Plate Release/Reorder




* Plates often need to be released or
reordered In order to complete particular
transactions. When releases and reorders
are performed in conjunction with other
transactions, such as news or renewals,
the plate information must be
communicated to MAAP In a particular
format. ClerkWorks provides two buttons
In order to help effect this communication.
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Each button brings up the Reason Code window, which
contains two tabs. Plate Reorder and Plate Release have
separated between the tabs, as shown below.
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Lost: Select thiz if the customer has lost hizdher plate]z].
Stolen: Select this if the customer has had their plates stolen.

Damaged: Select thiz if the customer has damaged platels).

MOTE: If a customer's plates have been stolen, the customer
MUST be izzued new plates.
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MOTE: The reazon chosen far a plate releaze pertaing ta the
old plate. naot the new plate.
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There are specific situations in which
these buttons should be used, as well
as scenarios where the Reason Code
window will be displayed for you
automatically. Each of these scenarios
IS described in detall in the following
section.



New

Registration Expired Beyond One Year and One Day

<
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» Start a New transaction.
Select Owner(s).

Key in VIN.

» Click the upper Plate button.

On the Plate Release tab, key the plate number, plate
type, and reason.

Press Release Plate. A message will say “Status
changed in MAAP successfully”.

Click the two ‘OK’ buttons. (one for “Status changed in
MAAP successfully” and one for the Plate Release tab.

Key in plate number, plate type, and sticker. Process
and fee settle registration.
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RENEWAL

+» Start a Renewal transaction
> Pull in registration by plate

* Key the new plate and type into the middle fields. Enter
or click off Plate Type field

*» Reason Code window will appear. On the Plate
Release tab, key in the plate number, plate type, and
reason for the current (top) plate

DO NOT click plate release. Simply click OK

*» Assign sticker. Process, tender and fee settle
registration



