LOIS Manufactured Home System
Section T - Transporter

Manufactured Home Ownership Tracking
And Dealer Licensing Shift to Building Codes Divisin

Effective May 1, 2005, responsibility for maintaigiownership and siting information for
manufactured homes will be transferred from theddepent of Motor Vehicles (DMV) to the
Building Codes Division (BCD). BCD will also licee and regulate manufactured home dealers.
Homeowners and other interested parties will ngdéorcontact DMV with manufactured home relat
questions. Instead, most transactions will takeght the county assessor’s office, which will be
acting on behalf of the division. A second notldeachange is that instead of titling a manufacture
home like a car, the owner or secured party intérasler will receive an “Ownership Document”.
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LOIS Manufactured Home System

The Building Codes Division has designed the LOI&Mfactured Home System to track a home a
moves from manufacturer, to dealer, to the intiaher, and any later resale. The system will ling

parties identified under “Roles” below, and createntral database of information. Users will asce

LOIS through a web-based application, thus elinmgamost of the paperwork and delay from
transactions for everyone involved.
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LOIS System Features

Maintain siting and ownership information for maactiured homes sited in Oregon

Generate official documents including the ManufestiCertificate of Origin, the Ownership
Document, and Trip Permit

Provide real-time access to data for update anglubut

Limit access to authorized users and customizetiumadity based upon the specific user group
Allow sophisticated data reporting tools

Benefits of the LOIS System

Dependlng upon the user, LOIS will allow an indivéd to:
Record ownership information quickly, with less papork
Access the system day or night — anywhere you bavaternet connection
Search for ownership and security interest inforomat
Record and track secured interests online
Purchase and print trip permits online
Generate reports that you can use to track youk wor

Roles and Responsibilities

Generally, the roles of each of the user groupisid®c

Building Codes Division
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Regulate access to ownership system

Process problem transactions and transactionsroo¢gsed by others

Notify owners and interest holders when ownershginges are made
License and monitor MFD dealers and enforce statdiimensing requirements

Manufactured Home Manufacturers

Initialize new homes in the system
May generate Certificate of Origin
May use LOIS System for Federal 302 Report

Dealers

Record ownership of new and used homes
Record siting of new and used homes
May purchase trip permits

Lenders

Record security interests
May release, assign, or subordinate security iatere

Title/Escrow

May execute transactions on behalf of dealers dengrivate owners, and satisfy the roles &
requirements of those user groups

and

Transporters

Purchase trip permit
Report delivery of home

Counties

Process any transaction listed above
Approve and confirm exemption status
Process problem transactions

LOIS SYSTEM BASICS

Logging onto the LOIS System

Step 1: Each time you open the LOIS system, you must emater User Nameand
User Name Password Your user name and password will be determinédeatime you
And establish yourself as a System User.

Password




LOIS Manufactured Home System
Section T - Transporter

After you have entered the requested informatielgcsLogin.

Step 2:
Start Page

SelectLOIS Start Page
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Step 3:
Application

If you want to transact any business in the LOISey, you must select
Manufactured Housing Application. If you selecManufactured Housing
Application (Read Only) you will not be able to process any transactibns will
be able to look up information. Once you havedetbthe appropriate application
your LOIS Home Page will appear.

Your LOIS System Home Page

Your Home
Page

Notice the menu at the left of your screen. Thigaur main system menu and will
remain visible during all transactions. Noticettbame of the options on this menu
are “grayed out”. This means that these transastaoe inactive. There must be
another transaction performed before these transaotill become active. For
example: trip permits cannot be purchased urgilels a home identified and an
intended site for that home has been entered (eaw®dler inventory). Once the
home has been identified and an intended siteexhteto the system, the

Permit Purchase transaction will become active. TPermit Completion
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transaction will become active only after a permais been purchased.

Search

Most transactions will begin with a search for gagticular home the transaction
applies to. So, thBearchoption has been placed at the top of your meruenE
when adding a new home, you should f8sarchthe LOIS system to reduce the
possibility of duplicate data entry.

Transactions

The next set of options will be used to conducirmss within the LOIS system anc
are listed under the headilgansactions Notice that the options listed here are
grayed out. This means that these transactionsactve. Once a home has beer
identified (through th&earchoption), these options will become active.
Transaction options includd?ermit PurchaseandPermit Completion.

See sections below for more information on thesmog.
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Reports

Several reports have been developed for your easadking your transactions
within the LOIS System. If you need a report tisatot already included in the
LOIS System, talk to Building Codes Division abadting a report to meet your
needs.

Help

This will direct you to the user manual for referen

Home Page

Selecting thdHome Pageoption from anywhere in the LOIS System will briyau
back to this screen.

Any transactions not saved or processed beforetsedehis option will be lost. Be
sure you have saved your work, or decide not te yaur work, before selecting th
option.

Exit

The last option on your main system menu is fotimxithe LOIS System. See
instructions below for how tBxit the system.

User Group

The very last item on your main system menu isidn@e of the User Group you ar
logged in as. If you are ever in need of techrscglport, the first question you will
be asked is what User Group you are in.

Navigating the

LOIS System

Home Page

If you find yourself lost within the system, sim@glectHome Pagefrom your main
system menu at the left of your screen and the L&t8em will return you to this
starting point.

Remember that any transactions not saved or pred¢egd be cancelled by
returning to youHome Page

Transaction
Screens

All transaction screens utilize “tab” functionalityrhe following screen is an
example only, yours may look different.

As is mentioned above, yohtome Pages the starting place for most transactions.

D
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Notice the “tabs” at the top of this screen. Thiads are used throughout the LOIS
System for easy navigation. You can conduct tretieas within all tabs before
saving or processing your work. Or, you can cohthansactions within a single

tab.
Logging Off the LOIS System
Step 1: The last option on your main system menkx#. Select this option when you have
Exit completed all transactions and are ready to logh&ffLOIS system.
Step 2:
Logout

SelectLogout and the LOIS system will take you out of the systéYou must log
back on to the LOIS system before conducting ahgraransactions.

TRIP PERMITS
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The LOIS System allows you, the manufactured honaa3porter to purchase Trip Permits and prir
those permits on your local printer. The Systefhaiso allow you to record the completion of the
permit.

Trip permits are needed for each section of a hioeneg moved, but do not have to be purchased a
same time. One person can purchase a trip pesnuie section, and another person purchase a t
permit for another section. One person can puechdsp permit for all sections simultaneously, or
during separate transactions. This is completellgeadiscretion of the purchaser.

More than one trip permit can be issued for eacti@eof a home, but only one permit for each
section can be completed.

Before a trip permit can be issued, a pendingmsiist be in the LOIS system. If there is no pending
site in the system, a trip permit cannot be puretias
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Purchasing a Trip Permit

Step 1: SelectSearchfrom your main system menu at the left of your 5@ktreen.
Find the
Home

Step 2:
Search
Criteria

The LOIS system allows searches on any or all@faélowing criteria: Home ID,
HUD Number, Serial Number, X-Plate Number, Owner Nane, Site Address,
andZip Code. TheHome ID, HUD Number, andX-Plate are all unique to an
individual home. Therefore, entering any one ekthas search criteria should res
in a single home list.
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Step 3: Once you have entered the search criteria, thelsean be initiated by either
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Perform selectingenter on your keyboard, or by selectigarchat the bottom of your LOIS

Search screen.

Search

Example
The above list is the result of a search for tlse dame of “Jackson”. This search
resulted in a several page list of possible hon#eid more search criteria to refine
the search results.

NOTE: There may be times when the owner name enteredhatsearch screen does not

appear in thérimary Ownercolumn on the results screen. When a search is
performed, LOIS will search all data in the databaslthough only the primary
owner name will be listed on the results screethafsecondary owner name matc
the search criteria, that home will appear in #wreh results.

nes
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Search
Example
The above single page list is the result of addirzgp code to the previous search
criteria. Simply adding this zip code reducedrémsulting list to a single page.
Step 4: When you find the home you are looking for, hightithe home and then look at th

Selecting the
Home

main system menu at the left of your screen. dfttbme has a Pendijte on
record, thePurchase Permit transaction will become active. If tReirchase
Permit transaction does not become active, you will naale to continue this
transaction.

e
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Step 5:
Identify the
Purchaser

SelectPurchase Permitfrom the main system menu at the left of your L&t®&een.

The LOIS System will populate thermit Buyer field with the name of the
Transporter logged onto the system.

If you have thd&’lacement Permit IDnumber from the county, enter the number,
otherwise, leave this field blank.

Notice that the rest of the fields have a yellowKzgound. This yellow backgroung

is used throughout the LOIS system to indicatel§ehat cannot be modified by the

system user.
The LOIS system will populate thesue Datewith the date of the transaction.

TheExpire Date will be calculated by the LOIS system pursuar®&R 918-550-
0600.

The Source AddressandDestination Addresswill be populated by the LOIS
system based on information previously enteredes@lraddresses represent the
current and pending sites for this home.

17

Step 6:
Identify the
Section(s)

SelectContinue Trip Permit Processat the bottom of your LOIS screen.

10
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Determine which section(s) you want to purchaseranft for based on the Section
ID number.

Use the drop down list to select theansporter. For every section where a
transporter has been identified, the system wilicghtheYesindicator to the right of
the Transporter field.

Double check th&esandNo buttons for accuracy.

Step 7:
Payment

When you are sure all information is correct, se@antinue to Paymentat the
bottom right of your LOIS screen.

11
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Notice the yellow background in most of the fietdsthis screen. The
yellow background is used throughout the LOIS sysés an indicator of fields that
cannot be modified by the system user.

Thelssue Datewill always be the date of the transaction.

TheExpire Date is calculated by the LOIS system according to O8E8-550-0600
TheTransaction Typefield will always be Permit Fee.

TheTransaction Feefield will be calculated by the LOIS system.

There are twdayment Methods to choose from:

a.Credit Card. This payment should be selected if the systezningends to give
credit card information for payment. When this Inoet is selected, the LOIS syste
will connect the system user to the credit auttadiin screen. The system user wi
enter credit card information as directed. Theesysuser will receive either an
authorization or a rejection of the credit cardipant at the end of processing. If 3
rejection is received, the system user will be oesgble for selecting another
payment method.

b.On Account. This payment method is to be used if the systsen has a
previously established account with DCBS and chetseharge the transaction fe
to this account. If this payment method is selctiee system will prompt the

system user to enter an account number.

12

m



LOIS Manufactured Home System
Section T - Transporter

Step 2: When all information is correct, seldetocessnear the bottom of your LOIS screep.
Posting
The
Transaction
The LOIS system will ask you to verify that you agady to process the
transaction. Sele@K to continue processing, @ancelto go back to the
payment screen.
Next Steps You can go on to perform other transactions, orgamureturn to yourdome Page

by selecting the appropriate transaction on thenrsgstem menu at the left of your
LOIS screen.

Completing a Trip Permit

Step 1:
Find the
Home

SelectSearchfrom the main system menu at the left of your LGt&en.

=]
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Step 2:

Activate

Transaction
When you find the home you are looking for, hightithe home and then look at tf
main system menu at the left of your screen. Tifip Permit has been purchased f
this home, th&ermit Completion option will become active. If thReermit
Completion option does not become active, there has beenmuatgairchased and
you will not be able to continue.

Step 3: SelectPermit Completion from the main system menu at the left of your LOIS

Select the screen.

Permit

Step 3: Select thé®?ermit Completion tab at the top of your LOIS screen.
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Complete
The
Permit

Check thePermit ID number on your printed permit against that showryaur
screen, they should be the same. If the LOIS syseshowing a different Permit I
number than what is on your printed permit, youehtine wrong home, go back an
perform a search to locate the correct home.

Section Move Statuswill default to Move Authorized. Use the drop doWist to
change this status ©ompleted.

The Source Addresswill default to the current site in the LOIS Syste If the home
was picked up from another address, over-writeSinerce Addresswith the correct
information.

TheDestination Addresswill default to the pending site in the LOIS Systelf the
home was delivered to a different site, over-wttiteDestination Addresswith the
correct information.

Use the drop down list to select theansporter. If the Transporter was selected &
the time of the permit purchase, the LOIS systethdefault to that Transporter.
Make sure the selection is correct.

Enter the date the section was picked up from thec® Address in thBection
Removal Datefield.

Enter the date the section was delivered to theiix®n Address in th€ection
Delivery Datefield.

Step 5:
Post the

When all information is correct, seld@tocessat the bottom of your LOIS screen.

=
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Transaction

Next Steps

You can go on to perform other transactions, orgamreturn to yourome Page
by selecting the appropriate transaction on thenrsgstem menu at the left of your
LOIS screen.

16




