
 

Read Only System Access with 

Report/Documents Instructions 
 

Go to www.bcd.oregon.gov/lois 

 

Scroll down to the middle of the page and select the Read Only System Access with 

Reports/Documents link.  

 

 
 

This will take you to the Search Query of the website.  

 

 

http://www.bcd.oregon.gov/lois


Once at the Query screen you are able to search for a particular home using the Home ID, HUD 

Number, Serial Number, X-Plate Number, Owner Name, Site Address, Zip Code, County X 

reference, County Land X reference, or Map Tax Lot Numbers.  

 

If you know the Home ID# for the home and wish to simply print a Document (Bill of Sale, 

Manufactured Structure Security Interest Change form, Multi-purpose Change Form, Notice of 

Sale/Change of Ownership form, Manufactured Structure Ownership Status Document, or 

Supplemental Information form) or print a Report (Home Detail Report) you may go directly to 

either the Documents button or Reports  button on the left hand side of the screen to obtain 

them.   

 

 
 

See Documents/Reports section of this instruction manual for exemples of these forms and 

report.  

 

Searching for a Home 

 
This system allows searches on any or all of the following criteria: Home ID, HUD Number, 

Serial Number, X-Plate Number, Owner Name, Site Address, Zip Code, County Xref, 

County Land Xref, or Map Tax Lot. The more infomration entered, or the more unique the 

information entered, the shorter the list results will be. The Home ID, X-Plate (license number 

from DMV), HUD Number, and Serial Number are unuique to each home. If you have any of 

these numbers, use them first to perform the search. This system also allows the use of the 

percent sign (%) as a wild card. You can narrow or broaden the search by entering more, or 

less, data.  

 

If you are performing a search using the HUD or X-plate numbers, enter your search criteria as 

%123456, leaving the ORE (for a HUD number) or X (for the X-plate) will produce more 

successful search results. 

 



If you are performing a search using the Serial Number, do not enter the entire serial number as 

you know it. The most successful way to search by serial number is to use a series of numbers in 

the serial number and the wild card. For example, if the Serial Number is ORFL567956A, use 

%567956% as your search criteria.  

 

Perform Search 

 

Once you have entered the search criteria, select the Search button to initiate the search. A list 

similar to the following will appear.  

 

 

 
 

Search Results 

 

The below list is the result of a search for the last name of “Jackson.” This search resulted in a 

long list of possible homes. You can scroll through the list using the scroll bar on the right, the 

“Page Down” button on your keyboard. Also, the order of the homes listed appears with the 

smallest home id# and go in order to the largest. By clicking on the column heading (home id, 

street address, site city, primary owner) you can place the homes in order based on these fields. 

Ex: the home is located in Brookings, Oregon. Select Site City and it will place the homes in 

order by city A-Z. Select it again and it will place the homes in order Z-A. 

 

 

 



 
 

Note:  

 

There may be times when the owner name entered into the search screen does not appear in the 

Primary Owner column on the results screen. When a search is performed, Lois will search all 

data in the database. Although only the primary owner name will be listed on the results screen, a 

home will appear in the search results if the secondary owner name matches the search criteria. 

 

If you are searching for an older home, you need to be aware that DMV purged all homes that 

were in their system with no activity for 10 + years. For example, if the home was purchased 12 

years ago and never had and ownership or site change, the home was not in DMV’s system to 

transfer to the Lois System. DMV also did not enter new homes that went straight to “exempt” 

(or detitled as DMV called it). If the home was exempted as real property at the time or initial 

purchase, you may not find the home in the system. You should still perform a thorough search 

to find the home before contact the county or BCD to help. 

 

 

Select the Home 

 

When you find the home you are looking for, highlight that home by either using the arrow keys 

on your keyboard, or by using your mouse and clicking on the home.  

 



 
 

Once you have highlighted the home, you may either hit the Select button to view the 

information on the home or go to the Documents or Reports button on left-hand side of the 

screen to view and print Documents or Reports. Go to the Documents/Reports portion of these 

instructions to view examples of these documents. 

 

 

 



 

Viewing Home Information 

 

Note: At any time you are in viewing the information on a home, you can select the “Back to 

List” or “Back to Query” buttons at below or above the tabs to take you back to the list of home 

you have searched for or back to a blank query screen to perform a new search.  

 

MFD Unit 

 

The MFD Unit tab will show all the information regarding the home such as the manufacturer, 

manufacture year, X-Plate #, and the exemption status of the home ( exempt, active, pending 

county exemption, etc.) 

 

 



Supplemental Tab 

 

This information is now required for any change to occur on a home.  

 

There are two separate tabs off of the main Supplemental tab, Required and Optional. The 

required tab will show information pertaining to the physical aspects of the home (square 

footage, number of bedrooms, number of bathrooms, etc.) This information is now required on 

any change that occurs to the home. The Optional tab may contain more physical aspects of the 

home. This information is not required, however, some owners may have supplied the 

information. 

 

 
 



Current Site 

 

The Current Site tab shows where the home is currently located. You may see at times both a 

Current Site and Pending Site tab. This may occur when a home is going to be or has recently 

moved to a new location. Once the trip permit is completed stating the move has occured, the 

pending site then becomes the current site and the Pending Site tab is removed from the system 

until the home moves again.  

 

 

 



Pending Site 

 

The Pending Site tab appears on a home when a home is going to be or has recently moved to a 

new location. Once the trip permit is completed stating the move has occured, the pending site 

then becomes the current site and the Pending Site tab is removed from the system until the 

home moves again. 

 

 



Issues 

 

The Issues tab will show any “issues” or notes a system user places on a home. 

 

Note: An Issue stating “Transfer Blocked Pending Tax Clearance” appears on all homes. This 

block is placed on the home July 1
st
 and October 25

th
 of each year. Taxes must be current before 

any ownership or site change can occur.  

 

 



Permits 

 

This tab will show all trip permits that have been taken out on the home to move it to a new 

location. 

 

 



Owners 

 

The Owners tab will let you view the ownership information on the home along with the mailing 

address for each individual owner.  

 

 

 
 

 

 

 

 



Security Interest  

 

The Security Interest tab will appear when there is a perfected lien holder on the home. This tab 

shows any and all Security Interest Holders and their mailing address. 

 

 



Documents/Reports 

 

You can pull reports or documents on a particular home at any time. If you do not have 

information pulled up on a home, but know the Home ID Number, you can go straight to the 

Documents or Reports button on the left hand side of the screen. If you do not have the home id 

number you will need to find the home in the system first and can then select the Documents or 

Reports button on the left-hand side, or when viewing the information on the home, you may 

also select the buttons below the tabs. 

 

Reports 

 

The Home Detail Report is available through the Reports button. All information that is 

contained on a particular home is available for viewing and printing on the Home Detail Report. 

 

 

 
 



Documents 

 

Below is a list of Pre-filled Documents that you are able to pull on any specific home.  

 

 
 

 

 


