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Training Session Objectives

Upon Completion of this Training session, those in attendance will:

1. Learn features and advantages of the e-Gov Program.

2. Be able to successfully complete and submit:
1. Tax Exemption Card Applications
Gasoline Exemption
Utilities Exemption
DMV Application for Vehicle Registration
DMV Title Registration
DMV Replacement Plate Application
DMV Driver License and Non-Driver ID Application
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Session Outline

The proposed items for training are as follows:

Introduction, Overview of e-Gov Program, applications functional flow, platform
requirements, navigation, and initial login

Flow for Tax Exemption Card Application

Flow for Exemption from Utilities Tax Card Application
Flow for Exemption from Gasoline Tax Card Application
Flow for DMV Application for Vehicle registration

Flow for DMV Titles

Flow for DMV Replacement Plates

Flow for DMV Application for a Driver License or Non-Driver ID



e-Gov Program

= Developed and deployed under the authorization of the
Bureau of Diplomatic Security, Office of Foreign Missions
(DS/OFM).

= Designed to address the current paper-oriented business
model. (Note: e-Gov is not entirely paperless, although
OFM intends it to be as paperless as possible in the future.)

= Streamlines operations and reduces operational costs.



The e-Gov Process flow (simplified)

1. Mission fills out forms. 2. Mission
Determines what H Visually reviews forms / documents.
supporting documents are & i Alttaches supporting
required documents

—// Errors Corrected M l SS | on

3. Submission fo OFM -
Packet is submitted to
OFM for review

A 4

OFM Administrator Review & Correction. Application
Process DMV and Tax related service requests. Accepted/

Record status updated in WebTOMIS. Returned or
Rejected

Entire Packet returned
fo mission for corrections

Record created in WebTOMIS,
Cards QC’d Printed. Packeft sent fo
Doc Imaging.
Finished documents sent
fo end user




Features & Advantages of e-Gov

e-Gov application submission is done online with packet
containing supporting documents submitted to OFM.

Errors found on applications can be communicated via the
e-Gov application.

Many corrections can be done instantaneously online and do
not involve the transport of paper documents via courier.

The mission is able to view the application status online.

(Note: Applications that are Accepted or Rejected are displayed for only 30 days
and then are no longer visible.)



System Software Requirements

= Internet accessible
= Supports standard web browsers

= Minimum requirements:
— JavaScript 1.5
— Cascading Style Sheets CSS1 or CSS2 standards
— XHTML 1.0
— HTML 4
— Graphics
— Adobe Acrobat Reader v5.0 or later

(Note: Your Browser MUST be enabled to accept cookies for this application to
display and run properly. This is the default behavior for all common
browsers.)



e-Gov Subsystems

= e-Gov subsystems defined in this document:

— Tax
— Diplomatic Motor Vehicles (DMV)
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e-Gov Window Navigation Elements

The EDIT or TEXT BOX symbol represents a field requiring data entry

When an EDIT or TEXT BOX appears grayed out, it is
an editable field.

[
—

When an EDIT or TEXT BOX appears whited out, it is a
display-only field.

The RADIO BUTTON symbol is similar to the working of car radio

controls.
O Inactive | Not Selected
Selecting [CLICKing] a button makes your choice
® Active ‘active', and releases your previous choice.

Only one choice may be selected at a time, indicated by
a dot appearing in the button selected

The CHECK BOX is an empty square when not selected and is a

square filled with a "v™" when selected.

| Not Selected
Selecting [CLICKing] a checkbox makes your choice
M 'active’.

You may have multiple boxes checked.
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Window Navigation Elements (continued)

The SCROLL BAR allows you to move through a list that is too large for the area it fills

r Move through the list by dragging the small gray square with your mouse pointer.
“B [CLICK] the small gray rectangle in the scroll bar, hold down the left mouse
L button, and pull the mouse forward and back. The list will move up and down.

You can also use your &3 keyboard to scroll through the list. Use the [UP
ARROW] and [DOWN ARROW] to highlight the requisition you want.

The DROP-DOWN LIST BOX or DROP-BOX

Some DROP-DOWN LIST BOXES are editable. These have a blank space
between the text portion and the drop-down arrow.

The DROP-DOWN LIST BOX is represented by a push button with a down arrow

=l | inside. The window displays a vertical listing of possible category choices

APARTMEMNT
BOx YD [CLICK] on the DROP-DOWN LIST BOX pushbutton to access the listing. “¥
[CLICK] on a list item to select it.

FLOOR
FENTHOUSE
ROOM
SUITE

UNIT

Use [UP ARROW] or [DOWN ARROW] to navigate from one list item to
another. Use [SPACEBAR] will select a chosen category and [ESC] will cancel
the procedure and close the box.
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e-Gov Helpdesk e-Malil

For technical assistance regarding e-Gov operations, please
direct correspondence to this e-mail address:

ofmeqgovhelpdesk@state.gov

(Note: This e-mail address is for technical questions only and not intended for use
to check on the status of submitted applications.)
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Activating the Program

On the Internet, go to:
www.state.gov/ofm

Select the tab for OFM
On-Line Applications.
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http://www.state.gov/ofm

Activating the Program

Security Alert E

i

g

[nfarmation you exchange with this zite cannat be wiewed or
changed by others. However, there iz a problem with the zite's
secLUnty certificate.

& The zecurty certificate was izzsued by a company you have
niot chiozen to trust. YWiew the certificate to determine whether
poL want ko tast the certifving autharity.

ﬁ The zecurty certificate date iz walid.

& The name on the securty certificate iz invald or does not
match the name of the site

Do pou want to procesd?
Click on Yes to proceed.

Tes ‘]"

Ma | | View Certificate |
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Requesting a Login and Password

= Users must first obtain an
authorized user name and
password from OFM.

= Navigate to the website
indicated on the previous

< pages until this screen is
reached.

= Then click on the ‘Request
access to this system’ link.
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Requesting a Login and Password

Result:

Instructions and a link to open
the Account Request Form
appear.
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Account Request Form

= Entries can be made directly on
the electronic version of the
form.

= Upon completion, the form is
printed out using the print
function on your browser.
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Account Request Form (continued)

= Enter all missions (including
consulates) for which you
submit requests for services
in the authorized missions
area.

= The form MUST be signed
by the requester in Section
2, an approving authority in
Section 4, and MUST be
stamped with the mission
seal.

19



Submitting your Account Request Form

= Fax the completed and stamped form to the fax number shown at
the top of the form. -

= Once approved, your new account login and password will be
emailed to you at the address you provide on the form.
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Activating the Program — Login

Once you’ve received
your user name and

\ password, you may
access the system.
Enter your User Name
and Password here.
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Changing your Password from the Default

= When you log on for the
first time, you should
change your given
password and create a
new personalized
password.

= To change your
password from the
<} ) default initial password,
click on the ‘View Your
User Profile’ option.
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Changing your Password from the Default

Click on ‘Change Password’

>
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Changing your Password

WARNING: User names and
passwords are for individual

The new password use only. Sharing logins and
must cork;tam a passwords Is expressly
number, an forbidden and constitutes a

uppercase letter,
and be at least 8
characters.

security breach. Individuals
suspected of sharing logins and

passwords will have their
account access revoked.
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Main Menu

A

To Request a New Service, you
may either select from the
Menu Bar or the Main Menu.
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Requesting a New Service

The application selection
screen is divided by
functional area

-« = DMV forms are located in
the DMV section

= Tax forms are located in the
«— Tax section

Selections currently available are show in blue and underlined.
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e-Gov Tax Applications

* In this section of e-Gov, the user may apply for:
— Tax Exemption Cards
— Exemption from Utility Taxes
— Exemption from Gasoline taxes
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Tax Exemption Applications

You must have a PID for the applicant
to submit for any tax services.

To submit for a Tax

© Exemption Card, click here.
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Tax Exemption Card Application

Click this link to apply for a tax exemption card.

All form fields that are marked with an asterisk (*) are mandatory.
Other fields are optional unless otherwise specified. Certain fields that
are optional may become required due to other selections on the form.
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Tax Exemption Card Application

Application for an Original
Personal Tax Exemption Card.

If the applicant has at anytime
previously had an OFM-issued tax
card, click ‘Renewal/Replacement’
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Tax Exemption Card Application

Remember that the asterisked
fields must be completed.
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Tax Exemption Card Application

Review the entries
before submission.
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Tax Exemption Card Application

Submission Receipt with
Transaction ID Number

Required Supporting
Document L.ist.

Supporting Documents
must be sent to the OFM
New York Regional Office.
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Exemption from Utilities Taxes Application

To submit for Exemption from
Utilities Taxes, click here.

>
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Exemption from Utilities Taxes Application

Click this link to apply for exemption from utilities taxes.

All form fields that are marked with an asterisk (*) are mandatory.
Other fields are optional unless otherwise specified. Certain fields that
are optional may become required due to other selections on the form.

Supporting documents must be submitted to OFM New York.
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Exemption from Utilities Taxes Application

NOTE:

This entry is for County not Country.
.
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Exemption from Utilities Taxes Application

Click the down arrow to view a the
list of utility types and choose the
utility type for this requested tax
exemption.
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Exemption from Utilities Taxes Application

Note how to request to add a company

®/ if it does not appear on the list.

C|ICk the down arrow to view a list
of utility companies and choose the
company.
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Exemption from Utilities Taxes Application

Enter the Account Number

“—
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Exemption from Utilities Taxes Application

Verify that all information
Is correct for this Utility
Tax Exemption application
and submit.
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Exemption from Utilities Taxes Application

Submission Receipt with
Transaction ID Number

New York residents must
complete a separate DTF-950
for each account and submit
to OFM New York with the

< > submission receipt.
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Exemption from Gasoline Taxes

To submit for Exemption from
Gasoline Taxes, click here.

Please have the applicant’s

completed gasoline company credit
Q card application available before
submitting for this service.
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Exemption from Gasoline Taxes

Exemption from gasoline tax
application is only one page.
Fill in required information
and click Next to view
submission page.

\ Click the down arrow to view

a list of gasoline companies.
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Exemption from Gasoline Taxes

— i

Review the information
entered for this application
and then submit.
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Exemption from Gasoline Taxes

Submission Receipt with

Q Transaction ID Number

To obtain gasoline tax
exemption in New York , a
completed FT 505.1 must
be attached to the gasoline

C) credit card application. Do
not send OFM New York
the submission receipt,

just the card application

(and the FT-505.1). .5



e-Gov DMV Services

This section will cover examples of the following e-Gov
offerings :
— Apply for a Vehicle Registration
— Apply for Title
« (Mission — All Title options)
 (Personal — Export Only)
— Apply for Replacement Plates
 (Mission) 1 Plate Lost/Stolen
— Apply for a Driver License
 Driver License - Original

— Apply for a Non-Driver’s Identification Card
« Non-Driver ID - Original



Applying for DMV Services

Currently, the Vehicle
Registration, Vehicle Title,
Replacement Plates, and
Driver License/Non-Driver
ID are featured requests.
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Vehicle Registration Form

This form is used to register a vehicle with OFM. Both mission
vehicles and personal vehicles can be registered using this form.

All form fields marked with an asterisk (*) are mandatory. Other fields
are optional unless otherwise specified. Certain fields that are optional
may become required due to other selections on the form.

Vehicles whose make or body type does not match values available in
the pop-up list please contact OFM.

VIN must be at least 14 characters in length. Vehicles whose VIN is
not at least 14 characters in length please contact OFM.
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Vehicle Registration

D

To register a
vehicle, click here.
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Vehicle Registration

Registration of a
Personal Vehicle for a
Diplomat

What type of Vehicle Registration
does this application address:
Mission or Personal? Your
selection will direct you to
different pages for additional
information.
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Vehicle Registration

Asterisks mark
required fields.

The ‘Owner’ of a personal vehicle
MUST be a principal. Dependents
can only be listed as ‘Co-owner’.
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Vehicle Registration

Note advisory about
foreign-built, non-
conforming vehicles.
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Vehicle Registration

WARNING: VIN must be at
least 14 characters in length. If
vehicle VIN is not at least 14
characters in length please
contact OFM.

Ownership type:

Is the vehicle financed
(lien), leased, or owned
outright?
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Vehicle Registration

If you are financing the vehicle,
what company holds the lien for
this vehicle?
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Vehicle Registration

You MUST have insurance in
order to register a vehicle. Please
identify your Insurance carrier.
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Vehicle Registration

List the Insurance agent or
broker who sold the policy.
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Vehicle Registration

= There are minimum coverage
requirements for any vehicle
registration. List the coverage
limitations of your insurance
policy for this vehicle.

= Do not use dashes [-] in the
insurance policy numbers or

commas [,] when entering

dollar amounts of coverage.

= Dashes and commas are not
recognized as valid characters
for these entries and can
prevent the full number entry.
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Vehicle Registration

<

I

Review the entries
before submission.
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Vehicle Registration

Submission receipt
with Transaction ID.
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Vehicle Registration

Note that most of these Documents
are REQUIRED and MUST be
included in the application packet
to be sent to OFM New York.
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Apply for Vehicle Title

Mission Vehicle

Click here to apply for

Q the vehicle title.
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Apply for Vehicle Title

Mission Vehicle

Asterisks mark
required fields.
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Apply for Vehicle Title

Mission Vehicle

WARNING: Vehicles MUST

conform to US safety and
emission standards. If they do
not, please contact OFM.

Enter required information for VIN,
Make, Model, and Odometer. Other
fields may be completed if known.
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Apply for Vehicle Title

Mission Vehicle - Sell
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Apply for Vehicle Title

Mission Vehicle - Sell

Enter ‘Buyer’
information as requested.
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Apply for Vehicle Title

Mission Vehicle - Sell

>

Note advisory

/ about active liens.
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Apply for Vehicle Title

Mission Vehicle - Sell

Submission receipt
with Transaction ID.
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Apply for Vehicle Title

Mission Vehicle

>

Authorized Mission
representative’s signature
and Mission Seal Required
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Apply for Vehicle Title

Mission Vehicle

Notice that most of these
Documents have
conditions that must be
satisfied in order to
provide the supporting
documents and MUST be
included in the application
packet sent to OFM New
York.
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Apply for Vehicle Title

Mission Vehicle - Export
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Apply for Vehicle Title

Mission Vehicle - Export

Note advisory

<« about active liens.
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Apply for Vehicle Title

Mission Vehicle — Transfer to Another Diplomat/Employee
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Apply for Vehicle Title

Mission Vehicle — Transfer to Another Diplomat/Employee

To submit a transfer request, the new
owner must already have a PID.
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Apply for Vehicle Title

Mission Vehicle — Transfer to Another Diplomat/Employee

>

Note advisory
about active liens.

Review the entries
before submission.
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Apply for Vehicle Title

Mission Vehicle — Transfer to Mission
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Apply for Vehicle Title

Mission Vehicle — Transfer to Mission
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Apply for Vehicle Title

Mission Vehicle — Transfer to Mission

Note advisory
< about active liens.

Review the entries
before submission.

77



Apply for Vehicle Title

Junk

‘Junk’ titles are used for

— vehicles sold for parts or scrap.
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Apply for Vehicle Title

Junk

>

The buyer of ‘Junk’
vehicles must be a
company. Individuals
cannot buy ‘Junk’
vehicles.
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Apply for Vehicle Title

Junk

Review the entries
before submission.
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Apply for Vehicle Title

Lease

Request a ‘Lease’ title when
returning a leased vehicle to
the leasing company.
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Apply for Vehicle Title

Lease

Asterisks mark
required fields.
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Apply for Vehicle Title

Lease

-y

Review the entries
before submission.
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Apply for Vehicle Title

Salvage

A ‘Salvage’ title is requested when
the insurance company has
declared the vehicle a total loss.
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Apply for Vehicle Title

Salvage

Asterisks mark
required fields.
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Apply for Vehicle Title

Salvage

Review the entries
before submission.
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Apply for Vehicle Title

Stolen



Apply for Vehicle Title

Stolen

Asterisks mark
required fields.
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Apply for Vehicle Title

Stolen



Apply for Vehicle Title

Stolen

Review the entries
before submission.
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Apply for Vehicle Title

Personal Vehicle

91



Apply for Vehicle Title

Personal Vehicle

Asterisks mark
required fields.
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Apply for Vehicle Title

Personal Vehicle
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Apply for Vehicle Title

Personal Vehicle

WARNING: Vehicle must

conform to US safety and
emission standards. If it does
not, please contact OFM.

<« Enter required data for
VIN, Make Model, and
Odometer. If known, enter
data for other fields also.
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Apply for Vehicle Title

Personal Vehicle

95



Apply for Vehicle Title

Personal Vehicle

about active liens.




Apply for Vehicle Title

Personal Vehicle

Submission receipt
with Transaction ID.
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Apply for Vehicle Title

Personal Vehicle

>

Owner signature and
Mission seal are required.
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Apply for Vehicle Title

Personal Vehicle

Notice that most of these
Documents have conditions
that must be satisfied in order
to provide the supporting
documents and MUST be
included in the application
packet sent to OFM New York.
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Apply for Replacement Plates

100



Apply for Replacement Plates

The selected ‘Reason for New Plates’
will prompt for additional information.
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Apply for Replacement Plates

Note how to obtain

an ‘OFM Report
Number’.
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Apply for Replacement Plates

WARNING: Vehicle must

conform to US safety and
emission standards. If it does
not, please contact OFM.
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Apply for Replacement Plates

The vehicle must have
current insurance to
obtain replacement plates.
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Apply for Replacement Plates

Asterisks mark
required fields.
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Apply for Replacement Plates

106



Apply for Replacement Plates

Review the entries
before submission.
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Apply for Replacement Plates

Submission receipt
with Transaction ID.
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Apply for Replacement Plates

The Submission
Receipt must have the

owner signature and
the Mission Seal.

The receipt and
supporting documents
must be sent to OFM
New York.
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Application for Driver License or Non-Driver ID

This form is used to apply for a driver license or non-driver identification
card from the OFM. It replaces the paper DS-1972.

All form fields that are marked with an asterisk (*) are mandatory. Other
fields are optional unless otherwise specified.

Certain fields that are optional may become required due to other
selections on the form.
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Application for Driver License or Non-Driver ID

The applicant must have

© a PID before applying

for these services.
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Application for Driver License
Original

If the applicant has ever, at any time
previous, had an OFM-issued Driver
License, click ‘Renewal’, rather than
‘Original’.

Use ‘Replacement’ only for lost or
stolen licenses.
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Application for Driver License
Original

Note required fields.

113



Application for Driver License
Original

When applying for a Driver’s
License, you may have to provide
additional documentation based
on your entries.
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Application for Driver License
Original

= You will be asked to provide an
expiration date for a Non-U.S.
driver’s license. Many countries
do not have an expiration date
for their driver’s licenses.

In this case, enter a date shortly
after the expected departure date
for the applicant. This will
ensure their license is valid for
their duration of duty.
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Application for Driver License
Original

Review prior to
submission.
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Application for Driver License
Original

© Submission receipt

with Transaction ID.
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Application for Driver License
Original

= Pay close attention to the
required supporting documents.

= Additional testing with
supporting documentation may
be required.
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Application for Driver License
Original

Click on the Driver’s License Test
—  form hyperlink to obtain and print
“ out the required test form.
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Driver’s License Test Form

Based on type of application and
answers to questions, different
testing requirements may apply.
These are indicated on the Driver’s
License test form.

New York residents must take this
form to the New York DMV’s
Herald Square office for testing.
Residents of other states should
contact OFM New York for
guidance.

The form has an approved
DoS OFM electronic stamp
applied. No prior visit to
OFM is necessary before
going to the state DMV.
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Application for Non-Driver ID

Original

If the applicant has ever, at any time
previous, had an OFM-issued Driver
License, click ‘Renewal’, rather than
‘Original’.

Use ‘Replacement’ only for lost or
stolen licenses.
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Application for Non-Driver ID

Original

122



Application for Non-Driver ID

Original

-y

Review the entries
before submission.
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Application for Non-Driver ID

Original

<:> Submission receipt

with Transaction ID.
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e-Gov Training Program Conclusion

U.S. Department of State
Office of Foreign Missions
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