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INTRODUCTION

INTRODUCTION

The Electronic Licensing & Game Check System (WV ELS) will allow the
sportspersons of WV to purchase hunting and fishing licenses and check game
at their convenience over the internet or at agent locations throughout West
Virginia, or at select DNR locations.

WHAT IS THE WYV ELS POS USER GUIDE?

The WYV ELS Point of Sale (POS) User Guide provides step-by-step instructions for
staff of License Dealers that will sell hunting and fishing licenses and products

to customers. These individuals will be able to manage customer information

and view customer orders. This guide also provides step-by-step instructions for
License Dealer staff that are assigned as License Dealer Administrators to manage
user accounts for their location.
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BEFORE YOU BEGIN

The WV ELS POS terminal consist of the desktop computer, keyboard, mouse,
numeric keypad, barcode scanner and printer.

- The terminal has been set up and connected to the printer and scannetr,
according to the WV ELS Setup Instructions.

- License Dealer Administrator has created login information (Login ID and
Password) for all other dealer users for their location.

- License Dealer Clerks should have a Login ID and Password provided to you,
by your manager.

- Review the entire document to be familiar with the new WV ELS system.
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ACCESSING WV ELS

WYV ELS PORTAL .
WELCOME T0 THE

WV ELS is a public facing portal designed for h )7 iy o ST P o WVONR LICENSING SYSTEM
customers and dealers. The WV ELS portal page SRR : | S : m
is used to log in to the WV ELS system (1), use the oo o i ot oath - e ———

ID and Birthdate tab to determine if they have an
account (3), and provides functionality for customers
to create a WV DNR account (4). With a WV DNR
account a customer can purchase licenses and
products and submit harvest reports online. The
numbered features refer to the numbered WV ELS
Portal page image shown below. At the bottom of
the login page links are provided so that a customer
can obtain information on licenses, submitting
reports and other information about WV DNR.

As a dealer, after you sign into your terminal, the WV
ELS login page will be displayed. The POS terminals

do not have access to the internet. You will log in
to the WV ELS system from the login page shown

e : h“f!aT
below. state syl parks WIRGINIA,_

To the right is an illustration of the WV ELS login page.

Dealers will use this page to log in to WV ELS and
access the “Forgot Password?” (2) self-service feature.
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WYV ELS LOGIN

The following are the basic step-by-step instructions to log in using your WV DNR Username and Password:

- User is locked out

dealer.

FORGOT PASSWORD?

The Forgot Password? link is
beneath the Login button on
the WV ELS log in page. This is

a self-service feature to create a
new password. If the username is
found, an email with instruction

is sent to the email address
associated with the username.

1. Dealers will first log in to the POS terminal to access the WV ELS login page
2. Enter your Username and password [picture of login box]
3. Click Login. After logging in, the WV ELS Home page is displayed.

If login is unsuccessful, a validation message is displayed:

- The username or password is incorrect

- Invalid MAC Address. Access denied.

Note: License Dealer users must be logged on to a POS terminal that has a MAC Address associated with the

WELCOME TO THE .
WVDNR LICENSING SYSTEM ‘... = e ook sccoune

LOGIN

Gt ool Burth

Leg in with your username and password in orcer Lo

e A Hluntang o Feshimg
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The following are the basic step-by-step instructions to reset a password:

1. Sign in to the POS terminal and click the Forgot Password? link on the Log In page located beneath the Login

button

2. Enter your username and click Reset.

Forgot Password

Please enter your username

Cancel

3. After clicking Reset, you will see a message like the one below. The message informs you that an email has been
sent with the instructions on changing your password.
Click OK.

Forgot Password

An email has been sent to the email provided for johnsmith1476. Please click on
the change password link in the email to set up a new password.

If you do not receive the email within a few minutes, please check your Junk

Email or Spam folder. If this message was in fact flagged as spam please be
certain to mark as "Not Spam” so that future messages from WVDNR will get

through.
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4. Access your email account and click the change password link in the email. The link directs you to the reset

password page.
Click the please click here link.

WEST VIRGINIA

Forgot Password

To complete resetting your password please click here.

WV DNR Mailing Address

Wydnr.gow
4] nue

South Charleston, WV

Copyright 2020 WWVDNR. All rights reserved.

Note: Please check your Junk or Spam folder, if you do not see it in your Inbox, then contact Customer Relations
Section, Hunting and Fishing License Unit:

(304) 558-2758
WVDNRCustomerService@wv.gov
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5. The Reset Password modal is displayed.
Enter your username and a new password and reenter the password to confirm.
Click Reset

Reset Your Password

Please enter your username and a new password:

Username

johnsmith1476

Password

Passwords must be at least 10 characters and contain at least 3 of the following:
upper case, lower case, digit, or special character

* 10 characters minirnum e One lowercase character
* One number e One special character
* One uppercase character

Confirm Password

Reset Cancel
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6. After submitting reset, a message will be displayed that the password has been successfully reset.
Click Login to log in to WV ELS using your new password.

Reset Your Password

Your password has been successfully reset.

LOOKUP ACCOUNT

Date of Birth

Last Name

Forgot Password | Forgot Username

Newver Purchased a License
from WVDNR? Enroll Now!

1
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7. After logging in, you will be presented with your POS Agent Dashboard.

Home  Cuslomersy - Productsy

BARKERS HARDWARE INC e
Location Number: 3092 SELL LICENSE TO CUSTOMER

cmillenfidealer i

DOWHNLOAD FIELD GAME

TAGS

CUSTOMERS i SUPPLY PRODUCTS COMMUNICATIONS

sgarch or o Customes Maage inventory e Stasch for 2 Product Yisry Difect Messages

Deeveeniboied Erald Came Taod caarch o Sucoly Orders Munaae Susoot Tickets

Lreate Supply Order

FINANCIAL WILDLIFE MANAGEMENT

WEST VIRGINIA

DN R state < parks fuc}'{é o AL
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SALES PROCESS BASICS

This section provides the information on how to conduct license and product
sales. License sells require customers to have a WV ELS account. WV ELS wiill

guide you through the process. The basic steps are:

- Find the customer account, if an account does not exist you will create one
for them.

- Validate customer’s information such as name, address and other
information.

- Use the customer’s product catalogs to sell licenses and other products.
The product catalogs are organized by product categories. Products are also
categorized as products that are available for today’s purchase and products
for next season.

- Add the products to the shopping cart.

- Go through the checkout process, review the cart, complete any survey
guestions associated with the products, complete any attestations, and print

documents.

14
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SEARCHING FOR A CUSTOMER

The customer search function is used to conduct all regular license sales. The WILD provides several ways to access the
Customer Search page. On your homepage, you will see the Customers tile (1) and Sell From the Catalog (2). Click either of
these to start the search.

Home  Customersy  Productsy 43| —

BARKERS HARDWARE INC g .
Location Number: 3092 SELL LICENSE TO CUSTOMER

cmillenfidealer i

DOWHNLOAD FIELD GAME
TAGS

. srooucrs commumcaTons

sgarch or o Customes Maage inventory e Stasch for 2 Product Yisry Difect Messages

Deeveeniboied Erald Came Taod caarch o Sucoly Orders Munaae Susoot Tickets

Lreate Supply Order

FINANCIAL WILDLIFE MANAGEMENT

Manage Huns

Smarch Game Checks

WEST VIRGINIA
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From the Customer Search page, you can find a customer
by entering specific customer information, or scan a driver
license. The scanner is operational when a scanner has
been configured to the ELS system and a manual search
for a customer has been performed first.

To manually find a customer, you will need to enter their
last name and date of birth. It must be an exact match.
When found, the customer record will display, and you
may click Select to get to that customer’'s homepage.

Occasionally, you will be asked to verify and review the
customer’s information. Please review the information
with the customer, editing any information as needed.
Read aloud any attestations before verifying.

If the customer record is not found, you have the option to
scan their driver’s license or create a new customer record.
Exhaust all options to find the customer before creating a
new record.

16
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CREATING A CUSTOMER

If you have not been able to find the customer’s record i
. CUSTOMER ENROLLMENT
or know that the customer has never purchased a license ——c
through WV DNR before, you may create a new customer et S TGS SR
record after attempting a thorough search of the customer e T —

records. The Create New Customer button will show only
when a search has been unsuccessful.

S EST

I]HH state syl parks IRENIA

. . : Click the Create New Customer button to begin creating a
new customer record. Complete the Residency Attestation,
i i _ Identification Information, Residency Information, and
e  TRmeehm—— . Account Information sections. All fields are required unless
they are noted as optional.

= Clicking Next at the bottom of each section will advance
the form until all sections are complete.

n HH state gl parks "::‘1': i 5




LICENSE AND PRODUCT SALES 18

Priemary Ackires
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Creating a Customer - Residency Information Creating a Customer - Account Information

Click Create to complete the customer’s profile.

If you have entered information that already exists for a customer in WV ELS (such
as a Social Security Number or Drivers License Identification Number), you will

be prompted that you cannot to save this customer. Cancel from the customer
creation and try searching for the customer again. If you are still having trouble
finding or creating the customer, contact DNR Headquarters for assistance.

Unable to Save Customer

Based on the information you have provided, the customer cannot be saved at
this time. Please check for an existing account for this customer with the same

provided criteria. If you are still unable to save the customer, please contact DNR
Headquarters at (304) 558-2758 for assistance.

Ok

Unable to Save a Customer due to conflicting information
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Home  Cuslometss - Productss

EEHE | CUSIOMER SIASTM | CUSTOMER HOME

5 JOHN SMITH

T34B64 | Resident

SELL A [ICENSE, TAG, OR

SELL LOTTERY ENTRIES VIEW CUSTOMER PROFILE

i PERMIT
=
=

r LICENSé’:. PERMITS,
CUSTOMER ACCOUNT TAGS & APPLICATIONS ENFO REE ME NT HELP & SUPPORT
i

Customer Brofile & Manage Licensas O Hevocatons Help & Support Ba
Hunter Safery Education W Fiekd Garme Toas a 'L-.'!..’.I_nlh-.QlL.h...'.‘..Lu'.-'_L!ﬂ:ﬂ."_n
L, Dizability Infarrnaticr % Lattery Hunts
B Customer Notes 4 Lottery Hisnt Winsg
¥ View Came Checks

WIDET VIRGEHA

Upon successful creation, you will now be directed to the customer’'s homepage. The customer will now have a WV ELS

account with no credentials to log into the system. With their Social Security Number and Birthday to identify their account,
the customer will be able to log in and be asked to re-verify their information and create a username and password. This is
available from the WV ELS login page.
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EDITING A CUSTOMER'’S ACCOUNT

From the customer’s homepage you can select View
Customer Profile or Customer Profile from the Customer
Account tile. The profile sections are: Residency Verification,
Identification Information, Residency Information, and
Account Information. Choose the section you want to edit
by selecting the section’'s name on the left-hand menu,

or by clicking the Edit link at the top right of each section
summary. Edit information as needed and then select Save
or Save and Close to save and go back to the overview of the

customer's profile information.

identification Information

S EST
TWIRGIHIA

state sk parks

20
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To return to the customer’s homepage, you can either click
the customer’'s name in the top-right area underneath the
site’s header, or use the breadcrumb links in the top-left and
click Customer Home. Back on the customer’s homepage,
there are other links to view Certifications, Disability
Information, Licenses, and more.
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ISSUING A LICENSE

Once you have searched for and selected a customer, the customer’s

homepage is displayed. To sell licenses and other products to the

o= et o i ol

selected customer, click the Sell License, Tag, Or Permit button. A - i,

notice to let you know which season you are viewing will display. The SELL A L'ICENSE, TAG, OR
products in the catalog will show all categories by default, but you A {~PERMIT

can optionally limit the results by selecting the Category dropdown. ot

You can also type within the search field to filter the results and find
a product. The season dropdown allows you to view products that are
available for that selected season.

Product Catalog Season

By default you are viewing products for the 2020 license year. If you want to

purchase products for a different license year, select that year from the filter bar.
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To add any product to the shopping cart, click the Add (1) button. If there are any prerequisites to purchase, a pop-up will
show explaining which products must be required first and you may add them. If there are suggested products, a pop-up
will show to display those optional purchasable items. Products that are added to the shopping cart will display with their
guantity and price. If a product has been configured to automatically include other products upon purchase, those other
products will show in the shopping cart as well. Some products allow for multiple purchases; you can click the Add button
again or adjust the quantity within the shopping cart and select Update (2). To remove a product from the shopping cart,
select the red X (3) to the right of the product’s name. Or, click Clear cart (4) to remove all products from the shopping cart.

Custormecse . Productsy - 8 | ==

BOHE CLSTONMER SEART CUSTOMER b rocesd w0 Checkour
S - | 2 wom
; ¢ e ] oz John Smith S CUPREMTLY IM CART (1
M - Resident Antleriess Deer-Flrearm % e
Season
Buy It Again av [ renr 9 s
7 . SUBTOTAL: §10.00
PRICETYPE - Pricing Type Test
Pricing Ty T
k) Yiew More Cetalls $25.00
VAL RECR0 - TR

Randorrm - Random Annual License
Sy e

Handom Product Ui Laoense

M - Dacldsnt Antlarlscs Dasr-Clracrrm Ssanan

LTS TR IR T e B

You will only be able to add products applicable to that customer. Products that are not

available for the selected customer may not display, or may disabled with a message that

sanirmium allowed tems for this
cstomr e biwen acided (o the cart

will pop-up when hovering over the Add button.

When you are finished adding products to the cart, click Proceed to Checkout (5). oy S5
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In reviewing the cart, some products will require you to enter a start date (1) or require a survey (2) to be completed before
the transaction can be finalized. Confirm the customer’s address and if any changes are needed, click the Edit (3) link to the
right of it. If you need to remove items from the cart, you can click the red X (4) to the right of each item or click Clear cart.
You may also click Continue Shopping if you need to add more items to the transaction before finalizing.

If the Pay Now button is disabled, double check to make sure there are no date entries or unanswered surveys. Once the
Pay Now button (5) is enabled, clicking it will finalize the transaction and direct you to the confirmation page. From here,

you can print any applicable documents for the customer.

Home  Customerss  Productsy & | —

HOAE C TOAER SEARCH CUSTOMER HOME FPRODUCT CATALC CUSTOMIER CHECKOUT
Consider adding a donation to your purchase Customer Information
Muake a donation b Coyote Donation ¥ | Add John Smith (L3864
: 3 Wingberry # Ed e
Maloe & doration 1o Hunter's Helping the 3 | Acd BEESOM, West Virginia 24714
Hungry Creenbaier County, Unated States

Order Summary

1 ftern)
e ITEMS IN CAAT:

Items in Cart

M - Resident Antlerless Deer-Firearm Season X
o =t EETE SN Ear]
Starts = Tl ar o] Enca 1AV QT 1 10,00 OB TOTAL: s
BALANCE DUE: $N.00

n The follcwing must be completed prior to
chechout:

T Ackrwwledge Payreend in Full ard Pring License

Qo
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There are several ways to navigate back to the selected customer’s profile from the sales confirmation page. You can select
their name in the upper right, beneath the banner (1), or their DNR ID next to the customer’s name in the Summary box (2).
If you are complete, you may click Select Another Customer (3) at the bottom of the page to search for another customer

and begin another transaction.

Home  Custormersy  Productsy

HEME CUSTOMEE SILARTH CUSTOMIE HOME BECHICT CATALOK CUSTOMER CHECHOUT CHECROUT COMFIRMATION

PURCHASE CONFIRMATION

Dhd the licends grnt succeishully? B not, click Bers 1 initiate & wied

Customer Information

Items Purchased sornsmn 246541 (@)
Mailing Address
N - Resident Antierless Deer-Firearm Season
I Wineberry
Purchosed for Joh ik a1 $¥0.00 BEESOM, West Vinginia 26714
VALID W00 - VD Creenbrier County, United States

. i Select Angther Customer ] _ Order summal’f
e ITEME IM CART: e
COMMISSION: $1.00
$n.00

ORDER TOTAL:
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VOIDING TRANSACTIONS

Once you have searched and selected a customer, the customer’s homepage is displayed. Click Void a Transaction to

begin. Transactions that are available to be voided will display — only transactions within 30 minutes of sale can be voided.
Transactions will list the items within that purchase along with transaction number, date and time, total, and location of
purchase. Select the transaction you would like to void and then scroll to the bottom of the page and click the Void Selected
button. In the modal window that appears, you will need to describe the reason for voiding the transaction. Proceed by then
selecting Void Transaction(s), or cancel this request by selecting Do Not Void Transaction(s).

nora Acdi ShALim OO Ll il waEn A Thavias feey

VOID A TRANSACTION

o mat Fak L ] Lim s sl
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Void Selected Transaction(s)
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