State of Alabama
Department of Revenue MiCHAEL . wASon

Assistant Commissioner
(www.revenue.alabama.gov) JOE W. GARRETT, JR

50 North Ripley Street Deputy Commissioner
JULIE P. MAGEE Montgomery, Alabama 36132 CURTIS E. STEWART
April 29, 2014
MEMORANDUM 2014-11
TO: License Plate Issuing Officials
FROM: Sherry Helms, Registration Unit XH

Motor Vehicle Division
SUBJECT: New Version of Plate Reservation and Ordering System (PROS), May 1, 2014
A new version of the Motor Vehicle Division Plate Reservation and Ordering System (PROS) will be
available Thursday, May 1, 2014. You may access PROS in one of two ways:
1. Select “Related Applications” in the MVTRIP Application. You will be required to log into PROS
using your MVTRIP username and password or

2. Loginto MVTRIP and select PROS from the “Related Applications” area. You will automatically
be logged into PROS using this method.

[ MVTRIP Applications

o Related Applications

ALVerity Dealer License

A system user guide is attached and will also be available from within the application upon login.

If you have any questions regarding this matter, please contact the Motor Vehicle Division at:
tags@revenue.alabama.gov or (334) 242-9006.

“An Affirmative Action / Equal Opportunity Employer”


mailto:tags@revenue.alabama.gov
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Introduction

Alabama Department of Revenue (DOR) offers a variety of distinctive license plates for motor vehicles to
all registrants. The plate Reservation and Ordering System (PROS) allows registrants to reserve
personalized Collegiate, Military, Specialty, Generic Specialty and Standard license plates and utilize
other plate management features. This is all done through a simple, always available online interface.

Reserving a Plate for a Registrant

If a registrant comes into your office without a previous reservation, please follow the following steps to

reserve and order the tag on their behalf.

1. After logging into MVTRIP, click on the PROS Icon under “Related Applications.
@®MVIRIP

£% Welcome o MVTRIP

The Alabama Department of Revenue Motor Vehicle Division is respapfible for issning metor vehicle titles,
motor vehicle dealer licenses, i vehicl i and enforcing the Mandatory
Linbility Tnsurance Act. In addition, the division istration Plan (TRP) and

transactions.

[ MVIRIP Applications

[

© Unclimed Vil Report

2. After logging in, you will see a navigation bar along the left side of the screen with 5 options as well as the
current open tag orders. Click on the “Order Plate” option on the left side of the screen.

me, Paul Harrisor!
Department of Rovenue
Plate Requests

Open Plate Requests
When

Order Plaie
10 ~|records per page

Searchy/Reorder A Plate

View Order Gueue Plate DL First Last
Action Number Number Name Name Addross

Objectionable Tex

Mairgenance ) COWBOL 55555555  cow boy 555 m

Order Approval
VROOM f y stree
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3.  You will be taken to an order page. The following directions are broken into smaller pieces, but are all on
a single web page.

a. You have the ability to query the ADOR registration database to look up a registrant’s
information by searching for a plate number or vehicle VIN. Enter either piece of information in
the space provided and click on search. If a matching record is found, it will populate all of the
registrant’s current information. **PLEASE VERIFY THAT ALL DATA IS CURRENT**

Search for Registrant Information

Plate Number Search Vin Search

Search

b. Inthe next section, you will find and enter the personalized plate information on the registrant’s
behalf. Select the plate type first from the drop down list. You can type in to search for a
particular tag or use the scroll bar to find it in the list.

Select Plate Type

Reserve a Personalized Plate Prenumbered Distinctive Plates

Plate Type: Please select a Personalized Plate

Parsonalize Plate? |

Please select a Personalized Plate ~

AG TAG (FM)

Alabama A & M University (ML)

c. Once you have found the correct plate type, you will be shown the maximum number of
characters allowed on the plate and given the opportunity to enter a personal message.

Select Plate Type

Reserve a Personalized Plate

Plate Type: University of Alabama - Tuscaloosa (UA)

A maximum of 6 alpha-numeric characters is allowed. A space may be substituted for a character.

Personalize Plate?

Prenumbered Of this type is Unavailable for Order Current ¥

Personal
message:
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d. Enter the message that the registrant would like to have on their personalized plate. If the
message is allowed, you will see a green check box and have the ability to preview what the tag
would look like.

Personalize Plate?

Prenumbered Of this type is Unavailable for Order Currently.

Personal ‘ UA M6 W

message: )
Preview Plate

e. Ifthe message is reserved, in use by another registrant or is banned, you will receive an error
message and a red X denoting that it is not available.

Personalize Plate?
Prenumbered Of this type is Unavailable for Order Currently.

This Text is reserved. Please Try again!

Personal ‘ UA M5 X x
message:

f.  Once you have found a personalized message and tag that the registrant wishes to order, you will
proceed to the registrant information section. If you entered a tag or VIN to lookup, the data will
be populated if the registrant information was found.

Eraer Registrant Indnemation

Plense provide any sdditional Comments:

Select the office location that you are currently in from the

- 4— | first drop down box.
: \ If the registrant wants to have the plate sent to the local

—— office for them to pick up, change the next option to yes.
The default is to have it shipped directly to the registrant.

Please verify all of the registrant’s personal information and
vehicle information. This is required to complete the
reservation.

Snerchy: | Tucoins Enter the registrant’s phone number and email address.

: The email address will be needed in order to send a receipt
- to the registrant. If they do not have an email address,

41 leave it blank. You can print out a receipt for them later in
the process.

When finished click on the “Review Order” button.
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4. You will be taken to a review page. Please have the registrant verify that all pieces of information are correct.

Review Plate Request

Please review your plate request, If you are satisfied, then click the "Submit Plate Order" button to order your plate.

Office Location:

Mail to: License Office

Plate Type: University of Alabama - Tuscaloosa
Plate Number: UAMS

Plate Type Code: UA 02

Preview Plate

ROLL TIDE ROLL
£l
ALABAMA E

Eriver'l License Number:1234567

Name: John Doe

Address: 123 Somewhere 5t

City: Tuscaloosa

State: AL

Zip Code: 35405

Vehicle Malke: BMW

Vehicle Model: ME

Vehicle Year: 2012

VIN: 1234567830ABCDEFG

Fhone Number: {123) 456-7890

Email: registrant@ 1e.alab com

Clerk: Clerk

Comments:
Hrlease send me an emall receipt of my plate order request.
| Submit Plate Order |OR| Go Back and Change Something |

5. If the registrant would like a copy of the receipt emailed to them, be sure to click on the check box at the
bottom of the page. When finished click on the “Submit Tag Order” button.

Mplease send me an email receipt of my plate order request.
Submit Plate Order |OR| Go Back and Change Something

Your reservation has now been placed. If this was a personalized tag, it will need to be approved by ADOR.
Once approved, you will need to click on the order button using the instructions detailed on page 7. If this was a
pre-numbered tag, please proceed to the open tag requests and order the tag.
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Ordering an Already Reserved Plate
Registrants have the ability to reserve a personalized or pre-numbered license plate through the system
prior to arriving at your local office. Please follow the following steps to fulfill their order via the PROS

system.

1. Open your web browser (typically Internet Explorer _@) and navigate to https://pros.mvtrip.alabama.gov

2. Once there, login to the site by entering your CapsLock username and password into the upper right hand
corner of the main MVTRIP portal page

1% Welcome to MVTRIP

The Alabama Department of Revenue Motor Vehicle Division is responsible for issuing motor vehicle titles,
motor vehicle dealer li intaining vehicle regi ion information and enforcing the Mandatory
Liability Insurance Act. In addition, the division administers the International Registration Plan (IRP) and
International Fuel Tax Agreement (IFTA). This portal provides information necessary to process motor vehicle
transactions.

Public Safecy
Scheduled

G
MU

ETAPS PROS

O Unclaimed Vehicle Report

3. After logging in, click on the “PROS” Icon under “Related Applications.

User Name:

The Alabama Department of Revenud Motor Vehicle Division is responsible for issuing motor vehicle titles, Ta
motor vehicle dealer licenses, maintdining vehicle registration information and enforcing the Mandatory . |
Liability Insurance Act. In addition, (he division administers the International Registration Plan (IRP) and el
International Fuel Tax Agreement (IF7 A). This portal provides information necessary to process motor vehicle

transactions.

¢ News and Alerts

1 41812013 - PS5 scheduled updates
on Wednesday, Apirl 17th attecting

Alverity Avallability from & 1o 11FM

AlVerity Dealer License

© Unclaimed Vehicle Report
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https://pros.mvtrip.alabama.gov/

4. After logging in, you will see a navigation bar along the left side of the screen with 5 options as well as the
current open tag orders.

Upen Plate Hegqurts
Order Fise

det & Prate

Olbjestionatde Ts Maintamaancs

Oreer Appavial

5. You can search for any tag reservation that has been placed in the system by typing in the tag number,
first name, last name, address or city.

Plate Requests

Plate oL First Last
Action Number Number Name Name Address City Office Tag Type Status Dat

APPROVED | ar22/

6. You will be able to check on the status of the plate by looking at the status column.
The tag can either be “NEW” meaning that it has just been reserved and has not yet Status Date
been approved by ADOR. The “APPROVED” status lets you know that you can now APPROVED | 4/22/2014
order this tag to be printed.

NEW 4/21/2014
7. Once you have found the reservation that has been placed, you have a few options.

1) Edit —This allows you to update any information that was entered by the registrant, including the
tag number requested and their personal information.

2) Order —This will allow you to order an approved tag. Once clicked, you will be required to enter
the DL# of the registrant, and it will send the order to be printed. This option will not be
available for any reservations that have not been approved by ADOR.

3) Cancel — This will cancel the order. You can use this option if the registrant changed their mind
and no longer wish to order the tag that they reserved.

If the tag is ordered, if the registrant opted to have the tag shipped to your local office, they will need to come
pick it up in 4-6 weeks. If they opted to have it shipped to their mailing address, they will receive it in 4-6 weeks.
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Reordering an existing plate
You can reorder an existing plate for a new tag design, new tag type or a replacement tag.

1. After logging into MVTRIP, click on the PROS Icon under “Related Applications.

Related Tasks

gwﬂmmemMVTR[l‘ m[agin

Usar Name:
The Alabama Department of Revenue Motor Vehicle Division j& responsible for issuing motor vehicle titles, Foreec You User Nana?
motor vehicle dealer licenses, vehicle T and g the v
Liability Insurance Act. In addition, the division ini: i i ion Plan (IRP) and
International Fuel Tax Agreement (IFTA). This portal profides information necessary to process motor vehicle
transactions. o

Password:

P S S —1

5] News and Alerts

¥ 812015 -0es schesuiea upoates
: on Weanesaay, apn 17 smecting
Alverify Availability from 6 to 11PM
o

© Relared Applications.

e b
- i —
PROS ALVerity Dealer License MVDocs

ETAPS

© Usclaimed Vehicle Report

2. After logging in, you will see a navigation bar along the left side of the screen with 5 options as well as the
current open tag orders. Click on the “Search/Reorder a Plate” option on the left side of the screen.

Plane Requests

o First Last
Bumber Name Name Address City

3. You will be able to look up the registrant information for reorder from the following screen. Please enter
the existing tag number or VIN.

Search for Registrant Information

Plate Number Search Vin Search
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4. If any valid records are returned, they will be shown in a list below the search function.

search for Registrant Information

Plate Number Search Vin Search

TES

Search Results

Action Plate Number DL Number First Name Last Name Address City Office Tag Type Make  Model Year | Created Date

TEST 1234567 TEST PERSON 23 SOME ST ANY | TUSCALOOSA PC JEEP WRANGLER 2006 | 4222014 10:45:16 AM

5. Click on the “Reorder” link next to the record that matches the item you wish to reorder. This
will lead to the order plate screen. All of the registrant’s information along with the plate
information will be pre-populated. Verifty that all information is current and correct. Click on
the “Review Order” button at the bottom of the screen to proceed.

\ Enter Registrant Information

Office Location: Select an Option

Wdluld you like to mail your plate to the

selected licensing office? No
Owner Drivers License Number: I 1234567 ]
Owner First Name: John ]
Owner Middle Name: Owner Middle Name

Owner Last Name: Doe ]

If you enter a valid VIN Number it will autopopulate the rest of the Vehicle Information
Vehicle Year: I 2012 ]
Vehicle VIN: I 1234567890ABCDEFG ]
Vehicle Make: I BMW ]
Vehicle Model: I M6 ]
l l

Owner Address Line 1: 123 Somewhere St

Owner Address Line 2: Owner Address Line 2

Owner City: Tuscaloosa ]
Owner State: AL
Owner ZipCode: I 35405
Persolal Phone Number: [ (123) 456-7390

Persond| email address:

registrant@revenue.alabama.com ]

lerk Name: I Clerk

Please provide any additional Col
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6. You will be taken to a review page. Please have the registrant verify that all pieces of information are
correct.

Review Plate Request

Please review your plate request. If you are satisfied, then elick the “Submit Plate Order” butten te arder your plate
Office Location: TUSCALODODSA

Mail to: License Office

Plate Type: Passenger/Pickup/Van

Plate Number: TEST

Plate Type Code: PCOZ

Preview Plate

Driver's License Number: 1234567

Name: TEST PERSON
Address: 23 SOMEST
City: ANY

State: AL

Zip Code: 55555

Vehicle Make: JEEP

Vehicle Model: WRANGLER
Vehicle Year: 2006

VIN: 1234567850ABCDEFG
Phone Number: (123) 456-7890
Email:

Clerk: Paul Harrison
Comments: Reorder

HIPlease send me an emall receipt of my plate order request
| Submit Plate Order :Ji-:| Go Back and Change Samething

7. If the registrant would like a copy of the receipt emailed to them, be sure to click on the check box at the
bottom of the page. When finished click on the “Submit Plate Order” button.

Mplease send me an email receipt of my plate order request.
| Submit Plate Order ‘DR| Go Back and Change Something

8. Click on the “Open Plate Requests”, you will need to periodically check to see when this is approved to
complete the order for the registrant.

ot ey
Wren usi orial informatio srdie
Plate [ e L
Action Number Number ame ssme Address ciry Dt
T 158 o oA
1 et asdl wri
i el ' "
A
oF i 4
T -l 1
F d ! e o 18
o w Sprng Hi w
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9. You can search for any tag reservation that has been placed in the system by typing in the tag number,
first name, last name, address or city.

Numbser Number Name Name Address City Office Tag Type Status Dat

10. You will be able to check on the status of the plate by looking at the status column.
The tag can either be “NEW” meaning that it has just been reserved and has not yet Status Date
been approved by ADOR. The “APPROVED” status lets you know that you can now APPROVED | 4/22/2014
order this tag to be printed.

NEW 4/21/2014

11. Once you have found the reservation that has been placed, you have a few options.

1)

2)

3)

Edit — This allows you to update any information that was entered by the registrant, including the
tag number requested and their personal information.

Order — This will allow you to order an approved tag. Once clicked, you will be required to enter
the DL# of the registrant, and it will send the order to be printed. This option will not be
available for any reservations that have not been approved by ADOR.

Cancel — This will cancel the order. You can use this option if the registrant changed their mind
and no longer wish to order the tag that they reserved.

If the tag is ordered, if the registrant opted to have the tag shipped to your local office, they will need to come
pick it up in 4-6 weeks. If they opted to have it shipped to their mailing address, they will receive it in 4-6 weeks.

4/29/2014
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View Order Queue

The view order queue will allow you to see all orders that have been placed and allow you to edit or
cancel them in case your registrant comes back with an issue with the order. You will only have 5 days
after ordering the tag to make changes or cancel it.

1. After logging into MVTRIP, click on the PROS Icon under “Related Applications.

@®MVIRIP

Vehicke Tt Regitration & Insurance Portsl

4% Welcome to MVTRIP

The Alabama Department of Revenue Motor Vehicle Division
motor vehicle dealer licenses, maintaining vehicle registratién
Liability Insurance Act. In addition, the division administg

{ responsible for issuing motor vehicle titles,

and ing the v
the International Registration Plan (IRP) and

International Fuel Tax Agreement (IFTA). This portal profides information necessary to process motor vehicle

transactions.

© Relared Applications

=

ETAPS PROS ALVerity

@ Unclaimed Vehicle Report

Related Tasks v

(JJLogin

User Name:
P ———
Password:

T S N —

.5 News and Alerts

¥ 182013 -DPS Scheduled updates [
on Wednesday, Apirl 17th affecting
Alverify Avaliability from 6 to 11PM
Forvasdic bl Safl
below. Computer Techuslagy Se
Updates

Clik la Vi

Mator Vehicle Div

ates OQueved For Order
Open Plate Reques

Drder Plate

__l" _"_é'e\zzml;ns.-;.‘ago Search:|
LT
Tag Send To. VIMS
finee Grobas- Chisua: Action Number Address Office Prenumbered Maotorist Error
At UA M& 23 50ME 5T ANY TUSCALOODS, Falsar v True W
Objectionable Text Maintenance it
Order Approval
<
Showing 1 to 1 of 1 entries
3. You will be able to search for the appropriate order by searching on any
. . . Tag
of the order information including tag number, name or address. Once Aotion | Mamker
you have found the item you wish to changed, click on the blue “Action” e
. . . . . Action -
icon next to the record. You will have the options to either edit or
cancel the order. Edit
Cancel

4/29/2014
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4. When clicking “Edit”, you will be given a form page to edit all of the pertinent information for
the order. Please update any pieces of information that needs changing and click on “Save
Changes” at the bottom of the screen. This will place the order back in the queue.

Quelied Plate Order Editor

5. If you cancel the order, it will be removed from the order queue. **Please double check to
make sure you are canceling the correct order. ADOR will NOT be able to reverse this
change**
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