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Chapter 1 - Overview

Chapter 1 - DNR Point of Sale Overview
Purpose of This Guide

This training manual describes the procedures used in operating the DNR
POS terminal. You are responsible to use the terminal in accordance with
the legal requirements, policies, and procedures that the Michigan
Department of Natural Resources (DNR) has set forth for its Retail Sales
Agents.

POS Program Changes

The DNR POS system has evolved from a standalone sales terminal, which
sent all of its sales data at the end of the day via a phone connection, to a
PC-based transaction system, which utilizes the Internet to exchange sales
information and updates as they happen.

POS Hardware

Your DNR POS Ship Kit will contain the following five pieces of hardware:

e HP rp3000 or rp5800 Point of Sale System
e HP 15-inch LCD Monitor

e HP USB POS Keyboard with touchpad and Magnetic Swipe
Reader

e HP USB Thermal Receipt Printer
e Zebra GK420t Thermal Transfer Printer

2 Note: To minimize the space requirements, the keyboard includes

/< a touchpad (similar to those found on laptops) instead of a
L. mouse. However, if you prefer, you can purchase a USB mouse
and install it yourself.

In addition to hardware, the DNR POS Ship Kit will contain additional items
including cables and instructional material.

Installation and Setup

For the most current DNR POS component list, installation instructions and
setup procedures refer to the Point of Sale (POS) Agent Hardware Manual
and/or DVD that came with your equipment.

Connecting to the Internet

Your DNR POS system is web-based, which means it relies on the Internet to
verify logins, conduct sales and receive program updates. In order to use
and maintain the system, you will need a reliable internet connection
provided by a dependable internet service provider (ISP.) The DNR does
not provide an Internet connection or recommend service providers. For
internet connection issues you should contact your ISP provider. The DNR
does provide assistance once you have established that your DNR POS
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Chapter 1 - Overview

terminal is connected to a working internet connection. For assistance, call
the DNR at 800-737-6367.

State of Michigan Point of Sale Page 2
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Chapter 2 - Help and Learning Tools
Online Help

The DNR POS system is Windows based and as such, has an extensive online
help system. Selecting the Help menu option on the left side of the page
will display help on the current topic.

Getting Help

The DNR Agent Helpdesk can be reached at 800-737-6367. This line is
staffed from 8:00 a.m. until 5:00 p.m. Monday through Friday, excluding
State holidays. This number should be called for help with DNR equipment,
policies, regulations, financial issues, supplies, problems, and license
customer service questions, or if an agent cannot readily find the necessary
information in this manual or in other documentation provided with your
DNR PQOS system.

2 Note: This number is intended to serve DNR retail sales agents and is not to
//4 be given out to customers. The number for customers to contact the DNR is
“— 517-373-1204.

DNR Agent Helpdesk  800-737-6367
Customer Contact 517-373-1204

When you call the DNR, please be prepared to provide your terminal
number, phone number, and a brief description of the problem.

Using the Training Video Clips

Many online help topics include a link to open a
video clip providing an on-screen demonstration of
how to use that page in the POS system. To start the
demonstration, click the link. The demonstration will
play in a new browser window. When the clip has
completed, you can close that browser window.

i Play demonstration

Repairs

If you are experiencing any problems with the equipment, and have
already performed troubleshooting as described in the Point of Sale (POS)
Agent Hardware Manual, please call the DNR Agent Helpdesk at 800-737-
6367 for assistance.

License Questions

For questions concerning hunting and fishing licenses, you can refer to the
hunting and trapping digest, fishing guide, special hunt digests or select the
Most Accessed Digests link on the left side of the page within the DNR POS
system. You can also access the DNR website at www.michigan.gov/dnr
utilizing a personal computer. A supply of all available digests will arrive
approximately a week or two before the season, including special
application drawings. When you need to re-order more digests, please call
the DNR Agent Helpdesk 800-737-6367 for assistance.

State of Michigan Point of Sale Page 3
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Chapter 3 - System Security

Security Overview

DNR POS system access is granted by entering a valid username and
password. The DNR assigns each terminal a unique username and
password. You can change the password at any time. Passwords expire
after 90 days and a new password must be selected. If you lose the
password, or have any other security related issues, please contact the
DNR Agent Helpdesk.

Agent Log In

Following a successful startup process, the first page your system will display
is the Agent Log In page shown here:
' Michigan Department of Natural Resources Michigan'

Official
Web Site

MI DNR POS

Welcome to the State of Michigan Department of Natural Resources Point of Sales System.

‘. Please provide your username and password |

Copyright © 2011 State of Michigan

To log in to the system:

1. Enter your username in the Username field. Usernames are not case
sensitive.

2. Select, or tab down to, the Password field and enter your password.
Passwords are case sensitive. As a security feature, the password
characters you enter are displayed as generic symbols.

Login

3. When your entries are complete, select the | button.

The DNR POS system will validate your Login and, if successful, will display
the Swipe Customer ID page, allowing you to start a transaction or select
other system options on the left side of the page.

Problems

If there is a problem with either the username or password, you will receive
the error message “Your login attempt was not successful. Please try
again.” and you will be given another opportunity to log in with the correct
information. If you have several failed attempts at logging in, you should
contact the DNR Agent Helpdesk to resolve the problem.

' If your Internet connection is not working, the system will be unable to
: validate your username and password.
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Expired Password

If your password has expired, the Agent Password Management page will
be displayed and you will be required to create a new password.

Session Timeout

If your DNR POS terminal is inactive for more than 3 hours, you will
automatically be logged out of the system and returned to the Agent Log
In page.

Transaction Timeout

If you have begun a transaction on your DNR POS terminal by selecting an
option from the Transaction Selection page and the transaction is not
complete within 30 minutes, your transaction will time out and you will be
taken to the Swipe Customer ID page.

Transaction Delays

The type and speed of your Internet connection may create brief delays
following the selection of an item on the page. In this situation, the system
does not display an hourglass or other symbol to let you know about
network communication that is taking place. Do not attempt to reselect
the item on the page in an effort to speed up the process. If you are
patient, the next screen will display as expected.

Logging Out

When you are finished using the DNR POS system, you can end your session
by selecting the Logoff link on the left side of the page. This secures your
DNR POS terminal from unauthorized use.

' Please do not turn the system off before completing your transaction and
' selecting the Logoff option. The system may be processing information and
data could be lost.

Password Management

Agents can change their DNR POS terminal password at any time. Your
password will also expire every 90 days, requiring you to create a new one.
The Password Management page allows you to change the password
associated with your account.

The Password Management page will automatically be displayed if you log
in with an expired password. To change your password prior to its
expiration, select the Change Password link on the left side of the page.

If you decide to change your password while you are conducting a
! customer transaction, you will have to restart the entire transaction from the
beginning.

State of Michigan Point of Sale Page 5



Chapter 3 - System Security

To change your password when the Password Management page

appears:
PP Password Management

1. Enter your username
in the Username ;
field. Please provide your old and new passwords

2. Select, or Tab down
to, the Current Username: | |
Password field and Current Password | |
enter your curr_ent e B | |
password. Notice Confim New Password. | |
tha.t a” password anmrm MNew —asswan
fields display security
characters in the Change Password | | Cancel |
place of the actual
typed characters. Your new password must follow these rules:

* Must be at least 8 characters long

3. Select, or Tab down = Must not be longer than 12 characters
to, the New + Must contain at least 1 non-numeric character
Password field and = Must not match any of your 3 previous passwords
enter your new
password. When
creating a new password, it must contain 8 — 12 characters and at
least one character must be non-numeric. You can reuse old
passwords, but not one of the most recent three passwords. If you
use upper or lowercase letters, be aware that passwords are case
sensitive, e.g.; STORE123 and storel23 are different passwords.

4. Select, or Tab down to, the Confirm New Password field and re-
enter your new password.

5. When your entries are complete, select the .£hange Password | py 1on,

. C
6. To keep your old password, select the L. =2 | button. If a

password change was required by the system, you will be directed
to the Login page and subsequently back to the Password
Management page.

If there is any problem with your login, follow the instructions in the message
displayed.

Passwords must follow these rules:

A

State of Michigan

Minimum of eight characters

Maximum of twelve characters

Must contain one non-numeric character

Must be different than the previous three passwords

May contain upper or lower alphabetic characters and is case-
sensitive

May contain numbers, but they are not required

May contain any of the following characters ~-_+=~:;.2{}[],'#%$%
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Chapter 4 - Fundamental POS Features

Basic Features and Navigation Overview

The DNR POS system uses a standard Microsoft Windows interface to display
and exchange sales transaction and system information. All of the pages
appear in windows governed by Internet Explorer. If you are familiar with
web browsing using the Internet Explorer browser, you will be very
comfortable using the DNR POS system.

Selecting items on the page can be
accomplished by using the Tab key to move from
item to item, or by using the touchpad on the
keyboard to move the cursor (pointer.) To move
the cursor, lightly drag your fingertip across the
touchpad surface. The cursor will move in the
same direction as your finger. You then select objects by clicking or
“tapping" on the touchpad.

The touchpad has two buttons located below the
touchpad surface. These are the same left and right
buttons you would find on a computer mouse. Clicking
the left button will select the object under the cursor.
Clicking the right button usually displays a secondary
menu of options, if they are available. If you would rather use the touchpad
to select an item, you can move the cursor to the desired object and then
tap the touchpad. To open a link or menu item, simply double-click or
double-tap on it. Initially you should practice with the touchpad to discover
what cursor actions result from using the various options.
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Chapter 4 - Fundamental POS Features

The basic DNR POS page layout is shown below. This is the first page you will
see after you have successfully logged in to your DNR POS.

Michigan Department of Natural Resources V%, g
" Web Site

Bulletins

Swipe Customer ID

Sales Detail Report

Identify the Customer

List of Licenses

Swipe the State of Michigan Driver License or Michigan ID

Most Accessed

Digests 1. Respond to the questions

Is the resident customer active duty serving in the U.S. military?

Contact the DNR Yes (® No

Is the resid a 100% disabled
FA
2 individually unemployable?

veteran or rated by the United States Department of Veterans Affairs as

Yes (8 No
Help
Is the resident customer legally blind?

Change Password Yes @ No

Logoff

2. Swipe the magnetic stripe through the card reader slot

Or

Manually Enter the Customer ID or
Obtain ID

Copyright © 2013 State of Michigan

The typical DNR POS window displays the Michigan DNR banner and the
State of Michigan Official Website image at the top of the page. The
bottom of the page contains State of Michigan copyright information.
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Chapter 4 - Fundamental POS Features

Along the left side of every page is a series of links that provide access to
additional DNR POS resources.

&)
/4 Note: You will not see these links until you have successfully logged in to
Y7\ your DNR POS.

The links on the left side of the page include the following:

¢ Bulletins — opens a new window to display agent
Bulletins bulletins that are available for viewing.

e Sales Detail Report — opens a new window to
display options for requesting a sales report.

Sales Detail Report

e List of Licenses — opens a new window to display a
list of licenses currently available for purchase from

List of Licenses this sales outlet.

e Most Accessed Digests — opens a new window to
Most Accessed display the most popular digests from the DNR
Digests website.

e Contact the DNR - opens a new window to display

Contact the DNR current DNR contact information from their
website.
FAQ * FAQ - opens a new window to display more

detailed information on questions frequently asked
of the DNR.

Help e Help — opens a new window to display additional

help on the current process that is active in the

Change Password main page.

e Change Password - displays a security window
that allows you to change the password for the

Logoff DNR POS terminal.

e Logoff — secures your DNR POS terminal by ending
your session and requiring a login with a valid user
ID and password.

The center of the page will display information, instructions and input
options relevant to the DNR POS function you are using.

Licenses and Reports

To view a list of licenses currently available from your sales outlet, select the
List of Licenses link located on the left side of any of the pages, once you
are successfully logged in to your DNR POS.

The DNR POS system also produces a sales report to help you monitor your
business. For your convenience, and to conserve natural resources, the
report appears as a screen page display. If you require printed reports, it
can be printed locally on your receipt printer. If you require report options
not currently available in the DNR POS system, please contact the DNR
Agent Helpdesk.
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Chapter 4 - Fundamental POS Features

Working Online in Real Time

The DNR POS system uses an active Internet connection to conduct
business and system maintenance in real time. This means that:

o The software your system uses can be updated as soon as it is
available. Your system, no matter how remotely located, will never be
“out of date”.

e Anyrecently implemented licensing prerequisites by the DNR will now
take effect immediately.

e Customer DNR ID or Sportcard information will remain stored with the
customer, reducing the need for redundant questions.

e Replacing and voiding items will be faster and easier since the system
will only display the appropriate customer items.

e The sales reports now display on their own page in the DNR POS system
giving you access to up to 13 months of sales data whenever you
request it. The new report display gives you more flexibility while
conserving printer stock. You also have the option to print the report
on the receipt printer. Bulletins also display on their own page allowing
you to select the bulletins you wish to view.

Software/System Updates

System updates and DNR POS application software updates will take
advantage of the Internet connection and will attempt to run after normal
business hours. The updates may be related to the DNR POS application
software or the Microsoft Windows operating system. If you try to use the
system while a DNR POS application software update is in progress, you will
receive a message that the system is in Maintenance Mode. Occasionally
system updates require that the system be restarted to complete their
installation. If this is the case, you may see a message to this effect.

System Restrictions

While the DNR POS system has all the components of a typical office
business PC, it is designed to function solely as a DNR Agent Point of Sales
terminal. Do not load additional software, or install additional hardware, on
the system. The DNR receives an automatic notification when the system
configuration has been changed. If you have questions about the
capalbilities of your DNR POS system, please contact the DNR Agent
Helpdesk.

Supplies

It is your responsibility to maintain your inventory levels of license stock and
digests. It is difficult to sell licenses if you run out of printing supplies. If you
need more printing supplies or digests, please call the DNR Agent Helpdesk
at 800-737-6367.
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Chapter 5 - Selling an Item

Overview

Selling an item using the DNR POS system involves several steps. They
typically include:

Swiping the Customer’s ID — When a customer presents a Michigan driver
license or Michigan identification card, answer the customer military status
and disability questions, then use the keyboard magnetic swipe reader to
swipe the identification card to identify the customer to the DNR POS
system. Licenses from other states cannot be swiped.

NOTE: The questions will default to NO. If any of the questions apply to
the customer, selecting YES to the appropriate question will allow
special items to appear in the Catalog.

Since the military discount cannot be combined with the Blind or
Disabled Veteran discount, the Military Resident question is mutually
exclusive with either the Veteran’s disability or Legally blind. If the
Military Resident question is set to Yes, the Disabled Veteran and
Legally blind questions will be set to No, and vice versa.

If the customer’s Michigan driver license or identification card does not
swipe successfully, the customer presents a Sportcard or DNR ID, or the
customer presents out-of-state identification, you must click the button at
the bottom of the page to start the manual customer ID entry option.

Manual Customer ID Entry Option — When the customer is using a Sportcard
or DNR ID, or if the customer's Michigan driver license or Michigan
identification card will not swipe, manually enter the customer's
identification information from a valid source and date of birth, then select
the response that best describes the customer’s residency status. Use the
radio buttons to respond to the disability questions as appropriate.

Valid identification information can be one of the following: Michigan
driver license, Michigan identification card, Sportcard ID, or DNR ID. If the
customer does not have a valid form of identification, they may purchase
a Sportcard ID or obtain a DNR ID after manually entering the customer's
date of birth, selecting the residency status, and responding to the disability
guestions.

NOTE: Disability questions will default to NO. Since the military discount
cannot be combined with the Blind or Disabled Veteran discount, the
Military Resident status is mutually exclusive with either the Veteran’s
disability or Legally blind. If either Active Military Resident or Non-
Resident is selected in the residency section, the disability questions will
not be available. If the customer has a Veterans Administration 100%
disability letter, or is legally blind, selecting YES to the appropriate
guestion(s) will allow special items to appear on the Catalog that will
not appear for other customers.

Transaction Selection - Click the Item Sale button. The Transaction Selection
page will not be displayed if the customer is purchasing a Sportcard ID or a
DNR ID. If you are purchasing a Sportcard ID or DNR ID, you will be taken
directly to the Catalog page.
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Catalog - Displays all items that are currently available for sale from this
sales outlet based on the license and certain customer characteristics. The
first time this page opens, if the customer is 65 or older a message indicating
that fact is displayed.

Answer Any Additional Questions - Appeatrs if the DNR POS system needs
additional information based on the item the customer wants to buy.

Review the Shopping Cart - View and manage the contents of the
customer's shopping cart.

Sportsman Against Hunger — If a donation to Sportsman Against Hunger is
not already being made, the agent is legally required to ask the customer if
they would like to donate to the program. The DNR POS system will prompt
to ask this question.

Input Customer Information — Only required if the customer is buying a
Sportcard ID or DNR ID card.

Checkout - Review a summary of the customer's order prior to submission.

Order Complete - List the customer's items that are being printed on the
license and/or receipt printer. Verify that the customer has signed all items
requiring a signature. Print the agent receipts.

1 Payment — An agent is required to collect payment through their own cash
: drawer or credit card machine. The DNR POS terminal does not perform this
function.

Swiping the Customer ID

This page allows you to swipe the customer's Michigan driver license or
Michigan identification card through the keyboard magnetic swipe reader
to identify the customer to the DNR POS system.

Swipe is only allowed for a Michigan driver license or Michigan
identification card. If the customer presents a Sportcard, DNR ID, or any
out-of-state identification, click the button to go directly to the Manual

Manually er the Customer ID or
Customer E‘mqa

State of Michigan Point of Sale Page 12
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Swipe Customer ID

Identify the Customer

Swipe the State of Michigan Driver License or Michigan ID

1. Respond to the questions
Is the resident customer active duty serving in the U.5. military?

Yes @ MNo

Is the resident customer a 100% disabled veteran or rated by the United States Department of Veterans Affairs as
individually unemployable?

Yes @ MNo

Is the resident customer legally blind?
Yes ® Mo

2. Swipe the magnetic stripe through the card reader slot

Or

Manually Enter the Customer ID or
Obtain ID

Instructions

1. Select the appropriate Yes/No response to the resident customer
military status and disability questions.

2. Swipe the customer's Michigan driver license or Michigan
identification card through the magnetic swipe reader. If the card
was successfully read, you will be taken to the Transaction
Selection page.

3. Ifthe card swipe is not successful, click

Manually Enter the Customer ID or

the button to go to the Manual Obtain ID
Customer ID page.

Manual Customer ID Entry

This page allows you to manually enter the customer's identification
information. For Sale Processing, if the customer does not have an ID, they
may purchase a Sportcard ID or obtain a DNR ID.

State of Michigan
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Manual Customer ID

Identify the Customer

1. Select a form of Identification

MI DNR Sporteard OR DNR ID: | |

MI Driver License OR State of MI ID: | |

Buy Sportcard
Ohbtain DNR 1D Card

2. Enter Customer's Date of Birth (mmm dd, yyyy)
2[R S

3. Select the Customer's Residency 4. Respond to the questions

Is the resident customer a 100%

disabled veteran or rated by the

United States Department of

Full-Time Student in Michigan Veterans Affairs as individually
unemployable?

Permanent Resident Yes (@ Mo

Active Duty Military Non-Resident Stationed in Michigan
Yes o MNo Isthe resident customer legally

i ?
Active Duty Military Resident blind?

Non-Resident

Submit ‘ | Cancel Order

Instructions

If the customer presents a Michigan Driver License, Michigan ID, Sportcard
ID, or DNR ID:

1. Enter the complete identification number in the space that
corresponds to the identification type presented. Omit spaces and
dashes. When you enter an identification number, the
corresponding radio button is selected automatically.

; If you need to change the identification type, clear the previously
[/ entered identification number before entering the new number.

2. Enter the Customer’s Date of Birth (mmm, dd, yyyy).
¢ Select the month from the drop-down list.
o Select the day from the drop-down list.
e Enter the four digit year.
Use the radio buttons to select the customer’s residency status.

4. If the customer’s status is NOT Active Duty Military Resident, or Non-
Resident, use the radio buttons to respond to the disability
guestions.

5. Click the Submit button. If the ID is validated, you will be taken to
the Transaction Selection page.

State of Michigan Point of Sale Page 14
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6. If DNR POS cannot validate the customer’s information, a message
appears with further instructions.

If the customer does not have a Michigan Driver License, Michigan ID,
Sportcard ID, or DNR ID or their identification cannot be validated:

e For Sale Processing:

a. Click the radio buttons to select the appropriate form of ID to
add to the customer's shopping cart.

b. Enter the Customer's Date of Birth (mmm, dd, yyyy).
C. Use the radio buttons to select the customer’s residency status.

If the customer’s status is NOT Active Duty Military Resident, or
Non-Resident, use the radio buttons to respond to the disability
guestions.

e. Click the Submit button. You will be taken to the Catalog
page.
e For Replacement or Void Processing:

2
T//% If the customer does not have the ID used to purchase the item,
A the agent should contact the DNR.

State of Michigan Point of Sale Page 15



Chapter 5 - Selling an Item

Transaction Selection

This page is used to select the type of transaction to be processed.

Options : i
. Transaction Selection
- Click the | ftem Sale .

button to sell a new item. The

Please select the type of ransachon you would ke to process

Catalog page will display. Transaction Selection

- Click the | Item.F.tai:.dace

button to replace a previously i e
purchased item. The
Replaceable Items page wil Ul
display.

I : Rem Void
- Click the | Bemadad .
button to void a previously Cancel Order

purchased item. The Voidable
Items page will display.

« Click the L. C2n#10e  1itton if you want to leave without

completing the order. A confirmation message will display. Click the OK
button to clear the shopping cart and return to the Swipe Customer ID
page. Click the Cancel button to close the confirmation message without
exiting the page.

Message from webpage r$_(|

% 4 Are you sure you want to cancel the customer's order?
“"-"f() If you are sure, dick on the OK button. If not, dick on the CANCEL button,

Ok ] [ Cancel

State of Michigan Point of Sale Page 16



Chapter 5 - Selling an Item

Using the Catalog

The Catalog page displays all items that are currently available for sale on
this DNR POS terminal based upon the license and customer
characteristics. If the customer is 65 years old or older, a message is
displayed stating that, when this page first opens.

prerequisite item. After adding the base item to the customer’s cart, items

(//{E’ Many items are not available until the customer possesses a base or
Y > . . : :
requiring that base item will appear in the catalog. Also, if the customer

possesses an item the excludes the purchase of another specific items,
those items will not appear in the catalog.

Catalog
Select a Category:
Fish =l
Year Code Name Price O™ Select fem
Fish All Species RES MO
2014 200 This resident all species fish license is good for all fishing. License expires an $26.00 %
03/31/2015. —
Fish 24 Hour MO
2014 203 This all species fish license is good for all fishing, for any designated 24 hour $10.00 %
period. License expires on 03/31/2015. —
Fish 72 Hour MO
2014 204 This all species fish license is good for all fishing, for any designated 72 hour $30.00 %
period. License expires on 03/31/2015. —
Muskellunge Harvest TagMO
2014 205  This Muskellunge Harvest Tag is required to harvest a muskellunge. License $0.00 %
expires on 03/31/2015. —
Sturgeon Permit and TagMO
2014 206  This Sturgeon Permit and Tag is required for anglers to fish for and harvest a lake $0.00 %
sturgeon in Michigan. License expires on 03/31/2014. —
Shopping Cart | | Cancel Order
Instructions
1. Select the item category from the drop-down list. The page will
display a list of the items available for purchase by the customer.
2. Review the items available for sale. If an item will expire in 90 days
or less and is not in the Miscellaneous category, the item expiration
date text is displayed in red and italics.
The Price column displays the item price.
4. Clicking the More Info link opens the Most Accessed Digests page

State of Michigan

where you can review current hunting digests in addition to other
DNR forms, publications, and maps.

Point of Sale
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5. Click the . 2% | b tton to add the item to the shopping cart.

6. If the item being selected is classified as an Annual, is not in the
Miscellaneous category, has a Season Ending Date of less than
April 1st of the current year, and is being purchased in January or

2 February of the current year, upon clicking the 2" | hutton, an
/f< informational message is displayed. The message explains that the

customer is to be informed that the selected item is expiring in XX
days. The message will also provide the next license year's starting
sales date.

L

¢ As an example, if you are selling an annual fish license in
January, this message will appear.

7. If the item selected does not require additional information or
system approval, the Catalog page is again displayed to allow
further shopping. A message is displayed that affirms the item has
been added.

8. If the item selected requires any additional information, the
Additional Questions page will be displayed. After providing the
additional information, you will be taken back to the Catalog page
to allow further shopping. A message is displayed that affirms the
item has been added.

9. If the customer is not eligible or authorized to purchase the item,
the reason will display at the top of the page.

Additional Options

e
e Clicking the ‘ ‘Smﬂﬂﬂﬂ symbol at the top right of the list, or the

shopena€at | putton at the bottom of the list, also takes you to

the Shopping Cart page to continue with the purchase.

Cancel Order

e Click the button to leave without completing the
sale. A confirmation message will display. Click the OK button to
clear the shopping cart and return to the Swipe Customer ID page.
Click the Cancel button to close the confirmation message without
exiting the page.
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Additional Questions

This page appeatrs if the DNR POS system needs additional information
based on the item the customer wants to buy.

Additional Questions

110 - Base RES MO

Hunter Safety

+ To purchase the hunting license(s) you are adding to your shopping cart, you must have successfully

completed a course in Hunter Safety or have previously possessed a hunting license other than an apprentice
license.

The customer meets this requirement
The customer does not qualify to purchase this hunting license

Continue ‘ ‘ Clear Form

| Cancel ltem |

Instructions

1. Answer all of the questions that appear on the page.

Combination License

This section is displayed when a combination license is being
purchased. If there are no additional questions for this item, the

Cleac Form button is disabled.

2 Clicking the More Info link opens the Most Accessed Digests page
(g in a new window where you can review current hunting digests in
/a8 addition to other DNR forms, publications, and maps.

License Effective Date

Date: [03/07/2011 ™ |
“ 4 IMarch, 2011 oW

The date and time selected is when the Sun Mon Tus Wed Thu Fi St
license becomes effective. B s ws
a. Enter the date in mm/dd/yyyy format. ol e e
You can also click the L=/ to open the S %8 1
calendar and pick the date. _Today] [Ciear]

b. Enter the time in hh:mm AM/PM format. You can also use

the j control at the end of the field to adjust the time.
Elk Hunting

Click the radio button to select a response.

State of Michigan Point of Sale Page 19
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State of Michigan

Hunt Areas

This section lists the number of hunt area choices available for the
item selected. You will need to select at least one area for your
hunt.

a. For each hunt area choice, click the L= at the end of the
field to open the list of available choices. Click to select the
customer's choice from the list.

b. Clicking the Clear Choice link deletes the selection.

Existing Hunt Party

Enter the customer's 12-digit Party ID number in the space
provided.

If the customer supplies a Party ID number, the customer will not be
allowed to select a hunt area.

Hunter Safety
Click the radio button to select a response.

Land Ownership

This question will only appear for some hunt areas after the hunt
area has been selected.

a. Click the radio button next to the best response that
describes the customer's basis for obtaining a Private Land
Antlerless License.

b. Enter the LAND OWNER'S Phone Number in the space
provided. Enter numbers only, for example: 5175551212.

Migratory Bird

a. Ask the customer the first question, "Did the customer hunt
any of the following migratory birds listed in question 2
through 5 last year?" Click the radio button to select a
response.

b. If the customer answers YES to the first question, the
customer is REQUIRED to answer the subsequent questions. If
the customer answers NO, then you may bypass the
remaining questions on behalf of the customer.

c. Answer the questions about the customer's duck and coot,
goose, and woodcock harvest from last year by clicking the
L7l at the end of the field to open the list of available
choices. Click to select your choice from the list.

d. Answer the question about hunting snipe, rails, or gallinules
last year by clicking the appropriate radio button.

Purchase Multiple Iltems

a. Enter the number, between 1 and 20, of the indicated item
in the space provided.
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b. If the customer wants to purchase more than 20:
1) Enter 20.

2) Click the L. Sontnue button and you will be
taken back to the Catalog page.

3) Add this item to the shopping cart again. When you
return to this page, enter the number, between 1 and
20, of the additional items the customer wants to
purchase.

Click the & saninue button once you have answered all the
guestions. If all the requirements have been met and a system
apyproval is not required, you will be taken back to the Catalog
page. The customer’s item will be added to the cart.

If a system approval is required, a host authorization will be

performed after clicking the L Satiue button.

a. If the authorization is successful, you will be taken to the
Catalog page. A message is displayed indicating the item
was added to the shopping cart.

b. If the authorization is not successful, you will be taken to the
Catalog page with the reason for the failure displayed at
the top of the page.

Additional Options

State of Michigan

Clicking the L. “#Fo™ | button will clear all of your entries to
start over.
Clicking the Cagcal gy button displays a sale cancellation

confirmation message. Click the OK button to clear the item from
the shopping cart and return to the Catalog page. Click the
Cancel button to close the confirmation message without exiting
the page.
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Working with the Shopping Cart

This page allows you to view and manage the list of items selected for

purchase.
Shopping Cart
Remove Year Code [ltem Price Your Price mge
2014 000  DNR Sportcard MO $1.00 $1.00 %
Remove ltem 2014 200  Fish All Species RES MO $2600  $26.00 %
P — Deer Antlerless Appl MO More
Remaove ltem 2014 150 Hunt Areas: 1001 $5.00 $5.00 Info
Order
Total: $32.00
Checkout | | Keep Shopping
‘ Cancel Order ‘
Instructions

1. Review all the items in the customer's cart to verify they are correct.

2. Clicking the button deletes that item from the cart.

If an item required for the purchase of other items is removed from
the cart, any items in the cart that required that item are also

removed.

ltems that cannot be deleted from the cart will not display the
button. Items that cannot be deleted from the

shopping cart are:

e ASportcard ID

e ADNRID.

e The associated item of a combination license. To delete the
associated item, you must delete the primary item in the

combination.

e [tems that are free and are included because a paid item is
being purchased. For example, a HIP survey is free and is
automatically included because the customer is purchasing
a small game license. The HIP survey can only be removed
by removing the paid item being purchased.

3. Clicking the More Info link opens the Most Accessed Digests page
in a new browser window.

State of Michigan

Point of Sale
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4.

Click the | Chickou button if the customer is satisfied with the

selections. If the customer does not already have a Sportsman
Against Hunger (SAH) item in the cart, you will be prompted to ask
if the customer is interested in purchasing one.

As an agent, you are legally required to ask the
customer if they would like to donate to the
program.

!

e |f the customer is interested in purchasing an SAH item, click
the Yes button to close the message. The $1.00 SAH item is
added to the customer’s cart. If the customer is buying a
Sportcard or DNR ID, the Customer Information page
displays. The process then continues to display the Checkout
page with the SAH item included.

e |f the customer does not want to purchase an SAH item,
click the No button to close the message; the Checkout
page displays.

Additional Options

Click the L. 5 Sh2PE | hutton if the customer wants to add
additional items to the order. You will be taken back to the
Catalog page.

Click the Cincel Ol button if you want to leave without

completing the sale. You will be taken to the Swipe Customer ID
page.

Customer Information

If the customer is buying a Sportcard or DNR ID, the DNR POS system
requires additional customer information.

Customer Information

*Flrsi Hame: T ¥ ——
Widdla Hame Apt. PO
“Last Namao: Sulfer I W
e - “Ciry:
Haighe: ] =/® "Sinte: Mchigan -
i “TipPostal
*Gonder; ' Mala ) Female Code: .
Phoos *Country: UMITED STATES =
Email

Chackout | Cancal Ovdar

State of Michigan
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Instructions

1.

2.

State of Michigan

Enter the Customer Information.
a. Enter the First Name in the space provided. Required.
b. Enter the Middle Name in the space provided. Optional.
c. Enter the Last Name in the space provided. Required.

d. Enter the name Suffix (such as, Jr, Sr, lll) in the space
provided. Optional.

e. Enter the Height by selecting ft (feet) and in (inches) from
the drop-down lists k7. Required.

f. Enter the Weight in the space provided. Required.

g. Enter the Gender by clicking the radio button next to the
appropriate choice. Required.

h. Enter the Phone number in the space provided. Optional.

i. Enter the Email address in the space provided. Optional.
Enter the Customer Mailing Address Information.

a. Enter the Address in the space provided. Required.

b. Enter the Apt, PO Box, etc. address information in the space
provided. Optional.

c. Enter the City in the space provided. Required.

d. Select the State (if other than Michigan) from the drop-down
list L=, Required.

e. Enter the ZIP/Postal Code in the space provided. Required.

f.  Select the Country (if other than UNITED STATES) from the
drop-down list L7, Required.

Checkout

Click the button to continue to the Checkout

page. Click the L. =20 =00 | button if you want to leave
without completing the order. A confirmation message will display.
Click the OK button to clear the shopping cart and return to the
Swipe Customer ID page. Click the Cancel button to close the
confirmation message without exiting the page.
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Checkout

This page provides a summary of the customer's order prior to submission.

Checkout

Not ready to checkout yet? Keep Shopping

Order Summary

Customer ID: B oSl 88 88 8

Code Year ltem Price
200 2014 Fish All Species RES MO $26.00
150 2014 Deer Antlerless Appl MO $5.00

Hunt Areas: 1001
Order Total £31.00

Email:

Would you like to receive e-mailed application, season opener and buying reminders from the DNR?
Type e-mail address here:

Please read to the customer:

| attest that this license was purchased by or for me with my ID and credentials, and that | qualify for the licenses that
| have purchased.

Customer Attests

Cancel Order

Instructions

4. |If the customer would like to receive e-mail reminders from the
DNR, enter the customer’s e-mail address in the space provided.

7 If the customer is purchasing a Sportcard or getting a DNR ID, this
é option will not be shown.

5. Read the attest statement to the customer.

When the customer agrees to the statement, click the

| Customer Attests

button.
2 a ]
\ The SRR button will not be activated until this step is
v completed.
7. Click the L. Submt Order button. A message will display that the

order is processing. When processing is complete you will be taken
to the Order Complete page.
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Options

e Click the ‘ Keep Shopping | hytton to return to the Catalog page.

Click the ... Cancel O0der | hutton if you want to leave without completing

the order. A confirmation message will display. Click the OK button to clear
the shopping cart and return to the Swipe Customer ID page. Click the
Cancel button to close the confirmation message without exiting the page.

Sale Processing

If the order was not
cancelled, a Sale Processing
message will display while Sale Processing
the DNR POS system
completes the customer's
order.

Please wait while the order is being completed

vid,

When processing is
complete, you will be taken
to the Order Complete
page. The page is similar
regardless of whether a sale,
void or replacement is being processed.

Order Complete

While the customer’s items are being printed, the Order Complete window
will appear.

Order Complete

This completes your sale transaction.

Print Agent Receipt

Instructions
1. Make sure that all the customer's items have printed.

2. Have the customer sign all of their items requiring signatures.

3. Select the LEMMAEMEECER [ 1y 116N to complete the transaction, print

the agent receipt, and return to the Swipe Customer ID page.
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The items the customer purchased and the agent receipt will print.

Examples are shown here:

Customer Iltem

Agent Receipt

State of Michigan

Michigan Depa~tment of Natural Resources
2014 License Year

01/2372014 10:54:00

07/04/1976
Seq Item Description Price
00001 203 Fish 24 Houwr MO s .00

Etfective for 001 dayis)
from 05/30-2014 06:00

Issued under suthority of P.A, 451 of 1984
as anendad.

Retain as Proof of Application license

Custoner Copy

Hichigan Department of Matural Hesources
2014 License Year

= 01./22/7,2014 13:35:00

" IR B N 07/04.1976
S5¢q Item Description Price
DOO01 110 Base RES MO 3 1]
00002 130 Deesr Combo RES MO & = 00
DDOO3 133 Desr Regul ar MO $ W.00
D004 136 Desr Restricted 4+ MO § #.00

Total 8 ™8.00

Agent Copy

Point of Sale
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Chapter 6 - Replacing Items

The process for replacing items is very similar to the regular item sales
process. The main differences are that you select a different transaction
type and the list of items that are replaceable are limited to the customer’s
prior purchases that are replaceable.

To process the replacement of one or more items:

The customer must present the ID they used to purchase the item
requested to be replaced.

Swiping the Customer’s ID — When a customer presents a Michigan driver
license or Michigan identification card, answer the customer military status
and disability questions, then use the keyboard magnetic swipe reader to
swipe the identification card to identify the customer to the DNR POS
system.

Manual Customer ID Option — When the customer is using a Sportcard or
DNR ID, or if the customer's Michigan driver license or Michigan
identification card will not swipe, manually enter the customer's
identification information from a valid source and date of birth, then select
the response that best describes the customer’s residency status. Use the
radio buttons to respond to the disability questions as appropriate.

Transaction Selection - Click the Item Replace button. The Replaceable
ltems page will be displayed, listing all items that are currently available for
replacement for this customer.

Select the Replaceable Item - Select the item to be replaced from the list.

Review the Shopping Cart - View and manage the contents of the
customer's shopping cart.

Checkout - Review a summary of the customer's replacement order prior
to submission.

Order Complete - List the customer's items that are being printed on either
the license or receipt printer. Verify that the customer has signed all items
requiring a signature. Print the agent receipts.

Enter the Customer ID

1. Swipe theiridentification card or manually enter the customer's date of
birth and identification information after you answer the resident
customer military status and disability questions.

Select the Replacement Transaction
1. When the Transaction Selection page appears, select the

ltemn Replace button

Select the Replaceable Item

The Replaceable Items list will display. This list displays all of the items this
specific customer has purchased that are eligible for replacement, and the
cost to replace each.

State of Michigan Point of Sale Page 28



Chapter 6 — Replacing Iltems

Year
2014

2014

2014

Replaceable Items

To add an item to your shopping cart, click the "Replace" button next to the item that you wish to replace.

Code MName Replace Price Select ltem
110  Base RES MO $10.00

133 Deer Regular MO $20.00
136  Deer Restricted 4+ MO $20.00

Shopping Cart | | Cancel Order

Instructions

1. Click the L2820 button next to the item to add it to the Replaceable
Items Shopping Cart. The Replaceable Items page remains displayed
to allow for further selection.

Additional Option

State of Michigan

Clicking the L. "85 | hutton will take you to the

Replaceable ltems Shopping Cart page where the selected
replaceable items are listed.
Clicking the Cancal Odler button will display an order
cancellation message box. Click the OK button to clear the
shopping cart and return to the Swipe Customer ID page. Click the
Cancel button to close the confirmation message without exiting
the page.
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Replaceable Items Shopping Cart

This page allows you to view and manage the contents of the customer's
Replaceable Iltems Shopping Cart.

Replaceable Items Shopping Cart

Remoave Year Code Item Price
2014 110  Base RES MO $10.00
Remaove ltem | 2014 136  Deer Restricted 4+ MO $20.00

Order Total:  $30.00

Checkout | | Replace Additional ltems

‘ Cancel Order ‘

Instructions

1. Review all the items in the customer's cart to verify they are correct.
Clicking the button deletes that item from the cart.

Checkout

2. Click the | button if the customer is satisfied with the
selections. You will be taken to the Replaceable Items Checkout

page.
Additional Options

e  Click the | feplace Additenal ems | )\ +1on if the customer wants to

replace additional items. You will be taken back to the
Replaceable Iltems page.

e Click the Cincel Ol button if you want to leave without

completing the sale. A message box will display. Click the OK
button to clear the shopping cart and return to the Swipe
Customer ID page. Click the Cancel button to close the
confirmation message without exiting the page.
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Replaceable Items Checkout

This page provides a summary of the customer's replacement order prior to
submission.

Replaceable Items Checkout

Not ready to checkout yet? More ltems
Order Summary
CustomerID: ¢~ = o o
Code Year Item Price
110 2014 Base RES MO $10.00
136 2014 Deer Restricted 4+ MO $20.00
Order Total $30.00

Please read to the customer:

| attest that this license was purchased by or for me with my ID and credentials, or for a youth with their credentials. |
qualify for the licenses that | have purchased. | understand that | must carry afield my licenses, ID and credentials
and exhibit them upon demand of a conservation officer, a tribal officer, or any other law enforcement officer. ID and
credentials will include any identification and military or medical paperwork used to obtain the license or permit in
your possession.

Customer Attests ‘

Submit Crder | Cancel Order

Instructions
1. Read the attest statement to the customer.

1. When the customer agrees to the statement, click the

| Customer Attests

button.
O) .
/4 The SRR button will not be activated until this step is
/A completed.
. Submit Order . .

2. Click the button. A message will display that the
order is processing. When processing is complete you will be taken
to the Order Complete page.

Options

e Click the L. Mo tems ' button to return to the Replaceable

[tems page.
. Cancel Order . .
e Click the button if you want to leave without

completing the order. A confirmation message will display. Click
the OK button to clear the shopping cart and return to the Swipe
Customer ID page. Click the Cancel button to close the
confirmation message without exiting the page.
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If the order was not cancelled, a Replacement Processing message will
display while the DNR POS system completes the customer's order.

Replacement Processing

Please wait while the order is being completed.

Wiy

Order Complete

Once the customer order has completed processing, the Order Complete
page appears. This display will remain while the customer's items are being
printed on either the license or receipt printer. You must verify that the
customer has signed all items requiring a signature. After the verification is
complete, the agent receipt is printed.

Instructions
1. Make sure that all the customer's items have printed.

2. Have the customer sign all of their items requiring a signature.

3. Click the Lo Agent Receipt | button to complete the transaction and print
the agent's receipt. You will be taken to the Swipe Customer ID page.
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Chapter 7 - Voiding Items

The process for voiding items is very similar to the regular item sales process.
The main differences are that you select a different transaction type and
the list of items that can be voided is limited to the customer’s prior
purchases.

An agent does not need to be the selling agent of the originally purchased
item to process the void when the item passes the void rules.

To process the void of one or more items:

Enter the Customer ID

1. Swipe the customer’s identification card or manually enter the
customer's date of birth and identification information after you answer
the resident customer military status and disability questions.

Select the Void Transaction
1. When the Transaction Selection page appears, select the

Select the Voidable Item

The Voidable Items list will display. This list displays all of the items this
specific customer has purchased that can be voided.

Voidable ltems

Select an item or a group of items to be voided, then click "Submit Void" to continue.

Year Code Name Seg Num Amount Paid Select item
Terminal: “** = Transaction Date and Time: 1/22/2014 11:37:00 AM

2014 200 Fish All Species RES MO 1 $26.00

2014 180 Bear Application MO 2 $5.00
Terminal: "9 Transaction Date and Time: 1/22/2014 11:25:00 AM

2014 110 Base RES MO 1 $11.00

2014 140 Deer MO 2 $20.00

I Submit Void _]' ' Void Cart ]'

Cancel Order

Instructions

1. Click the checkbox in the Select Item column to select each item
to be voided.

7 2. Items are grouped by transaction date and transaction time.
/2 Clicking the checkbox in the group header selects all items in that

group.
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3. Click the L...2mtYed | putton. The selected items are added to the

Voidable Item Shopping Cart; the Voidable Items page remains
displayed to allow for further selection.

Additional Option
Vioid Cant

e Clicking the | | button will take you to the Voidable
ltems Shopping Cart page to view items already in the cart.

e Clicking the Cancel Ol button will empty the shopping cart

and display an order cancellation message box. Click the OK
button to clear the shopping cart and return to the Swipe
Customer ID page. Click the Cancel button to close the
confirmation message without exiting the page.

Voidable Items Shopping Cart

This page allows you to view and manage the contents of the customer's
Voidable Items Shopping Cart.

Voidable Iltems Shopping Cart

Remove Year Code ltem Price
Remove ltem | 2014 200  Fish All Species RES MO $26.00
Remove ltem | 2014 140 Deer MO $20.00

Order Total:  $46.00

Checkout | ‘ Void Additional ltems

| Cancel Order ‘

Instructions
1. Review all the items in the customer's cart to verify they are correct.
Clicking the button deletes that item from the cart.
2. Clickthe Ghackes button if the customer is satisfied with the
selections. You will be taken to the Voidable ltems Checkout page.

Additional Options

Void Additional tems

e Clickthe! button if the customer wants to void
additional items. You will be taken back to the Voidable Iltems
page.

. Cancel Order . .
e Click the button if you want to leave without

completing the voids. A message box will display. Click the OK
button to clear the shopping cart and return to the Swipe
Customer ID page. Click the Cancel button to close the
confirmation message without exiting the page.
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Voidable Items Checkout

This page provides a summary of the customer's void order prior to
submission.
The Order Total is the amount to be returned to the customer by the agent.

Voidable Items Checkout

Not ready to checkouit yet? ‘ More ltems

Order Summary

Customer ID: | S Sa e o

200 2014 Fish All Species RES MO $26.00
140 2014 Deer MO $20.00
Order Total $46.00
| Submit Order ‘ ‘ Cancel Order
Options
e Click the | Mo kame ' button to return to the Voidable Items

page and select additional items.

e Click the | Submit Order

Processing page.

| button to proceed to the Void

e Click the . Concel Order | button if you want to leave without

completing the order. A confirmation message will display. Click
the OK button to clear the shopping cart and return to the Swipe
Customer ID page. Click the Cancel button to close the
confirmation message without exiting the page.

If the order was not cancelled, a Void Processing message will display while
the DNR POS system completes the customer's order.

Void Processing

Please wait while the order is being completed.

S
LTI

State of Michigan Point of Sale Page 35



Chapter 7 - Voiding

Printing Void Receipts

Once the customer order has completed processing, the Print Void
Receipts page appears. This display will remain while the customer's void
receipts are being printed. You must collect all the voided items from the
customer. After you verify that the items have been collected, the agent
receipt is printed.

Print Void Receipts
This completes your void transaction

| attest the voided itemis) have been collected from the customer |

Instructions
1. Make sure that the customer's receipt has printed.

2. Collect the voided items from the customer.

3. Click the L | attest the wided_i_tEMLﬁ} have been collected from the n:uslnm_e_r_ | button to

complete the transaction and print the agent's receipt. You will be
taken to the Swipe Customer ID page.

4. Refund the customer the amount indicated on the receipt.
5. Return the voided items to the DNR for reconciliation.
Sample Void Receipts are shown below.

Customer Receipt

Michigan Department of Natural Resources
2014 License Year

01/23/2014 13:21:00

07/04/1976
Seq Item Description Price
00002 140 Deer MO $ W.00
00001 203 Fish 24 Hour MO $ .00

Issued under authority of P.A, 451 of 1999
as amended.

Voided Licensaes

Customar Copy

Agent Receipt:

Michigan Department of Matural Resources
2019 License Year

01/23/2014 13:21:00

07/04s1976
Seq Item Description Price
00002 140 Deer MO $ .00
00001 203 Fish 24 Hour MO $ .00
Total § %.00

Voided Licenses

Agent Copy
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Chapter 8 - Agent Communications

Bulletins

A list of all of your available bulletins is displayed by clicking the Bulletins link
on the left side of the page. Both read and unread bulletins are displayed.

(g Bulletins listed in bold have not been read.
L*/,

Bulletin List
Click on a bulletin to read its contents. Bulletins that are bolded have not been read.
Bulletin . Transmittal
Read/Unread Wi Subject ~ Date
977812 EFT FOR WEEK ENDING 01/29/12 1/29/2012
976810 EFTFOR WEEK ENDING 01/27/12 1/27/2012
975791 EFT FOR WEEK ENDING 01/22/12 1/22/2012
974788 EFT FOR WEEK ENDING 01/15/12 1/15/2012
Instructions

1. Click on the bulletin subject to open the bulletin for reading.
Sorting the List
Clicking a column header will sort the list by that column.

s Clicking the column header again will reverse the sort order.
Paging through the List

The number of pages and items are displayed at the bottom of the list.

[¥=]

10 [ >

Page 2 of 10 (95items) [¢| 1 [2] 3 4 5 6 I 8

s Clicking the left and right arrow buttons takes you to the previous
and next page of the list.

s Clicking a number will take you to that page.
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Bulletin Detalils

When the subject of a bulletin is selected in the Bulletin List, the Bulletin
Detail page will display the contents of the bulletin.

Bulletin Detalil

Bulletin Number: 1004675
Subject: Test Bulletin
Bulletin Text:

WHEN ISSUING ANY JUNIOR
ANTLERLESS LICENSE YOU
WILL BE ASKED WHETHER THE
CUSTOMER IS A GUEST/OWNER
AND FOR THE LAND OWNERS
PHONE NUMBER.

FOR PRIVATE LAND YOU MUST
ENTER WHETHER THE CUSTOMER
IS A GUEST/OWNER AND THE
LAND OWNERS PHONE NUMBER.

EOn el T L AMD CMTED FUICCT

Bulletin List

Print Bulletin

The printed version looks like this:

MICHIGAN DEPT OF NATURAL RESOURCES
12/12/2012 12:00:00
TERMINAL NUMBER: %

BULLETIN NUMBER: 1004675
SUBJECT: TEST BULLETIN

WHEN ISSUING ANY JUNIOR
ANTLERLESS LICENSE YOU
WILL BE ASKED WHETHER THE
CUSTOMER IS A GUEST/OWNER
AND FOR THE LAND OWNERS
PHONE NUMBER.

FOR PRIVATE LAND YOU MUST
ENTER WHETHER THE CUSTOMER
IS A GUEST/OWNER AND THE
LAND OWNERS PHONE NUMBER.

FOR PUBLIC LAND ENTER GUEST
AND ALL 9'S AS THE PHONE
NUMBER

Instructions

1. The Bulletin Number and Subject are displayed at the top of the
page.
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2. The bulletin text is displayed in the box. If there is more text to view,
a scroll bar appears on the right side of the box.

Print Bullet
3. Click the e ' button to print the bulletin on the
receipt printer.
4. Click the Buletip Lis | button to return to the Bulletin List page.

Electronic Funds Transfer Bulletin

The DNR uses Electronic Funds Transfer (EFT) transactions to conduct a
weekly transfer of license and permit revenue from your designated bank
account. You can view EFT bulletins from the DNR POS system.

On 06/15/11 we will withdraw $1,148.38 from selected
account in settlement of the following activity — EFT
999999999:
$ 1,179.00 SALES (06/05/99 -- 06/11/99)
+
$ 26.00- VOIDS (06/08/99 -- 06/09/99)
$ 86.48- NET COMMISSION
$ 0.00+ OTHER VOID COMMISSIONS LOST
$ 0.00+ LATE VOID DOCUMENTS
$ 0.00- LATE VOID ARRIVAL REIMB.
$ 7.70+ TERMINAL FEES
$ 0.00- MISCELLANEOUS
$ 0.00- PRIOR UNCOLLECTED INVOICES

Explanation of EFT line items

SALES - Total sales for time period shown in parenthesis
VOIDS - Voids for dates indicated in parenthesis

NET COMMISSION - Sales commission, less void commission
TERMINAL FEES - Weekly fee charge

MISCELLANEOUS - Your replacement fee sales total, minus your commission,
and any other necessary adjustments made to the account by the DNR
Agent Helpdesk.

PRIOR UNCOLLECTED INVOICES - Any uncollected funds, for example: failed
EFTs or funds uncollected because of prenotes.
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Sales Report

Sales Detail Report

The Sales Report can be run
to detail each item sold on
your terminal. Clicking the
Sales Detail Report link on
the left side of the page

opens the Sales Report o R ko
Request page that allows L =
the user to generate a sales
report for a given date
range. A Sales Report can
be generated with up to 13 months of information. A report for data older
than 13 months can be requested from the DNR.

Sales Report Request

Sales Report Criteria

Select Date Range:

Run Report

Instructions

1. Click on the Sales Detail Report link on the left side of the page. The
Sales Report Request page displays.

2. Enter the Beginning Date and Ending Date for the desired report (or

select the dates using the calendar selector button |;| on the right
side of each box.) The beginning date defaults to the current day.

Click the e Repol | button. The Sales Report page will
display. If the report has multiple pages, the page controls at
the top of the report window can be used for navigation.

& = Page 1 & of 1

Michigan Department of Natural Resources
Retail Sales System
Sales by Time Period Report

All Sales for a Terminal
Sales for Terminal:
Business Name:

Agent Key:

1/20/2014 through 1/22/2014

Item  Item Item Sales Extended Repl Irem Extended Ne.of V

Year Tipe Item Name Rate  (Orig and Repl)  Sales Price Sales Repl Price Orig
Sales for Terminal:

2014 110 Base RES MO F ] §33.00 0 $0.00 0

2004 130 Deer Combo RES MO F 1 540.00 0 50,00 0

2014 35  DeerRegular MO F 1 50.00 0 50.00

2014 136 Deer Restricted 4= MO F 1 0. 0 50.00

2014 140 Deer MO F 2 540.00 7 50.00

Lt
™
o

F SN ] n m NN
F 1 53.00 0 50.00

Bear Application MO

<

3. The =¥ button can be used to print the report to the receipt
printer. The report will be reformatted to fit on the receipt paper.
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Requesting Reports

If you would like help obtaining a report that does not appear on the

Michigan Department of Natural Resources
Retail Sales System
Sales by Time Period Report

Sales for Terminal:
Sales Outlet:

Sales Period 01/20/2014 through 01/22/2014

110 14 Base RES MO $33.00
Sales 3 $33.00
Replacements 0 $0.00
Voids a $0.00
130 14 Deer Combo RES MO $40.00
Sales 1 $40.100
Replacenents 1] $0.00
Voids 0 §0.00
133 14 Deer Regular MO $0.00
Sales i $0.00
Replacements 0 £0.00
Voids 0 $0.00
136 14 Deer Restricted 4+ MO $0.00
Sales 1 $0.00
Repl acements 0 $0.00
Voids 0 $0.00
140 14 Deer MO $40.00
Sales $40.00
Repl acements 0 $0.00
Voids 0 $0.00
180 14 Bear Application MO £5.00
Sales 1 $5.00
Replacenents 0 $0.00
Volds 0 $0.00
200 14 Fish A1l Species RES MO $25.00
Sales 1 $26.00
Rep| acements 0 $0.00
Voids 0 $0.00
Number of Item Sales(Orig and Repl): 10
Number of Item Sales{Originall: 10
Number of Item Sales(Replacement): 0
Number of Volds(Original): 0
Number of Voids(Replacement): 0
Net Sales: 10
Total Sales Price: $144.00
Total Replacement Price: $0.00
Total Void Price(Orig + Repl): $0.00
Total Net Sales Price: $144.00
Sales Commission: $10.78
Replaceaents Commission: §0.00
Void Conmission: ($1.50)
Net Commission: £9.28
Void Commission Lost: $0.00
Total Coamission: $9.28

system, contact the DNR Agent Helpdesk group at 800-737-6367. Be ready
to provide your name, terminal number, the type of report desired and the
dates the report should cover.

State of Michigan
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Hardware / Software Problems

Informational Messages

The DNR POS system occasionally provides informational messages on the
page related to the data entered or related to system maintenance.

Sample Message:

ZL\ There was an error changing your password.
Please review the password rules and try again.

These messages could indicate that information you have entered was
incorrect or that the DNR POS system is temporarily unavailable. If you
receive one of these messages you should:

1. Follow the instructions in the message and try to continue with the
transaction.

2. If the problem persists and you are unable to process the
transaction:

a. Record the error message and the page where the error was
encountered.

b. Record information about the transaction you were trying to
perform and how you progressed through the transaction.

c. Callthe number provided on the page. If the error message
does not provide a number, use the Contact the DNR link.
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Error Messages

If the DNR POS system encounters a serious problem while processing a
transaction, you will be returned to the Swipe Customer ID page and an
error will display at the top of the page.

Michigan Department of Natural Resources Vo e

~ Web Site

Bulletins A There is an internal program error. We are unable to process your request at this time. Please

contact your support person.
Sales Detail Report

Referring Page: /Customer/ManuallDEntry.aspx
List of Licenses
Most Accessed =
Digests Swipe Customer ID
Craw s B Identify the Customer
FAQ I Swipe the State of Michigan Driver License or Michigan ID
Help 1. Respond to the questions

Does the resident customer serve full-time in the U.S. military and maintain residency in Michigan?

Change Password Yes @ No
Logoff Is the resident customer a 100% disabled veteran or rated by the United States Department of Veterans Affairs as

individually unemployable?

Yes (@ No

Is the resident customer legally blind?

Yes (@ No

2. Swipe the magnetic stripe through the card reader slot

or

Manually Enter the Customer ID
or Obtain an ID

If this occurs:

1. The problem has been logged and the site administrators will
investigate the problem as soon as possible.

2. Retry your transaction.

3. If the problem persists and you are unable to process the
transaction:

a. Record any Error Detail and Referring Page information.

b. Record information about the transaction you were trying to
perform and how you progressed through the transaction.

c. Call the number provided on the page. If the error message
does not provide a number, use the Contact the DNR link.
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Maintenance Mode

A special page will appear when the DNR POS system is in maintenance
mode and is unavailable to process transactions.

viichigan Department of Natural RESOUrces’ Mchigen's
Web Site

A The POS application is unavailable due to Scheduled Maintenance.

POS is not available at this time_ The site is currently undergoing scheduled maintenance Please check back soon once we have completed our
scheduled maintenance of the site.

Thank you for your patience. This page will automatically refresh.

Copyright & 2013 State of Michigan

Instructions

»  The DNR POS system will warn you before it enters maintenance mode.
You should complete the transaction in progress and exit the system as
quickly as possible.

= Any order not completed prior to the system going into maintenance
mode will not be processed.

= When the DNR POS system is no longer in maintenance mode, you wiill
be taken to the Login page.

Calling for Help

The DNR Agent Helpdesk can be reached at 800-737-6367. This line is
staffed from 8:00 a.m. until 5:00 p.m. Monday through Friday, except State
holidays. This number should be called for help if an agent cannot find the
information in this manual or other documentation provided, with DNR
equipment, policies, regulations, financial issues, supplies problems, and
license customer service questions. This number is intended to serve DNR
retail sales agents and is not to be given out to customers, as this will
interfere with the use of this number by agents.

The number for customers to contact our office is 517-373-1204.
= DNR Agent Helpdesk......... 800-737-6367
s Customer contact............. 517-373-1204

When you call the DNR, please be prepared to provide your terminal
number, phone number, and a brief description of the problem.

State of Michigan Point of Sale Page 44



Chapter 9 - Resolving Problems

Sources of Information

For questions concerning hunting and fishing licenses, you can refer to the
hunting and trapping digest, fishing guide, special hunt digests or select the
Most Accessed Digests link on the left side of the page within the DNR POS
system. You can also access the DNR website at www.michigan.gov/dnr
utilizing a personal computer. A supply of all available digests will arrive
approximately a week or two before the season, including special
application drawings. When you need to re-order more digests, please call
the DNR Agent Helpdesk at 800-737-6367 for assistance.

Repairs and Supplies

If you are experiencing any problems with the equipment, and have
already performed troubleshooting as described in the Point of Sale (POS)
Agent Hardware Manual, please call the DNR Agent Helpdesk at 800-737-
6367 for assistance.

Any serialized part that needs to be replaced is shipped next day air. In
most cases, you will receive the equipment the following business day.

Accessories (receipt paper, licensing stock, licensing ribbon, digests etc.)
are shipped to you via ground transport. You will receive these items in five
to seven business days.

Agents are responsible for managing their inventory supplies. Plan the
reorder of supplies appropriately.
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