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Industrialized Buildings Seals Online Purchase System
https://dmz1.dhcd.virginia.gov/TASO/TASOSeal/Default.aspx
January 27, 2011
1. User Login and Profile Creation
Users will need to login to the Seals Online Purchase system to gain access to their profile and have the ability to purchase industrialized buildings seals. Fig. 1.1 below shows the initial login screen.  For first time users to the online system you will need to click the link referenced by #1 and proceed to section 1.2 of the user’s manual to set up your profile.  If you are a returning user follow the directions under section 1.1.  In order to receive a reminder of your password via email click on the link shown by reference #2 in fig. 1.1 and proceed to section 1.3 of the users manual.
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Fig. 1.1
1.1 Existing User Login

Enter your email and password into the text boxes in Fig. 1.1 and click the ‘Logon’ button.

1.2 New User Login

1.2.1 Check for Previous User Records

New users will need to locate their user profile the first time they enter the system.  Enter your last name, driver’s license number and/or your social security number into the appropriate text boxes shown in Fig. 1.2 below.  Your social security number is only used to search for an existing profile.  Click the ‘Submit’ button and the system will attempt to locate your records.  If your records are not located you will be directed to a form that will allow you to create a new profile.  Directions for setting up your new profile are found in the following sections beginning with section 1.2.2.  If your existing records are found then you will be directed to the same form in section 1.2.2 but your information will already be populated.  Check the information for accuracy before you submit.  All fields labeled with a ‘ * ‘ are required information.
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Drivers License Number™:

SSN/FEIN: -

‘Submit





Fig. 1.2

1.2.2 Sign Up for the online system
The sign-up form shown in Fig. 1.3 below includes Authentication, General Information, Work Information, and Personal Contact Information sections. Fill in all required fields and click ‘Submit’ button to sign up. Note: your driver’s license number will be used as a unique identifier for your profile.
[image: image4.png]Please complete or verify the information below, and click the "Submi
Authentication:
E-mail™:

Confirm E-mail*:

Password™:

Confirm Password™:

Secret Question™:

Answer™:

General Information:

Salutation:
First Name™:

Last Name™: lAbed

Drivers License™: 1323333332333
Gender: [Omale CJremale

Work Information:

Twork for™: VA state, Local Code Enforcement Office
Olother

Job Title™:

Title Begin Date™:

Work Address 17

Work Address 2:
City™
State™: VA ¥

‘Work Phone™: -

Fax: S S

Company Website:

Personal Contact Information:
Home Address:
City:

State: VA ¥] zip Code: -





Fig. 1.3
1.3 Password Reminder
Enter your email, select a secret question and enter your answer to the selected question which you used to initially sign up for the online system into the appropriate fields as shown in Fig. 1.4. If your entries match our database, then an email with your password will be sent to you.
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Confirm E-mail*:

Secret Question®:
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Fig. 1.4
2. Navigating the site
The navigation menu is located on the left side of the screen as shown in Fig. 2.1.  Use these links to traverse throughout the system. General information for each link will be discussed below and then each section will be broken down into its individual screens and purpose.
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Fig. 2.1

Seals Home: The link will bring you back to the initial message screen.

Purchase Seals: Through the link, you can place a seals purchase order.

Update Profile: All the profile information is available to be updated as needed. 

Contact Us: Email addresses and phone numbers for the Seals office can be found on this page.
TASO Home: You can access the other two DHCD online systems from the link.
3. Seals Home
The Seals Home link will bring you back to the start screen of the system.  A welcome message will be displayed in the page. See Fig. 3.1 below.

[image: image7.png]Welcome to Department of Housing and Community Development
Industrialized Building Seals Online Purchasing Serrvice.

1f you would like to purchase Industrialized Building Seals dlick on the purchase seals link at the left of
your screen. If you need assistance navigating this site, please contact Jim Davidson at (804) 3717173
‘or via email Jim.Davidson@dhcd.virginia.gov





Fig. 3.1

4. Purchase Seals
4.1 Order Information

Fig. 4.1 shows the order information. First step is to select a Compliance Assurance Agency (CAA).
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Jim Davidzan at (804)371-7173 or via amsil Jim.Davidzon @hed virginia.gov





Fig. 4.1

After selecting a CAA, a list of manufacturers will be displayed. Note: If you cannot find your Compliance Assurance Agency or Manufacturer in the dropdown boxes, please contact Jim Davidson at (804)371-7173 or via email jim.davidson@dhcd.virginia.gov. 
Enter the number of seals you want to purchase in the ‘Quantity’ field. The Total Amount will be calculated for you automatically. 
4.2   Payment Information

Select the payment method for your order, Check, Cash and Credit Card. See Fig 4.3 below.
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Pay By™: [Jcash [Jcheck []Credit Card
Billing Information=: (] same As Work []Same as Home []Other





Fig. 4.3
If your selection is Cash or Check, you will get a payment ticket after you click ‘Next’ button and the ‘Submit’ button in the confirm screen. Please print the ticket and mail it with your check or money order to the address listed in the ticket. We will not send out seals until we receive your payment.
If you would like to pay for your order by credit card, please select ‘Credit Card’ and fill in all required information. See Fig. 4.4 below. We accept three major credit cards, Visa, MasterCard, and AMEX. 
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Pay By™: []cash [JCheck [ Credit Card
Card Type™: ]
Card Number=:
CUN/CID=: [}
Expiration Date=:[01 ¥] /[2010 ¥

Billing Information=: [JSame As Work []Same as Home

Billing Contact First Name=:

Billing Contact Last Name=:

Billing Company=:

Billing Address 1%

Billing Address 2:

City™:

State™: VA %] zip Code™:





Fig. 4.4

After entering all required fields, and confirming your payment information, you will see your receipt in the next screen. Please print out your receipt for your records. We will mail the seals within 7 business days after we receive your payment.
4.3 Shipping Information

The shipping information section allows you to select your preferred shipping method for your seals once your order gets processed. See Fig. 4.5 below
[image: image11.png]‘Shipping Information
‘Shipping Method*: [JFedex [Jups [Jus Mail [1DHCD Certified Mail





Fig. 4.5

If you select Fedex or UPS as your shipping method, you will need to provide an account number. See Fig. 4.6
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Fig 4.6

5. Update Profile
Changes to your profile should be made anytime there is a change in your work or home address or other information. You will see the same form as Fig 1.3. 
6. Contact Us

Contact Information for our seals office staff can be found in this section of the system.  The contact information is displayed as shown in Fig. 6.1 below.

[image: image13.png]Contact Information

Phone: 804.371.7160
Fax: 804.371.7002

State Building Codes Administrator: Clinton Wallace
Clinton.Wallace@dhed.virginia.gov
Phone: 804.371.7161

Business Manager Jim Davidson
Jim.Davidson@dhed.virginia.gov

Phone: 804.371.7173





Fig. 6.1

7. TASO Home

Three online systems will be listed in the page. See Fig 7.1 below. You can access the other two systems without logging on again.
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Fig. 7.1
























































































































































































































































































































































































































































































































































































































































































































































































































































