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1. INTRODUCTION 

OVERVIEW 

IF\ 

" 
The OROS Entry System (DES) is a web-based application used by Firearms Dealers to repot1 
the sale, loan, transfer, redemption, and the acquisition of handguns and long guns to the 
California Department of Justice (DOJ) , Bureau of Firearms (BOF). It is also used by 
ammunition vendors to submit ammunition eligibility checks to the DOJ/BOF, and subsequently 
receive eligibility determinations through the system. Furthe1more, DES enables ammunition 
vendors to report in f<?rmation, relati ve 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 access ing and 
using the DES application. 

WEBSITE ADDRESS 

The website address for the DES web application is: 

https://D 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:/1 when accessing this website. You can bookmark this page to make accessing this site 
eas ier in the future. 

DES HOURS 

The OROS Entry System is available 4:00 AM - 1 :00 AM, Monday through Sunday, unless 
stated otherwise. 

CONTACTI NG THE BUREAU OF FIREARMS CUSTOMER SUPPORT CENTER 

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

"' 1l ~ I I r 

l • 1m 111 ,, Ju l1t", 

AGHomel'>ge 

Olfil:t.'O/t/i, 

~ 

\t torn,•, Gt..•f11•r.1! 

DJIOS EDtr)· Systrm (DES) 1-4-0.0 (04/ zsJa019) Cont.ad Us Conditions ofu,. 

~ 

IMAGES PRESENTED WITHIN THIS DOCUMENT 

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

All printing from the DES appl ication wi ll 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 fo llows: 

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). 

Figure 1.2, Internet Explorer Page Setup 

Page Setup 

Paper Options Margins (Inches) 

Page Size: Left : 0.5 

[ Letter · I Rigl-t: 0.5 

~ Portratt Landscape Top: 0.5 
• 0 Print Background Colors and Images Bottom: 0.5 

'.'.] Enable Shrink-to-Frt 

' 
Headers and Footers 
Header: Footer: 

(-Empty- ·I [-Empty-

[-Empty- · l ~-

[ -Empty- · ] [-Empty-

[ O,ange font I 

1 
Figure 1.3, Firefox Page Setup 

Page Se tup 

I Format & Options Margins & Header/ Footer 

Format 

Orientation: G £ortrait ].andscape 

~cale: 100 % Shrink to fit Page Y{idth 

Options 

Print ftackground (colors & images) 

I C"l I 

~ ~:=~:;; -, 

·- -__.,.~ b:S..:::::= 
~t--~ ~ ·--~·" :~::~-
it;;-;.-:--': 
1: .. ~ .... . 

II 

I 

II 

· I 
· l Ir 

· ] 
II 

( OK ] [ Cancel I 
_ .. _ -
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Page Setup 

r -
Format & Options Margins & Header/ Footer 
I ----'---

Margins (inches) 

).eft: 

0.5 

lop: ~ 

~ottom: 05 

Headers & Foot ers 

Right 

0.5 

I --blank-- "' 
1 
--blank-· j ~k-- _j 

Left Center: Right 

[ --blank-- ..- J , --blank-- ..- ] [ ·-blank-- ..- J 

TECHNICAL REQUIREMENTS 

The DES application should work with most common and up-to-date web browsers, and has 
been tested w ith the fo ll owing: 

• Mozilla Firefox 

• Google Chrome 

• Safari (not supported by Windows) 

• Interne t Explorer 9 and above 

Note: System requ irements vary fo r each internet web browser. Please refer to the web browser 
system requirements to determine compatib ili ty w ith your compute r. Additional browsers might 
work with DES; however DOJ cannot guarantee that the ir features wi ll work as expected. 

If your web browser blocks pop-up windows, the DES appli cation must be added to the list of 
s ites from whi ch pop-ups are a llowed, also known as "Exceptions." (For Firefox, see Tools I 
Options I Content I (Block pop-up windows) Exceptions. For Internet Explorer, see Tools I 
Internet Options I Privacy I (Pop-up b/ocket~ Settings). 

The repo11s generated by this system w ill be in the Adobe Portable Document Format (PDF), 
which will require that you have Adobe Acrobat Reader insta lled 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/ reader/ . 
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ACRONYMS, ABBREVIATIONS AND DEFINITIONS 

Term/ Acronym Definition 

AFS Automated Firearms System 

ATN Ammunition Transaction Number 

BAEC Basic Ammunition Eligibility Check means the 
Department's ammunition e lig ibil ity check as 
prescribed by Penal Code section 30370, subdivision 
(c). The Department sha ll conduct a Bas ic Ammunition 
Eligibility Check to authorize a purchaser or transferee 
who is not prohibited from purchasing or possess ing 
ammunition in a single ammunition transaction or 
purchase. 

BOF Bureau of Firearms 

CAY 
California Ammunition Vendor means an individual 
with a valid ammunition vendor license issued pursuant 
to Penal Code section 30342. 

C FARS 
California Firearms Application Reporting System 

CFO 
California Firearms Dealer means a person having a 
valid license to sell firearms issued pursuant to Penal 
Code section 26700. 

COE Certificate of Eligibility means a certificate which states 
that the Depa1tment has checked its records and the 
records available to the Department in the National 
Instant Criminal Background Check System and 
detem1ined that the applicant is not prohibited from 
acquiring or possess ing firearms. 

COE Holder A person who obtains a valid Certificate of Eligibility. 

COE Verification Process (COE A purchaser or transferee is authorized to purchase 
Check) ammunition if they ho ld a current Certificate of 

Eli gibility, subsequent to verifi cation by the 
Department. 

DES Dealer Record Of Sale Entry System 

DOJ Depaitment of Justice 
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Term/Acronym Definition 

OROS Dealer Record of Sale 

DWP Dangerous Weapon Permit. Any person who submits 
the required documentation, proper appli cation fo1ms, 
and appropriate fees for a dangerous weapons 
license/permit. The term "dangerous weapons" means 
machineguns as defined in Penal Code section 16880, 
destructive devices as defined in Pena l Code section 
16460, short-barreled shotguns and short-ba1Teled rifles 
as defined in Penal Code sections 17170 and 17180, and 
assault weapons as defined in Penal Code sections 
305 10 and 305 15. 

FDAS Firearms Dealer Acquis ition System 

Firearms E ligibility Check A state and federa l background check, pursuant to Penal 
Code section 28220, that is used to detenni ne an 
individual' s eligib ili ty to possess, receive, own, or 
purchase a firearm. 

FSC Firearms Safety Certifi cate - Issued by Department of 
Justice Certified Instructors to potential firearm buyers 
who successfull y pass the Firearm Safety Certificate 
Test. 

FSD Compliance Fireanns Safety Device - The method a firearm buyer 
uses to comply w ith the California Firearms Safety 
Device laws . 

Head of the Agency Means the chief of po lice or the d irector of public safety 
for a police department, the sheriff for a county sheriff s 
office, the head of an agency or their designee fo r a state 
law enfo rcement agency, and the manager in cha rge of 
any local fi eld office for a federal law enfo rcement 
agency. 
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Term/Acronym Definition 

HSC Handgun Safety Certificate - Effecti ve January I, 20 15, 
the Handgun Safety Certificate was replaced with the 
Firearm Safety Certificate (FSC). A valid HSC can still 
be used to purchase/acqu ire handguns until it expires. 
For long gun purchases/acquisitions made January I , 
20 15, and thereafter, a FSC will be required. Once a 
FSC is obtained, it can be used for both handgun and 
long gun purchases/acquisi tions. 

Inventory Code A customizable setting design by a dealer for specific 
ammunition type. 

PDF Portable Document Format means the file type used for 
displaying reports within the DES application. 

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

reCAPTCHA A chat lenge/response test used to verify that a person, 
and not another computer, is interacting with a system. 
The CAPTCHA acronym stands for: Completely 
Automated Public Turing test to tell Computers and 
Humans Apart. 

SAEC Standard Ammunition Eligibility Check means the 
Depa11mcnt's ammunition eligibility check as 
prescribed by Penal Code section 30370, subdivision 
(b ). A purchaser or transferee is authorized to purchase 
ammunition if their infonnation matches an entry in the 
Automated Firearm System and does not match an entry 
in the Prohibited Armed Persons Fi le. 

2. USING THE DES APPLICATION 

In order to use the DES appli cati on, you must request a DES account to obtain a valid User 
Name and Password combinati on (Sec Section 3, Enrolling in DES). 

NAVIGATIO N WITHIN THE DES APP LICATION 

The DES application is a web based app lication. You can navigate the web pages using either 
your mouse or your tab button. 
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There is one important distinction between websites and web applications concerning the use of 
browser navigation buttons. The browser navigation and refresh buttons, as shown below, should 
not be used to navigate within the DES application. Instead, you should navigate the DES 
application using the buttons and/or links that are found on the app lication ' s pages. 

c· DROS Entry System (DES) 

Eile !;.dit ~Jew 

id Convert 

Fsvorites 

.... r:i' Select 

Iools t!elp 

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

Use DES application 
buttons to navigate wi thin 
the DES application. 

Please click buttons only once. Multiple clicks will delay processing. 

Submit Main Menu 

REQUIRED FIELDS ON FORMS 

On all data entry pages, required fields are clearly marked by a red asterisk preceding the fi eld 
label. 

/ 
'Current Password 

1 

EXITING THE DES APPLICATION 

To ex it the DES application, select Log Off You wi ll be logged off from the DES application 
and returned to the DROS Entry System Log On page. 

Note: Avoid c losi ng the browser window whi le you are still logged on to the DES. C losing an 
active window can allow the DES to keep your session open, which could lead to problems 
logging back on shou ld you attempt this within a short time of c losing yo ur browser window. 

M·J;J-fi@MW#®IBl·b41MM §ffiifiM·NfflPPIM·MWIMMUH:IHii~·i/E) 
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SESSION TIME OUT 

For security reasons, the DES will time out after 30 minutes of inactivity. If thi s occurs, the 
system wi ll disp lay a message indicating that your sess ion 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 applicati on, you can report the issue 
to the Customer Support Center using the Report an Issue link which is provided throughout the 
appli cation. 

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

i ·IHJ§MM®i'HMMM tMIH-E!! l'.911@iMfiEMHfrl:ii+li&ii'ill 

' Issue T >e 
Having trouble submitting a OROS transaction 

' Com111 ent 

Enter addrt ,onal 1nformat1on cancer n,ng the issue 200 character hrnrt Characters remaining r---

Please chc~ button., only once Multiple chcl., will del;y proces,,ng 

__ S_u_b-mit ~ Clear Main Menu 

To report an issue: 

l) Select the Report a11 Issue link located at the top of any page within the DES application. 

2) Select the Issue Type from the drop down list. 

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

4) Cli ck on Submit. 

5) Once you have submitted your issue, it wi II be reviewed by a Customer Support Center 
anal yst. Once the Customer Support Center rep lies to your issue, you will sec a message on 
the Main Menu page. The message will display after clicking the My Issue Log link on the 
My Issue Log page (See Section 6, My Account links, My Issue Log). 
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3. ENROLLING IN DES 

Enrolling in DES is a two or three step process, depending on whether you arc the Dealership 
COE Holder or are enrolling under the authority of the Dealership COE Holder. 

IMPORT ANT : The DES application will not allow employees to enroll until the Dealership 
COE Holder has enro lled. 

To enroll in DES: 

I) Navigate to the DROS Entry System Log On Page (https://OES.doj .ca.gov). 

2) Click on request a DES account link. 

tlot yet a OE S user? 

If ,ou are not a DES u 

Current DES users 

' User tlame 

Forgot User Mame? 

Forgot User tlame and Password? 

Log On 

' Password 

Forgot Password? 

Clear Form 

3) The DROS Entry System Account Req11est/E11rollme11t G11ideli11es page, li sts the 
infom1ation you wi ll need to create a DES account. 

DRO':l l·ntry Sy:,t~m Account R.t!qucst I nrollrn.:nt Guiddin\!s 

You will need a combination of lhe fo llowing information lo complete account requesUenrollment 

1> Cahfom1a Firearms Dealer (CFO) Dealer ID 

"' Cahfom1a Ammunition Vendor (CAV) number 

"' Dealership Cert ificate of El1g1b1hty (COE) number 

"' Federal Firearms License (FFL) number 

"' A unique personal 1dent1flcat1on number ( for example your driver's hcense number) 

If you nave all lhe required 1nformat1on and are ready to enroll. please p ress the "Continue• button to proceed otherwise press the ·cancel" 
button 

C-::....:.:...:..:.:.-:.---~ ~ 
4) If you have all the required infom1ation, click on the Continue button. The DROS E11tty 

System Terms of Use and Agreement page displays for your agreement. 

5) If you agree with the DROS Enlly System Terms of Use Agreement, click ''/ Agree. " The 
User Account Request, Part 1 page will display. 
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User Accounl Reque!) l. Parl l 

Step 1: Submit Dealer Information for Verification 

' Are you a d~alership COE Holder? ' Dealership COE flumber ' CFDICAV Number 

Select 

C)lf ;ou have an Emplo1ee COE 
or other COE t1pe select No 

6) User Account Request, Part 1: Step l : Submit Dealer Information for Verification 

a. Are you a dea lership COE holder? 

1. If you are the Main COE holder, select YES. 

11. If you have an Employee COE or other COE type, select NO. 

b. Enter the Dealership COE number for the license you are enrolling with. 

£\ 
~ 

c. Enter the CFD number for the dealership that you are enrolling with. If there are 
multiple dealerships under the COE that you will be working with, enter any one of 
the CFD numbers that apply. Add itionally, CFDs can be assigned at a later date or 
time. 

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

7) Select "I'm 1101 a robot" to view the reCAPTCHA verification images. 

l ·1 \.:~nunt Rcqu~,1 1',111 I 

s tep 1 : Su Um it Dealer I n formatio n t o r Vcr lncatlon 

"Aut you., dt>alt>1'1h1p .:OE Hol,t.-r" · o~ 1ll"l\h1p ( Of tl umlM.•1 ' (r[)J(AV Uumb4!, 

t;•INI 

O r , u "··· .an t ,...c,o,•• CGE:: 
11 11,. , coc1io, u 1, ... 1r1-' 

Clea, 

8) Iden tify the reCAPTCHA verification images. If you arc unable to determine the images in 
the reCAPTCHA code, click on the refresh icon next to the verification code, and a new code 
will be displayed. For more details on reCAPTCHA, (See Section 17, Use o.f reCAPTCHA). 
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Refresh button -
Click to display a 
different code. 

Select all squa1N with 

street signs 

' 

9) If you selected YES in User Account Request, Part 1, " User Account Request, Part 2" will 
display. 

l ' s.:r \-:uJlllll Rc•4u.:,t . P a11 2 

St ep 7: S utJ1nlt Deale r Information f o r Verifical io n 

"0€',1lt•1 .Ju p (Or Uw11l,1•1 "( J:0 Humber "h .. -dNiJI fi1r> J111,s l. i,:rmH' ' Pt• 1\ 0 1h:II IO Uumbc 1 

rm not a robol 
n.u rt'CAPTCHA 1, (,·. 1~ purp,.>:i.e, cc.lV""" ?ld.~ ,. 
1t'p,]M ~ lb, \ti!! ~ ,! · ) \l .u .. \.C'n.:11 thu • · ·-

O lnl.!f Ult IL• r;u-oef .;n rec:, j !OI ,cur 
(,.{;t 'htro\'IS4t tnler ] C,em""'ent,:>.iue:J IU 
nu.-.,el."r 

I 0) If you selected NO in Step I, the below version of "User Account Request, Part 2" page 
below will display. 

Ste1> 2: Submi1 ( mployce Information for Verification 

' Of"J1crstup COL rt ,1mlw1 · 1. f O llumb~r ' Fede1al Fue,u ms l1ce11se tmployee f,Ol Uumbe:1 'Person.i i ID ll uml:er 

Im not a robol 
Tb1 ~!'C'APTC'"H.A II !:,c !H~ .. pl'fr'~' erl·." ~ he" .. 
itp: r.1:> ~1:1~~.fJ'C'O &rtM-tcig:!lu • ··-

O Erltrlt~ Ctlu-:e:renrg,:ct1•c1 cu, 
c:e Ct"l!rM>t en1er ;e-.ef'l-eN1.s:su,11, C 
nu ... :er 

c.no.1 

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

16 
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12) Click on Submit. [f the e nrollment information is co1Tcct and matches an active account, the 
system wi ll disp lay the User Account Request, Part 3 screen. 

Note: If there is a prob lem with the enrollment infonnation, the DES will display a generic error 
message: There is a prohle111 11·ith either the i11/or111atio11 you entered or 11·ith the account. Please 
,·eri/5' the i1!/or111atio11 and try again. For security reasons, the message wi ll not state the exact 
nature of the problem. The following are some possible reasons for the error: 

• CFO 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 the ir account. 

• The COE holder entered a Personal ID number that docs not match the ID number 
associated to the ir COE. 

13) Enter your user information: Note: If you have a dealership, employee, or o ther non
dealership COE number, your DES User infonnation must match your COE information 
exactly. 

• Enter your Last Name (may include a lphas, hyphens, and spaces). 
• Enter your First Name (may inc lude alphas and spaces) . 
• Enter your Middle Initial, Optional. 
• Select your Identity Verification Questions from the drop down list. 
• Enter the responses associated with each of the questions. You wi ll need to enter these 

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

• Enter the Password that you want to use for the DES. Note: C lick on the Password 
Format li nk to view the all owab le password format. 

• Re-enter your Password. 
• Click on Submit. Once you have submitted the requested information, the system wilJ 

present a confirn1ation page a llowing you to review the information that you entered. 
• If you discover an e1rnr, click on Edit Request to go back to the request page and edit 

the fi eld where you discovered the error. 
• If the infonnation is conect, c lick on Confirmed, Submit. A confinnation message 

will be displayed to confirm submission of the account request. 
• If you are the COE Holder and if your COE number is associated to mul tiple 

dealerships, the Manage Dea lership screen wil l display (Sec Section 7, Manage 
Dealerships). 

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

Note: If you are the COE Holder, you may immediately log on to the DES application us ing the 
user name assigned by DES and the password that you created as part of the enro llment process. 
If you arc not the COE Holder, you cannot log o n to the DES appli cation until your account has 
been approved by the COE Holder or store manager (See Section 7, Assigning permissions). 
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4. LOGGING ON TO DES 

In order to Log On to the DES application: 

• You must first enroll in the applicati on (See Section 3, Enrolling in DES). 

If you are not a COE Holder, your store manager or COE Holder mus t approve your account 
request and setup your pe1miss ions before you can log on (Sec Section 7, Adrninistrator Links). 

To Log On to the DES application : 

1) Navigate to the DROS Ent,y System Log On page (https ://O ES.do j.ca.gov). 

2) Enter your User Name 

3) Enter your Password 

4) Click on the Log On button 

If you enter e ither an in valid user name or password, the system will di splay a wa1;ning 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 w ill need to contact the Customer Suppo11 Center (See 
Section 1, Contacting the Bureau of Firearms Customer Support Center). 

Forgot Password: 

If you have forgotten your password (prior to locking your account): 

I) Select the Forgot Password option from the DROS En tty System Log On page. The Forgot 
Password page di sp lays. 

' CFO !lumber ' ID Uuinher ' User !Jame 

Im not a robot 

J 

2) Enter the requested information: 

a) Any CFD Number associated to your accoun t 

b) Your Pe rsonal ID Number 

c) Your User Name 

d) reCAPTCHA verification image 

e) Click o n the Submit button 

f) If a match is fo und, the system displays two randomly selected identity verificat ion 
questions that you submitted with your accou nt req uest. 

18 
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g) Enter the response to the security questions presented and click on the Submit button. 

1) If the responses entered are correct, the system wi ll display the Enter New 
Password screen. Enter and re-enter your new password and click on the Submit 
button. 

2) If the responses entered arc incorrect, the system will di splay a warning, and you 
may try again. Note: If the responses are entered incotTectly, 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 wi ll have 
to remove your account, and you wi ll have to re-enroll in DES. If you are the 
COE Holder, you will need to contact the Customer Support Center fo r ass istance. 

If you have forgotten your DES User Name: 

l) Select the Forgot User Name option from the DROS Entry System Log 011 page. The 
Forgot User Name page displays . 

Fonwt L"s1.:r Nam..: 

·cro Humber ' 10 Uumber ' Possword 'l ast u .. ,me ·n ,st thu ne 

I m not a robot 

P,-,!3 ,s~ e.:.c;. t. '!O C:r i Cr>: • 

Submit ) cancel 

2) Enter the requested information: 

a) Any CFD Number associated to your account 

b) Your Personal ID Number 

c) Password (If you cannot remember your password, see Forgot User Name and Password 
below.) 

d) Your Last Name 

e) Your First Name 

t) reCAPTCHA verification image 

g) Click on th.e Submit button 

h) If a match is found , the system displays two randomly selected identity verification 
questions that you selected duri ng your DES enrollment. 

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

l) If the responses entered are correct, the system will display your User Name on 
the screen. 

2) If either of the responses is ineon ect, the system wi ll display a warning, and you 
may try aga in. Note: If the responses arc entered incorrectly, your account will be 
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locked, and you must contact your store manager to un lock 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-emoll in DES. If you are the 
COE Holder, you wi ll need to contact the Customer Support Center for assistance. 

If you have forgotten both your DES User Name and Password: 

1) Select the Forgot User Name and Password option from the DROS Entry System log On 
page. The Forgot User Name and Password page displays. 

l · mg1..,t I 'se1 ~a111e a 11cl Pass\\otd 

"CFO Uumber · 10 f.lurnbo1 · Dealer sh ip COf:. f.lumbe f r r L U um h(?r 

· n rst thune 

rm not a robot 
P c.s-sc eiici.. t:•1r.on-s er y or::;e-

Subm1t J cancel 

2) Enter the requested information: 

a) Any CFD Number associated to your account 

b) Your Personal ID Number 

c) The Dealership COE Number associated with your account 

d) The FFL Number associated to the entered CFO number 

e) Your Last Name 

_/) Your First Name 

g) reCAPTCHA verification image 

h) Click on the Submit button 

i) If a match is found , the system disp lays two randomly selected identity verification 
questions that yo u selected during your DES enrollment. 

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

( 1) If the responses entered arc correct, the system wil l display your User Name on 
the screen and allow you to enter a new Password. 

(2) If either of the responses is incorrect, the system will display a warning, and you 
may try again. Note: If the responses are entered incorrectly, your account will be 
locked, and you must contact your store manager to unlock your account. If you 
cannot remember the an~wers to your security questions, your manager will have 
to remove your account, and you will have to re-enroll in DES. If you are the 
COE Holder, you wil l need to contact the Customer Support Center fo r ass istance. 
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5. DES MAIN MENU PAGE 

OVERVIEW 

When you log onto the DES application, the Main Menu page is displayed, which allows you to 
perfo rm a variety of tasks within the DES application. Depending on your assigned permissions 
and other fac tors, yo u may perfonn some or all of the fo llowing fro m your Main Menu page: 

• Read system generated messages 

• Select the dealership that you' ll be working for during this sess ion (This feature is only 
available if your account is setup with multiple dealerships.) 

• View information Bulletins issued by the Department 

• View Urgent or Non-Urgent Firearms Eligibili ty notices regarding previously submitted 
OROS transactions · 

• Submit, correct, or cancel a Firearm DROS transaction 

• Deli ver a gun or rev iew OROS transactions 

• View or submit an acquisition transaction 

• View Forms 

• Submit and Search Ammunition Eligibility Checks 

• Submi t Ammunition Purchase(s) 

• Search and add to the Frequently Sold Ammunition List 

• View or edit your DES Profile 

• Change your Password 

• View or respond to an issue that you had sent to the Customer Support Center 

• Select Administrator tasks that you have been given permiss ions 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 

you have multiple dealerships associated to your COE number.) 
o Pay your DES invo ices 
o View your paid invo ices 
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MESSAGES 

The Main Menu page displays messages related to your account, typica ll y giving you 
info1111ation 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 in formation bulletins to read, or 
that you have Urgent Firear_ms and Ammunition Eligibility Notices to read. 

Y,:,u l1a./>c< a n>c<·, . .v rno?·;sa•J>c< 1n y,x11· ·r .. 1v l·;·;u'=' L•.1•/ 
·/,:,u I 1-c1,/•c· l11r,_,1 rr, ·1u ,_,n E:ullt:c·LJ 11 ·:, ti r.c1L rnu·.,L 1_,._.. r ,,,v1 ,_..·, ...... _. ,_, 

\ ,_,u I 1c1\.,'=" l-'+='11 •.111, i;.i a,_ ·~·-'I.Int r +=' 1 .11.1,c,·;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 info1mation that you entered when you completed the account request process became part 
of your DES User Profil e. You may edit your user profi le once 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: 

I) From the Main Menu page, click on the Edit My Profile link. The Edit My Pro.file page 
wi ll display. 

2) Modify any editable fi elds with the new information. (N ote: If you need to restore the 
record back to its pre-edited va lues, cli ck on the Refresh button). 

3) Click on Submit. The system will display a confirmation message when you successfull y 
change your profile. Add itionally, if you modified your name, the system will generate 
and di splay your new DES user name. 

CHANGE MY PASSWORD 

Passwords are valid for 90 days , but you may change your password at any time by clicking on 
the Change My Password option from the DES Main Men u page. Beginning I 5 days prior to 
password expi rati on, you will be reminded of the pending password expi ra tion each time that 
you log on to the system. 

If your passwo rd expires, you will need to use the Forg ot Password feature to create a new 
password (See Section 4, l ogging 0 11 to DES). 
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To change your password: 

I) From the DES Main Menu page, click on the Change My Password link. The Change 
Password page will display. 

Chaugc Pa._-,\\ ord 

'Current Password 

I 

·uew Password 0 Pass.,grd Fgrm3t 

·Re.enter Passw ord 

Submi t ] Clear Form Main Menu 

Click here to view 
password format 
requirements. 

2) From the Change Password page, you may e lect to view the password format rules by 
clicking on the Password Format link . 

3) Enter your Current Password. 

4) Enter and confirm your New Password. 

5) Click o n Submit. The password ente red w ill be verified to make sure that it complies 
with the password fo rmat rules. If any problems are fo und, an error message identifying 
the problem w ill be presented . 

6) Once the password change has been accepted, a confirmation message w ill display on the 
Main Menu page. 

MY ISSUE LOG 

The M y Issue Log allows yo u to view any issues that you have reported to the C ustomer Support 
Center (See Section 2, Reporting an Issue). 

I) To view a previously reported Issue, select the My Issue Log link from the Main Menu. 
The My Issues page w ill display. 

Click here to v iew the details of the issue. 

Issue Rop orto d Da te Repo rted Select 
-o-,h-e,-m-v-,,-,u-,-,,-n-ot-l•s-te-d~ ---------- ----- ---------0-~,-2&-,2-o-13--- r 

01splayi11g records 1 to 1 of 1 10 1.11 records 

Delete Selected J aear Main Menu 
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2) To view the origina l issue that you reported, click on the Issue Reported that you would 
like to v iew, and the detail s 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 will show a notation 
indicati ng 

- indicates that your 
issue has received a 
response from the Customer ;\ l\' Js ... 11c, 
Support Center. 

Oisplc.1yi119 recmds 1 10 1 of 1 cotJ I ,ecmds. 

? H r:c:;.,cl.!1:ct·tcf':ycr.:e- 1 i.. 1 "'~t:CH ... i11 ce-n1;·r.:e,~"r.i; 

Delete Select~ Clear Main Menu 1 

4) Click on the Issue Reported link to view the Customer Support Center response. 
5) To delete any o ld Issues, select the box to the right of the Date Reported and click the 

Delete Selected button. 

7. ADMINISTRATOR LINKS 

OVERVIEW 

Depending on your permiss ions, you may have access to one or more Administrator Links. 
These links include: 

• New Account Requests 
• Manage Employees 
• Manage Dealerships 
• View Paid Invo ices 
• Pay Invo ices 

NEW ACCOUNT REQUESTS 

When an employee's DES enrollment reques t has been submitted, the request appears on the 
New Account Requests page. Before the employee can use the DES application, their account 
must be setup with the appropriate permissions, and, if applicab le , setup with any additional 
dealerships for which they can perfo 1111 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 pem1issions: 

• Pay Invoices (A llows user to v iew and pay invoices) 

• Manage Inventory (All ows user to manage ammo inventory) 
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• Manage Employees (Al lows user to add or remove employees) 

• Enter Gun Transactions (Allows user to enter OROS and acquisition transactions) 

• Enter Ammo Transactions (A llows user to enter ammo transactions) 

• Conect or Cancel OROS (Allows user to correct or cancel Fiream1 OROS transactions) 

• PenrnsS1ons for this user 
Q rOu must Stl•t\ ~1 lt3S1 one Ptr""'SStOfl t •t:r-t(Wln.;tr.tS rec;ues 

0 Select All P~rnH,slons 

n Pdy lnvuif..8S (AIIUW$ U5'H to vi(l\'I .ind p.sy 111vokesJ 

[_J P.1i'lnAge Inventory (Allows us"'r to milnage .:immo inventory) 

LJ Man,39c Lmployc~s (AlttlW$ usor to ,nld or remove employoe1I 

O Enter Gu n Trans.lctions (Allows u~r to ontcr OROS and acqu1s1tion lt.lll$3Ction-;J 

D Euler Ammo Tr..s11SJ'-t ion1 [J\lh.>W'!t U'HH to t! rtlet JIIIU\O ll .i11suctionsJ 

n Couect UI C..i11c,• I DUOS (/\Uow'§. USUI lu c.;one-ct or CdllCel OROS h .Jll'JJ C.lio11sJ 

Note: By defau lt, the COE Holder has all permissions, and can in turn de legate these permissions 
to other users who enroll under their COE number. If you have the Manage Employees 
permission, and you have account requests that need to be approved, a message will appear on 
your Main Menu page. 

To process account requests: 

I) Log on to the DES application. 

2) Select the New Account Requests link from the Main Menu. The system will display the 
Pending Account Requests page. 

f irst lhime Date S u bmitted 

~ Bob ,09 01 20 12 

Oeal t! r s h ip 
Last flame F irst flame Date Subm itted 

\;lil!s Cath;· [09.01,2012 

r~ ,1 .,. , , "'"'"G 
Main Menu 

3) C lick on the last name of the user's record that you would like to process. The system 
will di splay the account pennissions. You must select at least one Permi ssion in order to 
approve the request. 

4) If you wish to reject the account request, click on the Reject button at the bottom of the 
page. The "Are you sure you want to reject this account request?" message displays, 
click OK. 

Please c/lcf; t unons or~.-, cnce f.!ult1~le cilcf;s .-.111 delay ~rocess,/ 

Back Accept Reject 
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If you wish to approve the account, then you must assign the user the appropriate permissions by 
checking the box next to each applicable permission. 

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 assign additional dealerships to 
the user by checking the box next to each applicable dealership. 

Checking this box allows the 
employee to perform tasks for that 
dea lership . 

Business Physical Address Business City 

Once the permissions (and optional dealerships) have been assigned, cli ck on the Accept button. 
The system will display a confinn ation message that the account was approved. At thi s point, the 
approved user can log on to DES. 

MANAGE EMPLOYEES 

If you are the COE Holder or if you've been assigned the Manage Employee permiss ion , you can 
ca1Ty out the fo llowing tasks: 

• View a list of your employees with DES accounts 
• Modify an employee 's permissions 
• Modify an employee's assigned dea lership (if app licable) 
• Un lock an employee's account 
• Remove an Employee's account 

Note: A COE Holder's account cannot be modified. The COE holder by default retains all 
pc1111issions. 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 dealership: 

l ) Select the Manage Employees link from the Alfa in 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 dea lership 's CFO number. If 
an employee is assigned to multiple dealerships, you will see the employee's name listed 
under each assigned dea lership. You can fi lter the results to see just the employees from a 
single dealership. 

2) To view the detai ls of an employee 's record, cli ck on the last name of the employee from the 
list. 
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MODI FY AN EMPLOYEE'S ACCOUNT 

Change Permissions: 

I) C lick on the last name o f an employee from the list (see View Employees above). The User 
Details w ill display. 

2) You can modify the employee's DES permissions by checking or un-checking the boxes next 
to the applicable permiss ions. Note: At least one permiss ion must be associated to the 
employee' s account. 

ASSIG NING ADDITIONAL DEALERSHIPS 

If your DES account is assoc iated with multiple dealerships, you can assign additi onal 
dealerships to an employee's account, allowing the employee to pe rfo rm DES acti vities for any 
store to which they have been assigned. 

I) Click on the last name o f the applicable employee from yo ur list of employees (see View 
Employees above). The User Detail s will display. 

2) Check the box next to each appli cable dealership in the Add 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. 

UNLOCKING AN EMPLOYEE'S ACCOUNT 

An employee can lock their DES account by entering an incorrect password, or by incorrectly 
answering the ir security questions. An employee with the Manage Employee permission can 
unlock the account as fo llows: 

I) C li ck on the last name of the locked employee from your li st of employees (see View 
Employees above.) The User Details will display. 

2) Open the Permissions for the User section on the User Detail Page. 
3) C lick on the Unlock Account button. A message will display indicating that the account has 

been unlocked and that the employee will need to complete the Forgot Password process 
from the DES Log On page. Note: The Unlock Account button only di splays if the users 
account is currently locked. 

' ! ["Remove User ] Th is account is currently locke d [:unlock Account] 
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UNLOCKING A COE HOLDER'S ACCOUNT 

If you are a COE Holder and your 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 En fl y System Log On page, select the Request a DES Account link and 
enter the requested account information. The DES application will then allow you to create a 
new password. 

REMOVING AN EMPLOYEE FROM THE DES APPLICATION 

When an employee no longer has a need to access the DES app lication, the employee 's account 
must be removed from the DES by the COE Holder. Prompt remova l will protect the dealership 
from fraudulent DROS-related billing activities . 

To remove an Employee from the DES: 

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

2) Check the Remove User box in the Permiss ions for this User section and click on the 
Submit Changes button . 

. -·· --·-· · --- -· --- --- ~ 
' R U ' :. - -~·~~~~-- -~~~ . -~-: 

The system will ask you to verify if you 'vvish to remove the user' s account. Click on OK if you 
wish to proceed with the removal of the account. 

MANAGE DEALERSHIPS 

In order for employees to enroll in DES and submit OROS records for a particular dealership, the 
dealership 's CFO number must first be associated to the COE Holder's account within the DES 
application. If the COE Holder has only a single dealership, that dealership is associated to the 
COE simply by the COE Holder enrolling in DES. If, however, the COE Holder has more than 
one dealership, the COE Holder must associate any additional dealerships from the Manage 
Dealerships page. The COE Holder may associate additional CFDs during the time of 
enrollment, or the COE Holder may also use the Manage Dealerships function to make the 
assoc iations at a time other than the enrollment process (for example, when a new dealership is 
opened). 

Note: Only the COE holder has the permiss ion for Managing Dealerships, and this permission 
cannot be delegated. The Manage Dealerships page is only available when a user has multiple 
CFDs assoc iated with their COE number. 

TO ASSOCIATE ADDITIONAL DEALERSHIPS 

I) From the Main Menu, select the Manage Dealerships link (the Manage Dealerships 
page automaticall y displays as part of the enrollment process if your COE number is 
associated with multiple dealerships). 
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2) The DES displays those dealerships already assoc iated to your account, as well as 
additional dealerships that are avail able to be associated to your account. 

3) For each additiona l dealership that you wish to associate to your account, enter the 
FFL number that pertains to that dea lership 's CFO number, and then click the Submit 
button. 

Once you are successfu l in associating a dealershi p to your account, you can begin assigning 
employees to that dealership (see Managing Employees above). 

8. DES INVOICING 

DES FEES AND BILLING CYCLE 

Upon submission of a fi rearm OROS or an Ammunition Eligibility Check one or more of the 
fo llowing fees will be bill ed to the dealers account. The Depa1tment wil l not provide refunds 
after submission and acceptance of a OROS or Ammunition Eligibility Checks. 

Firearm DROS Fee 
• The fee for a Firearm OROS is $25.00 

Ammunition DROS Fee(s) 

• The fee for a Basic Ammunition Eligibility Check is $ 19.00 
• The fee for a Standard Ammunition Eligibility Check is $1.00 
• The fee fo r a Certificate of Eligibility Check is $ 1.00 

At the first of each month, the DOJ will generate DES invoices for each dealership that 
submitted DROS transactions during the previo us month. The COE Holder, or a user who has 
been given the Pay Invoices permiss ion, wi ll have the abi lity to view and pay invoices. Payments 
for the DROS invoice must be made through the DES application, and must be made using one 
of the following credit/debit card types: 

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

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

I I 1 - I /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 3/3 1 

(2/29 if leap year) 

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

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

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

6/1 -6/30 7/ 1 7/30 7/3 1 

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

8/1 -8/3 1 9/1 9/30 I 0/ 1 

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

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

l l/l- 11 /30 12/1 12/30 12/3 1 

12/1- 12/3 1 I /I 1/30 1/3 1 

IMPORT ANT: An invoice that goes unpaid for more than 30 days from the invo ice date will 
result in the dea lership being suspended from pe1fom1ing certain tasks on the DES appl ication. 
This suspension extends to all dealerships that fa ll under the COE number for wh ich the 
dealership was setup. Users from a suspended dealership will be prevented fro m conducting the 
following DES activities until all past due invoices assoc iated to the COE have been paid in full : 

• Review Fireanm Eligibili ty Notices 
• Submit a OROS 
• Deliver a Gun 
• Review a OROS 
• Correct a OROS 
• Cancel a OROS 
• Submit an Acquisition 
• View an Acquisition 
• Submit Ammuni tion El igibility Check 
• Search Ammunition Eligibili ty Check 
• Search Ammunition Purchasc(s) 
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• Search Frequently Sold Ammunition 
• Add Frequently Sold Ammunition 

If your dea lership is suspended because of a past due invoice, you will sti II be able to pay the 
invoice through DES. Once the past due invoice(s) have been paid in full , the dealership(s) DES 
activities will be restored back to normal. 

VIEWING YOUR CURRENT DES INVOICE 

From the Main Men u, click on the Pay Invoices link located in the Administrator section. (You 
must have the Pay Invoices permission in order to see this link.) 

AD141NJSTRATOR 

llew Account Requests 

r.tanage Employees 

View Paid Invoices 

~ 
The Pay Invoices page will di splay all bil ling periods, fo r each CFO associated to your account, 
which have a balance due. 

Click here to view the 
Month ly Firearms Dealer 
Invoice Summary report 
if you have more than 
one dea lership 

Viow Paid Invoices View Payment ttisto,y Credit Invoice Histo,y 

-!I l'Jy foMI Payable Balance Due (combined tOtJI of all bdlances due) 

J Chonyo Payment A111oun1s 

Ma y 2 019 Billing Pe riod, 05/01/2019 to 0 5/31/2019 

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 2~ Amount Paid SO Balance Oue: S2256 Suspension Oate ii not p,,id ,n lull 0/ 01 701~ 

CFO/CAV Type 

Fireorm 

Ammunition 

Firearm 

Ammunition 

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

Invoice Dace Amount Invoiced 

~ S900 

2§1!1!l22.1l1 S312 

~ S725 

!l!!!!!filill S3 19 

V 
Submlt Payments 

1 
Refresh 
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I) To view a deta iled report of each transaction that occurred fo r your dealership, click on 
the Invoice Date for the CFD number associated to the dealership that you wish to v iew. 
The Monthly Firearms Dealer Invoice report will display. 

2) If you 've a lready made one or more payments fo r the invoice and wish to view the deta ils 
of those payments, click on the Amount Paid or the View Payment Hist01y link. The 
payment detail s for the past twelve months will display. 

3) If your account is associated w ith multipl e deale rships, click on the lnvoice(s) Totctl 
amount to view a summary of a ll of your dealerships' invoices. 

PAYI NG YOUR DES INVOICE 

1) From the Main Menu, click on the Pay In voices link located in the Administrator section. 
(You must have the Pay Invoices permiss ion in order to sec this link.) The Pay In voices 
page w ill display all bi lling periods which have a balance due, and the full balance will 
appear in the Payment Amount field(s) for each dealership associated with your account. 
There are two types of invo ices: Firearm and Ammuniti on. 

a. Paying Your Total Balance Due - If you arc ready to pay the fu ll balance, cl ick 
on the Submit Payments button at the bottom of the screen. The DROS E11t1y 
System Pay ment screen wil l d isp lay. 

Tota l Paymcnls Emercd: S 22S6 

~ t Payments] Refresh ] Main Menu 

b. Making a Partial Payment - If you wish to make a partia l payment, select the 
Change Payment Amounts option. T he Payment Amount fields 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 fo r an 
invoice; however, the balance du e must be paid in ful l within 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 
Ent,y System Payment screen will di splay. 

PA YING YOUR PAST DUE INVOICE 

If you have a pas t due invoice that has resulted in the suspension of one or more dealerships, you 
can choose to pay the total balance due, pay jus t the past due balance. or make a partial payment. 

I) Pay Total Payable Balance Due - Choose thi s option if you wish to pay the tota l balance 
fo r both past due and current invoices. 

~ Pay Total Payabl e Balan ce Due (combined total o f a ll bal ancos du") 
0 Change Pay1n cnl An1ou nts 
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2) Change Paym ent Amounts - 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 
all past due invoices have been paid in full . You may make a partial payment on just a 
past due bi ll ; however, the suspension will remain in place unti l the past due bil l has been 
paid in fu ll. 

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

0 P-,y Toc..,1 P\ly4lbl~ SJl~ncQ Ou( (c<1mbmed tol;.>I of all b..,l,11tees due, 

• Change P1:1ymen1 t,111oun1s OearPayment: AmoU'ltS 

May 20 19 Bi!llng l>e rlod, 0!>/01/2019 l o 0!>/3 1/2019 
Invoice(•) Tot.:11 S ~ Amount Pnid SO Oe1to.1nce Ou~; S7256 Suspen11011 0;,1e ,t not p1rnJ m lull 01-01'2019 

CFOICAV Type Invoice Daro 

Fireorm ~ 
Ammunition ~ 
Firearm ~ 

Ammunition ~ 

Amount Invoiced Amount Ptlid 

S900 so 
S312 so 
S725 so 
S319 so 

Bnlance Due 

S900 S j 

S312 SI 
S725 SI 
S319 SI 

Paymem Amount 

900 : 1 
112 : 1 
ns : 1 
119 : 1 

b. After you enter the des ired payment amount, click Submit. Note: Special 
characters are not accepted in the Payment Amount fi eld. Payment amounts 
should be entered as a number value. 

lnvoice(s) Total: S 225'i 1\mount Paid SO Balance Due 12256 Suspens,011 Date ,r not p,1id In full or 01 •2019 

CFD/CAV Type Invoice Date Amounl Invoiced Amount Paid Balance Due Payment Amounl 

f.irearm ~ S900 so S900 sl 900 : I 
Ammunition ~ S312 so S312 sl o: I 
Firearm 2§!J1.!!W.i S725 so S725 s1 72s : 1 
Ammunition ~ S:319 so S319 sl o: I 

Total Payments Eniernd S 1625 

3) Pay Past Due Balance - Choose this option if you wish to pay only the amount that is 
past due. Any invoices that are not past due will have zero in the payment amount field. 
Selecting this option wi ll allow you to pay the minimum amount required to remove a 
suspension caused by a past due invoice. Note: Pay Past Due Balance will only appear if 
your account is delinquent. 

4) Once you have made your selection and veri fied the amount you wish to pay, cl ick on the 
Submit Payments button at the bottom of the screen. The Billing !11for111ation screen will 
display. 
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Bill ing Infom,ation 

Payment Amount $1625 
·c~uclholdcr J:'ull Nome H-': ac:;un ... ,. ... ,. carj 

' B1lli119 Adcfr<•H ' Billing Cit';' ' B1lhng S1J1o 

Select State 

'Crec.lilJOob,t C,.ud lype ' Card Uumbur .. ~cu • Secu,iry Code 'Card ExpirJtiun Oaio 
Select Card Type O i.•1,hat 11 :h,s? P.·IM YYYY ~ 

-~ Cl] \/ISA I0<5C"V£RI 
O fo;Jl( t!'rt 

a -=-
~ .ise :11Ct. t, ... ~ns · .~ty ::,n.:~ •,tu~~ c~, s ~•.!~la.., o,,o~~ss.-i~ 

~ ( Submit ] L_Q~ Ma..!!! Menu J 

ENTERING YOUR CREDIT/DEBIT CARD INFORMATION 

·z11, Code 

Once you have clicked on the Submit Payments button, the system will display the Billing 
!1?fom wtion screen with the Payment Amount automatica lly entered from the previous screen. If 
you wou ld like to change the amount of the payment, c lick on the Back button, and you can 
make changes from the previous screen. 

To submit your credit/debit card payment information: 

I) Enter your cred it/debit card infonnation as fo llows: 

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

b. Billing Address - Ente r the bi lling 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 associated to the 
card. 

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

f. Credit/Debit Card Type - From the drop down, select the type of credit/debit 
card you wi ll be us ing . 

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 fro m the front or back of the 
card. 

1. Card Expiration Date - From the drop down lists, select the month and year of 
the card ' s expirat ion date. 

2) O nce you have entered the requ ired billing information and are ready to submi t payment 
cl ick Submit. 

IMPORT ANT: Once you submit payment a page loading message may d isplay. DO NOT click 
the browser back button or log out of DES. This may result in a resubmission of information. 

34 

Case 3:18-cv-00802-BEN-JLB   Document 34-4   Filed 08/05/19   PageID.1288   Page 35 of 61



California Department of Justice 
Bureau of Firearms 

DES Application - Firearms and Ammunition Dealer User Guide 

B1ll111g lnform,1! 1<111 

CD 
Page loading. please wait ... 

3) The credit/debit card transaction is submitted for verification and you will be redi rected 
to the Pay !llvoice Screen with a notification confirming the amount paid and 
authori zation number. / 

C, Your payment of S1625 has been approved Your authorization number 1s ET162088 

Pay T ll\ o ic~s 

a. Declined - If the transaction is declined, a message describing the problem will 
be displayed. Either correct any invalid information and resubmit the transaction, 
or resubmit using a different credit/deb it card. 

b. Approved - If the transaction is approved, the system will disp lay a confirmation 
message along with your Authori zation number. 

Note: The DOJ does not retain credit/debit card in fo rmation, with the exception of the last four 
characters of your card number which is used to display your payment history. Therefore, each 
time that you make a payment, you will need to re-enter your credit/deb it card information. 

VIEW PAID INVOICES 

The COE Holder. or a user with the Pay Invoices permission, has the ability to view previously 
paid invoices. 

To view a previously paid DES Invoice: 

I) From the Main Menu, cli ck on the View Paid Invoices link located in the Administrator 
section (you must have the Pay Invo ices permission in order to see this link). 

ADl4INISTRATOR 

tlew Account Requests 

r,1anage Employees 

View Paid Invoices 

Pay Invoices 

2) The Paid Monthly In voice Report page displays the past twelve months of invoices that 
have been paid in fu ll. If your account is setup with multiple dealerships, all applicable 
CFO/CA Vs will display. 
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3) To view the invo ice that shows a detailed breakdown of the transactions that you were 
billed for, click on the Invoice Date link for the CFD/CA V that you wish to view. There 
are two types of invo ices: Firearm and Ammunition. 

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

~ This list represent the last 12 months or paid 1nvo1ces 

Paid Im·oicc-, 

View Payment History View Outstanding Invoices I I.take Payment 

CFD/CAV Type 

Firearm 

Billing Period 

05101/2019 . 05/31/2019 
Ammunition 03/01/2019 . 03/3112019 

CREDIT INVOICE HISTORY 

06/01/2019 

04/0112019 

so 
so 

Click here to view a 
detailed breakdown of 
all billed transactions. 

Oate Invoice Paid in Full 

MIA 
NIA 

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

To View Credit History: 

I) From the Main Menu, click on the View Paid Invoices link located in the Administrator 
section of the Main Menu . 

2) Click Credit Invoice History. 

Paid In\'nic~s 

View Payment H"tory View Our.randing Invoice• / Make Payment Credit Invoice History 

CFO/CAV Type Billing Period 

Firearm 05/01/2019 . 05/31/2019 
_ ~m~nition 03101/2019 . 03131/2019 

Invoice Oare 

06/0112019 

<MJ01/2019 

Invoice Amount 

so 
so 

Oare Invoice Paid in Full 

II/A 
NIA 

3) If OROS Credits have been issued the Credit History will di splay as pictured below. 

~ This list I ep,esent ihe last 12 months er edit invoice history 

C red it rI 1stnn, 

V,e\1¥ Paid lnvo.ces v,ow Out •tand11\g luvmcea I M.lke Payment Vw:w Payment H 1atcwy 

January 2019 
Payment Date 

0 ttiiiio 1901 05™ 
CFDICAV Type Blaltng Pe._nod __ _ 

Firo~ 01/01/2019 - 01131/2019 

Invoice Date 

~~ 

::,-•Ji•• . t,i,.-:,0,,1~ .. , .,.. ... ,.,_ ... .., . ..... ,..,,p,_,.,.~: 
Mw'I Menu 
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4) Clicking on the invo ice credit w ill open a report w ith details on invoice transaction 
cred its. 

INVOICE TRANSACTION CREDIT DETAILS 

DEA LER ID SALE DATE/TIME TRANSACTION # CREDIT DATE COST 

03 21 20 19 12:32 P~I 00100582J 03212019 125) 

0321201912:30 P~I 001005992 03212019 125) 

0321,201912:30PM 001005993 03'21 2019 125) 

03 21,2019 12·29 PM 001006021 03'2 1 2019 125) 

03 21,2019 12:31 PM 001006022 03,21 20 19 125) 

03 21201912:31 PM 001006023 03 21 2019 125) 

9. TRANSACTIONS, NOTICES, BULLETINS 

OVERVIEW 

The Transactions, Notices, Bulletins section contains links that al low you to: 

• Review Fireanns Elig ibili ty Notices (must have the Enter Transactions permission) 
• Submi t a OROS Transaction (must have the Enter Transactions permission) 

• Deliver a Gun/ Review a OROS (m ust have the Enter Transactions pennission) 

• Correct a OROS (must have the CotTect or Cancel OROS permission) 
• Cancel a OROS (must have the Correct or Cance l OROS permi ss ion) 
• Review lnfo1111ation Bull etins issued by the Bureau o f Fireanm (any permi ss ion) 

• Submit Acqui sition Transactions (must have the Enter Transactions pem1iss ion) 
• View prev iously submitted Acqui sition Transactions (must have the Enter T ransactions 

permission) 

Some of the above links may be hidden for the fol lowing reasons: 

• Dealership hasn't been selected - If your account is associated to multip le dealerships, 
you must select the dealership that you wish to be assoc iated with prior to viewing 
bulletins or notices, or conducti ng any type of OROS or Acquisition transaction. 

• Unviewed Information Bulletins - W hen the BOF posts an Information Bulletin to 
DES, at least one user from each deale rship must view and acknowledge the bulletin. 
Until the bull etin is viewed and acknowledged, users w ill be unable to view/submit 
OROS or Acquisition transactions or de li ver a gun. 

• Unviewed Urgent Firearms/Ammunition Eligibility Notices - When the BOF posts a 
Firearm or Ammunition E ligibi lity Notice fo r a OROS transaction, a user from the 
dealership must acknowledge the notice. Until the notice is acknowledged, users w ill be 
unable to view/submit DROS/ Ammunition or Acquis ition transactions or deliver a gun. 

SELECTING A DEALERSHIP 

If your profi le has been setup for work ing with multiple dealerships within a company, you must 
choose whi ch dea lership you are working w ith prior to submitting OROS or Acqu isition 
transactions. 
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To select a dealership: 

1) Click on the Select Dealership link from the Main Menu (this link on ly displays if your 
profile has been associated to more than one dealership within a company). 

2) Select the name of the dealership that you wish to be associated with during your session. 

3) Enter the CFO number associated to the dealership name that you selected above. 

4) The system wi ll then display the Transacti ons, Notices, Bulletins and Ammunition 
transactions section with additional links. 

5) Once you have selected a dealership , you have the option to then se lect a different 
dealership by cl icking on the Select a Different Dealership link. 

REVIEW FIREARMS AND AMMUNITION ELIGIBILITY NOTICES 

If you have any urgent notices, yo u must review them before you can conduct any other OROS 
or Acquisition activities. The DES allows you to view BOF notices for a OROS entered within 
the past 90 days. The fo llowing notices are considered urgent unti l they are reviewed and 
acknowledged by a User: 

Firearm Eligibility Notices: 

• Delay DROS Notice 
• Deny Notice 
• Approval After Deny Notice 
• Approval After Delay Notice 
• Undetermined Notice 
• Deny After Delay Noti ce 
• OMV Reject Notice 
• 30-Day Reject Notice 

Ammunition Eligibility Notices: 

• Approval After Denial Notice 
• OMV Reject Notice 
• Purchaser Prohibi ted Notice 

Note: Records with a Pending or Approved status do not require review before other OROS or 
Acquisition activities can be conducted . 

.6. If you have urgent notices to rev iew, the system will display a message your Main Menu 
page. 

To Review your Firearms and Ammunition Eligibility Notices: 

l ) Log on to the DES application. 

2) Select your dealership (if applicable). 
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3) From the Main Menu, select the Review Firearms Eligibility Notices link. If you have 
urgent no tices to review, the Review U1ge11t Firearms Eligibility Notices page will 
display. 

4) Click on the status lin k of the e lig ibili ty notice that you wish to view. The Notice w ill 
disp lay in PDF format. 

5) You can print a copy of the notice by click ing on the printer icon fro m the Adobe Reader 
window. 

6) Acknowledge that you rev iewed the notice by c licking on the Acknowledge button 

81 clicking on the Ackno,•,ledge button }OU arc ackno1~l~d91ng that )cu ha·.e re·,1e.•,ed this ; Acknowledge I 
notice You 1•,111 ha•,e l1n11ted access to GES until all urgent nct1ficat1cns ha,e been re•,1ewed 

;saci<to usCJ Main Menu l ~ 
Click here to acknowledge that you 
have reviewed the notice. 

7) Once you have reviewed all of your urgent notices, clicking on the Review Firearms 
Eligibility Notices link will di splay any acknowledged notices as well as all of the 
approved records from the past 90 days. 

TYPES OF FIREARM AND AMM UNITION OROS NOTICES 

FIREARMS OROS NOTICES 

Delay OROS N otice 
A " Delayed" notice shat 1 be generated when the Department is unable to determine the 
purchaser's e ligibi li ty within the I 0-day waiting period. If you receive a Delay notice, you must 
place the sale o n a " temporary ho ld," and wait fo r the fina l determination from the DOJ. DOJ has 
up to 30 days to come to a determi nation. An add itional notice will be generated when the 
purchaser' s eligibili ty has been determined. 

Denial Notice 
A "Deni ed" notice shall be generated when the Department reviews an application to purchase a 
fi rearm based on info rmati on provided by the applicant (e.g., name, date o f birth, e tc .) without 
fi ngerprint compa rison and the app licant info1mati on is denied after the Department's review of 
matching state and/or federa l records. Do not re lease the firearm to the purchaser. 

Approval After Denial Notice 
An Approval After Denia l notice sha ll be generated as a fo llow up to a Deny notice, and 
indicates that the eli gib ili ty of the purchaser has been obtained and the firearn1 may be delivered 
to the purchaser. 
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Approval After Delay Notice 
An Approval After Delay noti ce sha ll be generated as a follow up to a Delay notice, and 
indicates that the e ligibility of the purchaser has been obtained and the firearm may be delivered 
to the purchaser. 

Undetermined Notice 
An "Undetennincd Notice" sha ll be generated w hen 30 days have passed s ince the original 
transaction date and the Department is unable to determine a purchaser's e ligib ility to own or 
possess firearms or is unable to determine whether the firearm involved in the sale/transfer/ loan 
is stol en. Del ivery of a firearm (sale/transfer/ loan) from an "Undetermined" status shall be made 
at the discretion of the Dealer COE Holder, authorized associate, or salesperson. 

Denial After Delay Notice 
A " Denial after Delay" notice shall be generated when the Department denies an application to 
purchase a firearm after identifying a "Delayed" status; Do not release the fiream1 to the 
purchaser. 

OMV Reject Notice 
A "OMV Reject" notice shall be generated when an application is submitted with an invalid, 
suspended, revoked, or expi red Cali forn ia Driver License or Cali forn ia Identification card. Do 
not release the firearm to the purchaser. Consequently, the DROS transaction must be 
resubmitted as a new transaction with applicable fees and waiting period. The purchaser must 
contact the OMV to make sure your Califo rnia Driver License or Cali fornia Identification Card 
in fonnation is up-to-date and correct. · 

30-Day Reject Notice 
A "30-Day Reject" notice shall be generated when an application is submitted to purchase more 
than one handgun in a 30-day period. The purchaser attempted to purchase more than one 
handgun in a 30 day period PC 27540 (t). Do not release the handgun to the purchaser. 

AMMUNITION OROS NOTICES 

Approval after Denial Notice 
An "Approval after Denial" notice is generated when the Department has received additional 
informati on indicating the purchaser is eligible 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 approva l is va lid fo r 30 days from the date of the letter. 

OMV Reject Notice 
A "DMV Reject" notice is generated when a Basic Ammunition Eligibil ity Check (BAEC) 
OROS is being rejected and returned because the driver license/ ID card status is not valid and/or 
the purchaser's name, driver license/ID card number, and/or date of b irth in fo rmation provided 
conflict with the fi les ma intained by the Department of Motor Vehicles (OMV). The purchaser 
must correct their persona l in fonnation on file w ith the OMV. Consequently, the BAEC OROS 
must be resubmitted as a new transaction wi th applicable fees. 
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Purchaser Prohibited Notice 
A "Purchaser Prohibited" 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 dealership has any un-reviewed lnfonnation Bulletins, you must review them before you 
can conduct any other OROS or Acquisition acti vities. If you have any unread bu lletins to 
rev iew, the system wi ll display 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) Cli cking on the name of the un-reviewed bulletin will display the bu lletin details as a 
PDF document. If you choose, you may print the bulletin by clicking on the Adobe 
Reader print icon. 

Current DES Bulletins 

Bl.CleUn llame 

D£5> B1 ilk1i11, 

ReV1ewee1 
Date Posted Date 

:o5i~ 
'04119/201305113120 13 GEORGE SH~W 
0

0411912013 05113120 13 GEORGE SH~W 
OJ/1912013 0511Y.1013 GEORGE SH~W 
0JI09i'2013 jOS/1312013 GEORGE SH~W 

Reviewed By 

Q 
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 li nk. Downloading the most current vers ion of 
Adobe Reader should ensure that the bulletin automatically displays. To download the most 
current version of Adobe Reader, visit the fo llowing website: http://get.adobe.com/reader/ . 

Once you have reviewed the bulletin, your name and the date that you reviewed the bulletin will 
display on the DES Bulletins page. 

IMPORTANT: The DES message, "You have lnfom1ation Bulletins that must be rev iewed" 
wil l onl y display until the first employee has reviewed and acknowledged the bulletin . Only the 
first employee must acknowledge the bulletin. Once reviewed, other employees wi ll 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. 
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10. DROS TRANSACTIONS TYPE(S) 

OVERVIEW 

OROS Transactions are requ ired on the fol lowing handgun and long gun transaction types: 

Handgun Transactions 

• Dealer Handgun Sale 
• Private Party Handgun Transfer 
• Peace Officer Non-Roster Handgun Sale 
• Exempt Handgun Sale 
• Pawn/Consignment Handgun Redemption 
• Curio/Relic Handgun Sale 
• Olympic Pistol Sale 
• Handgun Loan 

Long Gun Transactions 

• Dealer Long Gun Sale 
• Private Party Long Gun Transfer 
• Pawn/Consignment Long Gun Redemption 
• Curio/Relic Long Gun Sale 
• Long Gun Loan 

To perform a DROS transaction: 

1) Your account must be setup with the Enter Tra11sactio11s permission (See Section 7, 
Administrator links). 

2) If you are associated to more than one dea lership, you must select the dealership that you 
want to be associated with for your DES sess ion before you can submit a OROS. 

3) You must review any unread bulletins prior to submitting a OROS. 

4) You must acknowledge any Urgent Firearms Eligibi lity Notices prior to submitting a 
OROS. 

ENTERING PURCHASER AND SELLER INFOR.JVIA TION 

All OROS transaction types require the entry of purchaser in fo rmation. Seller information is only 
required on the fo llowing transaction types: 

• Private Party Handgun Transfer 
• Handgun Loan 
• Private Party Long Gun Transfer 
• Long Gun Loan 
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Purchaser and seller informat ion will be captured by swiping the Californ ia Driver License or 
Identification card through a magnetic card swipe reader. Any miss ing or incorrect information 
will be keyed directly into the appropriate fields. 

To Enter Purchaser or Seller Information: 

1) Swipe the dri ver license or identification card through the magnetic card swipe reader. 

2) Click on the Submit button in the Swipe CA Driver License or ID Card area. 

- Purchaser 1nforrnat1on / Svi11pe r::A Driver's License or 10 Card 

L_!;u b mit J 

3) Verify that the data disp lays correctly. Note: If the information will not scan, you must 
manually enter the information. 

4) CoJTect info rmation as necessary. 

5) Complete all appl icable fields, including Firearms Eligib ility Questions I - 4. 

Tips: 

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

• Purchaser's City - The city will automaticall y appear based on the zip code; however, if 
the zip code has more than one city name or variation listed, 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 wi ll 
display additional fie lds that must be entered. Select the Country of Citizenship from the 
drop down list and enter either the Alien Registrat ion number or the I-94 number. Note: 
These numbers can be found on the purchaser or sell er' s Permanent Resident card (Green 
Card) or I-94 AJTival/Departure card. 

• HSC Number - The Handgun Safety Certificate number (HSC) or an HSC exemption 
code is required on all handgun transactions. These fields will only be present when the 
HSC is required prior to the purchase of a handgun. 

• FSC Number - Effective January I, 2015, HSC became the Firea1111 Safety Certifi cate 
(FSC). The FSC number wi ll be required for purchase or de li very of firearms ; handguns 
and/or long guns. However - purchasers with a valid HSC wi ll be ab le to utilize the HSC 
number or an HSC exemption to purchase handguns unti l the HSC expiration date. 

DEALER HANDGUN SALE 

Select the Dealer Handgun Sale transaction type when a handgun listed on the DOJ's Roster of 
Certified Handguns is being purchased from a dea ler (see http://certguns.do j.ca.gov). 
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To submit a Dealer Handgun Sale transaction: 

1) From the Main Menu page, select the Submit DROS 1 ink. The Select Transaction Type 
page will display. 

2) Se lect the Dealer Ha11dgu11 Sale link. The Submit Dealer Handgun Sale form will 
di splay. 

3) Enter the Purchaser In forma tion (see Ente'ring Purchaser and Seller Info1mation above). 

4) Enter the Transaction and Firearm Information as fo ll ows: 

a. Gun Show Transaction - Select Yes or No from the drop down lis t. 

b. Waiting Period Exemption - If applicable, select a waiting period exemption: 

• CFD Number - Select CFD fro m the drop down li st if the purchaser is an 
acti ve licensed firearm dealer. Selecting the C FO number wa iting period 
exemption di splays a Purchaser CFD Number fie ld. Enter the purchaser 's 
valid CFO number. 

• Peace Officer - This waiting period exemption requires a s igned lette r 
(wet s ignature) from the head of the ir law enforcement agency. You must 
keep a copy of the letter on fil e. 

• Special Weapons Permit - Select Special Weapons Permit from the 
drop down li st if the purchaser has a valid Special Weapons permit. 
Selecting the Special Weapons pennit exemption displays a Special 
Weapons Permit Number field. Enter the purchaser's Spec ial Weapons 
permit numbe r. 

Note: Se lecting a waiting period exemption will automati cally display the 30-0ay 
Restriction Exemption. 

c. 30-Day Restriction Exemption - Click on the 30-Day Restriction Exemption 
check box if th e purchaser has provided proof of having a val id exemption from 
the one handgun purchase per 30 days restricti on. 

d. Make - Se lect the name of the firearm manufacturer from the Make drop down 
list. The Model fi e ld will display with a lis t of all available models for the 
selected make. Tip: Opening the Make drop down lis t and typing the first 
character o f the make will take you to that section of the list. 

e . Model - Select the appropriate mode l from the Model drop down list. The 
Caliber fi eld will display. If there are multiple ca libers ava ilable for the selected 
make/model combination, select the appropri ate caliber from the drop down li st; 
otherwise, the system will default to the onl y caliber available. The system 
populates additiona l firearm in fom1ation (barrel length, unit of measure, ma terial, 
and category) once you have narrowed the firearm selection criteria to a s ingle 
fiream1. 

f. Serial Number - Enter and re-enter the serial number stamped on the firearm. 
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" 
g. Other Number - If applicable, enter an additional number stamped on the 

firearm. 

h. Color - Select the co lor of the firearm from the Color drop down list. 

1. New/Used Gun - Select whether the fi rearm is new or used from the New/Used 
Gu11 drop down li st. 

J. Firearm Safety Device (FSD) - Select the method that the purchaser is using to 
comply with the FSD requirements. (For information regard ing the Roster of 
Firearms Safety Devices Ce1tified for Sale, sec the Office of the Attorney 
General's website: http://oag.ca.gov/fi rearms/fsdcertlis t. ) Note: This fi eld will not 
display when the waiting period exemption is fo r a peace officer. 

• Antique - Select this type if the firearm is an an tique pursuant to federal 
law. 

• Approved Lock Box - Select this type if the FSD is a DOJ Certified Lock 
Box. 

• FSD Purchased - Select thi s type if the purchaser is purchasing a DOJ 
Certified FSD that is not included with the purchase of the fireann. 

• OEM - Select thi s type if the firearm being purchased comes with a 
Certified FSD from the manufac turer. 

• Safe Affidavit - Select this type if the purchaser provides an affidavit that 
they own a Ce1tified FSD Gun Safe. 

k. Comments - Enter any additional pertinent information in the Comments fie ld, if 
applicable. 

PRIVATE PARTY HANDGUN TRANSFER 

Select the Private Party Ham/gun Transfer transaction type when the individual selling or 
transferring a handgun is not a firearm dealer. 

To submit a Private Party Handgun Transfer transaction: 

1) From the Main Menu page, select the Submit DROS link. The Select Transaction Type 
page will display. 

2) Select the Private Party Handgun Tra11sfer link. The Submit Private Party Handgun 
Transfer form wi ll display. 

3) Enter the Purchaser and Seller Information (sec Entering Purchaser and Seller 
Information above). 

4) Enter the Transaction and Firearm Information as follows: 

a. Gun Show Transaction - Select Yes or No from the drop down list. 

b. Waiting Period Exemption - If applicable, select a wa iting period exemption: 

45 

Case 3:18-cv-00802-BEN-JLB   Document 34-4   Filed 08/05/19   PageID.1299   Page 46 of 61



Californ ia Department of Justice 
Bureau of Firearms 

DES Application - Firea1ms and Ammunition Dealer User Guide 

£\ 

" 
• CFD Number -Select CFD from the drop down lis t if the purchaser is an 

active licensed firearm dea ler. Selecting the CFD number waiting period 
exemption di splays a Purchaser CFD Number field . Enter the purchaser's 
valid CFD number. 

•Collector- This waiting period exemption requires a va lid 03 FFL and 
COE. Enter the purchaser's valid COE. You must keep a copy of the 03 
FFL and COE on fi le . 

• Peace Officer - This waiting period exemption requires a s igned letter 
(wet signature) from the head of their law enforcement agency. You must 
keep a copy o f the letter on file. 

• Special Weapons Permit - Select Special Weapons Permit from the 
drop down lis t if the purchaser has a valid Special Weapons permit. 
Selecting the Special Weapons permit exemption di splays a Special 
Weapons Permit Number field. Enter the purchaser's Special Weapons 
permit number. 

c. Frame Only - Select Yes or No whether the purchase is for a fra me on ly; if Yes 
is selected then the firearm caliber, additional caliber, barrel length, or unit of 
measure w ill not be avail able fo r updating. 

d. Make - Select the name of the fircarn1 manufacturer from the Make drop down 
li st. Tip: Opening the Make drop down li st and typing the first cha racter of the 
Make will take you to that section of the li st. 

e. Model - Enter the model of the handgun be ing purchased. 

f. Caliber - Select the cal ibcr of the handgun from the Caliber drop down I ist. 

g. Add itfonal Caliber - If appropri ate , select any additi onal cali bers from the 
Additional Caliber drop down list. 

h. Barrel Length - Enter the length of the handgun ' s barrel. The barrel length can 
be from I - 4 numbers, and may contain a decimal point. The barrel length may 
be reported in inches or centimeters. 

1. Unit - Select the batTel length unit of measure from the Unit drop down list. 

J. Category - Select the appropriate handgun category from the Catego,y drop 
down list. 

k. Serial Number - Enter and then re-enter the serial number stamped on the 
firearm. 

I. Other Number - If applicab le, enter an additional number stamped on the 
fireann. 

m. Color - Select the color of the firearm from the Color drop down li st. 

n. Firearm Safety Device (FSD) - Select the method that the purchaser is us ing to 
comply wi th the FSD requirements. (For in formation regarding Roster of 
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Firearms Safety Devices Certified for Sale, sec the Office of the Attorney 
General 's website: http: //oag.ca.gov/ fireanns/ fsdcertl ist. ) Note: This fi eld wi ll not 
display when the waiting period exemption is for a peace officer. 

•Antique -Select thi s type if the firearm is an antique pursuant to federal 
law. 

• Approved Lock Box - Select thi s type if the FSD is a DOJ Certifi ed Lock 
Box. 

• FSD Purchased - Select thi s type if the Purchaser is purchasing a DOJ 
Certified FSD that is not included with the purchase of the fi rearm. 

• OEM - Select this type if the firearm being purchased comes with a 
Certified FSD from the manu facturer. 

• Safe Affidavit - Select this type if the purchaser provides an affidav it that 
they own a Certified FSD Gun Safe. 

• Comments - Enter any additiona l pertinent information in the Comments 
fi eld, if appl icab le. 

PEACE OFFICER NON-ROSTER HANDGUN TRANSFER 

Select the Peace Officer Non-Roster Handgun Sale transaction type when the peace officer 
provides a letter from the head of their agency (dated within 30 days) exempting the peace 
officer from the I 0-day waiting period; the authorization letter shall be on agency letterhead with 
a wet s ignature. 

Note: Peace officers arc exempt from purchas ing non-roster firearms. 

To submit a Peace Officer Non-Roster Handgun transaction: 

1) From the Main Menu page, select the Submit DROS link . The Select Transaction Type 
page wi ll display. 

2) Select the Peace Officer Non-Roster Handg un Sale link . The Submit Peace Officer 11011 -

Roster Handgun Sale form wi ll display. 

3) Enter the Purchaser Information (see Entering Purchaser and Seller In fo rmation above). 

4) Enter the Transaction and Firearm Information as fo llows: 

a. Gun Show Transaction - Select Yes or No from the drop down list. 

b. Frame Only - Select Yes or No whether the purchase is for a frame on ly; if Yes 
is selected then the firearm ca libe r, additional ca liber, barrel length, or unit of 
measure will not be avai lable for updating. 

c. Make - Select the name of the firearm manufacturer from the Make drop down 
li st. Tip: Opening the Make drop down list and typing the first character of the 
Make will take you to that section of the list. 
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d. Model - Enter the mode l of the handgun be ing purchased. 

e. Caliber - Select the caliber of the handgun from the Caliber drop down list. 

f. Additional Caliber - If appropriate, select any additiona l calibers from the 
Additional Caliber drop down li st. 

g. Barrel Length - Enter the length of the handgun 's barrel. The barrel length can 
be from 1 - 4 numbers, and may conta in a dec imal poin t. The barre l length may 
be repo11ed in inches or centimeters. 

h . Unit - Select the barre l length uni t of measure from the Unit drop down li st. 

1. Category - Select the appropriate handgun category from the Category drop 
down li st. 

J. Serial Number - Enter and then re-enter the seri al number stamped on the 
firearm. 

k. Other Number - If app licab le, enter an additional number stamped on the 
firca1m. 

I. Color - Select the co lor of the firearm from the Color drop down list. 

m. New/Used Gun - Select whether the firearm is new or used from the New/Used 
Gun drop down list . 

n. Comments - Enter any additional pertinent in fo rmation in the Comments fi eld, if 
appli cable. 

EXEMPT HANDGUN SALE 

Select the Exempt Ha11dgu11 Sale transaction type when the handgun being purchased meets the 
Exempt Handgun definiti on; i.e. peace officer purchasing non-roster firearms without a waiting 
period exemption letter, returning a firearm to its owne r, single shot/sing le action sa le (per Penal 
Code section 32 100), etc. 

To submit an Exempt Handgun Sale transaction: 

1) From the Main Menu page, select the Submit DROS link . The Select Transaction Type 
page w ill display. 

2) Select the Exempt Ha11dg1111 Sale link. T he Submit Exempt Ha11dg1111 Sale fon11 w ill 
display. 

3) Enter the Purchaser In formation (see Entering Purchaser and Selle r lnfom1ation above). 

4) Enter the Transaction and Firearm Information as follo ws: 

a. Gun Show Transaction - Select Yes or No from the drop down list. 

b. Waiting Period Exemption - If applicable , select a waiting period exemption : 

• CFD Number - Se lect CFD from the drop down list i r the purchaser is an 
acti ve licensed firearm dealer. Selecting the CFO number waiting Period 
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exemption displays a Purchaser CFD Number field. Enter the purchaser's 
valid CFD number. 

• Peace Officer - This waiting period exemption requires a signed letter 
(wet signature) from the head of their law enforcement agency. You must 
keep a copy of the letter on file. 

• Special Weapons Permit - Select Special Weapons Permit from the 
drop down list if the purchaser has a valid Special Weapons permit. 
Selecting the Special Weapons permit exemption displays a Special 
Weapons Permit Number field. Enter the purchaser's Specia l Weapons 
pern1it number. 

Note: Selecting a waiting period exemption will automatically apply the 30-Day 
Restriction Exemption. 

c. 30-Day Restriction Exemption - C lick on the 30-Day Restriction Exemption 
check box if the purchaser has provided proof of having a valid exemption from 
the one handgun purchase per 30 days restriction. 

d. Frame Only - Select Yes or No whether the purchase is for a frame only; if Yes 
is selected then the firearm caliber, additional caliber, barrel length, or unit of 
measure wi ll not be available for updating. 

e. Make - Select the name of the firearm manufacturer from the Make drop down 
list. Tip: Opening the Make drop down list and typing the first character of the 
make will take you to that section of the list. 

f. Model - Enter the model of the handgun being purchased. 

g. Caliber - Select the caliber of the handgun from the Caliber drop down list. 

h. Additional Caliber - If appropriate, select any additional calibers from the 
Additional Caliber drop down list. 

1. Barrel Length - Enter the length of the handgun ' s barrel. The bane I length can 
be from l - 4 numbers, and may contain a decimal point. The barrel length may be 
reported in inches or centimeters. 

J. Unit- Select the barrel length unit of measure from the Unit drop down list. 

k. Category - Select the appropriate handgun category from the Category drop 
down list. 

I. Serial Number - Enter and then re-enter the serial number stamped on the 
firearm. 

m. Other Number - If applicab le, enter an additional number stamped on the 
fiream1. 

n. Color - Select the co lor of the firearm from the Color drop down list. 
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o. New/Used Gun - Select whether the fireann is new or used from the New/Used 
Gun drop down list. 

p. Firearm Safety Device (FSD) - Select the method that the purchaser is using to 
comply with the FSD requirements. (For information regarding Roster of 
Fireanm Safety Devices Certified for Sale, see the Office of the Attorney 
Genera l's website: http://oag.ca.gov/firearms/fsdcertl ist. ) Note: This field will not 
display when the wa iting period exemption is for a peace officer. 

• Antique - Select th is type if the firearm is an antique pursuant to federal 
law. 

• Approved Lock Box - Select thi s type if the FSD is a DOJ Certified Lock 
Box. 

• FSD Purchased - Select this type if the purchaser is purchasing a DOJ 
Certified FSD that is not included with the purchase of the firearm. 

•OEM-Select this type if the firearm being purchased comes with a 
Certified FSD from the manufacturer. 

• Safe Affidavit - Select this type if the purchaser provides an affidavit that 
they own a Certified FSD Gun Safe. 

q. Comments - Enter any additional pertinent information in the Co111111e11ts field , if 
appl icable. 

PAWN/CONSIGNMENT HANDGUN REDEMPTION 

Select the Paw11/Co11sign111e11t Handgun Redemption transacti on type when the purchaser is 
redeeming a handgun that had been pawned or consigned. 

To submit a Pawn/Consignment Handgun Redemption transaction: 

1) From the Main Menu page, select the S11bmit DROS link. The Select Transaction Type 
page will display. 

2) Select the Paw11/Co11sig11me11t Ha11dg1111 Redemption li nk. The S11b111it 
Paw11/Co11sign111e11t Handg1111 Redemption fom1 wi ll display. 

3) Enter the Purchaser Information (see Entering Purchaser and Seller ln fonnation above). 

4) Enter the Transaction and Firearm lnfom1ation as fo llows: 

a. Gun Show Transaction - Select Yes or No from the drop down list. 

b. Waiting Period Exemption - If applicable, select a waiting period exemption: 

• CFO Number - Select CFD from the drop down list if the purchaser is an 
active licensed firearm dealer. Selecting the CFD number waiting period 
exemption di splays a Purchaser CFD N11111ber fi eld. Enter the purchaser 's 
valid CFD number. 
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• Peace Officer - This waiting period exemption requires a signed letter 
(wet signature) from the head of their law enforcement agency. You must 
keep a copy of the letter on file. 

• Special Weapons Permit - Select Special Weapons Permit from the 
drop down list if the purchaser has a va lid Special Weapons permit. 
Selecting the Special Weapons pennit exemption displays a Special 
Weapons Permit Number field. Enter the purchaser's Special Weapons 
permit number. 

c. Frame Only - Select Yes or No whether the purchase is for a frame only; if Yes 
is selected then the firearm caliber, additional ca liber, bane! length, or unit of 
measure will not be avai lab le for updating. 

d. Make - Select the name of the firearm manufacturer from the Make drop down 
list. Tip: Opening the Make drop down list and typing the first character of the 
make wi ll take you to that section of the li st. 

e. Model - Enter the model of the handgun being purchased. 

f. Caliber - Select the ca liber of the handgun from the Caliber drop down list. 

g. Additional Caliber - If appropriate, select any additional calibers from the 
Additional Caliber drop down list. 

h. Barrel Length - Enter the length of the handgun 's barrel. The bane! length can 
be from I - 4 numbers, and may contain a decimal point. The bane! length may be 
repo11cd in inches or centimeters. 

1. Unit - Select the barrel length uni t of measure from the Unit drop down list. 

J. Category - Select the appropriate handgun category from the Category drop 
down list. 

k. Serial Number - Enter and then re-enter the serial number stamped on the 
firearm. 

I. Other Number - ff applicable, enter an additional number stamped on the 
firearm. 

m. Color - Select the co lor of the firearm from the Color drop down list 

n. Comments - Enter any additional pertinent information in the Comments fie ld, if 
applicable. 

CURIO/RELIC HANDGUN SALE 

Select the Curio/Relic Handgun Sale transaction type when the handgun being purchased meets 
the Curio/Relic handgun definition. 

To submit a Curio/Relic Handgun Sale Transaction: 
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I ) From the Main Menu page, select the Submit DROS li nk. The Select Transaction Type 
page w ill display. 

2) Select the Curio/Relic Handgun Sale link. The Submit Curio/Relic Handgun Sale form 
will display. 

3) Enter the Purchaser Information (see Entering Purchaser and Seller Infonnation above). 

4) Enter the T ransaction and Firearm Information as follows: 

a. Gun Show Transaction - Select Yes or No from the drop down list. 

b. Waiting Period Exemption - If applicable, select a waiting period exemption: 

• CFD Number - Select CFD from the drop down list if the purchaser is an 
acti ve li censed firearm dealer. Selecting the CFO number waiting period 
exemption displays a Purchaser CFD Number fie ld. Enter the purchaser's 
valid CFO number. 

• Collector - This waiting period exemption requires a valid 03 FFL and 
COE. Enter the purchaser's valid COE. You must keep a copy of the 03 
FFL and COE on fi le. 

• Peace Officer - This waiting period exemption requires a s igned letter 
(wet s ignature) from the head of the ir law enforcement agency. You must 
keep a copy of the letter on fi le. 

• Special Weapons Permit - Select Special Weapons Permit from the 
drop down li st if the purchaser has a vali d Special Weapons pennit. 
Selecting the Special Weapons pennit exemption displays a Special 
Weapons Permit Number field. Enter the purchaser's Spec ial Weapons 
permit number. 

Note: Selecting a waiting period exemption will automatica lly app ly the 30-0ay 
Restriction Exemption. 

c. 30-Day Restriction Exemption - Click on the 30-0ay Restriction Exemption 
check box if the purchaser has provided proof of having a val id exemption from 
the one handgun purchase per 30 days restriction. 

d . Frame Only - Select Yes or No whether the purchase is for a handgun frame 
only; if Yes is selected then the firearm caliber, additional caliber, barrel length, or 
uni t of measure w ill not be available for updating. 

e . Make - Se lect the name of the firearm manufacturer from the Make drop down 
list. Tip: Opening the Make drop down list and typing the first character of the 
make will take you to that section of the list. 

f. Model - Enter the model of the handgun be ing purchased. 

g. Caliber - Select the caliber of the handgun from the Caliber drop down list. 
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h. Additional Caliber - If appropriate, select any additiona l calibers from the 
Additional Caliber drop down list. 

1. Barrel Length - Enter the length of the handgun 's barrel. The barrel length can 
be from I - 4 numbers, and may contain a decimal point. The barrel length may be 
reported in inches or centimeters. 

J. Unit - Se lect the barrel length unit of measure from the Unit drop down list. 

k. Category - Se lect the appropriate handgun category fro m the Categoty drop 
down li st. 

I. Serial Number - Enter and then re-enter the serial number stamped on the 

firearm. 

m. Other Number - If applicable, enter an additional number stam ped on the 
fireann . 

n. Color - Select the co lor of the firea1m from the Color drop down list. 

o. New/Used Gun - Select whether the firearm is new or used from the New/Used 
Gun drop down list. 

p . Firearm Safety Device (FSD) - Select the method that the purchaser is using to 
comply with the FSD requirements. (For info1mation regarding Roster of 
Firea1111s Safety Devices Certified for Sale , see the Office of the Attorney 
General' s web site: http://oag.ca.gov/firearms/fsdcertlist.) Note: T his fie ld will not 
di splay when the wa iting period exemption is for a peace offi cer . 

• Antique - Select this type if the firearm is an antique pursuant to federal 
law. 

• Approved Lock Box - Select this type if the FSD is a DOJ Certified Lock 
Box. 

• FSD Purchased - Select this type if the purchaser is purchasing a DOJ 
Certi fied FSD that is not included with the purchase of the firearm . 

• OEM - Select this type if the firearm being purchased comes with a 
Certified FSD from the manufacturer. 

• Safe Affidavit - Select this type if the purchaser provides an affidavit that 
they own a Certified FSD Gun Safe . 

q. Comments - Enter any addi tional pe11inent infonnation in the Comments field, if 
applicable. 
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OLYMPIC PISTOL SALE 

Select the Olympic Pistol Sale transaction type when the handgun being purchased meets the 
O lympic Pistol handgun definition . 

To submit an Olympic Pistol Sale transaction: 

I) From the Main Menu page, select the Submit DROS link. The Select Transaction Type 
page w ill display. 

2) Select the Olympic Pistol Sale lin k. The Submit Olympic Pistol Sale fonn will display. 

3) Enter the Purchaser In fo rmation (see Entering Purchaser and Se ller In fo rmation above). 

4) Enter the Transaction and Firearm Information as fo llows: 

a. Gun Show Transaction - Select Yes or No from the drop down li st. 

b. Waiting Period Exemption - If applicable, select a waiting period exemption: 

i. CFO Number - Select CFD from the drop down li st if the purchaser is an 
active licensed firearm deal er. Se lecting the CFO number waiting period 
exemption displays a Purchaser CFD Number fie ld. Enter the purchaser 's 
valid CFO number. 

ii. Peace Officer - This waiting period exemption requires a s igned letter 
(wet signature) from the head of their law enforcement agency. You must 
keep a copy of the letter on file . 

iii. Special Weapons Permit - Select Special Weapons Permit from the 
drop down list if the purchaser has a va lid Special Weapons permit. 
Selecting the Special Weapons permit exemption displays a Special 
Weapons Permit Number field. Enter the purchaser's Special Weapons 
pcnnit number. 

c. 30-Day Restriction Exemption - C li ck on the 30-Day Restriction Exemption 
check box if the purchaser has provided proof of having a valid exemption from 
the one handgun purchase per 30 days restriction. 

d . Frame Only - Select Yes or No whether the purchase is fo r a frame only; if Yes 
is selected then the firearm ca liber, additional caliber, barre l length, or unit of 
measure will not be available for updating. 

c. Make - Select the name of the firearm manufacturer from the Make drop down 
li st. Tip: Opening the Make drop down list and typing the first character of the 
make will take you to that secti on of the list. 

f. Model- Enter the model of the handgun being purchased . 

g. Caliber - Select the caliber of the handgun from the Caliber drop down list . 

h. Additional Caliber - If appropriate, select any additional cal ibcrs from the 
Additional Caliber drop down list. 
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1. Barrel Length - Enter the length of the handgun 's barrel. The barrel length can 
be from I - 4 numbers, and may contain a decimal po int. The barrel length may be 
reported in inches or centimeters. 

J. Unit - Select the barrel length uni t of measure from the Unit drop down li st. 

k. Category - Select the appropriate handgun category from the Category drop 
down list. 

I. Serial Number - Enter and then re-enter the serial number stamped on the 
firearm. 

m. Other Number - If app licable, enter an add itional number stamped on the 
firearm. 

n. Color - Select the color of the firearm from the Color drop down list. 

o. New/Used Gun - Select whether the firea rm is new or used from the New/Used 
Gu11 drop down list. 

p. Firearm Safety Device (FSD) - Select the method that the Purchaser is using to 
comply with the FSD requirements. (For information regarding Roster of 
Firearms Safety Devices Ce11ified for Sale, see the Office of the Attorney 
General's webs ite: http://oag.ca.gov/fircarms/fsdcertlist.) Note: This field wil l not 
di splay when the waiting period exemption is for a peace officer. 

i. Antique- Select this type if the firearm is an ant ique pursuant to federal 
law. 

ii. Approved Lock Box - Select this type if the FSD is a DOJ Certi fied Lock 
Box. 

iii. FSD Purchased - Select this type if the purchaser is purchasing a DOJ 
Certified FSD that is not included with the purchase of the firea1m. 

iv. OEM - Select this type if the firea rm being purchased comes with a 
Certified FSD from the manufacturer. 

v. Safe Affidavit - Select this type if the purchaser provides an affidavit that 
they own a Certified FSD Gun Safe. 

q. Comments - Enter any additiona l pertinent in fo rmation in the Comments field, if 
appli cable. 

HANDGUN LOAN 

Loan between two Cali fo rnia residents with an antic ipated return to owner date. 

To submit a Handgun Loan transaction: 

I) From the Main Menu page, se lect the Submit DROS link. The Select Transaction Type 
page will display. 

2) Select the Handgun Loan link. The Submit Ha11dg1111 Loan fo rm will display. 

55 

Case 3:18-cv-00802-BEN-JLB   Document 34-4   Filed 08/05/19   PageID.1309   Page 56 of 61



Californi a Department of Justice 
Bureau of Firearms 

DES Application - Firearms and Ammunition Dealer User Guide 

3) Enter the Purchaser and Seller In fo rma tion (sec Entering Purchaser and Seller 
In fo rmation above) . 

4) Enter the Transaction and Firearm In fo rmation as follows: 

a . Gun Show Transaction - Select Yes or No from the drop down list. 

b . Waiting Period Exemption - If applicable, select a waiting period exemption: 

• CFD Number - Select CFD fro m the drop down list if the purchaser is an 
active licensed firea rm d eale r. Selecting the CFO number wa iting Pe riod 
exemption di sp lays a Purchaser CFD Number fi e ld. Enter the purchaser 's 
valid CFO number. 

• Peace Officer - This waiting period exemption requires a s igned letter 
(wet s ignature) from the head of the ir law enforcement agency. You must 
keep a copy o f the letter o n fi le. 

• Special Weapons Permit - Select Special Weapons Permit from the 
drop down li st if the purchaser has a valid Specia l Weapons permit. 
Selecting the Spec ial Weapons permit exemption displays a Special 
Weapons Permit Number field. Enter the purchaser' s Spec ial Weapons 
permit number. 

c. 30-Day Restriction Exemption - Click on the 30-Day Restriction Exemption 
check box if the purchaser has provided proof of having a valid exemption from 
the one handgun purchase per 30 days restricti on . 

d. Frame Only - Select Yes or No whether the purchase is for a frame only; if Yes 
is selected then the firearm caliber. additional caliber, barrel length, or unit o f 
measure w ill not be ava ilab le fo r updating. 

e. Make - Select the name of the fi rearm manufacturer fro m the Make drop down 
list. Tip: Openi ng the Make drop down lis t and typing the fi rst character of the 
make will take you to that section of the list. 

f. Model - Enter the model of the handgun be ing purchased . 

g . Caliber - Se lect the ca liber of the handgun from the Caliber d rop down lis t. 

h. Additional Caliber - If appropriate, select any addi tiona l calibers from the 
Additional Caliber drop down I ist. 

1. Barrel Length - Enter the length of the handgun 's barre l. The barre l length can 
be from l - 4 numbers , and may contain a dec imal po int. The barre l length may be 
repo11ed in inches o r centimeters. 

J. Unit - Select the barrel length unit o f measure from the Unit drop down list. 

k. Category - Select the appropriate handgun category fro m the Categ0ty drop 
down list. 
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l. Serial Number - Enter and then re-enter the serial number stamped on the 
firearm. 

m. Other Number- If appli cable, enter an additional number stamped on the 
firearm. 

n. Color - Se lect the color of the fircann from the Color drop down li st. 

o. Comments - Enter any addi tional pertinent information in the Comments fi eld, if 
app licable. 

DEALER LONG GUN SALE 

Se lect the Dealer Long Gun Sale transaction type when a Long G un is being purchased from a 
dealer. 

To submit a Dealer Long Gun Sale transaction: 

1) From the Main Menu page, select the Submit DROS link. The Select Transaction Type 
page w ill disp lay. 

2) Select the Dealer Long Gun Sale link. The Submit Dealer Long Gun Sale form w ill 
disp lay. 

3) Enter the Purchaser Information (sec Entering Purchaser and Seller lnfo nnation above). 

4) Enter the Transaction and Fircann Info rmation as fo llows: 

a. Gun Show Transaction - Select Yes or No from the drop down li st. 

b. Waiting Period Exemption - If app licable, select a waiting period exemption: 

• CFO Number - Select CFO from the drop down list if the purchaser is an 
active licensed firearm dealer. Selecting the CFO number waiting period 
exemption displays a Purchaser CFD Number fi eld . Enter the purchaser 's 
valid CFO number. 

• Peace Officer - This waiting period exemption requires a signed letter 
(wet signature) from the head of their law enforcement agency. You must 
keep a copy of the letter on fil e. 

• Special Weapons Permit - Select Special Weapons Permit fro m the 
drop down list if the purchaser has a valid Special Weapons perm it. 
Selecting the Specia l Weapons pcnnit exemption d isplays a Special 
Weapons Permit Number fie ld. Enter the purchaser's Special Weapons 
permit number. 

c. Receiver Only - Select Yes or No whether the purchase is fo r a recei ver only; if 
Yes is selected then the firearm caliber, add itional caliber, barrel length, or uni t of 
measure wi ll not be available for updating .. 
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d. Make - Select the name of the firearm manufacturer from the Make drop down 
li st. Tip: Opening the Make drop down list and typing the first character of the 
make will take you to that section of the list. 

c. Model - Enter the model of the firearm being purchased. 

f. Caliber - Select the caliber of the firearm from the Caliber drop down list. 

g. Additional Caliber - If appropriate, select any additiona l cal ibers from the 
Additional Caliber drop down list. 

h. Barrel Length - Enter the length of the firearm 's barrel. The barre l length can be 
from I - 4 numbers, and may contain a dec imal point. The ban·cl length may be 
repotted in inches or centimeters. 

1. Unit - Select the barrel length unit of measure from the Unit drop down list. 

J. Gun Type - Select the type of long gun from the Gun Type drop down list. 

k. Category - Select the appropriate long gun category from the Category drop 
down list. 

I. Serial Number - Enter and then re-enter the serial number stamped on the 
firearm. 

m. Other Number - If applicable, enter an additional number stamped on the 
fireann. 

n. Color - Select the co lor of the firearm from the Color drop down li st. 

o. New/Used Gun - Select whether the firearm is new or used from the New/Used 
Gun drop down list. 

p. Firearm Safety Device (FSD) - Select the method that the purchaser is us ing to 
compl y with the FSD requirements. (For information regarding Roster of 
Firearms Safety Devices Certified for Sale, see the Office of the Attorney 
General 's website: http://oag.ca.gov/ firearms/fsdcet1 list.) Note: This fie ld will not 
display when the waiting period is fo r a peace officer. 

• Antique - Se lect this type if the firearm is an antique pursuant to federa l 
law. 

• Approved Lock Box - Select this type if the FSD is a DOJ Certified Lock 
Box. 

• FSD Purchased - Se lect thi s type if the Purchaser is purchasing a DOJ 
Certified FSD that is not included with the purchase of the firearm. 

• OEM - Se lect this type if the firearm be ing purchased comes w ith a 
Certified FSD from the manufacturer. 

• Safe Affidavit - Select this type if the purchaser provides an affidavit that 
they own a Ce,t ificd FSD Gun Safe. 
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q. Comments - Enter any additional pertinent information in the Comments field, if 
appli cable. 

PRIVATE PARTY LONG GUN TRANSFER 

Select the Private Party Long Gun Transfer transaction type when the individual selling or 
transferring a Long Gun is not a firearm dealer. 

To submit a Private Party Long Gun Transfer transaction: 

l) From the Main Menu page, select the Submit DROS link. The Se/eel Transaction Type 
page will di splay. 

2) Select the Private Party Long Gun Transfer link . The Submit Private Party long Gun 
Tran.~fer form will display. 

3) Enter the Purchaser and Sell er Infonnation (see Entering Purchaser and Selle r 
In fo rmati on above). 

4) Ente r the Transaction and Firearm Information as fo ll ows: 

a. Gun Show Transaction - Select Yes or No from the drop down list. 

b . Waiting Period Exemption - If applicable, select a wai ting period exemption: 

• CFD Number - Select CFD from the drop down list if the purchaser is an 
acti ve licensed firearm dealer. Selecting the CFO number waiting period 
exemption displays a Purchaser CFD Number fie ld. Enter the purchaser 's 
valid CFO number 

• Collector - This waiting period exemption requires a valid 03 FFL and 
COE. Enter the purchaser's va lid COE. You must keep a copy of the 03 
FFL and COE on fi le. 

• Peace Officer - This waiting period exemptio n require_s a s igned lette r 
(wet s ignature) from the head of the ir . 

• law enforcement agency. You must keep a copy o f the lette r on file. 

• Special Weapons Permit - Select Special Weapons Permit from the 
drop down list if the purchaser has a valid Special Weapons permit. 
Se lecting the Special W eapons permit exemption displays a Special 
Weapons Permit Number field. Ente r the purchaser' s Special Weapons 
permit number. 

c. Receiver Only - Select Yes or N o whether the purchase is fo r a receiver on ly; if 
Yes is selected then the firearm caliber, additiona l cali ber, barrel length, or unit of 
measure will not be available for updating. 

d. Make - Select the name of the fireann manufactu rer from the Make drop down 
lis t. Tip: Opening the Make drop down lis t and typing the first character of the 
make wi ll take you to that section of the list. 
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e. Model - Enter the model of the firearm being purchased . 

f. Caliber - Select the caliber of the firearm fro m the Caliber drop down li st. 

g. Additional Caliber - If appropriate, select any additional calibers from the 
Additional Caliber drop down li st. 

h. Barrel Length - Enter the length of the firearm 's barre l. The barrel length can be 
from 1 - 4 numbers, and may contain a decimal point. The ban-el length may be 
repo11ed in inches or centimeters. 

1. Unit - Select th e barrel length unit of measure from the Unit drop down lis t. 

J. Gun Type- Select the type of fircam1 from the Gun Type drop down list. 

k. Category - Select the appropriate long gun category from the Category drop 
down list. Note: The Category drop down li st is blank until a Gun Type is 
selected. 

I. Serial Number - Enter and then re-enter the serial number stamped on the 
firearm. 

m. Other Number - If appli cable, enter any additional number stamped on the 
firearm. 

n. Color - Se lect the color of the firea1m from the Color drop down list. 

o. Firearm Safety Device (FSD) - Se lect the method that the Purchaser is using to 
comply with the FSD requirements. (For information regarding Roster of 
Firearms Safety Devices Certified for Sale, see the Office of the Attorney 
Genera l's website: http ://oag.ca.gov/firearms/fsdcertl ist.) Note: This fi eld will not 
display when the waiti ng period exempti on is for a peace officer. 

• Antique - Select this type if the firearm is an antique pursuant to federal 
law. 

• Approved Lock Box - Select this type if the FSD is a DOJ Certified Lock 
Box. 

• FSD Purchased - Select this type if the purchaser is purchasing a DOJ 
Certified FSD that is not included w ith the purchase of the firearm. 

• OEM - Select this type if the firca1m being purchased comes with a 
Certified FSD fro m the manufacturer. 

• Safe Affidavit - Select this type if the purchaser provides an affi davit that 
they own a Ce11ified FSD Gun Safe. 

p. Comments - Enter any addi tiona l pertinent information in the Comments field, if 
applicable. 
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