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ePART Log in Page:

ePART stands for Electronic Permit, Audit, Registration, and Tax.

Welcome to ePART Applicatio

|

Forgot Password?

@ Microsoft Internet Explorer: 11.0
Adobe Acrobat version: 10. +
&' PopUp blocker is disabled. +

O Disclaimer:

Use of the Montana Department of Transportation Web site ("Site") is governed by the
following terms, conditions, and disclaimers (“Terms"). Users of this Site agree to...
Details

Above in the Yellow Highlighted area, make sure that all three areas are
marked with a green check mark. If the popup blocker is not disabled, this
will impact how you see items in the ePART Application.

Pop Up Blocker:
When asked for the Pop Up Blocker — go to Options for this site and chose
“Always allow”.

Always allow

' Intemet Explorer blocked a pop-up from *.epartuat.celtic-host.com. Allow once Options for this site ¥ ] More settings
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Google Chrome Issues:

Google Chrome has given MT users some issues when it comes to the
payment screen with Montana Interactive (MI). Make sure that the MI
Receipt is closed and that you continue back into the ePART Application.

Emails from mt.gov:

If you believe that you should have received an email from an mt.gov email
address, please check your spam/junk folder.

Information on password resets:

Your new password must adhere to the following rules:

e Password must be at least 8 characters long.

e Password must begin with an alphabetic character.

e Password must also contain at least one numeric character or one of the
following special characters: $ # or _.

e Password cannot contain your account number.

e Password cannot be reused within 60 days or 6 password changes

In the ePART system the following applies in regards to passwords:

e You will have 5 attempts to insert your User ID and/or password

e If you use all 5 attempts your account will be locked and will require the
MDT system security officer to reset the password.
o If the MDT system security officer resets the password you will be

required to enter a password and reset your secret questions.

e If you click “Forgot Password” you will be required to answer your secret
question to get to the change password screen.

e If you select "Change Password” from within the system you will be
required to enter your old password, enter a new password, and change
your secret question.
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Retract / Expand Window:

ePART Application - Enterprise Level

User Dashboard

Pending Transactions

Enterprise
Account No.
IRP

IFTA

Permits

Clicking on this E will retract or expand the left side window.

By hovering over the side panel, the panel pops to the side and hides again
when the cursor is moved.

User Guide- ?:

If you see a question mark “?” on the system, users can click on this and it
will take the user to the section of the user guide for the system that the
user is in.

o
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Wrench - View:
Pending Transactions

USER VIEW CUSTOMER VIEW

Daily Activity Lo

Y ttos = Customer Summary m

Trans )
Daily Inventory Usage m
and Availability IFTA Summary m
Pending Transactions m Accoun IRP Summary ﬁj
Deposit Revenue [ on Pending Transactions
Generated g m
Transaction Statistics m Permit Summary m
The User VIEW is for Internal users. The Customer VIEW is for Internal

and External Users.

The wrench found on the right-hand side of the screen will help the user
show what transactions are done during the timeframe. Take some time to
get used to what each of these items do for you as a user.

Customer Dashboard: User searches on the account number, and then will
click on the account number.

This area will show users if they have pending transactions and allow the
user to continue from this area. Below is an example.

Pending Transactions

Resume Account No. Legal Name Trans Desc & Status Trans Date
Service

m 34926 MCS TRUCKING COMPANY INC OF HELENA MT AVE # 001 # 03/2017 # 002 Open 08/15/2016
34926 MCS TRUCKING COMPANY INC OF HELENA MT 259709 # STO1 #08/2016 Invoiced 08/12/2016
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Payment Details:

For our External users, the system shows the following as payment types
accepted.

Payment Details

e

| v
\ Credit Card
E-Check
Enterprise Escrow —

For Credit Card and E-Check payments, the user needs to click on the
Electronic Payment button for entering the payment information.

If you have Escrow on your account, you will see this at the top of your
payment screen. This is the item you would click on under the payment
type section. Escrow must be the first payment type used.

The escrow will auto populate with the payment number and the amount as
shown below when it is selected as a payment type.

Payment

payer Account No.: Legal Name: [ MCS TRUCKING COMPANY INC OF HE DBA Name: [MCS B'S

Enterprise Escrow: | 275,00 IRP Escrow: IFTA Escrow:
m Cesaiiame m
455994 08/16/2016 MCS TRUCKING COMPANY INC OF HELENA MT IRP;AC#:34926;FL#:001;FLYR:2017;SUPP#:002 1235.79

Total Amount Due 1235.79

Payment Detalls

Coccs 1 romnc e Poymenc o
O [EnterpriseFscrow |14 [ 4 [ o

If taking an Electronic Payment type (credit card or electronic check), this
will add in another row automatically upon continuation from the Montana

Interactive (MI) Page.

Once the payment has been completed, this is when the payment type is
generated from the system and populates as shown below in the payment
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details section. This example shows the Enterprise Escrow and Credit Card
Payments.

Payment
Payer Account No. Legal Name : [ MCS TRUCKING COMPANY INC OF HELENA MT DBA Name: [ MCS B'S
Enterprise Escrow- [275.00 IRP Escrow IFTA Escrow
455994 08/16/2016 MCS TRUCKING COMPANY INC OF HELENA MT IRP;AC#:34926;FL#:001;FLYR:2017;SUPP#:002 123579

Payment Details

| Delete | | Add | | E\e((mthaymeml

Total 12357
Change

Over Payment

Net Amount Paid 1235.7

Electronic Delivery Type

Payment receipt Electronic Delivery type:[L_ |~

@ =) (=] 0

How to Print a Payment Receipt

Go to Operations / Finance / Reprint — Payment Receipt

Reprint Payment Receipt

Reprint

AccountNo.:| ] Payment Date: [ MM/DD/YYYY
Electronic Delivery Type: \D-PDF |V
o

Type in one of the fields above and proceed (For online users, this field is
automatically populated with their account number).
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Reprint

Payment Receipt

Reprint

m ——
51606

02/01/2017
51609 02/01/2017
51610 02/01/2017
51591 01/30/2017
51593 01/30/2017
51594 01/30/2017

Showing 1 to 6 of 6 entries

Select the Cart ID that you are looking for.

Account No.: | 34926

carte:[ ]
Electronic Delivery Type:

34926

34926

34926

34926

34926

34926

m sasttame m
Type

MCS TRUCKING COMPANY INC OF
HELENA
MCS TRUCKING COMPANY INC OF
HELENA

MCS TRUCKING COMPANY INC OF
HELENA
MCS TRUCKING COMPANY INC OF
HELENA
MCS TRUCKING COMPANY INC OF
HELENA
MCS TRUCKING COMPANY INC OF
HELENA

populate to your screen.

INDIVIDUAL

INDIVIDUAL

INDIVIDUAL

INDIVIDUAL

INDIVIDUAL

INDIVIDUAL

How to Search for an Existing Permit

517534

517539

517540

517516

517517

517518

Payment Date L/7/7 E:]

tegalName:[ |

PRMT;ACCOUNT#:34926;APP#:313995;PMTNBR:ST17028644;NO.OFPERMIT:1;SINGLE
TRIP PERMIT-NEW PERMIT

PRMT;ACCOUNT#:34926;APP#:314001;PMTNBR:TM17013291;NO.OFPERMIT:1,TERM
PERMIT-NEW PERMIT

PRMT;ACCOUNT#:34926;APP#:314002;PMTNBR:ST17028646;NO.OFPERMIT:1;SINGLE
TRIP PERMIT-NEW PERMIT

PRMT;ACCOUNT#:34926;APP#:313984;,PMTNBR:GV17003930;NO.OFPERMIT:1,GROSS
VEHICLE WEIGHT PERMIT-NEW PERMIT

PRMT,ACCOUNT#:34926;APP3#:313985,PMTNBR:ST17028642;NO.OFPERMIT:1;SINGLE
TRIP PERMIT-NEW PERMIT

PRMT,ACCOUNT#:34926;APP#:313986,PMTNBR:.TM17013287,NO.OFPERMIT:1,TERM
PERMIT-NEW PERMIT

First Previous 1 Next Last

The Payment Receipt will

On the Services / Permits Screen go to the Inquiry section.

Click on the Permit/VWA link.

Inquiry

Account
Application

Permit/VWA

With the account humber entered, the user can query on permits issued

from a date to another. (see Screen below)
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Inquiry Permit/VWA Inquiry

Search By
Account No. | 34926 USDOT No. ] nN: |
VIN Unit No. ] Vehicle Plate Number : |
Application No. Permit/VWA No.

From Permit Travel Date: [ M) To Permit Travel Date: | MM/

Issued From Date: (09/01/2016 [ Issued To Date: [09/21/2016

Legal Name DBA Name: |

Refinements &)

&= @
Il - O O el el el Pl sl - - R - N -l

vnucwe
P
e 34926 COMPANY s970 ﬁ‘g&;m' 278234 APPROVED STI6010701 ISSUED 2016 09142016 091612016 09142016  61LPB NEW PERMIT
INCOF
HELENA
MCS
TRUCKING UL
Tiee 34926 COMPANY won [ ™ 732 APPROVED ST16010699 SSUED 2016 09142016 03212006 0942016 61-1PB NEW PERMIT
INC OF
HELENA
MCS
TRUCKING
LETRIP
Tree 34926 COMPANY 992979 [ | 5&%?‘ 278231 APPROVED ST16010698 ISSUED 2016 091412016 092272016  09/14/2016  61-LPB. NEW PERMIT
INCOF
HELENA
MCS
TRUCKING
ee 34926 COMPANY 992979 I R PeRMT 278227 APPROVED TM16002145 SSUED 2016 10012006 03312017 022016 O NEW PERMIT
‘ NCOF ‘ : B & & & 2 € MCSHEADQUARTERS
HELENA

Showing 1104 of 4 entries First | Previous 1] Next | Last

The user can click on Permit to see the view of the Printed Permit; or View,
to see the screens of the permit.

Inquiry PermitvWA Inguiry

Search By

uspoTHa.: | ] ™|
Vericie e Number- [p815154
[——

To Permit Trawel Date. wooryyy | )]

0EA Namme
Refinements @
S O | O — |
ermit/WA Stat Apl [ ~
permit
Tees

St parmit vear
S 2016
G e £ e Fomi Snowing 115 1 6f 1 eniries
St Permit No. ST 1601070

If looking for a permit by a Plate Number, the user can enter this
information as well as the issued from and to dates.

This method of query, will also populate the Tree on the left-hand side of the
screen.

The fields that users can query on are VIN (the full VIN is needed), Unit No.,
Plate Number, Application No or the Permit / VWA no.

The Refinements button has also been clicked so further review of a permit
can be done.
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If you believe that you have an outstanding permit, see the Customer

Dashboard.

How to Change the Status on A Vehicle in Permitting:

If the VIN is incorrect on a vehicle, the vehicle status must be changed from
Active to End Date Vehicle.

The vehicle information should be re-input with the corrected VIN.

If any data changes on a vehicle besides the VIN, the information can be
updated. The VIN is the only field that is not updatable.

Note: Once the vehicle has the status change to End Date Vehicle, the
vehicle will drop from the list of vehicles for the account.

Vehicle Details

*Year: | 1993 *Make: [PETERBILT - PTRB v *Jur: [MT - MONTANA V|
#Vehicle Type: [TT - TRUCK-TRACTOR V] =R D - END DATE VEHICLE v|
o Update Another Vehicle

Updating Insurance Information on a Permit Account by the
company:

Go into Services / Permits
Go to the Account Section / Update Account

Scroll down to the bottom of the page and update the insurance information
and proceed through the changes.
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Edge vs. Internet Explorer

Microsoft Windows 10 will ship with two browsers: Internet Explorer 11 \)

and the new Edge browser e. (Note the differences of how the two
pictures look).

The Edge browser will be the default browser, and Internet Explorer 11 will
be available to support legacy workflows. The new Edge browser will not
have any support for ActiveX plug-ins. Therefore, the Acrobat/Reader plug-in
won't work with Edge.

Use Internet Explorer 11 to open PDFs.

Menu Finder:

At the top of the screen is the Menu Finder (more detail below)

The shopping cart. This will display a number(s) for how many items the
user has put into the shopping cart. The benefit of paying by shopping cart,
only one payment would be made for the transactions done at that time.

Logout - to logout of the ePART Application.
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Menu Finder — Search Result:

Search Result

Change Permit Issue Location
Operations / User Management / Location / Change Permit Issue Location

CUSTOM COMBINE PERMIT
SERVICES / PERMITS / APPLY FOR A PERMIT / CUSTOM COMBINE PERMIT

Daily Permit Production And Revenue
Services / Permits / Reports / Daily Permit Production And Revenue

GROSS VEHICLE WEIGHT PERMIT
SERVICES / PERMITS / APPLY FOR A PERMIT / GROSS VEHICLE WEIGHT PERMIT

The Menu finder is where a user can query for a specific item. Above,
“permit” has been queried upon. Above is a sampling of what was returned.
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