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Overview  

These Standard Operating Procedures (SOP) describe how to process requests from 
Oklahoma Department of Public Safety (DPS) to change the status of an individual’s driving 
privileges due to their medical status. 

Purpose 

This SOP provides step-by-step instructions on how to process medical cancellations, 
suspensions or restrictions of driver licenses in D360 following recommendation by DPS.  

Policy Statement 

These procedures apply to any individuals with ongoing medical cases that may or may not 
lead to a medical cancellation/restriction of their driving privileges. 

Compliance 

OAC 670:15-11-3 – Medical Reports 

Systems 

D360 – System of record used for issuing credentials. 

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

Role Responsibilities 

Compliance Hearing Officer Processes the transaction. 
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Procedures 

The SOK Compliance team regularly receives letters from Oklahoma Department of Public 

Safety (DPS) recommending changes to the driver license status of an individual. These 

requests may ask that an individual’s driver license be cancelled, restricted, reinstated, or to 

open/update a case. 

Note that no two transactions are the same, and DPS may send requests to perform actions not 

covered within the scope of this SOP. Although most DPS case transactions should follow steps 

similar to the procedures outlined throughout this document, a supervisor should be notified if 

the hearing officer is unsure how to process a DPS request. 

 

Processing DPS Cancellation of License 

The most common category of DPS request is a letter recommending the cancellation of an 

individual’s driver license based on the recommendation of a health care provider (see Appendix 

A for an example), which is associated with the cancellation code “446”.  

 

Steps 

1. After a batch of medical cases are received from DPS, print out each of the letters to be 

scanned later.  

 

2. Select one of the cases and open the D360 system. Use Quick Search to find the file for 

the subject of the medical case, using their name and date of birth. 

 
 

3. Open their “Identity Panel.” Check the status of their license, verifying that it hasn’t 

already been cancelled and is still valid. Write down the expiration date of their 

license on the DPS form/letter. 
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4. After loading the customer’s file, click on the customer’s name at the top to open the 

drop-down menu pictured below. Click on the “Compliance” button. 

 

 

 

5. You will now see the “Non-Compliant Items” list. Any prior non-compliant medical items 

(signified by the “MED” next to “Required Scanned Do”) will need to be set to compliant. 

Begin by double-clicking the non-compliant medical item to open the entry. 

 

 

6. After opening the entry, click on the “Requirement” drop-down at the very top and 

change it to “Pay Fee”. 
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7. Return to the “Non-Compliant Items” list. Click on the entry to select it, then click “Waive 

Fee” at the very top. This will make the non-compliant item now compliant. 

 
Repeat this process (steps 5-7) for each remaining non-compliant medical item, until all 

are cleared. 

 

 

8. Open the top menu and click “Cases”. This will open the “Cases for Record” tab. 

 
 

 

9. Check to see if there is currently a cancellation case open. If there is, open the prior 

case and scan the new cancellation notice (skip to step 15). Otherwise, click “Add New 

Case.” 

 

 
 

 

10. In the “Overview” section, set the “Case Title” to “DPS Medical Cancellation” and the 

“Case Type” to “Re-exam”. 

 
 

11. Click “Save”. 
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12. Scroll down to the “Medical Case” section.  

 

I. Set the “Disposition” field to “Closed – Cancelled/Denied.”  

II. Set the “Administrative Action Type” to “446 – Denied, Inability to meet medical 

standards.”  

III. Set “Medical Case Planned Date of Cancellation Notice” to the date indicated on 

the DPS letter. 

 

 
 

13. Click “Save” again. 

 

 

14. Scroll down to the “Notes” section and add the expiration date of their driver license 

(using the format shown below), in addition to any other relevant information that needs 

to be noted. 

 



 

DPS Medical Cases Processing – SOP N.01 
Page | 7 

 

15. Scroll down to the “Scanned Documents” section, on the left side.  

 
 

I. Click the “Document Category” dropdown menu and select “Compliance” 

II. Click the “Document Type” dropdown menu and select “Medical 

Correspondence” 

 

16. On the right side (where the scanned document preview is), click the “Scan” button on 

the far left to scan the new DPS letter. 

 
 

17. Click “Save” again. 

 

 

18. Close the case and return to the “Identity Panel.” Refresh the page (by pressing F5).  

 

To verify that the cancellation has taken effect, make sure that the “OC” (indicating an 

Open Case) and “OS” (indicating an Open Sanction) icons appear lit up, next to the 

person’s photo. 
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19. Go to the top menu and click “Sanctions.” 

 

 

 

20. The “Sanction Associated View” tab will appear, listing all the current sanctions for the 

individual. Verify that the cancellation sanction that was just added appears as “Active” 

and that the information is correct. 

 

 

21. Go to the top menu and click “Correspondences.” 

 

 



 

DPS Medical Cases Processing – SOP N.01 
Page | 9 

 

22. In the “Correspondence Associated View” list, there should be an item titled “Inability to 

meet standard Cancel” that was created automatically after the medical 

case/cancellation was created. Click on that item. 

  

 

23. The “Order of Cancellation or Denial” letter will now appear (see Appendix B for an 

example). After verifying that all the information is correct, click the print button to print a 

copy. 

 

 

24. Send the printed cancellation letter to be mailed to the customer. 
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Documenting New DPS Case 

DPS may request that SOK record the opening of a DPS medical case on an individual’s file, 

even if there is no immediate action to be taken. Since SOK does not directly track the status of 

these cases, updates are first communicated by DPS before being entered into D360. 

NOTE: These procedures refer to cases being opened on the DPS side, not on the SOK side. 

SOK is only recording the opening of the DPS case.  

 

Steps 

1. Open the D360 system and use Quick Search to find the file for the subject of the 

medical case, using their name and date of birth. 

 

 

2. Check the individual’s “Identity Panel” for the following items: 

I. Verify that the individual’s license is valid and in good standing. 

II. Verify that neither the “OC” nor “OS” icons are lit up. Both should be grayed out. 
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3. Open the top menu and click “Cases”. This will open the “Cases for Record” tab. 

 

 

 

Verify that there are no medical cases already opened. 

 

 

4. Return to the top menu and click the “Compliance” button. 

 

 

 

5. You will now see the “Non-Compliant Items” list. If there are any old medical non-

compliant items, open it by double-clicking on the line item. 

 

 

6. After opening the non-compliant item, change it to compliant by changing the 

requirement to “Pay Fee”, and then waive the fee. Repeat this for all remaining medical 

non-compliant items. 

 

7. Once all old medical non-compliant items are completed, return to the top menu and 

click “Sanctions.” 
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Verify that there are no current sanctions related to this specific medical case. 

 
 

8. Return to the individual’s “Identity Panel” and scroll down to the “Notes” section. Click 

the “+” button to add a note. 

 

 

9. Title the new note “DPS OPEN MED CASE”, and enter the following text into the note 

box: 

“DPS HAS AN OPEN MEDICAL CASE. PLEASE CONTACT DPS WITH 

QUESTIONS ABOUT CASE. DOCS IN SCANNED FILES. DPS letter 

recommends issuance of credential." 
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10. Go to the top menu and select “Scanned Documents.”  

 

 
 

Click “Add New Scanned Documents.”  

 

 
 

 

11. A new tab will open.  

I. Click the “Document Category” dropdown menu and select “Compliance”. 

II. Click the “Document Type” dropdown menu and select “Medical 

Correspondence”. 

 
 

 

12. On the right side (where the scanned document preview is), click the “Scan” button on 

the far left to scan the DPS letter. 

 

 

References 

1. Oklahoma Administrative Code  

https://rules.ok.gov/code
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Appendix 

Appendix A: DPS Medical Recommendation Letter 
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Appendix B: SOK Order of Cancellation or Denial Letter 
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Appendix C: O.A.C. 670:15-11-3 – Medical Reports 

Ordinarily, the fitness of an applicant to be granted driving privileges and a driver license can be 

determined by personnel of Service Oklahoma, as prescribed the Department of Public Safety. 

However, medical judgment is sometimes necessary to assist in this determination. Medical 

reports by family physicians or medical specialists may be required as provided by 47 O.S. §6-

119. These medical reports may be referred to the Medical Advisory Committee for evaluation 

and recommendation. The Medical Advisory Committee, as authorized by 47 O.S. §6-118, 

recommends standards for determining the physical, emotional, and mental condition of a 

person to safely operate a motor vehicle. The Department of Public Safety makes the final 

determination in the granting of driving privileges and the issuance of a driver license and will 

provide notice of the determination to Service Oklahoma. Denial or cancellation of a person's 

driving privileges and driver license by Service Oklahoma may be appealed to the court [47 O.S. 

§6-211]. 

 


