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QUICK GUIDE TO THE
FEDERAL MOTOR VEHICLE REGISTRATION SYSTEM (FMVRS)
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https://fmvrs.fas.gsa.gov/					Select “Continue” to log-in
 
This Guide covers the basic functions of FMVRS:

· First time Log-In
· Add a New Vehicle
· Manually adding a Trailer
· Modifying a Vehicle Record
· Change Status of Plate to Pending Destruction/Lost/Missing
· Change Status of Vehicle to Missing or Sold
· Update Plate/VIN Association 
· Confirm Receipt of New Tags
· MASS Point of Contact Changes
· Reports

For Details of using FMVRS – refer to the FMVRS User Guide located  at the bottom of the FMVRS Main Menu after logging in
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Log-In is case sensitive – 

Your USER ID is always UPPERCASE 

As a first time users, change your temporary password and update your contact information.  

Follow the prompts to establish your new password.
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System Will Direct All First Time Users To The Contact Information

Update address, phone, and email

Update Security information with your own secret question and answer.  Establish a new password:  

· 8 characters,
· no spaces, 
· first & last character cannot be numeric, 
· at least 1 special character, 1 number and 1 ltr, 
· cannot re-use, 
· cannot be your user id,  and
· no 3 consequetive characters from previous password.
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There are 4 Menus:  Vehicle Menu, Security Menu, Reports Menu, License Plate Menu

Notice User Guide – GSA periodically updates this
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To add a New Vehicle  to FMVRS –  Use Assign License Plate to VIN.  

Now that we have all new style tags, we do not manually add a tag.  FMVRS receives an  interface from AutoChoice and UNICOR.  New vehicle records come from AutoChoice and Tag records come from UNICOR.  AutoChoice & UNICOR populate shell records in FMVRS.  Registering a new vehicle is a 2-Step process.  Users will:

· Assign VIN & Tag
· Update Vehicle Detail Record  




1.  Select Assign License Plate to VIN (also use when replacing a lost/stolen tag) 
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2.  Enter VIN & Search (
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)
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)[image: ] 1. If you receive the message at the top of the page, select  “Go to Vehicle Detail” – bottom left of screen.  You have to update the contact information before assigning the Tag.
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)[image: ][image: ]1.  Update  Office to Area  (Default is OO-All)

2.  Update Primary and Secondary Contact Information.  Record will usually list the Requisitioner POC  (from AutoChoice) in the Primary Address.  Recommend using the APO (of AO) as the “Primary POC” and the PMO Business Service Center is the “Secondary POC”.  

3.  Select Modify to update changes.   


1.  Scroll to bottom of Screen and Select  Go to Assign License Plate to VIN
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VIN carries over and should already be listed.

2.  Enter Tag Number and Search Tag
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1.  Select the Tag 
2.  Select “Assign VIN and Tag”
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3. View confirmation
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FMVRS performs system edits on Tag and VIN.  If you try to update a vehicle and the Tag and VIN are already in the system, you will receive the following error message

		Vehicle already Exists – Cannot be Added
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1.  Select Vehicle Detail  

Use this option to change Point of Contact Information or Vehicle Descriptive Information.  

Users cannot use this option when changing a tag number  (To change a tag number, follow guidance in “Disassociate Tag & Associate Tag.)  
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Key in Tag or VIN and Select 
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2.  Change descriptive information  or Contact Information (cannot use this to update tag number, you have to disassociate and associate)  

3.  Select Modify
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See Confirmation that Vehicle Record was Modified
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Use Assign License Plate to VIN
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Enter Tag and Search  (The tag must already be in the system)  If you have an old style tag, replace with the new style tag, with expiration dates. 
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1.  Select Tag
2.  Select “Go to Vehicle Detail
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)[image: ]1.  Update Trailer Descriptive Information and POC Information 
2.  You may need to change “VIN Override” from No to YES (try No first)
3.  Select Add
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For an unconventional VIN, change the VIN Override Check to YES 
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Confirm Record Successfully Added

When adding multiple records remember to use the “Transfer POC info from Previous Record” – then you will only have to update the primary contact info, the secondary information will be the same.  This feature will populate the POC information from the previous recprd
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The procedure to change a plate due to lost/stolen is a 3-step process:

1.  Disassociate License Plate from VIN (remove plate from vehicle)
2.  License plate Status (change the plate status to missing)
3.  Assign License Plate to VIN (assign new plate to vehicle)
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Used to remove vehicle and tag from service or to replace a tag that was lost/stolen.  
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1.  Select Disassociate License Plate from VIN

1.  Enter Tag or VIN and Search
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2.  Select Disassociate .  

After disassociating, Users must change the status, see License Plate Status Update.  
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Use to change plate to:
· “Lost/Stolen (Missing), 
· Pending Destruction,  or 
· “Received by Agency”
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1.  Select “License Plate Status Update”


1.  Enter Tag and Search
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2.  Select the Tag that you want to change status 

In this example, there are 2 records for this tag.  The older tag, w/o expiration date, is already listed as DS (destroyed).  
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2.  Select the New Status.   Status Options are:
· PD –Pending Destruction:  When sending to UNICOR for destruction 
· MS-Tag missing or unaccounted:  Lost or Stolen
· RC-Tag Received by agency:  New Tag Received from UNICOR
· DA-Destroyed by agency – old style tag (without expiration date) 

 3.  Update Status
As a reminder, send all new style tags to UNICOR for destruction 

Tag is now in Pending Destruction Status.  (When UNICOR destroys tag, they send a file to FMVRS and the status changes to DS.)
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1.  View Confirm
2.  Notice that the Status is now PD (Pending Destruction) 
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1.  Select Vehicle Status Update
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2.  Enter VIN and Search
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1.  FYI - Notice the “Comments” fields lists the vehicle history 
2.  Select New Status 
3.  Select Update Status

Use Status Option “SOLD” when removing vehicle from Federal Service.  (Even when donating to a University under FEPP.  (Universities register vehicles with State Motor Vehicle Administration).  

Other Status Changes:
Missing (Use when vehicle is stolen)
Invalid 

Users can change a status back to Active when inadvertently removed vehicle.



2.  View Confirmation 
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Additional Comments if needed
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 If needed users may enter additional comments.    When entering comments, users have to save comments  first and then update status.  Suggest using this when vehicle is stolen or transferred to a State agency .
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Use this option to assign new tag with expiring plates  
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1.  Enter tag (or VIN) and select Search
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1.  Select the version of the tag that you want associated with the vehicle VIN

2.  Select “Update”
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1.  Notice the message.  The tag is already in a pending status state.  Users must send Tag to UNNICOR for Destruction.

2.  Confirmation

[bookmark: _Toc323041890] Confirm Receipt of Tags
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Select UNICOR Order Maintenance
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1.  Enter “Order Number” and Select “Search”
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2.  Select “Show Details”
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1.  Update Status to “Received” 
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2.  Review & Update Agency/Bureau  Select 05-ARS  (Do not select 03)

You have to enter a “Comment” (enter date received or OK) – then Save.  It may take a few weeks for UNICOR to update the shell record 
[bookmark: _Toc323041891]Mass Update Vehicle Point of Contact 
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To MASS change Primary POC, Secondary POC.  Users can search by Name, Telephone Number, and Email 
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1.  Select Search Key:  Contact Name, Telephone Number, and Email 
2.  Select POC:  Primary or Secondary
3.  Enter Search Criteria based on search key
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1.  The system displays a report of records meeting the search criteria.  Review & Continue 
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1.  Key in all new Information 

2.  Select “Process”  This system performs a mass change to the POC information.
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Reports are Agency or Office (Area) Specific.   Can Select specific “Status”.    Use excel features to make formating changes
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System sends report to email address
1
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Important: Updating POC information is restricted to one bureau at a time. To update POC information please select a bureau from the available list.

Note: When using phone number as the search criteria, enter the 10 digit phone number including area code. Do not include hyphen, space.
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Please enter the POC information that you would like to change/update in the previously-searched records. Use the cancel button to select new
search criteria.

NOTE: Please provide data for all required fields.
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Phone: L L *
Alt Phone: L L
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