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Replace Vehicle

Use the Replace Vehicle transaction to add a new vehicle and delete
an existing vehicle at the same time, applying the credits from the
deleted vehicle to the added vehicle. The transfer vehicle must be in
the same account and fleet as the original vehicle.

Note: You may only add vehicles in an online transaction that are
registered in Ontario and in the current owners name. If a vehicle
requires an owner change (transfer) or is coming from out of
province or country, this replace vehicle must be completed by IRP
staff.

Procedure

1. To replace a vehicle, click Replace Vehicle on the Vehicle menu
tile on the IRP Site Map:
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2. Fleet Search window appears:
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3. To select a fleet, in the Fleet Search Window, enter
e Account number
e Fleet number (optional)

e Fleet Expiry Year (the year that is being renewed—not the
current year) (optional)

and click Continue.

4. The Vehicle Details screen appears:
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Review or Add a Weight Group

New weight groups can be added, and existing weight groups can
be viewed (but not changed) before replacing the vehicle. To view
or add a weight group,

5. Select the Weight Group button on the navigation tab at the
top of the screen (double-click the word underneath the circle):
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Vehicle Details Replace Vehicll
KEILSEY, CHASE  Accourti: 41875 Fliserm: (04 Expiry Morh/Year: OF F 2002 Supplements: 002

6. See tutorial/walkthrough document Add or Change a Weight
Group for detailed instructions, if required.

Click Done to return to the Vehicle Details screen.
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Replace Vehicle

1. On the Vehicle Detail screen, select the vehicle by entering
the unit number, VIN, or plate number in the appropriate fields.
Click Find.

Vehicle information displays.
2. In the Old Vehicle Details panel:

e Click on the Unit Number, VIN, and Plate No. fields and enter
the appropriate information, or select a value from the drop-
down list in each field.

e C(Click Search in the Old Vehicle Details panel to display the
remaining “old vehicle” information.

3. In Vehicle Details panel (white fields only), enter information
about the new vehicle.

See tutorial/walkthrough document Vehicle Processing for
explanation of fields if necessary.

4. When vehicle information is complete, click Continue.

Vehicle Details Validation screen appears with completed
vehicle information.

5. Click Continue to save the new vehicle.
Vehicle Details screen reappears.

6. Process the next vehicle replacement, or click Done, and
proceed to Emissions requirement.
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Corrections

After replacing a vehicle, you may need to make a correction.

To see a list of the vehicles that have been replaced in the
supplement, select Veh List on Vehicle Selection Details
Validation screen.

1. Change or cancel the updates as necessary:

e Once you have selected a vehicle that has been added,
amended or changed, you can make further changes to that
vehicle.

e You can also cancel the change altogether by clicking Cancel
Vehicle. This button cancels the change and the replaced
vehicle will be removed.

2. Click Continue.

3. Verification screen appears. Click Continue, and process
more corrections if required.

4. When finished, click Done.
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