INVENTORY ORDERING PROCEDURE
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SUBMIT AN INVENTORY ORDER

1. LogintoeMV PARTNER: emvpartner.wi.gov
2. From the Dashboard screen, select “Order Management” under the Plates & Stickers Inventory
block
a. Note: Only those with the following roles will be able to see the Order Management link
(Click here for instructions for Organization Administrators to add roles)
i. eMV PARTNER Organization Users: Inventory role
ii. Vendor Organization Users: App Agent Processor role

Lparinerwams -

Dashboard

Message of the Day test - only W1 MV Dealers should see this message

WISCONSIN n" e=-at. .
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America Dalvyland -.

User Management Plates & Stickers Inventory
Manage Users PETTIE

View Application
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https://emvpartner.wi.gov/
https://emvpartner.wi.gov/adduser

3. Select the “Order Plates and Stickers” button

Order Management

Order Plates and Stickers

Order History

Back to Dashboard

6: WI MOTOR VEHICLE DEALER INVENTORY ORDERING TEST CUSTOMER

Reference #

00001034

Wi MOTOR VEHICLE DEALER INVENTORY ORDERING TEST CUSTOMER -

Status

Cancelled # View Order Delails

L partnerwams1 -
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4. Step 1—Order Details
a. Enter the quantities of desired inventory. Then select Next.

Note: If your organization has multiple Terminal IDs (Business Types), all allowable inventory items will
display.

Department of Transportation

eMV PARTNER

MR L pinermamy] -

Order Plates and Stickers - W| MOTOR VEHICLE DEALER INVENTORY ORDERING TEST CUSTOMER

Siep 1 - Order Details

Plates

Balk, Stickers - Manthly (Ordared quantity must be a multiple of 100.)

sy Feoruary

Bailk: Stickers - Year (Ordered quantity miist be & multiple of 100.)

Bulk Stickers - Welght [Ordered quantity must be a multiple of 100.)

Malling Labels (Ordered quantity must be a muttiple of 100.)

Thire Puirty st
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Order Plates and Stickers -

Step 1 - Order Details

Stickers in Envelopes - Year

2020 Indivicaal - GN 2027 Individual - 08 2022 individual - RD 2022 Incividueal - GN

For organizations that have the ability to order stickers in envelopes:

e GN (green envelope)/OR (orange envelope) - For plates that expire annually with the following
registration types:
o AUT, FTL, HFM, LTK, LTL, RVT
o DPF & DPV (except when plate type = HTK)
o RD (red envelope) - For plates that expire every two years with the following registration types:
= ACY, CYC, MPD, FRM
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5. Step 2 —Review Order: Review that the order information is correct, then select next

Department of Transportation

eMV PARTNER

YTOR VEMICLE DEALER INVENTORY ORDERING TEST CUSTOMER - Rparinerwamsi -

Order Plates and Stickers - Wi MOTOR VEHICLE DEALER INVENTORY ORDERING TEST CUSTOMER

Step 2 - Review Order

Hem Quaantity

Automobide Plates 100

ORDER DATE 7/27 i
COMPANY NAME W1 MOTOR YEHICLE DEALER BNYENTORY OROERING TEST CUSTOMER
TERMINAL D T38

REFERENCE NUMBER

CONTACT NAME MICKEY MOUSE

ADDRESS 4627 MADISON YARDS WAY, MADESOMN, WISCDNSIN S3705497 00

ORDER TYPE RE-ORDER
CONTACT TELEFHONE NUMBER 5
CONTACT EMAIL ADRESS AMEE

T.WLGOY

6. Step 3 —Success: Your order has now been submitted. You can select the “Back to Dashboard”
button

WI MOTOR VEHICLE DEALER IMVENTORY ORDERING TEST CUSTOMER Lpartnerwamsl =
Order Plates and Stickers - :WI MOTOR VEHICLE DEALER INVENTORY ORDERING TEST CUSTOMER

Step 3 - Success

Your onder has bedn submitted. You can review your onder detadls Trom the "Ovder Management’ link on the dashboard
Reference Mumber: D000-1034

Back to Dashboard

REVIEW/CANCEL INVENTORY ORDERS

1. From the dashboard select “Order Management” under Plates & Stickers Inventory
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Wi MOTOR VEMICLE DEALER INVENTORY ORDERIMG TEST CUSTOMER Rparinerwams1 -

Dashboard

Message of the Day test - only W MV Deabers should see this message

WISCONSIN n" ==-at. .

SAMPLE

America™s Dalvpiand -

User Management

Plates & Stickers Inventory

M ser5
Manage Wsers Order Management

Lookup Certification

vewspgleaon |
Tegt Cenlification €

My Anplications @

Review Bond/IL0C

Reguest Vendor Switch
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2. View Orders

Select the “View Order Details” button; a modal with the existing order will display

Complete # View Order Detsils
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332020 DoDD-1014
TrE32nen 0000-1020 Complete # View Dvder Detalls
TIEIF2020 0000-1021 Complete # View Ovder Details
772312020 0000-1027 In Progress
7/24/2020 0O00-1031 Mew # View Order Details | % Cancel
Order Details x
Automobile Plates 100
Light Truck Plates 100
2021 Yearly Stickers 200
4,500 Ib Stickers 100
6,000 Ib Stickers 100
8,000 Ib Stickers 100
Mailing Labels 100

ORDER DATE 7/27/2020

COMPANY NAME WI MOTOR VEHICLE DEALER INVENTORY ORDERING TEST CUSTOMER
TERMINAL ID

REFERENCE NUMBER 0000-1034

CONTACT NAME MICKEY MOUSE

ADDRESS 4822 MADISON YARDS WAY, MADISON, WISCONSIN 53705-2100

ORDER TYPE RE-ORDER

CONTACT TELEPHONE NUMBER 555-555-5555

CONTACT EMAIL ADDRESS
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3. Cancel an order
a. Select the “Cancel” button
b. Note: Only orders in a status of “New” can be cancelled

Order History

Actions

Rederence &

AT 020 0000-1034

Back to Dashboard

Order History

Actions

Cancelled o View Order Delails

00Dd-1034

9/23/20
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