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1. INTRODUCTION 

OVERVIEW 

The OROS Entry System (DES) is a web-based app lication used by ammunition vendors to 
submit ammunition eligibility checks to the Department of Justice, Bureau of Firearms and 
subsequently receive eligibility determinations through the system. Furthermore, DES enables 
ammunition vendors to report information, relative to the sale or transfer of ammunition, at the 
time of delivery. The purpose of this document is to provide a step-by-step user guide for 
accessing and using the DES application. 

WEBSITE ADDRESS 

The website address for the DES web application is: 
https://0 ES.do j .ca. gov 
Note: As this is a secure website designed to ensure that DES data is encrypted when 
transmitted over the internet, be sure to include the entire website address including the prefi x 
https:// when accessing this website. You can bookmark this page to make accessing this site 
easier in the future. 

DES HOURS 

The DROS Entry System is available 4:00 AM - I :00 AM, Monday through Sunday, unless 
stated otherwise. 

CONTACTING THE BUREAU OF FIREARMS CUSTOMER SUPPORT CENTER 

A Contact Us link is available on each page of the application, including the log on page. This 
link opens a window containing information on how to contact the Customer Support Center 
should you need assistance. 

n J II 

AGBamrP~ 

llfll( l'fJ/ t ll, • 

·"' \tlOrlH'\ ( 1t..'lt1.• r d 

OROS EntrySy?d:rm (DL~) 1..1..,i...o.0(0,1/ Z-5/.:oa9) Con.tut Us Conditiaa.,ofUM" 

~ 

IMAGES PRESENTED WITHIN THIS DOCUMENT 

For security reasons, some data appearing on screen images will appear blurred out. 

PRINTING 

All printing from the DES application wil l be to your local printer. If you have problems with 
reports not fitting properly on the printed page, you may need to adjust your settings as follows: 
From your browser, select File then select Page Setup. From the Page Setup screen, enter the 
settings as shown in Figure 1.2 (Internet Explorer) or Figure 1.3 (Firefox). 
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Figure 1.2 , Internet Explore r Page Setup 
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Page Setup 

Fonnat & Options Margins & Header/ Footer 
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TECHNICAL REQUIREMENTS 

The DES application should work with most common and up-to-date web browsers, and has 
been tested with the following: 

• Mozilla Firefox 
• Google Chrome 
• Safari (not supported by W indows) 
• Inte rnet Exp lorer 9 and above 

Note: System requirements vary fo r each internet web browser. Please refer to the web browser 
system requirements to detennine compatibility with your computer. Additiona l browsers might 
work w ith DES; however DOJ cannot guarantee that their features w ill work as expected. 

If your web browser b locks pop-up windows, the DES application must be added to the list of 
s ites from which pop-ups are allowed, a lso known as ' ·Exceptions." (For Firefox, sec Tools I 
Options I Content I (Block pop-up windows) Exceptions. For Internet Explorer. see Tools I 
Internet Options I Privacy I (Pop-up blocker) Settings). 

The reports generated by this system will be in the Adobe Portable Document Format (PDF), 
which will require that you have Adobe Acrobat Reader ins talled on your computer in order to 
view, save, or print a report. The latest version of Adobe Acrobat Reader can be obtained from 
Adobe's website: http:/ get. adobe.com/reade r/. 
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DEFINITIONS, ACRONYMS, AND ABBREVIATIONS 

Term/Acronym Definition 
AFS Automated Firearms System 
ATN Ammunition Transaction Number 
BAEC Basic Ammunition Eligibility Check means the 

Department's ammunition eligibility check as 
prescribed by Penal Code section 30370, subdivis ion 
(c). The Department sha ll conduct a Basic Ammunition 
Eligibility Check to authorize a purchaser or transferee 
who is not prohibited from purchasing or possessing 
ammunition in a s ingle ammunition transaction or 
purchase. 

BOF Bureau of Firearms 
CAY California Ammunition Vendor means an individual 

with a valid ammunition vendor license issued pursuant 
to Pena l Code section 30342. 

CFARS Californ ia Firearms Applicati on Repo11ing System 

CFO California Firearms Dealer 
COE Certificate of Eligibility means a certificate which states 

that the Department has checked its records and the 
records available to the Department in the National 
Instant Crimina l Background Check System and 
determined that the applicant is not prohibited from 
acquiring or possess ing firearms. 

COE Holder A person who obtains a valid Certificate of Eligibi lity. 
COE Verifi cation Process (COE A purchaser or transferee is authorized to purchase 
Check) ammunition if they ho ld a current Certificate of 

Eligibili ty, subsequent to verifi cation by the 
Department. 

DES Dealer Record Of Sale Entry System 
DOJ Department of Justice 
DROS Dealer Record of Sale 
Firearms Eligibility Check A state and federal background check, pursuant to Pena l 

Code section 28220, that is used to determine an 
individual's elig ibility to possess, receive , own, or 
purchase a firearm. 

Head of the Agency Means the chief of police or the director of public safety 
for a police department, the sheriff fo r a county sheriffs 
office, the head o f an agency or the ir designee for a state 
law enforcement agency, and the manager in charge of 
any local fie ld office for a federa l Jaw enforcement 
agency. 

8 

Case 3:18-cv-00802-BEN-JLB   Document 34-3   Filed 08/05/19   PageID.1211   Page 9 of 51



California Department of Justice 
Bureau of Firearms 

DES Application - Ammunition Vendor User Guide 

Inventory Code A customizable sett ing des ign by a dealer fo r specifi c 
ammunition type. 

PDF Portable Document Format means the fi le type used for 
displaying reports with in the DES app lication. 

Pop-up window (pop-ups) An additiona l web browser window opened by a main 
page. 

reCAPTCHA A cha llenge/response test used to veri fy that a person, 
and not another computer, is interacting w ith a system. 
The CAPTC HA acronym stands fo r: Completely 
Automated P ublic T uring test to tell Computers and 
Humans Apart. 

SAEC Standard Ammunition El igib ility Check means the 
Department's ammunition eligibi li ty check as 
prescribed by Penal Code section 30370, subdivis ion 
(b ). A purchaser or transferee is authorized to purchase 
ammunition if thei r informa tion matches an entry in the 
Automated Firearm System and does not match an entry 
in the Prohibited Armed Persons File. 

2. USING THE DES APPLICATION 

In order to use the DES application, yo u must request a DES account to obta in a valid user name 
and password combination (See Sect ion 3, Enrolling in DES). 

NAVIGATION WITHIN THE DES APPLICATION 

The DES application is a web based app lication. You can nav igate the web pages using e ither 
your computer mouse or tab button. 
There is one important distinction between websites and web applications concerning the use of 
browser nav igation buttons. The browser navigation and refresh buttons, as shown below, shou ld 
not be used to navigate w ithin the DES app lication. Instead, you should navigate the DES 
application using the buttons and/or links that are found on the a plication's pages. ~ - --=----=--- -------, 

- 1D1 xJ 

Eile !;_dit ~ie1;\1 F~vorites Ioo ls t!_e lp 

Con vert .... ~ Sele ct 

Do not use the browser 
buttons to navigate within 
the DES application . 

Use DES application 
buttons to navigate within 
the DES application . 

..------, Please click buttons only once Mutt,ple clicks will delay process-in.::..g -----="'-
Submit Main Menu Clear Back 
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REQUIRED FIELDS ON FORMS 

On all data entry pages, required fields are clearl y marked by a red asterisk preceding the fi eld 

label. / 

'Curren t Password 

EXITING THE DES APPLICATION 

To exit the DES application, select Log Off You wil l be logged off from the DES application 
and returned to the DROS En tty System Log On page. 

Note: Avoid closing the browser wi ndow while you are still logged on to the DES. Closing an 
acti ve wi ndow can allow the DES to keep your session open, which could lead to problems 
logging back on should you attempt this within a short time of closing your browser window. 

l·l;i-fi§MMGWIS!·FAIMM §@11M·MffiHMM1MWIMMUiHl1 l·iH@ oU!) 
SESSION TIME OUT 

For security reasons, the DES will time out after 30 minutes of inactivity. If this occurs, the 
system wi ll display a message indicating that your session has timed out. You will need to log on 
again to use the system. 

REPORTING AN ISSUE 

If you run into a problem or have a question about using the appl ication, you can report the issue 
to the Customer Support Center using the Report an Issue link which is provided throughout the 
application. 

Note: You must be logged on lo the DES application in order to use this feature. 

M·i;J-fi§MMGWIS!·FiFIMM W@H+t!!iii!J'·MWIMMUiH:i l·i•!/IMffi·UN 

' Issue T , e 
He.ving trouble submntmg e OA OS trensad 1o n 

Plea-:.e cliek button s only once Murt1ple c lJc._ $ w 1!1 dc leiy p,ocess,ng 

~-5"-"u-'-b m~ i Clear I i Main Menu j 
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To report an issue: 

I ) Select the Report an Issue link located at the top of any page w ithin the DES application. 

2) Select the Issue Type from the drop down li st. 

3) Enter a comment that describes the issue in 200 characters o r less. 

4 ) Click o n Submit. 

5) Once you have submitted your issue. it will be reviewed by a Customer Support Center 
analyst. O nce the Customer Suppott Center replies to your issue, you wi ll see a message o n 
the Main Menu page. The message w ill di splay after cl ick ing the My Issue Log link on the 
My Issue Log page (See Secti on 6, My Account Link, My Issue Log). 

3. ENROLLING IN DES 

Enro lling in DES is a two or three step process, depending on whether you arc the Ammunition 
Vendor COE Holder or are enrolling under the authority of the Ammuniti on Vendor COE 
Holder. 

L\lPORTA~T: The DES applicat ion will not a llow employees to enro ll until the Ammunition 
Vendor COE Holder has enrolled. 

To enroll in DES: 
1) Navigate to the DROS Entry System Log 011 page (https://DES.do j.ca.gov). 

2) C lick on request a DES account link. 

Not yet a DES user? 
If 1·ou are not a DES us re uest a DES account . 

Current DES users 6 r,/1ew User t lame and Password information : 

'User Name ' Password 

Forgot User Mame? Forgot Password? 

Forgot User Mame and Password? 

Please clic~ tuttcns en~, ence l'utt,ple chc~s will dEclay precessing 

Log On Clear Form 

3) The DROS Entry System Acco1111t Request/ Enrollme11t Guidelines page, li sts the 
in fo nnatio n you will need to create a DES account. 
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DROS Entry s;ystem Account Request lnrollment Guidelint!s 

You w111 need a comb1nahon of the rollowmg 1nrormat1on lo complete account request/enrollment 

• ca11rom1a Firearms Dealer (CFO) Dealer ID 

• Calirorma Ammunrt1on Vendor (GAV) numt>er 

• Dealership Certificate or Ehg1b1l1ly (COE) numt>er 

• Federal Firearms I.Jcense (FFL) numt>er 

• A unique personal 1dent1ficat1on number (for example your driver's license number) 

If you nave all !he required information and are ready lo enroll please press the ·continue• button to proceed. 01nerw1se press tne •cancel" 
button 

~ I Cancel 

4) If you have all the required infonnation, click on the Colltillue button. The DROS Elltry 
System Terms of Use Agreement page displays for your agreement. 

5) If you agree with the DROS Entry System Terms of Use Agreement, click "/ Agree. " The 
User Account Request, Part I page will di splay. 

Ust!r Account Request. Pa11 l 

Step 1 : Submit Dealer Information for Ver ification 

' Are you a dealership COE Holder? ' Dealership COE Number ' CFD/CAV Number 
· Select r-
6 111ou nave an E'llplo1ee COE 
or olller COE t,pe select No 

6) User Account Request, Part I: Step 1: Submit Dealer Information fo r Verification 
a. Are you a dealership COE holder? 

i. If you are the Main COE holder, select YES. 
ii. If you have an Employee COE or other COE type, select NO. 

b. Enter the Vendor COE number for the license you arc enrolling with. 
c. Enter the CA V number fo r the vendor that you are enrolling with. If there are 

multiple vendors under the COE that you will be working with, enter any one of the 
CA V numbers that apply. Additionall y, CA Vs can be assigned at a later date or time. 

Note: Only answer YES to this question if yo ur name is on the California Ammunition Vendor 
license. Answer NO to this question if you have an employee or other non-dealership type of 
COE number or if you do not have a COE number. If you have questions, please contact the 
Customer Support Center. 

7) Select "I'm not a robot" to view the reCAPTCHA verifi cation images. 
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t ·~<!, \c.:1111111 R<!qnest l:'.ut I 

S te p l : Submit Dealer l 11fomrnlio n for Ver ifica tion 

' /\ro you a dea lo , s h ip CO( lloldo, 7 ' Oe almship CO( lh 11n btt1 ·c r o1CJ\V flum bor 

S•l•ct 
0 11 ,;u r, .. , • .in E<Ttcloi•• CCE 

f '"'"'' Cef: r,i:e '>'IIH;l~lll 

Subm.t Our 

8) Identify the reCAPTC HA verification images. If you are unable to determine the images in 
the reCAPTCHA code, c lick on the refresh icon next to the verifi cation code, and a new code 
wi ll be displayed. For mo re details on reCAPTCHA, (See Section I 7, Use of reCAPTCHA). 

Refresh button -
Click to display a 
different code. 

Select el aQUITfl WUh 

street signs 

C O 0 

9) Tf you selected YES in User Account Request, Part I , "User Account Request, Part 2" w ill 
di splay. 

User Account Request. Part 2 

Step 2 : submit Employee I nformation for Verification 

·oealership COE tlumber ·c AV Number 

13 

' Personal ID tlumber 

_J 
Q Enter the ID rJum:>er on record for 1our 
COE Otherwise entar go.emmenl issued ID 
num:>er 
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I 0) If you selected NO in Step 1, the below version of "User Account Request, Part 2" will 
di splay. 

User Account Request. Part 2 

Step 2: Submit Employee Information for V e rificatio n 

·oealership COE Num ber "CAV Number Employee COE Number 

L ~ 
·Personal ID Number 

[" _J 
O Enter the ID t lum er on record for )Our 
COE Otherwise enter government issued 10 
nun1:ier 

11 ) Enter your CA Driver License or ID number in the Personal ID Number field. The ID 
number entered must match the ID number on record for your COE. 

12) Cli ck on Submit. If the enrollment in fo rmation is correct and matches an acti ve account, the 
system will display the User Account Request, Part 3 screen. 

Note: If there is a problem with the enrollment information, the DES will display a generic enor 
message: There is a problem 1\'ith either the i11formatio11 you entered or 11·ith th e acco1111t. Please 
verifi · the i11/or111ation and t1y again. For security reasons, the message will not state the exact 
nature of the problem. The fo llowing are some poss ible reasons fo r the error: 

• CA V and/or COE number were entered incorrectly or match an inactive account. 
• The COE holder hasn' t created their account prior to an employee attempting to 

create their account. 
• The COE holder entered a Personal ID number that does not match the ID number 

associated to their COE. 

13) Enter your user informat ion: Note: If you have a dealership, employee, or other non
dealership COE number, your DES User in fo nnation must match your COE info1mation 
exactly. 

• Enter your Last Name (may include alphas, hyphens, and spaces). 
• Enter your First Name (may include alphas and spaces). 
• Enter your Middle Initial, Optional. 
• Select your Identity Verification Questions from the drop down I ist. 
• Enter the responses associated with each of the questions. You will need to enter these 

responses should you forget your password or user name or should you get locked out 
of the DES appli cation. 

• Enter the Password that you want to use for the DES. Note: Click on the P_assword 
Format link to view the allowable password fo rmat. 

• Re-enter your Password. 
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• Click on Submit. Once you have submitted the requested in fo rmation, the system will 
present a confirmati on page allowing you to review the infonnation that you entered. 

• If you discover an error, click on Edit Request to go back to the request page and edit 
the field where you discovered the error. 

• If the in fo rmation is correct, cl ick on Confirmed, Submit. A confirmati on message 
will be displayed to confirm submission of the accoun t request 

• lf you are the COE Holder and if your COE number is assoc iated to multiple 
dealershi ps, the Manage Dealership screen will display (See Section 7, Manage 
Dealerships). 

• The system di splays the User Name that you will use to access the DES application. 
Please make note of your user name, as you will need to use it each time you access 
the DES applicati on. 

Note: If vou are the ~OE Holder, you may immediately log on to the DES application using the 
user name assigned by DES and the password that you created as part of the enrollment process. 
If you are not the COE Holder, you cannot log on to the DES app lication until your account has 
been approved by the COE Holder or store manager (See Section 7, Assigning permissions). 

4. LOGGING ON TO DES 

In order to Log On to the DES application: 

• You must fi rst enroll in the application (See Section 3, Enrolling in DES). 

If you are not a COE Holder, your store manager or COE Holder must approve your account 
request and setup your permissions before yo u can log on (Sec Section 7, Administrator Links). 

To Log On to the DES application : 

I) Nav igate to the DROS E11t1y System l og On page (https: DES.do j.ca.gov). 
2) Enter your User Name 

3) Enter your Password 

4) Click on the Log On button 

If you enter either an invalid user name or password, the system wi ll display a warning message. 
If you enter too many unsuccessful user name or password attempts, the system will lock your 
account, and you will need to contact your store manager to unlock it. (If you are the COE 
Holder and lock your account, you will need to contact the Customer Support Center (See 
Section I, Contacting the Bureau of Firearms Customer Support Center). 

Forgot Password: 

I) If you have fo rgotten your password (pri or to locking your account): 

2) Select the Forgot Password option from the DROS Entry System Log On page. The Forgot 
Password page disp lays. 
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' CFO Number ' ID !lumber 

rm not a robot 

FoLg.ot Pass\\ord 

' User flame 

Pleas~ Ole, tu°'.!C"'5 en~ cnce 

Submit=1 cancel _J 

3) Enter the requested information: 

a) Any CA V Number associated to your account 

b) Your Personal ID Number 

c) Your User Name 

d) reCA PTCHA verificatio n image 

c) Click on the Submit button 

f) If a match is found , the system displays two randomly selected identi ty verification 
questions that you selected during your DES enrollment. 

g) Enter the response to the security questions presented and click on the Submit button. 

I) If the responses entered a rc correct, the system wil l display the Enter New Password 
screen. Enter and re-enter you r new password and click on the Submit button. 

2) If the responses entered a re incorrect. the system wi ll display a warning, and you may 
try again. Note: If the responses are entered incorTectly, your account wi ll be locked, 
and you must contact your store manager to unlock your account. If you cannot 
remember the answers to your security questions, your manager will have to remove 
your account, and you wi ll have to re-enroll in DES. If you are the COE holde r, you 
wi ll need to contact the C ustomer Support Center for assistance. 

If you have forgotten your DES User Name: 

1) Se lect the Forgot User Name option from the DROS Entry System Log On page. The 
Forgot User Name page d isp lays. 

Forgot User Name 

' CFO Number ' ID Number ' Password ' Last Name ' First flame 

rm not a robot 

Pieese click. t-uttcn -s er!) cnce 

C Sub~ Cancel 
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2) Enter the requested information: 

a) Any CA V Number assoc iated to your account 

b) Your Personal ID Number 

c) Password (If you cannot remember your password, see FO/'got User Name and Password 
below.) 

d) Your Last Name 

c) Your First Name 

f) reCAPTCHA verification image 

g) Click on the Submit button 

h) If a match is fo und, the system disp lays two randomly selected identity verification 
questions that you selected during your DES enrol lment. 

i) Enter the responses to the security questions presented and select the Submit button. 

1) If the responses en tered are con-ect, the system wil I display your User Name on the 
screen. 

2) If either of the responses is incorrect, the system wi ll display a warning, and you may 
try aga in. Note: [f the responses arc entered incorrectly, your account will be locked, 
and you must contact your store manager to unlock your account. If you cannot 
remember the answers to your security questions, your manager will have to remove 
your account, and you will have to re-enrol l in DES. [f you arc the COE Holder, you 
will need to contact the Customer Support Center for assistance. 

If you have forgotten your DES User Name and Password: 

1) Select the Forgot User Name and Password option from the DROS Entry System Log 011 
page. The Forgot User Name and Password page disp lays. 

Fo1·g,ot Usl.!t NaJll<c! and P~ss,\"01d 

· c F O N u m b e r " ID Nurn b e r "D e a l ership CO E H umbe r Fr L N u m b e r 

" Fir s l Name 

rm not a robot 
Pease ct:c:1 cuncns en~ cr.ce 

Su b m it "'1 cincef 

2) Enter the requested in formation: 

a) Any CA V Number associated to your account 

b) Your Personal ID Number 

c) The Dealership COE Number associated with your CA V license holder 
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d) Ammunition vendors do not require a FF L Number associated to the CA V 

e) Your Last Name 

f) Your First Name 

g) reCAPTCHA verification image 

h) Click on the Submit button 

i) If a match is found, the system displays two randomly selected identity verification 
questions that you se lected during your DES enrollment. 

j ) Enter the response to the security questi on presented and cl ick on the Submit button. 

l ) If the responses entered are correct, the system w ill display your User Name on the 
screen and allow you to ente r a new Password. 

2) lf e ither of the responses is incorrect, the system will di splay a warning, and you may 
try again. Note: If the responses are entered incotTectly, your account will be locked, 
and you must contact yo ur store manager to unlock your account. If you cannot 
remember the answers to your security questions, your manager w ill have to remove 
your account, and you will have to re-enroll in DES. [ f you are the COE holder, you 
will need to contact the C ustomer Support Center for assistance. 

5. DES MAIN MENU PAGE 

OVERVIEW 

When you log onto the DES application, the Main Menu page is d isplayed, whi ch allows you to 
perform a vari ety of tasks within the DES application. Depending on your ass igned permissions 
and other factors, you may perform some or all of the fo llowing from your Ma in Menu page: 

• Read system generated messages 

• Select the ammunition vendor that you ' ll be working fo r during this session (This feature 
is only available if your account is setup with multiple dea lerships.) 

• View lnfonnation Bulletins issued by the Department 

• View urgent ammunition eligibility notices on previo usly submitted transactions 

• View fo rms issued by the Department 

• Submit and Search Ammunition Elig ibility Checks 

• Submit Ammunition Purchase(s) 

• Search and add to the Frequently Sold Ammunition Li st 

• View o r edit your DES Profile 

• Change your password 
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• View o r respond to an issue that you had sent to the Customer Support Center 

• Select Administrator tasks that you have been given perm issions to perform. These tasks 
include: 

o Process new account requests 

o Manage employee accounts 

o View current and past DES invoices 

o Manage dealerships. (This feature is only available if you are the COE holder and 
have multipl e dealersh ips associated to your COE number.) 

o Pay your DES invoices 

o View your paid invoices 

MESSAGES 

The Main Menu page displays messages related to your account, typicall y giving you 
information regarding tasks that you need to perform. For example, this is where you will receive 
a reminder that it is time to change your password, that you have infotmation bulletins to read, or 
that you have Urgent Ammunition Eligibility Notices to read. 

Y,:,u t1ave a nevv messa9e 1n y,:,ur ·t·..fly Issue Lc11.J' 
· ·{ou have Information Bulletins tt1.~t rnust be rev1evv8i:l 

\'•)U llave pen,jing ac,:c,unt r8 1:1ue·;t·; 

6. MY ACCOUNT LINKS 

All users have access to the My Account links, which include: 

• Edit My Profile 
• Change My Password 
• My Issue Log 

EDIT MY PROFILE 

The information that you entered when you completed the account request process became part 
of your DES User Profile. You may edit your user profile o nce you are logged on to the system, 
including your name, your personal ID number (unless you are the COE holder), and your 
identity verification questions and responses . 

To edit your profile: 

l) From your Main Menu page, click on the Edit My Profile link. The Edit My Pro.file page wi ll 
display. 
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2) Modi fy any editable fie lds with the new in formation. (Note: If you need to restore the reco rd 
back to its pre-edi ted values, click on the Refresh button). 

3) Click on S11b11iit. The system w ill d isplay a confirmation message when you success fu lly 
change your pro fi le. Additionally, if you modi fied your name, the system w ill generate and 
display your new DES user name. 

CHANGE MY PASSWORD 

Passwords arc valid for 90 days, but you may change your password at any time by cl icking on 
the Change My Password option fro m the DES Main Menu page. Beginn ing 15 days prior to 
password expi ra tion, you w ill be reminded of the pending password expiration each time that 
you log on to the system. 

If your password expires, you will need to use the Forgot Password feature to se lect a new 
password (See Section 4, Logging on to DES). 

To change your password: 

1) From the DES Main Menu page, cli ck on the Clumge My Password link. The Change 
Password page will display. 

·c urrent Passwor d 

'llew Password C) Passworo Fermat 

· Re ~e nte r Password 

Please c ,c.1.;. tuttcf"S. er;) Cl"Ce 

SubmCJ C aear F ~ --M-ai-n -Menu=:J 

Click here to view 
password format 
requirements. 

2) From the Change Password page, you may elect to view the password format requ irements 
by clicking on the Password Format link. 

3) Enter your Current Password. 

4 ) Enter and confinn your New Password. 

5) Click on Submit button . The password entered w ill be verifi ed to make sure that it complies 
with the password fo rmat requirements. If any problems are found, an e rror message 
identifying the problem will be presented . 

6) Once the password change has been accepted, a confitm ation message wil l d isp lay on the 
Main Menu page. 
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MY ISSUE LOG 

The My Issue Log allows you to view any issues that you have repo rted to the Customer Support 
Center (Sec Section 2 , Reporting a11 Issue). 

1) To view a previously Reported Issue, select the My Issue Log link from the Main Menu. 
The My Issues page will display. 

Click here to view the details of the issue. 

Issue Reported I Date Reported Select 

Qther my issue 15 not hsted (J.1/26/2013 r 

Displaying records 1 to 1 ol 1 total records. 

p·~u t c.:rc, r:1.o r.:cr:s cN, ere~ r.'vl cle c se~.J . :lt •t J:rccen r!; 

Delete Selecte!!.] [ Clear ~ ,n Menu 

2) To view the original issue that you reported, cli ck on the Issue Reported that you wou ld 
like to view, and the details of your issue will display. 

3) Once the Customer Support Center replies to your issue , you will see a message on your 
Main Menu page, and the Issue Reported on your My Issues page w ill show a notation 
indicating eu . 

lss eported Date Reported Select 

IIE\'f Other my issue IS not h5ted (J.112612013 r 

Displaying records 1 to 1 of 1 total records. 

Delete Selected ~ ar Main Menu =-:J 

4) C li ck on the Issue Repo1tcd link to view the Customer Support Center response. 

5) To delete any o ld Issues, select the box to the right of the Dare Reported and cl ick the 
Delete Selected button. 
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7. ADMINISTRATION LINKS 

OVERVIEW 

Depend ing on your permi ss ions, you may have access to o ne or mo re Administrator Links. 
These links include: · 

• New Account Requests 

• Manage Employees 
• Manage Deale rships 

• View Paid Invo ices 

• Pay Invoices 

NEW ACCOUNT REQUESTS 

When an employee' s DES enrollment reques t has been submitted, the request appears on the 
New Account Reques ts page. Before the employee can use the DES app lication, their account 
m ust be setup with the appropriate pennissions, and, if appli cab le, setup with any addit ional 
dea lerships fo r whi ch they can perform work. Only the COE Holder or another employee who 
has been given the Manage Employees permission can setup (or reject) accounts. 

Employees can be given one or more of the fo llowing DES pennissions: 

• Pay In voices (Allows user to view and pay invo ices) 

• Manage Inventory (Allows user to manage ammo inventory) 

• Manage Employees (Al lows user to add or remove employees) 

• Enter Ammo Transactions (Allows user to enter ammo transactions) 

- Permissions for this user 
Q i,ou must select at least one Perm1ss1on 1f .11,.ppro-,mg this request 

0 Select All Permissions 

O Pay Invoices (Allows user to view and pay invoices) 

O Manage Inventory [Allows user to manage ammo inventory) 

D Manage Employees [Allows user to add or remove employees) 

O Enter Ammo Transactions [Allows user to enter ammo transactions) 

Note: By default, the COE Holde r has a ll permissions, and can in turn delegate these pern1issions 
to other users who enroll under the ir COE number. If you have the Manage Employees 
permi ssion, and you have account requests that need to be approved, a message w ill display on 
your Main Menu page. 

'. 't'ou have pend, ng ac rnunt reque·;ts 
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To process account requests: 

I) Log on to the DES app lication. 

2) Select the New Account Requests li nk from the Main Menu. The system will di splay the 
Pending Account Requests page. 

Oeale, sh1p Display Option AH deale1sh1os ..:J 

Ot:ale rsllip 
Luc Uame 

First Uame 

Bob 

fil"sl Uame 

Ca1hy 

Darn Submitted 

09·01120 12 

Oa1e Subrnined 

!09,0 112012 

;,,.•1e:: ,:. c .. :-::~1 c:,,I') o c:e: ·~· • ·• 1 -•~ , "c:<011 g 

Maan Menu 

3) Click on the last name of the user ' s record that you would li ke to process. The System 
will di splay the account pennissions. You must select at least one Penniss ion in order to 
approve the request. 

4) If you w ish to reject the account request, click o n the Reject button at the bottom of the 
page. T he "A re you sure you want to reject this account request?" message displays, 
click OK 

Pease c11c,, tuners crt;• crcc 1,lult,J:le c11cf;s _,, II c clar i:rocess1ng 

Back Accept Reject 

If you w ish to approve the account, then you must assign the user the appropriate pem1 issions by 
checking the box nex t to each applicable pe rmission. 

Note: You can assign one or multiple permiss ions, but at least one permission must be assigned. 
If your account is assoc iated with multiple dealerships, you can ass ign additio nal dealerships to 
the user by checking the box next to eac h applicable dealership . 

Business Physical Address Business C1tv - ----

Once the permissions (and optional dealerships) have been ass igned, cl ick on the Accept button. 
The system wil l display a confinnation message that the account was appro ved. At thi s point, the 
approved user can log on to DES. 
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MANAGE EMPLOYEES 

If you are the COE holder or if you've been assigned the Manage Employee permission, you can 
cany out the fo llowing tasks: 

• View a list of your employees with DES accounts 
• Modify an employee's permiss ions 
• Modi fy an employee's assigned dealership (if applicable) 
• Unlock an employee 's account 
• Remove an Employee's account Note: A COE Holder's account cannot be modi fied. The COE 

holder by default retai ns all permissions. If you have the Manage Employee permission, you 
cannot modify your own account. 

VIEW EMPLOYEES 

To view a list of the employees who have DES accounts with your dea lershi p: 

I) Select the Manage Employees link from the /\,'fain Menu. A list of al l of the dealership's 
employees will display. If your account is setup with multiple dealerships, each dealership 
will be displayed with the assigned employees listed under each dealership 's CFO number. If 
an employee is assigned to multiple dealerships, you will sec the employee's name listed 
under each ass igned dealership. You can filter the results to see just the employees from a 
single dea lership. 

2) To view the detail s of an employee's record, cli ck on the last name of the employee from the 
list. 

MODIFY AN EMPLOYEE'S ACCOUNT 

Change Permissions: 
1) C lick on the last name of an employee from the list (see View Employees above). The User 

Details will display. 
2) You can modify the employee's DES permiss ions by checking or un-checking the boxes next 

to the applicable permiss ions. Note: At least one permission must be associated to the 
employee's account. 

ASSIGNING ADDITIONAL DEALERSHIPS 

If your DES account is assoc iated with multiple dealerships, you can assign add itional 
dealerships to an employee's account, allowing the employee to perfo rm DES activities fo r any 
store to which they have been assigned. 

1) Click on the last name of the applicable employee from your list of employees (see View 
Employees above). The User Details will display. 

2) Check the box nex t to each applicable dealership in the Acid Dealership section. 
3) You can remove a dealership by checking the Remove box in the Dealership section. Note: 

At least one dealership must be associated to the employee's account. 
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UNLOCK.ING AN EMPLOYEE'S ACCOUNT 

An employee can lock their DES account by entering an inco1Tect password, or by incorrectly 
answering their security questions. An employee w ith the Manage E111ployee permiss ion can 
unlock the account as follows : 

1) Click on the last name of the locked employee from your list of employees (see View 
Employees above.) The User Details w ill display. 

2) Open the Permissions for the User section on the User Deta il Page. 
3) Click on the Unlock Account button. A message will display indicating that the account has 

been unlocked and that the employee wi ll need to complete the Forgot Password process 
from the DES Log On page. 

Note: The Unlock Account button on ly displays if the users account is currently locked. 

! ! Remove User I 
- - - ----- -- - - - - - - - - - - - -- - -' 

,- -- -- - - - - - - -- - --- - - - - - - - - - - - - --- - - - - - - - - - - - - - - - - - - - - - - --- ---~ 

! This account is currently locked : Unlock Account I 
... - -------- - --------------- - - - - -- - - - - -- - - - - - - - - - - -- - - - - - - - ----· 

---------- -- ------- ------ ... 
' ' 

UNLOCKING A COE HOLDER'S ACCOUNT 

If you are a COE Holder and yo ur account becomes locked, you must contact the Customer 
Support Center and request to have your account reset. Once your account has been reset, you 
must go to the DROS £111,y System log On page, select the Request a DES Account link and 
enter the requested account in fo rmation. The DES application will then a llow you to c reate a 
new password. 

REMOVING AN EMPLOYEE FROM THE DES APPLICATION 

When an employee no longer has a need to access the DES application, the emp loyee 's account 
must be removed from the DES by the COE Holder. Prompt removal will protect the dealership 
from fraudulent OROS-related billing activities. 

To remove an Employee from the DES: 
1) Cli ck on the last name of the applicable employee from your li st of employees (sec View 

Employees above). The User Detai ls wi ll display. 
2) Check the Re111ove User box in the Permissions fo r this User section and click on the 

Submit Changes button. 

r ~~;~~-;~ u:~r--~-1/ 
The system will ask you to verify if you wish to remove the user's account. C lick on OK if you 
wish to proceed with the remova l of the account. 
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MANAGE DEALERSHIPS 

In order for employees to enrol l in DES and submit Ammunition Eligibi lity Checks for a 
particular dealership, the dealership 's CAV number must first be associated to the COE Holder's 
account within the DES application. If the COE Holder has only a single dealersh ip, that 
dea lership is assoc iated to the COE simply by the COE Holder enrolling in DES. If, however, the 
COE Holder has more than one dealersh ip, the COE Holder must associate any additional 
dealerships from the Manage Dealerships page. The COE Holder may assoc iate additional 
CA V's during the time of enrollment, or the COE Holder may also use the Manage Dealerships 
function to make the associations at a time other than the emollment process (for example, when 
a new dealership is opened). 

Note: Only the COE holder has the permission for Managing Dealerships, and this penniss ion 
cannot be delegated. The Manage Dealerships page is only available when a user has multiple 
CA V's associated with their COE number. 

TO ASSOCIATE ADDITIONAL DEALERSHIPS 

I) From the Main Menu, select the Manage Dealerships link (the Manage Dealerships page 
automatically disp lays as part of the enrollment process if your COE number is 
associated with multiple dealerships). 

MY A CCOUNJ 

Edit Uy Profile 

Change Uy Pass•,vord 

Uy Issue LoO 

ADMINISTRATOR 

Uew Account Requests 

~ ge EmJOOYees 

llonage Oeatersrups 

View Paid Invoices 

• [·ea s, s l'" a·;a·lab ~ t:•at 'la,e not been assooated l:) , oor a c0<1nt :iee ~l1'1Jge Dea ers~ ps 
undt. th• A,1m 111str a1or m,mu 

Attention: 

Smith & ,'lesson re,ol'le1s cunenUy on the roster ,.,th the letter 'A' after the product code v, II be engraved w,th 
the letter A' on the underside of the top strap of the revolver 

2) The DES di splays those dealerships already associated to your account, as well as 
additional dealerships that are available to be associated to your account. 

IMPORT ANT: CA V's do not have a FFL that can be validated there fo re they arc automatically 
associated. 

Once you are successful in associating a dealership to your account, you can begin assigning 
employees to that dealership (see Managing Eri1ployees above). 
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8. DES INVOICING 

DES FEES AND BILLING CYCLE 

Upon submission of an Ammunition Eligibility Check one or more of the fo llowing fees wi ll be 
billed to the dealers account. The Department will not provide refunds after submission and 
acceptance of an Ammunition Eligibility Check. 

Ammunition DROS Fee(s) 

• The fee for a Basic Ammunition Eligibility Check is$ L 9.00 
• The fee fo r a Standard Ammunition Eligibility Check is $1.00 
• The fee for a Certificate of Eligibility Check is $ 1.00 

At the first of each month, the DOJ will generate DES invoices fo r each dea lership that 
submitted Ammunition Eligibili ty Check(s) during the previous month. The COE Holder, or a 
user who has been given the Pay Invoices permission, will have the ability to view and pay 
invo ices. Payments fo r the Ammunition invo ice must be made through the DES application, and 
must be made using one of the fo llowing credi t/debit card types: 

• Ameri can Express 
• Discover Card 
• Master Card 
• Visa 
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The DES invo ice must be paid within 30 days from the invoice date. Reference the below DES 
Bi lling Cycle Chart for billing period, invoicing and suspension detai ls. 

Invoice Suspension Date if not 
Billing Period Date Due By Date paid in full 

I I I - 1/3 1 2/1 3/2 (3/ 1 if leap year) 3/3 (3/2 if leap year) 

2/ 1-2/28 3/1 3/30 3/31 

(2/29 if leap year) 

3i l-3/3 I 4/1 4/30 5/1 

4/ 1-4/30 5/1 5/30 5/3 1 

5/ L-5/3 1 6/ 1 6/30 7/1 

6/ L-6/30 7/1 7/30 7/31 

7/ 1-7/3 1 8/1 8/30 8/3 1 

8/ l-8/3 l 9/1 9/30 10/1 

9/ l -9/30 I 0/1 10/30 10/3 l 

I 0/ 1-10/31 11 / 1 11 /30 12/ 1 

11/ l - l l/30 12/ 1 12/30 12/31 

12/1 -1 2/31 l/ l 1/30 1/31 

IMPORTA!\T: An invoice that goes unpaid for more than 30 days from the invoice date will 
result in the dealership being suspended from perfo nning certai n tasks on the DES application. 
This suspension extends to all dealerships that fa ll under the COE number for which the 
dealership was setup. Users from a suspended dealership will be prevented fro m conducting the 
fo llowing DES activities until all past due invoices associated to the COE have been paid in full: 

• Submit Ammunition Eligibili ty Check 
• Search Ammunition Eligibi lity Check 
• Search Ammunition Purchase(s) 
• Search Frequently Sold Ammunition 
• Add Frequently Sold Ammunition 

If your dealership is suspended because of a past due invoice, you will sti ll be ab le to pay the 
invoice through DES. Once the past due invoice(s) have been paid in full, the dealcrship(s) DES 
activities will be restored back to normal. 
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VIEWING YOUR CURRENT DES INVOICE 

From the Main Menu, c lick on the Pay In voices link located in the Administrator section . (You 
must have the Pay Jnvo iccs permission in order to see this link.) 

ADHIN ISTRATDR 

tlew Account Requests 

Manage Employees 

View Paid Invoices 

~ 
The Pay In voices page will disp lay all bi lling periods, for each CAV associated to your account, 
which have a balance due. 

Click here to view the 
Monthly Ammunition 
Vendor Dealer Invoice 
Summary report if you 
have more than one 
dealership. 

View Paid Invoices View Payment History Credit Invoice Hi story 

<!l Pay Total Payabl e Balance Due (combined total ol all balances due) 

0 Change Payment Amounts 

May 2 0 1 9 Billing Pe riod , 0 5/0 1 / 2019 lo 05/ 3 1 /20 19 

Click here to view the 
payment history for 
the past twelve 
months. 

Click here to view the 
Credit Invoice history 
for the past twelve 
months. 

lnvoice(s) Total : S 2256 Amount Paid : S O Balance Due: S2256 Suspension Date i i not paid in full: 071011201 9 

CFD/CAV Type 

Firearm 

Ammunili on 

Firearm 

Ammuni tion 

Click the Invoice Date to 
. view the Invoice Detail 
report for each specific 
dealership. 

Invoice Date Amount Invoiced Amount Paid 

06/0112019 S900 so 
0610112019 $312 so 
06/0112019 S725 so 
0610112019 $319 so 

V 
F'.ease cb t uttcns ciity or,ce f,lu t p~ c:icls "• t de\a~' ;:rcceu.ri 

Submit PaymentQ Refresh I Main Menu j 

Balance Due Payment Amount 

$900 s 90Q: 

$312 s 3 12 : 

$725 s 725 : 

$319 s 3 19 : 

Total Payments Entered: S 2256 

L) To v iew a detailed rep011 of each transaction that occurred for your dealership, click on 
the In voice Date for the CA V number associated to the dealership that you wish to view. 
The Monthly Ammunition Vendor Dealer Invoice repor1 w ill di sp lay. 
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2) If you've made one or more payments for the invo ice and wish to view the details of 
those payments, click on the Amount Paid or the View Payment History link. The 
payment details fo r the past twelve months will display. 

3) If your account is associated with multiple dea lerships, click on the Invoice(s) Total 
amount to view a summary of all of your dealershi ps' invo ices. 

PA YING YOUR DES INVO ICE 

I) From the Main Menu, click on the Pay Invoices link located in the Admin istrator section. 
(You must have the Pay Invoices pe1111ission in order to see this link.) The Pay Invoices 
page wi ll display all billing periods which have a balance due, and the fu ll ba lance due 
dollar amount will display in the Payment Amount ti eld(s) for each dealership associated 
with your account. There is one type of invo ice: Ammunition. 

a. Paying Your Total Balance Due - If you are ready to pay the entire balance due, 
click on the Submit Payments button at the bottom of the screen. The DROS 
Enll y System Payment screen will di splay. 

To tal Paymems Entered: S 7756 

Pellse c,c;.. tl.l!!c,., r.nly crce lh,1~e c:.c.i..s. ,•, :4 :.e.a1 i:rc:.;tn.r; 

submit Paymenti] Refresh ----,;,ain Menu 

b. Making a Partial Payment - If you wish to make a partial payment, select the 
Change Payment Amounts option. The Payment A mount fi elds can then be 
changed to different amounts (however, you can' t enter an amount greater than 
the Balance due). DES will allow you to make multiple partial payments for an 
invoice; however, the balance due must be pa id in full with in 30 days of the 
invoice date, or a suspension will occur. Once you have changed the payment 
amount, click on Submit Payments button at the bottom of the screen. The DROS 
E11 t1y System Payment screen will display. 

PA YING YOUR PAST DUE DES INVOICE 

If you have a past due invo ice that has resulted in the suspension of one or more dealershi ps, you 
can choose to pay the total balance due, pay just the past due ba lance, or make a partial payment. 

I) Pay Total Pay able Balance Due - Choose this option if you wish to pay the total ba lance 
for both past due and current invoices. 

@ Pay Total Payable Balance Due (combined tota l of all ba lances due) 

0 Change Payment Arnoun!S 

2) Change Payment A111 01111ts - Choose thi s option if you wish to make a partial payment; 
however, when you have a past due invoice, you may not pay on a current invoice until 
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all past due invoices have been paid in full . You may make a parti al payment on just a 
past due bill ; however, the suspension will remain in place until the past due bill has been 
paid in full. 

a. To change payment amounts select Change Payment Amounts. The Payment 
Amounts will become acti ve. 

0 Pay Total Payable Balance Due (combined total ol all balance, due) 

i! Change Payment Amounts , O ear Payment Amounts , 

May 20 19 Billin g Pe riod, 05/0 1/2019 to 0 5 / 3 1/2 0 19 
lnvoice(s) Total; S ~ Amouni Paid: SO Balance Due. S2256 Suspension Date ii not paid in lull 

CFO/CAV Type Invoice Date Amount Invoiced Amount Paid 

Firearm 22!Q1!W.ll S900 so 
Ammunition ~ S312 so 
Firearm Q.§LQJ_@Jj S725 so 
Ammunition 06101/2019 $319 so 

07/01/2019 

Balance Due Payment Amount 

S900 sl 900 : I 
S312 sl 312 : I 
S725 SI m :1 
S319 sl 3 19 : 1 

Total Payments Entered S 2256 

b. After you enter the desired payment amount, click Submit. 

Note: Special characters are not accepted in the Payment Amount fie ld. Payment amounts should 
be entered as a number value. 

lnvoice(s) Total; S 771§ Amount Paid; \ 0 Balance Due: S2256 Suspension Date ii not paid in lull: 

CFO!CAV Type Invoice Date Amount Invoiced Amount Paid Balance Due Payment Amount 

Fi rearm 06/01/2019 S900 so $900 sl goo : I 
Ammunition 06/01/2019 $312 so S312 sj o: I 
Firearm 061()1/2019 S725 so S725 SI 12s : I 
Ammunition 06/01/2019 $319 $0 S319 sj o: I 

Total Payments Entered S 1625 

3) Pay Past Due Balance - Choose thi s option if you wish to pay only the amount that is 
past due. Any invoices that arc not past due will have zero in the payment amount fi eld . 
Selecting this option wi ll allow you to pay the minimum amount requi red to remove a 
suspension caused by a past due invo ice. Note: Pay Past Due Balance will only appear if 
your account is delinquent. 

• Pa,' Total Payable &lance Due (combined total of all balances due) 

Chdnge Payment Amounts 

Pay Past Due Balance (amou111 1equired to ,esotve past due balance) 

4) Once you have made your selection and verified the amoun t you wish to pay, click on the 
Submit Payments button at the bottom of the screen. The Billing Information screen will 
display. 
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Poymenl Amount S 162S 
"C,udho lde r J:1.111 U.:uno ... , ......,..i, .... u-.- , .. ..i 

· 1t1111nu "ddress 

H1ll 1ng l nti,nn,1twn 

·u ,mng flty ' HIiiing ""''''" 
Seh1ct S t.,te 

· t:rodl tll}eb,t C .-.rd lypn ·t: .-.u1U111l"'I001 11 ,, ...... · s~c, u,ry C:odA · c:.-.rd I xpif.111011 0 ,,1p 
Select Ca rd Type O \VhJt 1:t lh1:t? MM ~ yyyy 

ENTERING YOUR CREDIT/DEBIT CARD INFORMATION 

·1tp<:odfl 

Once you have cli cked on the Submit Payments button, the system will di splay the Billing 
!11for111atio11 screen with the Payment Amount automatically entered from the previous screen. If 
you would li ke to change the amount of the payment, click on the Back button, and you can 
make changes from the previous screen. 

To submit your credit/debit card payment information: 

1) Enter your credit/debit card in formation as follows: 

a. Card holder Full Name - Enter the cardholder's name as it appears on the card. 

b. Billing Address - Enter the billing address associated to the card. 

c. Billing City - Enter the city associated to the card . 

d. Billing State - From the drop down list, select the state code assoc iated to the 
card. 

e. Billing Zip Code - Enter the zip code associated to the card. 

f. Credit/Debit Card Type - From the drop down, se lect the type of credi t/debit 
card you wi ll be using. 

g. Card Number - Enter the card number from the card. Do not enter spaces. 

h. Security Code - Enter the 3 or 4 digit security code from the front or back of the 
card. 

1. Card Expiration Date - From the drop down li sts, se lect the month and year of 
the card' s expiration date. 

2) Once you have entered the required billing in formation and are ready to submit payment, 
click Submit. 

l:vlPORTANT: Once you submit payment, a page loading message may di splay. DO NOT click 
the browser back button or log out of DES. This may result in a resubmiss ion of information. 
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Bill ing Information 

CD 
Page loading, please wait... 

3) The credit/debit card transaction is submitted for verification and you will be redirected 
to the Pay Invoice Screen with a notification confirming the amount paid and 

authorization number. / 

~ Your payment of $1625 has been approved Your authonzat1on number 1s ET162088 

Pay Invoices 

a. Declined - If the transaction is decl ined, a message describing the problem will 
be displayed. Either coITect any invalid infotmation and resubmit the transaction, 
or enter the information us ing a d ifferent credit/debit card . 

b. Approved - If the transaction is approved, the system w ill di splay a confirmati on 
message along with your Authorization number. 

Note: The DOJ does not retain credit/debit card info rmation , w ith the exception of the last four 
characters o f your card number which is used to di splay your payment hi story. Therefore, each 
time that you make a payment, you wi ll need to re-enter your credit/debi t card information. 

VIEW PAID INVOICES 

The COE Holder, o r a user with the Pay Invoices permission, has the ability to view prev ious ly 
pa id invoices. 

To view a previously paid DES Invoice: 

l ) From the Main Menu, click on the View Paid Invoices link located in the Adminis trator 
section (you must have the Pay Invoices pem1i ssion in order to see th is link). 

ADl4IN1STRATOR 

flew Account Requests 

Manage Employees 

View Paid Invoices 

Pay Invoices 

2) The Paid Monthly In voice Report page di splays showing the past twelve months of 
invoices that have been paid in full. If your account is setup w ith multiple dealerships , all 
appli cable CA Vs wi ll display. 
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3) To view the invoice that shows a detailed breakdown of the transactions that you were 
billed for, click on the Invoice Date link for the CAV that you wish to view. There is one 
type of in voice: Ammunition. 

Note: It is highl y recommended to print the paid invoices report for your records. The system 
will on ly allow you to view 12 months of paid invoices. 

~ This hst represent the last 12 months of paid 1nvo1ces 

Paid Ill\ okes 
Click here to view a 
detailed breakdown of 
all billed transactions . 

View Payment History View Outstand ing Invoices I Make Payment 

CFD/CAV Type 

Firearm 

Bi lling Peri od 

05/01/2019 - 05131/2019 
Ammunition 03/01/2019 - 03/31/2019 ---

CREDIT INVOICE HISTORY 

06/01/2019 

04/0112019 

Credi voice History 

Date Invoice Paid in Full 

WA 

WA 

The COE Holder, or user with the Pay Invoices pennission, has the abili ty to view credit history. 
If a credi t is applied for a OROS transaction, the credit will be reflected on the invoice generated 
the fo llowing month . 

To View Credit History: 

l ) From the Main Menu, click on the View Paid Ju voices link located in the Administrator 
section of the Main Menu. 

2) Click Credit Invoice History. 
t') This list represent the last 12 monlhs of paid invoices 

Paid Jnyoiccs 

View Payment History View Outstanding Invoices / Make Paymenl 

CFO/CAV Type Bill ing Period 

Firearm 05/01/2019 - 05131/2019 
Ammunition 03/01/2019 -03/31/2019 

Invoice Dale 

06/0112019 

<M/01/2019 

Credit Invoice History 

Invoice Amount Date Invoice Paid in Full 

so 
so 

-----
NIA 
NIA 

3) lf OROS Credits have been issued, the Cred it Hi story will display as p ictured below. 

t':J This list represent the last 12 months credit invoice history 

January 2019 
Payment Dale 

~1/J0/2019 Ol 'OS PM 
CFOJCAV Type Btlhng Peood lnvotee 0a te 

Firearm 01J01no19 - 01131/2019 ~ 

~.nt,;1,,c,rC...'»"'l (lf'otfOl";t MJl,.~~'l -;M&;ty:,,x-s:1,1,~ 

c:@ii.:-.._J 
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4) Clicking on the invoice cred it will open a report with deta ils on invoice transaction 
credits. 

INVOICE TRANSACTION CREDIT DETAILS 

DEALER ID SALE DATEITIME TRANSACTION - CREDIT DATE COST 

t'? :1 : 01~ 

l,1 :Oli I~:) : •J O 10060::2 

• :0 I I ll = ,I C 1oo,;o23 .-

9. TRANSACTIONS, NOTICES, BULLETINS 

OVERVIEW 

The Notices and Bulletins section conta ins links that allow you to: 

• Review El igib ili ty Notices (must have the Enter Ammunition permission) 
• Review lnfonnation Bulletins issued by the Bureau of Firearms (any pc1mission) 

Some of the above links may be hidden for the fo llowing reasons: 

• Dealership hasn't been selected - If your account is associated to multiple dealerships. 
you must select the dealership that you wish to be associated with prior to viewing 
bulletins or notices. 

• Unviewed Information Bulletins - When the BOF posts an Informat ion Bulletin to 
DES, at least one user from each dealershi p must view and acknowledge the bulletin . 
Unti l the bulletin is viewed and acknowledged, users will be unab le to view/submit 
Ammunition eligibili ty checks. 

• Unviewed Urgent Ammunition Eligibility Notices - When the BOF posts an 
Ammunition Eligibility Notice, a user from the dealership must acknowledge the notice. 
Un til the notice is acknowledged, users will be unab le to view/submit Ammunition 
eligibility checks. 

SELECTING A DEALERSHIP 

If your profi le has been setup for working with multiple dealerships within a company, you must 
choose which dealership you are working with. 

To select a dealership: 

l ) Click on the Select Dealership link from the Main Menu (th is link only disp lays if your 
profile has been associated to more than one dealership within a company). 

2) Select the name of the dea lershi p that you wish to be associated with during your sess ion. 

3) Enter the CA V number associated to the dealership name that you selected above. 
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4) The system will then di splay the Transactions, Notices, Bulletins and Ammunition 
transactions section with addi tional links. 

5) Once you have selected a dealership, you have the option to then select a different 
dealership by click ing on the Select a Different Dealership link. 

REVIEW AMMUNITION ELIGIBILITY NOTICES 

If you have any urgent notices, you must rev iew them before you can conduc t any other 
Ammunition eligibility checks. The DES allows you to view BOF notices for an Ammunition 
E lig ibility entered within the past 90 days. The fo llowing notices are cons idered urgent until they 
are reviewed and acknowledged by a user: 

Ammunition Eligibility Notices: 

• Approval After Denial Notice 

• DMV Reject Notice 
• Purchaser Prohibited Notice 

Note: Records with a Pending or Approved status do not require review before other 
Ammunition eligibility checks can be conducted. 

& If you have urgent notices to review, the system will di splay a message your Main Menu 
page. 

To Review your Ammunition Eligibility Notices: 

I) Log on to the DES application. 
2) Select your dealership (if appli cable). 
3) From the Main Menu, select the Review A111mu11itio11 Eligibility Notices link. If you have 

urgent notices to rev iew, the Review Urgent Ammunition Eligibility Notices page will 
display. 

4) Click on the status link of the eligibility notice that you wish to view. The notice w ill 
d isplay in PDF format. 

5) You can print a copy of the noti ce by cl icki ng on the printer icon from the Adobe Reader 
window. 

6) Acknowledge that you reviewed the notice by click ing on the Acknowledge button. 

By cltckong on the Ackno-,,ledge buttcn you are ackno>'l,dgong thal ,ou ha.e re•,1e .·ied thos 
notice You w,11 ha,e hm,ted access to DES unto! all urgent not,ficatoons ha,e been re-.,e·.,ed 

Acknowledge 

r::]'ack to List J Main M enu:::::J 

Click here to acknowledge that you 
have reviewed the notice. 

7) Once you have rev iewed all of your urgent notices, clicking on the Review Ammunition 
Eligibility Notices link wi ll display any acknowledged notices as well as all of the 
approved records from the past 90 days. 
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TYPES OF AMMUNITION ELIGIBILITY CHECK(S) 

Approval after Denial Notice 
An "Approval after Denial" notice is generated when the Department has received additional 
information indicating the purchaser is eligib le to purchase ammunition. If you receive this 
notice you may move forward with the transaction should the purchaser choose to do so. Please 
note, the approval is valid for 30 days from the date of the letter. 

OMV Reject Notice 
A '"OMV Reject" notice is generated when a Basic Ammunition Eligibility Check (BAEC) 
OROS is being rejected and returned because the driver license/ID card status is not valid and/or 
the purchaser's name, dri ver license/ID card number, and/or date of birth information provided 
conflict with the files maintained by the Department of Motor Vehicles (OMV) . . The purchaser 
must correct their personal information on fi le with the OMV. Consequently, the BAEC OROS 
must be resubmitted as a new transaction with app licable fees. 

Purchaser Prohibited Notice 
A "Purchaser Prohib ited" notice is generated when the purchaser is not eligible to own or 
possess ammunition, therefore, you cannot release the ammunition to the purchaser. 

REVIEW INFORMATION BULLETINS 

If your dea lership has any un-rcvicwed Information Bul letins, you must review them before you 
can conduct any other OROS activities. If you have any unread bulletins to review, the system 
will di splay a message on your Main Menu page. 

! You have Information Bulletins that must be rev1e11ved. 

To Review Information Bulletins: 

I ) Log on to the DES application. 
2) From the Main Menu, select the Review Bulletins link. The DES Bulletins page will 

display, showing a list of all available Information Bulletins issued by the BOF. 
3) Clicking on the name of the un-reviewed bulletin wil l disp lay the bul letin details as a 

PDF document. If you choose, you may print the bulletin by clicking on the Adobe 
Reader print icon. 

DES B111lerin-. 

Cu r rent DES Bullet ins 
ReV1ewed 

Bulletin tlame Oate Posted Date Reviewed By 

!filfil 0511512013 

~ 04/19/2013 05/1312013 GEORGE SHAW 
t21.1t1 ebn thrtf 04/19/2013 0511312013 GEORGE SHAW 

~ 04/19/2013 05/1312013 GEORGE SHAW 

Tii~l ~!.!lliUln Q!Jil 04/09/2013 05/1312013 GEORGE SHAW 

Note: If the bulletin doesn' t automatically di splay on your screen, you may have to click on the 
Download Bulletin to view in Adobe Reader link. Downloading the most current version of 
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Adobe Reader should ensure that the bulletin automatically displays. To downl oad the most 
cutTent version of Adobe Reader, v is it the following website: http : !!Ct.adobe.com reader/. 
Once you have reviewed the bulletin, your name and the date that you reviewed the bulletin will 
display on the DES Bulleti11s page. 

IMPORTANT : The DES message, "You have Informa tion Bulletins that must be reviewed" 
will only display until the first empl oyee has reviewed and acknowledged the bulletin. Only the 
first employee must acknowledge the bulletin. Once reviewed , other employees will not be given 
a DES message to view the bulletin . Thus, it is highly recommended to print out the bulletins and 
share with other employees. You can reference back to past DES bulletins at any time. 

10. AMMUNITION TRANSACTIONS 

The Ammunition Transactions secti on contains links that allow you to: 

• Submit Eligibility Check (must have the Enter Ammo Transactions pennission) 
• Search Eligibility Check (must have the Enter Ammo Transactions pennission) 
• Review Eligibility Notices (must have the Enter Ammo Transactions pennission) 
• Submit Ammunition Purchase(s) (must have the Enter Ammo Transactions permission) 

• Search Frequently Sold Ammunition List (must have the Manage In ventory 
permission) 

• Add Frequently Sold Ammunition (must have the Manage Inventory permission) 

Some of the above links may be hidden for the following reasons: 

• Dealership hasn't been selected - If your account is associated to multipl e dealerships, 
you must select the dealership that you w ish to be associated with prior to v iewing 
bulletins or notices, or conducting any type of OROS transactions. 

• Unviewed Information Bulletins - When the BOF posts an Information Bulletin to 
DES, at least one user from each dealership must view and acknowledge the bulle tin. 
Until the bulletin is viewed and acknowledged, users will be unable to view/submit 
OROS transactions. 

• Unviewed Urgent Ammunition Eligibility Notices - When the BOF posts an 
Ammunition Eligibility Notice for a OROS transaction, a user from the dealership must 
acknowledge the notice. Unti l the notice is acknowledged, users will be unable to 
view/submit OROS transactions. 
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11. SUBMIT AMMUNITION ELIGIBILITY CHECK 

OVERVIEW 

All ammunition eligibili ty checks require the entry of purchaser info rmation. Purchaser 
information will be captured by swiping the Cali fo rnia Driver License or Identification Card 
through a magnetic card swipe reader. Any missing or inco1Tect in formation will be keyed 
directly into the appropriate fie lds. 

Entering Purchaser Information: 

I) Swipe the CA driver li cense or CA identification card through the magnetic card swipe 
reader. 

2) Click on the Populate Fields button in the Swipe CA Driver license or ID Card area. 

- Person Informaoon 

3) Verify that the data displays coITectl y. Note: If the info rmation will not scan, you must 
manually enter the in formation. 

4) Correct in fom1ation as necessary. 

5) Complete all applicable fields. 

Tips: 

• Single Name - If the purchaser or seller has a single name (example: Wasp, Sky, Rebel), 
enter the single name in the Last Name fi eld and enter an asterisk (*) in the first name 
field (Suffix and Middle Name fi elds must be blank). 

• Purchaser's City - The city will automatica lly appear based on the zip code; however, if 
the zip code has more than one city name or variation li sted, you will need to select the 
correct city name from the City drop down list. 

• Citizenship - If you select NO from the U.S. Citizen drop down list, the system will 
display additional fi elds that must be entered. Select the Country of Citizenship from the 
drop down list and enter either the Alien Registration number or the 1-94 number. Note: 
These numbers can be fo und on the purchaser or seller's Permanent Resident card (Green 
Card) or 1-94 AITival/Departure card. 

• Telephone Number - Is a required field for an ammunition eligibility check. 
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12. TYPES OF AMMUNITION ELIGIBILITY CHECK(S) 

OVERVIEW 

An ammunition purchaser or transferee may request, through an ammunition vendor, the 
department to conduct a Standard Ammunition Eligibi lity, Basic Ammunition Eligibility or 
Certificate of El igibility Check. 

ST AND ARD AMMUNITION ELIGIBILITY CHECK 

A purchaser or transferee is authorized to purchase ammunition if their in formation matches an 
entry in the Automated Firca1111 System and docs not match an entry in the Prohibited A1111cd 
Person File. Follow the steps below to submit a Standard Ammunition Eligibility Check. 

I) From the Main Menu page, select the Sltbmit Eligibility Check link. 

s 1~11u..ljan..l .t'\.1n1nu11111u11 l luulnlll) <.." lu.: <.. k 

,- Pt!l!>Oll Jnfo, rn.illon 

Swipe c,, Orever~ ucen:se o, 10 C ;aHI 
-- L._Dop,'-t• ... ~. ] 

Sun, .... 

r Se1ect 

•,Z;p Code "C•f't 

Lcooc, tiet,ont tteet...nches) Wc!,(.lf1t " Oatc of Borth 

I ...,. ft 6 ..... '" OJ ..... ,ao 

"10 Type "IOHu,~r · us. c,tuen 

· Pl--.. o l R>rlh 

2) Under Purchaser Elig ibility Check se lect Standard Ammllnition Eligibility Check link. 

3) Enter the Purchaser Information (see Entering Purchaser In fo rmation on the previous 

page). 

4) Once all of the OROS information has been entered, you will preview the OROS report 
by clicking on the Preview button. If any info nnation is missing or entered inconectly, an 
e1Tor message wi ll display. If the system doesn' t detect any problems with the OROS, a 
preview of the OROS report will display. Verify that the information entered is correct. If 
you find a mistake, click on the Back button, and you wil l be returned to the fo nn and 
may correct the transaction. If the OROS preview is correct, you must cl ick on the OROS 
payment agreement box before proceeding. 

You must check this box to 
see the Submit Final option . 

I unde~tand tnat upon •ubrmuton ot this OROS trannctton I will be billed ~nd agree to pay • 11on-retundabl• tee of S 1.00 to 111• Oeparunen1 or Justice. D • 
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5) Upon checking the OROS payment agreement box, the Submit Final button displays. 
Clicking on the Submit Final button sends the transaction to the OOJ and generates a 
OROS number. 

IMPORTANT: Once the Submit Final button has been clicked, your dealership will be 
charged for the transaction, and the transaction can no longer be edited. The OROS Report 
conta ining a OROS number and transacti on date and time di splays. 

o,.__ ~-- ,. ... 
Wk.al wo..w,.. ..... to 4o M,d) 

• ft.I~ .. .. ... -.,._,----~ 
ut. lH tt::c NC! "knr 
-. .... l'W:1..1::IIM~'!J,,,. 

Standard Atnmunfflon El501bfl1ty Chldi 

BASIC AMMUNITION ELIGIBILITY CHECK 

A purchaser or transferee is authorized to purchase ammunition if they are not prohibited from 
purchasing or possessing ammuniti on, subsequent to affi rmation by the Oepa11ment. Foll ow the 
steps below to submit a Bas ic Ammunition E ligibility Check. 

1) From the Main Menu page, select the Submit Eligibility Check link. 

2) Under Purchaser Elig ibility Check select Basic Ammunition Eligibility Check link. 

3) Enter the Purchaser In fo rmation (see Entering Purchaser Information on the previo us 

page). 

4) Once a ll of the OROS in formation has been entered , you will preview the OROS report 
by clicking on the Preview button. If any information is miss ing or entered incoJTectly, an 
error message will display. If the system docsn ' t detect any problems with the OROS, a 
preview of the OROS report wi ll display. Verify that the information entered is correct. If 
you find a mistake, c lick on the Back button, and you will be returned to the fo rm and 
may con-ect the transaction. If the OROS preview is correct, you must click on the OROS 
payment agreement box before proceeding. 

You must check this box to see 
the Submit Final option. 

I underst.ind that upon subm1nlon of this OROS tninnct1on I will be billed and agree to pay a non-refundable te11 ot S 19.00 to the Department of Jusuce. D 

5) Upon checking th e OROS payment agreement box, the Submit Final button disp lays. 
Clicking on the Submit Final button sends the transacti on to the DOJ and generates a 
OROS number. 

L\,IPORT A'.\'T: Once the Submit Final button has been clicked, your dealership will be 
charged for the transaction, and the transaction can no longer be edited. The OROS Report 
containing a OROS number and transaction date and time di splays. 
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o,, ., .... ~ .... - ................ 
Wlwl WoCM11d f'CM.I ~ ID do n,utt ·~ -··--.. -........... .., ........... ......, 

G::Dff¥twDHffl\1 
G..,i Jp. l«);;:;t'IQ1 Ottt ,.,,, 

........ 

CERTIFICATE OF ELIGIBILITY CHECK 

-·-- -~ ~--

A Purchaser or transferee is authorized to purchase ammunition if they hold a current Certificate 
of Eligibility, subsequent to verification by the depatiment. Follow the steps below to submit a 
Certificate of Eligibility Check. 

l) From the Main Menu page, select the Submit Eligibility Check I ink. 

2) Under Purchaser Eligibility Check select Certificate Eligibility Check link. 

3) Enter the Purchaser's Certificate of Eligibility (COE) Number. 

4) Enter the Purchaser Informati on (see Entering Purchaser Information on the previous 

page). 

.-- p .,.,..._on lnfonnatton 

s.-CA~' lx ........ .,.,oco11:, 
~,.u] 

"Cot. N ..nti.t 

• 1u Nu11"1he1 · 10 l ype 
y • I 

I "l >I < hc<·k 

HfrtUht He-o:11• ,._l..,•I W e>Ul11 " 0..l<O ot U.lh 

Y ' "ln Y J 
e, ....... """'r,n> 

·u.s.c,tucm 

" l • .. vt-• Hun.0.11 

I 
& -

5) Once all of the OROS infom1ation has been entered, you will preview the OROS repo1i 
by clicking on the Preview button. If any information is miss ing or entered inc01Tectly, an 
error message will display. If the system doesn' t detect any problems with the OROS, a 
preview of the OROS report will display. Verify that the information entered is con ect. If 
you find a mistake, click on the Back button, and you will be returned to the fonn and 
may correct the transaction. If the OROS preview is correct, ou must click on the OROS 
payment agreement box before proceeding. 

You must check this box 
to see the Submit Final 
option . 

I unders~nd th•t upon submission or this OROS tranuctlon I will be billed •nd •gree to P•Y • non•rerundable raa or s 1.00 to the Capartmant of Justice. D 3 
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6) Upon checking the OROS payment agreement box, the Submit Final button displays. 
Click ing on the Submit Final button sends the transaction to the DOJ and generates a 
OROS number. 

IMPORTAl\T: Once the Submit Final button has been clicked, your dealership will be 
charged for the transaction, and the transaction can no longer be edited. The OROS Repo1t 
containing a OROS number and transaction date and time di splays. 

13. SEARCH AMMUNITION ELIGIBILITY CHECK 

OVERVIEW 

Once the Ammunition Eligibility Check has been submitted to the Department, you can use the 
DES appli cation to view the eligibility check, re-print the eligibi lity check, and submit delivered 
ammunition to the purchaser. 

To search for a previously submitted A mmunition Eligibility Check: 

1) From the Main Menu page, click on the Search Eligibility Check link. The Ammunition 
Elig ibility Check Results page displays. 

2) Enter the information that you want to search: 

a. Partial or complete Last Name 

b. Partial or complete First Name 

c. OROS Number 

d. 1D Number 

e. Decision status 

Note: For the most accurate result, search by OROS number. 

3) Click on the Search button. The system will display a list of all matching records. 

Last tlame 

Decision 

Selea ~ 

Search Results 

OROS IIDmber 

Ammunition Eligibility Check Resu lt:; 

First Uame OROS Uumber 

DllaM CIC• t:1,1 .. t)nl Ont/ c~c.e 

Search J dear Form ] Main Menu 

flame GI Purcna~r (First l.liddle Laso ID !lumber 

ITEST PURCHASER 

10 !lumber 

_J 

Type EXjkranon Date 

IS!andard AmmuM1on 
Ellg,!>dlt/ Cheek 

Displaying records 1 to 1 ol 1 total records. 
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4) Clicking on the OROS Number from the Ammunition Eligibility Check Results will 
display the selected OROS. 

5) The OROS will di splay with a cunent status indicating whether or not ammunition can be 
deli vered. The ammunition eligibility check status' are: 

a. APPROVED - The Department has determined the individual is eligible to 
purchase or possess ammunition. 

b. DENY/REJECT - The Department has detem1ined the individual is not eligible 
to purchase or possess ammunition. The person cannot continue with an 
ammunition purchase. 

c. IN PROGRESS - Ammunition eligibili ty check is curren tl y being processed by 
the Department. 

d. USED - Individual has purchased and received ammunition in association with 
the eligibility check. 

c. EXPIRED - The eligibility check was approved, but can no longer be used to 
complete a purchase of ammunition. 

6) When the eligibility check has an APPROVED status, the Purchase A1111111111ition link 
wi ll be available at the top of the screen. Clicking the link will allow the purchase of 
ammunition starting on the Select A111m1111itio11 Pltrchase Type page (See Section 14, 
Submit Ammllnition Purchase(s).) 

What would you like to do next? 
, Pelot this EHaibllitv Check (you w,11 remain on this page and still be able to select from the options below) 

~;;::;;:;,t 
14. SUBMIT AMMUNITION PURCHASE(S) 

OVERVIEW 

All Ammunition Eligibility Checks require an APPROVED status to submit an ammunition 
purchase. There is no limit to the amount of ammunition that can be deli vered using one 
eligibility check. Once the final deli very of ammunition purchase(s) is made, the eligibility check 
will change to the USED status. 

To submit an Ammunition purchase: 

1) From the Main Menu page, click on the Submit Ammunition Purchase(s) link. The 
Select Ammunition Purchase Type page di splays. 
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Ammunition Purchase 

Ammumt:on Safe 

Pnvate Party Ammunill<>n Transfer 

Pending Purchase(s) 

You have no pending purchases 

2) Select either: 

Select Ammunition Purchase Type 

~ue tte1. ~t'W"t .)f'!"f or.c.e Uwlelte C1C•1 1Vl:Oe•1 ,,~ce,,r;, 

Main Mt nuJ 

a. Ammunition Sale - Ammunition from the vendor inventory. Ammunition Sale 
wi ll also cover any ammunition transferred from another California Ammunition 
Vendor or out of state ammunition retailer. 

b. Private Party Ammunition Transfer - Ammunition transferred from one non
vendor to another non-vendor. 

3) Veri fy the purchaser informati on. 
a. Enter the fi fteen digit Eligibility Check OROS Number. Click the Verify button. 

OR 

b. Verify the pre-populated purchaser info1111ation from the Search Eligibility Check 
link. 

Suh111it 1\nunun1tion 

• Pul'cM~ fnfo,,,..._•JOn 

L~ lUQ•llitl.., Ctw<lr. Off'OS • 

PvorchltMt ~.-..A.1<f1tt.. /li1COU. C-, \ ..... 

~ tl•tf Cnkw (y• <o-to. tt..gl'tt (1--\,•n~M•I We~l'lt O.•• OI ft,,.,. 

'" 

.... _"-·-·· ...... -· ... ...... .. .... ., -..... . 
...,._ ...,._ • ....., CM• 
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4) Enter the Transaction and Ammunition lnformation. Note: "'' indicates requ ired fie ld. 

a. Inventory Code- Title of frequently sold ammunition 
b. '~ Manufacturer- Enter the name of the person or company that manufactured the 

ammunition. 
c. *Condition- Select whether the ammunition is new. reloaded, or used fro m the 

Co11ditio11 drop down list. 
d. Bullet Type- Select from the Bullet Type drop down list. 
e. Bullet Weight- If app licable, typically measured in uni ts of mass called grains. 
f. Usage Type- Select from the Usage Type drop down li st. 
g. Casing- Select from the Casing drop down li st. 
h. *Caliber- Select the caliber of the ammunition from the Caliber drop down lis t. 
1. ~'Quantity (Rounds) - Enter the quanti ty amount 
J. Primer Type- Select fro m the Primer Type drop down li st. 
k. Muzzle Velocity- If applicable, the speed of the projectil e when fired. 
I. Unit- Select ' Feet per Second ' or 'Meter per Second' fro m the Unit drop down 

li st. 
m. Muzzle Energy- If app licable, kinetic energy of the projectil e when fired. 
n. Unit- Select ' Foot Pound Force' or ' Joule' from the Unit drop down list. 
o. Cost/Round- If ~pplicable, cost of each round in USO. 

5) Once all of the OROS in formation has been entered, you will preview the OROS report 
by clicking on the Preview button. If any info rmation is missing or entered incorrectly, an 
error message will display. If the system doesn' t detect any problems with the OROS, a 
preview of the DROS report will di sp lay. Veri fy that the in formati on entered is correct. If 
you find a mistake, click on the Back button, and yo u will be returned to the fo rm and 
may correct the transacti on. If the OROS preview is correct, you must click on the OROS 
payment agreement box before proceeding. 

You must check this box to see the 
Submit Final option. 

1 unders1.1nd tnat upon 1ubml111on ol tn,s OROS tranucuan I will be ballea and agree to pay a non-r•lundabl• I•• al so to tne Department 0 1 Ju111ce. D 

6) After clicking on the OROS payment agreement box, the Add to Pending Purchases 

button and the Print button appear. 
7) Cli ck the Add to Pending Purclzases button to continue. 
8) The Pending Purchase(s) page will display. 
9) Click the Deliver button to complete the ammunition purchase. 
I 0) Click the Add Ammunition button to select another ammunition purchase. 
11 ) Click the Empty Purc/zases button to clear the cart and return to the Main Menu page. 
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t) Transaction has been successfully uploaded to your pending purchase(s) Chck Deliver to submrt transaction 

Pending Purchase( s) 

flame: DOB: 10: 

l.lanufacturer Calibe r 

! 12-GAUGE SHOTGUN 

Pending Purchase(s ) 

Condition 

!MEW 
Quantity (Rounds) 

1100 

12) Click the OK button to confi rm delivery of the pending purchase(s). 

Total Items: 1 

IMPORTANT: If you proceed with the submission of the transacti on, please remember to select 
the Print DROS link on the next screen (upper left hand corner) as that will be the only 
opportunity to generate a printed DROS Ammunition copy for customer s ignature. 

~O.-..r••su~N•3nsic>on 
Prtss 'OKIOc:onlnUt OfCMUIID 1ra,onws p.age 1inomot1 l1ou pfO(.ftO •"'lnlll 1ut:1m1ss,on OfN.s IJW\Sacton Rust r,m•m~r 10 stt~ Prtol OROS onmt n1,11atto 1u~per -.ati.-w: 

airMJ)n IYl'MI :.. 1ouront, or:0041"1&1rtoOffltfal:t .a onnc.-,d OROS .tmrnuniWOn coo-rforwstorntr tttnatuf"t 

13) Click the Print this DROS link in the upper left hand corner of the page. 

~ Vour trans.iction i'i complete. 

0 · ~ oui ; y~~ ~ o do next? ,Prl0~;~0 =, II rema non this P3110 and st•I be ablo 10 seleel !Tom tho opt,ons below) 

Dealer's Record of Sale of Ammunition 

IMPORTANT: Please remember to se lect the Pri11t DROS link on the upper ten hand corner of 
the OROS screen. T hi s will be the only opportunity to generate a printed DROS Ammunition 
copy fo r customer signature. Records must be mainta ined and ava ilab le fo r inspec tion for fi ve 
(5) years. (Pen. Code, § 30355). 
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15. ADD TO FREQUENTLY SOLD AMMUNITION LIST 

OVERVIEW 

The Frequently Sold Ammunition List is a tool for process ing ammunition purchases. It allows 
for different ammunitions to be saved to an Inventory Code drop down that will be ava ilable on 
all ammunition purchases for the licensed location. 

Add Item to Frequently Sold Ammunition List: 

I) From the Main Menu page, click on the Add Frequently Sold A1111111111itio11 link. The 
A111111u11ition Item Detail page di splays. 

·a.1anul.-c tu1•r 
M•k•r 

A 1nmuni1i"n Item D c1.1il 

Condition 
MCW 

Caflher BuU•• W•'Ufll u~ fyP4' 
P(,C:SOUA.L OEJ:f:USE 

c,u1nu 
RA.ASS Onvn l,/rl'tlsJht e.9l('21 ,9lGl:~l.•tJO h19 9mm ,..,..,,i,.. lihot9un .... 

Prlim•r fy~ 
C:trtT(RF;R.C 

Uurl.l• V• IO<.lty U"lt 
s ...... 

t,hu.,le Ln•,gy UnH -
Cte arFo rrn 

Co.t1Uound 

2) Enter the info rmation to be saved to the CA V. The following fi elds are required: 

a. Inventory Code - Type a name to identify saved ammunition. The Inventory 
Code drop down will be available on all ammunition purchases from the CA V. 

b. Manufacturer - Type the name of the person or company that made the 
ammunition. 

c. Condition - Select whether the ammunition is new, reloaded, or used from the 
Condition drop down list. 

d. Caliber - Select the caliber of the ammunition from the C(l/iber drop down list. 

"""" IJJ.,£ 12£!&11 5311 iJA 
[ CEIITERfflE • 

Ll•nufacrure, 
.., TESTER ll{W 

Cuing Co1,tM, 
IAASS•P\ASTIC • 12·9•"9" "'°'i"" 

Uuut. V.kxlty Uni! Uu.u.ie [oetgy Unh 
I ..- ,.._ 

8uHr. ly,,. 
IUO<SHOT 

CoauRound 

3) Click the Submit button. A confimrntion banner will display at the top of the Main Menu 
page. 
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16. SEARCH FREQUENTLY SOLD AMMUNITION LIST 

OVERVIEW 

The Search Frequently Sold Ammuni tion List is a tool to review the ammunition that you added 
to your Frequently Sold Ammunition List. You will be ab le to review and maintain frequently 
sold ammunition from thi s page. 

Search Item on Frequently Sold Ammunition List: 

I) From the Main Menu page, click on the Search Frequently Sold Ammunition link. The 
Search Ammunition Item List page displays. 

So.ir ell RP•,ulls 

" 
" 

'>.:.in:h Ammu11111011 lt.:m J.i~t 

Uanufoctutef 

ESTWAAJ;R 

2) Enter the in formation to search. 
a. Pa11ial or complete Inventory Code 
b. Partial or complete Manufacturer 

3) Click Search. The system will display a list of all matching records. 

4) Clicking on the inventory code name from the Search A111m11nition Item List wi ll display 
the selected Am11111nitio11 Item Details page. Clicking on the Delete button next to a record 
will remove the record entirely. 

Butlec W•lght UMQ• TySHf 
JOO 

UanwfKtui•• 
'TEST MAKER 

Ammunition 11cm O.:t.iil 

·C.ondldon 
HEW 

Caliber 

Oul._, Type 
F\JU. NFT AL JACX[T 

9mm LIP'¥G1bJt.t'2t.h2ll l.M90 hit, 9mm l'Vl"I&• ~ ... 

5) Make the desired changes to the ammunition item information . 

6) Cli ck on the Submit button to save the changes. Click on the Delete button to remove the 
record entirely. A confinnation banner will display at the top of the Search Ammunition 
Item List page. 
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17. USE OF RECAPTCHA 

The reCAPTCHA program helps prevent a computer application from being accessed by another 
computer. rcCAPTCHAs arc used by many websi tes to prevent abuse from "bots," or automated 
programs usually written to generate spam. No computer program can read distorted text as well 
as humans can, so bots cannot navigate sites protected by reCAPTCHAs. We present a 
reCAPTCHA chall enge on all data submission pages that are available to a user prior to being 
logged on to the application. 

Im not a robot 

../ Im not a robot 
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