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Last Review Date: 2/12/2025 Last Reviewer: Kyla Moss, Product & Digital
Experience Manager

Next Review Date: 5/1/2025 Next Reviewer: Product & Digital Experience
Manager

Executive Approval Date: 2/24/2025 Approved By: Jaclyn McDuffey, Chief
Product & Experience Officer

Overview

These Standard Operating Procedures (SOP) describe how to process customers at a
Service Oklahoma Drive Test Center, from start to finish.

Purpose

This SOP explains how to process customers throughout all steps of the drive test process,
including checking in via QLess, managing the drive test queue through Power Apps, entering
test scores, and final processing/credential issuance. It also provides eligibility requirements
and protocols in case of ineligibility or failure of test.

Policy Statement

This SOP applies to customers applying for a drive test at a Service Oklahoma Drive Test
Center only.

Compliance

OAC 670:15-29-7 — Skills Examination
OAC 670:15-29-8 — Automatic Failure of Skills Examination

Systems

QLess — System used for customer check-in and queuing.

Power Apps — Hosts the Drive Test App, with the list of applicants and their statuses.
D360 — System of record used for verifying customer information.

PayPort — Payment processing system.

AutoTest — System used for administering written tests.

Microsoft Teams — Used for calling customers (in case they are ineligible).

Roles
List the roles and functions of anyone involved in the operations described within this document.

Role Responsibilities

Examiner Manages the queue and administers the
drive tests.

Concierge Staffs the concierge desk and greets
customers.
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Procedures

Process Map

Drive Test Center

Testing Post-Test Scoring

4.a.Failed . . 6. Entering
4.b. Failed Skills Test Scores in D360

A
a
£
o
=2
|7}
3 Did
1. Checking In on customer Did Customer
QLess c0o 4. Scoring the customer completes
vzhicle Test pass the processing at
i ?
inspection? et a"IZT:t';;OK
. Examiner meets
ZIE‘IgeirtI:iyliI;g customer and begins 5.b. Closing Out (In
5 9 administering drive test Person)
<
£ 1 Is customer
s eligible for
w online
processing?
5.a. Closing Out

(Online)
2.a. Is customer 3. Summoning the
Rejected eligible for —> . 9
- Customer
Customer drive test?
Credential 6. Entering Scoresin
Issued D360

(see Appendix D for full size process map)

1. Checking In on QLess

When the customer arrives at a drive test center location, they must check-in on QLess to enter
the drive test queue:

Steps

1. After arriving at the location, the customer will check-in through the QLess waitlist for the
corresponding drive test center location.

a. The QLess waitlist links can be found here.

2. The customer will receive a text to register for their drive test, which includes a link to the
registration form.

3. The customer will fill out the registration form and submit. Soon after, they will receive an
email telling them that their form has been submitted and that their account is being

checked for eligibility.
a. The customer’s information will automatically be added to the Drive Test App in
Power Apps.
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b. Attached to that email is the Vehicle Inspection List that they will need to review
while they wait.

c. They will also receive a text message to check their place in line on QLess.

4. Proceed to 2. Verifying Eligibility.

2. Verifying Eligibility

Once a customer has filled out the registration form and entered the queue, their eligibility must
be verified using the information provided.

NOTE: If there are many customers in the queue, start by verifying the first 6 customers. The
remaining customers can be verified while the first 6 are being tested.

Steps

1. Open the QLess queue to see the list of customers that have checked in.

2. Open the Drive Test App in Power Apps, then go to the menu bar on the very left. Click
on the second button from the bottom.

3

Click on “All ltems*”, and then click on the dropdown menu. Select “Awaiting Drive Test -
____ " filling in the blank according to which drive test center you are working out of.

All Items*

Awaiting Drive Test - DTC Walker WV |

Awaiting Drive Test - BA |

irth (Obj.

Awaiting Drive Test - Classen

B
Awaiting Drive Test - DTC Walker |
Awaiting Drive Test - 1240

Awaiting Finalization

Awaiting Payment - BA

Awaiting Payment - Classen

This will open the drive test queue for your respective drive test center.

All ltems* I3 Edit columns T Editfitters PP Fitter by keyword

Awalting Drive Test - DTC Walker v
Customer Name (Obj...v  Date Of Birth (Obj... ~  Entered Queue L~ Application Status (Obj... v Application Status Reason (O... ¥ Location (Obj.. ~ Queve Title v

o/  — | 12420234255 Panding Bigibiity DiveTestCente..  Awaiting Drve T

O

12/4/2023 413 PM in-Progress Eigibilty Drive Test Cente..  Awaiting Drive
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3. Compare the QLess list to the Drive Test list in Power Apps to see who has both
checked in on QLess and completed the registration form (customers only appear in
Power Apps after filling out the registration form).

4. Select a customer, who is both checked in and registered, to verify eligibility. Double-
click their row in Power Apps to open their information page.

== m

B showChart  + New [ Delete v O Refresn Visualize this view  [) Email a Link D fiow ~ (B AlBulder [l RunReport 1§ Excel Templates

Examiner Table - 0 Editcolumns  V Editfiters | SO Fiter by keyword
. "
2X Click to open

Customer Name Created On v Date Of Bi.. ~  Permit Num... ¥  Application Sta...~  Application Status Re... ~  Location SubmitID T

I . v Email Addr... ¥  Middle Na... ¥ §

submission
—_—

O Kia Moss 10/24/2023 25 6/13/2005 F55%555557 Pending ['Drive Test Cente... 6383372047914 kylarmoss@g.

) Boomer Sooner 10272023 1i.. 123172011 AS55555555 Pending Eligibility ['Drive Test Cente...  53834028929518

[ sitysoel 10272023 1. 4/17/2008 Pending Eligivity ['Drive Test Cente... 6383402956597 ylarmoss@g.

5. Upon double-clicking on a passenger’s entry in Power Apps, the following page will
appear:

Orve et
Q Oute Of Bith 69T =]

At-A-Glance o

- . =

information

; e
regarding
Drive Test S -~ |
onga0n B soae ™

[ RSt s e on

Customer’s Oriver Contact Info

Contact s

Information INA@jikcom £ Phone Numt oar 5555555555 % Residential Address 123 reside \8resicity. IA 83838
Maiing Address Tomporay Addras
Orvr Dot

Customer’s

Person: a I s 555555555 11972021 B Weon 000

: e color

Information " e R L
rgan Donor Yes 1 woukd e b rganconor

Documents { Pt (hoesRFRE] No e chsen Formsoiiaad se Duite
.

Confirm that all the relevant documents for the customer’s eligibility appear in their
Power Apps submission.

NOTE: Always make sure that “Examiner Form” is selected. If “Processor Form” is
selected, click the down arrow and select “Examiner Form” instead.

63833773047914 - saved

Drive Test - Examiner FOrm v ge——

63833773047914 - saved

orm
Drive Test - Examiner Form General ¢ Processor F

1wV

1 Lm— e
General Score S§eet Related v v Examiner Form

Drive Test Information
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Open D360 to review their eligibility. Use “Quick Search” to find the customer’s file using
their name and date of birth.

Dynamics 365 Customer Serv... v | Dashboards

PROCESS DRIVING RECOR... ~ "% VIEW ANONYMOUS CART [T SHOW HELP PAGE D~ 2 HELP

Quick Search ~

Quick Search - cearch crara or Scan barcode 0 focata 2 Customar Search (@) Incividual Customer
Organizstion * = roquired el

ID Search Name

1D Type Last Name*

Credentials v | I

1D Number* LastName®  Year of Birth"

Middle Name

Review their information and verify their eligibility using the following checklists:

Customers WITH a Learner Permit:
a. Based on their age:
i. Ifthey are below 18:

1. If they are between 16 and 16 %, they must have a certificate for
completion of Driver Education (see Appendix A for examples)
and have held a Learner Permit for at least 6 months.

2. If they between 16 %2 and 18, they must have held a Learner
Permit for at least 6 months.

3. They must have a certificate for completion of the ODOT Work
Zone Safe Program (see Appendix B for example).
4. Must have a parent or guardian present, or an Affidavit of Driver
Training.
ii. Ifthey are over 18, they must have passed the Oklahoma Written Exam
within the last 12 months.

b. If they have had a citation while holding their Learner Permit, they must wait 180
days from the conviction date to take the exam.

c. Must not have any active suspensions or have had their Driver License or
Learner Permit revoked in Oklahoma or any other state.

d. If they hold any immigration documents documents, they must be current and
present.

e. Must have valid vehicle insurance—must not be listed as an excluded driver.
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Customers WITHOUT a Learner Permit:

a. Must be at least 16 % years of age for drive test if they do not have a learner
permit

Must have passed the Oklahoma Written Exam within the last 12 months.
Immigration documents (if applicable).

Primary Identification (e.g. birth certificate or passport).

Proof of (Oklahoma) Residency (only required for REAL ID).

Must not have any active suspensions or have had their Driver License or
Learner Permit revoked in Oklahoma or any other state.

g. Valid vehicle insurance—must not be listed as an excluded driver.

-0 oo0CT

If the customer does not satisfy any of the eligibility criteria above, refer to the
“2.a. Rejected Customer” section later in this document.

8. While D360 is still open, check if the customer has any fail fees. If so, return to Power
Apps and enter the proper amount in the “Fail Fees” dropdown menu.

f Birth 6/13/2005 E  Permit Number F55%555557
Color White Immigration

Documents Required
Education Yes

Location ["Orive Test Center S, Walker*]
ktion Type Replacement Fail Fees 3

“
Expiration Date 4072023 B | scoret Select--
v

Number 4056765767 UN Residential Address 4

rary Address

9. After verifying that the customer is eligible for their drive test, return to Power Apps and
change the “Application Status Reason” of the customer from “Eligibility” to “Exam”. This
will indicate to the examiner that the customer is eligible and ready for their test.

Drive Test Center Guide — SOP D.06
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Drive Test

Customer Name Boomer Sooner
Vehicle Make/Model Wagon
Application Status Pending
Application Status Eligibility
Reason

~-Select--

Submit D *
Failed Test

Time Requirement Not Met

Drives Contact fnfo Learner Permit Expired

Conviction on File
Email Address

_Eligibility
Mailing Address
o=

10. Next, click on the “Examiner” box and enter the initials-badge # of the examiner that will
be administering the test for the customer.

63835512061468 - Unsaved

Drive Test - Examiner Form ~

General Score Sheet Related v

Drive Test
Customer Name kyla moss Date Of Birth
Vehicle Make/Model 1kilj Vehicle Color
Application Status Approved Driver Educatior
Application Status Eligibility Transaction Typ:
Reason

Permit Expiratio
Submit ID * 63835512061468

The customer is now ready to be summoned to begin the test. Proceed to 3.
Summoning the Customer.

2.a. Rejected Customer

If a customer is deemed ineligible for any reason during the verification process (e.g. they have
an active suspension or have not passed the written test), use the following steps:

Steps

1. Call the customer using Teams and let them know that they are ineligible for the drive
test. Provide the exact reason for their ineligibility and next steps to become eligible.

Drive Test Center Guide — SOP D.06
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2. After informing the customer, return to Power Apps and update their Application Status

to “Denied” and Application Status Reason to “Ineligible”. Move their submission to the
“Finalized” queue.

3. Open QLess and remove them from the queue. If necessary, add them to the waitlist at
another location.

3. Summoning the Customer and Beginning the Test

Once the customer has signed in through QLess, filled out the registration form, has had their
eligibility verified and has had an examiner assigned, they are now ready to be summoned.

Steps

1. Return to QLess and find the customer to be summoned in the waitlist. Click on their
entry and click “Summon” on the bottom right. Once the customer arrives at the desk,
click “Start serving”. Do NOT click “End” until the drive test is completed.

1:31pm
i Harry Potter 7511

f8 tvev  Smm 4 womr

Wait list 1 Aty

Class D
Faday, October 27

Harry P 7511 o
i0e 1min Tmin
MUNE (B frmn £ wekeh » 2

Harry Potter

+17823007511

Comments

~ |

Harry Potter

Summoned Mark a8 Mo show
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2. Once they are summoned, the customer will be instructed to come up to the concierge

desk. They will be greeted by the concierge, and then warmly passed to the examiner to
begin testing.

3. Proceed to 4. Scoring the Test.

4. Scoring the Test

For further information on administering the drive test, refer to “D.03 - Class D Skills Test”
SOP. Throughout the test, use the “Score Sheet” in Power Apps to evaluate the customer. If the
test is being issued on paper, the scoring must still be inputted after the test.

Once you are done scoring the test, click ‘Save’

roessppainirians «  After completing the pre trip inspection (or after the exam is issued on paper

N and you need to enter the scores manually), begin the test by clicking ‘Score
Sheet’

0ib®BOR0OD N

Click on the button if you need to denote a number taken away as you would mark
e this on a paper form. If you tap this on accident, you can tap it again to ‘undo’ the
tap.

u

ot

«  To note a fail-code, tap the grey bar and enter the appropriate letters using the keypad
\ that comes up. To denote an automatic fail, add a note to the remarks section on the

|z tismzisomn]
EETERETET [ st
T
TR [EEREEERETEA

over T T - N General tab.

EEERETEETIS s ampsv s
[ e sz exeal R R
Juimsrnsess wsnsase] O R ERY)

s A
Lare Unage Lot T
Lo Usage O
Obrarsation bt
Coneration Oer

|_——* Thescore will show at the bottom of the score sheet as you make your selections

NOTE: If the customer failed inspection, go to Power Apps and set their Application Status to
“‘Denied” and the Application Status Reason to “Failed Inspection”. Move them to the “Finalized”
queue, and do NOT proceed with the following steps.

Depending on the outcome of the drive test, proceed to one of the three following sections:

1. If the customer failed the vehicle inspection, proceed to 4.a. Failed Vehicle Inspection.

If the customer passes the vehicle inspection but fails the skills test, proceed to 4.b.
Failed Skills Test.

3. If the customer passes the vehicle inspection and the skills test, proceed to 4.c. Pass.

4.a. Failed Vehicle Inspection
Steps

Drive Test Center Guide — SOP D.06
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Notify the customer about the issue that led to them failing the vehicle inspection. Inform
them that they are allowed to leave the test center, get the underlying issue fixed, and
return for another drive test in the same day.

NOTE: Vehicle inspection fails do not count as a failed test. They do not need to be
recorded, and the customer will not incur fail fees.

Open Power Apps and set the customer’s Application Status to “Denied” and their
Application Status Reason to “Failed Inspection”. Move them to the “Finalized” queue.

4 b. Failed Skills Test

Steps
1.

4,

Inform the customer where they lost points and what they can do to improve, before
bringing them back inside.

Ask the customer if they have any questions. After all the customer’s questions have
been answered, they are free to go.

Return to Power Apps and open their submission. Select “Denied” for the Application
status and “Failed Test” for the Application Status Reason.

63833773047914 - unsaves

Drive Test - Examiner Form -

General Score Sheet  Related v

Drive Test

Customer Name Kvle Moss

Vehicie Make/Moce! Kia optima *

Application Status

Application Status Failed Test L
Reason

SubmitiD * 63833772047914

Next, select “Add to Queue” and move the submission to “Awaiting Finalization”.

L\ Add to Queue

2 Search

B Queue ltem Details

€ Check Access

O Refresh

@ Delete

Drive Test Center Guide — SOP D.06
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Add to Queue X
Select the queue that you want to add the selected record to.

Queve > X L

&4 AWAILNG UMVe 18ST - LIL waiker

F Awaiting Finalization

£ Awaiting OKC 1-240 Drive Test

L Awaiting Payment

+ New Queve

Once in the “Awaiting Finalization” queue, the customer’s score must be entered in
D360. All failed tests must be recorded so that the correct amount of fail fees can be
charged once they pass. Proceed to 6. Entering Scores in D360.

Once the customer’s test results are entered into D360, move the customer to the
“Finalized” queue. Processing is now complete.

4.c. Pass

If the customer passed the drive test, the next steps depend on whether they are eligible to be
processed online or if they must be processed in person. To determine which steps apply to
them, use the following criteria:

Eligibility for ONLINE PROCESSING:

1.
2.
3.

4.

They must have an active and valid Learner Permit.

They must have all necessary documents to submit on the portal.
They must not hold any immigration documents.

They must not have any active suspensions or recent violations.

If the customer is determined to be eligible for online processing, proceed to 5.a. Closing Out

(Online).

If ANY of the following apply, the customer must be processed IN PERSON:

hon=

If they do not have a file in D360.

If their D360 file is incomplete.

Their license has been expired for more than 3 years.

If they were not able to submit any of the required documents when they registered.
They hold any immigration documents.

If the customer must be processed in person, proceed to 5.b. Closing Out (In Person).

Drive Test Center Guide — SOP D.06
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5. Final Processing

5.a. Closing Out (Online)
Steps

1. After testing is completed, bring the customer inside to check out.

2. Once on the laptop inside, open Power Apps and D360. Search if they have a file in
D360: if they do, check their past test results to see if they have failed any prior drive
tests, and notify them of fail fees accordingly.

If they do not have currently have a file in D360, ask them if they have failed any
previous drive tests and determine fail fees using the information they provide.

3. Ifthey have a Learner Permit, check their expiration date to determine if they are eligible
for a renewal or replacement.
a. If they are eligible for a renewal, ask them if they would like to either renew or
replace their credential, and educate them on obtaining an Unrestricted License
in 6 months (some people may wish to wait to renew at that time).

4. After determining the credential they would like, indicate that on their submission under
“Transaction Type”.

5. Open PayPort to complete the payment. First, calculate the amount that they will need
to pay using the following fee chart:

Charge Type Cash Amount Card Amount
4-Year Renewal $38.50 $40.04
Replacement $25.00 $26.00

Fail Fee $4.00 per failure $4.00 per failure

*Fees as of 1/31/2025

PAYMENT NOTES:

a. For guidance on navigating PayPort, refer to Appendix C: PayPort
Instructions.

b. If the customer is paying with a card, add their email address to the email field so
their receipt can be sent.

c. If the customer is paying with cash, another examiner must be in the room while
the examiner processing the transaction heads to the back to collect change and
the receipt.

d. All cash must be added to the cash till, and the back room must always remain
closed and locked.

6. Return to Power Apps. Click the button with three dots at the top and select “Word
Templates”. If the customer is under 18, select the “Under 18 DTC Intermediate
Template”. Otherwise, select the “Over 18 DTC Unrestricted Template”.

Drive Test Center Guide — SOP D.06
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(@ shar
& word Templates >
Run Report >
R, Assign 2 Flow v EE Word Templates ~  [#] RunRep

Create Word Template

7T Upload Template

4 Download Template
Personal Word Templates

£ View All My Templates

2 DTC Drive Test Report

[ Over 18 DTC Unrestricted T...

Permit Number || [ Under 18 DTC Intermediate...

Immigration No
Documents Required

Location Drive Test Center OKC

7. Print the drive test report out, stamp it, and hand it to the customer.

8. In Power Apps, set the customer’s Application Status to “Pending” and the Application
Status Reason to “Finalization”. Move them to the “Awaiting Finalization” queue.

9. Read the following to the customer: “Your submission will now be sent in for final
processing. Once it is complete, you will receive a confirmation email and you will
receive your credential in the mail within 30 days. This piece of paper will act as your
proof of a pass in the meantime.”

10. Proceed to 6. Entering Score in D360.

5.b. Closing Out (In Person)
Steps

1. After testing is completed, bring the customer inside to check out.
2. Once on the laptop inside, open Power Apps and check their submission for fail fees.

3. Ifthey have a Learner Permit, check their expiration date to determine if they are eligible
for a renewal or replacement.
a. If they are eligible for a renewal, ask them if they would like to either renew or
replace their credential, and educate them on obtaining an Unrestricted License

Drive Test Center Guide — SOP D.06
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in 6 months (some people may wish to wait to renew at that time).

4. Atfter determining the credential they would like, indicate that on their Power Apps
submission under “Transaction Type”.

5. Click the button with three dots at the top and select “Word Templates”, then “DTC Drive

Test Report’.
(& shard
& word Templates >
Run Report >
R, Assign 2 Flow v B Word Templates Run Rep

Create Word Template

7T Upload Template

{4 Download Template
Personal Word Templates

& View All My Templates

I 2 DTC Drive Test Report I

6. Print the drive test report out, stamp it, and hand it to the customer.

7. In Power Apps:
=  Set the customer’s status to “Sent Elsewhere”.

= |f the customer must be processed in person because they do not have a
Learner Permit, set the Application Status Reason to “Immigration Documents”.
Otherwise, set the Application Status Reason to “Original Issuance”.

= Move the customer to the “Finalized” queue.

8. The customer must now bring their drive test report, in addition to their other required
documents, to a Service Oklahoma location to finalize processing and provide payment.

The examiner should offer to help the customer save their spot in line by signing them
up in QLess or showing the customer how to use the self-serve option. They should also
inform the customer about what documents they will need to bring and direct them to the
service.ok.gov website so they can research the document requirements themselves.

6. Entering Scores in D360

Once the test is completed and the customer is placed in the “Awaiting Finalization” queue, the
last step is to record the test score in D360.

Drive Test Center Guide — SOP D.06
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1. Open D360. Use Quick Search to find the customer’s file, using their name and date of
birth.

Dynamics 365 Customer

Quick Search ~

Quick Search - search critari or Scan barcode 0 locata 3 Customer Search (8) Individual Customer
Organization * = required falg
ID Search Name
ID Type Last Name*
Credentisls v | I

ID Number® LastName®  Year of Birth”
First Name
Middle Name

Results Per Page: 100 ¥

2. Click the customer’s name at the very top to open a menu. Click on “Exams” under the
“Driving Records” column.

Dynamics 365

Customer Info Driving Records Workflow [y History

» B e B] e

B vore B 72 s
=

Conat ot ] oo s -

B
X
oo

Vehicle Ownership Info

Shopping Carts

nEEsE

4
2

BB E B S

Recalculate Points Re.

3]

PR Frimary Merge/unmer.. B rstrinon

3. The “Exams” tab will appear, with a list of exams that the customer has previously taken.
Click the drop-down menu at the top, and select the test that results are being recorded
for.

4« Exams
V]| Add
:
Type & Result Required Waive Waive Reason Date Expiration Date Status Reason Third Party Flag
Standard Skills Waive No Yes Out of State License 1/30/2025 12:0... 1/30/2026 12:00 AM Active No
Standard Driving Basic Law Waive No Yes Out of State License 1/30/2025 12:0... 1/30/2026 12:00 AM Active No

4. A new window will appear with several empty fields. Fill in all relevant information,
including the date the test was administered, the type of test, the code for the location
where the test was administered, and the badge number of the examiner.
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This form will also ask for the result of the test and the score. Make sure to enter the
exact score of the test, regardless of whether the customer passed or failed.

5. Click “Save & Close” at the top. If there are any additional tests that need to be
recorded, repeat the previous step.

Dynamics 365 Investigation v  Transactions > New Application Data >

] SHOW HELP PAGEID 2 HELP | Q PRINTRECORD X CLOSE FORM

6. Return to Power Apps and move the customer to the “Finalized” queue. Processing is
now complete.

References
1. Service Oklahoma Drive Test Center Website

2. Oklahoma Administrative Code

Drive Test Center Guide — SOP D.06
Page | 17


https://oklahoma.gov/service/popular-services/drive-test-center.html
https://rules.ok.gov/code?q=

SERVICE
wKLAHOMA
Appendix

Appendix A: Examples of Driver Education Certification

H Driver Training Agreement R T
CANCELLATIONS/ NO-SHOWS r e s
Proof of Enrollment Student #

a Groen Light Driving School LLC has a $35 late cancellation fee and a S50 no-show fee to cover the costs
with ressons, must be made ot least 48 hours In advance of the Receipt #
scheduled driving lesson to avoid a late cancellation foe.

Student Driver's Name: (full legal name)

+ The lesson will be and a no-show, a $50 no-show fee will be = = —
applied, if any of the following occur: Address: _ RIS R IR
» The student does not show up for their scheduled driving lesson. The instructor will 74008___ e
wait at designated meeting place for 15 minutes. After the 15 minutes, the no-show Phone#: ‘ DOB: I | Grade: 9
fee will be applied to the student’s account.
™ i Siving lesian with pormit The Driver Training Program offered by Greater Tulsa Driving School includes 10 Hours of Classroom
& student & < ek ng I 0 out & Vighgmarnss Instruction. Materials 10 be used include the following. The Oklahoma Driving Manual, | landouts, and
+ (only for Option 1) Simulation videos. There will also be 6 hours of behind the wheel instruction. The instructor/instructors arc
licensed by the State of Oklahoma. The Driver Education car is an automatic which is equipped with an
o The student is impaired for any reason (lack of sleep, intoxication, medication, etc.) instructor’s brake and mirror. Total Hours: 16. (The cost for this course as described is $400.00) [*a
convenience fee of 3.75% will be added to all Credit Card transactions**]
o The student is wearing shoes (flip-flops, high heels; etc.) which may Impair the "The schedule for behind the wheel driving will be worked out after the classroom instruction in order to
ability to safely operate a vehicle. attempt to best accommodate students’ & instructors” schedules. Driving schedules are made based upon a first
come first served basis for cach class. We would like for the Student to obtain their permit before we schedule
drive times.

CERTIFICATE OF COMPLETION

Ttis the responsibility of the student driver o meet the instructor a the designated site for classroom
5 S, B A instruction and/or in-car driving. Students will drive a total of 6 hours. The drives will generally be divided into
e o e e S o T ‘ equal segments in order to best fit the schedule. Affer the schedule is se, the student/parent cannot cancel a drive
without speaking fo one of us. (No voice mail messages or e-mails to cancel — pleasel) +*We require 2 24 hour
natice for cancellation. Cancellations without proper notice are charged $50 per hour. We hire and pay
+ 10 hours of classroom Instruction held at Green Light Driving School e vesetvaas s s padtia e
« 6 hours of behind the wheel Instruction with a Green Light Driving School certified Instructor

All fees and charges must be paid in full

Students must complete the required 16 hours of instruction in order to carn a certificate. All 16 hours must be
completed within one year of the class date. Should the time expire prior to completion in the time allotted. students
will be charged $50 per hotir for instruction time remaining.} (Greater Tulsa Driving School retains the right to end
said contract by returning any fees paid should the owner/ instructor deem it necessary.)

SIGNATURES: During inclement weather — ice, snow, etc, — classes could possibly be rescheduled, and students would be
notified. This agreement and fee schedule does not include the use of the school driver education vehicle for the
Driving Test. The Fee for using our Commercial Vehicle and taking the Drive Test at our facility is $50 (825 for

= o the test and $25 Fee for the use of the Commercial Vehicle) Refand Policy: No refund will be given for
STUDENT. DATE withdrawals after class begins. No refunds will be issued after proof of enroliment has been.provided.
Class Date: I I Class Time: J,__ﬂ_l; 7
1 have read the above dgreement and aleept Jul responsibility to complete the cours as described above. 1
L DATE_ 7292024 understand that it is also iy responsibility 1o behave in a proper classroom manner conducive (o learning. To fail to do

50 can result in my removal from the class without any refund being given

oTrRM2I24 00 AM _——a————
ST AR DAY STARTTIME_""" Student’s Signature Signature of a Parent/Guardian for Minors

Driving School Owner:__Danny Limes. Date: 4 Z /3 Aifl

END DATE_ 2% END TIME_ '™

GUARDIAN AND INSTRUCTORE
| declare under penalty of perjury that
‘material, satisfactorily answered

- COURSE PROVIDER D_écdmn
5 1%03‘4!;11\;1» bove name st

This Certifies that

Has successfully completed a Driver Training Course from:

PRECISION DRIVING SCHOOL
2326 S Garnett Unit# B TULSA OK 74129

DateOfBith:  07/05/2008 -
Completion Date:  11/22/2024 |- . -
Studentld:  ypWKLoxFB2HPUTd
CourseName:  DRIVERS EDUCATION
N449011 : S

“ THIS COURSE CONSISTS OF SIX (6) HOURS OF ON-STREET, BEHIND THE WHEEL
INSTRUCTION AND TEN (10) OF CLASSROOM INSTRUCTION.
0710912024

o Adminstrator

TS SCUOLIS LICENSED KY THE STATEOF OKLAUOMA
FINS CHRIICAT COULD B {SED FOR AN INSURANCE DISCOUNT
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Appendix B: Oklahoma DOT Work Zone Safe Program Certificate

Work Zone Safe

CERTIFICATE OF COMPLETION

RECOGNIZED BY
Oklahoma Work Zone Safe

Date: 2024-02-03

Serial No.

cert_S5mkly69z
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Appendix C: PayPort Instructions
Steps

1. Open PayPort. Enter the username and password to sign in.

~ NiC==—

= .:'i,dr'g-me:,.._mmw@s?wu_qs[hwwmaléﬂw%é Hile .:- L

Login

Please enter your usemame and password 1o login.
NOTE: Username and Password are Case-sensitive,

Login »* :
Password * ..
2. Click on the “Cashier” tab to begin the payment process. This will open the “Payment”
tab.
Payment

P ‘::::“-m Nl Unit Price Total Action
Name Ploase Select i ° ] ‘V L is:'; : e

feporting I : R . fom Subtotat . s0.00

Logout B . : e g $0.00

 Total : . $0.00

Customar Information
Contact Name
Emall Address

Phone Number

D <o e

ine 2
g Keyboard E: Address Lina
. Zip Code

ity

State Please solact ... 1t el

Crodit Card

Name on Gard

Card Number
Card Type

Explres [ MM/ YY ]
SVV Code
Payment Address Is the same as e
Customer Address

LR ]

Sunmit Paymant |

3. At the top of the form, click the drop-down menu next to “Name” and select the
credential being issued (i.e. renewal or original, REAL ID (RI) compliant or not). Make
sure to also add any fail fees, if applicable.

4. After all items have been added, enter the customer’s personal information. If they
choose to pay by credit card, add their credit card information.

5. Verify that the items/charges, customer information, and credit card information
are all correct. Click “Submit Payment”.
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Appendix D: Process Map

Drive Test Center

Determine Eligibility Testing Post-Test Scoring

Start 4.b. Failed Skills Test

4.a. Failed
Inspection

6. Entering
Scoresin D360

Customer

Did
customer
pass
vehicle
inspection?

Did Customer

4, Scoring the customer completes
Test pass the processing at
drive test? another SOK
location

Examiner meets
customer and begins 5.b. Closing Out (In
administering drive test Person)

Is customer
eligible for
online
processing?

Examiner

5.a. Closing Out
(Online)

Credential 6. Entering Scoresin
Issued D360

2.a.
Rejected
Customer

3. Summoning the
Customer




