if
there has been recent activity and a driving record has not yet been requested.

We encourage PARS participants not to solely rely on these e-mails. E-mail delivery can be
disrupted by elements beyond the control of DOT, including firewalls, spam filters, and suspended
or disabled e-mail accounts.

What Triggers Employer Notifications?

Records will update when an event is added or changed:

W1 Accident Date

Accident Severity

Violation Date

Conviction Date

Charge Code

MPH Over

Minor in Vehicle

Operating Class

Violation Directive

OOS Violation Date

OOS Conviction Date

OOS Charge Code

OOS Operating Class

OOS Violation Directive

Withdrawal Effective Date

Withdrawal Release Date

Withdrawal Charge Code

Length of Withdrawal

H endorsement due - Notifies employer 60 days prior to H endorsement renewal date.
School Bus Follow-up - Initial/Next - no charge
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Records will update when an event is added:

OOS Accident

OOS Withdrawal

Moved to another state

Product Notations (Out-of-Service Withdrawals only)

Triggers Related to Fed Med

New or updated accident (WI or Out of State)

New or updated trackable, non-confidential violation (W1 or Out of State)
New or updated non-confidential withdrawal (W1 or Out of State)

New moved out of state entry

New or updated H” - Hazmat restriction

New or updated 51” - Intrastate restriction

New or updated K” - Interstate restriction

New CDL Self Certification

New product notation 63 - 24 hour out of service

School Bus Medical Follow-up

Fed Med - MEDC - Medical Certificate Follow-up (Restriction expiring in 10 days, 60 days
to med certificate expiration)

Fed Med - MEDS - Medical Certification Status (Not Certified)

o Tier change

e Med cert notification:

e 60 day (expiring in 60 days)

o 0 day (expired today - not medically certified)

e 10 day (now VTSed)

Additional information:

« If awithdrawal, violation, or restriction is added to the driver record, the employer is
notified. If DOT then removes it, the notification is still made to the employer.
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EMPLOYER NOTIFICATION PROGRAM

.EM_

‘{"*‘7’ State of Wisconsin

2"1 } Department of Transportation
-

O DMV Abstract Requests
® Employer Notification Program

O Transaction Audit Report

On the PARS Main Menu screen:
* Click on Employer Notification Program.
* Click on Next.

Public Abstract Request System
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& Employer Notify - Windows Internet Explorer

@ y v AE'_ https :/frust.dot state, wi us /doti /dotiserviet v % 2| % |

File Edit Wiew Favorites Tools Help Gor gle v (P search ~ More»  _ Signin W -

T8 & | Employer Notify [ fa - B - @ - [Zrpage v & Tools v

WISCOMNSIN DEPARTMENT OF TRANSPORTATION o =
lning Business : §
Loqoff | PARS Help Page %\’{‘E‘mj}

EMPLOYER NOTIFICATION SYSTEM

lauraf processing on behalf of PARS USER SUPPORT

O Employee Enrollment

O Employee Activity

(O Fed Med Certification Activity

O Order Abstract

B
Done 13 Local infranet H100% -

The Employee Notification System screen appears.

* Employee Enrollment — use to add, remove, or review employees in the Employer
Notification Program. Driver license numbers must be used when adding or removing
employees from the Employee Enrollment list.

* Employee Activity — provides a list identifying all enrolled employees with recent
activity on their Driver Record. This will provide a list of employees with new
convictions, withdrawals, accidents, etc.

* Fed Med Certification Activity — provides a list identifying all enrolled employees
with recent activity that relates to their medical certification (Fed Med card or tier).
This will provide a list of employees with Fed Med cards that are about to expire or
when there is a change in tier. Employers are able to upload Fed Med Cards through
this function.

* Order Abstract — use to order a driver abstract directly from the Employee
Notification System screen.
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Employee Enroliment

On the Employee Notification System screen:
* Click on Employee Enrollment.
* Click on Continue to continue processing, or
* Click on Cancel to cancel transaction and return to PARS Main Menu.
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Add Employee to Notification List

The Employee Enrollment screen appears.
e Click on Add Employee to Notification List.
* Click on Continue to continue processing, or
* Click on Cancel to cancel transaction.

The Add Employee screen appears.
* Type Wisconsin Driver License# in the Enter Driver License Number field (do not use
spaces or dashes). Note: If the customer had a previous driver license number due to a
name change or date of birth correction, the current driver license number will appear
on the Add Employee Confirmation screen.
* Click on Next to continue processing, or
* Click on Cancel to cancel transaction.
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The Add Employee Confirmation screen appears.
* Verify that this is the correct employee.
* Click on Confirm to Add Employee to continue processing, or
* Click on Cancel to cancel transaction.

* Click on the box for Check to Purchase an Abstract, and you will be able to order an
abstract as you add each employee.
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The Adobe PDF dialog box appears.
e To view or print Driver Record Abstract:

e Click on

e If you want to print the document, follow printing instructions based on your system’s set-up
for Adobe Acrobat documents.

e Close Adobe window.

OR

e Click on Previous Page to return to the Employee Enrollment screen.

OR

e Click on Return to Main Menu to go the PARS Main Menu screen.

Note: If you forget to print an abstract, or experience computer problems while ordering an
abstract, you can order the same abstract again (on the same day) and you will not be charged
more than one time.

Please call (608) 266-2353, if you have a question on the information contained on the driver
abstract.
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Error Messages When Adding Employees

This indicates your account is not allowing drivers to be enrolled that do not have a Commercial
Driver License. Call PARS Support if you wish to have your account setting changed to allow

Class D (regular) drivers.
* Click on OK.
* You will return to the Add Employee screen.

The above error message indicates and employee has already been enrolled.
* Click on OK.
* You will return to the Add Employee screen.

The above error message indicates no driver license can be found for the number entered. The
number was either entered incorrectly or the driver license number does not exist.

* Click on OK.
* You will return to the Add Employee screen.
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Remove Employee from Notification List

On the Employee Enrollment screen:
* Click on Remove Employee from Notification List.
* Click on Continue to continue processing, or
* Click on Cancel to cancel transaction.

Note: This should be done when an employee is no longer employed by your agency. Failure to
remove the employee will result in notifications continuing for this person.

The Delete Employee screen appears.
* Type Wisconsin Driver License# in the Enter Driver License Number field (do not use
spaces or dashes).
e Click on Next to continue processing, or
* Click on Cancel to cancel transaction.
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The Delete Employee Confirmation screen appears.
* Verify that this is the correct employee.
* Click on Confirm to Remove from List to continue processing, or
* Click on Cancel to cancel transaction.

The Successfully Deleted Employee(s) dialog box appears.
* Click on OK. You will return to the Delete Employee screen.
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View List of all Employees Enrolled

On the Employee Enrollment screen:
* Click on View List of All Employees Enrolled.
* Click on Continue to continue processing, or
* Click on Cancel to cancel transaction.

If no employees have been enrolled yet, you will receive the following error message:

The Employee Enrollment List appears.

The Employee Enrollment List displays the name and driver license number of every employee
currently enrolled in the system. Employees may also be deleted or added using this screen. Driver
record abstracts may also be ordered directly from this page.
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Note: The employee enrollment list can be printed directly from this screen. Click on the Show All
button and then Select the print function on your Internet browser.

€)8 . B Gesi

i Eile Edit View Favorites Tools Help
wr Favorites i @ Seasons Magazine - Alllss... £ Web Slice Gallery = m Host-On-Demand Mainfr... ([ Shortcut to BDShookmark... & State of W

g8 _k Wisconsin Department of .. | @ Wisconsin Interactive Net... _k Employee List X "'} A = = i v Page:

WISCOMNSIN DEPARTMENT OF TRANSPORTATION
Hnin_q Husiness

Logoff | P [ 1e | Fed Med Help

EMPLOYER NOTIFICATION SYSTEM
Employee Enrollment List

lauraf processing on behalf of PARS TUSER SUFPPORT

[_4dd Employes ] | Renove Emploves(s)from List | Retuzn

A - B C€C D E F & H I J K L M N © P @ R &5 T U V W X ¥

Currant Fad Med

Delete DID Mumber MName Tier Exp.Date Enrollment Date Purchase Abstract
[ B4325016687900 BALTISBERGER, KIM A 07-25-2013 [ Purchase |
E B5154637000700 BEMBINSTER, JOHN C 08-09-2011 [ Puzchase |
[l G6205336651405 GRIES, LISA MARIE 07252013
1 J5205529438309 JONES, MICHAEL L 04.08-2009 [ Purchase |
1 J5205527326001 JONES, MICHAEL L TIER1  01-09-2013 06-15-2011 [ Purchase |
[ L2302127520908 LOCKWOOD, ERIC L 05-22-2008 [ Purchase |
[ P4125017201704 PHELPS, KEVIN A 08.17.2009 [[ Puzchase |
1 W4207836690507  WELSCH, SUSANC 07.25.2013
1 Z3312408000104 ZZZDOTFEDMED, FEDMED TIER1  03-01-2014 07-05-2012 [ Purchase |
[ Z3320618379804 ZZZDOTIES, BARB A TIER 2 01-28-2012 [ Purchase |
E 3321188471807 ZZZDOTIES, CAROL TICKET ~ TIER1  04.19.2012 01282012 [ Puzchase |
1 Z3321008121806 ZZIDOTIES, CDL TEST TIER1  05.01.2012 01.28-2012
[ Z3321405200906 ZZIDOTIES, CHARLES TIER1 05012013 01-28-2012
1 Z3321047430903 IZIDOTIES, CLASS D TIER1 01282014 01-28-2012 [ Purchase ]

€& Local intranet | Protected Maode: OFf

Public Abstract Request System
To Tableof Contents 54 TOP



Order Abstracts from Employee Enroliment List
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Delete Employee from Employee Enroliment List
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On the Employee Enrollment List:
* Click on Delete check box in front of each employee you wish to remove from the
enrollment.
e Click on Remove Employee(s) from list.

The Delete Employee Confirmation screen appears.

* Click on Confirm to Remove from List to remove the employee.

¢ An “X” appears under the Delete column by the employee who was removed. The
entry will be removed entirely upon exiting this screen.

* Click on Cancel to cancel transaction and return to the Employee Enrollment List.
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Add Employee from Employee Enroliment List

= Employee List - Windows Internet Explorer
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* Click on Add Employee button.
* The Add Employee screen appears. See “Add employee to notification list” section for
details on adding an employee.
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Employee Activity

¢ Employer Notify - Windows Internet Explorer
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Employee Activity
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O Order Abstract

[
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On the Employee Notification System screen:
* Click on Employee Activity.
* Click on Continue to continue processing, or
* Click on Cancel to cancel transaction and return to PARS Main Menu.

Employee Activity provides a list identifying all enrolled employees with recent activity on their
Driver Record. This provides a list of employees with new convictions, withdrawals, accidents, etc.
Employer notify emails are sent out automatically on Monday's.
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The Employee Activity screen appears.
* Click on Purchase Abstract to request an abstract.

e Arred asterisk (*) will appear on the left-hand Abstract Ordered column after requesting
the abstract.

Note: Selected employees will no longer appear on this screen the next time you run Employee
Activity.

Note: Employees will remain listed until an abstract is purchased.
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School Bus Medical

School bus medical follow-ups are generated when a driver with a school bus endorsement has a
medical requirement that needs to be met. The notification appears 60-days before the school bus
medical due date. The notification will not disappear until after the due date, even if the driver has
complied with the requirement.

It is the employer’s choice whether or not to purchase a driver record when a school bus follow-up
notification appears. If the driver does not comply with the requirements, their school bus
endorsement will be cancelled and a new notification will be generated for the cancel.
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Fed Med Certification Activity

¢ Employer Notify - Windows Internet Explorer
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On the Employee Notification System screen:
* Click on Fed Med Certification Activity.
* Click on Continue to continue processing, or
* Click on Cancel to cancel transaction and return to PARS Main Menu.
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The Federal Medical Certification Activity Screen

EMPLOYER NOTIFICATION SYSTEM
Federal Medical Certification Activity

lauraf processing on behalf of PARS USER SUPPORT
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Clicking on Tier Information will open up the window to look like this:

* For more information/definitions of the Tiers, click here.

e You can choose to Sort By Name OR Sort By Med Exp Date by clicking on this button
e Clicking Return will take you to the previous screen
e This screen shows you:
e The DID number for the employee listed
* The Employees Name
* The Notification Type. Some possible Notifications are:
* KRESTRICTION: added/removed on license. K=No CMV Operation
Interstate, unless excepted
* 51 RESTRICTION: added/removed on license. 51=No CMV Operation
Intrastate, unless excepted
* MEDICAL CERTIFICATE FOLLOW-UP: 60 day follow-up notification
letter sent saying the Fed Med will expire in 60 days (only occurs for Tier 1)
* MEDICAL CERTIFICATION STATUS: Fed Med Certification Status
change (only occurs for Tier 1)
* CDL SELF-CERTIFICATION: New or change to a self certification (tier)
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Notification
Reviewed

Once you have determined to either purchase an abstract or not, you can click
on the “Notification Reviewed” button to remove this person from the Notification. If
you do not purchase or remove, the employee will remain listed and you will continue
to receive notifications.

e The Employee’s Current Tier

o Tier 1: Non-excepted interstate — Employee needs to provide a valid Fed Med
card to DMV.

o Tier 2: Excepted interstate — Employee does not need a Fed Med card.
Employee is engaged in interstate commerce and subject to one of the
exceptions listed on the Help Page.

o Tier 3: Non-excepted intrastate — Employee needs a valid Fed Med card to
drive a commercial vehicle.

o Tier 4: Excepted intrastate — Employee does not need a Fed Med card.
Employee is engaged in intrastate commerce and subject to one of the
exceptions as follows:

o Tow trucks (if requested by a federal, state or local officer to move
a wrecked or disabled vehicle).

o Grandfathered (held valid CDL since July 29, 1996, that has not
been revoked).

e Wisconsin diabetes exemption to the Fed Med card.

e Wisconsin vision exemption to the Fed Med card.

o All exceptions listed on the Help Page under Tier 2, only
completed within intrastate commerce.

e Current Certification: Not-Certified means the driver can’t operate under Tier 1, they
may still have a valid Fed Med card.

o Fed Med Exp Date: Expiration date of the current Fed Med card on system with the
DMV.

e Notify Date
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Order Abstract
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On the Employee Notification System screen:
* Click on Order Abstract.
* Click on Continue to continue processing, or
* Click on Cancel to cancel transaction and return to PARS Main Menu.

The Order Abstract screen appears.
* Type Wisconsin Driver License# in the Enter Driver License Number field (do not use
spaces or dashes).
* Click on Purchase an Abstract to continue processing, or
* Click on Cancel to cancel transaction.

Requesting driver records with inaccurate information will result in incurring a fee with a
""No Customer Match™ abstract being generated.
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LOGOFF

Click on Logoff link found in the upper left-hand corner of most screens in this program.

The Signed off message appears.
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