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SECTION 3:  CUSTOMER SEARCH 
 

If the customer record was not found with the Driver Identification Number (DID#), 
Social Security Number (SSN), or Federal Employer Identification Number (FEIN) 
entered, the following message will appear: 
 

 
 
 
Select OK and verify the DID#, SSN or FEIN was entered correctly.  Enter a 
corrected number and select Next, if appropriate. 
 
 
If the identifier was entered correctly, select SEARCH. 
 

 
 
Processing Tip: If you cannot find the correct record with the DID#, try using the SSN 
before using the Search function. 
 

Note:  You cannot create a new record with an incorrect Wisconsin DID#.  
You must first search by SSN if you cannot find a record using the DID#.
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INDIVIDUAL SEARCH 
 

 
 
 
 
For Individuals, enter name, date of birth and gender.  Select Search. 
 

• If the correct customer records appears, click on the record to highlight it and 
press Select. 

• If the correct customer record does not appear, refer Customer Record Not Found 
in this chapter. 
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NON-INDIVIDUAL SEARCH 
 

 
 
 
Enter Non-Individual name and zip code.  Select Search. 
 
If the correct customer records appears, click on the record to highlight it and press 
Select 
 
 
Processing Tip:  When searching for customers, you may receive only incorrect search 
results.  You cannot create a new record unless there are NO search results for the entered 
criteria.  You must narrow your search criteria by entering a zip code or additional 
address information and search again. 
 
When the entered information returns no search results, you may then proceed to create a 
new record by selecting OK.  See Customer Record Not Found in this chapter. 
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CUSTOMER RECORD NOT FOUND 

 
 
 

1. If the customer record was not found, select OK to create a new record. 
2. Proceed through the Lessee Information screen and the Lien Holder Information 

screen, adding any pertinent data. 
3. At the Ownership Details screen, complete the owner address information and 

select Next to continue processing the application. 
 

Ownership Details 

 
 

Complete the owner address information and select Next. 


