STATE OF CALIFORNIA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — User Management

lune 14, 2005

Home Version (2.90-ga) Welcome, DMV Primary Admin  Help Logout

. User Management
__| Forms Management

_| Reports
User Management

__| provider Management
2 foviCel Sanageme You are a registered user of DU Provider Program Farms System. Unauthorized access or misuse of data may result in
A uger Management adverse action andfor criminal prosecution. All activity is subjectto monitoring.

_STATE OF CALIFORMIA

DEPARTMENT &F MOTOR VEHICLES

@ 2005 State of California.

User Management allows you to Change a Password, Create a User, Maintain a User, Disable
Provider Accounts, and Disable DADP Accounts.

You can perform the following functions:
1.  Change Password — Allows you to change a password.

2. Create User — Allows you to create DMV users, DADP Administrators/Representatives and
Provider Administrators/Representatives.

3. Maintain User — Allows you to maintain all of the entities in Create a User, #2 above.

4.  Disable Provider Accounts — Allows the authorized user to disable all user accounts related to
a specific Provider.

5. Disable DADP Accounts — Allows you to disable all DADP accounts.
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STATE OF CALIFORNA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Change Password (DMV Change Password)

California Home

DMV Change Password

User provideradmin19's password has expired. Change password for provideradmin19
LETATE OF CALIFORNIA
'User Name : provideradmini g
DEPARTMENT OF MOTOR VEHICLES * Input old password :

* Input new password :

' Confirm new password :

Change Password

@ 2005 State of California.

To the Change Password perform the following steps:

1. Input Old Password

2. Input New Password — Enter a new password, which must meet the following criteria:
a. Password must be at least 8 characters long.
b. Password must contain 5 alpha characters.
c. Password must contain at least 1 numeric character.

3. Confirm New Password- Enter the same password that was entered in the Input New Password
field.

4. Select the “Change Password” button.
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STATE OF CALIFORNIA

DEPARTMENT OF M

IOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Create User (Create a User)

(This section is specific to the Provider Administrator Creating a User - Provider Representative)

Home Wersion (3.25 prod-node2) Welcome, Admin Provider Help FAQ Logout

Create A User

| Forms Management * Required Fields

__| Reports

| provider Management

I user Manageme: it * User Name :
D Change Passwor d
D Create User
: l'j Maintain User * First Name :

*Last Name :

_STATE OF CALIFORNIA * E-mail Address :
S
= *Phone Number : b
* Four Digit Birth Year :
* City of Birth :

*User Roles : | Pravider DU Program Fiepresentative |

2410015 - Test Providers

* ADP License Number :

* Contact Name :  Alex Smith

* Initial Password : i

Subhmit Cancal

Create a User allows you to create a Provider Representative for a Provider The required fields are
designated with an asterisk.

Note: You can only have two active Provider Representatives for each ADP License Number.

Perform the following steps to create a User:
1. Enter the user’s User Name.
a. The User Name cannot be less than 5 characters, but not more than 15 characters. The
User Name can contain alpha characters and numbers, but cannot contain special
characters.
2. Enter the user’s Last Name.
a. The Last Name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
3. Enter the user’s First Name.
a. The First Name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
4. Enter the user’s E-mail address.
a. The E-mail address will be used to send the User Name and DUI Provider Program
Forms System link to the newly created user.
5. Enter the user’s Phone Number.
a. The Phone Number must be numeric.
b. The Phone Number must have 10 characters.
6. Enter the user’s Four Digit Birth Year.
7. Enter the user’s City of Birth.
a. The City of Birth must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
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STATE OF CALIFORNA

DEPARTMENT OF MOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles
Home Version (3.25-prod-node2) Welcome, Admin Provider Help FAQ Logout
Create A User

__| Forms Management . )
* Required Fields

_| Reports

| Provider Management
- user Management *User Name :

*Last Name :
1'3 Maintain User * First Name :
_ETATE OF CALIFORNIA * E-mail Address :
o
* Phone Number : i
* Four Digit Birth Year :
* City of Birth :

*User Roles : | Provider DUI Frogram Representative ||

2410015 - Test Providers

* ADP License Number :

* Contact Name : | Alex Smith

* Initial Password : i
Submit Canral

Create a User continued:

8. Select the User Role.
a. The only role that is available is the Provider DUI Program Representative.

9. Select the ADP License Number.
a. The ADP License Numbers that are displayed are based on your access.

10. Contact Name.
a. The contact name is auto-populated by the System for a Provider Representative with
only one ADP License Number.
b. The contact name must be alpha character(s). It can contain special characters (a
period, hyphen, apostrophe, and spaces)

11. Enter an Initial Password twice.
a. Password must be at least 8 characters long.
b. Password must contain 5 alpha characters.
c. Password must contain at least 1 numeric character.

12. Select Submit.
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STATE OF CALIFORNIA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Create User (Create a User - Confirmation of

Submission)
(This section is specific to the Provider Administrator Creating a User - Provider Representative)
C nia Home: Tue 0

Welcome, Test DL Admin Help FAQ Logout

Home Version (3.26-prod-node?)

: Confirmation of Submission
__| Forms Management

| Reports
= User Created Successfull
Provider Managerment } ; ) o ]
. £ouidor Managerme The User has been created successfully in the DU Pravider Program Farm Systerm. The userwill receive instructions on how to access
__J Uszer Management the systern in an e-mail generated from the e-mail address entered inthe user account. Please call the user to give them their initial

password.

D Digable Provider Accounts

""" D Digable DADP Accounts

_STATE OF CALIFORNIA

DEPARTMENT GF MOTOR VEHICLES

@ 2005 State of Califarmia.

The following process should be followed once a User is created:

1. The User has received an e-mail based on the e-mail address entered in the Create User e-mail
address field.

2. Contact the user to inform them of their password.

December 2021



STATE OF CALIFORNIA

5
DEPARTMENT OF

MOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Create User (Create a User)

(This section is specific to DMV Creating a User — The Example is the DL Primary DUI Program
Administrator)

eicomets Cali

Home Version (3.25-prod-node2) Welcome, Test DL Admin Help FAQ Logout

Create A User
* Required Fields

- Forms Management
.:J Reports

D Exception

1 Enroliment(107) Log * User Name :
D Completion{101} Log
D Form Statistics

: D Provider Statistics * First Name :

: D Program and Violation
L1 Provider Management

— user Management * Phone Number : ¢ b

*Last Name :
* E-mail Address :

H Four Digit Birth Year :
D Create User

“ [ maintain vser City of Birth :
“[] pisable Provider Accounts

*User Roles : | DL Primary DUI Program Adrinistrator [
""" 11 pisable DADP Accounts

* Contact Name :
aaaaaaaaaaaaaaaaa

'@% * Initial Password : i
DEPARTMENT OF MOTOR VEHICLES

Create a User allows you to create a DADP Administrators, DMV Users, and Provider
Administrators. The required fields are designated with an asterisk.

Perform the following steps to Create a User:
1. Enter the user’s User Name.
a. The User Name cannot be less than 5 characters, but not more than 15 characters. The
User Name can be alpha characters and/or numbers, but cannot be special characters.
b. DMV users should be created using their DMV RACF/Windows account and adding the
alpha character “d” at the end of the User ID.
2. Enter the user’s Last Name.
a. The Last Name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
3. Enter the user’s First Name.
a. The First Name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
4. Enter the user’s E-mail address.
a. The E-mail address will be used to send the User Name and DUI Provider Program
Forms System link to the newly created user.
5. Enter the user’s Phone Number.
a. The Phone Number must be numeric.
b. The Phone Number must have 10 characters.
Enter the user’s Four Digit Birth Year. (Not a required field for DMV Users.)
7. Enter the user’s City of Birth. (Not a required field for DMV Users.)
a. The City of Birth must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).

o
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STATE OF CALIFORNIA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

%ﬁ"comkscali ’

Home Version (3.25-prod-node2) Welcome, Test DL Admin Help FAQ Logout

Create A User
* Required Fields

;] Forms Management
.:J Reports
D Exception
[ Enroliment(107) Log “UserName:
" [ completion(101) Log
: * Last Name :
: D Form Statistics

[ provider statistics *First Name :
: D Program and Violation

-] Provider Management
.;J User Management * Phone Number : ¢ i}

D Change Password
D Create User
D Maintain User City of Birth :
D Digable Provider Accounts

""" D Disable DADP Accounts

* E-mail Address :
Four Digit Birth Year :

*User Roles : | DL Frimary DUI Frogram Administrator '_:_I

* Contact Name :

_ETATE OF CALIFORNIA

* Initial Password : !
DEPARTMENT OF MOTOR VEHICLES

Create a User continued:
8. Select the User Role.

a. The following roles have the following functions:
1) DL Primary DUI Program Administrator — Has the ability to create and maintain DADP
Administrators, and all DMV roles. They may View Providers, Access Reports and Retrieve a
Form.
2) DL DUI Provider Access Administrator — Has the ability to maintain Provider Internet
Authorizations, create and maintain Provider Administrators, View Providers, Access Reports, and
Retrieve a Form.
3) DMV DUI Program Representative — Has the ability to Retrieve a Form, View Providers, and
Access Reports.
4) DADP DUI Program Administrator — Has the ability to create and maintain Provider licensing
information, create and maintain DADP Representatives, View a Provider, and Access Reports.
5) Provider DUI Program Administrator — Has the ability Create and Maintain Provider
Representatives, Retrieve a Form, Access authorized reports, Submit Forms, View a Provider (only
their own information).
9. Enter the Contact Name.
a. The contact name for DMV and DADP user is the Administrator that is creating the users.
b. The contact name is auto-populated by the System for the Provider Administrators with only one
ADP License Number.
c. The contact name must be alpha character(s). It can contain special characters (a period, hyphen,
apostrophe, and spaces).
10. Enter the Initial Password twice.
a. Password must be at least 8 characters long.
b. Password must contain 5 alpha characters.
c. Password must contain at least 1 numeric character.

11. Select Submit.
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STATE OF CALIFORNA

DEPARTMENT OF MOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Create User (Create a User - Confirmation of

Submission)
(This section is specific to DMV Creating a User — The Example is the DL Primary DUI Program
Administrator)

California Home

%elg_omxﬂ_a_

Welcome, Test DL Admin Help FAQ Logout

Home Version (3.26-prod-node?)

Confirmation of Submission
__| Forms Management

| Reports
= User Created Successfull
Provider Managerment } ; ) o ]
. £ouidor Managerme The User has been created successfully in the DU Pravider Program Farm Systerm. The userwill receive instructions on how to access
__J Uszer Management the systern in an e-mail generated from the e-mail address entered inthe user account. Please call the user to give them their initial

password.

D Digable Provider Accounts

""" D Digable DADP Accounts

_STATE OF CALIFORMIA

DEPARTMENT OF MOTOR VEHICLES

@ 2005 State of Califarmia.

The following process should be followed once a User is created:

1. The User has received an e-mail based on the e-mail address entered in the Create User e-mail
address field.

2. Contact the user to inform them of their password, and the Licensing Operations Help Desk
telephone number.

December 2021



STATE OF CALIFORNIA

DEPARTMENT OF

MOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Maintain User (Search User)
(This section is specific to DMV Maintaining a User — DADP DUI Program Administrator)

California Home

Home Version (3.26-prod-node?) Welcome, Test DL Admin Help FAQ Logout
: Search User
| Forms Management = .
\ * Required Fields
| Reports
—\i Provider Management *User Roles : | DADP DU Program Administrator [+
_,J User Management

D Change Password User Hame :

D ieatall=cn ADP License Number:

D Maintain User

D Disable Provider Accounts
: MR Cancel

_ETATE OF CALIFORNIA

DEPARTMENT GF MOTOR YEHICLES

© 2005 State of California.

Search User allows you to identify a user based on Role, User Name, or ADP License Number, you
would like to modify. The required fields are designated with an asterisk.

Perform the following steps to maintain this specific user - DADP Administrator:

1. Select the User Role.
a. Select DADP Administrator role.

2. Enter a User Name.
a. Entering a User Name will retrieve a specified User.

b. You can enter a full or partial User Name.

3. Select Submit.

December 2021



STATE OF CALIFORNIA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Maintain User (Search User Result)
(This section is specific to DMV Maintaining a User — DADP DUI Program Administrator)

California Home

&Ivcomﬁ)cal’i

Th

Home Version (3.25-prod-node?)

Welcome, Test DL Admin  Help FAG Logout

. Search User Result
__| Forms Management

.,3 Reports

D Exception

D Enrollment(107) Log
“[ completion(101) Log
D Form Statistics

. e : 4 User Account

*User Roles : DADF DUl Prograrm Administrator
User Hame:
ADP License Number :

D Program and Violation axtestdd DADP DU Program Administrator Inactive
. x xtestas DADP DU Program Administrstor Active
—! provider Management wrdestaas DADF DUl Program Administrator Active
_,J User Management wxtestebadnl DADP DUl Programm Administrator Active
D Chante Pas cwrord wodestdadpd 0 DaDP DUl Program Administrator Active
- wdestdadp 1 DADP DUI Program Administrator Active
D Create User testdadpl 2 DDF DUl Program Administratar Active
D Maintain User wdestoadpl 4 DADP DUl Program Administrstor Active
D Dbl P orider Ko tomte wdestdadn? DADP DUl Program Admfnfstrator Actfve
g e e wdestdadp20 DADP LUl Program Administrstor Active
D Disable DADP Accounts
Hext> Last:>- 10f5
STATE OF CALIFORNIA -

The following columns are shown in Maintain User Search results:

1. User Name
2. User Role
3. User Account Status

Perform the following functions for your search results:

1. Sort your search results based on your preferences.
a. Any columns with an iZ can be sorted.

b. To sort the search results select the I next to the column, this will sort the results in
ascending order by the column selected.

c. To sort in the search results in descending order, select the & next to the same column
again.

2. Click on the User Name of the User you want to maintain.
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STATE OF CALIFORNIA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Maintain User (Maintain a User)

(This section is specific to DMV Maintaining a User — DADP DUI Program Administrator
e - & [ T/

T

Home Version (3.26-prod-node2) Welcome, Test DL Admin  Help FAG Logout

Maintain A User
* Required Fields

._i Forms Management
—! Reports

__| provider Management *User Name: xxtst100
.,j User Management

*Last Name: Zurborg
..... ) create User *First Name : | Aaran
*E-mail Address : |azurborg@dmw.ca.goy
----- ] Disable DADP Accounts *Phone Number: (415 4 555 | _[5122

_ETATE 0F CALIFORNIA * Four Digit Birth Year : 1970
7 * City of Birth: Stanford

*User Roles : | DADF DUI Program Administrator 2]

* Contact Name: |Torm Jones

* User Account Status : | Inactive [

Reset Password {enter twice) : i

You can modify the specific fields of the User based on potential changes. The required fields are
designated with an asterisk.

Perform the following steps to Maintain a User:

1. You can modify the user’s Last Name.
a. The Last Name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
2. You can modify the user’s First Name.
a. The First Name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
You can modify the user’s E-mail address.
4. You can modify the user’s Phone Number
a. The Phone Number must be numeric.
b. The Phone Number cannot be less than 10 characters.
5. You can modify the user’s Four Digit Birth Year.

(98]
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STATE OF CALIFORNIA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms

Home Version (3.26-prod-node2)

| Forms Management
L | Reports

L} Provider Management
I user Management

STATE OF CALIFORNIA

Maintain A User
* Required Fields

* User Nare :

*Last Name :
* First Name :
* E-mail Address :
* Phone Humber :

* Four Digit Birth Year :
* City of Birth :
*User Roles :

* Contact Name :

* User Account Status :

Reset Password {enter twice) :

California Department of Motor Vehicles

Welcome, Test DL Admin Help FAQ Logout

=xtst100

Zurborg
Aaran
azurborg@drmy.ca.gov

(415 § 885 | _[s122

1970
Stanford

DADP DUI Pragram Administrator 2]

Tom Jones

Inactive ||

Maintain a User continued:

6. You can modify the Contact Name.
a. The contact name is the Administrator, who is maintaining the user. The contact name

must be alpha character(s). It can contain special characters (a period, hyphen,
apostrophe, and spaces).

7. Review Account Status.
a. Selecting Account Status of Inactive will not allow the user to login to the system

8. Enter a Reset Password twice
a. Password must be at least 8 characters long
b. Password must contain 5 alpha characters
c. Password must contain at least 1 numeric character

9. Select Submit

December 2021
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STATE OF CALIFORNIA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Maintain User (Maintain a User -

Confirmation of Submission)
(This section is specific to DMV Maintaining a User — DADP DUI Program Administrator)

Home Version (3.26-prod-node2) Welcome, Test DL Admin  Help FAQ Logout

: Confirmation of Submission Back To List
_| Forms Management

L] Reports

- User Updated Successfull

Provider Manag nt 3 ; :

: fouider Manigeme The User has been updated successfully in the DU Provider Program Form System. Ifthe password was changed please notify the user
1 user Management wia a phone call.

D Disable Provider Accounts

""" D Disable DADP Accounts

_ETATE OF CALIFORNIA

DEPARTMENT OF MOTOR VEHICLES

@ 2005 State of Califarnia.

The individual making the modification will receive this confirmation after the modifications have
been made.

New Page
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STATE OF CALIFORNIA

DEPARTMENT OF

MOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Maintain User (Search User)

(This section is specific to the Provider Administrator Maintaining a User — Provider DUI Program
Representative)

Cali

Provider inistrator Help FAQ Logout

Heme WVersion (3.52-)

Search User

__| Forms Management : "
* Required Fields

— Reports

—! Provider Management * User Roles : ' Frovider DUI Program Fepresentative Z'

1 change Passwor d USarName:: I

[ create User ADP License Number: |
[ Maintain User N

L ETATE prE pALiFORNIA Cancel

© 2005 State of Califarnia.

Search A User will allow you to identify a user based on Role, User Name, or ADP License Number
that you would like to modify. The required fields are designated with an asterisk.

Perform the following steps for maintaining a User:

1. Select the User Role.
a. Select the Provider DUI Program Administrator role.

2. Enter a User Name.
a. Entering a User Name will retrieve a specified User.

b. You can enter a full or partial User Name.

3. Enter an ADP License Number.
a. You can enter a full or partial ADP License Number.

4. Select Submit.
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STATE OF CALIFORNIA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Maintain User (Search User Result)

(This section is specific to the Provider Administrator Maintaining a User — Provider DUI Program
Representative)

Home VYersion (3.25-prod-node2) Welcome, Admin Provider Help FAQ Logout

- Search User Result
| Forms Management

J Reports .
8 *User Roles : Frovider DUl Program Representative
__| pProvider Management
_j User Name ©
L IR ADP License Number :

""" D Change Password

""" D Create User

e ] User Account
_____ E| User Name + User Roles ADP License Number ¥

Maintain User Status

wadestdd32 Provider DUl Program Representative 2410015 Inactive
_ETATE OF CALIFORNIA wodestdlSE Provider DUI Program Representative 2410015 Active
: xtestdl3g Provider DUl Program Representative 2410015 Active
xtestprrepd Provider DUl Program Representative 2410015 Inactive
DEPARTMENT GF WOTOR VEMIGLES
1of1
Search Again

@ 2005 State of California.

The following columns are shown in Maintain User Search results:

User Name

User Role

ADP License Number
User Account Status

Perform the following functions for your search results:

1. Sort your search results based on your preferences.
a. Any columns with an iX can be sorted.
b. To sort the search results select the & next to the column, this will sort the results in
ascending order by the column selected.
c. To sort in the search results in descending order, select the & next to the same column
again.

2. Click on the User Name of the User you want to maintain.

New Page
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STATE OF CALIFORNA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Maintain User (Maintain a User)

(This section is specific to the Provider Administrator Maintaining a User — Provider DUI Program
Representative)

Home Version (3.26-prod-node2) Welcome, Admin Provider Help FAQ Logout

Maintain A User

—| Forms Management * Required Fields

__| Reports

__| provider Management *User Name : xxtestprrep1
J User Management
D Change Password
“f create User *First Name : | Provider
Q Maintain User

*Last Name : Representative

* E-mail Address @ | szurborgi@drme.ca.gow

STATE OF CALIFORNIA

%% *Phone Number: (415 | G555 -|1212

BEPARTH WOTOR VEHIGLES * Four Digit Birth Year : 1970

* City of Birth:  Stanford

*User Roles: | Provider DU Program Representative |

* ADP License Number :

* Contact Name : | Alex Smith

* User Account Status : | Inactive [

Reset Password {enter twice) : I

You can modify the specific fields of the User based on potential changes. The required fields are
designated with an asterisk.

Note: You can only have two active Provider Representatives for each ADP License Number.

Perform the following steps to maintain a User:

1. Modify the user’s Last Name.
a. The Last Name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
2. Modify the user’s First Name.
a. The First Name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
Modify the user’s E-mail address.
4. Modify the user’s Phone Number.
a. The Phone Number must be numeric.
b. The Phone Number cannot be less than 10 characters.
Modify the user’s Four Digit Birth Year.
6. Validate the User Role.
a. The only role that is available is the Provider DUI Program Representative.

(98]

N
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STATE OF CALIFORNIA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms

Home Version (3.26-prod-node2)

—| Forms Management

—| Reports

| Provider Management
._J User Management
[ cnange passwora

D Create User

{j Maintain User

STATE OF CALIFORNIA

Maintain A User continued:

7. Contact Name.

Maintain A User
* Required Fields

* User Name :
* Last Name :
* First Name ;
* E-mail Address :
* Phone Number :

* Four Digit Birth Year :
* City of Birth :

*User Roles :

* ADP License Number :

* Contact Name :

* User Account Status :

Reset Password {enter twice) :

California Department of Motor Vehicles

sxtestprrepd
Fepresentative
Frowvider
azurborg@drr.ca.gow
(415 | |555 |-|1212

1970
Stanford

Provider DI Frogram Representative f

Alex Smith

Inactive :_

Welcome, Admin Provider Help FAQ Logout

a. The contact name is auto-populated by the System for a Provider Representative with only
one ADP License Number.
b. The contact name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).

8. Review Account Status.

a. Selecting Account Status of Inactive will not allow the user to login to the DUI system.

9. Enter a Reset Password twice.
a. Password must be at least 8 characters long.
b. Password must contain 5 alpha characters.

c. Password must contain at least 1 numeric character.

10. Select Submit.

December 2021
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STATE OF CALIFORNIA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Maintain User (Maintain a User -
Confirmation of Submission)
(This section is specific to the Provider Administrator Maintaining a User — Provider DUI Program

Representative)

OMme

Welcome, Test DL Admin Help FAQ Logout

Home Version (3.26-prod-node2)

: Confirmation of Submission Back To List
| Forms Management
;i Reports
et 3 User Updated Successfull

. PR AT The User has been updated successfully in the DU Provider Program Form System. If the password was changed please nofify the user
3 user Management via a phone call.

D Change Password
D Create User
D Maintain User

""" D Disable Provider Accounts

""" D Disable DADP Accounts

_STATE OF GALIFORNIA

DEPARTHENT OF WOTOR VEHICLES

@ 2005 State of California.

The individual making the modification will receive this confirmation after the modifications have

been made.
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STATE OF CALIFORNIA

DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Maintain User (Search User)
(This section is specific to DMV Maintaining a User — DL Primary DUI Program Administrator)

%gh:omx\g-.

Home Version (3.52-)

Welcome, Colleen 0'Donohgue  Help FAG Logout

Search User

! Forms Management _ ~
* Required Fields

__| Reports
—| Provider Management * User Roles : DL Primary DU Frogram Administratar :_I
_,j User Management

D Change Password User:Narmie.: | |

""" & Create User ADP License Number: | |

D Maintain User

[ pisable DADP Accounts
e Cancel

STATE OF CALIFORNIA

@ 2005 State of California.

Search User allows you to identify a user based on Role, User Name, or ADP License Number, you
would like to modify. The required fields are designated with an asterisk.

Perform the following steps to maintain this specific user — DL Primary DUI Program Administrator:

1. Select the User Role.
a. Select DL Primary DUI Program Administrator

2. Enter a User Name.
a. Entering a User Name will retrieve a specified User.
b. You can enter a full or partial User Name.

3. Select Submit.

New Page
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DEPARTMENT OF WOTOR VEHICLES

DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Maintain User (Search User Result)
(This section is specific to DMV Maintaining a User — DL Primary DUI Program Administrator)

e CalifSTRIE W]

Home Version (3.52-}

Welcome, Help FAQ Logout
Search User Result
| Forms Management
| peports
*User Roles : DL Primary DU Program Administrator
_| Provider Management
User Name :
'fj tizer Mansgerment ADP License Number :
[ change Password
] create user
e b User Account
D o User Name + User Roles ADP License Number +
Maintain User Status
..... D Disable DADP Accounts wxtestdlss DL Primary DU Program Administrator Active
stestly DL Primary DUI Program 2dministrator Active
wxtestdl7S DL Primary DUl Program Administrator Active
sodestls DL Primary DUI Program &dministrator

Inactive

—First =Back
Search Again

@ 2005 State of California

The following columns are shown in Maintain User Search results:

User Name
User Role
User Account Status

Perform the following functions for your search results:

1. Sort your search results based on your preferences.
a. Any columns with an & can be sorted.

b. To sort the search results select the & next to the column, this will sort the results in
ascending order by the column selected.

c. To sort in the search results in descending order, select the & next to the same column

again.
2. Click on the User Name of the User you want to maintain.
December 2021
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DUI Provider Program Forms — Maintain User (Maintain a User)
(This section is specific to DM VMamtammg a User — DL Prlmary DUI Pro

%come to Lal‘i b

oram Administrator)

Home Version (3.26-prod-node2) Welcome, Test DL Admin  Help FAG Logout

Maintain A User
* Required Fields

;1 Forms Management
_| Reports

__| provider Management *User Name : xxtestldls
J User Management

*Last Name : DL Admin
D Change Password

""" D Create User *First Name : |Test
""" D Maintain User

* E-mail Address : |azurborg@dmyv.cagoy
""" D Disable Provider Accounts

""" [ pisable DADP Accounts *Phone Number: (415 5 555 | . 1212
_STATE OF CALIFORNIA Four Digit Birth Year :
City of Birth :

*User Roles : | DL Primary DU Program Administrator ,
*Contact Name : |tim Jones

* User Account Status : | Active |

Reset Password (enter twice) : i

You can modify the specific fields of the User based on potential changes. The required fields are
designated with an asterisk.

Perform the following steps to Maintain a User:

1. You can modify the user’s Last Name.
a. The Last Name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
2. You can modify the user’s First Name.
a. The First Name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
You can modify the user’s E-mail address.
4. You can modify the user’s Phone Number.
a. The Phone Number must be numeric.
b. The Phone Number cannot be less than 10 characters.
5. You can modify the User Role.
a. Modifying the User Role will modify what access they have and what fields are required
to be filled out.

[98)
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DUI Provider Program orms

%come to LaL,i 4 _'

Home Version (3.26-prod-node2)

iz} Forms Management
__| Reports

L] Provider Management
-,j User Management

D Change Password
""" D Create User

D Maintain User

""" D Disable DADP Accounts

_STATE OF CALIFORNIA

D Disable Provider Accounts

Maintain A User
* Required Fields

* User Name :

* Last Name :
* First Name :
* E-mail Address :
* Phone Number :

Four Digit Birth Year :
City of Birth :
* User Roles :

* Contact Name :

* User Account Status :

Reset Password (enter twice) :

California Department of Motor Vehicles

=xtestldls

DL Adrmin

Test
azuthorg@dmiv.ca.gov
(415

N L I L

tim Jones

Active [

Maintain A User continued:

6. You can modify the Contact Name.
a. The contact name is the Administrator, who is maintaining the user. The contact name

must be alpha character(s). It can contain special characters (a period, hyphen,
apostrophe, and spaces).

7. Review Account Status.
a. Selecting Account Status of Inactive will not allow the user to login to the DUI system.

8. Enter a Reset Password twice.
a. Password must be at least 8 characters long.
b. Password must contain 5 alpha characters.
c. Password must contain at least 1 numeric character.

9. Select Submit.

December 2021

Welcome, Test DL Admin  Help FAQ Logout

DL Prirnary DUI Prograrm Administrator C_I
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DUI Provider Program Forms — Maintain User (Maintain a User -

Confirmation of Submission)
(This section is specific to DMV Maintaining a User — DL Primary DUI Program Administrator)

Tue ik

California Home

&elcyome to

Home Version (3.26-prod-node2)

Welcome, Test DL Admin  Help FAQ Logout

: Confirmation of Submission Back To List
_| Forms Management
L] Reports
- = User Updated Successfull
) rouldel Mahageme The User has been updated successfully in the DUI Pravider Pragram Faorm Systemn. Ifthe passward was changed please notify the user
1 user Management wia a phone call.

D Disable Provider Accounts

""" D Disable DADP Accounts

_ETATE OF CALIFORNIA

DEPARTMENT OF MOTOR VEHICLES

@ 2005 State of Califarnia.

The individual making the modification will receive this confirmation after the modifications have
been made.
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DUI Provider Program Forms — Maintain User (Search User)
(This section is specific to DMV Searching for a User — Provider DUI Program Administrator)

Tues: mikae

Californis Hotme:

Home Version (3.26-prod-node2) Welcome, Test DL Admin  Help FAGQ Logout

; Search User
__| Forms Management g .
* Required Fields

I Reports
_.! Provider Management *User Roles: | Provider DUI Program Administrator [
! user Management

D Change Password User Name :

D Createlisen ADP License Number:

D Maintain User

D Disable Provider Accounts
; e e Cancel

_ETATE OF CALIFORNIA

DEPARTMENT OF MOTOR VEHICLES

@ 2005 State of California.

Search A User will allow you to identify a user based on Role, User Name, or ADP License Number
that you would like to modify. The required fields are designated with an asterisk.

Perform the following steps for maintaining a User:

1. Select the User Role.
a. Select the Provider DUI Program Administrator role.

2. Enter a User Name.
a. Entering a User Name will retrieve a specified User.
b. You can enter a full or partial User Name.

3. Enter an ADP License Number.
a. You can enter a full or partial ADP License Number.

4. Select Submit.
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DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Maintain User (Search User Result)
(This section is specific to DMV Searching for a User — Provider DUI Pro,

&elcom&xgc,a 1

ram Administrator)

Home Version (3.26-prod-node2)

Welcome, Test DL Admin Help FAG Logout
: Search User Result
_| Forms Management
_| Reports
*User Roles : Provider DU Program Administrator

| Provider Management

User Name :
ADP License Number :

..j User Management

D Change Password
""" D Create User

..... S User Hame + User Roles ADP License Number + Wstor crcwmrmnd
Maintain User Status

..... D Disable Provider Accounts benihans Pravider DU Program Administrator 2410089 Imactive
johndoes Provider DUl Program Administratar 2410030 Active
""" 1] nisable DADP Accounts testog9g Provider DUI Program Administrator 2410007 Iractive
wtestdl33 Provider DUl Program Sdministrator 5143344 Inactive
,AIATE OF CALIFORNIL wtestaroy] Provider DU| Program Administrator 2410001 Active
wdestprow] 0 Provider DUl Program Administratar 2410015 Active
s 4 3 wedestoroy 1 Provider DUl Program Sdministrator 2410012 2410013 Active
M SRR wtestprovl 2 Provider DUI Program Administrator 2410014 Active
wtestorov! 3 Pravider DUl Program Administrator 2410015 Active
sadestorov 4 Provider DUl Program Sdministrator 2410016 2410017 Active
Hext> Last>> 1af2

Search Again

The following columns are shown in Maintain User Search results:

1. User Name
2. User Role
3. ADP License Number

4. User Account Status

Perform the following functions for your search results:

1. Sort your search results based on your preferences.
a. Any columns with an iX can be sorted.
b. Default sort is by Participant’s Name.

c. To sort the search results select the & next to the column, this will sort the results in
ascending order by the column selected.
d.

To sort in the search results in descending order select the & next to the same column
again.

2. Select the User Name to modify the particular User.
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DUI Provider Program Forms — Maintain User (Maintain a User)

(This section is specific to DMV Maintaining a User — Provider DUI Program Administrator)
Maintain A User

| Forms Management

* Required Fields
LI Reports
__| Provider Management *User Hame : xxtestprovi3
- user Management - :
: .-49— *Last Name : |Provider Adrmin
“_] Change Password
ﬂ Create User *First Mame : |Test
D Maintain User _
R * E-mail Address : |azurborg@dmy ca.gow
““_| Digable Provider Accounts
[ Disable DADP Accounts *Phone Number : (415§ |55 | _|1212
_SIATE G CALIEO AN (A * Four Digit Birth Year : 1370

L * City of Birth: Stanford

*User Roles : | Provider DUl Program Administrator

* ADP License Number : 2410015

(Separate multiple AOP License Mumbers by commas)

2910015 - Test Providers

Provider Business Name :

* Contact Hame : | Alex Smith

*User Account Status @ | Active

Reset Password (enter twice) : i

Suhmit manrel

You can modify the specific fields of the User based on potential changes. The required fields are
designated with an asterisk.

Perform the following steps to Maintain a User:

1. You can modify the user’s Last Name.
a. The Last Name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
2. You can modify the user’s First Name.
a. The First Name must be alpha character(s). It can contain special characters (a period,
hyphen, apostrophe, and spaces).
You can modify the user’s e-mail address.
4. You can modify the user’s Phone Number.
a. The Phone Number must be numeric.
b. The Phone Number cannot be less than 10 characters.
5. You can modify the user’s Four Digit Birth Year.

[98)
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=
LI
|
= |

""" D Change Password

|

= D Maintain User
|
|

Maintain A User

Forms Management 2 E
* Required Fields

Reports
Provider Management * User Name : xxtestprovi3

User Management i i
ser Manageme: *Last Name : Frovider Admin

Create User *First Name : | Test
* E-mall Address : | azurborg@dmv.ca.gow
Disable Provider Accounts

Disable DADP Accounts *Phone Number : ;415 4 555 -|121z

STATE OF CALIFORNIA * Four Digit Birth Year : 1970

% * City of Birth : Stanford

*User Roles : | Provider DU Frogram Administrator F

* ADP License Number : 2410015

(Separate muktiple ADF License Humbers by commas)

2410015 - Test Froviders

Provider Business Name :

* Contact Name : | Alex Smith

* User Account Status @ | Active

Reset Password (enter twice) : f

Suhmit ranral

Maintain A User continued:

6.

10.

11.

December 2021

The ADP License Number is un-editable for a Provider Administrator with only one ADP
License Number.

a. Enter only the first seven digits of the ADP License Number.

b. Multiple ADP License Numbers should be separated by a comma.

Choose Show Provider.
a. This will validate if the ADP License Numbers entered are correct and active (active is
defined in the Maintain Provider section of this document).
b. The Provider Business Name is also known as the DBA names.

You can modify the Contact Name of a Provider Administrator that has multiple ADP License
Numbers. The contact name must be alpha character(s). It can contain special characters (a
period, hyphen, apostrophe, and spaces).

Review Account Status.
a. Selecting Account Status of Inactive will not allow the user to login to the system.

Enter a Reset Password twice.
a. Password must be at least 8 characters long.
b. Password must contain 5 alpha characters.
c. Password must contain at least 1 numeric character.

Select Submit.
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DUI Provider Program Forms California Department of Motor Vehicles

DUI Provider Program Forms — Maintain User (Maintain a User -

Confirmation of Submission)
(This section is specific to DMV Maintaining a User — Provider DUI Program Administrator)

Home Version (3.26-prod-node2) Welcome, Test DL Admin  Help FAQ Logout

: Confirmation of Submission Back To List
_| Forms Management

L] Reports

- User Updated Successfull

Provider Manag nt 3 ; :

: fouider Manigeme The User has been updated successfully in the DU Provider Program Form System. Ifthe password was changed please notify the user
1 user Management wia a phone call.

D Disable Provider Accounts

""" D Disable DADP Accounts

_ETATE OF CALIFORNIA

DEPARTMENT OF MOTOR VEHICLES

@ 2005 State of Califarnia.

The individual making the modification will receive this confirmation after the modifications have
been made.

New Page
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DUI Provider Program Forms — Disable Provider Accounts (Disable Provider

User Accounts)
(This section is specific to DMV Disabling Provider User Accounts)

Home Version (3.26-prod-node2) Welcome, Test DL Admin Help FAG Logout

Disable Provider User Accounts

_| Forms Management _ _
* Required Fields

;! Reports
__| provider Management

_.‘j User Management * ADP License Number : Show Provider

| Change Password Provider Business Name :

""" D Maintain User Disable Users ] [Cancel ]

STATE OF CALIFORNIA

DEPARTMENT OF WOTOR VEHIGLES

@ 2005 State of California.

Disable a Provider User Account will disable all users who are associated to that particular ADP
License Number. This includes the Provider Administrator and the Provider Representatives.

Perform the following steps:

1. Enter the ADP License Number.
a. Enter only the first seven digits of the ADP License Number.
b. You can only lock user accounts for one ADP License Number at a time.

2. Click on Show Provider.

3. The Provider Business Name will appear.
a. Highlight the Provider Business Name to lock all the users for the ADP License Number.

4. Choose the “Disable Users” button.
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DUI Provider Program Forms — Disable Provider Accounts (Disable Provider

User Accounts - Confirmation of Disabled Provider Accounts)
(This section is specific to DMV Disabling Provider User Accounts)

Home Version {2.90-qa) Welcome, DMV Primary Admin  Help Logout

. Confirmation of Disabled Provider Accounts
_,J Forms Management

""" D Retrieve a Form

Provider Accounts Disabled

N All ofthe Provider User Accounts for the specific Provider have been disabled. Ensure that the actual Provider is also disahled by
| Reports updating the Internet Authorization Withdrawn field in the Maintain Provider screen.

;i Provider Management
_,] User Management

STATE OF CALIFORNIA

DEPARTMENT OF MOTOR VEHICLES

@ 2005 State of California.

In order to change the account status back to active, you will need to go to Maintain User and change
the account status.
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DUI Provider Program Forms — Disable DADP Accounts (Disable All DADP

Users)
(This section is specific to DMV Disabling All DADP User Accounts)

Home Wersion (3.26-prod-node2) Welcome, Test DL Admin Help FAQ Logout

Disable All DADP Users
* Required Fields

| Forms Management
L] Reports

[ | Provider Management
_,ﬁ User Management

DADP DU Program Administrator

DADP Role: | DADF DU Frogram Representative

Disable Users | [ Cancel |

D Disable Provider Accounts

""" D Disable DADP Accounts

_STATE OF CGALIFORNIA

DEPARTMENT OF WOTOR VEHICLES

@ 2005 State of California.

Disable All DADP Users allows you to disable all users who are associated to that particular DADP
role.

Perform the following steps:

1. Select the DADP Role.
a. DADP DUI Program Administrator role will only lock users associated to that role.
b. DADP DUI Program Representative role will only lock users associated to that role.

c. To highlight both, hold down your left mouse button and glide your arrow over both
DADP Roles.

2. Choose the “Disable Users” button.
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DUI Provider Program Forms — Disable DADP Accounts (Disable All DADP

User Accounts — Confirmation of Disabling DADP Users)
(This section is specific to DMV Disabling All DADP User Accounts)

& FOMme

Home Version (3.26-prod-node2) Welcome, Test DL Admin  Help FAG Logout

. Confirmation of Disabling DADP Users
| Forms Management

;I Reports
- DADP Users Disabled
Provider Manag nit F 3 F 5
x fouder Mandgeme The DADP users for the role dadpuser have been disabled in the DU Pravider Program Forms systemn. Any user with the role dadpuser
A user Management will no longer be ahle to access the DUI Provider Program Forms system

D Maintain User
D Disable Provider Accounts

""" D Disable DADP Accounts

_STATE OF CALIFORNIA

DEPARTMENT OF MOTOR VEHICLES
@ 2005 State of Califernia.

In order to change the account status back to active, you will need to go to Maintain User and change
the account status for each user.
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