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TOWING PROCEDURE FOR FAX INQUIRIES

1. When you receive a fax for owner and lien information, you must first verify that the dealer/repairer license is active. If it is, you can provide the information. If it is not, you cannot provide any information.
2. Make sure to check “MT13” and “MIRI” for the most up to date information. If they cannot provide you with their dealer/repairer license number, you cannot provide them with the requested information.
3. Go to Cater screen:
· Click on the print icon and make sure your printer is set to “Right Fax”.
· On MIRI, tab to VIN, type it in, then F10 (title screen) and F8 for owner 
and lien holder information. Also check “MIRI” for the most up to date 
owner address and latest information. If “MT13” and “MIRI” do not 
agree, make sure you provide the latest information. If the vehicle was 
recently registered, a title might not be in process yet, so you must provide 
them with the latest owner information from “MIRI”.
· Once you are in the title owner and lien holder screen you must click on 
the print icon, a fax screen will pop up.
· On name, you will create a dummy file. You do this by picking a number 
(1,2,3) or letter (a,b,c)
· Click on send, this will forward the dummy file to the Right Fax screen. 
It is now in a “holding” pattern until you are ready to combine the file.
· Then you must F3 to your MIRI screen and follow the above 2 steps to 
send the registration information.
· Repeat the above step for all the requested VIN(S). 
4. Now you are ready to fax the information:

· Click over to Right Fax screen

· Highlight first dummy file, hold shift key and scroll down until you 
highlighted the last dummy file.
· Point the mouse in the highlighted, right click, then left click on combine
· Click on “all pages” on the bottom left, then click on “combine” at the 
bottom right.

· Once you click combine, the “fax information” screen will pop up. You 
must write the name and dealer/repairer number on 
the “name” section, fax number under “fax number” and click “OK”. The information will automatically be faxed to the garage at the fax number you entered. If this is your first time dealing with the garage, once you enter the name and fax number you should click on “Add Entry” to add them to your phone book (this will make it easier for you later on). This screen will be blank, you have to key in the information of the Tower. You may set this up the way you are most comfortable. For example: for the ID (first item) you can use the Dealer/Repairer number or the first name of the garage. Then tab down to key in the address, fax and phone number. After completed, click Under “ID” click “OK”, then “OK” again to fax. 

· Now you can highlight you dummy files, right click and left click on 
“delete”.
Notes: 

· If the vehicle is 1980 or older, only release the registration page, if there is one. The title page is NOT valid, since we do not require title.
· If the requestor is requesting owner information on a boat, they must do so on a Copy Records request form for vessels (J23B).

· Give the tower the most current title and registration information.

· If the title screen states “Confidential Address”, you cannot provide the dealer/repairer with any information for that VIN.

If you have any questions, please see the supervisor before you provide them with information.
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