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1. INTRODUCTION 

 
The following procedures are designed to assist you, the External User, in maneuvering through DMV’s 

Extranet system for the Driver Alert Data Exchange Transactions- Service Providers.  For general 

information regarding the Driver Alert Data Exchange Transactions click the HELP feature in the top right 

hand corner of your screens. 

 

If you need HELP ~ 

 

 For Driver Alert questions, call: 

  

Use Agreement Services – 804-474-2294 

 

  Monday thru Friday, 8:30 am to 4:00 pm 

     

 

        For Logon questions, call:  

 

Systems Support Group – Help Desk:  (804) 497-7124 
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2. GETTING STARTED 
 

You will need a Pentium class personal computer, a printer with standard programming, and an Internet 

connection provided through whichever Internet service provider you prefer.  For the fastest response 

time possible, you may want to consider obtaining high speed Internet access, using a digital subscriber 

line (DSL), an integrated services digital network (ISDN) line or a cable modem through a telephone or 

cable company that offers such service. 

 

You will need a software program (like WinZip) to compress and decompress files to and from zip files. 
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4.  Driver Alert Service Provider Transactions Screens – Main Menu 

 

 
 

 
Options: 

 

• Manage Email List 

• Update Customer Monitor List 

• Update Account Settings (Delivery Preference:  Monitored Convictions Codes, etc.)  

• Submit File of Customer Monitor List Changes to DMV 

• Download Results of Customer Monitor List Changes from DMV 

• Get Alerts Now (Driver Transcripts) 

• View Extranet User Guide 

• View Service Providers User Guide 
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A. MANAGE EMAIL LIST 

 

 
 

• Sign up for e-mail notifications 

• Enter up to five e-mails 

• Submit your entry 

 

  



Driver Alert Data Exchange Service Providers  Extranet Process 

 

 

January, 2017                                                                                                                                                                                         Page 7 

B. UPDATE CUSTOMER MONITOR LIST 

 

 
 

1. Enter the customer number and last name of the individual you wish to add or remove from the 

Driver Alert Monitor Process.  If adding a customer to the monitor process, choose which type of 

transcript should be produced.  Indicated what type of action to take on the customer by selecting 

either Add or Delete from the monitor list.  Click on the Add Customer to List button to include the 

customer in the list to be sent to DMV. 

 

• Enter:  Customer Number (Required) 

• Enter:  Last Name (Required) 

NOTE: If there is a miss-match with Customer number and Last Name you will get this error 

message: 

“ V0008 – Name does not match record/possible duplicate cust exist”.  

• Indicate transcript type wanted: Employment or Insurance Transcript or both (Required) 

• Indicate whether to:  Add to Monitor List or Delete from Monitor List 

• To process: Press “Add Customer to list” 

NOTE Message: ‘Customer Monitor List is Empty’ – the customer receives this message if 

they skip hitting the button “Add Customer to list” as required above.  

 

2. Click on the Submit Changes button to send the Monitor list changes to DMV.  
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C. Update Account Settings  

 

 

 

 
1. Select the Type of events to monitor.  

a. Moving Violations. 

b. Seven adverse points with in a calendar year. 

c. Suspensions, revocations, disqualification; reckless driving or driving while intoxicated 

convictions. 

2. Select the Conviction Codes to monitor. 

3. Click on Submit Changes to send selections to DMV. 

4. A confirmation message for Update to Account Information message will appear. 
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D. Process An Individual Customer 
  

 
 

Press <Submit Changes>.  Processed Transaction is confirmed with the notice at the top of the screen and 

again in the pop-up box. 
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E. Submit file of Customer Monitor List Changes to DMV 

 

 
 

The Customer Monitor List Update file must be a ZIP file created by WinZIP or an equivalent utility.   The 

ZIP archive file should  contain a single TEXT file.   The customer may use any character combination for 

the ZIP and TEXT input file names.  The file extensions must be .ZIP and .TXT. 

 

The single result file will be called ALL_RESULTS_XXXX_YYYY.zip  

 

• XXXX is the Customer’s Use Agreement number 

• YYYY is the File Tracking number returned by DMV during the file submission process.     

 

The ZIP archive will contain a single result file called DRVALERT_Results.txt.  

 

The file containing the CUSTOMER ROSTER will be a ZIP file named: 

DMV.PROD.CS2042PM.ZZZZZ.JYYDDD.DISK.zip 

 

The file containing the DRIVER TRANSCRIPTS will be a ZIP file named: 

DMV.CSSP.RP6020PQ.ZZZZZ.JYYDDD.zip 

 

•  ZZZZZ is the DMV assigned user KEY.  This will be determined after a customer has been 

established in the system. 

JYYDDD is a Julian Date (i.e.   J12179   12 = Year 2012 ,  179 = Day ) 

  



Driver Alert Data Exchange Service Providers  Extranet Process 

 

 

January, 2017                                                                                                                                                                                         Page 11 

File Format Description (detail) 
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F.  Download Results of Customer Monitor List Changes from DMV  

 

1. Select a file to download.  Press the download button.  
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A dialog box will appear. Choose whether to open or save.  Save the file to your computer.

 

 

Sample file download 
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G. Get Alerts Now (Driver Transcripts) 
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Privacy Statement 
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CONTACT US: 

 SYSTEM SUPPORT GROUP – HELP DESK:  (804) 497-7124 

 

 

  




