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What is e-Licensing?

e-Licensing is an electronic web-based system that enables residents of New Brunswick and non-
residents to purchase licenses and apply for draws for angling, hunting and trapping from vendors, at
Service New Brunswick centres and online.

What'’s new with e-Licensing?

Registration

Information such as name, address and contact information will be collected once when a customer
accesses e-Licensing for the first time. A customer may simply want to register or may do this when
purchasing a licence. Once the customer is registered in e-Licensing, they will be assigned an Outdoors
Card number. This number uniquely identifies the customer in e-Licensing and will always be displayed
on their licences. There is no charge to the customer for registration.

Outdoor Card

An Outdoors Card number (as mentioned in previous section) will be printed on a card that will be sent
to the customer by mail four to six weeks after registration. The card can be used anytime when the
customer wishes to access e-Licensing or to identify themselves at a vendor or SNB centre. There is no
charge to the customer for the Outdoors Card.

708150812
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Licence Format

All licences bought in e-Licensing will be printed on a standard 8 %" x 11” sheet of paper. If your
customer purchases multiple licences, they will all appear on the same sheet. This new licence design
allows easy and accessible printing.

mgw Active Fish and Wildlife Licences (RESIDENT) asof | acompter du
BrURSWIEK  pormis de chasse et péche actfs (RESIDENT)
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Universal Tag
A NEW salmon will be used in 2015. The tags have two parts consisting of an adhesive label and metal
wire. Tagging instructions are found on the back of the adhesive label.

It’s necessary to activate tags in e-Licensing when selling a licence which requires tags. This is done by
entering a tag number in e-Licensing during the sale of a licence. The tag number will be displayed next
to the relevant licence on the printed 8 % X 11 licence format.

What can a vendor do in e-Licensing?

A vendor will be able to carry out the functions listed below with the exception of those identified with
**_ Functions identified with ** must be carried out in a Service New Brunswick centre.

Function

Search for Client

Client Registration

Update Profile

Purchase a Licence

Print Licence/Replace Licence

Cancel Licence

View Active Licences

Add Additional Tags to Salmon Licence

Link Moose Draw History

**Change Name and Date of Birth

**Replace tags




Getting Started

All staff members must be registered in Identity and Access Management (IAM) in order to use the e-
Licensing system. Staff members must “Self Register” at www.snb.ca/iam and follow these steps:

Step #1
Click “Self Registration”

Newg Nouveau

Brunswick

C A N ADA

Please Login / Entrer dans le systéme

Username / Nom d'utilisateur: | |

Password [ Mot de passe: | |

Login f Ouvrir une session

Forgotten Password / Mot de passe oublié

Faorgotten User D/ Nom d'utilisateur oublig

% | Self Reqistrationl Auto-inscription

Step #2
Click “Accept” at the bottom of the “Terms and Conditions” page

Step #3
Complete the “Self Registration Profile” screen then click “Next”


http://www.snb.ca/iam

- Self Registration:

Profile

1 QY > B =
Profile Self- My contact info
Authentication
setup
* = Required
Title
*First Name Joe Middle Name
#Last Name Employee +Full Name Joe Employee
*E-Mail joe.employee@job.ca +Confirm email joe.employee@job.ca

*Requested Login Name

*Choose a password

Step #4

JOE

sPreferred Language English ~

*Re-enter password eseessssse

———> (o) G|

Complete the 5 “Security Questions” and click “Next”. Note that you are not able to use the
same answer for more than 1 question, nor can the answer be a word that is in the question.

+*Security Question 1
*Answer 1
*Security Question 2
*Answer 2
*Security Question 3
*Answer 3
+Security Question 4
*Answer 4
*Security Question 5

sAnswer 5

In what city or town was your first job? -
Moncton
Who is your favourite actor? -

Adam Sandler

Where would your dream vacation take you? -
Hawai

Where were you when you first heard about 9/11? -
Home Depot

In what city or town did your mother and father meet? -
Sunny Elrae|

Once this step has been completed, you will receive a confirmation email advising it was
successful and providing you with your “Account Number”.



Dear Joe Emplovee,

Thanks for registering on SNB web sites.

Please find below vour account number. This number will be requested when vou contact SNB Help Desk.

Your Account Number{381801050 \

Regards,

SNB

Cher(Chére) Joe Emplovee,

Merci de vous étre enregistré(e) sur le site de SNB.

Veuillez trouver ci-dessoug yotre pumero de compte. Ce numéro vous sera utile chaque fois que vous communiquerez avec le service d'assistance de SNB.
Votre numéro de compte]381801050.

Cordialement,

SNB

Step #5

Forward your account number confirmation email to your Client Administrator to get assigned

the proper role for access to e-Licensing system.

Login

Once a staff member has been assigned access to the e-Licensing system by the Client Administrator,
they can sign in to e-Licensing by clicking on the “e-Licensing Login” link located on the DNR Vendor e-

Licensing page at the following website: www.snb.ca/dnrvendor

Getting Started

» Becoming 3 Vendor

e-Licensing System

Department of Natural Resources
Vendor e-Licensing

= g=|icensing Legln é—

Currenl News

DNR e-Licensing System
Go Live Date:
April 7, 2015

» Department of Natsral Besources Website
s Fish - Summary of Requlation

L

Click the “e-Licensing Login” link
to access the e-Licensing system.
A secure login page will open.

The user must enter their username and password on the secure login page in order to gain access to

the e-Licensing system.



p—

ew.Z= 2 Nouveau
Brunswick

Please Login / Entrer dans le systéme

Username / Nom d’utilisateur: H

-

The user must enter their
Username and Password to gain
access to the e-Licensing system.

| €

Password / Mot de passe: [

Login / Ouvrir une session

Forgotten Password / Mot de passe oublié

Eorgotten User ID / Nom dutilisateur oublig
Self Registration / Auto-inscription

Notice: This system is to be used by authorized users only. By continuing to use the
system the user represents that he/she is an authorized user and agrees to the

Terms and Conditions.

Nota : Ce systéme doit éfre ufilisé seulement par les utilisateurs autorisés. En
continuant d'utiliser ce systéme, les utilisateurs confirment qu'ils sont autorisés & y

accéder et qu'ils acceptent les modalités.

Brought to you by / Fourni par

QService

el Brunswick
©2010 Service New Brunswick / © 2010 Service Mouveau-Brunswick

Usar: Joe Vendor Organization: 123 Company Ltd.

Client Search

Client Se 1
Client Registration pent Search

Uptien 1 - Enter both fields

Date of Birth (YyYY-MM-DD)

Outdocrs Card Number

Search

Logout Help Frangals

This username and password
must not be shared with any
other employee!

<€

lQ!I'.!Ilnloﬂ 2 - Enter Date of Birth and 2 other flelds. Note that First and Last Name are consldered 1
ield.

Date of Birth (YYY-MM-DD)

First Name Last Name

Fhene Number

Postal Cede/Zip Code

Email

Search

You are now ready to begin working in the e-Licensing system.

\_

~

J

If your login attempt is successful,
the “Client Search” screen of the
e-Licensing system will open. You
are now ready to begin working.




“How To”:

Search for Client

Description Search for an existing customer’s profile
Search for a customer to verify that they do not already have a profile before
registering them for an Outdoors card.

How to If Client Search screen is not already displayed, click Client Search (top left

side menu)
There are 2 search options (see Example 1)
a. Option 1 - enter date of Birth and the Outdoors Card number or NB
b. Option 2 — enter the date of birth and 2 other fields (note that the
first and last name count as 1 field)
Click Search
Client Search Result screen will be displayed. Validate information on the
screen with the customer to confirm that the correct profile has been found
(see Example 2)
If an incorrect result is found, simply click Client Search to refresh your screen
and begin again
If no result is found (see Example 3), the customer will have to be registered
(see Registration for Outdoors Card)

Additional Information

It is very important that you do not disclose information on the screen to the
customer. Always ask the customer to give you the information and validate
the information on the screen to confirm the correct customer profile has
been found.




Example 1:

M 7

CANADA

User: Joa Vendor Organization: 123 Company Ltd,

client Search

Client Registration

Example 2:

client Search

Legout Help Francals

Option 1 - Enter both fields

Date of Birth (¥yYy-MM-00)

Outdoors Card Number

[ Seaon ]

(

Option 1
Enter:
. Date of Birth and

fleld.

Date of Birth (¥YYY-MM-0D)

First Name Last Name
Phone Number

Pastal Code/Zip Code

search |

Option 7 - Enter Date of Birth and 2 other fields. Note that First and Last Name are considercd 1

. Outdoor Card Number if
existing e-licensing customer
Click “Search”

.

Option 2

Enter:
. Date of Birth
And 2 of the following:

User: Joe Vendor Organization: 123 Company Lid,

Client Search

Client Registration

Outdoors #:307909242
 CLARKE

% STATION R
ROTHESAY, K E20 W3
Cansds

Fagistersd 178 Rasidert

Purchase a Licence
Apply for a Draw

View Active Licences
View Draw Applications

Link Moose Draw History|

Update Profile (

Client Search Result

Logout My Cart(0] Help

IMPORTANT - Do not disclose information on the soreen., Validate information on the screen wil

client to confirm correct profile found.

HName H CLARKE

Date of Birth (¥vyYy-MM-DD) 1959-05-23

Address 55 STATION RD
ROTHESAY, NB EZE SW3
Canada

Emall clarke@clarke.com

Daytima Prona S06-555-6656

[Evening Phone

HMobile Shooe

|

~Chaes Duenis
Ywrchicaion and Erefarenon

“Traming Qualfizatians

. First and Last Name
. Phone Number
. Postal Code/Zip Code
. Email

Click “Search”

J
N

Vendor to confirm customer information
is correct.

will be able to do the following:

. Purchase a licence for
customer

. Update customer profile

. Add tag numbers

. Reprint licence

. Cancel licence (must be within
60 minutes of original

\ purchase) /

10

flf a search result is returned, the vendor \




Example 3:

Wser: Jor Vendor Organtzations 123 Company Lid. Lognut Helg If no search result is returned, a message

will be displayed. Double check customer
Client Search

information and try searching again by
o client match tound, dosble chack the spelling of the name or ask for an Outdoors cand membe; . . “ . ”
clicking “Client Search” to refresh your

Chient Search

search screen.

Option 1 - Enter both fields &
Date of Birth (YYYY-MM-0O) (*) 10690210 r
Outdoors Card Humber () ey If no match found, the customer will

need to be registered by clicking on the
s “Client Registration” link (see
Registration for Outdoors Card section).

Option 3 - Entar Data af Airth and 3 othar Halds, Nota that First and Last Name ara considarad |
Thokd.

Dte of Birth (Yrrr-HM-D0) 19650210

First Name Last Name

Phone Humber

Pestal Code2ip Code

Email

Soarch



Registration for Outdoors Card

Description

Customer needs to register for an Outdoors Card

Required Documents

For Residents- A valid New Brunswick Driver’s Licence or New Brunswick
Photo Identification Card (Note: If the customer has neither, he / she must
register at a Service New Brunswick Centre to provide proof of residency)
For Non-Residents- ID must be shown

How to

Search for customer to ensure they are not registered (see Search for Client)
Click Client Registration
Indicate if customer is a NB Resident or a Non-Resident (see Example 4)
e To qualify as a NB Resident, customer must show New Brunswick
Driver’s Licence or New Brunswick Photo Identification Card
Click Next
Complete Client Details screen and click Next (see Example 5)
e Enter the customer’s name as it appears on their Driver’s Licence
e Note: If the customer has a separate mailing address, uncheck the
Same as Home Address box. If there is a PO Box number, put it in
the Address Line 1 field
Complete Identification and Preferences screen and click Next (see Example 6)
e For residents who have a NB Driver’s Licence/NB Photo
Identification card — complete the Identification and Proof of
Residency section with their NB Driver’s Licence/NB ID card
number. The system will validate the number and date of birth
e For residents who are unable to provide a NB Driver’s Licence/NB
Identification, they must go to Service New Brunswick to register
Complete Training Qualifications screen and click Next (see Example
7, Example 7.1, Example 7.2)
e This may be completed at a later date if the customer is not
applying for a hunting licence at the time of registration.
Complete NB Resident Moose Draw History Screen (see Example 8). Customer
must choose whether or not they would like their previous Moose Draw
history to be linked to their new e-Licensing profile (Outdoors Card Number).
e If No, choose either | never applied to the NB moose Draw or |
understand that my moose history will be lost
e If Yes, choose either Link NB Resident Moose Draw later (if the
client does not have the information required) or Link NB Resident
Moose Draw now (choose Identification Type from dropdown
menu and enter ldentification Number) (see Link Moose Draw
History for more information)
e Click Next

9. Review information on Confirmation screen with customer

e Click Edit button to make necessary changes (see Example 9)
e Once changes are complete, click Return to Summary (see Example
9.1, Example 9.2)

10. Once registration is complete, Registration Complete screen will appear

(see Example 10)

12




11. If client is purchasing a licence (see Purchase a Licence for more information)
Customer Receives e Printed record of their Outdoors Card Number if customer does not plan to
purchase a licence or if customer is purchasing a licence, the Outdoors Card
Number will be displayed on the licence.
Additional Information | ¢ DNR will mail the Outdoors Card to the customer in 6-8 weeks

Example 4:

B?’q%“ﬁ’i“k

NOAD A

user: Joe Vendor Organization: 123 Company Ltd,

Client Search

DNR Regi:

NOTE: All fields marked with (*)
indicate a mandatory field that
must be completed to proceed.

Logout Help Erancais

Client Registration

IMPORTANT - To validate his / her residency and to register as a New Brunswick resident, a client must
provide a New Brunswick Criver Ucence or a New Brunswick [dentification Card number. If the clent has
neither, he / she must register at a Service New Brunswick service centre to provide proof of

residency.

e v ) Select whether customer is a NB
& you registering the client as a: (
N Resident or Non-Resident, then click
MNew Brunswick Resident < “ ”
Hon-Resident Next
Next k

13




Example 5:

Client Search

Client Registration

DNR Registration - Client Details - Resident

*Mandatory field
Reguest [dentification and fill out the fellowing flelds,

Make sure you have the proper spelling of the client’s name and the correct date of birth a5 name and date
of birth can only be changed at 3 Service New Brunswick service centre once registration is complete,

First Name (7] Last Hame (7] Middle Name @

fo Make sure first and last names as well \
as date of birth are entered correctly
(same as they appear on NB Driver
Licence or NB Photo ID card) as once
registration is complete, these can only
be updated at a Service NB centre

\. J

\

. Enter customer “Postal Code”
. Then click “Address Look up” button

Date of Birth (7} (YYYY-MM-DD)

Home Address

Enter your postal code and dick Address Lookup.

Pastal Code (=) | Address Lookug (

Civic Number (=) Streat (=) Streat Type (=) >
Street Direction | unit Type 1] it Number

Chey (%) Province [~} New Brunswit[] Couwntry [} Canada >~
Malling Address

g

Same &3 Home Address

Contact Information

. Then enter customer’s “Civic
Number” (street #) to complete
address

. Email must be an individual email
address and not shared with other
family members

. You must enter at least one phone
number where customer can be

Email (

Confirm Email

Daytime Phone (7} Ext
Example 6:
.
Pl 2 e v
Briinswick
€A NADGA
User: Joe Vendor Organization: 123 Company Ltd. Legout Help
Client Search
client Registration
DNR - and

“Mandatory field

To valldate residency, enter the cliant's New Brunswick Driver Licence or New Brungwick [dentification Card
number: or, ask for one of the pieces of identification listed in the dropdown menu. If idertification was
shown from the dropdown menu, select an Other Residency Qualification and request approgriate proof of
residency.

1f the client has a New Brunswick Conservation Education Card number, entier it below in arder to link his /
R hunter and trapper education qualifications to his / her profile; or, enter his / her DHR Cllent number to

lirik his / her existing records,

DNR may wish to communicate to the client important information such as Fish and Wildlife surveys.

Identification and proof of residency
B Driver's Licence/NB Identification Card Number:

Othar Information
WE Conservation £d =/ DNR Client =1 ::)_

Preferred Language of Communication? (~) |

Preferred Method of Communication? () ]

Recsive DNR netifications via smail? (=)

Back | [ mem |

reached
. Then click the “Next” button

Residents must have a valid NB Driver’s Licence
or NB Photo ID card.

Note: If customer has no NB Driver Licence or
NB Photo ID card they must visit a Service New
Brunswick Centre to prove residency in order to
register as a NB Resident.

\.

7
The NB Conservation Ed #/DNR Client # is

an optional field. This information can be
entered during registration or updated at
a later time.

You must select a preferred language of
communication and preferred method. If
email is selected, a unique email address
must be captured.

14




Example 7:

User: Joe Vendor Urganization: 123 Company Ltd.

Logout Help
Client Search
client Reqlstration

DNR - Training

Mease refer the dient to DNR's Hunt & Trap summary of regulations and the DNR website for hunter and trapper NOTE: New Brunswick training is

education qualifications. . ,
automatically populated by DNR'’s
Conservation Education Database. If there
is information missing, the customer must
contact their local DNR District office.

New Brunswick braining is linked to DNR's Conservation Education Database sutomatically and cannot be changed. If
information is missing, the dient can contact his / her local DNR district office.

New Brunswick Training

A

Example 7.1:

Out of Province Training

Add out-of-province training information below. This includes all training in any provinces (except New
Brunswick) / territories, states or other countries. Add the course / card reference number for the course type for

which the client qualifies. Use the course name as indicated on his / her certificate or card. Choose the New
Brunswick course type closest to his / her training, using the dropdown menu.

If applicable: Out of Province Training can be
entered here. Click the green + icon to add
Under Section 82.2 of the Fish and Wildlife Act, DNR may verify training gualifications for validity.

additional lines. Click the red X icon to
remove a line.
Location

Course Name

Course/Card Reference #

Course Type

<

15



Example 7.2:

Previous Hunting / Trapping Experience

Gun hunters, bow / crossbow hunters and trappers born prior to January 1, 1981, and who are not first-time
hunters / trappers may sign a certificate or show that they have held a previous applicable licence as proof of
experience.

Hunting

O Client has shown a previous Hunting licence? (
OR

Customers born prior to January 1, 1981 and
who are not first-time hunters/trappers may
sign a certificate or show they have held a
previous licence as proof of experience. Click
the appropriate box beside the proof they
show then click “Next”.

-

O Client has signed a certificate stating that he/she held a Hunting licence?

Trapping

O Client has shown a previous Fur Harvester's licence?

OR

O Client has signed a certificate stating that he/she held a Fur Harvester's licence?

Bow Hunting

O Client has shown a previous Bow Hunting licence?

OR

O Client has signed a certificate stating that he/she held a Bow Hunting licence?

16



Example 8:

User: Jos Vendor Organization: 123 Company Ltd. Logaut Help

Client Search

Client Registration
“a DNR Registration - NE Resident Moose Draw History

~Mandatory figld

The Outdoors Card Number is now the urique identifier to apply for the New Drunswick Resident Mocse
Draw, The dient’s New Brunswick Residert Moose Draw History can only be linked to his / her Outdoors
Card Number if he / she provides his / her New Brunswick Medicare number, Department of National
Defence Identification number or RCMP Identification number. If the dient has applied to the New Brunswick
Resident Moose Draw in the past and wishes to maintain his / her priority pocl (apesication history], sela
“¥as, Link NB Resident Moose Draw now™ and enter the identification type and rumber.

Previous application(s) to the NE Resident Moose Draw to be linked t

utdoors Card Number?
No
© Hever applied to ND Resident House Craw,

O 1 understand my NB Resident Moose Draw Mistory will be lost.
Yes

© Link N8 Resident Moase Draw History later,

 Link N Resident Moase Draw History now.

IF NO — Choose either “I never applied to
the NB Moose Draw” if customer does not
hunt or “l understand that my moose
history will be lost” if they have a draw
history but do not wish to link it to their
Outdoor Card number.

IF YES — Choose either to link now or later.
If linking now, the customer must provide
either their Medicare number, RCMP ID
number or DND ID number to link their

1dentification Type < <

1dentification Number

Rack Noxt

Example 9:

Usar: Jos Vendor Orqanization: 123 Company Ltd, Legout Help

Client Search

Client Registration
DNR Registration - Confirmation

Carefully review information for sccuracy and modify if needed.

DNR Registration - Residency Information
Are you Applying as & New Brunswick Resident? ¥

UNR Registration - Client Details

First Name: Do

Last ame: Muriter
Middle Name:

Date of Birth: 1983-09.14

Home Address

212 LINCOLN RD
FREDERICTON NB E38 243
Canady

Mailing Address

Fame as Home Address

Contact Information

Email: bohunter@gmaill.com
Daytime Fhong: S05-454-6565
Evening Phane:

Mobile Phone:

moose draw history this one time.
Afterwards, it will become attached to
their Outdoor Card number.

Review information on confirmation screen
with customer. If you need to make changes to
information that you entered, click the “Edit”
button beside the section you need to update
and you will be returned to that screen to make
the change. If changes are required to more
than one screen, click the “Back” button to
return to a previous screen or the “Next”
button to advance to the next screen. Once all
changes have been made, click “Return to
Summary”. Once returned to “Summary Page”,
click “Complete Registration” button to
complete the registration process.

17




Example 9.1:

DMR may wish to communicate to the client important information such as Fish and wildlife surveys.

Identification and proof of residency

NB Driver's Licence/NB Identification Card Number:

=) eesase

Other Information

NB Conservation Ed #/ DNR Client #: (€]
Preferred Language of Communication? {*) English
Preferred Method of Communication? (*) Email If changes are required to more than one
. e . screen, click the “Back” button to returnto a
Recelve DR notfications v emall? 3 AR L previous screen or the “Next” button to
advance to the next screen. Once all changes
SRS have been made, click “Return to Summary”.
[ Back I [ Next ]
Example 9.2

Contact Information

Email: chris.fish@hotmail.com
Daytime Phone: 506-453-5477
Evening Phone:

Mobile Phone:

DNR Registration - Training Qualifications

New Brunswick Training

Course Type
N/A
Course/Card Reference Location Course Course Type
# Name
N/A N/A N/A N/A

DNR Registration - NB Resident Moose Draw History

Once returned to “Summary Page”, click

Previous application(s) to the NB Resident Moose Draw to be linked to the Outdoors Card Number?: Never ”Complete RegiStration” button to complete
applied to NB Resident Moose Draw. the registration process. The “Registration
Identification Type: Complete” page will open.

[ Back ] [ Complete Registration

18



Example 10:

User: Joe Vendor Organization: 123 Company Lid.

Client Search

Client Registration
Outdrars wi1134TE14E

80 unTER

212 UMEOLN AD
FAEQEAICTON, N8 £38 243

Canpin

Ragiserad M Rasidans

Purchase a Licence
Apply for a Draw

View Active Licences
View Draw Applications

Link Mocse Draw History

Update Profile

-

Training Quatticmans

DNR Registration - Complete

The Outdoors Card is unique and identifies the client in the o-Licensing swstem.

Logout My Carl{0) Help

1f the dient wishes to have 3 record of his / ber Outdoors Card Number and does not plan on purchasing 3

licance at this thme, prnt a copy of his / her rogistratian.

An Dutdoors Card will be malled to the client in & to B waeks,

( ‘Wour Outdocr Card Numbaer (3154 ’

<€

=

An Outdoor Card number will generated as
soon as the registration process is
complete. A permanent card with this
number will be mailed to the customer in
6-8 weeks. If the customer is not
purchasing a licence at this time, click
“Print Registration” to provide them with
a copy of their Outdoor Card Number.

If the customer is purchasing a licence at
this time, the Outdoor Card Number will
be printed on the licence. Click “Purchase
a Licence” button.

19



Update Profile

Change of Name, Date of Birth, Address or Contact Information

Description Customer would like to make a change to their name or date of birth - CAN ONLY
BE DONE AT A SERVICE NEW BRUNSWICK CENTRE
Customer would like to make a change to address, contact information or their
preferences (language or method of communication)

How to 1. Search for customer (see Search for Client)

2. Confirm customer’s identity by validating the information displayed on the
Client Search Result screen

3. Under the Update Profile section, click on Client Details (change of address or
contact information). Click on Identification and Preferences to make a
change to the customer’s preferences (see Example 11)

4. Make necessary changes (see Example 12)

5. Click Update

Customer Receives

Replacement licence, if applicable (see Additional Information)

Additional Information

It is not necessary to replace the licence when updating the customer’s profile. If
the customer wants a licence containing the new information, they may print it,
free of charge, through the online channel (at home). If they would like you to
print it, there is a fee.

It is very important that you do not disclose information on the screen to the
customer. Always ask the customer to give you the information and validate the
information on the screen to confirm the correct customer profile has been
found.
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Example 11:

Brinswick
C AN A DA

Usar: Joa Vander Organization: 123 Company Ltd.

Client search
Client Registration
Outdsers m1sasiLes
80 TR

217 UNCOWN AD
FREOERICTON, 18 £30 243

Canads

Ragatarad HB Rardent

Purchase a Licence
Apply for a Draw

View Active Licences
View Draw Applications

Link Moose Draw Histary

client Search Result

Do not disclose

client to confirm correct profile found.

Hame

BO HUNTER

Date of Birth (Yve-MH-0D) 1983-09-14
717 LINCOLN RD

Address

Email

Daytime Phone
Evitning Phane
Mobile Phone

k|

Update Profile
o Dl
“ldwliaten ol e

g Guaitemon

Example 12:

Purchase 5 Licence
Apply for 8 Draw

Wiew Active Licences
igw Draw Applications
Link Macse Draw History

Update Profile
PRSI

e [rPrra——

g s

FREDERICTON,
Canada

on the screen. Validate information on the screen with

. NE E38 223

behunter @ gmail.com

506 A5 BhGH

ik “Update” f changes have been made.

Mame: CHAIS FISHER

Date of Birth: 1984-04-24

Homa Addrass

Lrtier your postal code and dick Address Lockup,

Poutal Code (") EIAIAI L sowers

Chvic Humbar (*) 18

Strost Diraction

Street %)

] Uit Trpw

any (7] FREDEMICTON  Prevines (%)

Hailing Address

¥ same as Home Address

Contact Information

Email

Confimation Tl

Daytima Phone (*}

chns Ssngrowmad com
chnis Ssh@entma com

S08-a53-5aTT

Lochup

CHERAY Sereat Tyowe ()
| Unit Number

MNew Brunewic| | Country [

To make a change to address or contact
information after a customer has been
registered in the system, click “Client

Details”. Click “Identification and
Preferences” to change preferences.

Make necessary changes to customer
profile information, then click “Update”

to save the changes.

21



Update Training Qualifications

Description

Client has shown additional proof of hunting qualifications, such as, Conservation
Education Card, previous hunting licence, etc.

Required Documents

Conservation Education card, and/or;
Previous hunting, trapping, or bow hunting licence, and/or;
Proof of having completed an out of province training course

How to

To link Conservation Education card information:

1. Search for customer (see Search for Client)

2. Confirm client’s identity by validating the information displayed on the Client
Search Result screen (see Additional Information)

3. Under the Update Profile section, click on Identification and Preferences
(see Example 13)

4. Add the client’s Conservation Education Card Number, and click Update
(see Example 14). The system will retrieve the information from the DNR
database, and populate the successfully completed courses on the Training
Qualifications screen (see Example 14.1)

To update out of province training, or indicate that the client has shown a
previous hunting licence:

1. Search for customer (see Search for Client)

2. Confirm customer’s identity by validating the information displayed on the
Client Search Result screen (see Additional Information)

3. Under the Update Profile section, click on Training Qualifications
(see Example 15)

4. Add the customer’s new information

5. For out of province training, complete the Out of Province Training section
(see Example 16)

6. To indicate that the client has shown a previous hunting licence, or has
completed a certification for a particular licence, check the appropriate
checkbox (see Example 16.1)

7. Click Update

Additional Information

It is very important that you do not disclose information on the screen to the
customer. Always ask the customer to give you the information and validate the
information on the screen to confirm the correct customer profile has been
found.
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Example 13:

Brinswick
C AN A DA

Usar: Joa Vander Organization: 123 Company Ltd.

Client search

Client Registration

Outdzeny Bpisase1al
80 IunTER

212 UNCOLH AD
FREODRIETON, 18 €30 243
Canads

Ragatarad HB Rardent

Purchase a Licence
Apply for a Draw
View Active Licences
View Draw Applications
Link Moose Draw History
Update Profile
e Brady

“ldwliaten ol e

g Guaitemon

Example 14:

User: Jog Vendor Organization

Chient Search

Client Registration
Cutieers #:3113436143
B3 HUNTER

212 LINCOLN RO
FRECERICTON, W E38 243

Canada

Ragisternd NE Ranidest

Purchase a Licence
Apply for & Draw

View Active Licences
view Draw Applications
Link Moose Draw History

update Profile
Caant Datads
“Edentticatein and Preferences

Ty Qaitoncny

client Search Result

Legout My Cart{0] Heip

Do not disclose

on the screen. Validate information on the screen with

client to confirm correct profile found.

Hame
Date of Birth (Yve-MH-0D)
Addrass

Email

Daytime Phone
Evtning Fhane
Mobile Phone

1 123 Company Ltd.

BO HUNTER
1983.09-14

217 LINCOUM RD
FREDERICTON, N8 E38 283
Canada

bohunter @gmailcam
506 A5 BhGH

logeut My Cart(g) Mslp Francais

Prefile - 1dentification and Preferences

“Mandatory field

if the client has a New Brunswick Conservation Education Card number, enter It below in order to link his / her
hunter and trapper education qualifications to his / her profile; or, enter his / her DNR Client number to link his /

her existing records.

DN may wish te communicate to the client important information such as Fish and Wildiife surveys.

NB Conservation Education 2/ DNR Client &:

Preferred Language of Communication? [*) English ~|
Preferred Method of Communication? (=) Email ~|
Recelve DNR notifications via email? (~) B ves & we

:. it |

To update NB Training Qualifications, click
on “Identification and Preferences”. The
“Profile — Identification and Preferences”
page will open.

Add the customer’s NB Conservation
Education or DNR Client ID #. Click
“Update”. This will retrieve successfully
completed NB Fish and Wildlife course
information from the DNR database.
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Example 14.1:

User: Joe Vendor Organization: 123 Company Ltd, Logout My Cant(0) Help Francais

Client Search

et Rutglstra
Client Registratin rafile - Training Qualifications

Cudeses #1318
HEATHER GAAHAY Pease refer the cient to DNR's Hunt & Trao summary of regulations and the DNR website for hunter and trapper
39 PARKHURET DR education gualifications.

All successfully completed NB Training
[ ——
Eanads Mew Brunswick: training is linked to DNR'S Conservation Education Database sutomatically and cannot be changed. Courses will automatical |y d|sp|ay
W information is missing, the dient can contact his / her local DHR district office.
agutered NE Resdest

Mew Brunswick Training

Purcha

3 Licence
Course Type
Apply for a Draw
Hunker Cducation
View Active Licences
view Draw Applications Out of Provines Training

Link Mo

D3 Hist
vanw Fiary ‘adtd out-of-provinee tralring information below. This Incudes all training In any pravinces {excent New

update Profile Brunswick] / territaries, states or other countries. Add the course / card reference number for the course type for
whiich the dlient qualifies. Use the course name as indicated on his / her certificate o card. Choose the New
Brunswick oirse type closest o his / har training, using the dropdown manu,

Under Section §2.2 of the Fish and Wildiife Act, DNR may verify training qualfications for validity,

Coursa/Card Relerance Location Coursa Mama Coursa Type Q
= !

—

Example 15:

B,

A M ADA

Usar: Joa Vander Organization: 123 Company Ltd. Legout My Cart{p) Help

Client search

Client Registration Client Search Result

Outdeon 319454148 Do not disclose on the screen. Validate information on the screen with
B HUNTER, client to confirm correct profile found.
212 UNCOLH AD

FREODRIETON, 18 €30 243

Cansds Name BO HUNTER
Date of Birth (Yve-MH-0D) 1983-09-14
Ragarersd HB Assdent Address 212 LINCOWN RD
pReoRRaCTON, N e 2 To update Out of Province Training or

Purchase a Licence

proof of previously held licence, click on
Apply for a Draw

Emal Pem—— “Training Qualifications”. The “Profile —
Daytis Ph SOG-454-6660 .. oge . .
view Active Licences Euteing Mhone Training Qualifications” page will open.
Wiew Draw Applicatians Habile Phene

Link Mooss Draw History Back

Update Profile

o Dl

“ldwtiaten ol Ferein

g Guaitemon
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Example 16:

User: Joe Vendor Organization: 123 Company Ltd, Logout My Cant(0) Help Francais

Client Search

Client Registration
o Profile - Training Qualifications

Cudeses #1318

HEATHER GAAHAY Pease refer the cient to DNR's Hunt & Trao summary of regulations and the DNR website for hunter and trapper
39 PARKHURET DR education gualifications.

FREDDAICTOR. MO £30 262

Cansda New Brunswick training is linked to DNR's Conservation Education Database automatically and cannot be changed.

W information is missing, the dient can contact his / her local DHR district office.
Wagatared 18 Wasdust

Mew Brunswick Training
Purchase a Licence
Course Type
Apply for a Draw
Hunker Cducation
View Active Licences

View Draw Applications Out of Province Training

Link Moose Dra Hist
- Moose Drine Histary ‘adtd out-of-provinee tralring information below. This Incudes all training In any pravinces {excent New

update Profile Brunswick] / termitories, $13tes or other countries. ASd the course / card refirence number For the course type for To update Out of Province Training enter
Chare . which the dient qualifies. Use the course name as indicated on his / her certificate or card. Choose the New . . .

Beunewick couurss typs cinsest 15 his { har training, using the drapdsem many, out of province course information. If

Under Saction 2.2 of the Fih and Wil Act, DNR may varlfy training quaifications for validiy. entering more than one course, click the
“green +” icon to add additional lines.

Coursa/Card Ralsrance Location Coursa Nama Coursa Type o Click “Update".

rd J
Updass

Example 16.1:

Previous Hunting / Trapping Experience

Gun hunters, bow / crossbow hunters and trappers born prior to January 1, 1981, and who are not first-time
hunters / trappers may sign a certificate or show that they have held a previous applicable licence as proof of
experience.

Hunting (

M Client has shown a previous Hunting licence

or To update Previous Hunting /Trapping
Experience click the box beside the
appropriate proof they show then click
Trapping “Update”.

U Client has signed a certificate stating that he/she held a Hunting licence

¥ Glient has shown a previous Fur Harvester's licence

OR

O Glient has signed a certificate stating that he/she held a Fur Harvester's licence \

Bow Hunting

O Glient has shown a previous Bow Hunting licence

OR

M client has signed a certificate stating that he/she held a Bow Hunting licence
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Purchase a licence

Description Purchasing a Licence
How to 1. Search for customer (see Search For Client)

2. Confirm client’s identity by validating the information displayed on the Client
Search Result screen (see Additional Information)

3. Make any necessary updates to the client’s profile (see Update Client Profile)

4. Click Purchase a Licence (see Example 17)

5. The Purchase a Licence screen will appear (see Example 18)

6. Only the type(s) of Angling Licence(s)which are in season and for which the
customer is eligible to purchase will be listed

7. Click Purchase beside the type of licence the customer wishes to purchase
(see Example 18)

8. For non-resident 3 and 7 day licences, enter the Licence Start Date
(see Example 19). Click Next

9. For Salmon licences with tags, add tag numbers. Enter the first number then
clickthe <. button to add the next tag number (see Example 20, Example
20.1). When you have entered all the tag numbers, click Next

10. Review information on Transaction Summary screen with customer
(see Example 21)

11. To purchase more than 1 licence, click Purchase A Licence again to return to
list of licences the customer is eligible to purchase, click Purchase beside the
next licence

12. You may remove items from the order by clicking Remove from Cart
(see Example 21.1, Example 21.2)

13. Once payment is processed in vendor cash register, click Payment Successful
(see Example 22 and Example 22.1)

14. Click Print Licence (see Example 23). Click on licence pdf to print licence. Do
not close the pdf file until you are sure the licence has printed successfully.

15. Click Back to Receipt

16. If the client would like a copy of their receipt, click Print Receipt

17. Click Done

Customer Receives

Licence
“Fish Book” (Angling Regulations and Licence Information brochure)
Salmon tags, if applicable.

Additional Information

It is very important that you do not disclose information on the screen to the
client. Always ask the client to give you the information and validate the
information on the screen to confirm the correct client profile has been found.

Customers are responsible to confirm prior to signing the licence that it is the
type of licence they requested.

Non-resident 3 and 7 day licences must be issued for consecutive days including
the first and last day of fishing period.
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The Add Tags screen will display the maximum number of tags allowed for the
licence.

Resident — 4 tags per season
Non-Resident — 4 tags per season
Seasonal licence — 4 tags

7 day licence — 2 tags

3 day licence — 1 tags

Non-residents purchasing a 3 or 7 day licence can purchase subsequent 3 or 7 day
licences in the same season provided they are not issued more than 4 tags per
season.

Children under 16 years of age who do not hold a Salmon licence may angle with
a holder of a Salmon licence. Their catch must be included with holder’s daily
catch. Children (10-15 years of age) must buy a licence if they want their own
catch limit at Atlantic salmon.

Non-residents require a licensed guide while fishing salmon or while fishing in
designated salmon waters. Refer to “Fish Book” (Angling Regulations and Licence
Information brochure) for designated waters.

Example 17:

e ST Nouveau-
Brunswick
C AN A DA
Usar: laa Vandor Organization: 127 Campany Lid.

Client search

client Search Result

Client Registration

L
FREOERICTCN, NB 30 283

Canada Hame

Legout My Cart(0] Help

Once customer has been located in the
system, click “Purchase a Licence”

19484148 IMPORTANT - Do not disclose information on the screen. Validate information on the screen with
client to confirm correct profile found.

Date of Birth (¥vyy-MH-QL, W3-09-14

Ragatarad HB Residunt addrass

Apply for a Draw

Email

Daytime Phone
Evering Phane
View Draw Applications Habile Phene

Wiew Active Licences

Link Moose Draw Histary Hack

Update Profile

217 LINCOUM RD
FREDERICTON, N8 E38 23
Canada

bohunter @gmailcom
S06-A5A-GhEL
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Example 18:

User: Jor Vender Organization: 123 Company Lid, Lot My Caniol mele Francais

Client Search
Client Regastration
CUF -
S TR

48 LD a0
PREDENCTON. N 38 217

Consta

[ —

Purchase a Licence
Apply for & Draw

View Active Licences
Wiew Draw Applications
Link Moase Draw Mistory
Update Profile

Tam Deat

Example 19:

User: Jow Vendor Organization

Client Search
Client Registration
PUTR——
s i

& RUE LU
canciac. pq e s

Eonsds

Bagiatered MB Nom Bascest

Purchase a Licence
Apply for a Draw

View Active Licences
View Draw Applications

Lirk Moase Draw Histary

2 123 Company Ltd.

Purchase a Licence

The licances svalabla for purchase are Based on 3 disnt’s registration formation. If (e licence Bt the cient
wishas 1o purchasa is not lsted, he | £ha may rot Bave the Joprepriats qualieations (for examele: age.
rsidency, and traising).

Wwhen choosing a icence that requires tagls), please ensure to have tags) ready for acthation.

r

The “Purchase a Licence” screen will
open. Only licences the customer is
eligible to purchase will display. Click
the “Purchase” button beside the
licence the customer wishes to

angling Liconews

Resident Saimon - Live Release £40.68

Resident Samon 340,68 (
Rasident leo Fiding $32.60

Resident Angling 42509

“Total cost includes, when appdcatie, fah stockng fee, consarvation fee and tax.

Licence Details - Hon-Resident Angling (7-Day)
“Mandatory Ssid

For 3. or 7day licences, the dates are indusive. The end date will be caloulated based on the type of licence.
Make sure the start dats is accurste.

Uicence Start ate (%] (

Legout HeCan(0) Hslp

purchase.

\ _J

All non-resident 3 and 7 day licences
require a licence start date. The system
will automatically calculate the end date
based on the type of licence and these
dates will appear on the printed licence.

[ cancet | [ wem ]

Enter the start date in the “Licence Start
Date” field then click “Next”.

\

_/
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Example 20:

User: Joe Vendor Organization: 123 Company Ltd,

Client Search
Client Registration
Sutdoors #1380538021
SANE FISRERMAN

& narsToL o7

EREDERICTON, W8 €18 4w
Eamada

Sagintmred 108 Rusebart

Purchase a Licence
Apply for & Draw

View Active Licences
iew Draw Applications
Link Maase Draw History

Update Profile
Clare sy

e and Erdarenann

“Trareg Qualhurtams

Example 20.1:

Audd Tags - Resident Salmon

Hinimum Required 1 Maximum Allowed 4

To activate tags, cick on - and enter new tag numbers in the field below.

Mew Tags

Tag #

Back | | cancel || Mext

Usaer; Joa Vendor Organlzation: 133 Company Ltd.

Client Search

Client Registration

FREERICTON, N E38 42
Canads

Bagistared MO Rasidant

Purchase a Licence
Apply for a Draw

View Active Licences
View Draw Applications

Link Moose Draw History

Update Profile
-

Dunsie

Example 21:

Add Tags - Resident Salmon

Minimum Reguired 1 Maximum Allowed 4

2

To activate tags, click on %5 and enter new tag numbers in the field below.

New Tags

Teg#  AABDO0 002

Tag & [Mnmn 003 x]

[ mack | [ cancal ][ mem

Usar: Joa Vandar Organization: 123 Company Ltd.

Chient Search

Client Registraticn

Cutdsary #118160776D
CHATE FISHER

26 CHERRY AVE
FRECERICTON. HB E3A 243
Eanada

Sagatared 1B Gesdunt

purch
Apply for a Draw
View Active Licences

View Draw Applications

Link Mocse Draw History

Update Profile
G Sl
tearmtcaion sed prateruscan

“Training Guaihiarians

Transaction Summary

IMPORTANT - All Heenoes and draw applications are non-refundable.

Do not click “Payment Successful” untll payment has been processed in the point of sale system.

Reference # 7164

PLU Fee Description Fee Amount.
605016 Resident Salmon - Uve Release $26.00
&03000 Fish Stocking Fer 45.00
601004 Conservation Fee $5.00
HET 3468
Total 440,68
Order Total $40.66

[ Payment sucorsahul | [ Cmty Cont_|

[ memove momcan |

There is a required minimum and maximum
number of tags that must be entered for a
licence requiring tags. The required
number that must be entered is displayed
in the “Minimum Required” and
“Maximum Allowed” fields.

Logout My Cart{0) Help

-

Enter the first tag number in the “Tag #”
field then click the “green +” button to add
the next tag, or the “red x” button to
remove a line.

Logout My Cari{0) Heip

Once you have entered all the required
tags, click the “Next” button. If an invalid
number or duplicate number was entered,
an error message stating which tag number
Q is invalid/duplicate will display at the top of
the page. Go to “Tag #” field with
invalid/duplicate tag number, overwrite
with correct Tag # and click “Next”.

Logout My Cart(1} Help

Review all information on “Transaction
Summary” screen. To purchase another
licence, click the “Purchase a Licence”
menu item and follow the same steps as
Example 18. Once order is complete,
proceed to collect payment from
customer.

If you selected the wrong licence for
purchase, simply click the “Remove from
Cart” button. A “Confirmation” screen
will open.
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Example 21.1:

Brunswick

AN oA DA

Usar: Jou Vendor Brganization: 133 Comparny Lid,

Client Search

Client Registration

Cutdsors =:343607760 ARe YOUF SUre you want to remove this item from cart?

CHRLS FEEmER
16 CHERRY AVE

FREGEASCTGN, B £34 243

Canscs vos | [ e |

Ragiatassd NB Basibert

Purchase a Licence
Apply for a Draw

View Active Licences
View Draw Applications

Link Magse Draw History

update Profile

Chare Dataly

Example 21.2:

CANADA

User: Joe Vender Organization: 123 Company Ld.

Chient Search

Transaction Su
Chient Registration Tonzaclion Summary

Outdzan B ML

CHRALS FISMER. There are no items in your cart.

L6 CHERRY AVE
FREGERITON, b B34 243
Eansds

Bagiatared HE Rasdent

Purchase a Licence
Apply for a Draw

View Active Licences
Wiew Draw Applications
Link Moose Draw History
Update Profile

o Dirads

“ldarnfuasen wd Frefresies

Triiting Qualiestens

Remove Licence Resident Sslmon - Live Release

You will be prompted to make sure you
want to remove an item from your cart.
Click “Yes” to remove it and “No” if you

want the item to remain in your cart. If

you click “No”, you will be returned to the

“Transaction Summary” screen.

(If you click “Yes”, the item will be
removed from the cart. The
“Transaction Summary” screen will
display the message: “There a no items

in your cart”.

item to the cart.

Click “Purchase a Licence” to add a new

~

_/
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Example 22:

Usar: Joa Vandor Organization: 121 Company Ltd.

Logout My Cart(1} Help

Client Search
Client Registration
Cutdenrs #1341607760
CHRIS FISHER

26 CHERRY AVE

FRECERICTON. MB ETA 243
Eanada

Spatered B Gasndan

purchase a Licenoe
Apply for a Draw

View Active Licences
View Draw Applications
Link Mocse Draw Histary

Update Profile
T

e ad Prwteancan

“Training Guaihaariars

Example 22.1:

D
S A Nouvean.
Bi'"t‘"mswwk

ANADA

Transaction Summary

IMPORTANT - All Heenoes and draw applications are non-refundable.

Do not cick “Payment Successful” untll payment has been processed in the point of sale system.

Reference & 7164

Resident Salmon - Live Relaase l T —— J
PLU Fee Description Fee Amount

605016 Resident Salmon - Uve Release $26.00

&03000 Fish Stocking Fer 45.00

601004 Conservation Fee $5.00

HET 3468

Total

Order Total

[ Payment sucorsahul | [ Cmty Cont_|

Gce payment has been successfully \

processed in your cash register, click the
“Payment Successful” button. A message:
“You are being redirected to the Payment
Hub page” then a screen stating
“Processing to payment page” (see
Example 22.1) will appear for a few
seconds before the “Transaction Complete
— Receipt” screen opens.

\ J

( This screen will only appear for a

Processing to payment page, please wait. { ) (
Planse do net press the back button or close your el
browser Brought 1o you by

Fourni par

‘QSErvice

s Brunswick

© 2010 Service New Brunswick

few seconds before the
“Transaction Complete — Receipt”
screen opens.
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Example 23:

o o r—
Brunswick

User: Joe Vender Organization: 123 Company Ltd,

Client Search

Client Registration

Outdetes 31230898021
MME FRENERMAN

&1 BAIETOL $T
PRECERICTON, WO €30 2w

Canaza

Frgruteted T8 et

Purchase a Licance
Apply for a Draw

View Active Licences
wiew Draw Applications
Link Moose Draw History

Update Profile
T —

“Hettute ed P

Traning Qeaibianens

Transaction Complete

Transaction Datails
Cliert Name:

Outdoors Card Number:
Reference &2
Date/Time:

Quantity:

Licenice Number
Licence Reprint
HST

Total

order Total

Receipt

JANE FISHERMAN
350595021

6877

2015.02-17 13:28:22

1

Logout My Cart(y) Help

(

Click “Print Licence” button to print the \
licence. Click on licence PDF to print

licence. Do not close PDF file until you are
certain the licence has printed
successfully. Click “Print Receipt” button

350585021
£5.2%
$0.68
$5.93
55.93

Click "Print Licence” and make sure licence is legible. The dient must review and sign the licence at the
counter. If the dient i purchasing on behalf of another, the client should initial next to each licence they

purchased.

1 contact datalls include an email, 3 receipt will be sent electranically. I not, 3 printed receipt may be provided

upon request.

| wrint Licence

Print Recrpt. | | Dune

to provide the customer with a copy of
their receipt. Click the “Done” button to
close the transaction. Note the “Done”
button will not be enabled until you have

Qcked the “Print Licence” button. J
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Print a Licence/Replace a Licence

Description Reprinting a licence
How to 1. Search for customer (see Search for Client)
2. Confirm customer’s identity by validating the information displayed on the
Client Search Result screen
3. Click on View Active Licences (see Example 24). A list of the customer’s active
licences will be displayed
4. Click the Reprint Licence button, located at the bottom of the screen
(see Example 25)
5. Transaction Summary screen will open, process payment in your cash
register.
6. Once payment is processed, click Payment Successful button (see Example
26)
7. Transaction Complete screen will open, click the Print Licence button
(see Example 27)
8. Once licence has printed successfully, click the Done button, or click the Print

Receipt button if customer also wants a receipt (see Example 28)

Customer Receives

Reprint of licence displaying active licences

Additional Information

There is a fee of $5.93 to reprint a licence for a customer. If the customer
chooses to do this at home there is no charge.

It is very important that you do not disclose information on the screen to the
customer. Always ask the customer to give you the information and validate the
information on the screen to confirm the correct customer profile has been
found.

Example 24:

B\IE\I- T Nouveau-
runswick
C AN A DA
Usar: o Vandor Opganization: 123 Company Led.

Client search

client Search Result

Client Registration

Hame

Addrass

Purchase a Licence

Apply for g email
Daytime Phone
Evening Phane
WView Draw Applications robile Phone

Link Moose Draw Histary Hack

Update Profile

IMPORTANT - Do not disclose information on the screen. Validate information on the sc
client to confirm correct profile found.

Date of Birth (¥vY¥-MH-0D)

Logout My Cam(0] Help

Click on “View Active Licences”. The
“Active Licences” screen will open, a
list of the customer’s active licences
will be displayed.

B0 HUNTER
19683-09-14

Canada

bohunter @gmailcom
S06-A5A-GhEL
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Example 25:

Client Registration

Dutdeors #:33035301L
JANE FISHERMAN

61 BRIETOLET
FRECERICTON, M@ E18 4wl
Canada

Ragamared ol asidant

Furchase a Licence

Apply for a Draw

View Aclive Licences

View Draw Applications

Link Moose Draw History

Update Profile
Chant Dueads
Tderttiation ad Bvtere-cen

“Trairing Quaicanans

Example 26:

CAMADA

Usar: jou Vendor Organization: 133 Company Lid.

Client Seasch
Client Registration
Sutdesrs #z0meRIL
HANE FLEmERAAN

52 mazsToR 8T

PASDEKITTN, S 38 3

Fagatacnd HE Rasent

Purchase a Licence
Apply for & Draw

Wiew Active Licences.
wiew Draw Applications
Link Moase Draw History

Update Profile
E—
Seweehirion a0 Bvereci
Tranny Quashcmana

Active Licences

New Brunswick Moose Draw History
Reminder: Click harg to link New Brunswick Resident Moose Draw History to your Outdoors Card,

Click the “Reprint Licence” button to

Licamie Type Lone Tag(s) Effective Date Agtion Lsswed On Total 1 . .
. Cont reprint the licence.
000884 Massdact lea Fishing wa 20150313 $I0E8
004893 Rasdart Saiman wa 2015-03-13
Love Belaase
OO0SBTY  Rasdecs Anglng wa
<

Note: Date format is YoTY-MH-DO.

flent requests a replacenyy

Reprint Licence L

Logeut ety.Cartll] Mo Erancals

Transaction Sunmary

and draw 4

Do rot click “Paymsent Successful” until payment has bean processed in the point of sale system.
The “Transaction Summary” screen will
open displaying the amount of the licence
= reprint fee. Once payment has been
processed in your cash register, click the
“Payment Successful” button.

Helerence # 6877

Licence Reprint #350595021

PLU Fon Description
805102 Licente Reprint
HET

Total

Order Total

| Payment Successhul

| Emptycat |
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Example 27:

€A N ADA
User: Jos Vendor Organdzation: 123 Company Lid. Logout My Carti0) Help

Cliert Search
Client Registration Transaction Complete - Recelpt

Tramsaction Details
Outson #1130393081

tand Sringasan Chient Name: JANE FISHERMAN
et
pampe. Outdooes Card Numbar: 250595021
Caade Rufurance =: sary
e T8 et Caa/Tima: 20015-03-17 13:26:33
Quartity; 1
Purchase a Licence
Licence Mumber 350595021
Apply for a Draw P FEr g
View Active Licences HST $0.68
View Draw Applications Tetw #a
Order Total 4593
Link Moose Draw History
p . —
Update Profie The “Transaction Complete — Receipt
psioely ik “Print Licamea” and make sure icance 1§ Iaible, The cHInt st revitw 30 e Ehg Kconce o€ e . ) AR .\
o W countar, B the cient i urchasing o behalf of anthee, the clieet should el s to each icknce they screen will open, click the “Print Licence
purchused.

S -

button.

I¥ contact detads inchude an emad, @ receipt wil be sent shectronically, IF not, @ printed receipt may be Eoig

Example 28:

€A N ADA
User: Jos Vendor Organdzation: 123 Company Lid. Logout My Carti0) Help

Client Search

Client Registration Transaction Complete - Recelpt

Tramsaction Details
Outson #1130393081

e Client Namee: JANE FISHERMAN

53 pasyen

S Outdoors Card Numbar: 150595021
P Ratwrnce o: - [ \
a8 e e o Once licence has printed successfully, click
i the “Done” button. Note, the system will
Licence Mumber 350595021 H ) 7
P R = not.allow you to'cllck the “Do.ne Putton”
View Active Licences: HsT s0.68 until you have clicked the “Print Licence
View Draw Applicatians Totwl o button. If the customer would also like a
Order Total 4593 . . “, . . ”
Link Maose Draw History receipt, click the “Print Receipt” button
nontz iome Click “Print Licanca” and make sure Bcanca 1 Iaiblv, The clant st revite 30 sies Ehe Kcance o€ the before clicking the “Done” button.
A and Srlirasen counter. Bf the chent s prchasing on bahalf of socther, the client should initisl next to each Bosnce they
Tratony Quadfaisiisd ourchaosd.
I¥ contact detads inchude an emad, 3 receigt will b sent electronically. If not, 3 printed receipt mag

upoe request.

\- J
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Cancel a Licence

Description Cancel the completed sale of a licence after issuing the wrong type of licence
How to 1. Search for customer (see Search for Client)
2. Confirm customer’s identity by validating the information displayed on the
Client Search Result screen
3. Click on View Active Licences (see Example 29). A list of the customer’s active
licences will be displayed
4. Click the Cancel Licence button, located in the Action column, beside the
licence you need to cancel (see Example 30)
5. Choose the reason for the cancellation from the pick list (see Example 30.1).
6. Click Cancel Licence
7. The system will ask if you are sure you wish to cancel the licence
(see Example 30.2). Click Yes. A message will appear that says the licence was
successfully cancelled (see Example 30.3)
8. If the client is not purchasing another licence, click Reprint Licence to reprint
any remaining active licences
9. To purchase the correct licence, click Purchase a Licence (see Purchase a

Licence)

Customer Receives

Reprint of licence displaying active licences

Additional Information

Licences can only be cancelled within 60 minutes of purchase. After that they
become non-refundable. Customers are responsible to confirm prior to signing
the licence that it is the type of licence they requested.

It is very important that you do not disclose information on the screen to the
customer. Always ask the customer to give you the information and validate the
information on the screen to confirm the correct customer profile has been
found.

Example 29:

User; Joe Vendor Organization: 123 Company Led.

Client Search

Client Registration

FREDERICTON, NIS D30 2w

Carada

Ragistered NB Resident

Purchase a Licence

Apply for a Draw

pgout My Cart(o) Help

Client Search Result

IMPORTANT - Do not disclose Information on the screen. Validate information on the screen with
client to confirm correct profile found.

Name

JANE FISHERMAN

View Draw Applicalions
Link Mocse Draw History

Update Profile

Date of Birth (YYYY-MM-DD} 1962-06-15
Address 61 BRISTOL 5T
FREDERICTON, NB E3B 4w2
Canada
el ”
emal cathy cashin®anb.ca ( Once the “Client Search Result” screen
Dl S05iS1008T opens, click on “View Active Licences”.

Evening Phone
Hobile Phone

Back
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Example 30:

User: Joe Vendor Organization: 123 Cormpany Ltd.

Chient Search

At L
Client Registration ve Licences

Cutdears #1341637760 New Brunswick Moose Draw History

oguat My Cant[0) Help Francads

CHRSE FIERER Reminder: Click Necg te link New Rrunswick Resident Moass Draw History to your Outdoors Card,

26 CHEREY AVE
FREDERICTON. 18 £24 203

Canads

Regittered B Rusedust

Livente Tyne Zune Tagls) Effective Bate

Purchase a Licence

Cout
= i i Lgn-cias  szss @
Apgly for a Draw <

View Active Licences

View Draw Applications

Mete: Date farmal o VY- MH-DB.
Link Mogse Draw History

Update Profile
e Dot Click "Reprint Licence” if dient requests a replacement licence.

Reprint Liconce | Reprint fies: $5.93
| Rspnnticoncs )

Example 30.1:

Cancel Licence - Resident Ice Fishing #0003342

Refund client the amount shown.

Autin Dssued On  Tulal

>

Please choose a reason: ()

Amount of Refund:

J érong Licence Type Sold / Purchase; :<

“Active Licence” screen will open. If it's
within the allowed timeframe for
cancelling a licence (60 minutes), the
“Cancel Licence” button will appear in
the “Action” column for each licence
that has been issued.

To cancel a licence, click the “Cancel
Licence” button.

You can only cancel one licence at a
time. Multiple cancellations must be

done individually.

You must enter a reason for cancelling tm
licence. Vendors should only select “Wrong
Licence Type Sold/Purchased” as the
cancellation reason even though the

[ Back J [ Cancel Licence J

Example 30.2:

Cancel Licence - Resident Ice Fishing #0003342

Are you sure you wish to cancel this licence?

“Serious Iliness or Injury (DNR only)” reason
will display. Cancellation due to serious
iliness or injury is at the discretion of the
Department of Natural Resources only.

After you select the reason, click “Cancel
Qence" button. J

~

The system will ask you if you are sure \
you want to cancel the licence, if so,

click “Yes”, if you click “No”, you will be
returned to previous screen where you

can click the “Back” button to return to
the “Active Licences” screen.

\ J
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Example 30.3:

User: Joe Vendor Orgondzation: 123 Company Ltd,

client Search

Cllent Registration Licence was successfully cancelled

Raprmiisence | [ Cancel Anoter Licance

Cutdsers #:342607765
searn
BT AE

o
s

FRECEAZCTON. 18 ETA 1a3
Canses

[Ie L ——

Purchase a Licence
Apply far & Draw

View Active Licences
View Draw Applications

Link Moose Draw History

Update Prafile

Legeut My Car(o) Help

<€

(Amessage will appear that says the \

licence was successfully cancelled. If
you are cancelling another licence, click

the “Cancel Another Licence” button. If
the customer is not purchasing another
licence, click the “Reprint Licence”
button. To purchase correct licence,
click the “Purchase a Licence” menu

e )
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View Active Licences

Description View list of customer’s active licences

How to 1. Search for customer (see Search for Client)

2. Confirm customer’s identity by validating the information displayed on the
Client Search Result screen

3. Click on View Active Licences (see Example 31)
4. Alist of the customer’s active licences will be displayed (see Example 31.1)

Additional Information | It is very important that you do not disclose information on the screen to the
customer. Always ask the customers to give you the information and validate the
information on the screen to confirm the correct client profile has been found.

Example 31:

User: Joe Vendor Organization: 123 Company Ltd. Logout My Cart(0) Help

Client Search
Client Registration Client Search Result

Qutdoors #:350595021 IMPORTANT - Do not disclose information on the screen. Validate information on the screen with
JANE FISHERMAN client to confirm correct profile found.

61 BRISTOL ST
FREDERICTCN, NE E38 4W2

Click on “View Active Licences” to

Canads Name JANE FISHERMAN . . N
Date of Birth (YYYY-MM-DD) 1962-06-15 dISplay a list of the customer’s
Registersd NB Resident Address 61 BRISTOL ST active Iicences.
FREDERICTON, NB E3B 412

Canada
Purchase a Licence

Apply for a Draw cathy.cashin@snb.ca
Daytime Phone 5064543087

-
Evening Phone

View Draw Applications Mobile Phone

Link Mocse Draw Histery | Back

Update Profile

~Client Details

“Identification and Preferences

~Training Qualifications
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Example 31.1:

User: Joe Vendor Organization: 122 Company Ltd.

Client Search
Client Registration
Outdoors #:350595021
JANE FISHERMAN

€1 BRISTOL §T

FREDERICTON, NB E38 4w2
Canada

Registered NB Resident

Purchase a Licence
Apply for a Draw

View Active Licences
View Draw Applications
Link Moose Draw History

Update Profile
-Client Details
“Identification and Preferences

~Training Qualifications

Active Licences

New Brunswick Moose Draw History
Reminder: Click here to link Mew Brunswick Resident Moose Draw History to your Qutdoors Card.

Licence Type Zone Tag(s) Effective Date Action Tssued On
*
0004854 Residant Ic= Fishing - n/a 2015-03-13
0004855 Residant Szlmon - - n/a 2015-03-13
Live Release
0004833 Residant Angling - n/a 2015-03-13

Mote: Date format is YYYY-MM-DD.

Logout My Cart(0) Help Frangais

Total 1
cost The “Active Licences” screen will
s2260 open. A list of the customer’s active
licences will be displayed.
saass | 2
£25.95 2
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Add Additional Tags to a Salmon Licence

Description Customer purchased a licence (any channel) and did not add the maximum
number of tags at time of purchase

Fee If the customer adds the tags online — No charge
If the customer would like the vendor to add tags, there is a fee

How to 1. Search for Client

2. Confirm customer’s identity by validating the information displayed on the
Client Search Result screen

3. Click View Active Licences (see Example 32)

4. Inthe Action column beside the appropriate licence, click Add Tags
(see Example 33)

5. Enter the New Tag number(s) (see Example 34)

6. Click Next

7. Click Reprint and Charge S

8. Review information on Transaction Summary screen with client

9. You may still remove items from order by clicking Remove from Cart

(see Purchase a Licence)

10. Once you have processed payment in your cash register, click Payment
Successful

11. Click Print Licence. Click on licence pdf to print licence with new tag
number(s) for customer. Do not close the pdf file until you are sure the
licence has printed successfully

12. Click Back to Receipt

13. If the client would like a copy of their receipt, click Print Receipt

14. Click Done

Customer Receives

e Salmon tags

e Angling licence

e  “Fish Book” (Angling Regulations and Licence Information brochure) if they do
not already have one

Additional Information

The Add Tags screen will display the maximum number of tags allowed based on
licence type. Any active tags will be displayed on the same screen.

Clients may pick up the tags at a vendor and return home to add them online
themselves at no charge.

Clients may purchase their Salmon licence online. They cannot complete the
transaction until they have added at least one salmon tag. They may pick up their
tags at a vendor and return home to complete the purchase of the licence online.

It is very important that we do not disclose information on the screen to the
client. Always ask the client to give you the information and validate the
information on the screen to confirm the correct client profile has been found.
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Example 32:

User: Joe Vendor Organization: 123 Company Ltd. Logout My Carg(0) Help

Client Search

Client Registration Client Search Result

Outdoars #: 350892071 IMPORTANT - Do not disclose Information on the screen. Validate information on the screen with
JANE FIEHERMAN client to confirm correct profile found.
1 BSTaL ST

FREDERBCTES, NI D30 493

Carada Name JANE FISHERMAN
Date of Birth [Y-MM-DD} 1562-06-15
Ragistered NE Resident Address 61 BRISTOL 5T
FREDERICTON, NB E3B 4w2
Canada

Purchase a Licence

- ”

Apply for a Draw el cathy.cashin@snb.ca Once the' Client Search Result” screen
Dbl S0AISA0ET opens, click on “View Active Licences”.
Evening Phone

View Draw Applications Mabile Phane

Link Moose Draw History Rack

Update Profile
Chast Dataly

“dwifat

Eraluure

“Training Quaticagions

Example 33:

Weer: Joi Vendor Organization: 123 Company Lid, Logout My Cart(0) Melp Erangais

Client Search

Active Licences
Client Registration it

oo #:50995522 New Drunswick Moose Draw History

JANE FISMERMAN Reminder: Click herg to link Mew Brunswick Resident Mooge Draw History to your Outdoors Card.
1 gusTaL ST

FRECERISTEN, o8 EX8 W3

Canads

Bagiusared HE Sascast

Licence Ty Tone Tag(s} THuctive Date Action Tusued On Total
: can

Purchase a Licence

God4ass Bandart loa Fahing L) 2035:03-13 S32.60 2
Apply far a Deaw
WView Active Licences GO04EES Smwdant Salrros - - A M1303-2 54064 H

s - “ ” -
e = = — Click the “Add Tag(s) bL{tton located in
Link Maase Draw Histary ) the “Action” column beside the
Update Proflie OO Meserddees o IS0 WA i F appropriate licence. The “Add Tags”
iy

e screen will open.
" < >

Meae: Date format is TVYY-MM.00,

Click "Heprint Livence” if dient requests a replacement livente.

Reprint Licence | Reprint fee: $5.91
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Example 34:

User: Joe Vendor Organization: 123 Company Led.

Client Search
Client Registration Add Tags - Resident Salmon #0005158

Oundeors #:350395021
JANE FISMERI

1 BRISTOL BT
FREGERIETON, ND £30 4w3
Cansds. Manimumn Peguired 1

agatered N8 Resident

Purchase a Licence

New Tags
Apply for a Draw

Tag #
Wiew Active Licences
View Draw Applications

Active Tags
Link Moose Draw History
update Profile i

g FPS100931

Fearscn wed Brafarsnce

Quaifustara

Back | | womt |

Example 35:

User: Joe Vendor Organization: 123 Company Ltd.

Client Search
Client Registration Add Tags - Resident Salmon #0005158 - Confirmation

Outdsers ByE0auS21 Heprint and Charge §

J
ANE FISHEAMAN

&1 BRISTOL BT

FRECIERICTON, NB E18 4w2

Canada

Ragistared N Rasident

Purchase a Licence
Apply for a Draw

Wiew Active Licences
Wiew Draw Applications
Link Moose Draw History

Update Profile
Chane el

et £ Prtwrein

Trsiang Quiticatsns

Maxirmum Allowed 4

To activate tags, dick on & and enter new tag numbers in the field below.

Legout My Cart(0) Help FErangais

Enter the tag number in the “Tag #” field
then click the “green +” button to add
another field for additional tags, or the

Logout My Cart(0) Help

“red x” button to remove a field then
click “Next”.

The “Add Tags — Confirmation” screen
will open, click the “Reprint and Charge

$” button. The “Transaction Summary”
screen will open (refer to Purchase a
Licence section for processing payment).
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Link Moose Draw History

Description

Link NB Resident Moose Draw history to a client’s profile

Fee

N/A

Required Documents

The customer must provide a NB Medicare number or RCMP/Military
identification number. It is not necessary to have the actual card at the time of
application.

How to

1. Search for client

2. Confirm customer’s identity by validating the information displayed on the
Client Search Result screen (see Additional Information)

3. Click on Link Moose Draw History (see Example 36)

4. |If the client’s Moose Draw history has already been linked, you will see a
message saying that it has already been linked (see Example 37)

5. Click the radio button beside Link NB Resident Moose Draw now (see Example
38)

6. Choose the Identification Type from the dropdown menu

7. Enter the Identification Number

8. Click Update

9. You will receive an Update Successful message (see Example 39)
Customer Receives N/A

Additional Information

It is very important that you do not disclose information on the screen to the
customer. Always ask the customer to give you the information and validate the
information on the screen to confirm the correct customer profile has been
found.

The Outdoors Card Number is now the unique identifier to apply for the New
Brunswick Resident Moose Draw. The client's New Brunswick Resident Moose
Draw History can only be linked to his/her Outdoors Card Number if he/she
provides his/her NB Medicare number, Department of National Defence or RCMP
identification number. If the client has applied to the New Brunswick Resident
Moose Draw in the past and wishes to maintain his/her priority pool (application
history), the history must be linked.

New Brunswick Medicare numbers, DND identification numbers and RCMP
identification numbers will not be shared or stored in the e-Licensing system. The
number provided serves the purpose of finding a customer's current New
Brunswick Resident Moose Draw History and linking his/her history to his/her e-
Licensing profile. The number can only be provided voluntarily. Questions about
the disclosure of this information may be directed to DNR.
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Example 36:

uUser: Joe Vendor Organization: 123 Company Ltd.

Client Search
Client Registration
Dubeces #:350595021
JANE FISHERMAN

61 BRISTOL 5T
FRECERICTON, W E3B 4W2

Canada

Rayisterud NB Fesident

Purchase a Licence
Apply for a Draw
View Active Licences

View Draw Applications

Link Moose Oraw History [ mack

Update Profile
~Cham Buraly

et i ad Prfeun

Example 37:

User: Joe Vendor Organization: 123 Company Ltd.

Client Search

Client Registration

MEATHER CRAMAM

5 ARKHURST DR
FREDERICTON, NE 38 22

Caneda

Bagatered NE Rasident

Purchase a Licence
Apply for a Draw

View Active Licences
View Draw Applications

Link Moose Draw
History

Update Profile
“Chaes Demaly
Martdation ad Bwerecen

Triining Quabbcaticns

Example 38:

user: Joe Vendor Organization: 123 Company Ltd,

Client Search
Client Registration
Outdsers #:380595021
IANE FISHERMAN

61 BRISTOL 5T

FREGERICTON, MR E38 4W3
Cansds

Ragistared N Rasidess

Purchase a Licence
Apply for a Draw

View Active Licences
View Draw l\ppllcallons

Link Moose Draw
History

Update Profile
~Chees Deenl
“twthiatn et Beweon

Trang Quatficsticns

Logout My Cant(o) Help

Client Search Result

IMPORTANT - Do not disclose Information on the screen. Valldate information on the screen with

e Tt To link Moose Draw History to a

customer’s profile, click on “Link
Moose Draw History” from the “Client

Name JANE FISHERMAN
Date of Birth [YYY-MM-DD)  1862-06-15 Search Result”screen.
Address 61 BRISTOL 5T

FREDERICTON, NB £38 4W2

Email
Daytime Phone
Evening Phoog,

Logout My Canf0) Help Francais

NB Moose Draw History

The Outdoors Card Number Is now the unigue klentifier to apply for the New Brunswick Resident Moose Draw.
The client’s New Brunswick Resldent Moose Draw History can only be linked to his / her Qutdoors Card Number if
he / she provides his [ her New Brunswick Medicare number, Department of National Defence Identification
number or RCMP [dentification number. If the client has applied to the New Brunswick Resident Meose Draw in
the past and wishes to maintain his / her priority pool (application history), select “Yes, Link NB Resident Moose
Draw now” and enter the identification type and numbar.

If the customer’s Moose Draw history has
already been linked, you will see a
message displaying that it has already
been linked.

B Resident Moose Draw has already been linked. (

Logout My Cart(0) Help Francais

Next, click the radio button beside “Link NB
Resident Moose Draw History now”. You will
then have to enter an “Identification Type”
which is a Medicare card, Dept. of National
Defence card or RCMP identification card.

NB Moose Draw History

The Cutdoars Card Numbser is now the unique identifier ta apply for the New Brunswick Resident Moose Draw,
The client’s New Brunswick Resident Moose Draw History can only be linked to his
he [ she provides his / her New Brunswick Medicare number, Department of National Defence identification
number or RCMP identification number. If the client has applied to the New Brungwick Resident Moose Draw in
the past and wishes to maintain his / her priority pool (application history), select “Yes, Link NB Resident Moose
Draw now” and enter the identification type and number.

her Outdoors. Card Number if

Next, enter the number of that identification
type in the “Identification Number” field. It
must be the number they used when they
applied for the moose draw in the past in order
for the system to find a match for their history.
Click “Update”.

Previous application(s) to the NB Resident Moose Draw to be linked to the Outdoors Card Numbar?
™
't understand my NB Resklent Moose Draw History will be lost.

" hever applied to NB Resident Modse Draw.
Yes

C Link nB Resident Mooss Draw History later.

® Link 1B Besident Moose Draw History now.

Identification Type |

Identification Number

[ Update J
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Example 39:

User; Joe Vendor Organization: 123 Company Ltd,

Client Search

Client Registration
Profile successfully updated.

Outdoen =1 319T80451
HEATHER, GRAMAM

NB Moose Draw History

9 BARENURST DR

FREGORICTON, ND £30 23

<€

Legout My Car(9) Help

The Outdoors Card Number is now the unique identifier to apply for the New Brunswick Resident Moose Draw.
The client’s New Brunswick Resident Mcose Draw History can only be linked to his / her Outdoars Card Number if
e / she provides his / her New Brunswick Medicare number, Department of National Defence identification
number cr RCMP identification number, If the client has applied to the New Brunswick Resident Mocse Draw in
the past and wishes to maintain his / her priority pool (application history), select “Yes, Link NB Resident Moose

Canads

Ragistarad NIl Rasident

Purchase a Licence

Apply for 3 Draw

N Resident Mocse Draw has already been linked.

View Active Licences
View Draw Applications

Link Moose Draw
History

Update Profile
“Cham Darads
taeehicarion sed Drefecancan

Trainng Quaifiertons

Logout

Briinswick
€ ANADRA
User: Joe Vendar Organization: 123 Company Ltd.

Client Search

Client Search
Clent Regestration ——

Option 1 - Enter bath ficlds
Diste of Birth (Y¥Yy-MM-DD)

Cutdoors Card Number

Nrw@“uvuu

nswick

CAMNADOR

Client Login
‘You are not logged in.

Click here to log in as a vendor user

Draw naw” and enter the identification type and number.

Logaut

elp  Erancals

Erangals

If linking of Moose Draw history is
successful, you will receive “Profile
successfully updated” message.

4 )

If you are not working in e-Licensing, it
is good practice to log out of the
application when you have finished a
transaction. You can log out by clicking
the “Logout” option on the top right of
your task bar.

\ _/

a )

A logout page will open stating you are
no longer logged into e-Licensing. There
will also be a link “Click here to log in as

<€

a vendor user” that you click to sign back
into the system.

\ _/
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Session Time-Out

o I Nowveas
Briinswick
C A NADA

Client Login
You are not logged in.

Click here to log in as an Online User

Erancais

If a user is signed into e-Licensing and
the application remains idle for 30
minutes the session will automatically
time out and the user will be returned
to a log in screen where they can click
on the Vendor link beneath the “If you
are an authorized vendor, agent or
employee of DNR, please click the

!ppropriate link below:” message. J

If you are an authorized #Zgent or employee of DNR, please click the appropriate link below

Troubleshooting Errors, Issues or Discrepancies

The following table has been developed to help you determine when you should contact the helpdesk to
report a potential issue. Sometimes there may be an issue or discrepancy with a customer’s record that
you will not be able to correct/change and the customer will have to contact the Department of Natural
Resources during regular business hours to inquire about it. The helpdesk is there to assist in the event
of a technical system issue that prevents you from being able to access the e-Licensing system or

complete a transaction.

Error, Issue or Discrepancy

Who to contact?

Log In:

If you are trying to sign in/log in and get an error
message :

“You have no roles assigned to you, please contact
the administrator of the application you were
trying to access”

Your employer has not assigned the DNR e-
Licensing Vendor role to you. Contact your
company’s “Client Administrator” and ask to have
the DNR e-Licensing Vendor role added to your
IAM profile. You must provide your company’s
“Client Administrator” with your IAM account
number. Your account number can be found on
the confirmation email you received when you
self-registered for your IAM account.

You have forgotten your IAM password

Click the “Forgotten Password” link on the login
page and answer your security questions — note
the answers must be entered exactly as they were

47



Error, Issue or Discrepancy

Who to contact?

originally entered. If you are still unsuccessful,
contact the helpdesk at 1-888-832-2762.

Your IAM password has expired and you forget
your security question answers

Contact the helpdesk at 1-888- 832-2762.

You click on the vendor e-licensing link and get a
message : “Internal Server Error” or “Cannot
Display Page”

The system may be down, contact the helpdesk at
1-888-832-2762 to report the issue.

You log in and get an error message:
“Failed to authenticate user”

There may be an issue with your company’s e-
Licensing account set up. Contact the Department
of Natural Resources at 506-453-3826 during
regular business hours.

Registration:

You get a message that the Driver’s Licence
number has already been used

Double check that you entered the correct
number. You will not be able to continue with the
registration. Instruct the customer to contact DNR
at 506-453-3826 during regular business hours to
have this investigated.

You entered a NB Driver’s Licence number or NB
Photo ID card number and get one of the following
error messages:

-HTTP request failure; or
- End-of-body reached

The Driver Licence lookup service (DPS webservice)
may be down. You will not be able to register
anyone as a Resident. Contact the helpdesk at 1-
888-832-2762 to report this issue.

You click on the “Address Look Up” button during
the registration process but it’s not finding the
customer’s address, message:

“No match was found. Enter address information”

The address lookup service (OCIO web service)
may be down. You can enter the customer’s
address manually. Contact the helpdesk at 1-888-
832-2762 to report the issue.

Customer’s DNR training qualification is not
appearing or is incorrect on the “Profile — Training
Qualification” screen

DNR'’s database (DNR web service) may be down.
This does not prevent you from proceeding with
the registration. Instruct the customer to contact
DNR at 506-453-3826 during regular business
hours to have their training qualifications
reviewed.

You get an error when you clicked the “Complete
Registration” button during the registration
process:

“HTTP request failure”;

“end-of-body reached” or

“e-Licensing is currently experiencing technical
difficulties. Please try again later”

DNR'’s database (DNR web service) may be down.
Contact the helpdesk at 1-888-832-2762 to report
this issue.

You get a message that the Conservation
Education number has already been used

Double check that you entered the correct
number. You can clear the number from the “NB
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Error, Issue or Discrepancy

Who to contact?

Conservation Ed # / DNR Client #” field and
continue without it. Instruct the customer to
contact DNR at 506-453-3826 during regular
business hours to have this investigated.

You get an error message when you entered a
conservation education number or DNR client ID
number:

“HTTP request failure”;

“end-of-body reached” or

“e-Licensing is currently experiencing technical
difficulties. Please try again later”

DNR'’s database (DNR web service) may be down.
You can clear the number from the “NB
Conservation Ed # / DNR Client #” field and
continue. It’s not a mandatory field and the
number can be entered at a later date.

Licence and Draws availability

The licence the customer wants to purchase is not
there.

Instruct the customer to contact DNR at 506-453-
3826 during regular business hours to have this
investigated.
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