Updating EMV Inspection Form
If a New Machine is Added or an Existing Machine is Replaced

It is the responsibility of the court to update the form if a machine is added or replaced. If you have any questions or
require help please contact Suzette Deans (801) 578-3862 or Julie Farnes (801) 578-3888.

Go to Google Drive. Click on “Shared with me”

Open “EMV Inspections” (shared folder)
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Updating EMV Inspection Form

If a New Machine is Added or an Existing Machine is Replaced

Double click court location form to open.
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If you are replacing or adding a machine, you will need to update it in two places.

First, scroll down to the “The Following EMV machines were inspected” section and click on it. You will see that the
section looks active an you will be able to update the section with the new machine information.

If you are replacing a machine, choose the machine you are replacing and type the new EMV Serial Number and

Computer Name on the line.

If you are adding a new additional machine click on “Add Option” and type the EMV Serial Number and Computer Name

on the new line.
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QUESTIONS

EMV Device Inspection Form

Fill out all form fields daily for each mfachine to comply with PCI Requirements.

For further guidance see Court’s Acfounting Manual Section 02-04.00 Credit Card Payment

If you need pdditional assistance flease contact AOC Finance Depariment.
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Updating EMV Inspection Form

If a New Machine is Added or an Existing Machine is Replaced
Second, scroll down to the “The Following EMV machines are secured and were not inspected” section and click on it.

You will see that the section looks active and you will be able to update the section with the new machine information.

If you are replacing a machine, choose the machine you are replacing and type the new EMV Serial Number and
Computer Name on the line.

If you are adding a new additional machine click on “Add Option” and type the EMV Serial Number and Computer Name

on the new line.
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If you have added a new machine, click on the left side of N/A, hold down the mouse button and drag to the bottom.
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Once the changes are made close the Google Form, changes will automatically be saved.



