
• Typ e  h t t p s : / / v e n do r s a l e s .w i l d l i f e . s t a t e . n m . u s  i n  t h e  b r ow s e r  
a d d r e s s  b a r  t o  a c c e s s  t h e  N e w  M e x i c o  G a m e  a n d  F i s h  Ve n d o r  
L i c e n s i ng  S ys t e m .  
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https://vendorsales.wildlife.state.nm.us/


 
• T h e  G l o b a l  A n n o u n c e m e n t  w i l l  r e g u l a r l y  h a v e  i m p o r t a n t  m e s s a g e s  f o r  a l l  

v e n d o r s  t o  v i e w .  
 
• S o m e o n e  w i t h  m a n a g e r  c r e d e n t i a l s  i n  t h e  s y s t e m  m u s t  l o g  i n t o  t h e  m a n a g e r  

l o g i n  s c r e e n  b e f o r e  a n y  u s e r  c a n  l o g i n .  T h e  m a n a g e r  l o g i n  p e r s i s t s  f o r  9  
h o u r s .  

 

Manager Login Screen 
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• T h e  M e s s a g e  F o r  V e n d o r  w i l l  h a v e  i m p o r t a n t  m e s s a g e s  f o r  i n d i v i d u a l  v e n d o r s  t o  
v i e w .  A  v e n d o r  w i l l  b e  a b l e  s e e  t h e s e  m e s s a g e s  a f t e r  a  m a n a g e r  l o g s  i n .  
 

• O n c e  a  m a n a g e r  h a s  l o g g e d  i n  ( n o t e  m e s s a g e  i n  g r e e n  a t  t h e  t o p ) ,  a  u s e r  m u s t  
l o g i n .  U s e r  l o g i n s  e x p i r e  a f t e r  3 0  m i n u t e s  o f  i n a c t i v i t y .  

 
• S t o r e  m a n a g e r s  a r e  r e s p o n s i b l e  f o r  e n s u r i n g  t h a t  a l l  u s e r s  i n  t h e i r  l o c a t i o n  a r e  

c u r r e n t  e m p l o y e e s  a t  t h a t  l o c a t i o n .  E m p l o y e e s  w h o  t r a n s f e r  f r o m  o n e  l o c a t i o n  t o  
a n o t h e r  m u s t  b e  i n a c t i v a t e d  a t  t h e  p r e v i o u s  s t o r e  a n d  n e w  c r e d e n t i a l s  c r e a t e d  
f o r  t h e  n e w  l o c a t i o n .  U s e r s  w h o  l e a v e  m u s t  a l s o  b e  i n a c t i v a t e d .  

User Login Screen 
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• N M D G F  r e c o m m e n d s  s e a r c h i n g  b y  t h e  c u s t o m e r ’ s  l a s t  n a m e  a n d  S S N - l a s t  4 .  T h i s  
w i l l  a l m o s t  a l w a y s  g e t  y o u  t h e  c o r r e c t  c u s t o m e r  a n d  t a k e  y o u  d i r e c t l y  t o  t h e i r  
a c c o u n t .  I f  m o r e  t h a n  o n e  c u s t o m e r  c o m e s  u p  o n  t h e  c u s t o m e r  s e a r c h  r e s u l t s  
s c r e e n ,  c l a r i f y  t h e  c o r r e c t  c u s t o m e r  b y  a s k i n g  f o r  d a t e  o f  b i r t h ,  w h i c h  i s  p a r t  o f  
t h e  C I N  n u m b e r  d i s p l a y e d .  T h e  C I N  n u m b e r  i s  D O B  w i t h  3  r a n d o m l y - g e n e r a t e d  
l e t t e r s ,  e x a m p l e :  1 0 2 7 1 9 7 0 - E I V  

 
• I f  y o u  u s e  a  d r i v e r ’ s  l i c e n s e  s c a n n e r  ( n o t  p r o v i d e d ) ,  y o u  c a n  c l i c k  i n  t h e  D L  

s c a n n e r  f i e l d  a n d  t h e n  s c a n  t h e  d r i v e r ’ s  l i c e n s e .  
 

Customer Search Screen 
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• W h e n  m u l t i p l e  c u s t o m e r s  a p p e a r  a f t e r  y o u r  i n i t i a l  s e a r c h ,  c l i c k  t h e  s e l e c t  l i n k  n e x t  t o  
t h e  c o r r e c t  c u s t o m e r  a f t e r  y o u ’ v e  v e r i f i e d  D O B .  

 
• I f  n o  C I N  n u m b e r  a p p e a r s  f o r  t h e  c u s t o m e r ,  y o u ’ l l  n e e d  t o  c o m p l e t e  t h e  r e g i s t r a t i o n  f o r  

t h e i r  a c c o u n t .  
 
• I f  n o n e  o f  t h e  l i s t e d  c u s t o m e r s  i s  c o r r e c t ,  y o u ’ l l  n e e d  t o  c l i c k  t h e  C r e a t e  a  n e w  

C u s t o m e r  l i n k  a t  t h e  b o t t o m  l e f t  t o  c r e a t e  a  n e w  a c c o u n t  f o r  t h e  c u s t o m e r .  
 

• D o  n o t  c r e a t e  a  n e w  a c c o u n t  i f  t h e  c u s t o m e r  a l r e a d y  h a s  o n e .  
 

 

Customer Search Results Screen 
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• W h e n  c r e a t i n g  a n  a c c o u n t  f o r  a  n e w  c u s t o m e r ,  y o u ’ l l  n e e d  t o  p o p u l a t e  a l l  r e q u i r e d  f i e l d s  o n  
t h i s  p a g e .  I f  a n y  r e q u i r e d  f i e l d s  a r e  l e f t  b l a n k ,  y o u ’ l l  s e e  a n  e r r o r  m e s s a g e  i n  y e l l o w  a t  t h e  
t o p  o f  t h e  s c r e e n .  
 

• R e q u i r e d  f i e l d s  a r e :  f i r s t  n a m e ,  l a s t  n a m e ,  d a t e  o f  b i r t h ,  s s n  ( l a s t  4  o n l y ) ,  r e s i d e n c y  s t a t u s  
( a n d  d a t e  i f  n m  r e s i d e n t ) ,  g e n d e r ,  h e i g h t ,  w e i g h t ,  e y e  c o l o r ,  h a i r  c o l o r ,  a d d r e s s ,  c i t y ,  s t a t e ,  
c o u n t r y  ( d e f a u l t s  t o  U S A )  a n d  p r i m a r y  p h o n e  n u m b e r .  

 
• C l i c k  S a v e  C u s t o m e r  w h e n  f i n i s h e d .  

 
 

Create a New Customer Screen 
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• T o  c o m p l e t e  r e g i s t r a t i o n  f o r  a n  u n r e g i s t e r e d  a c c o u n t  ( n o  C I N  n u m b e r  i n  c u s t o m e r  s e a r c h  
r e s u l t s ) ,  p o p u l a t e  a l l  r e q u i r e d  f i e l d s  o n  t h i s  p a g e .  I f  t h e  a c c o u n t  h a s  b e e n  m i g r a t e d  f r o m  
N M D G F ’ s  o l d  s y s t e m ,  m o s t  f i e l d s  w i l l  b e  p o p u l a t e d  b u t  y o u  s h o u l d  v e r i f y  w i t h  t h e  c u s t o m e r .  

• N O T E :  t h e  o l d  s y s t e m  d e f a u l t e d  t o  n o n r e s i d e n t ,  s o  n o t e  t h e  w a r n i n g  m e s s a g e  a t  t h e  t o p .  
R e s i d e n c y  s t a t u s  m u s t  b e  u p d a t e d  i f  t h e  c u s t o m e r  i s  a  N M  r e s i d e n t .  

• R e q u i r e d  f i e l d s  h a v e  a n  o r a n g e  a s t e r i s k  n e x t  t o  t h e m .  Y o u ’ l l  s e e  a n  e r r o r  m e s s a g e  i f  y o u  
m i s s  a n y t h i n g .  

• C l i c k  R e g i s t e r  w h e n  f i n i s h e d .  
 

Completing Registration for Existing Account  
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• R e s i d e n t  a c t i v e - d u t y  m i l i t a r y  a n d  v e t e r a n s  g e t  a  5 0 %  d i s c o u n t  o n  a l l  l i c e n s e s ,  s t a m p s ,  
e t c .  
 

• W h e n  y o u  s e e  t h i s  s c r e e n ,  a s k  t h e  c u s t o m e r  i f  t h e y  a r e  a c t i v e - d u t y  m i l i t a r y  o r  a  
v e t e r a n .  
 

• C l i c k  t h e  a p p r o p r i a t e  b u t t o n .  ( N o ,  A c t i v e  D u t y  o r  V e t e r a n )  
 
• N o t e :  i f  t h e  c u s t o m e r  d o e s  q u a l i f y  f o r  t h i s  d i s c o u n t  b u t  t h e  s y s t e m  d i d  n o t  

a u t o m a t i c a l l y  p r o m p t  y o u  t o  c l a i m  i t ,  t h e n  y o u  o r  t h e  c u s t o m e r  c a n  c a l l  t h e  N M D G F  
o f f i c e  s o  w e  c a n  m a n u a l l y  a p p l y  t h e  d i s c o u n t  t o  t h e  c u s t o m e r ’ s  a c c o u n t .  

 

Resident Active-Duty or Military Veteran Discount 
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• I f  y o u  c l i c k  a c t i v e  d u t y  o r  v e t e r a n  o n  t h e  p r e v i o u s  s c r e e n ,  y o u ’ l l  n e e d  t o  h a v e  
t h e  c u s t o m e r  a g r e e  t o  t h e  t e r m s  o n  t h i s  p a g e  b e f o r e  c l i c k i n g  t h e  C l a i m  
b u t t o n .  
 

• A t  a  m i n i m u m ,  y o u  m u s t  s a y :  “ D o  y o u  c e r t i f y  t h a t  y o u  a r e  a c t i v e  d u t y / v e t e r a n  
a n d  t h a t  y o u  c a n  p r o v i d e  v a l i d  p r o o f  o f  s e r v i c e  u p o n  r e q u e s t ” .  
 

• O n c e  t h e  d i s c o u n t  h a s  b e e n  c l a i m e d ,  t h e  a v a i l a b l e  V L S  i t e m s  s c r e e n  w i l l  
d i s p l a y  t h e  d i s c o u n t e d  p r i c e s  f o r  a l l  i t e m s .  

  

Discount Claim Screen 
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• C l i c k  O r i g i n a l  t o  v e n d  l i c e n s e s ,  p e r m i t s  a n d  s t a m p s .  
 
• C l i c k  R e p r i n t  t o  r e p r i n t  a n  e x i s t i n g  l i c e n s e  f o r  a  c u s t o m e r .  N o t e :  S O M E  

l i c e n s e s  ( i n c l u d i n g  d r a w  l i c e n s e s )  a r e  o n l y  a v a i l a b l e  t o  r e p r i n t  i f  t h e  
c u s t o m e r  i s  i s s u e d  a  d u p l i c a t e  t a g .  

 
• C l i c k  V o i d  t o  v o i d  a  t r a n s a c t i o n  t h a t  h a s  b e e n  p r o c e s s e d  w i t h i n  t h e  p a s t  8  

h o u r s .  I f  t h e  t r a n s a c t i o n  w a s  p r o c e s s e d  m o r e  t h a n  8  h o u r s  p r e v i o u s l y,  
y o u ’ l l  n e e d  t o  c o n t a c t  N M D G F  a t  8 8 8 - 2 4 8 - 6 8 6 6  t o  h a v e  u s  v o i d  i t .   

Customer Home Screen 
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• A f t e r  c l i c k i n g  o r i g i n a l  o n  t h e  c u s t o m e r  h o m e  s c r e e n ,  y o u ’ l l  s e e  a l l  a v a i l a b l e  
p r o d u c t s  t h e  c u s t o m e r  i s  e l i g i b l e  t o  p u r c h a s e .  ( T h i s  i s  a  p a r t i a l  s c r e e n s h o t )  

 
• C h e c k  t h e  ( a d d  t o  o r d e r )  b o x  n e x t  t o  e a c h  p r o d u c t  y o u  w a n t  t o  a d d  t o  t h e  o r d e r .  T h e  

$ 1  v e n d o r  f e e  i s  c h e c k e d  b y  d e f a u l t .  
 
• C l i c k  o n  R e v i e w  O r d e r  l o c a t e d  a t  t h e  b o t t o m  o f  t h e  s c r e e n  a f t e r  y o u  h a v e  s e l e c t e d  

a l l  t h e  p r o d u c t s  t h e  c u s t o m e r  w a n t s  t o  p u r c h a s e .   
  

Available VLS Items Screen 
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• I f  a d d i n g  a n y  t e m p o r a r y  l i c e n s e  t o  a n  o r d e r ,  t h e  s y s t e m  r e q u i r e s  a  b e g i n n i n g  
d a t e .  Yo u ’ l l  s e e  a n  e r r o r  m e s s a g e  i f  y o u  f a i l  t o  e n t e r  t h e  b e g i n n i n g  d a t e .  
 

• F o r  a l l  c u s t o m e r s ,  a  o n e - d a y  a n d  f i v e - d a y  f i s h i n g  l i c e n s e  i s  a v a i l a b l e .  F o r  
n o n r e s i d e n t s  a  t e m p o r a r y  g a m e  h u n t i n g  l i c e n s e  ( 4 - d a y )  i s  a l s o  a v a i l a b l e .    

Temporary Licenses 
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• W h e n  a d d i n g  a n y  h u n t i n g ,  f i s h i n g  o r  t r a p p i n g  l i c e n s e  t o  a n  o r d e r ,  w h e n  y o u  
c l i c k  t h e  r e v i e w  o r d e r  a t  t h e  b o t t o m ,  y o u ’ l l  s e e  t h i s  p o p u p .  ( C l i c k  O K )  

• T h e  h a b i t a t  s t a m p  i s  o n l y  r e q u i r e d  o n  f o r e s t  s e r v i c e  a n d  B L M  l a n d s  w i t h  a  
f e w  e x c e p t i o n s .  

• T h e  h a b i t a t  m a n a g e m e n t  a n d  a c c e s s  v a l i d a t i o n  w i l l  a u t o m a t i c a l l y  b e  a d d e d  t o  
t h e  s h o p p i n g  c a r t  w i t h  t h e  f i r s t  p u r c h a s e  o f  a  h u n t i n g ,  f i s h i n g  o r  t r a p p e r  
l i c e n s e .  I t  i s  r e q u i r e d  a n y w h e r e  i n  N M ,  a l s o  w i t h  a  f e w  e x c e p t i o n s .   

• I f  s e l e c t i n g  a n y  g a m e  h u n t i n g  l i c e n s e ,  t h e  h a r v e s t  i n f o r m a t i o n  p r o g r a m  
n u m b e r  w i l l  a l s o  a p p e a r  o n  t h e  p o p u p .  T h i s  i s  r e q u i r e d  f o r  h u n t i n g  o f  
m i g r a t o r y  g a m e  b i r d s ,  a n d  r e q u i r e s  c o m p l e t i o n  o f  a  s u r v e y  r e g a r d i n g  t h e  
p r e v i o u s  y e a r ’ s  h u n t i n g  i f  s e l e c t e d .   

Required Stamps 
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• I f  a  g a m e  h u n t i n g  l i c e n s e  i s  a d d e d  t o  a n  o r d e r ,  y o u ’ l l  s e e  t h i s  p o p u p .  
 
• A s k  t h e  c u s t o m e r  i f  t h e y  c a n  l e g a l l y  p o s s e s s  a n d  h u n t  w i t h  a  f i r e a r m  i n  N e w  

M e x i c o  a n d  s e l e c t  t h e  a p p r o p r i a t e  r a d i o  b u t t o n  a n d  c l i c k  S a v e .  

Firearm Eligibility Notice 
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• C e r t a i n  b i g - g a m e  l i c e n s e s  r e q u i r e  a  h u n t  c o d e ,  i n c l u d i n g  p r i v a t e - l a n d  d e e r  
( n o n r e s i d e n t s  w o u l d  a l s o  s e e  q u a l i t y  p r i v a t e - l a n d  d e e r ) ,  p r i v a t e - l a n d  b a r b a r y  
s h e e p ,  p r i v a t e - l a n d  o r y x ,  p r i v a t e - l a n d  p r o n g h o r n  a n t e l o p e  a n d  j a v e l i n a .  

 
• Yo u ’ l l  f i r s t  n e e d  t o  s e l e c t  t h e  w e a p o n ,  1 = a n y  l e g a l  w e a p o n  ( r i f l e ,  m u z z l e l o a d e r ,  

c r o s s b o w  o r  b o w ) ,  2 =  b o w  o n l y ,  3 = m u z z l e l o a d e r  ( o r  c r o s s b o w  o r  b o w )  
 
• A f t e r  s e l e c t i n g  t h e  w e a p o n ,  y o u ’ l l  c h o o s e  t h e  h u n t .  T h e  e n t i r e  h u n t  c o d e  i s  

d i s p l a y e d  i n  t h e  d r o p - d o w n  l i s t ,  w i t h  t h e  h u n t  d a t e s ,  u n i t  a n d  b a g  l i m i t .  
 
• N o t e :  C u s t o m e r s  w h o  p u r c h a s e  o v e r - t h e - c o u n t e r  p r i v a t e - l a n d  l i c e n s e s  m u s t  

p o s s e s s  w r i t t e n  p e r m i s s i o n  b e f o r e  e n t e r i n g  p r i v a t e  l a n d s .  ( n o t  r e q u i r e d  t o  
p u r c h a s e  l i c e n s e )   

Big-Game Licenses 
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• A c u r r e n t - y e a r  g a m e  h u n t i n g  l i c e n s e  i s  r e q u i r e d  f o r  a n y  b i g - g a m e  o r  t u r k e y  
l i c e n s e  p u r c h a s e .  I f  a d d i n g  a  b i g - g a m e  o r  t u r k e y  l i c e n s e  t o  a n  o r d e r ,  y o u ’ l l  
s e e  t h i s  p o p u p  i f  t h e  c u s t o m e r  d o e s n ’ t  h a v e  a  g a m e  h u n t i n g  l i c e n s e .  

  
• C l i c k  O K  a n d  t h e n  c l i c k  e d i t  s e l e c t i o n  t o  g o  b a c k  t o  t h e  a v a i l a b l e  V L S  i t e m s  

s c r e e n  a n d  a d d  t h e  g a m e  h u n t i n g  l i c e n s e  a n d / o r  a p p r o p r i a t e  s t a m p s .  
 

• I f  r e q u i r e d ,  t h e  h a b i t a t  m a n a g e m e n t  a n d  a c c e s s  v a l i d a t i o n  w i l l  a u t o m a t i c a l l y  
b e  a d d e d  t o  t h e  s h o p p i n g  c a r t  a f t e r  t h e  g a m e  h u n t i n g  l i c e n s e  h a s  b e e n  
a d d e d .  

Game Hunting License  

16 



• O n  t h e  r e v i e w  o r d e r  s c r e e n ,  y o u  w i l l  r e v i e w  w i t h  t h e  c u s t o m e r  t h e  i t e m s  t h e y  
a r e  p u r c h a s i n g .  I n  t h i s  e x a m p l e ,  t h e  c u s t o m e r  i s  a  r e s i d e n t  p u r c h a s i n g  a  
g a m e  h u n t i n g  l i c e n s e ,  a  s p r i n g  t u r k e y  l i c e n s e ,  h a b i t a t  m a n a g e m e n t  a n d  
a c c e s s  v a l i d a t i o n  ( H M AV )  a n d  h a b i t a t  s t a m p ,  w i t h  t h e  v e n d o r  f e e  a d d e d .  

  
• C l i c k  A d d  T o  C a r t  i f  t h e  o r d e r  i s  c o r r e c t ,  o r  E d i t  S e l e c t i o n  t o  a d d  o r  s u b t r a c t  

i t e m s  b y  c h e c k i n g  o r  u n c h e c k i n g  t h e  a p p r o p r i a t e  b o x e s  o n  t h e  a v a i l a b l e  
i t e m s  s c r e e n .    

Review Order Screen 
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• O n c e  y o u  c l i c k  a d d  t o  c a r t ,  y o u ’ l l  s e e  a  m e s s a g e  i n  g r e e n  i n d i c a t i n g  t h a t  t h e  

o r d e r  h a s  b e e n  a d d e d ,  a n d  y o u ’ l l  s e e  a  g r e e n  s h o p p i n g  c a r t  i c o n  a t  t h e  t o p ,  
w i t h  o n e  o r  m o r e  i t e m s  i n  i t .  

 
• C l i c k  t h e  g r e e n  S h o p p i n g  C a r t  i c o n  t o  c o n t i n u e .  

Items Added to Shopping Cart 
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• I n  t h e  s h o p p i n g  c a r t  s c r e e n ,  y o u  w i l l  h a v e  t h e  o p t i o n  t o  E d i t  o r  D e l e t e  t h e  
o r d e r  o n  t h e  r i g h t ,  c l e a r  t h e  c a r t  a t  t h e  b o t t o m ,  o r  c l i c k  t h e  C h e c k o u t  b u t t o n  
t o  p r o c e s s  t h e  p a y m e n t .  

Shopping Cart  
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• O n  t h e  c h e c k o u t  s c r e e n ,  y o u ’ l l  n e e d  t o  h a v e  t h e  c u s t o m e r  a c k n o w l e d g e  t h e  t e r m s  o f  
a g r e e m e n t .  

• A t  a  m i n i m u m ,  y o u  s h o u l d  s a y :  “ D o  y o u  a c k n o w l e d g e  t h a t  y o u  a r e  s u b j e c t  t o  a l l  
g a m e  a n d  f i s h  r u l e s  a n d  r e g u l a t i o n s ? ” .   

• C h e c k  t h e  b o x  i f  t h e y  a g r e e .  O n c e  t h e  b o x  i s  c h e c k e d ,  t h e  p a y m e n t  o p t i o n s  w i l l  
a p p e a r .   

• I f  p r o c e s s i n g  a  c r e d i t  c a r d  p a y m e n t  t h r o u g h  t e r m i n a l  ( n o t  t h r o u g h  o u r  s y s t e m ) ,  o r  
a c c e p t i n g  a  p h y s i c a l  c h e c k  ( a l s o  n o t  t h r o u g h  o u r  s y s t e m )  y o u ’ l l  n e e d  t o  s e l e c t  
c a s h .  

• A  m e s s a g e  w i l l  a p p e a r  t h a t  s a y s  a  c a s h  p a y m e n t  r e c o r d  w i l l  b e  c r e a t e d ,  c l i c k  
C o n t i n u e  a n d  t h e n  y o u ’ l l  r u n  t h e  c r e d i t  c a r d  o n  y o u r  t e r m i n a l .  

 

Terms of Agreement 
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Issuing Carcass Tags 
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 This process must be completed prior to printing the licenses(s) for any big game or turkey license 

sale, or duplicate tag. 
 
 First, enter the control number at the top left of the tag and click Continue Tag 1 of 1. 



Carcass Tags (cont.) 
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• Verify control number on screen matches tag-click Entered Wrong Control Number if you need to go back and correct it. 
 
• Clearly write the information on the screen in all fields on the tag with a thin sharpie. Do not write in cursive. VENDORS WILL NOT BE REQUIRED TO COMPLETE 

THE TOP PORTION, and must cross this portion out as shown. When finished, the tag should look exactly like what’s on the screen. 
 
• Click Tag Completed 1 of 1 if the tag looks acceptable. Repeat for all tags in the order if the customer purchased more than one big game license.   
         
         Only one control number will need to be entered if the order includes the purchase of a spring turkey or cougar license.  

 
• If there’s a mistake or for any reason the tag can’t be issued, click Unusable-Not issued. Do not discard the tag!!! Return all unusable tags to the Department.  

 
 



Order Successfully Processed 
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 Once you’ve completed the transaction and/or issued all tags, you’ll be able to click Print License  
      You must print the license every time you issue tag(s).  
 
 After printing the license, you’ll need to go back to the tab that says order complete to Print Receipt. 

 
• Once you’ve printed the license and receipt for the customer and issued any tags, click the Home tab 

at the upper left to exit the customer’s account.  
 

• Note: if you click Done, you’ll go back to the customer’s home screen. 
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