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1.1. ABOUT THIS GUIDE

This guide describes the modified Bill Creation feature of the Fleet/Rental Online Services
web application. Using this guide the users will be able to search for and view all of their
outstanding violations, place them into a multipurpose cart, and create a bar coded bill that
may be mailed or brought in to a Business Center for payment.

1.2. INTENDED AUDIENCE

This document is meant to serve the registered Fleet/Rental Program participants.

1.3. REVISION HISTORY

With the latest Fleet/Rental Online Services upgrades, introduced “shopping cart” (Cart)
functionality that will:

e Temporarily store selected violations
e Allow users to add or remove selected violations

e Allow users to select items from the cart for specific processing: payment via e-check,
bill creation, or to request a hearing.




Please follow the Step by Step instructions on how to create a bill. Please note: the screens in the final product may look slightly different

from how they appear in this document.

Step by Step: How to login to Fleet/Rental Services application
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Step by Step: How to login to Fleet/Rental Services application

From the Fleet/Rental Online Services page,

3. Click the menu button. This

launches the Fleet/Rental Logon page.

Search Email Updates Contact Us

Residents Business Visitors Governmaent Office of the Mayor

Fleet/Rental Online Services

The New York City Department of Finance welcomes you to the Fleet/Rental Program Onling Services
ome page. Using this site, enttities already enrclled in the Flest/Rental programs can obtain important
nfermation enhine and perform a vanety of tasks, includmng: enrolling and terminating license plates,

wviewing cpen wiclations, creating bills and requesting haarnings.

Use the adjacent Enroll button to enrcll in the gnline services program. If you are already ennclled,
use the adjacent Logon button to begin your session.

For additaonal information about this site use the FAQs button or the Contact Us button to reach us
with questions, suggestions, or any other requests.

ThiE wad 8i0e of Sadpaed [0 wirk progeny of Netscass Communscatns 4.7 § wg, and [ntemel Explorer 0 & wp wad browses
itk Jvafonps enabied

Ga te Finance Homae | WYC.gov Home | Contact Us | FAGS | Privacy Statement | Site Map

Search NYC.gov:
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Step by Step: How to login to Fleet/Rental Services application

From the Fleet/Rental Logon page,

Search Email Updates Contact Us

) ] Residents Business Visitors Government Office of the Mayor
4. Enter your User ID in the User Name field.

Fleet/ Rental Logon

5. Enter your current password in the Password
field.

Se h
SR Flease enter your Pser Mame and Password and chick the Login button in order to access the

Rental/Fleet Commeroal Collections Program Online Services,
Check Plates

6. Click on the w28 hutton. Your user name

and password will be verified by the system and

If your agency is not yet enrolled on this web site please click the Enroll button in the left-side bar
it order to create your user profile and toe enrgll into the Program Gnline Services,

Usesr Mamae: JOE =67 j o
Passwordz enrrnae ﬁ

Loginy {5}

Terminate Plates

the Security Code Verification page will be i

Add User
displayed.

Change Status

Eddit Profile
Forget your User ID or password? Click here and wea'll email 8 to you.

Contact Us : _
Go to Finance Home | MYC.gov Home | Contact Us | FAQs | Privacy Statement | Site Map
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Step by Step: How to login to Fleet/Rental Services application

From the Security Code Verification page,

Search Email Updates Contact Us

7. Enter your security code in the Security Code | Residents @ Business @ Visitors @ Government ° Office of the Mayor
field

Security Code Verfication

Please enter your Agency Security Code and click the Login button in order to access the
Enroll Plates Rental/Flest Commercial Collections Frogram Online Serwices,

8. Press the «24I0J putton. Your security code

will be verified by the system and the FLEET OR Check Plates e i @

Terminate Plates

RENTAL SERVICES HOMEPAGE will display.

Leginy
, . Aeatement
Note: Based on the user’s profile, the system o-— AR ——
displays either the “Fleet” or “Rental” header. i o RE N el sk .
If you are the Agency Account Administrator: Click here and we'll email it to you.
If you are the Agency User: Contact your Agency Account Administrator to
Edit Profile obtain the Security Code.,

Contact Lk
o to Finance Home | NYC.gov Home | Contact Us: | FAQS | Privacy Statement | Site Map

Log out
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Step by Step: How to search for and view the outstanding violations

From the Fleet Services Homepage, NY Search | Email Updates | Contact Us
9. Click the m menu button — Residents © Business @ Visitors : Government :@ Office of the Mayor
to launch the search option dialog sems: 0 Fleet Services Homepage
box. Agency: AUDIO VIDEO SYSTEMS INC  User: JOE357

Click the icon
to view cart

Welcome to Fleet/Rental Online Services

The following functions are available by clicking on the corresponding button to the left:

_E_illql.’I- t— -Search for open violations to request a hearing, create a bill or pay selected violations
ERSREES -Enroll New Plates in the Program

Check Plates -Check Plates
Terminate Plates -Terminate Existing Plates

-View Reports
-Submit Annual Certifications
-Manage your web account by adding users, changing your "status” or editing your profile
-View frequently asked questions about this site

= = -View program updates
Change Status -Reach us with questions, suggestions, or any other requests

Ry krabiis Only authorized personnel are permitted to perform these functions.

Contact Us

Go to Finance Home | NYC.gov Home | Contact Us | FAQs | Privacy Statement | Site Map
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Step by Step: How to search for and view the outstanding violations

From the Fleet Search page,

Search Emdnl Updates Contact Us

10. Click the appropriate radio button to Residents Business Visitors Gowvernment Office of the Mayor

select the type of search: Fleet Search

e All agency plates — - Agency; AUDIO VIDEQ SYSTEMS INC User: JOE357 Service; Search

Erroll Plates

¢ Individual plate Check Plates

. . . To view unsatsfied viclations, select a search option and click the Search button,
e Individual violation number Reports To view all unsatisfied violations, please use the Return All Agency Plates option.

11. Click the button to activate

the search.

(=) Return All Agency Plates

Change Status

) search by Plate Select one of

pateunver e

Plate State:

Edit Profile

Cordact Us

Plate Type:

) Search by Violation

Vielation Numb.er _
[Seareh) 63

Ca to Finance Home | NYC.gov Home | Contact Us | FAQs | Privacy Statement | Site Map
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Step by Step: How to search for and view the outstanding violations

If “Return All Agency Plates” search option
was selected, all registered plates will be

shown on the Agency Plates Result screen.

12.

13.

14.

15.

16.

17.

Click the down arrow from

how | 30 | i .
oo #1175 | drop down list to

select the number of rows you would like

to have displayed per page.

The total number of pages in the footer
will change based on the value selected

from the “Show entries” drop down list.

Select one or more plates by clicking the
individual check box(s) or Select check
box to view unsatisfied violations

associated with each plate.

First Previous Mext Last

Click
pagination buttons to manipulate through

the result set.

Click the button to activate

the search. It will transfer control to the

VIOLATION SEARCH RESULT page.

Click the 22} pytton to return to the

main FLEET/RENTAL SEARCH page.

Items: O

1

Click the icon
to view cart

Enroll Plates

Check Plates

 Terminate Plates
Reports
Abatement
Add User

Change Status

Edit Profile

Contact Us

Residents

Agency: AUDIO VIDEO SYSTEMS INC User: JOE357

Business

Visitors

Search

Government

Email Updates | Contact Us

Office of the Mayor

Agency Plates Result

Service: Search

To view unsatisfied viclations, please select plate(s) and click the Search button. Click
the Back button to return to main Search page. To view all unsatisfied violations, select

all plates.

NN

Show 30 ¥ entries

Select

(5 T O PR - ]

U -

SEEEEEEEE EE

11

&

Plate Number

MY

Type Internal Plate
Yp Number
N

HY2405 COM
89026AP NY COM
16124JE MY COomM
53077JA MY COM
20217AN NY COM
4264TA) MY COM
65480JN NY Com
VZ5847 NY COM
T118BY MY PAS
VERYFAST NY PAS
23774AD MY COM b

>

(ren ] {3 (o)

emfo
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Step by Step: How to create a bill

Contact Us

Email Updates

Office of the Mayor

Search

From the Violation Search Result page,

Government

Visitors

Residents Buginess

Violation Search Result

18. Check off the boxes in the Select
column for the violations you would

Agency: AUDIO VIDEO SYSTEMS INC User: JOE357

To Request a heanng, check off the boxes in the Select column for the violations you would like to include in your
hearing request. Once all the viclations have been selected, click on the Request Hearing button located at the
bottom of the screen.

like to add to the cart.

19. Once all the violations have been

To create a bill, check off the boxes in the Select column for the viclations you would like to include in your bill. Once

g
:

all the v-o 75 have been selected, click on the Create Bill button located at the bettom of the screen.
. Add To Cart RRG
selected, click the button .
m Sele: Plate state | Type Violation Violation Description * Judgment lount Hearing| ECF
NUmber e Number i Entry Status | Detail
located at the bottom of the screen.
$10 Pre.
1 = Penalty  CTM5318 MY 7712614003 mp";_'g:ir‘slﬂﬁr a2 $65.00 b
. . m Warning!
20. The system adds selected violations P $i0 prec
SR 2 B | Pematy cTMS318 MY  Pas 777891082 0‘“”"'5‘:"1.::’“‘3'””“' 8712 $55.00 e
Items: 20 m Warning!
- 520 Pres A el : e
to a cart. The Cart ECOU nter will 3 @ | Penaty 1s120E My coM  13assrerg NOSTANDRISENECTRUCK gy 59500 e
Warnina! =
. $20 Pra .
be Updated as items are added and 4 B | Penaiy 16124/ mY  cOM  7o0p7anpes MO STANOINGLREC TRUCK B2 9500 b
AWarming!
= . i . FAILURE TO STOP AT RED ! d = View
removed from the cart. s = TO57SIZ NY  COM 5062716597 s szenz  THencr®  s7so00 e
e} Aemie.  wases - e s A OVERTIME PARKING-MUNI o oian cos nn Vies ¥
»

21. To search for more violations, click
{gﬁfm m

e g button. It returns control

the previous page.

22. To view the cart contents, click the

Cart icon located on top of the page.

The CART page will display.
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Step by Step: How to search for and view the outstanding violations

The Cart page displays:

23.

24.

25.

26.

27.

The total number of items in the cart

The total amount the user has

selected for payment

To add more items to the cart, click

i vore s ot PR

return to the search result from the

previous page.

To remove selected items from the
cart, click the

button.

To create a bill, click the
button. Control is passed to the Bill

Preview page.

Cart

[tems{ﬁ}

Agency: AUDIO VIDEO SYSTEMS INC
Click the icon
to view cart

Selaect violations below to perform any one of three options: Pay by e-check,
Create a Bill, or Request a Hearing. Unselected violations will stay in the Cart
unless removed or until expiration of the current session.

Check Plates

Terminate Plates

Add More Items to Cart Remove Items From Cart

1 TOS75JZ NY COM 5062716597  FAILURE TO STOP ATRED LIGHT  $75.00
EIIAESEALES 2 T0575JZ NY COoM 7037302375  OVERTIME PARKING-MUNIMETER  $85.00
Edit Profile 3 705762 N COM TB24773760  OVERTIME PARKING-MUNIMETER  $65.00
FAQs 4 25194MA NY COM 7337834690  OVERTIME PARKING-MUNIMETER  $65.00
5 = 25194MA MY COoM 7712614258  INSP. STICKER-EXPIREDMISSING  $55.00
[ O 25194MA NY COoM 7706151487  INSP. STICKER-EXPIREDMISSING  $85.00
7 O 25194MA MY COM 7327447520  INSP. STICKER-EXPIREDMISSING  $65.00
8 O 25194M4 NY COM 7709487233  NO PARKING-STREET CLEANING  $65.00
9 |:| 25194MA MY oM TT09487245 INSP. STICKER-EXPIREDMISSING S65.00
10 m| 25194MA Y COM 7993951409  OVERTIME PARKING-MUNIMETER  $65.00
1 D 2519404 MY COM 7659245895 OVERTIME PARKING-MUNI METER 565.00

User: JOE357

[ More Info |
a
Ttems: ﬂ Amount:

>

Request Hearing
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Step by Step: How to search for and view the outstanding violations

The Bill Preview page displays
violations that were selected for payment
from the Cart page. The user should

review and then confirm the selections.

28. To add or remove violations from the
bill, click the button. The

system will return control to the CART
page where you can modify your

selection.

29. To initiate the bill creation process,

click the | Confirm and Pnnt Bill |

button.

Items: 20

1

Click the icon
to view cart

Enroil Plates

Check Plates
Terminate Plates

Reports

Add User

Change Status

Edit Profile

Contact Us:

STEP ONE

Bill Preview

The following violations will be included in your bill. Please review your selections. To add or remove violations, click
the Cancel butten to return to the Cart page where you can modify your selection.

STEP TWO

Create your bill by clicking on the Confirm and Print Bill button at the bottom of the screen, This bill is valid for 30
days. An email confirmation with a bill number will be sent to you.

1

7057542 NY
2 TO575JZ NY
3 T05T6JZ NY
4 25194MA NY
5 25194MA NY

com

COoM

CoM

CoM

COoM

5062716597

7037302375

7824773760

7337834690

7712614258

FAILURE TO STOP AT RED
LIGHT

OVERTIME PARKING-MUNI
METER
OVERTIME PARKING-MUNI
METER

OVERTIME PARKING-MUNI
KETER

INSP. STICKER-
EXFIREDMISSING

I Confirm and Print Bill I [ Cancel I

Go to Finance Home | NYC.gov Home | Contact Us | FAQs | Pnivacy Statement | Site Map

05/29/2012

05M7/2012

061212012

06/0812012

061082012

Total Amount Due for ems: $335.00

Plate Al . - g Total
m Vipistios Hesabes Vidiution Desbrluu““ m

§75.00

$65.00

$65.00

$65.00

$65.00

Total Amount Due for ltems: $335.00
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Step by Step: How to search for and view the outstanding violations

The bill is displayed with an option to
print.

30. Click the [E button to print the
bill. The bill can be mailed along with
the payment to:

NYC Department of Finance
Fleet/Rental Unit
66 John Street, 3rd floor 10038,
New York, NY

or brought in to a Business Center for

payment.

Items: 15

1

Click the icon
to view cart

Enroll Plates

Check Plates Location: Internet

[Terminate Plates

Total
Number

Reports
Abatement of

Add User 2160 5

Ehangé Status

Edit Profile
FAQs

Confact Us

Log out.

Residents

Search

Business Visitors

City of New York

Fleet/Rental Violations Bill

Bill Mumber: 0000013752

Total
Base
Fine

$310.00

Agency

Ise 3
D User Hame

Violations

FOABC SMITH, JOE

Salect Printer

[E] Add Printer

" {JORDST650_001

<

Status:
Location:
Comment

Ready
Page Fange
oY

O Pages 1

page range. For example, 51

Government

Enter either a wﬂemaerm?er or a single

Email Updates | Contact Us

. Office of the Mayor

0000013752

Bill Date: 11/26/201:
Bill Expiration Date: 12/26/201:

Total Total
Penalties Reduction
8 4

Interest Payment

$25.00 50.00

Total
Amount
Due

$335.00

Lexmark E:
Lexmark E:

>
Dot
Fing Printer,
Number of copies: |1 -

e
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Step by Step: How to search for and view the outstanding violations

31. A Fleet/Rental Violations Bill will

Search Email Updates | Contact Us

display a summary line representing = Residents Business : Visitors : Government : Office of the Mayor
all the violations selected from the e
Cart page and the amounts due for EE i
Pag City of New York
all associated fines, penalties, o' Fleet/Rental Violations Bil
interest, and reductions. 0000013752
. Note: The bill is valid for 30 days. EQmIRRASE Bill Number. 0000013752 _ Bill Date: 11/26/201
However, penalties and interest will Check Plates  [RASRRi S Epaaion Dake: 121261201
continue to accrue until you submit Terminate Plates
pay ment Repm;ls Total Total Total

Humber = Penalties Reduction

of User Hame - 8 5

Violations Interest Payment
FOABC SMITH, JOE 5310.00 525.00 50.00 $335.00

Abatement

Add User
Ehange- Statﬁs

Edit Profile

Page 15 of 16



Step by Step: How to search for and view the outstanding violations

32. An email confirmation with Bill and From: nycserv@finance.nyc.gov [mailto:nycserv@finance.nyc.gov]
Sent: Tuesday, November 26, 2013 12:59 PM

. . . . To: Smith, Joe
VIOIatIon Detalls WI” be sent to Subject: This is your Fleet/Rental Violations Bill Confirmation
the email address provided by the
user during their enroliment to City of New York
Fleet/Rental Online Services FLEET | RENTAL VIOLATION BILL

website.

A bill has been generated from vour Fleet/Fental account with the following details:

Bill Number: 0000013732 Bill Date: 11/26/2013

Location: Intemet Expiration Date: 12/26/2013

Bill Details

Agency ID: Total Base Total Penalties & Interest: Total Feduction and Payment:  Total Amt Due:

FOABC Fine: 525.00 $0.00 $335.00
$310.00

This message has been automatically generated. Please do not reply to this message.

Instructions:
1. To pay this bill, mail it along with vour pavment to:
NYC Department of Finance
FleetRental Unit
66 John Street, 3rd floor 10038, New York, NY
2. If you would like to pay in person, please go to a Cashier Window at any Payment Center

3. This bill is not proof of payvment. Penalties and interest will continue to accrue until payvment is
received.

This bill is valid for 30 davs.

If vou have questions, please email the FleetRental program at: fleetrental@finance.nyc.gov .

Violation Details:

# Plate Number State Tvpe Violation Number Violation Description Issue Date Total Amount Dy
L. TO373IZ NT COM 3062716397 FAILURE TO STOP AT RED LIGHT 05-29-2012 §73.00
2 TO373IZ NT COM 7037302373 OVERTIME PARKING-MUNI METER. 05-17-2012 $63.00
3. TO5T6JZ NT COM 7824773760 OVERTIME PARKING-MUNI METER. 06-12-2012 563.00
4. 25194MA NT COM 7337834690 OVERTIME PARKING-MUNI METER. 06-08-2012 $63.00
3. 25194MA NT COM 7712614258 INSP. STICKER-EXPIRED/ MISSING 06-08-2012 563.00
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