MVR Search Instructions

NOTE: You must be connected to the internet in order to run or retrieve an MVR Search.
Please make sure you are connected to the internet before proceeding.

Accessing The MVR Search Program:

Step 1 - You can access the MVR Search program one of three ways:

1) If you have our Rating software you can click the button marked

on the Main Menu. (This will open the menu
shown below).

2) Ifyou have the standalone MVR you can launch the menu by double-clicking on
the MVR icon on your desktop. (This will open the menu shown below).
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NOTE: If You have already stored your login information, go to Step 8, otherwise
follow Steps 3 through 7 below.



3) Click On “Setup Options”. This should open up an options screen similar to the
one shown below:
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4) Next to User Name enter the user name you selected when we set up your MVR
account.

5) Next to Account # enter the account number we gave you when we set up your
MVR account.

6) Next to Password enter the password we gave you when we set up your MVR
account.

7) Verify that the information has been entered correctly and then click on “Close”.

Running An MVR:

8) Torun a New York MVR Search, click on “Enter Multiple Searches Offline”. This
should bring up the MVR Runner screen similar to the one shown on the next page.
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9) Enter the license number or numbers you would like to run a search on and hit enter
after each one. If you are entering multiple license numbers they should appear in a
list as shown below.
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10) Once you have entered all of the license numbers that you wish to run a search on,
click “Run MVRs”. The MVR Lookup screen will come up and check to see if the
license number(s) that you wish to run have been run before. If they have a
message will pop up similar to the one shown below:
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11) If you wish to use the existing MVR, click on “Yes”, if you wish to run the MVR
again click on “No”. The program will then display the results of the search in a
window similar to the one shown below:
MY¥R Lookup x|

bYR Status  MYR Print |

Completed

/1964
Licenze #  [JAYSON MATOS 01101977 WVaLID
License # | TONYA FORD 07/18/1365 WaLlD

Frint Selected

__rnar |

Frirt Al

Email Selected

Email Al

:

Save

|

Cloze

Discannected 0 quened |3 completed PProcessed MYR 236120811

12) To view an MVR you can either double-click it or click on it once and then click

“View Selected”.

13) To print one MVR click on it once and then click “Print Selected”. To print all of

the MVRs clock on “Print All”.



14) To email one MVR click on the MVR and then click “Email Selected”. To email
all of the MVRs click on “Email All”.

15) To save the MVRs as a group click on “Save”. To return to the MVR Search Menu
click on “Close”.

Running MVRSs for different state or VIN/PLATE search:

16) To run a search for a different state, or to run a VIN/PLATE search, repeat steps 1
and 2 from the beginning of this help file. This should bring you to the MVR
Search menu (shown below).

MYR Search . X|

Connect to Login Screen

Enter Multiple Searches OFff Line

Yiew Prior MYR s

Order Form

Setup Options

Help

Exit

17) Click on “Connect to Login Screen”. This should launch your Internet Browser,
such as Internet Explorer or Netscape Navigator, and take you to the MVR Main
Menu (shown below).
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18) To run a VIN/PLATE search click on “New York M.V. Registration”. You should
see a screen similar to the one shown below:
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19) To search by VIN enter the VIN of the vehicle and click on “Order”.

20) To search by Plate Number, click on “VIN Number” and choose “Plate Number”
from the list that drops down. Then enter the Plate Number and click on “Order”.

21) To run a New Jersey MVR click on “New Jersey MVR History” on the MVR Main
Menu. You should see a screen similar to the one shown below:
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22) Enter the License# and click on Order. Leave Quote Back blank as this is only used
by larger Insurance Companies. The system will run the MVR and display a result
similar to the one shown below:
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To Retrieve an MVR Search Run Within The Past 90 Days:

1) From the Main Menu (shown below) click on Report Menu.

C—“ﬁ “IIItEI]-fﬂWz?I’Z'

& lev edr e b
Home Page | Log Off

Main Menu

Account Number: Account balance: §
User: UB| Date: 11/04/2002
Priviliges: ADMINISTRATOR Time: 14:19:38
Record Search Q UtilitiesiTools & | Quick E-Pay &=
Ilewe ok MR Histony | Report Menu | Credit Card |
User Menu |

e

| MNew York M. Registration |

I Other States j

Mew Jersey MVR Histony | ‘




2) The Account Statement Screen will be displayed (shown below). Choose the date
range (Under show transactions for) and Order (Under Sort By) in which to display the
transactions and then click on Submit.
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