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Overview  

This Standard Operating Procedure (SOP) covers the processes of adding and releasing 

liens.  

Purpose 

This document provides step-by-step procedures for Title Consultants follow when processing 

lien transactions. 

Policy Statement 

These procedures apply to TCs helping customers in the SOK Storefront with title 

transactions and working in the back-office processing mail-in title work. 

Compliance 

OAC 670:20-41 – Liens 

 
LO Manual Page 123- 130 – Liens 

Systems 

System Function 

OneLink Platform for storing customer information and 

processing Motor Vehicles transactions 

Laserfiche Image storage database where customer-

submitted documents are stored – accessible 

through OneLink 

Microsoft Teams Messaging and file sharing platform used for 

communication between the Storefront and 

Building 16. 

 



 
 

 

Roles 

Role Responsibilities 

Title Consultant (TC) Processes title work in-store with customers 

or in back-office via mail.  

MV Supervisor Available to answer questions or resolve 

issues that arise during the standard 

processing of title work. 

Central Processing Division (CPD)   Receives, sorts, and scans incoming 

customer mail to forward to titling 

department. Sends all outgoing mail, 

including printing and mailing titles.  



 
 

 

Procedures 

Process #1: Adding a Lien to a Title 

Purpose: To add an active lien to an Oklahoma title and issue a new title 

Background:  

This example follows adding a lien to an existing Ownership Account and issuing a new title 

with the lien added to it.  

This process can be performed by Title Consultants in the SOK Storefront in the Motor Vehicles 

back offices.  

Process Step-by-Step: 

1. From the Ownership Account, click the I Want To button 

 

2.  Click Revised Title Application 

 



 
 

 

3. Select the vehicle and click Next. 

 

4. From the drop-down menu under Title Action, select Add Lien.  

 

5. Enter the Previous Title Number and select and necessary changes. Click Next. 



 
 

 

 
Note: If releasing a lien, click the Edit Lien box and add the Release Date 

 

6. Fill in the Required Lien Information According to the Lien entry Form (MV 21-A) 

• Debtor Name and Address  

• Lienholder Name and Address 

• Execution Date (if no execution date is given, use the current date)  

https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/license-plate/MV-21-A%20Lien%20Entry%20Form.pdf


 
 

 

 

Note: Lienholders can be searched either using a Lienholder ID or Zip Code  

 

From a Zip Code search, select from all listed lienholders in the area.  



 
 

 

 

 

7. Click Next 

 
8. Make any necessary changes to vehicle information 

 



 
 

 

 
9. Make any necessary changes to owner information. Click Next. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

10. Add any miscellaneous fees. 

Note: This example was processed in the back-office and the customer did not provide 
copies of the Lien Entry Form, so they will be charged a Mail Fee and a Lienholder 
Notification Fee  

 

 

11. The next window will show a preview of the title, any changes made will be reflected in 

red. Click Next. 



 
 

 

 

12. The following page is a summary of the activity and the payment amount. If any changes 
are necessary, go back by clicking on the activity buttons on the left side of the window. 
Click Submit. 

 

 

 

 

 

 



 
 

 

 

13. Receipt the transaction.  

14.  From the CRM tab, click Quick Print to print receipts for this transaction.  

Note: See Appendix B for instructions on allocating receipts. 

Example: Lien Receipt 



 
 

 

15. This transaction requires SOK to generate Lien Entry Forms for the customer since they 

did not submit enough with their paperwork. From the I Want To page, select Add 

Prefilled Forms. 

16. Select Lien Entry Form 

17. The Lien Entry Form should auto-populate since it is tied to the Add Lien process that 

just occurred on the Ownership Account. Print this form and see Appendix B for 

instructions on allocating receipts.  

 

 

 

 

Example: Pre-Filled Lien Entry Form 



 
 

 

 

Process #2: Add Single Lien Filing 

Purpose: To add a lien to an existing Oklahoma record without issuing a new title. 

Background: 



 
 

 

This example follows adding a lien to an existing Ownership Account without issuing a new 

title. This example was conducted in the OneLink test environment, so not all customer 

information is realistic.  

This process can be performed by Title Consultants in the SOK Storefront or Processing 

Specialists or Research Specialists in the Motor Vehicles back offices.  

Process Step-by-Step: 

1. From the Customer Account, Select I Want To 

2. Scroll down to the Liens section and select Add Single Lien Filing 

3. Enter all vehicle, debtor, and lienholder information 

Note: For details on how to search a Lienholder, see the “G.01 - Original Titles” SOP 

 

 

 

 

 

 

 



 
 

 

OR select Select to auto-populate information.  

 

4. Click Save when all information is input accurately 

 

 

 

 

 



 
 

 

 

5. Receipt the Process 

6. Navigate to the Letters tab, select all letters, and select Print 

 

7. Print all generated documents. Mail appropriately to lienholder and debtor (See 

Appendix B).  

Note: See LO Manual Page 127 for more information on paperwork distribution following entry 

of liens. 

 

Process #3: Releasing a Lien from a Title 

Purpose: To release and remove an active lien from an Oklahoma title.  

Background:  

This example follows a lien released by a Title Consultant on a vehicle that either is or is not 

already registered in OneLink.  

Lien release requests must include: 

• Name of Secured Party (Creditor) 

• Name of Debtor 

• VIN 



 
 

 

• Must be notarized 

Process Step-by-Step: 

OPTION A: If the vehicle is not registered in the system, follow this option 

1. Go to the Search Manager and search by DLN or VIN. This example follows a VIN 

search. 

2. Click on the Activity ID.  

3. From the activity page, click the Associated Items tab.  



 
 

 

4. Click on the vehicle ID. 

 



 
 

 

OPTION B: If the vehicle is already registered in the system 

1. Start from the customer account and click the Liens tab 

2. Click on the Vehicle Lien 

 

 

From here, Option A and Option B converge 

1. Click the Release button 



 
 

 

 

2. Enter the date of lien release and click OK. 

 

3. Click Yes to confirm lien release 

 



 
 

 

4. Generate and print a Document Cover Sheet for this transaction (See “G.19 - OneLink Basics” 

SOP).  

Note: In the case that the lien is already released in the system, shred the lien release. If the VIN is 

not found in the system, send a lien release reject letter to the lender. 

 

Appendix 

Appendix A: Required Documents and Fees 

1. Oklahoma title 

2. Three (3) completed and signed Lien Entry Form (MV21-A)  

3. Occasionally, a lien release will be submitted with the paperwork.  

Table of Fees:  

Standard Fees 

Title Fee $11.00/$2.25 Boat and Motor 

Lien Filing $10.00 

HB1357 (if applicable*) $3.00 

Mail $1.73 or $6.60 if mailing plate 

*If a lien is indicated on the Out-Of-State document, or the vehicle owner indicates that there is a lien 
on the vehicle, the lien must be placed on the Oklahoma record and the lender notified. (HB1357) 

See “G.11 - Original Titles” SOP for a full list of fees and exemptions 

 

Appendix B: Allocating Receipts 

Add Lien Title 

After processing an Add Lien title, there will be several documents that need to be printed and returned 
appropriately:  

To CPD: 

• Document cover sheet 

• Title receipt 

• Title, red stamped 

• Lien receipt 

• Lien Entry Form, use the one with the date stamp or the handwritten DLN. 

• Any other documents that may have been submitted such as a lien release 

 

To the Lender: 

• Lien receipt 

https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/license-plate/MV-21-A%20Lien%20Entry%20Form.pdf


 
 

 

• 3 copies of lien releases 

• Copy of Lien Entry Form, (MV21-A) Do not send the lender the copy that may have the date 

stamp or the handwritten DLN. 

Single Lien Filing 

After processing a single lien filing, there will be several documents that need to be printed and 
returned appropriately:  

To CPD: 

• Document cover sheet 

• Lien receipt 

• Lien Entry Form, use the one with the date stamp or the handwritten DLN. 

To the Lender: 

• Lien receipt 

• 3 copies of lien releases 

• Copy of Lien Entry Form, (MV21-A) Do not send the lender the copy that may have the date 
stamp or the handwritten DLN. 

• Title, red stamped  

 

 

References 

1. List of forms relevant to liens 

a. MV-21-A: Lien Entry Form 

b. Affidavit of Lien Release 

c. Form 797-B: Affidavit for Out-of-State Lien Verification 

d. Form FL-705 – Lien Creditor Letter 

 

 

 

 

 

 

 

 

https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/license-plate/MV-21-A%20Lien%20Entry%20Form.pdf
https://www.oktagagent.com/okforms/797-C.pdf
https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/2023/797-B%20Affidavit%20for%20Out-of-State%20Lien%20Verification%20R01-2023.pdf
https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/2023/FL-705%20In-State%20and%20Out-of-State%20Creditor%20Letter%20R01-2023.pdf

