Vi

DOR & PVA KAVIS MANUAL

Updated December 2023




Table of Contents

Table of Contents

LI 11 (=0 o100 T2 =T o 2
HOoME Page NaVIZation .....c..civuiiieiiiiiiiiiiiiiiiiiiiriirens ettt rass s raessrsassteassssasssrassssssssrasssssnssssnssssassssnssssanes 3
LTI oT 4 V=T g ol ol o LWL B o - = 4
SEArChING fOr @ CUSTOMIEN ...ccuuuiiiiieiiiiiiiiiiiiiiiiireneieeiisaeesttssssesttssssssteassssstesssssstesssssstenssssstenssssssenssssssenssssssannsssses 4
Customer Account Page Details ........ccoveeeeiiiieeeiiiieciirec et srreee e s s renee s s eene e s s e sna s sesensssssrensssssennsssssennsssnnennnnes 6
Vehicle Summary Page Searching for a Title NUMDbDEr........cccciiiiiiiiiiiiiiiiiiicnicnnrecnnrssecnrrssse s nessssessessssenne 8
Vehicle SUMMaAry Page DEtails .......ccceveeiiieniiienieiieiiteiieneierenierenerenseernsessnsserasssrsssensnssssnsesenssssnsssssssesansessnsssensesans 9
TaX ASSINMENT QUEUE .....ceuuiiieiiiieeiiiieiiieeieteniiensertnsisrssisteessssnsssenssssnsssssssssssssssnssssnssssnssssnsssssnssssnssssnsssenssssnnssns 12
Updating an Ad Valorem SEEMENT........cieuiiieeiiieeiieeiettenieteniereeterenserensersaseerassesnssessssssensessnssssassssnssesasssssnsessnsesans 14
Adding a New Ad Valorem SEZMENL .........cceeuiiiiiiiiiiieieerreeeeeeteraeeseeeasseseeensseseennsseseennsssssennsssseennsssseennsssssennnnns 17
Working With yoUr COUNY CIEIK ........ieeeiieeiiieniireeereeirtnereneterenssrenserensserasessnssesenssssnsessnssssasssssssessnsessnsesensesnnnes 18

Marking a Vehicle or Boat with a Tax Status of ‘Junked’ Or ‘Sold out of State’......c.ccceeeereeireeicriecrrecreeenenenn. 19
INACHIVE VERICIES...uuueeiiiii s s 19
NIMIVTIS INQUITIES ceeuiiieiiiineiiieniiieeieitniiinitineieienierenersnsissnssssnsssssssssssssssnssssnssssnsssssssssssssssnssssnssssnssssnsssssnssssnssssns 20
(01V7T 5 To L 2 T=T Yo o PO 21
Further Actions for Department Of REVENUE ......c..cieueiieeiiieniiieieteenietenieteeerenseeenseseasseresssrnssersnssssnsssenssssasssssssesannens 23
Searching for @ USEI’S ACCOUNT .......ciiiieiiiiiieiiiitieieittneiertennssettenssessensssesssnsssssssnsssssssnsssssssnsssssennsssssennsssssenns 23
Editing @ USEI'S ACCOUNL ......cceeeiiiiiieiiiiieeieiieneiiiirenesesitenessstsensssssranessssesnssssssansssssesnsssssssnsssssssnssssssanssssssanssns 27
NEW USEr REGUEST ....cuieiieiiiiieiiiiiiieiiiieiieiieiietieietiasieiastastastastastestastastastastastassassassassassassassassassassassassassassasses 29
Check the Status Of aNEW USEr REGUEST ......cevuueieeeiereniienereenieresereeseresserensessnssesesssssssesssssssnsesenssssasssssnsesansens 31
Add a Tax-EXempPtDate fOr AN OWNEF ........ccceeuiiiiieeierieianereeennerteeassesseenssesseenssessennssessennsseseensssesesnnssssesnnssssssnnnnns 32
VW TaX RALES...ciiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiietiitiiiiieiieeeereasssiieieteeetassssssseieteeetesssssssessteeteesssssssssssestenrsssssssssssnenes 33

Go to Table of Contents




Home Page Navigation

Clicking k/\viskie any page will return you to the Home Page.

2. EEEE wil open the Clerk Resource Site in a new tab with links to all KAVIS training
materials.
eI Contac

MUCHCNIEREEN will open a dialog box for you to send KAVIS Support an email at
kavis@ky.gov. Please be specific with your comments and concerns so we can best
assist you.

a. You can also call KAVIS Support at 502-782-1018.

The other buttons/tiles in the middle of the screen are explained in greater detail in the

following pages of this manual.

Home Page

o g

Customer Tax

Search

Assignment
Queue

A
4 N © Kentucky Transportation Cabinet Suggestions / Questions?
A '200 Mero Street, Frankiort, KY 40622 Contact th 1S Team

4. If you have a KAVIS account, you are referred to as a User. County Clerks, DOR and MVL
employees with KAVIS accounts are also called Users.
a. The User Management section of this manual is referring to your personal
KAVIS account and the accounts of your coworkers.

Go to Table of Contents



mailto:kavis@ky.gov

Customer Account Page

The Customer Account Page is a centralized location that holds a single customer’s personal
information, all current and previously owned vehicles, and disabled placard information.

Searching for a Customer
1. From the Home Page, click the blue ‘Customer Search’ tile.

1
1

Customer Assignment
Search "

Queue

2. Choose from the dropdown menu how you would like to search for the customer, enter
the requested info, and click Q search |

Customer Search

Search By: [Drivefs License Number v]

Driver's License Number: :]* Secial Security Number
Individual's Name
Organization’s Name
Customer Number
Passport Number

Green Card Number
Visa Number

1-84 Number | = Rese ‘ Q Search
ITIN \ |

Disabled Placard Number
Dealer

U-Drive It Company
Temporary Tag

3. From the search results, click BEEN 16 be taken to their Customer Account Page. If you do not see
the Customer you are looking for, select to open the Search Results and enter additional
information.

a. The green customer accounts have been Driver’s License verified.

b. If there are multiple customer accounts for the same person, the County Clerk’s
Office will need to merge the accounts. If you encounter more than one account for
the one individual, choose the green highlighted account first. However, if you do
not see the vehicle you need in that account, come back to this step, and check the
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other customer accounts.

_ Display Search Criteria
Customer ID | Driver’s License | Last Name | First Name | Middle Name DOB ITIN Physical Address County of Preferred
Residence Name

008079171 SMALLEY  JALEN 187 Megowan Ave, NELSON
BARDSTOWN, KY, 40004

008228393 SMALLEY  JALEN R 200-x%-5531 187 Mcgowan Ave, NELSON m
BARDSTOWN, KY, 40004

003242947 $16810314 SMALLEY  JALEN RISHARD 12/2811998  ox-xx-5531 323N st St, NELSON m
BARDSTOWN, KY, 40004

Indicates Customer record has been verified with Driver's License

4. From the Customer Search Results, if you encounter more than one account for an
individual, you can click on the blue Customer ID number to open a pop-over that will
allow you to preview the customer account information.

a. Ifitisthe correct customer account, click .

b. Ifitis not the correct customer account, click .
c. The button in the vehicle’s tile will take you to its Vehicle Summary page.

Customer Data

Personal Information

Last Name: SMALLEY

First Name: JALEN Phone Identification
Middle Name: RISHARD No phone data. Driver's License: KY 516610314
Suffix: SSN: oo 5531
Birth Date:  12/28/1998
Preferred Name:
Gender: M
Citizenship:
Deaf or Hard of Hearing: No
Deceased: No
Address
County of Residence: NELSON
Physical )
323N 1st St
BARDSTOWN, KY 40004-1529
Alias
No Alias data.
¥ vehicles (1)

Filter By: | Alerts - | | s,

- () P
2007 BUIC LUCERN 438YAL
Title % 181520900067 Unbridled Spirit
Active - Title Issued Reg: Expired
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Customer Account Page Details
1. On the Customer Account Page
a. The button next to the Customer’s name will expand the page to show more
of the Customer’s personal information.
b. The Action Center will give you information on PVA Issues, including the specific
years each boat has missing information, and any boat that has past due taxes.
c. The button in each vehicle’s tile will take you to its Vehicle Summary page.

Customer Account

Customer Account

SMALLEY, JALEN RISHARD Notes At iGenes

o
Cust# 003242947 »* Customer record contains fields that match another Customer. Click the matching Customer &
323 N 1st St 1D 008079171 to begin the Merge process.

BARDSTOWN, KY 40004
P Customer record contains fields that match another Customer. Click the matching Customer
1D 008228393 to begin the Merge process.

iR Please contact the PVA. There is a problem with one or more Ad Valorem year(s) for the 2007 -

Vehicles (1)

Select By Type ~ Go to List View

Filter By: Alerts - | sl

= B P[]
2007 BUIC LUCERN 438YAL
Title #: 181520900067 Unbridled Spirit
Active - Title Issued Reg: Expired

Disabled Placards

No Disabled Placard History found!

? Previously Owned Vehicles (0)

2. The List View will automatically occur if there are 12 or more vehicles.

a. The symbol will appear in the Alerts column.
b. To go to a Vehicle Summary Page, select the checkbox next to the vehicle and

click .
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Customer Account

ustomer Account

RISK, MICHAEL
Cust # 001434875

1142 Lewis Ferry Rd -~ Customer record contains fields that match a Driver's License verified Customer. Click the -
FRANKFORT, KY 40601

matching Customer ID 015209090 to begin the Merge process.
Phaone: (000) 000-0000

View Notes

Action Center

$ Ad Valorem taxes are past due for 5 vehicles. The total amount past due is $199.59.
® Customer has 2 vehicles ready for Registration Renewal.
L Custamar dnas nat have Rirth Nata ar Incarnaration Nata an racard This date is ranuired tn

Vehicles (5)
L1 T Y R Total Selected: 1 Go to Tile View
Filter By: 'Alerts ~ | oy @ <mim
Showing 1to 5 of 5 entries Filter: :]
Show entries
I Y K B e Y
1999 FORD 120090370052 409846 P Transfer / Active - Title Issued Expired [
| oy 1981 FORD E153 081830370050 P Transfer / Active - Title Issued Title Only $ [l
| 1979 CHEV C30 081830370052 P Transfer / Active - Title Issued Title Only s I
] 1978 JAMESTOWN uTL 072010370049 KY 04930 P Transfer / Active - Title Issued Expired $® [
| ey 1971 INTL 1600 081830370047 P Transfer / Active - Title Issued Title Only H [
. . > Previously Owned Vehicles (7) .
3. Clicking at the bottom of the Customer Account Page will open

the section to show the Customer’s previously owned vehicles.
4. Selecting View will navigate to the Vehicle Summary page.

¥ Previously Owned Vehicles (7)

Showing 1+to 7 of 7 entries Filter: [
-mmmm—
071152020 2005 162670900103 Surrendered - Cancelled -
Transferred Junked -
123012013 P 2005 PONT SUNFIR 100840900062 M Sumrendered - Cancelled View
Transferred
07/06/2009 e, 1989 CHEVW  ASTROVA 050641090008 M Surrendered - Cancelled View
Transferred
04/28/2005 P 1991 FORD TEMPO 022540900055 Surrendered - Cancelled View
Transferred
07/08/2002 P 1991 FORD ESCORT 930200561016 Surrendered - Cancelled - View
Transferred Junked
05/20/19595 P 1977 MERC  COUGAR 903510900020 Surrendered - Cancelled - View
Transferred Junked
122111934 P 1977 CHEV NOVA 922790900008 Sumrendered - Cancelled View
Transferred

Go to Table of Contents




Vehicle Summary Page

Searching for a Title Number
1. From the Home Page, click the Vehicle Search tile.

Home Page

Q

Customer
Search

2. Choose from the dropdown menu how you would like to search for the vehicle, enter
the requested info, and click Q searcn |

Vehicle Search

Search By: [Tnle Nurmber v] *

Select One
VIN

Title Number: (332651150005 * Plate Mumber

Lien Number

Title Number

KY Number
HIN
Authorization Number

3. From the Search Results, select the mbutton to navigate to the Vehicle Summary page.

Vehicle Search

Search By: [ Title Number v| %
Title Number: (332581150005 *
@ Cancel ‘ 3 Reset | Q Search
S A N
2014 NISS FRONTIE 232681150005 174RCV Application 2775324 NELSON, CRYSTAL
WVIN: 1MGEDOCT1ENTO5111 - 999 106 Clear Spring Dr, BARDSTOWN, KY 40004
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Vehicle Summary Page Details

1. Atthevery top are green ‘Previous’ and ‘Next’ buttons that will take you to other titles
that have been issued on this vehicle.

HELP @

k / \ViS Property Valuation Administrator
ko]

Home Customer Search Customer Account Vehicle Summary

58, 2013 FORD EXPLORE
W Viewing 6 of 6 Titles

 Owner(s) | Chain of Ownership

Customer ID Driver Customer Name SSN/FEIN Address County of Begin Tax
License Residence | Exempt
Date

014036431 NELSON, BELINDA ® $ Xux-xx-8572 221 Redbud Dr, NEW HAVEN, KY 40051-6133 NELSON

2. The Owner(s) section displays information for the owners of each title.
3. Clicking the Customer IDs hyperlink will open a pop-over that will allow you to see all
boats they currently own
a. Clicking will take you to that specific Vehicle’s Summary Screen.
b. IR will take you to their Customer Account page.
c. will return you to the Vehicle Summary Page.

Customer Data

Personal Information

Last Name: NELSON

First Name: BELINDA Phone Identification
Middle Name: No phone data. SSN:  so0ex0-8672
Suffix:
Birth Date:
Preferred Name:
Gender:
Citizenship:
Deaf or Hard of Hearing: No
Deceased: No
Address
County of Residence: NELSON
Physical )
221 Redbud Dr
NEW HAVEN, KY 40051-6133
Alias
No Alias data.
=
¥ Vehicles (3)
Filter By: Alerts - gl e
ol | e ® i $
2013 FORD EXPLORE EBX708 2007 CHEV 2DOOR 218VFH
Title # 223430970011 Unbridled Spirit Title # 160060900053 Unbridled Spirit
Active - Title Issued Reg: Active | | Active - Title Issued Reg: Expired
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4. Back on the Vehicle Summary Page, nested behind the Owners tab is the Chain of
Ownership. This contains information for all past titles for this vehicle.

a.

The yellow text is the title you are currently viewing.

b. You may click on a Title Number to view that specific title.

Owner(s) | ¥ Chain of Ownership

Title Number

Seq. Primary Owner

5 TIM, SHORT FORD

4 STIDHAM, CHARLES

3 TIM SHORT CHRYSLER, LLC
2 TIM, SHORT FORD

FIELDS, CRAIG

Address

109 Rockwood Ln, HAZARD, KY 41701
616 Barwick Rd, JACKSON, KY 41339

270 Fitz Gilbert Rd, HAZARD, KY 41701
109 Rockwood Ln, HAZARD, KY 41701

38 Kalena Ln, VIPER, KY 41774

Title Status Issue Date | Last Action Date
Surrendered - Dealer Assignment 12/09/2022  12/09/2022
Surrendered - Transferred 06/22/2017  12/09/2022
Surrendered - Dealer Assignment 06/22/2017  06/22/2017
Surrendered - Dealer Assignment 05/23/2017  06/22/2017
Surrendered - Transferred 05/16/2012  05/23/2017

5. Below the Owner Section is the Title and Registration Information sections, which will
give you current information on the status of the title and registration.

v Title
Status: Active - Title lssued
Type: Transfer

Title #: 223430970011
Prior Title # 223430970010

Usage Tax Description:

¥ Purchase Information

Date of Purchase:
Trade-in Amount: 50.00

State Fee: 36.00
Clerk Fee: 33.00
Usage Tax: 30.00

Tax Credit Given

Purchase Price: 55.435.00
Usage Tax Credit: $329.70

¥ Registration Information

Status: Aclive ®
Type: Renewal
Reg. Date: 09/01/2023
Exp. Date: 08/31/2024

Reg. Exemption:
Remarks:
Comments:

State Vehicle Registration Fee:
KYTC Vehicle Registration Fee:
Clerk Vehicle Registration Fee:

6. The Ad Valorem section is where you will do your adjustments.

a.

County:
Plate Type:
Plate #:
Plate Action:

Gross Weight:

$15.00
$0.00
$6.00

Details on this section can be found below in the Editing an Ad Valorem

MERCER
Unbridled Spirit
EBXT08

lssue

PC

Segment’ and ‘Adding a New Ad Valorem Segment’ sections of this manual.

Total Tax Due: $0.00 @

Add New Ad Valorem Segment

¥ Ad valorem

2023 ~

Transaction ID:
County Collected:

Tax Status: [Taxab\e

Vehicle Assessed Value:  $1.665.00
Vehicle Override Value:

Total Taxable Value: $1665.00

A

Ad Valorem Due: $0.00
Penalty Due: ~ $0.00
Interest Due: 0.0

Clerk Fee:  50.00
Total Due: $0.00

Situs: [NELSON  ~
v]  TaxDistrict: (g3 -
Due Date: 05/31/2023
Paid Date:
Comments: [

Go to Table of Contents
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7. The Lien Information and Vehicle Information Section display just below the Ad Valorem section.
By default, the Lien Information section is collapsed, but it can be expanded for viewing.

¥ Lien Information

Click the chevron { ) above to expand this section.

¥ Vehicle Information

VIN:

Vehicle Type:
style:

Year:

Make:

Model:

Model #:

VIN Sequence #:

1FMZUB3KX4UADB905 Color:
Truck 2nd Color:
Sport Utility Vehicle Motor Type:
2004 Cylinders:
FORD Odometer:
EXPLORE

Brand:

999

SIL - Silver

06
140341

8. The Vehicle History section at the bottom displays transaction history on this title.
a. You can select from the years since the title was issued to see all transactions from

that year.

b. If atransaction includes documents that were scanned into the PODD Archive, a Cntrl
Number will be present. Clicking it will open a pop-over with hyper-links to PODD
Archive, if you are on the state network.

¥ History
2023 v

686591519

861990793

22-0-03-04153

11/02/2023 Z:41:53 PM Registration Expiration - Batch Process

01/01/2023 12:00:00 AM Annual Property Tax Record Created

Registration Expiration
Monitor

@
=
=2

Vehiclelmport

c. Clicking the Transaction Number will highlight the transaction selected. The title will
be shown as it was at the time of the transaction selected.
d. A highlighted message will appear at the top of the page, click ‘Reset’ to go back to
the most current version of the title.

= 2004 FORD EXPLORE ‘

Viewing Vehicle state as of 11/02/2023 3:41:53 PM

Go to Table of Contents
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Tax Assignment Queue

This queue in KAVIS replaces your current ‘88’ and ‘S0 value’ reports.
It will be continuously updating as necessary, so you can work this at a time that is convenient

for your office.

1. From the Home Page, click ‘Tax Assignment Queue’.

o :

Tax
Assignment
Queue

Customer
Search

2. If you are looking for a particular Owner or Vehicle, you can enter a name, title number,
year, make or model into the Search field to narrow your list (even partial searches such
as ‘Yama’ instead of ‘Yamaha’ will yield results).

3. There are several options for filtering out the results. Filters can be used in
combination or separately.

e ‘Tax Year’ displays only vehicles with issues for a selected year.

e ‘Vehicle Type’ displays only a selected vehicle type.

e ‘Display All" will show all records in queue.

e ‘Missing Value’ will only show records that have missing values.

e ‘Missing Tax District’ will only show records that have missing tax districts.

e ‘Incorrect Tax Status’ displays vehicles that have a Taxable status and a ‘Junked’ or ‘Sold out

of State’ Registration status.
4. Navigate through multiple pages of results.

NELSCN Total Ad Valorem Records: 5,730
Filter By: Tax Year: Vehicle Type: Search: :]
Tax Problem: @ Display Al © Missing Value © Missing Tax District O Incorrect Tax Status
Shewing 1 to 100 of 3,522 entries Previous n 2 3 4 5 .. 3
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5. Clicking on the Title Number will take you to the Vehicle Summary Screen where you
can edit the Ad Valorem section as needed.

a. Reference the ‘Editing an Ad Valorem Segment’ section of this manual for more
details on how to do this.
NELSON Total Ad Valorem Records: 2
Filter By: Tax Year: [ALL v Vehicle Type: [ALL v Search:
Tax Problem: ® Display All O Missing Value O Missing Tax District O Incorrect Tax Status
Showing 110 2 of 2 entries Previous n Next
982990470113 04308M 2024

PETTIT, JUSTINB

@y 1999 HD FLSTF
Showing 1 to 2 of 2 entries

Previous n Next

When you successfully save the assignment of a value and Tax District to the title for
every year that is missing, the title will no longer appear in the queue.

Go to Table of Contents
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Updatin

g an Ad Valorem Segment

e Inthe Ad valorem section of a Vehicle Summary Page, you can change the Tax Status, Tax
District, Override Value(s), and/or the Situs County.

e An assessed value is one that has been created by the annual valuation process.

e APVAorDOR Usercan:

a.
b.
c
d

e.

e Theab
paid.

¥ Ad Valorem

2023

v

Transaction ID:

County Collected:

Tax Status:
Vehicle Assessed Value:
Vehicle Override Value:

Total Taxable Value:

TAX CODE
State Tax
001

002

004

sC

C3

Add an override value
Change the tax status
Change the tax district
Update the Situs County
Enter Comments

ility to edit a paid tax segment is determined by the county in which the taxes were

Add New Ad Valorem Segment

Ad Valorem Due: $19.44

Situs: |[NELSON v Penalty Due: $0.00

Interest Due: $0.00

Tax District:
(Texable v] 02 v Clerk Fes: 5000
30.00 Due Date: 12/31/2023 Total Due: $19.44
1356 Paid Date:
$1,366.00

JURISDICTION RATE TAX DUE INTEREST PENALTY TOTAL AMOUNT DUE

State Tax 0.45 36.10 $0.00 $0.00 3610

GENERAL 0.161 5218 $0.00 $0.00 5218

LIBRARY 0.0145 3020 $0.00 $0.00 5020

EXT SERVICE 0.01 3014 $0.00 $0.00 5014

CO SCHOOL 0548 743 $0.00 $0.00 5743

C-NEW HAVEN 025 3339 $0.00 $0.00 5339

Comments: [Ownerlivesin Melson. Verified. /]

e ] o

1. The year dropdown will allow you to view the Tax Years this title has with Ad Valorem segments

creat

ed.

2. If you change the Situs County to one outside of your county and click ‘Save’, the Tax

Distri

ct will automatically change to ‘88’, or to the default district for that County, and

you will no longer be able to edit this title’s ad valorem for the year chosen.

a.

KAVIS will prompt you before the change is made.

Go to Table of Contents
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3. KAVIS enforces minimum values per vehicle type and will prompt you if you have

Yes

entered a value below the minimum.

Are you sure you want to change the Situs County? You will not be able to edit a record for a
boat/vehicle in another County.

4. If the Ad Valorem has been paid in your County, there is an mbutton that will
allow you to change the information up to 2 years after it has been paid, creating a
refund for the Customer at the County Clerk’s office.

V¥ Ad Valorem

2022 ~

Transaction ID:

County Collected:

Tax Status:

Vehicle Assessed Value:
Vehicle Override Value:

Total Taxable Value:

TAX CODE

Total taxable value cannot be less than $250.

OK

NELSOMN Situs: |NELSON v
(Taxable v| TaxDistrict: (04 v
540,575.00 Due Date: 04/30/2022

[ ] Paid Date: 03/22/2022
$40,575.00

JURISDICTION RATE TAX DUE INTEREST
No Jurisdiction data.
Comments: [

Total Tax Due: $0.00 &

Add New Ad Valorem Segment

Ad Valorem Due:
Penalty Due:
Interest Due:

Clerk Fee:
Total Paid:

PENALTY

TOTAL AMOUNT DUE

5570.69
$0.00
$0.00
$0.00
$570.69

)

s Recalculate m

5. When editing a paid segment and changing the to Tax Status to a value other than Taxable, the Tax
District changes to ‘99'.

a. EHEEE] will undo all changes. In KAVIS, nothing is permanent until you click .

Go to Table of Contents
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¥ Ad Valorem

2022 w| |* 2022 tax segment has been adjusted and is pending Clerk action Add New Ad Valorem Segment

Transaction ID: 946844712 Ad Valorem Due:  30.00
County Collected: NELSON Situs: |NELSON ) Penalty Due:  $0.00
: $0.00
Tax Status: [Taxable v] Tax District: (02 " Interest Due
i $40,575.00 04/30/2022 Clerk Fee: $0.00
Vehicle Assessed Value: Due Date: / Total Paid: $0.00
Vehicle Override Value: :] Paid Date: 03/22/2022

Total Taxable Value: $40,575.00

TAX CODE JURISDICTION RATE TAX DUE INTEREST PENALTY TOTAL AMOUNT DUE

No Jurisdiction data.

Comments: [ ﬁ]

| 3 Undo Pending Changes * Save

6. After clicking Save, a red message will appear communicating a change with the specific
year.

2™ 1 Indn Ponds PR

a. An i aalnE e button will allow you to remove your changes and the
segment will return to how it was before your changes. This button will be
available until the Owner goes to the County Clerk’s Office and has the change
processed (either a refund or paying more ad Val, depending on your changes).

7. The Tax Status of ‘Taxable’ will allow you to choose the Tax District

a. The Tax District options will be the districts in your county.

c. Click! to see the changes in the Total Amount Due (this is optional)

Clicking will undo all changes. Click m to commit to these changes.

8. KAVIS displays a Total Tax Due for the Title, that displays all amounts owed, not reflective of those
years requiring districting or valuation.

o

¥ Ad Valorem

2023 v Add New Ad Valorem Segment

Transaction ID: Ad Valorem Due:  $0.00

County Collected: Situs: [NELSON v Penalty Due: $0.00

Interest Due: $0.00

Tax Status: Tax District:
[Taxable "] 04 hd Clerk Fee:  $0.00
Vehicle Assessed Value: $250.00 Due Date: 12/31/2023 Total Due: $0.00
Vehicle Override Value: [:] Paid Date:

Total Taxable Value: $250.00

TAX CODE JURISDICTION RATE TAX DUE INTEREST  PENALTY TOTAL AMOUNT DUE

No Jurisdiction data

Comments: [ /]

=

9. Once Saved, a ‘Success’ message will display at the top of the Vehicle Summary Screen.

A Please click Recalculate when you are done making changes. &3

Success

{» Ad Valorem changes saved

Go to Table of Contents
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10. If the PVA icon is still there after editing the segment then you will need to press F5 on
your keyboard to refresh your page.

Adding a New Ad Valorem Segment

In the Ad Valorem Section of a Vehicle Summary Page.

1. Toadd a new segment, click Einbhdieb bt

¥ Ad Valorem

Total Tax Due: 53.53 @

2023 v Add New Ad Valorem Segment

Transaction ID: 945844716 Ad Valorem Due:  $0.00
County Collected: Situs: |NELSON v Penalty Due: $0.00
o Interest Due:  $0.00
Tax Status: [Taxable V] Tax District: |04 v Clerk Fee:  $0.00
Vehicle Assessed Value: $250.00 Due Date: 12/31/2023 Total Due: $3.53
Vehicle Override Value: :] Paid Date:
Total Taxable Value: $250.00
TAX CODE JURISDICTION RATE TAX DUE INTEREST PENALTY TOTAL AMOUNT DUE
State Tax State Tax 0.45 $1.13 $0.00 $0.00 $1.13
001 GENERAL 0.161 $0.40 $0.00 $0.00 50.40
0oz LIBRARY 0.0145 $0.04 $0.00 $0.00 50.04
004 EXT SERVICE 0.0 30.03 $0.00 $0.00 $0.03
1B BARDSTWN IND 0.531 $1.33 $0.00 $0.00 $1.33
c1 C-BARDSTOWN 0.24 $0.60 $0.00 $0.00 50.60
Comments: [ 4]

2. KAVIS allows a range of years to be created, back to the earliest eligible year.

a. This dropdown menu will offer only the years that this title is eligible to have a
tax segment created, excluding years that are marked Taxable or paid on
another title.

3. When a tax segment on a title is currently Taxable, but a different Owner is
responsible for the taxes for that Tax Year, the Taxable segment must be changed to
a Non-Taxable status and saved before the new Taxable segment can be created on
the correct title. KAVIS does not allow two Taxable segments for the same year for
the same vehicle across titles.

¥ Ad Valorem

2024 v

2024

2022
2021
2020
2019
2018
2017
2016
2015
2014
2013

Transaction ID: Ad Valorem Due: $0.00

ounty Collected: Situs: [NELSON v Penalty Due: $0.00

o Interest Due: $0.00
Tax Status: (Exempted- No Tax Due v]  TaxDistrict: Clom Faer 5000

Assessed Value: $0.00 Due Date: 12/31/2024

2 Override Value: [:] Paid Date:

al Taxable Value: $0.00

Total Due:  [$0.00

o [ 2=
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Working With your County Clerk

If a County Clerk Employee contacts you about a customer in their office needing your
assistance, it will show on their screen as ‘PVA Issues’.

PVA Issues mean the vehicle is missing the current year’s tax segment, the Tax District is 88,
there is a SO Assessed Value, or there is a Tax Mismatch.

Having PVA Issues on any of the Customer’s vehicles will stop the clerk from performing
actions on any of the titles and registration renewals for any of their vehicles.

A Seller in a title application, does not need all their vehicles to be cleared of ‘PVA Issues’ in
order for the title application to be completed, just the vehicle that is being transferred.

A Buyer in a title application must have all boats clear of ‘PVA Issues’ to be able to submit the
application.
o A quick way to check that you’ve cleared the boat and/or Customer of all ‘PVA Issues’ is
to click on the Owner’s Customer ID at the top of the Vehicle Summary Page. This will
open a pop-over in which you can check the Vehicles tiles.

Personal Information

Last Name:
First Name:

Middle Name:

Suffix:

Birth Date:

Preferred Name:
Gender:

Citizenship:
Deaf or Hard of Hearing:
Deceased:

Address

County of Residence: WASHINGTON

Physical
2462 Hardesty Rd
SPRINGFIELD, KY 40068-8524

Alias

¥ Vehicles (2)

Filter By: |Alerts - efy. | ol

a. If the Customer has another vehicle needing your attention, you can cIick
to go to that Vehicle Summary Page.

HARDIN
TAMATHA

No
No

Customer Data

Phone

Identification

No phone data. The Customer record contains fields that match a Driver's License verifisd Custome
SSN: oooc8321 A0

No Alias data

(-

ol

2017 JEEP RENEGAD
Title #: 232550900058
Active - Title Issued

S

HOX214 | | 2001 CHRY PT CRUI
Unbridled Spirit | | Title#: 190810900070
Reg: Expired | | Active - Tille Issued

PM

229CND
Unbridled Spirit
Reg Expired

Go to Table of Contents
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Marking a Vehicle or Boat with a Tax Status of ‘Junked’ Or ‘Sold out of State’

KAVIS requires a Clerk to mark a vehicle as ‘Junked’ or ‘Sold out of State’ before a PVA can

update the Tax Status with the corresponding value. This is to keep these two statuses in-sync,

so that tax mismatches do not occur.

1. When a PVA selects a Tax Status of ‘Non-taxable Junked’ or ‘Non-Taxable Sold or
Transferred out of State’ and the County Clerk has not completed the junking action, the
PVA will receive a message.

Based upon the current Registration status or the collected Date of Junk, this vehicle is not eligible for the
selected Tax Status. Contact the County Clerk to make the required updates

2. The PVA should contact the County Clerk to perform the Registration action first.

3. The ‘Date of Junk’ or ‘Date of Sale’ entered by the Clerk, from the Customer’s documentation,
determines the Tax Years that can be marked with the corresponding Tax Status.

a. For example: the Clerk enters the Date of Junk as 11/18/2022. The Tax Years available to be
marked as ‘Junked’ by the PVA are 2023, 2024.

4. When the Clerk has performed the action of marking a vehicle as ‘Incomplete Transfer’, ‘Sold out of
State’ or ‘Junked’ then the PVA can mark the corresponding tax segments as ‘Non-taxable Sold or
Transferred out of State’ or ‘Non-taxable Junked’.

Inactive Vehicles

KAVIS has added a new Tax Status of ‘Inactive’ intended to be used for vehicles that still have
an Active title but have not had Registration or Ad Valorem activity for three or more years.
Because KAVIS expects a tax segment for all vehicles with an Active title, if valuation did not
create a tax segment, KAVIS flags a vehicle for ‘missing’ a current year tax segment. Clerks will
notify you if a vehicle has been marked ‘Inactive’, but a title or registration action needs to be
taken on it.

Information

@ This vehicle has an Inactive tax status. Available actions are limited. Contact PVA if you need to title or register this vehicle.

Search for the Customer with the ‘Inactive’ vehicle.
Select ‘View’ to navigate to the Vehicle Summary (PVA) screen.

LV RTVRE TRt

This vehicle has an
Inaciive tax status

$

3. When you navigate to the Ad Valorem section, select the Tax Status dropdown, and select a status
other than ‘Inactive’, like Taxable, Non-taxable Exempt, Non-Taxable Current Year, etc. and select
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‘Save’.

4. Once the most recent Tax Status is other than ‘Inactive’ the Clerk will be able to take Title and
Registration actions on the vehicle.

5. Vehicles other than those created as ‘Inactive’ by the valuation program can be marked by the PVA
with Tax Status ‘Inactive’ if they have had no activity for 3 or more years and the title remains Active.

NMVTIS Inquiries

PVAs and DOR can utilize NMVTIS inquiries to view ownership history for a vehicle.

1. From the home page, select the ‘NMVTIS Inquiries’ tiIe.,"

1
1

Q

Customer

Search Assignment

Queue

1
1

2. Select the inquiry you want to use, like ‘NM14: Vehicle History’.

NMVTIS Inquiries

Option: [NMO1: New Vehicle Inquiry | %

NMO1: New Vehicle Inquiry

NMO4: Used Vehicle Inquiry

NM14: Vehicle History

2% Reset

3. Input the VIN to search in the VIN field and select @
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NMVTIS Inquiries

Option: [NM14- Vehicle History v] *
VIN:(3456567T56556GT56 | *

¥ © Error and .. Warning Messages

21E: VIN NOT IN DB AND CK DIGIT FAILED
Results

VIN 3456567 TH6556GTH6
Juris. Title Issue Make | Year | Odometer CSOT in Progress Title Key Vin Pointer Transaction Type Jurisdiction
Date Update Data
212250590001  08M3/2021 FORD 2015 000100000 M  N-No Change State of Title in 3456567 T56556GT56999 UA - Interactive New
progress Title
4. The “button can be used to clear out the results and search again.

5. The button redirects you back to the homepage.

Override Report

An Override Report is available for PVAs and DOR to view the changes made to vehicles in their
County within a specific timeframe.
1. Select the ‘Override Report’ tile from the Home Page.

Home Page

Q

Customer

Assignment
Search =

Queue

I

2. By default, the 1t day of the current month displays as the start date, but the User can change this
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date.

——
3. Enter the ‘to’ date to view the results for a date range and select .

Override Report

County: NELSON Select a Date Range to 12/01/2023 to: 12/21/2023

View:
o= R

4. The =" button can be used to clear out the results and search again.
5. The button redirects you back to the homepage.

Override Report

Q Hide Search Criteria

County: NELSON Select a Date Range to 12/01/2023 to: 121212023
View:
oct [ BN

Title Number

Year Make

Model
KYTC\abotulagriffith 223421150003 NEWTON, JEREMY  NELSON Taxable 2023 $250.00 50.00 88
1272172023 5:42:58 1954 CHEV UNK NELSON Taxable 50.00 04
AM EST
KYTClabotulagriffith 202200900033 NELSON, NELSON Taxable 2022 $40.575.00 50.00 04
1272112023 5:36:18 2020 GMC SIERRA  CHRISTOPHER NELSON Exempted- No 50.00 99
AMEST Tax Due

Previous 1 Next

Showing 1 to 2 of 2 entries

Indicates data change

6. KAVIS displays all the changes made to vehicles in the County for the selected timeframe.
a. You may also filter the results by keyword using the ‘Filter’ option.
b. The changes made by the User listed is highlighted in yellow.
7. The value before the change displays on top, and the ‘changed to’ value displays in the result set on
the bottom.

8. The results can be exported into an Excel file by selecting .
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Further Actions for Department of Revenue

Searching for a User’s Account

This is useful to check the Permissions granted to your account, or to change another User’s
Permissions or Name.

Q :

Customer X

Search

Assignment
Queue

e R CES

1. From the Home Page, click on ‘Employee Management’.

Employee Management

‘ Employee Search New User Request Work Request
Queue

2. In the pop-over, choose ‘Employee Search’.
3. In the search field you must search for their User Name. This might be their name
(firstname.lastname) or their PV number (pv49765).
a. If you aren’t sure of their User Name, and they aren’t in the results when you
search their name, search for ‘pv’ and you will get a list of all Users with PV as
their user name and you can search the list.

© Add New User Request

b. @me clear the search field and results.

c. Ifthe User is not yet in KAVIS, click @ Add New User Request 6 g0 to the new user
request form. Refer to the ‘New User Request’ section of this manual for more
guidance on this.

d. The blue buttons next to each User are explained in the next section of this
manual, ‘Editing a User’s Account’.



Editing a User’s Account
From the User Search results.

© Add New User Request

Lara Jebsen kytc\lara jebsen LPJ

1. If you choose lZAZLl, you will be taken to that User’'s Management Page
a. You can select or deselect the Permissions and Security Request Information,
add a helpful comment, and click B3

b. Details on the Security Request options can be found in the ‘New User Request’
section of this manual.

Requestor: KYTClabotulagriffith

Employee Information

First Name: Sarah Last Name:  Roser User Initial:

AD Account: kyfd01\pv06808

Employee Security Request Infermation Working Locations
AD AccountWindows [] AVIS Mainframe County: LEWIS v
[] Email Account ] Document Direct
[_] Reports to be accessed PODD Archive PVA Branch
Kavis Access
Access Level: [Propeny Valuation Administrator v] Comments:
Read Only Reports 4
] NMVTIS Inquiry PVA Reports
Customer Inguiry
Vehicle Inguiry
User Management

(] Submit User Request

Others

Valuation of Vehicles/Tax District Assignment

@

2. Ifyou chose from the search results, you will be given the following prompt
for comments.

You are about to disable access for kytc\lara.jebsen. Select "Cancel” to return to Search or select "Continue”
to disable system access.

Comments:

@ Cancel { + Continue )
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3. Choosing kudMallRICICH from the search results will allow you to request an official
change to a User’s account.

a.

This is allowed only if you have the ‘Submit User Request’ Permission.

Requestor: kytcllara jebsen

First Namo:@ ara

Comments:

Employee Information

] *

AD Account: kytc\lara jebsen

Mainframe ID-CC/OT#: CC10101

Marriage

Divorce

Legal Name Change
Corrachon

4|

Last Name:

Name Change Reason: i * 4.

[Jebsen ] -
S

v

Go to Table of Contents
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New User Request

For new employees that need a KAVIS account, this is how you will get them a KAVIS account.
Once you submit the request, it will be approved by MVL.

*Note: PVAs must make user requests through contacting DOR. DOR will need the PVA’s
account number and their first and last name.

1. This feature is only available for those Users who have been granted access to the
‘Submit User Request’ option.

Kavis Access

Access Level: [F’loperty Valuation Administrator

Read Only

Customer Inquiry
Vehicle Inquiry

User Management

1.\

Submit User Request

Others

Valuation of Vehicles/Tax District Assignment

2. From the Home Page, click on ‘Employee Management’.

Q =

Customer Vehicle
Search Search

m

Assignment
Queue

3. Inthe pop-over, choose ‘New User Request’.
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& &+

User Search ‘ New User Request ' Work Request
Queue

4. Fill out the information, making sure to spell their name correctly.
a. The AD Account is created by COT (not KAVIS), contact them if you do not have
one. 502-564-7576 (COT helpdesk)
b. The Employee Security Request Information Section will give the new User the
following access.
i. AD Accounts/Windows — User identification number/letter combination
for access.
ii. Email Account — User email generated.
iii. PODD Archive — Access to the PODD Archive.
c. Choose ‘Property Valuation Administrator’ from the Access Level dropdown
menu.

d. Inthe Permissions section, choose whether you would like to give this employee
access to the available options.

Requestor: KYTClabotulagriffith

Employee Information

AD Account: [ ]
Employee Security Request Information Working Locations
AD Account/Windows (7] AVIS Mainframe County: PULASKI -
[[] Email Account [C] Document Direct
[] Reports to be accessed PODD Archive

PVA Branch

Kavis Access

Access Level: [Property Valuation Administrator v Comments:
Read Only Reports ¥
NMVTIS Inquiry PVA Reports

Customer Inquiry
Vehicle Inquiry

User Management

Submit User Request

Others

Valuation of Vehicles/Tax District Assignment

i
e. Add any helpful comments and cIickm .
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Check the Status of a New User Request

1. Clickon WS from the Home Screen.

Q == $
Customer Vehicle Receipt
Search Search Search

o=
9 mm"“ ’

Work Request

2. Then BEEZEM from the pop-over menu.

Employee Management

User Search

3. To view your submission, click the highlighted blue request number
a. The status of a request can be 1 of the following options.
o Submitted — This status indicates the user’s request has been successfully
submitted to MVL for review.
o In Progress — This status indicates the user’s request is being reviewed by MVL

b. To cancel a request made in error, click the button.

T T T T

REQ181120426 kytclara jebsen Mew User Submitted B‘/ b.
> >
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Add a Tax-Exempt Date for an Owner
You may select a date for dropping responsibility of taxes for an Owner, this is available on any
Vehicle Summary Page.

1. Onthe Vehicle Summary Page, select the ‘Begin Tax Exempt Date’ calendar icon for the Owner who is
no longer responsible for taxes on a vehicle as of a certain date.

 Owner(s)  Chain of Ownership

Ownership Connector: OR

Customer ID Driver Customer Name SSN/FEIN Address County of | Begin Tax
License Residence | Exempt
Date

010925157 sPARKS. ADAM (B) Xo0exx-8648 2866 State Highway 773, GRAYSON, KY 41143 CARTER

012525366 RATCLIFF, SUSIE 0003000575 2866 State Highway 773, GRAYSON, KY 41143 CARTER ﬁ

Save & Continue §

2. A i oi-over will allow you to enter the date for the start of the Tax Exemption and select

a. You must choose a past or the current date, you cannot choose a future date.

Review Information

Per statute all persons owning a vehicle are to be held liable for ad valorem taxes, except as otherwise prescribed by a court ruling. If you
are entering a date here please have necessary legal documents to back your input.

[Em/dd/yyyy

O December 2023

B e

7

3. This will open a confirmation message, click ‘Save’.

Date after which customer is not responsible for taxes.

Save Cancel
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4. The date will be added to the column.
a. Click if it needs to be changed again.

¥ Owner(s) ~ Chain of Ownership

Ownership Connector: OR

Customer ID Driver Customer Name Address County of | Begin Tax
License Residence | Exempt
Date

010925157 SPARKS, ADAM ® Xo--0648 2866 State Highway 773, GRAYSON, KY 41143 CARTER 12/05/2023

012925366 RATCLIFF, SUSIE xoxx-05675 2866 State Highway 773, GRAYSON, KY 41143 CARTER ﬁ

5. Any penalty and interest on delinquent ad valorem due will stopped being calculated
upon the date chosen in step 2.

View Tax Rates

Department of Revenue Users can currently View Tax Rates for each County within KAVIS. The ability to add,
edit, and delete Tax Rates will come with a later release.

1. From the Home Page, select the ‘Ad Valorem Tables’ tile.

Q =

Customer Vehicle

Search Search Assignment

Queue

T .
LEEHSS g mp e SRR
Vehicle Value

2. Select the ‘Tax District Rate’ sub-tile.

e . ) Q, Search
3. Select the ‘Tax Year’, ‘County’ and ‘District’ you would like to view and select =
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Tax District Rate

% User Note: Tax Year and County options must be selected before selecting a District.

Tax Year: * County: | JEFFERSON v| *® D\slrict: *

4. Currently the Tax Rates are View Only.

Tax District Rate

# User Note: Tax Year and County options must be selected before selecting a District.

Tax Year: % County: [JEFFERSON v| * District: *

001 GENERAL 0.166
sC CO SCHOOL 0.585
F6 FD-OKOLONA 01

5. Selecting “
6. Selecting navigates back to the Home Page.

resets the form to search again.
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