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From your sidebar, access VEHICLE REGISTRATIONS. Search for the Customer using: first name, last name, business name, address, 

etc. **Searching by phone number and email address coming soon. You can also search by: HIN, Registration Number. Select 

SEARCH. 
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If the customer has a common name, a list will populate to choose from. Ensure you are selecting the correct customer. Customers 

may have duplicate profiles with Boat records in both, or either. If you don’t find the boat in the first profile, research and try the 

other profile(s). **Duplicate profiles will be cleaned up soon! 

Select Customer. 

 

 

 

 

 

 

Update any profile information needed and select SAVE. 
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Select BOAT REGISTRATIONS, then select the boat to renew. 

 

 

 

 

 

 

Review the boat information. If the record needs to be updated, instruct the customer to call IDPR at 800-247-6332, Option #3. From 

the RENEW REGISTRATION drop-down, select RENEW & PAY to check out with only this registration. Select RENEW & ADD TO CART 

to add other items to the cart before checking out.  
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Confirm to renew boat by selecting RENEW. 

 

 

 

 

 

 

 

You are now at the Customer’s Invoice.  
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Assign a sticker to each product in the invoice by selecting SELECT STICKER. If the sticker in hand is not in the default list shown, you 

can type in the number in the search field. Select the sticker. 

 

 

 

 

 

 

If you choose the wrong sticker, simply select REMOVE STICKER, and re-select. 

 

 

MAKE SURE THE STICKER YOU ARE PHYSICALLY HANDING TO THE CUSTOMER MATCHES THE 

STICKER YOU HAVE SELECTED IN THE INVOICE! 
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You are now ready to process payment. Collect and process payment in your business’s payment system FIRST. Once the transaction 

is complete, select VENDOR COLLECTED. 

 

 

 

 

 

 

 

 

 

 

 

Once an Invoice has a $0.00 balance, the RECEIPT button will appear.  

c 
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Select RECEIPT. You can print the customer a cash drawer receipt or email them a copy. YOU MUST PRINT THE CERT. NUMBER – this 

is the Customer’s official Registration Paperwork. Select CERT. NUMBER. 

 

 

 

Select PRINT. 
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To get back to the CUSTOMER SEARCH SCREEN, select the X to close the print window, then DONE. 

 

 

 

 

Select VEHICLE REGISTRATIONS from your sidebar, then EXIT REGISTRATION. 

 

 

 

 

 

Select CUSTOMER PROFILE, then BACK TO SEARCH.  

 

 

 

 

YES, IT IS A LOT OF CLICKS… BUT YOU WILL GET USED TO IT! 

DOWN THE ROAD, THIS FINAL PIECE MAY BE SIMPLIFIED 

 


