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1 Il ntroducti on

This guide will introduce you to WebAgent, the Remote Sticker Printing System (RSPS)
replacement. This internet based program can be accessed from any internet ready

computer.

As you move through WebAgent you will notice the end results are the same as for RSPS.
They both generate registration renewal stickers and process batches. However, the
processes are much simpler and faster. We 6 | | st e p pracésses to lgelp you bee

prepared and confident in moving forward.

This guide will be very valuable as your Tax Assessor-Co | | e ¢ t ois id@Eemented anc e
you begin utilizing WebAgent. You will find icons placed throughout the guide to draw your
attention to specific details or provide additional resources. The icons and their meanings

are listed below. As changes are made, we will update this guide. It is recommended that
anyone working with WebAgent take time to review this guide.

Help can be obtained by referring to this guide, checking on-line help, or through your
TxDMV Regional Services Representative.

Welcome to WebAgent!

@ Must Know - These notes are of high interest to ensure WebAgent is performing as intended

Job Aids - One page documents developed for a specific process to be used as a reference
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Layout

Each section of the WebAgent page has uniquei nf or mat i on.

a whole, and then a closer look at the Actions menu.

Navigation

Web A

+ ERROR
SUBMI

Actions
Modify | View Users

Regi(tion

Help

Manage Batc -

Administration

Manage Locations
Support

Modify | View Users | Delete
Modify | View Users | Delete
Modify | View Users | Delete
Modify | View Users | Delete
Modify | View Users | Delete
Modify | View Users | Delete
Modify | View Users | Delete
Modify | View Users | Delste
Modify | View Users | Delete
Modify | View Users | Delete

gent

Logged in as
User N ¢ SCAREY1 Location: Hays Administration
-
Web-based Motor Vehicle egistration and Titling
Man Locations

- AGENCY DELETED WITH UNSUBMITTED BATCHES. THE BATCHES ARE NOW MARKED AS

Location
Hays Administration
Agent Location #4
Agent Location #3
Agent Location #2

Agent tion #1
Age tion #5
Age tion #7

Agent Location #8
Agent Location #9
Agent Location #10
MNew Location

Export data to Excel

Generate Report

Street Zip Code
1 Main St 78611
4 Bivd 44444
3 Drive 33333
2 Easy Street 22222
1 Avenue 11111
5 Place 55555
7 Circle Dr T
8 Court 88888
9 th Street 99999
100 Main 78641
1 Mew Street 12345

[ Adeocation H Cancel ]

Actions Menu i Alike actions are grouped together. If a user has access to an action it will
be listed.

Page Name i Lets you know what page you are looking at. Some pages are very
similar, but are different processes.

Logged in as i Identifies your Username and Location.

Page Data Window i Provides specific information needed to complete your task.

Error Messages i Messages will be in red and located within the data window.

A W Ne

t he

user 06s

.aut hor i

Action Buttons i Located at the bottom of a WebAgent page, and differ according to
WebAgent pagea n d

zed actio

I
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1.2 The Actions Menu

The WebAgent Actions menu can be accessed from any page in WebAgent. You can
navigate to any area in the application. At any time you can jump from one action to
another. As the County Administrator you will have limited access to WebAgent end-user

functions.

As the TAC Administrator you have been designated as the person responsible for setting
up locations and assigning and settingupt hei r Admini strator. Youoll h a
location to modify the location or the users at that location.

Here are the four main categories:

Actions 1 Returns you to the Home page or takes

you to the Logout page. All WebAgent users will see these two

Navigation R
navigation buttons.

Home

Registrati .
Logout 2 Contains the pages necessary for you to

process batches.

Registration

Manage Batches .. .
3 L I As the County Administrator, you will be

Administration theonlyonetosee fiManage Locationso
AMy Locationso.

Manage Locations

“ Provides access to additional resources.

=

Support

January 2012 Page7 of 51
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2 Rol

es and Responsi

Your County Administration Location profile (information) will already be
set up. The basic information has been pre-loaded by TxDMV with you
assigned as the Administrator. You will need to create Agent Locations
and assign their Administrator.

Not all actions are authorized for all users. The WebAgent Actions menu
displays only the actions available to the user according to the Authorized
Actions they are assigned. All actions are authorized for administrators,
while some actions cannot be assigned to users. There may be more than
one administrator assigned to a location, with the intent of constant
administrator availability despite individual schedules.

The following table compares the actions that are assigned to you as the
County Administrator, and the different actions available to be assigned to

your users.

bi I 1t

Actions

Navigation

Home

Logout

Registration

Renew Registrations

Manage Batches

Administration

w Navigﬂﬁon

Re

M,

Gistratio,
-

\»\a\f'\gaﬁ““

=

Registration

Renew Registrations

Help

Actions Menus for

Different Users

January 2012
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21 Aut hori zedAgeAd minst faA8tlgemt& User s

w ")
co 508 | 8| 2|8 |3
. 0 Q 3] ()
Authorized Sg| & 3 5 T - == [
c © = () c T m o -2 S
Actions for B2 e @ © S = X5 =
% - S
User Roles oL £ o 2 o = 59 o
i 5 S = g s | =
02 <
Administrator X X X X X X X X
User X X X X X X

22 Aut hoActrelken&adlescrspti on

Assigns a user the ability to process and print renewal registrations. This
Renew Registrations action can be assigned to a user and they will only have the ability to renew
registrations. In order to have access to reprint or void renewals, those actions

will also need to be assigned.

Allows reprinting to be an option on the fRenewal Completed p a\jtle this
action, the reprint can take place while still on the Renewal Complete page.

: This is only available when assigned in combination with Renew Registrations.
Reprint Renewals

Note: If you do not assign the user authorization to Reprint, the action can be
done through Manage Batches. This will require access to batches and is

covered more in Manage Batches, Section 9.
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Void Renewals

When accesst o fiVoi do i s as svoigoptiod is dvailable tine
t h Renéwal Completedpage. This option is only available when combined
with Renew Registrations.

Note: If you do not assign the user authorization to void, the action must be
done through Manage Batches. This will require access to batches and is
covered more in Manage Batches, Section 9.

View Batch

Allows the user to see the batch status and how many renewals, reprints, and
voids are included, at all levels. The View Batch action does not allow the user
to make changes to the batch or submit it. Section 8 has more information on
viewing batches.

Submit Batch

Enables the user to submit the batch for approval. This action is always
authorized together with View Batch.

Manage Users

Administrators have access to all user information. This includes:
1. Adding New Users
2. Deleting/Removing Users
3. Changing User Details (modifying user contact information)
4

Changes to the Userd suthorized Actions

Manage Locations

Enables you, as the County Administrator, access to all Locations.

Reports

Reports can be viewed and printed in PDF or Excel formats. Reports include:
1. Usersi List of users by location

2. Batchesi List of batches and batch details

January 2012
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3Setting Llugpec Atgiemnt s

The County Administrator is the only user with the ability to add locations for the county and
agents. After setting up the new location you will also need to set up the Administrator for
that location. They will be responsible for adding their users, and for their location

information which contains the contact information.

The Location Page

1
WebAgent -
User Name: SCAREY1 Location: Heys Administration
J 09w o

Web-based Mofor Vehicle Registrafion and Tilling

Manage Locations

Actions. Location Street Zip Code

| View Users Hays Administration 1 Main St 78611

ify | View Users | Delete Agent Location #1 1 Avenue 11111
/| View Users | Delete Agent Location #10 100 Main 78641
| View Users | Delete Agent Location #2 2 Easy Street 22222

| View Users | Delete Agent Location #3 3 Drive 33333
| View Users | Delete Agent Location #4 4 Bhwd 44444

| View Users | Delete Agent Location #5 5 Place 55555
| View Users | Delete Agent Location #7 T Circle Dr i

| View Users | Delete Agent Location #8 8 Court 28888
| View Users | Delete Agent Location #3 9 th Street 99999
! | View Users | Delete Mew Location 1 MNew Street 12345

Export data to Excel / GFnera‘te Report

Ad 1 .
Actions available [ Ad Icla\tl:zr:i]:ncs)f M Location Zip Code -
- i rch
to you fpr the e L address i || sea Cbl&
location i sortable sortable

The Manage Locations page displays all locations that submit batches to your county.

—

‘ Job Aids - County Tax Assessor-Collector Adding an Agent Location
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31 Creating the New Location

Follow the steps below to set up a new location. If you are an Administrator on multiple

locations, the first step in this process will be to select the County Administrator Location

from your list of locations. This is the Location that will allow you to Add Locations and Add

Users to the Locations.

Click on your Count vy Ifiydudamassigned tomerd thaothed |

administration default |l ocation, you wil/ be
location you selectwilbe named in the fiLogged in aso box
v .
Web J (e f ) (J Texas Department of Motor Vehicles
mb-tassuA-'om-'-'s-‘-‘ce sgistration and T HELPING TEXANS GO. HELPING TEXAS GROW.
Select the location to access
Location - Street Zip Code
l @  Hays Administration lﬂdainSt 78611
Hays TAC Internal Location 1 Main Street 99999
List of Locations where you are Administrator
Step 1. Select fiManage menc.ati onso from
Step 2. Click A.Add New Locationbo
Bef ore adding a new | oseaah foramexistiygo u 6 r e

ocation.

location to prevent creating a duplicate. This can also be used to keep the

naming format consistent by checking other locations. For example store

names can be added as 1,2,3 or 1-2-3, or 1 2 3. Spaces and symbols need to

be exact to pull up a match or use very little of the name to search on.

Step 3. Perform a search on the Location Name with at least one character or

search by Zip Code, which requires

any existing locations. Matches will be returned in a list. If no matches are

January 2012 Pagel2of 51
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found you will @&ERRORT N@&LOGATES 8HFOUNDA
FOR THE CRITERI A ENTEREDO.

Logged in as
e r User Name: SCAREY1 Location: Hays
Registration and Titing

Wab-based Motar Vehicle

Search Agent Locations

T T S N S —

or

I e—

Choose a Location or Press Button to Add a new Location

Actions. Location ID Location Hame Street Zip Code
Select 481 Subcon Agent Location 4000 Jackson Ave 78731

Exportdatato Excel / Generate Report

{
Search l Add New Location Cancel

Search Location Page

Step4d. Click fAAdd heeAdd/ModifglLadatiompage operis.

Step5.Comp | etleoctahtei oin Det ai | so0:

1 Location Name - used to locate the Agent in searches.

i LocationType-Af Agent & for Subcontintarcat or or ATAC
County Locations only.

1 Contacti the contact person you want to assign responsibility for

communication through WebAgent.

Location Details for Logged in as
N e |— User Hame: SCAREY1 Location: Hays
t he A gen to Db-bases r Vahit Relistration and Titling

Add/Modify Location

Location Detail

Locaton ipe- o —
e — swor [
e E—

M

ns Location Configuration

Max # of Days Max # Renewals RTS Subcon ID:

for a Batch * I:I in a Batch * I:l I:l

Renewal Key Entry Mode * Expired Renewal Processing * Issue Plate Inventory

QKeybnam Only O None ®n
o

) ) Scanner Only O Within 5 day grace Oy
es
Location () Both Keyboard and Scanner @ Yes, for 1 month
Configuration for the
Agent 0s Lo - required fields

Add Location Page
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Step6. Compl ébeat heni Coimdrmation:r at i on o

Batch requirements for the location determine when batches will automatically
close. The batches can be submitted at any time, but cannot exceed the defaults
set by the county for the Agent.

T AMaxi mum number o flimdsdatchestoarasgedi mi t 0

one to seven days, with 1 being daily and 7 being weekly.

AMaxi mum nrenevialstos ob niil000.

=
5

1T ARenewal Key - &efedt the/probbssih@ ndethod:

ot

Scanner 0, ,ofrK eflyBboa ahrod o
T AExpired Rene w-alime period assigheditorthg ldcation.

T ARTS Sub cTbinis theDDnumber captured in RTS. (Enter only

if location will be issuing inventory)

T Al ssue Pl at-Pefallistveni Moy o | f the Locati on
i ssuing pl at @sethe RT$ Subckn IDity tie $hé systems
together. By enteringtheSubcontractordés I D from RTS

to allocate inventory to this location.

You can assign any number to the two locations as long as they are
the same. You must have the same number in both systems to track
plate inventory.

Step 7. Click ASaveo
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32 Del eting a Location

Just as the County Administrator is the only user who can add locations, you are also the

only user who can delete locations.
Several things take place as soon as the location is deleted.

A Any un-submitted batches are automatically submitted.

A All users with authorized actions for this location will be disabled. If the user is also

aut horized at anot her | ocati on, t hat
be changed.

The following steps outline your process:

Stepl.Sel ect AManage Locatmenn.sd from t he

Step 2. Determine the location you want to delete. Under the Actions column click

AnDel et eo.

Step 3. Confimyourdeci si on by .clicking fAYeso

The édtdeedd | ocation wil!/ di s ap pe BHaother nsers willbe Ma n a g e

able to access the location. If the location needs to be reactivated, follow the steps for

Adding a Location found in Section 3.1.

L
Web Agent
User Name: Location: Hays Administration
g 99w -
Web-based Motor Vehicle Ry

egistration and Titling

Manage Locations

Actions Location Street Zip Code

Modify | View Users Hays Administration 1 Main St 78611

Navigation Modify | View Users | Delste Agent Location #1 1 Avenue 11111

Home Modify | View Use @ Agent Location #10 100 Main 78641
_ Modify | Wiew Users’ Agent Location #2 2 Easy Street 22222
Modify | Wiew Users | Delete Agent Location #3 3 Drive 33333

Registration Madify | View Users | Delete Agent Location #4 4 Bivd 44444
Manage Batches Modify | View Users | Delete Agent Location #5 5 Place 55555
Modify | Wiew Users | Delete Agent Location #7 T Circle Dr TirTT
Modify | View Users | Delete Agent Location #8 8 Court 88888
Modify | Wiew Users | Delete Agent Location #9 9 th Street 99999
Modify | Wiew Users | Delete Mew Location 1 New Strest 12345

Administration

Manage Locations

Help

Support

Export datato Excel / Generate Report

Add New Location ] [ Cancel

Manage Location Page

January 2012 Pagel5of 51

on

ons

L



A

N /( Texas Department of Motor Vehicles

4 Additmge Agent Atdonithnhe tlh ad atr

After setting up the Agent Location, you will need to add the Agent Administrator for that
location. The Agent Administrator will be responsible for setting up the other users, including

assigning and managing their Authorized Actions for their Location.

‘ Job Aids - County Tax Assessor-Collector Adding a User to an Agent Location

January 2012 Pagel6of 51
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42Add a New User

To add the Administrator for the location, you will be accessing the location from the

Manage Locations option on the Actions List.
Stepl.Cl i ¢ k géilMammaat i ons o fr em. t he Actions

Step 2. From the list of locations, click AView Usersofor the location. This will open
the list of users for that location. If this is a new Location there will be no

users, so WebAgent will bring up the WebAgent User Search page.

Web-based Mofor Vehicle egistration and Titling

1
/ ( ;_f) p ‘l“ Logged in as
e Y p-‘f User Hame: SCAREY1 Location: Heys Administrstion

Manage Locations

~
7

Actions Actions Logation Street Zip Code
o Modify§ View Users Hays Administration 1 Main St 78611
Navigation Modifyf View Users | Delete Agent Location #1 1 Avenue 11111

Home Modifyf View Users | Delete Agent Location #10 100 Main 78641
_ Modifyj View Users | Delste Agent Location #2 2 Easy Street 22222
Wodifyj View Users | Delete Agent Location #3 3 Drive 33333

Redgistration Modify| View Users | Delete Agent Location #4 4 Bhd 44444
Maodify} View Users | Delete Agent Location #5 5 Place 555
Modify) View Users | Delete Agent Location #7 7 Circle Dr T
Wodifyj View Users | Delste Agent Location #8 8 Court 88388
Manage Locations Wodifyj View Users | Delete Agent Location #9 9 th Street 99999

Modify{ View Users JDelete Mew Location 1 New Street 12345

Administration

Help

ExportdatatoExcel / Generate Report

Add New Location ] [ Cancel ]

Manage Locations Page

Step 3. Before you can add a new user to a location (new or existing) you are

required to conduct a search to ensure the user does not already exist.
There are two ways to search for a user.

1) Using first and last name - minimum of one letter in both fields, or
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2) Username T requires an exact match.

Loggedin as
|7 User Hame: SCAREY1 Location: Hays Administration

Registration and Titling

Option 1: Search by Search for a WebAgent User
First and Last Name

ust first check to make sure the user does not already exist

_ Search by First Name and Last Name ‘

— Sarchby  Userhame | | ‘

Option 2: Search by
User Name

User Search Page

Click ASearcho.

If existing users match your criteria, they will be listed on the bottom of the
Search page. This will be covered in the next sub-section.

After conducting your search, if a user does not exist, you will receive an error message:
0 ERROR T NO USER WAS FOUND FOR THE CRITERIA ENTERED

Loggedin as
e |7 User Mame: SCAREY1 Location: Hays Administration
Regrstration and Tiling

Web-based Mafar Vehicle

Search for a WebAgent User

+ ERROR - 5020 - NO USER WAS FOUND FOR THE CRITERIA ENTERED

You must first check to make sure the user does not already exist

Search by First Name I:I and Last Name mith

or

seorcnoy  vsertame [

[Search [ Add New User Cancel

User Search Results Page

Step 4. Click PAdd New Usero .

Step 5. On the Add/Modify User page entertheus er 6 s i nf or mat i on
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Step 6. Since this is the Administrator for the new location, click the radio button next
tof Admi ni st r afauhorized actionsatstiseingmruser.

WebAgent relies on this e-mail address to send the new user their

User 6s personal
contact information

Authorized Actions
assigned to the
User

ser Page

Username, temporary password, and instructions to access WebAgent.

Step7.Clickin Saveo to add the user.
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