Bulk MVR Process Instructions
Update Instructions 6-16-21
Update Instructions:

Be sure the application is not running.

Locate and rename the current mvr.jar file to something different (e.g. mvr_eol_20210602.jar).

3. Download the MVR application file (GAPT Website Zip Folder)

4. Save the downloaded file to the application folder

5. Launch the application and confirm the version number (listed in the banner near the top of the application).

Update Password Instructions:

After updating the application, update your password, following these steps:

1. Go to the options, and use the new "Show" button to verify that the password saved is their current password.

2. Then proceed to the "Change Password" function to attempt to change their password.

3. If they receive the "security token" error message, then they will need to have DDS IT reset their password (and repeat steps 1 and 2 with the new password).

4. Contact person for DDS IT email Bhamini Patel, BPatel@dds.ga.gov.
To all users:

This software was developed by Gwinnett County Public Schools (GCPS) to allow us to run bulk MVRs on our drivers.  With over 1800 drivers, this process saves us a tremendous amount of time, both on processing and reviewing the MVRs.  This software was developed based on GCPS’s specifications and is being provided to you as-is and free of charge.  If you need to modify or change the software, you will need to do that in conjunction with your Information Management Department.  GCPS will not support this product beyond the copy you have been provided.

If you have questions on how to run and use this software, please feel free to contact, Samantha Thorpe at:




samantha.thorpe@gcpsk12.org






Or





678 226 7011
1.   Are You Set Up As a DDS User & Do You Have Gateway Credentials?
· For you to be able to run the Batch MVR process you need to already be set up with DDS to be able to run MVRs on their website.  You should already have an Agency ID and a User ID.
· If you do not have an Agency ID and User ID you will need to process the paperwork with DDS to be authorized to use their web and process bulk requests.  You can obtain all the applications at the following web address. https://onlinemvr.dds.ga.gov/mvr/auth.aspx
Gateway Credentials

· Ensure you have Webservice Network Credentials to access the MVR Webservice.

· You will now have a separate Gateway Credentials USER ID and Password for each Agency ID.  *This credential is separate from the User logon.
· Gateway Password will have to be updated every 30 days.  
· Email Bhamini Patel (DDS IT) BPatel@dds.ga.gov for Gateway credentials setup.
2. Create or download a list of drivers into an Excel File

· The following is how the excel file should be formatted.
	Driver Name
	Sex
	Birth Date
	Driver Lic

	MOORE, GARY WAYNE
	M
	1/20/1959
	10896060

	SMITH, JIMMY JOHN
	M
	2/11/1962
	50739921


· Make sure each column and column header is in the proper format.
· Your list should include everyone you want to run an MVR on.
· Do not worry if the license number starts with a 0.  It will not show up in the excel file but the program will automatically configure the number when it sends it to DDS.

· Save the file with a name you will recognize such as MVR Jan 22 2021.

· The excel file extension should be xls or xlsx.
3. Download MVR software first time – Current Version is 2.0.2
· From the GAPT Website.   www.gaptonline.org   Copy the MVR software folder to your desktop.  

· The first time you run this program select the file mvr.jar.  This will get you an option dialog pop up asking you to configure your software.
4. Configure the Software for Your Account.

· If you did not get the open dialog screen when you started then go to the tools tab and select options.  An options screen will pop up. (See Screen Shot)
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· Ensure you have Webservice Network Credentials to access the MVR Webservice.
· You will now have a separate Gateway Credentials USER ID and Password for each Agency ID.  *This credential is separate from the User logon.
· Gateway Password will have to be updated every 30 days.

· Email Bhamini Patel (DDS IT) BPatel@dds.ga.gov for Gateway credentials.

· Enter your Agency ID and User ID.

· Enter Gateway USER ID and Gateway Password.

· You will then need to update the Web Service Endpoint if it is not already inputted:
   

https://ws.drives.ga.gov/WebServices/NA/GSP/MVR/Inquiry/
· You may need to enter your proxy host if your school system has a firewall.  (Most systems do not need this) Please contact your Information Management Division to get your proxy host.

· Select apply after completing the above steps.
· Close all screens of the program.

· You are now ready to run the software.
5. Opening MVR Software After First Configuration
· Select RunMVRClient.bat file.
· Most will get two screens.  The first screen will be black and show all the data as it is running.  Do not close this screen until you are finished with the whole process.  If the black screen does not stay visible, go to page 5 MVR Software and Java.  Do not worry, the software will still run.  Instead of selecting the bat file, open the mvr.jar file. The second screen is where you will run the program.  (See Screen Shot)
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6. Running the MVR Software

· Select the input file.  Use the browse button and select the excel sheet you just saved.

· Validate file by hitting validate in step 2 of software.  This will verify the file is in the proper format.
· Select output location.  Normally your desktop or the same location you have saved your excel sheet.
· Validate Web Service.  This will check to make sure it can connect.  If the password has changed, it will give you an error msg and you will have to correct the password in the Tools tab of the software.

· Send data - You will be able to watch the files be sent.  Normally it will run about 100 MVRs every two minutes.  Sometimes when there is heavy traffic it may stop partway through and resume again after 15 minutes.
· The new process is a little bit slower than it used to be, but still much faster than running MVRs one at a time.

· After it is complete, you will need to create a report for each option in step 6 of the software.  You will need to select each option one at a time and hit Create Report.  Once the report is finished, being created you will have a popup screen that says it is complete and you can then hit ok and move on to the next report.  That will create a PDF for each report.  (See Screen Shot) 
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· Once you have completed running all the reports you should have six PDF reports.
7. Congratulations, You Have Run the Software Successfully.

· Now it is time to review and analyze your reports and MVRs.

8. Bulk DMVR Request Errors - Report

· This report will list all drivers that an MVR did not run properly.  The information that you have on that driver in the excel file does not match the information that DDS has on that driver.   Most likely, the driver has changed their name or has a new License number and has not informed you of the change.  Ask your driver to provide you a copy of their driver’s license so you can run an MVR on them manually.

9. Citations on DMVR Response File Causing Review  - Report
· This report will give your raw numbers on how many of your drivers have citations for the more serious traffic violations.  It provides a general overview by citation type for your driver corp.

10. Citations on DMVR Response File Not Causing Review – Report

· This report is similar to the other report but they are for citations that are not viewed as serious.  Once again, it is a general report.
11. DMVR Responses Requiring Review – Report

· This will contain an MVR for each of your drivers that have a citation on their record or may have their license suspended.   This is the most critical file to look at and make sure your drivers should still be allowed to drive.

12.  DMVR Responses – Expiring Within 90 Days - Report

· This report will provide you with everyone whose license will expire or medical certification will expire within 90 Days.
13. DMVR Responses – All Requests -  Report.

· This is a complete report with one MVR per driver.  It includes everyone you submitted and was recognized by DDS.
14. Last Steps

· After you have created and reviewed all your reports to include running individual reports on drivers that failed to run the first time, burn all the files to include the excel spreadsheet to a disk.   You are required to run MVRs twice per year and you should keep an electronic version of your two main runs every year.
MVR Program and Java
For the program to run you need to have Java installed.    The RunMVRClient.bat will also be looking for JAVA.exe in Windows Sys 32.   If your Sys 32 does not have Java, it will not allow you to keep the black screen open when you launch the bat file.  

If you have JAVA on your system it will be in your Program Files or Program Files (x86).    Open the folder called Java - you will then have another folder.  Ex. Jre7    Open that folder and then open the Bin Folder.  You will then fine Java.exe.   Copy that file and put it in your Window Sys 32 folder.
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