
 

 

 

  

OneLink Basics 
Motor Vehicles Division 

 
3-18-2025 
 

    



 
 

 

Revision History 

Effective Date of SOP: 3/18/2025 SOP Number: G.19 

Functional Area Name: Motor Vehicles Division Name: Titles & Special Plates 

Last Review Date: 3/14/2025 Last Reviewer: Tiffany Doane, Motor Vehicle 

Manager 

Next Review Date: 3/14/2026 Next Reviewer: Motor Vehicle Manager 

Executive Approval Date: 3/18/2025 Approved By: Caitlin Owen, Chief 

Development & Support Officer 

Overview  

This SOP covers some basic steps to set up and configure OneLink for customer-facing 

motor vehicle processing, including cash drawer and receipting processes that are 

components of most transaction types.  

Purpose 

This document provides step-by-step procedures for SOK Storefront Associates to follow to et 

up their OneLink accounts to process customer transactions.  

Policy Statement 

These procedures apply to SOK Storefront employees helping live customers with various 

Storefront transactions.  

Compliance 

N/A 

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 

National Motor Vehicle Title Information 

System (NVMTIS) 

National title tracking database used to check 

vehicle title history.  

 

Roles 

Role Responsibilities 



 
 

 

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

or in back-office via mail.  

MV Processing Specialist Processes special plates transactions from 

the MV Processing offices. 

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: Opening a Cash Drawer 

Purpose: This process covers opening a cash drawer in OneLink as a prerequisite for 

processing a transaction.  

Background:  

Before processing anything in OneLink, the first step is opening a cash drawer.  

Process Step-by-Step: 

1. From the I Want To manager, select the Open Cash Drawer hyperlink. 

 
 

2. All information is auto filled. Click the Save button. Once the cash drawer is open, 
OneLink is set up and ready to process other transactions.  
 

 

Process #2: Receipting A Process – Back-Office 

Purpose: To receipt out a customer-submitted remittance for a MV transaction.  

Background:  

Processing transactions creates a balance on the ownership account that will need to be 

receipted. All payments on back-office transactions will be receipted by Remittance Processing.  

Process Step-By-Step: 

1. From the Ownership Account, select the Receipt button.  



 
 

 

 

 

 

2. Select the Remittance Processing hyperlink.  

 

 

 

3. Enter the document locator number (DLN) and the amount of the DLN.  

Note: DLN will be printed on the customer-submitted documents by CPD.  

4. Click the Save button.  

 



 
 

 

 

5. Select the Quick Print hyperlink to generate receipts.  

 

 

Tolerance Adjustment  

Background: If customer payment for a transaction is short or over by $3.00 or less, the 

payment can be tolerance adjusted. A tolerance adjustment must be made prior to receipting.  

 



 
 

 

1. From the Ownership Account, select the Financial tab.  

2. Select the financial period of the transaction.  

 

 

3. Select I Want To.  

 



 
 

 

 

4. Select the Tolerance Adjustment hyperlink.  

 

 

 

5. Enter the amount of the tolerance adjustment (short -$3.00, long $3.00)  

6. Enter the Note either over payment or under payment. 

7. Select Save.  

 

 

 

 

 

 

 



 
 

 

 

 

8. Click the Receipt button and receipt the process as usual.  

 

 

 

Add Direction  

Background: 

This will be used if a customer has overpaid for a transaction by more than $3.00. This process 

will start after saving a transaction.  



 
 

 

 

 

1. From the Ownership Account, select the Receipt button.  

 

 

 

2. Select the Remittance Processing payment type.  

 

 

 

 

 

 



 
 

 

 

 

3. Select the Add Direction hyperlink.  

 

 

4. Click the Select Customer hyperlink.  

 



 
 

 

 

5. Click the Customer button.  

6. Find the vehicle to receipt (should be the one at the top of the list but make sure to 

verify).  

 

 

 

7. Click the Confirm button.  

 

 

 



 
 

 

 

 

8. Select the Ownership Receipt from the Direction Type drop down.  

9. Enter the amount to be refunded in the Direction field.  

10. Click the Save button. This will update the balance when receipting.  

 

 

11. Enter in the DLN and the amount of payment.  

12. Click Save.  

 



 
 

 

 

 

13. Click the Quick Print hyperlink to generate receipts. 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

Process #3: Receipting A Process - Storefront 

Purpose: To receipt a process in OneLink, linking customer payment to a specific transaction.  

Background: Receipting occurs during every customer transaction once the transaction has 

been processed but before it is completed. This process occurs after pressing ‘submit’ on a 

transaction and returning to ownership account.  

This example follows a cash transaction.  

Process Step-by-Step: 

1. From the Ownership Account, select the Receipt button.  

 



 
 

 

 

2. Click the payment type hyperlink.  

 

 

3. Select the Save button.  

 

 

4. To print the registration receipts, click the Quick Print hyperlink.  

 

 



 
 

 

 

Process #4: Sending a Letter – MV Processing 

Background:  

Anytime a customer sends in paperwork that cannot be processed without further input, it is 

necessary to send them a letter request more information or documentation.  

Anytime a letter is sent to a customer a note should be added to the Ownership Account.  

What letter to send?  

From OneLink: 

Most letters in OneLink require some kind of information to be checked or filled in before letter 

can be saved and printed. Before saving and printing a letter, make sure you all necessary 

information is on the letter.  

Common Motor Vehicles Letters:  

• Unprocessable Personalized Plate App (aC0104) –Personalized plate options that 
were sent in are not able to be ordered due to requested options going against the rules.  

• Unprocessable Secondary Plate (aC0103) - This letter is for the certain military plates 
that require proof of service to apply for one.  

• Unprocessable Missing Documentation (aC0200) - This letter is for plates that require 
a valid member ID to display on your vehicle. 

• Military Documentation Request (aL0200) - This letter is for Military Honors plates that 
require either a DD214 or an award letter.  

• Characters Taken Letters (aL0220) - Personalized plate options that were sent in 
cannot be issued because a plate has already been issued with the same choice.  

• Primary Registration Expired (aL0230) - If we have received a request for a special or 
personalized plate but the primary plate is not valid (current).  

• Documentation Required (aL0240) – This letter is used for plates that require 
documentation, but that documentation was not sent in with the original application.  



 
 

 

• Underpayment with Voucher (bC0060)- This letter will be used for any application that 
was received that did not contain enough money. This can be used for special plates or 
regular renewals.  

• Insurance verification Request (bC0200)- This letter is to be used if the insurance 
verification that was mailed in does not verify or is not Oklahoma insurance.  

 

From the J Drive  (Division Share (I:)- MV Processing- Letters with New Letterhead)  

• Letters for Primary plate in renewal window- This is the letter we mail out if we are 
issuing a special or personalized plate and it is within the renewal window.  

• Parking Placard Expired- This is the letter we send if someone has sent in an 
application or renewal for a physically disabled plate but the placard information is 
expired. 

• R2 Missing or incorrect reg ltr- This is one we use if the application is missing vehicle 
information or once we go to issue personalized plate the title has been transferred.  

• Fixed expiration plate letter- This letter is to be sent out with requests for plates that 
have fixed expirations (Vintage and Amateur radio) in addition to the underpayment with 
voucher. 

• Vintage Denial- This letter is to be used when a Vintage plate is denied.  

  

Process Step-by-Step: 

1. From the Ownership Account, select the CRM tab, Letters subtab.  

2. Click the Add hyperlink. 

 



 
 

 

 

 

3. Select the letter Type hyperlink from the list 

 



 
 

 

 

  

4. Depending on the letter being sent, more information might need to be entered.  

5. After filling in or selecting all the necessary information, click the Save button.  

 

 

 

6. The letter has now been generated, click Next.  



 
 

 

7. Then click the Print hyperlink.  

 

 

8. This will open a new tab to allow the letter to be printed.  

9. Once a letter is generated. add a Note to the Ownership Account.  

Process #5: Adding a Note to an Ownership Account 

1. From the Ownership Account, select the Add hyperlink under the Recent Notes 

section.  

 



 
 

 

 

2. Enter the Note in the system, if money was sent. include DLN with the note. Remember 
that everyone can see this note and it once entered it cannot be removed.  

3. Click Save.  

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

4. The Note is now added the Ownership Account homepage. 

 

 



 
 

 

 

 

 

 

 

Process #6: Running a Fee Estimate 

Purpose: To run a fee estimate on a title transaction as a necessary step in many titling 

processes.  

Background: 

When a customer mails titling paperwork to SOK, that paperwork is received, scanned, and 

sorted by CPD. MV paperwork is forwarded to the MV department, and the titling team further 

sorts the titling mail by transaction type.  

Once original title paperwork packets have been identified, a TC begins processing by going 

through the packet and verifying that the customer’s documents and payment are sufficient. If 

the customer is missing documentation, the TC will need to send them a letter asking for proper 

documentation (See sending a letter). The TC should make a note on the customer’s Ownership 

Account and file the paperwork away while waiting for more information from the customer.  

After vetting the customer’s paperwork packet, the TC should run a fee estimate in OneLink and 

fill out a T-2 form. Fee estimates and T-2 forms are typically required on the following 

transactions:  

1. Repo titles 

2. Out of State titles, Tribal titles 

3. New MSO  

4. Transfer titles 

5. Assembled vehicles 

6. Body change requests 

7. Reinstate Manufactured Home instructions 

 

 

Process Step-by-Step: 

1. From the I Want To Manager, select the Title / Register hyperlink.  

 



 
 

 

 

2. Enter the VIN.  

 

 

 

Note: Since this is an original title and the vehicle is not in the system, VIN must be entered 

twice 



 
 

 

 

 

3. Since in this case we want to run a Fee Estimate instead of processing the 

transaction/issuing inventory, at this point toggle on Fee Estimator mode. 

 



 
 

 

4. Select Registration Class. This example follows a Manufactured Home Fee Estimate. 

Click Next  

 

5. Enter Primary Document used for titling. This example follows a title from a 

Manufacturer’s Statement of Origin (MSO). Click Next. 

 

 

6. Enter Vehicle Details including Year, Make, and Body Type. Click Next. 



 
 

 

 

 

7. Enter Title Info, including Title Action. This example follows an Original Title. Click 

Next. 

 

 



 
 

 

 

8. Enter Purchase Information, including Assignment Date, Date First Sold, and 

Purchase Price. Click Next 

 

 

9. Enter any applicable Fee Exceptions, Plate Group, and Plate Type. Click Next. 



 
 

 

 

 

10. The next screen will ask for Decal and Plate information. Since this is a Fee Estimate 

only, click Next and skip this screen.  

 



 
 

 

11. Enter any applicable Miscellaneous Fees. This example has only a Mail Fee. Click 

Next. 

 

 

12. A screen will appear showing an estimate total due by the customer for this transaction.  



 
 

 

 

13. At this point, the Title Consultant should compare what is owed with what has been 

submitted by the customer. If the customer is short money, they may need to be sent a 

letter.  

14. If the customer’s payment looks accurate and there are no other issues with the 

submitted paperwork, the Title Consultant will draft up a T-2 form to be forwarded on to 

another Title Consultant or Processing Specialist for processing and inventory issuance. 

 

Process #7: Print a Document Cover Sheet 

Purpose: To print out a Document Cover Sheet (DCS) as a necessary step of closing out many 

Motor Vehicle transactions 

Background:  

Many Motor Vehicle functions may require a DCS to be printed and placed on top of any 

customer documentation to create a packet. This packet must be sent to CPD and scanned into 

Laserfiche to link customer documents to the correct Ownership Account in OneLink 

Process Step-by-Step 



 
 

 

1. After finishing a corrections process for a customer, return to the Ownership Account 

and navigate to the CRM tab. 

2. Select the document cover sheet row.  

3. Review the generated Document Cover Sheet. Print and place on top of customer 

document to create a packet.  

Note: These packets are typically to be placed in baskets or bins to be carried over to CPD 

for scanning.  

 

 



 
 

 

Note: A DCS will have a box in the center describing the nature of the work in the packet.   

 

Process #8: Assisting Agents in OneLink  

Background:  

SOK has ability look at user’s screens in OneLink to allow us to assist with issues more 

effectively.  

Process Step-by-Step: 

1. Starting from the Security Manager, click the Current Users hyperlink. 

 



 
 

 

 

2. Enter the Username in the filter field  

3. Click the name hyperlink. This will open a new window to view what they are working on 
in OneLink.  

Note: When searching agents, use the username they use to log into OneLink.  

 

 

4. Control the screens by clicking the pause button and then use the arrows to go forward 
or back to the previous screens they viewed.   

 



 
 

 

 

 

 

 

Appendix 

Appendix A: Logging into OneLink 

Login to OneLink with the same login information used to log into the computer.  

o Log in with first initial last name. (ex.  tdoane), then use your computer password.  



 
 

 

 

Appendix B: Setting Favorites in OneLink 

Once you have logged in you can set favorites to your navigation Panel.  

1. From the New Manager, click the Favorites hyperlink.  

 

 

 

2. Check the box next to a manager to pin it to the navigation panel.  

 Helpful recommendations: 

• I Want To  

• Search  

• Task Management  



 
 

 

3. Next, click the Pin hyperlink next to the manager to pin to navigation panel.  

 

 

4. Click the Save button. This will pin these managers to the navigation panel.  

 



 
 

 

Appendix C: Setting Up a Startup Manager 

Setting up a startup manager will change the screen you see right after you log on to OneLink.  

1. From the New Manager screen, click the Startup hyperlink.  

 

 

 

2. Select I Want To from the drop-down menu.  

3. Click Ok.  

 

 
 

 

Appendix D: Searching and Navigating an Ownership Account 

From the Search manager there are multiple ways to search for an ownership record:  

• Tag number  

• Title number  

• VIN number  

• Last 8 of VIN  

• Last name, First name 

• Address (separate the street address from the city by using a comma) 

Example: Searching an Ownership Account by License Plate 



 
 

 

1. To get to the Ownership account, search using one of the search criterias listed above then 

click the blue Ownership hyperlink. 

 
 

2. This will pull up the Ownership Account Homepage 

 
 

Listed below is a breakdown of the important tabs / subtabs on the Ownership Account.  

Tab Contents 

Vehicle • Registrations- This will hold all registration activities (i.e., renewals)  

• Unpaid Registrations- This will hold registration activities that have yet to 

be receipted.  

• Liens- this will hold the lienholder name and address information.  

• Activities- This will hold all the activities processed on this account. 



 
 

 

 

Attributes • Names- This will hold the names of the owners’ ties to this account  

• Address- This will hold the addresses tied to this account. 

 

CRM • Letters- This holds all the letters generated for this ownership account.   

• Indicators- This will hold all the indicators tied to this account (i.e., title 

holds, stop flags)   

• Renewal Notice Options- This will show how the owners opted to receive 

their renewal notices.  

 

Task • Cases- This will hold all cases tied to this account. (i.e., title cases, batched 

work) 

Financial • Periods- This will hold the financial periods for all transactions.  

• Payments- This will hold all the payments that were made on this account.  

 

There are many processes that stem from the Ownership Account. To navigate to those processes, 

you will select the I Want To button. Some the most common are: 

• New Registration  

• Renew Registration  

• Primary LSM / Insurance  

• Revised Title  

• New Special/Personalized plates  

 

Appendix E: Answering the Phone – FAQs – Motor Vehicle Processing 

Customers  

Where is my Plate & or Decal? 

First, we will always need to get the vehicle information. Once the record is pulled up you will 

look at the last registration processed.  

If the last registration was processed by SOK then check for note on the account about it being 

returned to SOK if not refer to the Processing a No Charge LSM section of the manual.  

If it was processed by a tag agent, then you should give the tag office phone number to the 

customer and tell them they will have to contact the tag office that processed it.  

I received a letter and I do not know what it is for? 

For these you should get the letter ID from the customer it is listed in the upper right-hand 

corner of the letter. L######### this will allow you to look at the letter they have and see what 

it was for.  

I got a bill from Service Oklahoma? 



 
 

 

For these you should get the letter ID from the customer it is listed in the upper right-hand 

corner of the letter. L######### this will allow you to look at the letter they have and see what 

it was for.  

I got a letter but I do not own this car? 

For these you should get the letter ID from the customer it is listed in the upper right hand 

corner of the letter. L######### this will allow you to look at the letter they have and see what 

it was for. If it was a renewal notice and they have sold the car they should just disregard the 

letter.   

I did my renewal on OkCars but I never received my decal? 

The Service Oklahoma is not able to be selected to process a renewal on OkCARS so the 

customer will need to contact the tag agent that processed the renewal.  

I never received my renewal notice and when I went into pay I had to pay $100 penalty, 

this should be waived since I did not receive notice?  We do not have the ability to waive 

penalty for any reason per statue, the renewal notice sent out is just a courteous and is not 

required in order to be able to renew. 

I just mailed my renewal into the Service Oklahoma when will I get the decal?  

When you mail in a renewal to the Service Oklahoma we say to allow 4-6 weeks for 

processing.  

I would like to check the status of my personalized plate? 

For this you can search the personalized plate requested to see if the plate has been ordered 

and sent to the tag plant by looking at the personalized plate case in the ownership account 

and the stage section. We say to allow 12-16 weeks for personalized plates to be made and 

issued.  

How much is my renewal? 

For this you would just go through the renewal process to the fee section to see what the cost 

will be.  

Why can’t I renew online? 

For this we will first want to look up the account. If there is a stop flag of any kind send them to 

whatever section the flag is for. If a fee exception was used previously and the customer is 

willing to pay full price, then a Primary Reg fix can be used to remove Fee exception from the 

registration activity.  

When I renew online why do I have to take email renewal notices? 

This was a decision by the Service Oklahoma if you opt to renew online you will be sent a 

renewal notice through an email. This can be changed by sending an email to 



 
 

 

MVplates@service.ok.gov or going to a tag office. This option cannot be changed on the 

phone.  

Since I never received my renewal notice can you waive penalty being charged? 

Per statue no penalty can be waived for any reason. The renewal notice is a courtesy reminder 

and not required to renew.  

I just moved how do I change my address?  

This can be done on OkCARS all you need is the current vehicle information and the address 

currently on the registration. This cannot be done on the phones.   

What is the NAIC code? 

This is a 5 digit code issued to each insurance company. 

 

Tag Agents  

I have a customer that has a plate that’s been expired a few years can we reactivate it? 

We will no longer be reactivating expired specialty plates.  

How do I move a plate to another vehicle (DAV mainly)? 

Only special plates can be transferred outside of a Title and Register. 

How do I order a special plate? 

From the Ownership account select the New Specialty Plate hyperlink and fill in all the required 

information. This will get sent to the Service Oklahoma and we will work the order and issue 

the plate.  

How do I issue a replacement decal"/"Can I issue a replacement decal? 

Agents do have the ability to do a no charge LSM and they follow the same process as we do. 

Refer to the Processing a No Charge LSM section of this manual.  

 

Calls to Transfer 

How do I renew my driver’s license? Contact DL Services at 405.425.2424 or most tag 

agencies in the state of Oklahoma.  

Where is my handicap placard? Contact DL Services at 405.521.7000 

How can I get a duplicate title? This call should go to Titles 405-521-3221 

I never received my title in the mail? This call should go to Corrections 405.521.3535 

Where do I get my 599 card? Contact the Department of Veteran Affairs 918.781.7766 

mailto:MVplates@service.ok.gov


 
 

 

 

 

 


