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HOW TO PERFORM
DRIVER CHANGES

1 From the main menu, SELECT 
option for “CLIENT SUPPORT 
SERVICES CS1”.

2 Then, SELECT option 1 
“VEHICLE FILE MAINT.”.

3 To display the vehicle that 
changes need to be made for, 
ARROW KEY over to “FIND” 
and press <ENTER>.
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HOW TO PERFORM
DRIVER CHANGES

4 INPUT the vehicle number. 

5 Now, press <ENTER>. The 
Vehicle data will display.

6 To CHANGE or UPDATE 
DRIVER INFORMATION input 
the number 7 and press 
<ENTER> to gain access to the 
“DRIVER REF NUMBER” line.
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HOW TO PERFORM
DRIVER CHANGES

7 INPUT a question mark “?” and 
press <ENTER>. 

8 A new box will appear offering 
options to either CHANGE THE 
EXISTING DRIVER INFORMATION 
or ASSIGN A NEW DRIVER. 
SELECT and press <ENTER> to 
execute the desired option.

9 If UPDATING CURRENT 
DRIVER INFORMATION, is 
selected the current driver’s 
information will display.
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HOW TO PERFORM
DRIVER CHANGES

10 ARROW KEY over to the 
“MODIFY” function and press 
<ENTER> to begin modifying 
the record.

11 To assign the vehicle to another 
driver, SELECT the “ASSIGN 
VEHICLE TO A DIFFERENT 
DRIVER” option from the box 
inquiring on what action is being 
performed.

12 A prompt will appear to INPUT the 
new driver information to verify if 
the driver already exists in the 
system. Input the driver’s entire 
name or only a few characters. At a 
MINIMUM INPUT THE DRIVER’S 
LAST NAME and CUSTOMER 
NUMBER.
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HOW TO PERFORM
DRIVER CHANGES

13 After pressing <ENTER> 
through all of the fields the 
search results will display. If the 
driver that appears is the 
DESIRED DRIVER press 
<ENTER>.

14 The new driver information will 
populate. At this time any of 
the contact information may 
be UPDATED (if applicable).

15 After confirming the driver 
information is correct, press 
<ESCAPE>. The system will 
ask you to CONFIRM the 
CITY and COUNTY.
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HOW TO PERFORM
DRIVER CHANGES

16 The system will then ask you to 
CONFIRM the STATE and 
COUNTY AGAIN. If it is 
CORRECT, then input “Y” for 
yes and press <ENTER>. If it is 
NOT CORRECT, input “N” for 
no and reselect the correct city 
and county. If the county is not 
in the system an IT REQUEST IS 
REQUIRED to have it added.

17 If the new driver’s state does not 
match the state the system shows the 
vehicle being registered a prompt will 
appear for a state change. If a state 
change is required, ENTER “Y” if the 
vehicle is to be registered in the new 
state, this will prompt a STATE 
CHANGE REQUEST.

If a state change is NOT DESIRED 
input “N”.

18 A reason must be submitted for why 
a state change should not be done. 
Confirm that the prior state’s 
EXPIRATION DATE IS CURRENT 
and the state the vehicle should be 
registered in.
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HOW TO PERFORM
DRIVER CHANGES

19 To UPDATE PLATE information 
ARROW KEY over to “LNT” 
option and press <ENTER>.

20 A box will appear to INPUT the plate 
information that is missing or needs 
to be updated. Press <ENTER> 
when finished ENTERING the new 
information.

21 If the vehicle has current open 
renewal activity the system will not 
allow for the plate information to be 
updated. If the INFORMATION IS 
WRONG notify the VEHICLE 
LICENSING DEPARTMENT to 
complete the update.
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