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ANSWERS TO QUESTIONS RAISED  

Can we upload road test requests? 
No, you won't upload road test requests.  Request will be made from within the system.  You will 
select from a list of your eligible students and submit a request. 
 
After students get their license, will they be removed from list for our school? It 
seems that over the years we will have a disaster on our hands with useless lists. 
Students will be removed from the active view within eServices and only visible when you 
proactively select history.   
 
Although we are now going to be entering module information via the portal, we 
should still be keeping the signed paper copies of the modules, correct? 
Yes, you need to keep the signed attendance sheets for each module as part of your permanent 
record. 
 
What if I don't have 10 Students for road test? 
If you don't have 10 students, you may book through the contact center for up to 6 road test 
transactions per call or you may have your students book their own road tests on the web. 
 
Are we going to be able to upload classroom attendance and driving hours? or is 
that all manual? 
It is anticipated that upload options for classroom attendance and driving hours will be available 
by June 1. 
 
Are we going to uses the same column to schedule JOL and non JOL? 
Yes.  Anyone in the school account that is eligible will show up on the list. 
 
Are you saying we will need to re-CORI our instructors every 90 days? 
No.  We can use the current form for the term of the license, we will run a new CORI if it is over 
90 days since the last CORI was run. 
 
Are you working on allowing electronic signatures for sign ins? 
Not at this time. 
 
Assuming a student can update their own email? 
A student may update their profile information at myRMV.  They will not have access to 
eServices. 
 
Can a parent pay the $85 license fee and $15 certificate fee at the same time? 
Not at this time. 
 
Can additional payments be added through the import? 
Yes 
 
Can all of the vehicle plate numbers that we have at our school be added previous? 
Vehicle plate numbers will need to be added per on road session.  They will not be stored in the 
system until Release 2 in November 2019. 
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Can an instructor work for more than one driving school? 
Yes. 
 
Can I cancel a student from a submitted alternative hours road test list which is 
not yet confirmed? 
Yes, you may edit a submitted list that has not yet been confirmed.  This will allow you to delete 
a student from that list. 
 
Can student take a road test pending their lawful presence approval? 
A student may take the road test before proving lawful presence but it is not recommended. 

Can students info be edited once submitted 
Some, but not all of the student information can be edited once submitted.  .   
 
Can we pay RMV transactions  with a credit card? Municipality will not give us 
access to banking accounts or routing #s. 
You will have the ability to assign someone in the school business office a log on to make 
payments only. And you can pay using a credit card. 
 
Can we use a placeholder email for students since we haven't been collecting email 
addresses for students in the past? 
No. 
 
Confused about having out of state license but have MA driver instructor cert. 
Certs do not have numbers. I have an employee with RI license, so would I put 
their RI license number? 
Yes, you would include their RI license number.  In the past we have assigned an "S" number to 
those instructors. 
 
Do we enter all current instructors on the 26th? 
All current instructors that have listed their current employment on their instructor application 
will be loaded to your account. 
 
Do we have to assign other driving instructors for access? 
No.  There are 3 levels of access.  Administrator, Office Staff and a Financial Only log on. 
 
Does each auto school staff member need a profile whether or not they are 
accessing ATLAS? 
Yes.  That will be the requirement for "add employee"   
 
Does the RMV need to know the exact time the student drove? 
Yes, that is current policy. 
 
Will students be able to see which modules they have or haven't taken and see 
their on road instruction times? 
Students will not have access to the eServices portal to view this information. 
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Does all of this information and the previous webinar take the place of the State 
Book? 
The bound book is no longer required. The ATLAS eServices Portal takes the place of the student 
record cards.  You still must maintain the sign in sheets. 
 
How and who will pay for the Instructor fee of 25 dollars? 
The Instructor will be able to submit their application and pay online. 
 
How do we differentiate instructor vs instructor trainee?  Once the instructor 
becomes certified, will that certification show up n ATLAS? 
Instructor will appear in account.  Trainees will not appear until professional credential is 
issued. 
 
How do we handle mistakes? If DOB is wrong and we need to fixed it throughout 
the process, or module was missed and attended different day but we caught it 2 
weeks later. 
Incorrect DOB will error off.  Administrator will have ability to delete submission. 
 
How do we handle students who want to use our services for road tests who come 
from other schools? 
If a student wants to use your school for road tests, the RMV will need to be contacted to 
transfer the records from one school to yours.   
 
How do you add the non certificate student when they just pay for one class. 
They should be added via the "add student" function.  If the only on road lessons you will enter 
what an individual lesson cost 
 
How does a school district complete this function? 
They will use the financial only log on which can be assigned to the school business office. 
 
How does an instructor initially log on and set up a password for his/her account? 
The instructor will access their account for myRMV from the main RMV web page to renew their 
certification.   
 
How many days after the module can you add class to system? 
The policy is all training must be entered within 7 days of the class or road lesson. 
 
How soon before a test student needs to be completed. How long will it take certs 
to show up in a system 
Once a student has completed the educational and driving requirements the driving school will 
be able to self certify the student for a driving certificate.  Once the fee for the driving certificate 
is paid, the student will be shown in the system as certified and available to select a road test. 
 
How do parents submit their 40 hour log information to the Registry? 
We are not capturing that form.  They are required to sign an affirmation on the road test 
application that their child has completed the 40 hours. 
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Can I enter a module for multiple students at once? Like I can do with the 
attendance? Or does it need to go one by one for each module? 
You will select the module and instructor and then check next to each student that completed it. 
 
If a student misses an appointment and has to be charged a fee for missing that an 
appointment how does that get noted? Or does it? 
If the student misses a road test appointment they will be charged the fee and it will be in their 
account.  They will be able to access it through myRMV and pay that fee. 
 
If a student started a year ago, does the driving school have to enter their 
information into the portal within 60 days of March 26, 2018 or can they still 
certify them by mail after the 60 day transition? 
No certifications will be done outside of the eServices Portal after June 1.   
 
If I enter a wrong permit number on the e-portal, will I get an automatic error 
report 
If the birthdate of the student does not match the permit number added, you will receive an 
error 
 
If our school has more than 20 students for a given road test, do we still run the 
risk of having a smaller company with 10 students join us for a joint road test or do 
we need to agree to combining? 
You will not be combined with another school unless you agree to it. 
 
If parent has multiple children going thru same school how is that handled? 
The parent class can be added by the school for each student.  Should note on the parent class 
sign in that the parent is attending one class for both students 
 
If we make changes to a submitted road test list, will we lose our submission place? 
and be send back at the end of the line? 
No, Road Test will work your test in the original order of submission. 
 
If you have more than 1 locations how will we know which location was attended 
by the student? 
It is the responsibility of the school to track which location a student has taken a class at. 
 
In addition to adding drivers ed students, are we required to also add commercial 
students that do not want to take drivers ed? 
Yes. The portal replaces the bound book. 
 
Is instructor for parent class required? 
Yes 
 
Is there a trick to tell if a Parent has previously taken the parent class with another 
child in the last 5 yrs.? 
The school will be able to search historical records to identify the date the parent previously took 
the class.   
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It seems to me that instructors should enter information upon the completion of a 
lesson or module.  Will instructors be allowed to enter an on the road lesson from 
a mobile device? 
The eServices portal is a web based system.  If an instructor has been provided access to the 
system by the administrator, it would be possible to enter information from a mobile device. 
 
Many of our students enroll prior to being 15 and 9 months but will not start class 
until they are 15 and 9. how can we upload them 
The students can be uploaded to the system without their permit.  The school may update their 
information with the permit number when it is received 
 
Many of our students take approximately 5 months to complete the drivers 
education program, how will we handle the certification if its past the 60 days 
transition. 
The RMV has allowed for the 60 day transition period. We will assess any issues at that time. 
 
On the 10 Alt Hrs. Req is the RMV matching us up with another school or do we 
need to find another school to meet the 20. Also which school would be going first? 
It is the responsibility of the driving schools to form their collaborations for alternative hours 
road tests. 
 
On the 10 day drivers ed class, how do we put the 1.5 modules a day? 
Only complete modules can be entered.  If 1.5 modules have been taught, only one module has 
been completed and can be entered. 
 
Parents sometime enter their personal email and not students. Does RMV portal 
allows same email entered for 2 different student accounts? 
Parents can put their email for students.  The portal will allow the same email for 2 different 
accounts. 
 
Parents who take the parent class at another school can we see that or? 
If a parent took the parent class was taken at another school the RMV will facilitate transfer of 
that information 
 
School Districts work on a warrant process and can't pay a bill on the same day it is 
issued.  The warrant process takes time. 
You will be allowed to issue certificates and book road test without the payment being required 
that day.  The account will show a debt and you will be allowed to pay at a later date. 
 
Do Adult Drivers automatically go into the history section after they have finished 
their driving hours? 
Yes and they are issued a license.   
 
So we are filling out the CORI form on paper, getting it notarized and then 
scanning into our computer to then upload? 
Yes.   
 
The Parent Class and Final Exam requirements will be listed under the Modules 
Completed 
Yes.  They are considered module 16 and 17. 
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The people that you added into the module, was that a list of all our students in our 
school? the list of 40 people.  if we had 500 people in the system would it show 500 
people then we have to go through all 500 people to add each one? 
Students who have received their driver education certificates are the only ones you will see in 
the system on March 26. You are only adding module and on road information for students who 
enroll after March 26th. 
 
There's been a lot of talk regarding off hours road tests.  What about on hours road 
tests.  Will there be a way for driving schools to schedule road tests for say three 
students for on hours road test??? 
That process remains the same.   
 
We have students that have no email, what do you put in this field it is required? 
All students must have an email. 
 
What about payments related to the other services that school provides (i.e. 
additional lessons, no shows, ...)? 
Fees for services provided should be entered into the portal.  Fees for missed lessons do not 
need to be entered within 21 days of being collected. 
 
What about the adults that don't take lessons, but want to do Road Test? It's the 
same process? 
Yes. 
 
What are bulk fees? 
Bulk fees are the fees charged for Alternative Hours road tests. 
 
What are timings for the off hours Road test, For instance do I have to submit 
today for the weekend of 3/18. 
The process remains the same -- submissions will be for road tests 2 weeks in the future 
 
What do we enter for parent class info when we receive a certificate from a current 
student with a sibling that went to a different school and the parent attended at 
that other school 
Administrator will verify paperwork and will enter the date it was taken. 
 
What happens if a module is split up between to days? If the student leaves class 
early or an evening class that splits up the modules? 
You should enter the date that the student completes the module. 
 
What happens with bounced checks ? 
That Payment can be deleted. 
 
What if a student does not have an email address? 
Email is required.  They can create an email or use a parents email.  That will be the email we 
will send all communication to the student. 
 
What if office employee is not a teacher? Do they have to have a Cori done 
Yes.  All employees are subject to  the CORI check. 
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WHAT IF THE EMAIL IS not accurate or there was a typo? 
There is not validation.  If the email is invalid we would have record of the bounce back. 
 
What is the time frame for completed driver's ed and being eligible for the road 
test? 
Once a certificate is issued and all the requirements are met they will become eligible for a road 
test. 
 
What will be the best time and day to submit an Off Hours Request for Road Tests? 
It is our expectation that we will have the resources to provide road tests for those requested.  
Requests will be accepted anytime after March 27th.  Road tests will be scheduled on Monday 
and Tuesdays of each week for the 2nd weekend out. 
 
What would be the process if the owner is an instructor and has an out of state 
driver's license? 
Same as a MA instructor with the exception that you would include your out of state record 
checks. 
 
When a student gets their permit, can the RMV update the record automatically?   
Not at this time. 
 
When entering class attended info, can more than one module be entered at a 
time? For accelerated classes it would otherwise require each student being 
entered 3 separate times. For a class of 40 that would be 120 entries per class 600 
entries per course 
No.  You are selecting the instructor and module then the complete student roster will give you 
the ability to select all, filter or check each name that completed the class. 
 
When paying for DE certificates; is payment made in 1 lump sum by the driving 
school or can we submit individual's personal checks for each name on the list 
submitted for certificates? 
Lump sum.  No one should be using a customer’s check information to pay the certificate fee. 
 
When we try to book for the alternative Road test, in the eligible list will it show us 
if they another "exam booked" or any other problem that will prevent them from 
taking the Road test. 
If a student has booked another test, they will not show as eligible for a road test.     
 
Where do we put documentation about additional fees owed due to bounced 
checks? 
That is a fee you would list on your fee chart posted in the office, it would not need to be entered 
into the Portal.   
 
Why do non certified drivers with active licenses have to be logged into the system 
if they are just doing brush up driving sessions? 
Any student receiving services from a driving school needs to be included in the system. 
 
Why does an instructor need a login? 
An instructor will only need a log in if the school wants them to enter information into the 
eServices Portal. 
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Why is it necessary to include the cost of the course? 
The requirement is not for the cost of the course, but for the amount of money the student has 
paid to the school. 
 
Will a "Gift Card" payment be available? 
I'll check on that. 
 
Will road test fees be collected from students prior to road test request being 
submitted? 
While it students are strongly encouraged to prepay their road test fee before the test, it is not 
required.  Students will be able to pay fees due online through myRMV. 
 
Will students be able to login to myRMV to view their progress? 
No, the students will not be able to log into the eServices portal to see their progress. 
 
Will students have access to, ability to edit, or rights to control their info.? 
No, students may access certain parts of their RMV record (address, email, phone number), they 
do not have access to the eServices portal 
 
Will the process for scheduling off hours road tests remain the same? 
Requests for alternative hours road tests will be made through the eServices portal starting on 
March 27th.  While the process for scheduling will remain the same by the Road Test 
Department, requests may be submitted at any time. 
 
Will there be a way to issue a parent certificate   and  also, research for it  when 
they lose it?  
The eServices portal will mean the Parent Certificate is electronically stored in the system and 
can be searched for by a past student. 
 
Will there be any area to put phone numbers for the students? 
We are currently only capturing email. We can add the phone number to the parking lot. 
 
Will we be able to schedule tests for students who were certified at another school? 
You will only be able to schedule tests for these students if they have transferred to your school. 
 
Will we be able to upload road lessons completed from a third party system such 
as schedule2drive.com ?  
The RMV is working to allow this by June 1, but this functionality will not be available on March 
26. 
 
Will we have to submit for a CORI every 90 days for every employee? 
No.  If an employee or instructor has a CORI on file they do not require a new CORI unless they 
are submitting an application as part of a school license renewal or instructor application. 
 
Will we know if a student has a road test booked somewhere else? 
A student with a road test booked somewhere else will not show up as eligible for you to select 
for a road test. 
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Will we need to add any students who have started prior to march 26th but have 
not yet finished? or will we only be required to add students starting on or after 
march 26? 
Only students who enroll after March 26th are required to have all information entered into the 
Portal.  We have a process in place during the 60 day transition period to process certificate 
request as we do today. 
 
Will we receive a layout for the student excel spreadsheet ahead of time so we can 
start getting ready to upload? 
This layout was sent with the Driving School follow-up.  A link to it will be provided when this 
document is sent to you. 
 
 
 
 

FOR ADDITIONAL INFORMATION 

If you have more questions about something that was not covered in this document or other 

training material, please send an email to: 

 

RMVAtlasSupport@MassMail.State.MA.US 
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