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INTRODUCTION

Purpose of Document

The intended use of this document is for all Vehicle Inspection Centre Owners to understand the
Ontario Integrated Vehicle Safety & Emission Inspection Program (IVSEIP) Program Portal and
associated applications. The Onboarding Process requires a thorough understanding of these tools.

Overview

This manual outlines the Onboarding Process using the Program Portal, including the User
Management Application (UMA), Inspection Centre Administration Application (ICAA), Inspection
Centre Personnel Administration Application (ICPAA), and others.

The steps outlined in this manual are as follows:

e Registering as a Vehicle Inspection Centre Owner
e Registering a New Vehicle Inspection Centre

o Registering and Assigning Delegates

o Ordering Equipment
e Assigning and Removing Technicians

Definitions

EPA Equipment Purchase Application

EPMA Equipment Purchase Maintenance Agreement

FCRA Fee Collection and Reconciliation Application

ICAA Inspection Centre Administration Application

ICPAA Inspection Centre Personnel Administration Application
IVSEIP Integrated Vehicle Safety and Emissions Inspection Program
PAD Pre-Authorized Debit

UMA User Management Application

VIC Vehicle Inspection Centre
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ACCESSING THE PROGRAM PORTAL

To access the Program Portal, go to: https://www.driveonportal.com/

You will automatically be directed to the “Welcome” screen which includes the ability to Login or to

Register as a New User.

Note that in the upper right-hand corner of the screen, you will have the option to change the

language of the Program Portal from English to French (Canadian) and vice-versa.

Ontario @ ‘ ntegrated Vehicle Safety Emssions Inspection Program

Welcome to the Integrated Vehicle Safety Emissions Inspection Program

LOGIN

New Users:

1. Click Begaial a8 8 e £ 10 Crégte a usar account

2. Complete Vehicle Inspaction Cantre Owner ar Technician regsyation

L

Rogester 25 a now user
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REGISTERING A VEHICLE INSPECTION CENTRE OWNER
(UMA)

Prior to registering your Vehicle Inspection Centre (VIC) into the IVSEIP and going through the
onboarding process, you must first create an account as a VIC Owner User. You can do this from any
internet connected device, using one of the supported browsers. Please refer to “Browser
Compatibility” link available on the Portal footer.

From the login screen, select the "Register as a new user" button on the right or click the blue
underlined text.

Welcame (o the Integrated Vehicle Safety Emsmans Inspection Program

Follow these steps: LOGIN

2 Campiste Mspgcton Centre Ownar ar Tachnician registraton
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When prompted to "Select User Type," choose Vehicle Inspection Centre Owner.

Ontario @ ‘ Integrated Vehicle Safety Emissions Inspection Program

User Registration

Step 1 of 4 - Select User Type

=1 I

Terms of Use Contact Us Browser Compatidiiity Copyright 2022 Parsons. All rights reserved.
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The following screen will prompt you to enter information about yourself as the VIC Owner. This will
include fields such as:

e First, Middle, and Last Name

e Preferred Language

e Email Address

e Phone Number(s) - both Business and Mobile

Be sure to provide an accurate email and mobile phone number as the system will be sending you
instructions for accessing the system and other important documentation. The program considers all
information as Business Information, not private information. Please view the Term of Use document
- Section 9.

At this point, you may indicate if you are a Technician capable of performing Inspections, by clicking
“Yes” or “No” in the blue box.

Ontario 6

After you have filled out the required information, read the Terms of Use and accept them by clicking
the checkbox.

Correctly enter the randomized verification code. If you cannot read the characters clearly, you can
click the “Change the characters above” button to the right of the prompt.

NOTE: The letters are not case sensitive

Click the "Next" button.
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To confirm your registration, you will need to provide an additional layer of security by creating a
security question and answer.

Ontario @ trdogyoma) Wedncin Sadety [ revicen, Fngecton Py

Siep 3 of 4 - Confirm Registation and Securty

Once you have input your security question and answer, click the "Register" button. This will finish the
registration process for the Vehicle Inspection Centre Owner.

On the confirmation screen, you will be assigned a User ID. A temporary password will be sent to the
email you provided on Step 2 of 4.

Ontario @

Siep 4 of 4 . You s now o rogistoned use

You can now "Register Another User" or return to the login screen by clicking the "Login" button.
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REGISTERING A NEW VEHICLE INSPECTION CENTRE
(ICAA)

Now that you have registered as a Vehicle Inspection Centre Owner, you can log in to the Program
Portal. On the Login screen, use the User ID and temporary Password emailed to you.

Ontafio @ ‘ niegrated Viehice Safety Emssions Inspection Program

Welcome to the Integrated Vehicle Safety Emissions Inspection Program

New Users: LOGIN

1. Click Becaial 86 8 06w USer to Create a usar account

2. Complete Vehicle Inspaction Cantre Owner ar Tachnician regsyation “
Lo

Daet Uset 10wy Paurenrd

Rogester 25 a now user

Sooecat Comoatairn

After you have successfully logged in for the first time, you will be prompted to update your password.

Once logged in, you will automatically be transferred to the Inspection Centre Administration
Application (ICAA). From here, you will be able to register a new VIC.

‘E' Ontarlo@ VEHICLE SAFETY AND EMISSIONS INSPECTION PORTAL

Welcome to the Inspection Centre
Administration Application

Ci & & & ©

-

oo v b L

1 want (o viewupdate
| Wt 15 onbontd & nw Informatica 1 want 10 manage my Fwant Sa viewtodit my [ want 8o gt traming
Inspection Centre on an Inspection Centre lochnicians Intormanon
e o got Sherwa hen 1 ot N

SRER 18 g M 50w got bausted B S ]
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Select the "l want to onboard a new Vehicle Inspection Centre" card to begin the VIC onboarding
process.

= Ontatio a U0 VERICLE SAFETY AND EMISSIONS INSPECTION POSUTAL

Welcome to the Inspection Centre
m Administration Application
Choase an option 1o begr

& B & & ®

STl —— b ——— — N e

| watet 82 manage oy 1 wart 1o View'etit my I
' OABOY @ New warr trunng
-l.l:‘l:ﬂlﬂﬂ CO";‘ on an lagecton Cestre techicions wrfoemat oo -t
OMx o gt S N
0 10 g Maatnt Chh ot et Lhie et Martt

NOTE: The screenshots above reflect an Owner who is also a Technician, which is why the “l want to
view/edit my information” and “l want to get training” cards are also displayed.

The following screen outlines the steps required for onboarding your VIC and illustrates your current
progress. There is a link near the top of the screen that provides details on the documentation you
will need for a successful registration. We recommend having these documents ready prior to
beginning the onboarding process, as the system will be requesting information from these sources.

aiet Onldrlo@ VEEIR - Iepocton Conte AQTssedialon ALpucans Pons

Welcome to the new inspection Centre Onboarding.
Sew e kot of Socumeats you need 10ra secoesal rosaton

Rk A WD hedrw i1 bogat
o Biap © F51oan Owrwe nhereation

o Stap 1 Susrwss hisrrston

o $ap ) ripeston Certre Oaver Dewgne

o Hiap & iriarance avd Tae Compdinnse Verifuitnn

o;«:-piﬁv—- 20¢ Doz PRO) Ag and Bank
o Stap & Puctormance Corerace
o Siop T MTO Partarmance Cannast Approval

o Sap & Readiness Chackiins

o Stazd Porchuns - ang Purcrase

0 Stap 40 Ade Sechocian(s)
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If at any point during the onboarding process, you logout of the system without completing all of the
steps, there will be an orange indicator tab on the main ICAA screen the next time you login which will

take you to your last completed step in the process when selected.

ONTARID VEMCLE SAFETY AND EMISSIONS INSPECTION PORTAL

-E' Ontario @

Welcome to the Inspection Centre
Administration Application

T | ¢

LI

T -

1wt [0 viwwspdat
| vaant 10 enbosrd 8 new Information | want to manage my 1 want 10 viewrealt mry | want 10 get Smning
Inagmcson Cunfitn o0 an irspection Centre tnchnicians Information
T8k b1 gt Swvwd Ok o gt Dharsd
1ot 0 got Nharid

b e got Mnond it ol
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Fill Out Owner Information

In the first step, you will be required to provide personal information about the VIC Owner in addition
to details about how the business is structured (eg. Corporation, Proprietorship, Partnership,
Franchise).

Be prepared to provide your Legal Name of the company and 9-digit Business Number (BN9). You
can find this information on the Ontario Ministry of Finance website in either the Master Business
License or Provincial Registered Business Name Report.

sse Ontano@ PSTF - bsgectn Carte AdTexstodon Anchoston Puais

Once you have filled out all required information, you will need to acknowledge and approve the use
of all of your personal information for use in the Portal.

After checking the acknowledgement box, click the "Save" button.
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Business Information

Next, you will fill out information on the Business itself. The Business Name you provide in this
section refers to the name used in daily business operations.

For the Test Class selection, the "PUBLIC" option applies to most cases and is the default value. The
"FLEET" option refers to private VICs that are dedicated to performing Inspections for specific types of
vehicles.

If the Inspections will be performed at a single fixed location, choose "STATIONARY" for the Mobile
Capable field. For Mobile Inspection Centres, select "MOBILE" and note that you will be required to
provide additional information about your vehicle as well as the area you will be servicing in the
"Insurance and Tax Compliance Verification" step of the onboarding process.

= ¢—

NOTE: The details you provide for the business address and hours of operation will appear in the
Public Website.

Click the "Save" button once you have filled out the required information.
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Vehicle Inspection Centre Owner Delegate

On the Venhicle Inspection Centre Owner Delegate screen, you can specify a Delegate to perform the
same duties that an Owner is responsible for. Delegates cannot register a new VIC, nor can they
assign other Delegates to a VIC. Aside from these restrictions, they have the same access and
permissions as Owners.

epeiine Cadie Dvess lemgen

[ -

2 kg Tinbegins (3w e Iocand fum Tw @i 30 Cpaie e vt
_ S b L onn amms s . Bt - abis mama [y ——

Click the "Add" button after filling out information on the VIC Delegate. Once you have assigned all
Delegates to your VIC, click the "Save" button.

Delegate Registration

The system handles the account registration for Delegates. Once the Owner enters the email address
for the intended Delegate, one of the following two scenarios occurs:

1. If the Delegate already has an account, the Owner will not need to key in all Delegate
information. Once the email address is entered, the system populates the other fields. The
Delegate will receive one email notification regarding the new assignment.

2. If the Delegate does not have an account, the Owner will need to key in all information,
including email address, name, etc. The system then uses the entered information to create a
new user account for the Delegate. Once the account is created, the Delegate will receive two
notifications:

a. The Welcome email, including the temporary password to login and complete their
registration.
b. The notification of their new assignment as the VIC Delegate.

A VIC Delegate, upon registration, can continue the onboarding/enrolling process for a new VIC
where the Owner left off and/or update the information and maintain the existing VIC.

NOTE: If the Delegate does not want to accept the responsibility of being a VIC Delegate, they will
need to call the VIC Owner or the Call Centre to have the assignment removed.
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Insurance and Tax Compliance Verification

If you indicated being a Mobile VIC in the Business Information section, you will be required to
provide the VIN and license plate for the vehicle being used for transporting the emissions testing
equipment. You will also need to indicate the primary area or region that you will be servicing within
Ontario.

Whether or not you are registering a Mobile VIC, on this screen the VIC Owner or VIC Delegate will
need to upload a copy of your Tax Compliance Certificate letter and provide your Tax Compliance
Verification (TCV) number attained through the Ontario Ministry of Finance.

ot 2 e e . b e . g ) 8 )

Click the "Save" button once you have filled out the required information.

DRAFT Onboarding User Manual - VIC Owners — Ontario IVSEIP Confidential / Sensitive / Proprietary
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Pre-Authorized Debit (PAD) Agreement and Bank Information

NOTE: For this next step, make sure to have a cheque or a Pre-Authorized Debit (PAD) instructions
form handy so that you can provide the necessary banking information.

Fill out the Bank information, including the Bank Name, Branch Name, Name on the Account, Bank
Address, and Phone. Using the information on the cheque, enter the Transit Number, Financial
Institution Number, and Bank Account Number - there is a sample screen of the cheque to show you
how to find this information.

Next, you will be required to open and e-sign both the Ministry PAD Agreement as well as the Parsons
PAD Agreement before you can proceed to the next section. To do this, select the blue hyperlinked
text. A separate window will open with the PAD Agreement, which will have an e-signature block for
you to sign. Once you have e-signed the PAD, you can close the window to return to this screen.

D e

Click the "Save" button once you have filled out the required information and e-signed both PAD
Agreements.
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Performance Contract

Click on the link to open and e-sign the Performance Contract. Once you have signed the contract,
click the "Submit" button.

i i Lo

S ey s Aepin s

After submitting the signed contract, you must wait while your submission is evaluated by the
Ministry. When the evaluation is completed, you will receive an email notification with further
instructions.

DRAFT Onboarding User Manual - VIC Owners — Ontario IVSEIP Confidential / Sensitive / Proprietary
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MTO Performance Contract Approval

On this screen, you can view the status of your Performance Contract submission. You are not
required to perform any actions. Once of your Performance Contract is approved, the next step in the
process will automatically be enabled so that you can proceed with onboarding.
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Readiness Check

Review and acknowledge each of the items on the Readiness Checklist. After checking each item,
click the "Submit" button.

After submitting your acknowledgement, you must wait for your submission to be approved.

Once approved, the remaining two onboarding steps are enabled which involve Ordering Equipment
and Assigning a Technician.
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Equipment Purchase Maintenance Agreement and Equipment
Purchase

Once your Readiness Checklist has been reviewed and approved, you will be able to order
equipment.

However, before you can proceed with ordering the equipment, you must review and e-sign the
Equipment Purchase Maintenance Agreement (EPMA). To do this, select the blue hyperlinked text. A
separate window will open with the EPMA, which will have an e-signature block for you to sign. Once
you have e-signed the EPMA, you can close the window to return to this screen.

Clicking the "Order Equipment" button will automatically take you to the Equipment Purchase
Application (EPA) where you can order the equipment.

After you have ordered the equipment in the EPA, you can click on a button to return back to the
equipment screen in Inspection Centre Administration Application (ICAA).
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How to Order Equipment

Once the Equipment Purchase Maintenance Agreement (EPMA) has been signed, the VIC Owner
and/or Delegate can order equipment by clicking on the “Order Equipment” Button.

Onta l’iO @ ’ IVSEIP - Inspection Centre Administration

Application Portal

Inspection Centre Information

entre List sapet il & emew |1 ernis

Fields with * are mandatory. The Inspection Centre Business Name, Address, Inspection Type, Website. Hours of operation and Language will be displayed in the public website,

Owner Information v
Business Information .
Inspection Centre Owner Delegate v
Insurance and Tax Compliance Verification v
Pre-Authorized Debit (PAD) Agreement and Bank Information v
Performance Contract v
MTO Performance Contract Approval v
Readiness Checklist v
Equipment Purchase Maintenance Agreement and Equipment Purchase o

1. Sign the EPMA agreement

2. Order equipment

The Applicant acknowladges they must slectronically sign an EPMA agreement if they plan to purchaza equipment in the new program
Please click on the link below to review and &.-sign the EPMA Agreement

Document Signed By Status Signed Datw

LQUIPMENT PURCHARE MAINTENANCE ACRERMENT JANOV2] AUTO TEST Owner Signed 20220218

To otder your equipment, click on the Order Equipment button below,

| o

Equspment

Order 1D Date Placed Equipment Payment Status Osder Status Quantity

Add Technicians) v
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The User will be presented with the question "Are you currently enrolled in the Heavy Diesel
Commercial Motor Vehicle Emissions Inspection Program?"

NOTE: If you answer to above question is “Yes,” and you plan to use your existing DX270 opacity
meter, you will have the opportunity to enroll in an optional warranty for your existing equipment. If
you plan on selecting the warranty, it would be handy to note down the serial number of your existing
DX270 Opacity meter before you start the Equipment Ordering process.

Use the following link on How to Find the Serial Number on your DX270 Opacity Meter:
https://parsonsvic.zendesk.com/knowledge/articles/4420706085655/en-
us?brand id=1500002135822

If you are an existing VIC currently enrolled in the Program and are actively performing Inspections
then you should click “Yes.” If you are currently not enrolled in the Heavy Diesel Commercial Motor
Vehicle Emissions Inspections Program, then click “No.”

Based on the selection made on the previous screen, you will be shown Equipment Package and
Optional items.

Click the "Purchase Equipment" tab, and you will be guided through a series of steps:
Step 1 of 3 Select a bundle
Step 2 of 3 Choose add-on

Step 3 of 3 Review items before completing purchase
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STEP 1 OF 3 SELECT A BUNDLE
If you clicked “YES,” you will be shown Equipment Package 1.

y Ontario @ ‘ IVSEIP - Equipment Purchase Application Portal

User Management  Training

Equipment Purchase - FIRST TIME STATIONARY EPA TEST

| T=m———
Step 3 - Select a bundle Payment Details
Equipment Package 1 Syt A 5222300
5 PING F > Boforo Taxes $2.283.00
$2283.00 HST 13% $296.79
O Usemyexstng OX270cpacitymeter e eeeeesseassasan et n——ean-
Purchar ontres using the DX240 opacity meter) Total 32.57979

You can see what’s included by reading the package details.

For the first order, the System will automatically select the required Equipment Package for you.
You can change the quantity based on your needs.

You will be given two options from which you must select:

e Use my existing DX270 opacity meter
e Purchase a new DX270 opacity meter, vertical probe, and horizontal probe - only for VICs
currently using the DX240 opacity meter

If you choose to go with "Use my existing DX270 opacity meter," then you will enter your DX270
Opacity meter information in next step.

If you choose to go with "Purchase a new DX270 opacity meter," then the System will automatically
select DX270 opacity meter, vertical probe, and horizontal probe for you.

You will be able to see the exact amount in the payment total for the items that have been selected
or you have selected based on equipment quantity.
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If your answer to the above question is “NO,” you will be shown Equipment Package 2.

— Ontario@

e el et

Equipment Purchase - TEST Inspection Centre

Ot ane Towmmrert
Step 1 of 3 - Select a bundle Payment Details
Equipment Package 2 -‘lw‘«.r—w- xage 3 e
Aeton lamee se'sim
o §797.03
n e — $6,928.03
i [Fr .

You can see what’s included by reading the package details.
For the first order, the System will automatically select the required Equipment Package for you.
You can change the quantity based on your needs.

Once you have selected the appropriate equipment for your VIC needs, click the “Next” button in the
Payment Details section located at the right-hand side of the screen.
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STEP 2 OF 3 - CHOOSE ADD-ON

If you answered "Yes" to “Are you currently enrolled in the Heavy Diesel Commercial Motor Vehicle
Emissions Inspections Program?” and selected the radio button to “Use my existing DX270 opacity
meter” on the Step 1 screen, then you will be given an option to enroll in “Optional R&M Services
Warranty for Eligible Legacy Opacity Meter.”

NOTE: The VIC can only enroll in the warranty program during your first order.

If you opt in for the warranty, then you will need to select the checkbox and enter the serial number
for the DX270 Opacity Meter.

NOTE: There is a Limit of one optional Opacity Meter warranty per VIC.

Ly Ontario @ IVSEIP « Equipment Purchasa Applicabion Portal

Uver Masagement  Trasming

Equipment Purchase - FIRST TIME STATIONARY EPA TEST

Furthase Bquiprment
Step 2 of 3 - Choose add-on Payment Details
Optional R&M Services Warranty for Eligible Legacy Opacity Meter g pand e oo

Inspection Centres must Sign-up for a minimum of 13 months af » cost of $778 00 per manth (plus M3 T 13%)

Ocu box to enroll In the Optional RAM Services Warranty for Eligible Legacy Opacity Meler program

Bnioes Tioeees 52.283m
_ HET 1% 5296 79

. $2,579.79

The folowing st of equipment components ars aptional #f you have aveady addad the equipment bundle Please selact quantity _
Ruggedized Tablet Computer
vageeeton et
1amn

If selected, the warranty for the existing DX270 Opacity Meter will be billed monthly $275.00 (plus
HST 13%) starting on July 1st, 2022.

After the optional warranty, you will see a list of other optional components which you can add to
your Equipment Purchase, if desired.

Once you have selected all optional equipment components, please click the "Next" button.
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How to Find the Serial Number on your DX270 Opacity Meter

To find the serial number on your DX270 Opacity Meter, follow these steps:

1.
2.

W

Get your DX270 Opacity Meter.

You will need to open the DX270 Opacity Meter as the serial number is located on the inside
rear of the device.

To open the DX270 Opacity Meter, face the back side of the device toward you.

Remove the screw and the end cap.

The serial number is located on the sticker.

REMOVE SCREW SERIAL NUMBER
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STEP 3 OF 3 REVIEW ITEMS BEFORE COMPLETING PURCHASE
On this screen, you will review you Equipment Package and Optional Warranty/Components selection
and quantity.

NOTE: You will not be able to remove the System-selected mandatory equipment package. However,
you can change the quantity of any item if you have selected more than one quantity.

If you want to go back to a previous step, can click on the "Back" button located in the left bottom
corner of the screen.

e Ontario @ | IWSEIP - Equipment Purchase Application Porial

User Mazagarvent  Trwring

Equipment Purchase - FIRST TIME STATIONARY EPA TEST

Furchase Equpment
Step 3 of 3 - Review ltems before completing purchase Payment Detalls
Equipment Package 1 ' 5w el S35 6

Warnanty for ewstng OXJ70 Cpacity
Wl - Sdua Montty 3273
HST 19%

Boloce Taaet $2.283.00

Optional R&M Services Warranty for Eligible Legacy Opacity Meter HET 12% $296.79

“ CichheminwiawBFMA. = B e e et RS b
inspection Centres mwat sign-up for 8 minkoum of 12 months at a cost of $275.00 et 5257979

pat month (plus HET 13%)

@C-“ s T )
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Before proceeding to place your order, you will see the last 4 digits of bank account to make sure it is
the correct bank account number. If the account number has changed, or is incorrect, then you will
need to go to the Inspection Centre Administration Application (ICAA) and update your Banking
Information before placing your Equipment order. This will reduce any delays in order processing.

Seey Ontario @ IVSEW - Equpment Purchase Appication Portal

Vher matagensem  Truring

Equipment Purchase - FIRST TIME STATIONARY EPA TEST

Furrzee L3ucEres
Step 3 of 3 - Review llems before completing purchase Payment Details
Equipment Package 1 v i, 23 S334 08

 Dowcl (DAD) with 18
Wartey B esrsteg DYCTT Opacty

e fomeyhs: Wstsr - Sdmad Woabiy $375
5220000
Eetre Taees $2.283.00
Optional R&M Services Warranty for Eligible Legacy Opacity Meter HET 1% §296.79
“ ChcahensoviewEPMA. e
inspection Centres must sign <@ %or 3 minmum of 12 moothe at & cost of §2TE 0D s $2.579.79

per month (pius HET 13%)

[ ——sasas —= e S e

-/

If everything is correct, then click on the “Place your order” button.

T : t
ol g IVSEIP - Equipment Purchase Application Porial
= Ontario (P s e Dasnml

User Maragermam  Tramng

Equipment Purchase - FIRST TIME STATIONARY EPA TEST

Furchase Egupmert
Step 3 of 3 - Review tems before completing purchase Payment Delails
Equipment Package 1 f‘.‘(““‘_"“" Package 1 X33eN 00

Data A Daw 1
.

Wity foc osatting DX270 Opaaly
Meéter - Bma Moatnly 327

HST 1%
$228100

Betow Tnses $2,283.00
Optional R&M Services Warranty for Eligible Legacy Opacity Meter HET 13% $296.79

“ Click hars % view EFMA

Inspection Centres moat signap for 8 minkmum of 12 mosehs at 3 cost of 8276.00
per menth (plus HAT 13%)

- FNr—. . i A D A P " pr— Alade
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You will be asked to confirm your order one more time before the order is place.

Confirm fo purchasa or cancel to make change to your order?

) ()| ¢

If you want to make a change to your order, then click on the “Cancel” button to go back and make

the desired change.

If there are no changes, then click on the “Confirm” button. This will submit your order.

Once the order is placed, you will be provided with an Order ID which you can note down. An Order
Confirmation email will be sent to the VIC Owner / Delegate (if assigned) email address.

Purchase complete!

Your order ID is 100396

An emaill with order details will be sent fo

InspectionCentreowner@email.com,

delegate@email.com

<

This completes the order process. Click on the “OK” button to be taken to the "Orders" tab where you

can see the order details.
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How to View Orders & Order Status

To view your Equipment Order Status, login to the Program Portal. Click on the “l want to
purchase/view my equipment” card.

== Ontario @ ONTARIO VEHIGLE SAFETY AND EMISSIONS INSPECTION PORTAL

Bt -

Welcome to the Inspection Centre
Administration Application
{hoose an ophion o D(Z!_}:'-
=i 7 & = 9

g A hr

e - v—— e v — “ — o
..... e

1 want 1o viewiupdate

| want to onboard a now Informaban lv-mmm-.mwmy | want to viewyedst my 1wt to gat waining
Inspection Centre on an Inspection Centre technicians infarmation
Crick gt Sowme Ol s got Soartes

OOk 0 gt Satns Ik 0 gt Srien

Chich o et Started

| want to purchase/view my
equipment

Click o gt Serind

“ne Warsgemert T anteny

Select an inspection Centre

This will bring you to the “Purchase Equipment” tab.
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Click on the “Orders” tab to see your order.

Ontario @ ’ IVSEIP - Equipment Purchase Application Portal

Uter Management  Training

Equipment Purchase ATIONARY IC FOR EPA TEST

Step 1 of 3 - Select a bundle Payment Details
Equipment Package 2
“ Ruggedaoed Tablet Co Incluang bconsed NSEIP softwace)

with 18 PIN 080 Cable

Data Acqu: Deac

ieless Communicadons Devico _

Terms of Uso Conladt Us Beowsos Compuituity Copyrgit 2022 Parsons. All nghts fesarved

seoy Ontario @ IVSEI - Equipment Purchase Applcaton Portal

VT aeIgerem  Trureng

Equipment Purchase - STATIONARY IC FOR EPA TEST

v Orsers S
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How to Cancel an Equipment Order

The VIC Owner or Delegate can cancel an order on the same day the order is placed before
11:59PM. Please note that payment will not be processed for a cancelled order.

To view your Equipment Order Receipt, login to the Program Portal. Click on the “l want to
purchase/view my equipment” card.

ONTARIO VEHICLE SAFETY AND EMISSIONS INSPECTION PORTAL

== Ontario (9

Rt

Welcome to the Inspection Centre

m Administration Application
{hoose an ophion to begn
= = & <3 ©

e Mk bt
[

e v—— T v ——— © —

e

1 want 10 viewiupdate A . -
I want to onboard a now Information VRN 1D marnsge sy want to viewedst my 1 want to get Waining
Inspection Centre on an Inspection Centre technicians infarmation
Clek s got Scartes

Chich o get Shartnd Ok 00 gt Samtan Ok o0 gt Siriee

EIE

Laowet bairesa AT s

| want to purchase/view my
equipment

Chick oy got Sertndd

DRAFT Onboarding User Manual - VIC Owners - Ontario IVSEIP Confidential / Sensitive / Proprietary 34



Ontario’s Integrated Vehicle Safety and Emissions Inspection Program P PARSONS

Select a VIC from the drop-down list and click "Next."

= Ontario @

e Waragemert  Tattemy

Select an inspection Centre

This will bring you to the “Purchase Equipment” tab.

Click on “Orders” tab to see your order.

Click on the “Orders” tab to see your order.

el Ontario @ ’ IVSEIP - Equipment Purchase Application Portal

User Mansgement  Traineng

Equipment Purchase -WATIONARY IC FOR EPA TEST

Purchase Equisment Receipts

Step 1 of 3 - Select a bundle Payment Details
Equipment Package 2

“ Ruggedaed Tablet Computer (includng bcensed MSEIP softwace)

Cptcal Tachometer
Dptcal Tachomator Magnedc Mount

Refloctve Tapo

$6,131.00

Toems of Uso Conlact Us Beowser Compatlty

Copyrgit 2022 Parsons. All nghts reserved
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You will need to click on the “Cancel Order” button to cancel the order.

Ontario @ IVSEW - Equipment Purchase Applicaton Portal

Ve BacIgemem  Trureng
Equipment Purchase - STATIONARY IC FOR EPA TEST

Orgers

Equpmet Unz Price Amournt

Once the order is cancelled, you will see the following message on your screen confirming the order

has been cancelled. The VIC Owner and/or Delegate (if any) will receive an email confirming that the
order was cancelled.

Your order has been cancelled.

Order ID is 100451
An email with order details will be sent o

InspectionCentreowner@email.com,
delegate@email.com

[ | —

Click the "OK" button to return to the previous screen.
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Once the order has been cancelled, the "Cancel" button will be greyed out and Order Status change

to "Cancelled."

IVSEIP - Equipment Purchase Application Portal

E Ontarioﬁ

User Maragereem  Traering

Equipment Purchase - STATIONARY IC FOR EPA TEST

et Ortety
Orjere
Order © Order Date Equipment Payment Statuny Orcer Statun Quanty untt Price Amount
" m Egugment Package
Suh Toty L URRLR -
HST 10 $TuT o
» s

NMarrarty for mesting DX210 Opacty Maler Soris £ 1 20454
Fbed Manttyy $270 00 gphus HET 13%

CAPYra 2077 Pansor. NGNS soset v

Divser Comoatidty
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How to View Order Receipt

NOTE: An Order Receipt is generated once the payment has cleared.

To view your Equipment Order Receipt, login to the Program Portal. Click on the “l want to
purchase/view my equipment” card.

== Ontario @ ONTARIO VEHICLE SAFETY AND EMISSIONS INSPECTION PORTAL

Bt -

Welcome to the Inspection Centre
m Administration Application
NOose an ophon to begn
= > & & ®

—e i bt

R e v ——— " —
vl Tt e

1 want 1o viewiupdate

1 want to ondoard a new Information | want 10 manage ny | want to viewredst my 1 want to get waining
\nspection Certra on an Inspection Centre technicians infarmation
Ok gt Sowme Ok got Soartes

Chck 00 gt Samrten Ik 0 got Surien

ik o gt Started

| want to purchase/view ay
equipment

Click 9 get Snrtndt

e Warsgemers  Tatteny

Select an Iinspection Centre

This will bring you to the “Purchase Equipment” tab.
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Click on the "Receipts" Tab and download the pdf copy of the receipt by clicking the “Download”
button.

~am b Ontario @ IVSER - Equpment Purchase Application Portal

Unar Matagament  Tairing

Equipment Purchase - STATIONARY IC FOR EPA TEST

G ¢mmm

Order 1D Oote Recolpt Type Payment Status ot Amount

Dtowoer Compatnery
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Add Technician(s)

At least one Technician must be assigned to a VIC before it can start performing Inspections. Clicking
the "Add Technician(s)" button will take you to the Inspection Centre Personnel Administration
Application (ICPAA) where you can perform the assignments.

=]

E Onlanoa

— —— - S tome ——— ——— — —

NOTE: for a step-by-step walkthrough on how to assign a Technician, please see the guide in
the next section.

Once you have completed this final step, you will be registered as a new Vehicle Inspection Center.
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ASSIGNING AND REMOVING TECHNICIANS (ICPAA)

At least one Technician must be assigned to a Vehicle Inspection Centre before it can start
performing Inspections. As the Owner or Delegate, you can assign Technicians to your VICs, but only
once they have completed their training.

Assigning Technicians to VIC

To assign a Technician to your VIC, login to the ICPAA application from the Program Portal. From the
landing page, select the "l want to manage my technicians" card.

Welcome 10 the imspection Centre

Administration Appcation
Naces 88 g &2 bep

= B & &

| e e s hydan
Lot st » v harunen

1wt s wmnags vy 1w b wwwed rry [Poropr—
Tespebos Lrvbe =1 91 bagerie Cewee Ldvsods

e

i Tt b e
-y —— v —

|

. —

This will display the "Manage My Technicians" screen.
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Search for the Technician that you wish to assign to your VIC by typing in either their Technician ID or
Name.

== Ontario

A side bar will appear showing the details of the Technician found. Check the "Select" box after the
information on the right and then click "Save" to assign the Technician.

- = - SAN P LI Wy
= Onlorlog o !
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The Technician will receive an email notification of your request and you will need to wait for the
Technician's approval. A pop up will appear informing you that the notification has been sent.

Click "OK" to return to the "Manage My Technicians" screen.

— P i ]

- — — e — r— —— — .

ARG e Iheteioas

B e R R P
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After the Technician has approved the assignment, the Owner and/or Delegate will receive an email
notification and the status will change accordingly.

== Ontario
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Removing Technicians from VIC

From the landing page after logging in to the Program Portal, select the "l want to manage my
technicians" card.

Welcome 10 the imspection Centre
Administration Applcation
N ———p——

=iy G s &

Smant b et » e AL ] 1 wwd s ensage vy | mow s sunnd® rey | b g
—hdilaw [P ¢ °

iy Mt Tt b e s
e - g e e —

|

This will display the "Manage My Technicians" screen.

Locate the Technician to be removed and click on the corresponding trash can icon under the
"Remove" column to the right.

The system will verify whether you want to remove the Technician. The Technician will be removed
once you have confirmed the removal.

é 04;!4-10«\0
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PERFORMING INSPECTIONS AND REVIEWING REPORTS

After your VIC is fully onboarded, your Technicians will be able to perform inspections.

To view the “Vehicle Inspection Centre Transaction Report,” click “Get Started” on the “l want to view
information on a Vehicle Inspection Centre” card.

Ontario @ ‘ Integrated Vehicle Safety Emissions Inspection Program

Frangais LOGOUT

Welcome to the Inspection Centre
Administration Application

Choose an option to begin.

=i :
u}
| ——

Owner/Staff Information Inspection Centre
| want to Enroll a I want to view information —
New Inspection Centre on an Inspection Centre

You will be redirected to the VIC Administrative Management Page and can select a VIC from the
drop-down menu to begin followed by clicking the “Next” button.

~' PARSONS

Ontario @ ‘ Inspection Centre Administration Application

Francals LOGOUT

Owner/Staft Inf I tion Centre  IC Adnunistrative Management  Broadcast Messages

IC Administrative Management

Select a Inspection Centre to begin

|
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The VIC Administrative Management Page for the selected Vehicle Inspection Centre will display and
you can click on “View or Create Reports“ button to further see the Fee Collection and Reconciliation
Application(FCRA) report(s).

MENU ~ PARSONS

Onta rio @ ‘ Inspection Centre Administration Application

Frangala  LOGOUY

Owner/'Staf! information  Inspection Centre  IC Administrative Management  Broadcast Messages

IC Administrative Management

Here are the tems you can manage for: Inspection Centre 001

View or Create Reports > | (—

You can now enter one or more of the following search parameters:

e Vehicle Inspection Centre ID/Name - if there are multiple VICs, you will be able to select all
Vehicle Inspection Centres, or you can choose the specific ones you want to view the report
for

e Date From - Starting date of collection period
e Date To - Ending date of collection period
e PAD ID - Pre-Authorized Debit (PAD) ID for the transaction

Click the "Create Report" button to see the results.

PARSONS

onta rio @ ‘ Integrated Vehicle Safety Emissions Inspection Program

Frangais LOGOUT

Reports

Reports

Inspection Centre Transaction Report

Pleasegnter one or more of the search parameters and press the Create Report button

(|
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The results for the search will be presented under the Report List section.

Ontario @ ‘ Integrated Vehicle Safety Emissions Inspection Program silagisadaces

Frangals  LOGOUT

Reports

Reports

Inepection Centre Transaction Report
Please enler one or more of the search parameters and press the Create Report buitan

Report list
Inspaction Centre ID  Inspection Centre Name  Collection Period PAD 1D Transaction 1D Transaction Date Transaction Amount
Q0012 Test inspechon Centre 2021-08-01 10 2021-08.07 001 1075330 20210821 $150.00
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You can click on any row in the Report list to review transaction level details of the billable
transactions.

rafLans

Ontarlo @ | IMegrated Vetucks Safety Emissions Inspecton Program

Frangalm  LooouUT

flepoen

Inspection Centre Details - 00012

T e P

Inapocton DowTene isagecsos D Tachaician Name Techrctan ID Magecnne Type Iragectne Hesatt Fon Cotes Bapectos Fee Teat ID
2210315 200 AN OCIKYERICF 00029 100010209 Toctescan ' e Pais Ew: 110,00 seasas
221-0918 1:00.00 AM IGCIKYERICFE00030 100038381 Techockn 2 2 EM Pais EM: 21000 I
29210810 10 00 00 AV 1GCTKYESICFS000 3 100290332 Tochoscken 3 EM Paz EM 1000 ooy
20240896 050000AM  1GCIKYERICFS008N2 pLLUEECT Tecrescen 4 ] EM Pais Em $10.00 se=33T
MI-ONIT GIOOMW AN IBCIKYERICFE00033 115334 Tectncan 5 EM Pas EM §10.00 re=rTr
20010017 G000 AN 1GCIKYERICFSO0OM V00512338 Techmcam 23] Pan EM 1000 b
2024-00-17 053000 AM  IGCIKVERICF00225 1005100038 Techescan T B Fas EM F1000 vomave
J21-G87 DRS00 AM 1GCTRVER 1CFS00036 100549387 Technclen & ] EM Pote EM £10.00 ey
2010817 0523 AN IGCINVES ICFSNNXT 100995338 Tectrican 2 ] Eu Pas EW $10.00 vooave
2210847 0350 AN 1GCTKYER1CIS00230 1009 1200% Twchacien 33 ({7 ran W 31000 soasse

Click on the “Download Report” button to download the report as an Excel file.

Clicking on the “Back to Search Results” will take you to the previous screen.
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