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1. General

The NORPASS E-Screening Enrollment & Maintenance Spreadsheet is used to enter and maintain commercial vehicle e-screening data in NORPASS states. 
This spreadsheet is exported by the Washington State Commercial Vehicle E-Screening Administration (CVESA) system and emailed to the requesting CVESA user. This is done by selecting a group of vehicles and clicking the Export button on the CVESA Vehicle/Fleet Maintenance web page. If changes are made to a spreadsheet, the spreadsheet can be uploaded back to the CVESA system to be edited and applied to CVIEW.
The spreadsheet supports a variety of e-screening administration functions. Following is a summary of the spreadsheet’s features:

1. E-Screening enrollment – The spreadsheet is designed to be an electronic enrollment form for new carriers that wish to participate in NORPASS e-screening programs. The spreadsheet can be obtained by a carrier via the Internet. To do this, the carrier must provide a valid USDOT# and an email address. An empty spreadsheet (without existing vehicle data) is then emailed to the carrier with enrollment instructions. After the carrier enters the required data in the spreadsheet and uploads it, the data is verified and loaded into CVIEW. The carrier is then emailed instructions to purchase transponders. Purchasing options include: online via the web, fax or mail. 
Note that when a carrier’s vehicle data already exists in CVIEW, it can be exported using this spreadsheet (see export feature below). However, exporting of a carrier’s vehicle data is only permitted by the authorized contact for the carrier. A carrier is notified during enrollment process when existing vehicle data in already on file. Once the carrier’s contact and credential information is verified, a spreadsheet containing existing vehicle data is sent to the carrier instead of an empty spreadsheet. Existing transponders can then be entered.
2. Support for carriers based in non-SAFER states – One of the primary needs met by this spreadsheet is to enter registration and transponder data for interstate carriers that are based in non-SAFER states (where vehicle registration data is not automatically uploaded to SAFER). This spreadsheet allows these carriers’ vehicles to be uploaded to SAFER. Once the carrier’s vehicles are in SAFER, the carrier is able to participate in electronic screening programs in NORPASS and non-NORPASS states that are CVISN compliant. 

3. Authoritative Source Override – When a vehicle's registration data is currently in SAFER but is incorrect, this spreadsheet can be used to override the incorrect SAFER data. Examples of when this might be necessary are: 1) the authoritative source for a vehicle is unable to maintain the correct values in SAFER, or 2) the new registration data for a vehicle is overridden by a previous jurisdiction’s “vehicle sold” update transaction.

This capability can also be used by XCVIEW users to add missing data and correct data errors from in-state legacy systems that interface with CVIEW. 
These changes are only uploaded to SAFER for jurisdictions where WA is acting as the authoritative source for the base state’s SAFER XML transaction uploads.

4. Data sharing with states that connect directly to SAFER – States that connect to our regional XCVIEW will automatically receive all data that is input and maintained using this spreadsheet. Because we are not authorized to send data to SAFER for other states (without their permission), we are not able send a large portion of the data that is maintained using this spreadsheet to SAFER. Using the CVESA export function (see export function below), data required by other jurisdictions can be exported to this spreadsheet and sent via email. 

5. Simplified data entry and maintenance – The spreadsheet is designed for use by e-screening administrators and authorized carriers (that perform their own vehicle and transponder data maintenance). 

Common data values that apply to all or most vehicles (base state, registration expiration dates, prorate data, etc.) can be entered as default values. This greatly reduces the time required to enter and maintain vehicle data. Default values are easily overridden. For example, it is possible to enter a different Safety USDOT#, IRP USDOT# and account, or IFTA account on a vehicle by vehicle basis if necessary. 
Although the CVESA web page functions can be used to make vehicle and transponder changes, making changes using the CVESA spreadsheet is more reliable and efficient when a large number of changes are required for a carrier or a fleet. Using this spreadsheet also avoids the network slowdown and timeout problems associated with web page updates. 
6. Supports bulk data entry – Because this is an Excel spreadsheet, vehicle data can be easily copied from a fleet manager’s existing spreadsheet to this spreadsheet. 
This capability is a requirement for large fleets. Entering data from an existing spreadsheet using a web application where vehicles are entered one at a time is very time consuming and prone to error.

7. All transponder and vehicle registration data can be maintained – The spreadsheet allows transponder data, vehicle registration data, IRP account/fleet and prorate data, IFTA data and state specific data to be entered and maintained. 
All data elements that are supported by the SAFER XML upload interface (that are related to e-screening) can be entered in the spreadsheet. In addition, NORPASS sanctioned data elements and relationships that do not exist in SAFER can be entered and maintained (for example, transponder issuing jurisdiction, multiple transponders per vehicle, vehicle unit nos. longer than 5 characters, unique Canadian data, state specific data, etc.). 
8. Upload to CVIEW with the click of a button – Once vehicle data is entered, the spreadsheet is uploaded to CVIEW by clicking the Upload button on the main menu. In cases where carriers enter their own data, the spreadsheet is sent to a NORPASS e-screening administrator to be applied to CVIEW. 
An authorized CVESA username and password must be entered to make changes to CVIEW. 

After the spreadsheet is submitted for processing, it is verified for accuracy and, if no errors are found, the data is applied to CVIEW. After CVIEW is updated, the changes are uploaded to SAFER and shared with other CVISN states. 

9. Email notification – The submitter of the spreadsheet is notified by email after the spreadsheet is processed (usually within minutes). Email notification includes the status of upload processing, any errors that have occurred, and instructions for resubmission (if necessary).

10. On-demand export capability – This spreadsheet can be exported for a specific carrier, one or more fleets, or a group of vehicles using the export function on the CVESA Vehicle/Fleet Maintenance web page. This allows e-screening administrators (or authorized carriers) to create a spreadsheet with current vehicle data and email it to themselves (or someone else), update the spreadsheet, and then upload the changes back to CVIEW.
11. Automatic export capability – The spreadsheet can also be exported automatically by CVIEW and emailed to carriers that maintain their own vehicle and transponder data. This needs to be done for carriers based in non-SAFER states when their vehicle registration expiration dates are about expire. The carriers are then responsible for updating their own registration data and sending in their updated spreadsheets along with faxed or mailed copies of their current cab cards.
The sections that follow describe each of the spreadsheet’s data pages.

2. Carrier Information (Required)
This page is used to enter carrier contact information and vehicle and fleet default values.

Mandatory Data

The following data must be entered: USDOT#, Contact Person Name, Phone #, Mailing Street, Mailing City, Mailing State, and Mailing Zip

Remarks

Carrier Name, DBA Name, Physical Location, City, and State Zip cannot be modified. The values for these fields are obtained from SAFER using the carrier's USDOT#.

If Mailing Country is not specified, USA is assumed.

Vehicle/Fleet Default Values: The Carrier Information page allows you to specify vehicle and fleet default values. You will want to specify default values for data fields that are the same for all (or most) vehicles. To use a default value on a vehicle, just leave the field blank on the vehicle page. If you have a default value specified for a field but don't want to use it on a particular vehicle, enter a different value for the field on the vehicle page. Enter a - (hyphen) character in a vehicle page field to indicate that there is no data for the field. 
Default values are applied automatically to the vehicle pages when the spreadsheet is uploaded. An Apply Defaults button is provided in the spreadsheet menu, to allow changes to vehicle default values to be applied to the vehicle pages.
All default values are optional with the exception of Safety USDOT#. Safety USDOT# must be entered.
Leading Zeros: Excel automatically removes leading zeros from numeric fields. You are allowed to enter (and keep) leading zeros for Plate Num, IRP Account, Fleet and IFTA Account. To do this, a “^” character must be used as a leading zero place holder. For example a plate number of 0135981 must be entered as ^0135981.
3. Vehicle Base State Data (Required)
This page is used to enter base state registration data for each vehicle.

Mandatory Data

The following data is required: Safety USDOT#, Plate State, Plate Num, VIN, Model Year, Make, Reg. Exp. Date, and Lic. GVW.

Remarks

If default values for vehicle base state data are provided on the Carrier Information page, they will be used for all fields that are left blank.

To delete a vehicle, enter a “Y” in the “DELETE (Enter "Y" to Delete) “ column.

VIN changes are NOT allowed. To change a VIN, the vehicle record with the bad VIN must be deleted and the vehicle must then be added back with the correct VIN. To do this, copy the entire vehicle row and insert as a new row in the spreadsheet. Then change the VIN in the new row to the correct VIN. On the original row with the bad VIN, put a “Y” in the “DELETE (Enter "Y" to Delete) “ column. This will delete the vehicle record with the incorrect VIN. 
If Transaction Date is not entered, it will default to the current date. (This is done when the data is stored in CVIEW.)
If model year and make are being copied from another spreadsheet, the model year and make (and model) data can be copied to either the Model Year or Make column. When the data is loaded into CVIEW, only the year will be kept in the Model Year column and a 5 character make code will be automatically assigned and stored in the Make column.
Leading Zeros: Excel automatically removes leading zeros from numeric fields. You are allowed to enter (and keep) leading zeros for Plate Num, IRP Account, Fleet and IFTA Account. To do this, a “^” character must be used as a leading zero place holder. For example a plate number of 0135981 must be entered as ^0135981.
4. Transponder Data and Purchasing Transponders (Required for E-Screening)

This page is used to enter transponder data for vehicles that already have transponders. 
Transponders can be purchased on-line, via fax or by mail once enrollment data has been uploaded and verified. Transponder purchase instructions are automatically sent to the contact person on the Carrier Information page once enrollment data has been verified and loaded into CVIEW.
Mandatory Data

The following data is required: Tag ID, Tag Issuer.

Remarks

If default values for transponder data are provided on the Carrier Information page, they will be used for all vehicles where transponder data fields are left blank.

One primary transponder (tag) and 3 secondary transponders can be entered. The primary transponder is the transponder that will be associated with the vehicle in all reports and web page displays and also on the scale PC’s at the weigh stations. The secondary transponders are additional transponders that are used by the vehicle that you wish to have recognized as identifying transponders for the vehicle.

Tag ID (transponder number) must be either an 8 character hexadecimal value (for example, 2080A1FA) or a 9 character decimal value (for example, 545300986). 

Tag Issuer is the 2 character jurisdiction code of the jurisdiction that issued the transponder (WA, OR, KY, etc.) or NORPA if the transponder was issued by NORPASS.

Tag Type can be entered if you wish. But it is automatically extracted from the Tag ID when the data is uploaded and edited. If incorrect values are entered, they will be overridden when the uploaded data is processed. The current values for Tag Type are:

1 - Unknown





2 - Delco Type II+ Transponder Active Slotted Aloha TDWA

3 - MARK IV Type II

4 - Telematics Type II 915 MHz

5 - Telematics T-Seal 915 MHz

Tag Ignore and Tag Force Pull-in must be either Y or N. The default is N. If Tag Ignore is set to Y, the vehicle is treated like a vehicle with no transponder. If Tag Force Pull-in is set to Y, the vehicle is always given a red light and forced to pull in at every weigh station.

5. IRP Account and Fleet Data 
This page is used to enter IRP account and fleet data for each vehicle.

Mandatory Data

The following data is required: IRP Account, Fleet, Unit No, and Veh. Status.

Remarks

If default values for IRP data fields are provided on the Carrier Information page, they will be used for all vehicles where IRP data fields are left blank.
If an IRP account is entered and IRP State is not entered, it will default to the state where the carrier is located (based on the Safety USDOT# from the Carrier Information page). This is done when the data is stored in CVIEW.
If an IRP account is entered and IRP USDOT# is not entered, it will default to the Safety USDOT# on the Carrier Information page. (This is done when the data is stored in CVIEW.)
Leading Zeros: Excel automatically removes leading zeros from numeric fields. You are allowed to enter (and keep) leading zeros for Plate Num, IRP Account, Fleet and IFTA Account. To do this, a “^” character must be used as a leading zero place holder. For example a plate number of 0135981 must be entered as ^0135981.
If more than one Fleet Status is entered for a fleet of vehicles, the first Fleet Status in the spreadsheet for the fleet will be used for the Fleet Status. If Fleet Status is not entered, it will default to the lowest vehicle IRP status (Veh. Status) entered. (This is done when the data is stored in CVIEW.)
Veh. Status and Fleet Status must be one of the following numeric codes:

0 - Not Available (Assumed Current)

100 - Original Carrier Fleet  (Generic Active Vehicle Status)

101 - All Credentials Issued

111 - Partial Payment Not Yet Due

121 - Vehicle Added On A Fleet To Fleet Transaction

131 - Outstanding Temporary Authority

140 - Vehicle Conversion Record

161 - Activate Suspended Vehicle

201 - Renewed Active Vehicle

501 - Active Vehicle (Converted)

511 - Inactive (Converted)

900 - Not Current  (Generic Inactive Vehicle Status)

901 - Suspended Non Payment

911 - Suspended (Weight Violation)

940 - Vehicle Status Code Not Yet Assigned

941 - Sleeping Vehicle

943 - Prevents Credential Issuance

951 - Vehicle Withdrawn From Operation For No Reported Reason

952 - Vehicle Withdrawn From Operations Due To The Vehicle Needing Maintenance

953 - Vehicle Withdrawn From Operations Due To The Vehicle Being Sold

954 - Vehicle Withdrawn From Operations Due To The Vehicle Being Stolen

955 - Vehicle Withdrawn From Operations Due To The Vehicle Being Wrecked

956 - Vehicle Withdrawn From Operations Due To The Vehicle Being Salvaged

959 - Vehicle Deleted On A Fleet To Fleet Transaction

961 - Vehicle Suspension Code.

998 - Vehicle Soft Deleted But Treated As Hard

999 - Physically Deleted Vehicle

6. IRP Prorate Data
This page is used to enter prorate GVW amounts by state for each vehicle.

If you are entering the same GVW for all jurisdictions, use the Prorate Default Wizard on the Carrier Information Page to enter default prorate GVW amounts.

Mandatory Data

The following data is required: The permitted (prorate) GVW for each jurisdiction where the vehicle operates (as shown on the vehicle’s cab card).
Remarks

If default values for prorate data are provided on the Carrier Information page, they will be used for all vehicles where prorate data fields are left blank.

7. IFTA Account Data

This page is used to enter IFTA account data for each vehicle.

Mandatory Data

The following data is required: IFTA Account, IFTA Status.

Remarks

If default values for IFTA data fields are provided on the Carrier Information page, they will be used for all vehicles where IFTA data fields are left blank.

If an IFTA account is entered and IFTA State is not entered, it will default to the state where the carrier is located (based on the Safety USDOT# from the Carrier Information page). This is done when the data is stored in CVIEW.
If an IFTA account is entered and IFTA USDOT# is not entered, it will default to the Safety USDOT# on the Carrier Information page. (This is done when the data is stored in CVIEW.) If there is no USDOT# associated with an IFTA account, enter a “-“ (hyphen character) in the IFTA USDOT# field.
Leading Zeros: Excel automatically removes leading zeros from numeric fields. You are allowed to enter (and keep) leading zeros for Plate Num, IRP Account, Fleet and IFTA Account. To do this, a “^” character must be used as a leading zero place holder. For example a plate number of 0135981 must be entered as ^0135981.
If more than one IFTA Status is entered for a group of vehicles with the same IFTA Account, the first IFTA Status in the spreadsheet for the IFTA Account will be used for IFTA Status.

IFTA Status must be one of the following codes:

0 - Not Available

1 - Active

2 - Active Pending

3 - Active Delinquent

4 - Closed

5 - Closed Pending

6 - Suspended

7 - Canceled

8 - Canceled Pending

9 - Inactive

A - Inactive Delinquent

B - Released

C - Revoked

D - Revoke Pending

8. Miscellaneous and State Specific Data
This page is used to enter infrequently used data and state specific data for each vehicle.

Remarks

If default values are provided on the Carrier Information page, they will be used for all vehicle data fields that are left blank.

All of the data on this page is optional. Following are descriptions of the state specific fields:
WA I-5 Border Xing – Authorizes I-5 border crossing data collection. Enter Y to participate.
WA CVSEF Paid – Indicates WA CVSEF is paid. Enter Y if paid.
BC NSC ID, BC NSC Rating, & BC Financial Resp. – Carrier credentials required by British Columbia. 
9. Apply Defaults Button

Click this button to apply the vehicle default values entered on the Carrier Information page to the vehicle data pages.

10. Remove Defaults Button

Click this button to remove the default values from the vehicle data pages. Note that the default values appearing on the Carrier Information page are added to the vehicle data automatically when the spreadsheet is uploaded.

11. Save Button

Click this button to save the spreadsheet.

12. Sort Vehicles Button

Click this button to sort the vehicle data. You can sort by 1, 2 or 3 different columns in ascending or descending order.

13. Upload Button

Click Upload after you have finished your vehicle and fleet changes. The Upload button transmits your spreadsheet changes to the CVESA system. 
The Upload function dialog allows you to enter your CVISN password. You must enter your CVISN (CVESA web site) password if you want to have your changes automatically applied to CVIEW. Otherwise your changes will be edited only and the results will be emailed back to you.
If you are a carrier that is allowed to maintain your own vehicle and transponder data, you will not be allowed to have your vehicle changes applied automatically to CVIEW. In this case, your spreadsheet will be automatically sent to a designated e-screening administrator who, in turn, will validate the changes you have submitted and apply them to CVIEW. 

The Comments box is for carriers that upload their own vehicle and fleet changes. Use the Comments box to enter any comments or special instructions that need to be sent to the designated e-screening administrator.

Once an uploaded spreadsheet is processed, a new copy of the spreadsheet is emailed back to the submitter. The new spreadsheet will contain the processing status and errors (if any) for each vehicle.

14. Help Button

Click the Help button to open the latest version of this document. 
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