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Reviewed Status
 Title applications can now be marked as reviewed while 

waiting to receive a payment
 Eliminates the need to approve a transaction prior to receiving 

payment

 Dealer/CFB will be able to see which of their submitted title 
applications have been set to a reviewed status by your 
office
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Reviewed Status
 Titles are submitted by the dealer/CFB

 Find application and navigate to the Title Preview page

 View documents and complete plate and sticker information

 Set application to a reviewed status
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Setting Application to Reviewed
 Find and select a title application awaiting review:
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Setting Application to Reviewed
 Reviewed status is set from the Title Preview page
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Setting Application to Reviewed
 Taken to the Submitted Title List once reviewed button is 

selected
 Select more applications to review
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Viewing Reviewed Title Applications
 Find Reviewed title applications:

 Title Activity box on the home page
 Group Reviewed Titles (County Grouping)
 Reviewed Titles with Payments Due (No Grouping) 
 Title Search page filtered for Reviewed status
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Reviewed Status
 Title Preview page will show “Application Status: Reviewed”
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Reviewed Status (Dealer/CFB View)
 Find Reviewed title applications

 Titles box on the home page
 Payments tab Group Reviewed Titles (Entity Grouping Only) 
 Title Search page filtered for Reviewed status
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Grouping Transactions for Payment
 Grouping is not required

 You will assign permissions to dealer/CFB through the 
account configuration function
 Each entity will have to be configured individually

 Title applications can be grouped for payment and approval 
following review

 You or the dealer/CFB can group transactions depending on 
the permissions you enable
 If the dealer/CFB is set to grouping, they must group the transactions 

before you can approve and process payment
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Setting up Grouping Capabilities
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Setting up Grouping Capabilities
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County Grouping
 Set application to the Reviewed status from the Title 

Preview page

 Put the reviewed titles into groups on the Group Reviewed 
Titles for Payments page

 Approve and record payment on the Reviewed Title Groups 
with Payments Due 

 Print a Final Receipt
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County Grouping Continued
 Access the Grouped Reviewed Titles For Payment page
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County Grouping Continued
 Grouped Reviewed Titles for Payment page
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County Grouping Continued
 Process:

 Mark applications
 Click “Group Titles”
 Confirm
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County Grouping (Dealer/CFB View)
 Titles Grouped for Payment under Payments tab
 Grouped in Titles box
 Reviewed Titles tab
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County Grouping
Approval/Payment

 Access the Reviewed Title Groups with Payments Due page 
once grouped 
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County Grouping
Approval/Payment

 Process
 Select entity 
 Select group
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County Grouping
Approval/Payment

 Process
 Record payment
 Approve and record
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Entity Grouping
 Set application to the Reviewed status from the Title 

Preview page

 Dealer/CFB will put the reviewed titles into groups on the 
Group Reviewed Titles for Payment page (county cannot 
approve/process payment until this is completed) 

 County will approve and record payment on the Reviewed 
Title Groups with Payments Due 

 Print a Final Receipt
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Entity Grouping
(Dealer/CFB View)

 Titles set to Reviewed status
 Access the Group Reviewed Titles for Payment page 

 Select county 
 Select titles 
 Group titles
 Complete grouping 
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Entity Grouping
Approval/Payment

 Access the Reviewed Title Groups with Payments Due page 
once grouped

24



No Grouping
 Set application to the Reviewed status from the Title 

Preview page

 Access the Reviewed Titles with Payments Due page

 Select applications to record payment on 

 Record payment 

 Complete payment

 Print a Final Receipt
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No Grouping 
Approval/Payment

 Set application to Reviewed status and access the Reviewed 
Titles with Payments Due page
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No Grouping 
Approval/Payment

 Select applications and click “Record Payment”
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No Grouping 
Approval/Payment

 Complete payment
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Print a Final Receipt
 Final Receipts are still printed once the title application has 

been approved

 Access the Title Search page 

 Filter for Approved title transactions

 Expand selected group 

 Select receipts and print
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Print a Final Receipt
 Access the Title Search page 
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Print a Final Receipt
 Filter for Approved title transactions
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Print a Final Receipt
 Expand selected group 
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Print a Final Receipt
 Select receipts and print
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Retraction Request Overview
 Dealer/CFB can now request a transaction to be returned

 Only if title application is in the Submitted status
 County can approve/deny retraction request 
 Warning message on Title Preview page
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Locate a Retraction Request
 Home page

 Title Activity box

 Title Search page 
 Filtered for Submitted and Retraction Requests Only
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Retraction Request (Dealer/CFB View)
 Title Preview page

 Must be in the Submitted status
 Retract button
 Popup with reason required 

 County sees reason entered
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Retraction Request
 Title Preview page

 Submitted status with warning message
 Click status to view transaction history
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Retraction Request
 Title Preview page

 Return Title to approve
 Review to deny

 Pop up warning
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Transaction History
 Viewable by both you and dealer/CFB users
 Accessed by status link on the Title Preview page

 Status will be red if available 
 Shows the history of actions on an application between you and 

dealer/CFB user
 Shows reason
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Dealer Batch Printing
 Dealer/CFB users can now batch print

 Can print receipts for Submit, Reviewed, and Approved 
Statuses

 From Title Search page
 Filter for application status type Submit, Reviewed, or Approved
 Select receipts they want to print (print receipts button not available 

until a selection is made)
 Click Print Receipts 

 Prompts to download or open PDF file of selected receipts 
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Dealer Batch Printing
 From Title Search page

 Filter for application status type Submit, Reviewed, or Approved
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Dealer Batch Printing
 Select receipts they want to print (Print Receipt(s) button 

not available until a selection is made)
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Dealer Batch Printing
 Click Print Receipt(s)

 Prompts to download or open PDF file of selected receipts
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Questions
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