
 

 

 

 

   Kansas Scrap Metal Reporting System 

Scrap Metal Dealer Handbook 

 

Kansas Bureau of Investigation 

    Scrap Metal Unit 

     1620 SW Tyler 

   Topeka, KS 66612 

                     785-296-2387 

      Scrap.Metal@kbi.ks.gov 

  



 
1 

 

Contents 

 
General Requirements ................................................................................................................................ 2 

Definitions .................................................................................................................................................... 3 

Sign-up Process ........................................................................................................................................... 4 

KanAccess Sign-Up Instructions and Screen Shots ............................................................................. 5 

Submission Instructions and Screen Shots ............................................................................................... 8 

Scrap Metal Reporting System .............................................................................................................. 8 

KanAccess Sign-In .................................................................................................................................. 9 

Dealer User Agreement ........................................................................................................................ 10 

Create New Transaction ....................................................................................................................... 11 

Field Descriptions and Requirements on the Create Transaction Page ...................................... 13 

Upload photos of seller’s vehicle and scrap metal (Optional) ....................................................... 14 

Load Information .................................................................................................................................. 15 

Scrap................................................................................................................................................... 16 

Field Descriptions and Requirements for the Add Item box ........................................................ 17 

Junk Vehicle/Vehicle Part ................................................................................................................ 18 

Field Descriptions and Requirements for the Add Item box ........................................................ 19 

Confirmation Page .................................................................................................................................... 21 

Frequently Asked Questions .................................................................................................................... 25 

Appendix A ................................................................................................................................................ 26 

Appendix B ................................................................................................................................................ 27 

Appendix C ................................................................................................................................................ 29 

Appendix D ................................................................................................................................................ 31 

Appendix E ................................................................................................................................................ 33 

Appendix F ................................................................................................................................................ 34 

Appendix G ................................................................................................................................................ 35 

 

 

 

 



 
2 

 

General Requirements 
The Scrap Metal Theft Reduction Act 50-6,109, et seq., 

Kansas Administrative Regulations 10-24-1, et seq. 

 

Scrap Metal Dealers are required to register with the Attorney General per 

K.S.A. 50-6,112a.  (Appendix D) 

 

Scrap Metal Dealers are required to collect and maintain scrap metal 

transaction information per K.S.A. 50-6,110. (Appendix B) 

 

Scrap Metal Dealers are required to report regulated scrap metal transactions 

to the Kansas Scrap Metal Reporting System per K.A.R. 10-24-2. (Appendix 

F) Regulated scrap metal is defined in K.S.A. 50-6, 109. (Appendix A) 

 

  

http://kslegislature.org/li/b2019_20/statute/050_000_0000_chapter/050_006_0000_article/050_006_0109_section/050_006_0109_k/
http://kslegislature.org/li/b2019_20/statute/050_000_0000_chapter/050_006_0000_article/050_006_0112a_section/050_006_0112a_k/
http://kslegislature.org/li/b2019_20/statute/050_000_0000_chapter/050_006_0000_article/050_006_0110_section/050_006_0110_k/
http://kslegislature.org/li/b2019_20/statute/050_000_0000_chapter/050_006_0000_article/050_006_0109_section/050_006_0109_k/
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Definitions 
 

Conditional-Required:  The requirement to complete the field is dependent on another field being 

completed 

Dealer ID: A unique number assigned to the Scrap Metal Dealer by KBI 

Dealer Ticket Number:  Tracking number or other unique number assigned within dealer's system 

Junk Vehicle Color: The color of the junk vehicle being sold as scrap 

Junk Vehicle Make: The make of the junk vehicle being sold as scrap 

Junk Vehicle Model: The model of the junk vehicle being sold as scrap 

Junk Vehicle Type: Entire vehicle, front clip or back clip 

Junk Vehicle VIN: The vehicle identification number of the junk vehicle being sold as scrap 

Junk Vehicle Year: The year of the junk vehicle being sold as scrap 

License Plate Number: The number listed on the license plate on the vehicle hauling the scrap metal 

Location of ID: State or Country of Residence on ID 

Metal Form: The shape/style/size of the regulated scrap metal 

Metal Type: The makeup of the regulated scrap metal 

Optional:  Enter information if available. Transaction will submit without it 

Place of Transaction: Physical location where the scrap metal was purchased 

Purchaser First Name: The first name of the staff member that conducted the transaction 

Purchaser Last Name: The last name of the staff member that conducted the transaction 

Regulated Scrap Metal:  Refer to K.S.A 50-6,109 - See Appendix A 

Required:  Information must be entered in order to submit the transaction 

Seller First Name: The first name of the customer 

Seller Last Name: The last name of the customer 

Seller Middle Name: The middle name or initial of the customer 

Transaction Date: The date of the scrap metal purchase 

Type of ID: The form of ID shown at the time of the sale 

Vehicle Color: The color of the vehicle hauling the scrap metal 

Vehicle Make: The make of the vehicle hauling the scrap metal 

Vehicle Model: The model of the vehicle hauling the scrap metal 

Vehicle Year: The year on the vehicle hauling the scrap metal 
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Sign-up Process 

 

Step 1.  Scrap Metal Dealers register with the Attorney General’s Office at 

 https://ag.ks.gov/licensing/scrap-metal-dealers. 

 

Step 2.  The KBI assigns a unique Dealer ID number to each registered scrap 

metal dealer upon receiving notification of registrations from the 

Attorney General’s Office.  

Step 3.  KBI sends the scrap metal dealer a letter containing their Dealer ID 

number and contact information for the KIC Helpdesk. 

Step 4.  Users create their own KanAccess account.  

Step 5.  After creating a KanAccess account, users send an email to the KIC 

Help Desk at Ks-helpcenter@egov.com to request Scrap Metal 

Reporting Access. 

 

  Provide the following information in the email: 

 First Name 

 Last Name 

 Dealer ID 

 Dealer Name 

 Email address used to create KanAccess account 

 

Step 6. KIC validates KanAccess account, adds the user to the dealer group, 

and sends an email back to the user notifying them that they can begin 

submitting scrap metal transactions. 

 

Scrap metal dealers must contact the KIC Helpdesk in order to disable the 

KanAccess account when an individual is no longer employed.  

 

 

 

 

 

https://ag.ks.gov/licensing/scrap-metal-dealers
mailto:Ks-helpcenter@egov.com
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KanAccess Sign-Up Instructions and Screen Shots 
 

KanAccess Sign Up:  https://www.kansas.gov/user/login 

 

 
 

Click orange “Sign Up” button. 
 

https://www.kansas.gov/user/login
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Enter First Name, Last Name, Email Address and create a password.  

 

Passwords must have at least eight characters and include the following:  

 a number 

 a lower case letter  

 an upper case letter 

 a special character  

 

Click the green “Sign Up” button. 
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A confirmation screen will appear and an email will be sent to the email address 

provided. Follow the instructions in the email to finish account activation.  

 

Proceed to Step 5 on Page 4 of this handbook.  
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Submission Instructions and Screen Shots 

 

Scrap Metal Reporting System – https://www.kansas.gov/scrap-metal-reporting 
 

 
 

Select the green “Begin” button to start the sign in process. 
  

https://www.kansas.gov/scrap-metal-reporting
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KanAccess Sign-In 

 

 
 

Enter a valid email address and password. 

Click “Sign In” button.  
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Dealer User Agreement 
 

 
 
A user must agree to the Dealer User Agreement to use the Scrap Metal Reporting 

application by clicking the “I Agree” button. If a user clicks the “I Disagree” 

button, the user will be logged out of the application. 
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Create New Transaction 
 

 
 

Welcome to the Create a New Transaction page. Required fields are marked with a 

red asterisk. Any required fields left blank will and prevent the user from 

continuing to load information until the information is complete. 
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Click the “Help” Button at the top of the Create New Transaction page for answers 

to some Frequently Asked Questions. Click “Create New Transaction” to return. 
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Field Descriptions and Requirements on the Create Transaction Page 
 

Field  Max Characters Description 
Purchaser First 

Name 

Required 50 Enter the first name of the employee who made the 

scrap metal purchase.  

Purchaser Last 

Name 

Required 50 Enter the last name of the employee who made the 

scrap metal purchase. 

Seller First Dealer Required 50 Enter the first name for the seller of scrap material. 

Seller Middle 

Name 

Optional 50 Enter the middle name or initial for the seller of 

scrap material. 

Seller Last Name Required 50 Enter the last name for the seller of scrap metal. 

Gender Required Dropdown Dropdown menu, Male, Female, Unknown 

Date of Birth Required 8 Enter DOB as mm/dd/yyyy format 

Address 1 Required 100 Enter a valid address for the seller. 

Address 2 Optional 100 Enter a valid address for the seller. 

City Required 50 Enter a city name for the seller. 

State Required Dropdown Dropdown menu of U.S. States and territories.   

Zip Required 5 Enter a valid zip code. 00000 

Zip+4 Optional 4 Enter a valid zip+4 code. 0000 

Type of ID Required Dropdown Dropdown menu of IDs. Driver License, State ID, 

Military ID, Passport 

Location of ID Required Dropdown Dropdown menu of U.S. States and territories.   

 

ID Number Required 50 Enter ID number for seller. 

Seller did not have 

a vehicle 

Optional Checkbox Select this checkbox if seller came in without a 

vehicle. 

License Plate 

Number 

Conditional-

Required 

8 Enter a valid license plate number for seller’s 

vehicle. 

Vehicle Make Conditional-

Required 

Dropdown Dropdown menu of vehicle makes. 

Vehicle Model Conditional-

Required 

Dropdown Dropdown menu of vehicle model. 

Vehicle Year Conditional-

Required 

4 Enter a valid vehicle year in YYYY format. Years 

before 1900 and after 2050 are not permitted. 

Vehicle Color Conditional-

Required 

Dropdown Dropdown menu for vehicle color. 

Transaction Date Required 10 Current date is automatically populated. Past dates 

can be entered by user, but future dates are not 

allowed. 

Dealer ID Required 50 Dealer ID is automatically populated.  

Dealer Ticket 

Number 

Optional 50 Dealer can enter their own ticket number for the 

transaction for cross reference 

Place of 

Transaction 

Required Dropdown Dropdown menu for all locations associated with the 

dealer. 
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Upload photos of seller’s vehicle and scrap metal (Optional) 
 

 
 

Scrap Metal Dealers have the option to upload a maximum of two photographs if 

they choose.  

 

To upload a photo of the vehicle that hauled the scrap metal or a photo of the load 

itself, click the button below the field description: “Browse” or “Choose File”.  

 

Navigate to the location where the photo is saved. Double click on the photo you 

wish to submit.  

 

If you need to choose a different photo or remove a photo completely, just click the 

“Clear Photos” button and start over.  

 

On a smart phone, follow the same process to navigate to the photo. Choose the 

photo you want to upload and then hit “Done.”  

 

After all the transaction information has been entered and the photos have been 

uploaded, select the “Continue to Load Information” button to move on to the 

Load Information page. 
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Load Information  

 
Click the “Add Item to Load” button to enter transaction load information. Clicking “Submit 

Transaction” without adding an item will give you an error message. 

 

 

 

The Add Item box has two different tabs: Scrap and Junk Vehicle Part. Enter information about 

regulated Scrap Metal on the “Scrap” tab or enter information about Vehicle Parts on the “Junk 

Vehicle/Part” tab.  
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Scrap 
 

 
 
Enter the “Weight” in pounds (decimals are allowed) and the “Quantity” of the 

item. Use the drop down boxes to choose the “Metal Type” and “Metal Form”  

A description is always helpful but is only required if Unknown is chosen in the 

“Metal Form” field. Click “Add item.”  

 

Click “Add item to load” to add another item and repeat this process until 

complete.   
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Field Descriptions and Requirements for the Add Item box 
 

Field  Max Characters Description 
Weight (Lbs.) Required 10 Listed in Pounds 

(Lbs.) – either weight 

in 10-character max 

length of 

99,999,999.99 

Quantity Required 10 Enter quantity of 

load. 

Metal Type Required Dropdown Dropdown menu of 

metal type. 

Metal Form Required Dropdown Dropdown menu of 

metal form. 

Description Conditional-Required 50 Optional field but a 

description is 

required if 

“Unknown” is 

selected from the 

metal form 

dropdown. 
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Junk Vehicle/Vehicle Part 
 

 
 

Choose Front Clip, Back Clip, or Complete Vehicle in the “Junk Vehicle/Part 

Type” drop down box. The “Make,” “Model,” “Color,” and “Year” are required 

fields. Use the drop down boxes to choose one for each field. Type in the “VIN,” 

if known. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
19 

 

 

Field Descriptions and Requirements for the Add Item box 
 

Field  Max Characters Description 
Junk Vehicle/Part 

Type 

Required Dropdown Dropdown menu of 

junk vehicle/part 

type. 

Make Required Dropdown Dropdown menu of 

vehicle make. 

Model Required Dropdown Dropdown menu of 

vehicle model. 

Year Required 4 Enter a valid vehicle 

year. YYYY Years 

before 1900 and after 

2050 are not 

permitted. 

Color Required Dropdown Dropdown menu for 

vehicle color. 

VIN Optional 50 Enter the VIN for 

vehicle. 
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As you add load items, you will see each one listed on the Load Information page.  

 

You can use the “Back to transaction information” button to return to the 

transaction information page.  

 

Double check to make sure that your entry is complete. You will not be able to go 

back and add more items after you hit the “Submit Transaction” button.  

 

After all load information is completely entered, select the “Submit Transaction” 

button. 
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Confirmation Page 
 

 
 

 
 

The user will see a Confirmation Page after the transaction is submitted. 

Print or Save the receipt for your records. *Depending on the web browser, the 

step to print or save might differ slightly. 
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Select “Print” button in the application. A printer box will pop up. Use the drop 

down box to choose your printer. Click print.  
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If you prefer to keep an electronic copy instead, select “Print” at the bottom of the 

confirmation page. A printer box will pop up. Use the drop down box to choose to 

save it as a PDF. Click print. You will then be prompted for location and file name 

to save the file. 
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You will remain on the Confirmation Page after you print.  

 

Select “Create New Transaction” to start a new transaction or go to the top right 

hand corner to “Sign Out.” 
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Frequently Asked Questions 

1. Are Scrap Metal Dealers required to report scrap metal transactions? 

a. Yes, K.S.A. 50-6,109, et seq., is the Scrap Metal Theft Reduction Act. 

The Act requires all regulated scrap metal purchases to be reported to 

KBI within 72 hours of the purchase.  

 

2. Is every field on the form required?  

a. No, all required fields are marked with an asterisk. Photo submissions 

are optional.  

b. Please also note that the statute requires scrap metal dealers to obtain 

more information than is required to be reported to the repository. 

 

3. Why can I only upload two photos?  

a. The Kansas Scrap Metal Repository is a pointer system for law 

enforcement. Law enforcement will visit the scrap metal dealer location 

for additional information or photos.  
 

4. What if I can’t find the metal type in the list? 

a. Only regulated scrap metal, junk vehicles, and junk vehicle parts are 

required. See K.S.A. 50-6,109 (Appendix A) for list of regulated items. 

If an item is not in the list, select “Any other non-ferrous metal” from 

the dropdown menu then add a description in the Description field. 
 

5. What happens if I do not report scrap metal transactions? 

a. The Scrap Metal Dealer is subject to a civil penalty of $100 up to $5000 

per violation enforceable by the Attorney General’s office.  
 

6. Is there any other way to report scrap metal transactions to the repository? 

a. Yes. An Application Programming Interface (API) is available for scrap 

metal dealers who wish to program their current system to report 

transactions via web interface.  Please contact the KBI Scrap Metal Unit 

for additional information.  
 

7. Who do I contact if I have questions or need assistance? 

a. Please contact us at 785-296-2387 or by email at Scrap.Metal@kbi.ks.gov 

b. Contact the Attorney General for Registration Information  

https://ag.ks.gov/licensing/scrap-metal-dealers  

http://kslegislature.org/li/b2019_20/statute/050_000_0000_chapter/050_006_0000_article/050_006_0109_section/050_006_0109_k/
http://kslegislature.org/li/b2019_20/statute/050_000_0000_chapter/050_006_0000_article/050_006_0109_section/050_006_0109_k/
mailto:Scrap.Metal@kbi.ks.gov
https://ag.ks.gov/licensing/scrap-metal-dealers
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Appendix A 
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Appendix B 
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Appendix C 
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Appendix D 
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Appendix E 
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Appendix F 
 

 

 

  



 
35 

 

Appendix G 
 

 


