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1l 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 with RSPS,
but WebAgent is much simpler and faster. Some WebAgent features are new, while others

are similar to RSPS.

This guide will be very valuable as your location is implemented and you begin utilizing
Webgent. It is recommended that anyone working with WebAgent take time to review this
guide. You will find icons placed throughout the guide to draw your attention to specific
details or provide additional resources to reinforce learning. The icons and their meanings

are listed below. The TxDMV will update this guide as changes are made to WebAgent.

Welcome to WebAgent!

Must Know - Details of high interest to WebAgent Users

Job Aids - One page reference documents
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Page

Layout

Each section of the WebAgent page has uniquei nf or mati on. Wedl |l take
a whole, and thenwe 6 | | t ake a Adionsnmeenu. |l ook at t he
[
Renew Registr n - Vehicle Record
HAYS County Renewal
Vehicle Information Fees Due
Plate: Q8KPMO VINDSHIELD STICKER 50.75
VIN: 1GNDS138552241005 EG FEE-DPS 1.00
Logout Document Number:  02820039833111743 4W ROAD BRIDGE ADD-ON FEE 10,00
Model Year: 2005 TOMATION FEE 1.00
- - MakeMode HEV /T —
Renew Registrations
Mansge Batches Ungietalidate insurance, does the custormer have valid insurance information® Crves O o
My Locstion |___Process icker | [ Cancel |
EE
Actions Menu i Groups like actions into sections.| f you have acces

listed here.

The Page Name i Identifies the page you are viewing; some pages otherwise look
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
immediate task.

Error Messages i Displays messages in red within the data window.

A v AW N =

Action Buttons i Located at the bottom of a WebAgent page, and differ according to
screen and the useré6és authorized action
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1.2The AcMeanoun s

The WebAgent Actions menu can be accessed from any page within WebAgent. You can
navigate to any area in the application. At any time you can jump from one action to another.

Hereds a breakdown of the four main categories:

—— 1 Returns you to the Home page or takes
m you to the Logout page in order to Logout. All WebAgent users

see these two navigation buttons.
Home

L t S _
o 2 Contains the pages necessary to perform
Registration registrations and tracking pages to process the batches. These

Renew Registrations options dependontheus er 6 s Aut hori zed A

Manage Batches o .
Administration . .
S This section only appears on the
Administration . . A
administrator s Sscreen. It pr
My Location users.

Manage Users
“ “ Provides access to additional resources.

Support
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2Rol es and Responsi

When you access WebAgent, you and your L o ¢ a t prdile @®rmation) will
already be set up. The basic information has been pre-loaded by your County

Tax Assessor/Collector with you assigned as the Administrator. Your users will
need to be added through the Manage Users option on the WebAgent Actions

menu. We will step through that process in Section 5.

As a Subcontractor for the county, you will be referred to as an Agent. The
Agent has two user levels. At the Agent Administrator level, you are
responsible for users at your own location, whether geographically or

business-related.

There are multiple options when authorizing actions for users. 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 WebAgent Actions menu will only display the actions available to the user
according to the Authorized Actions they are assigned.

The following table lists actions that are assigned to you as the Administrator,
and the different actions available to be assigned to your users. Some actions
are grouped logically since some cannot be performed without having access
to another.

|1t

Actions

Navigation

Registration

Renew Registrations

Manage Batches

Administration

Navigation

Registration

Renew Registrations

Help

Actions Menus for

Different Users

February 2012
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21 Aut hori zedAgeAd minst TaAWgemt & User s

1% n 8 (2
c < ) < @

. o v ) = < O n c
Authorized 2S¢ | ET| ¢ g g = R £
Actionsfor | @2 = §2 g @ E & | &8 %)
User Roles e x| 32 2 g 3 = - *

> = =
> n
Agent Administrator X X X X X X X X
Agent User X X X X X X

22Aut hoAc t elkensbielscription

Assigns a user the ability to process and print renewal registrations. This

: ; action can be assigned to a user and they will only have the ability to renew
Renew Registrations ) . ) ) .
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 o n  tRerewafiCompleted p a\gtle this
action, the reprint can happen 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 10.
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Void Renewals

When access to Woido is assigned to the user, the void option is available on
t h Renéwal Completed p aTbigoption 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 10.

View Batch

Enables 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 11 has more
information on viewing batches.

Submit Batch

To be able to submit batches for approval, you will be assigned Submit Batch
in addition to View Batch. You cannot have the option to Submit Batches

without access to View Batches.

Manage Users

Allows administrators to access user information at their location, including:

1. Adding New Users
2. Deleting/Removing Users
3. Changing User Details (modifying user information)

4. Changes to the Userd authorized Actions

Only Administrators have access to their location information which contains

My Location

the contact information.

Reports can be generated in a PDF or Excel format. Available reports include:
1. Users | List of Users for their location (Administrator Only)

Reports

2. Batches i List of Batches and Batch Details

Reports can be generated based on Authorized Actions assigned to the user.

February 2012 Pagel0Oof 45
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3l nitial Login Process

As the Administrator for your location, you will add new users to WebAgent.

After a new user is added in WebAgent an e-mail is automatically sent with instructions on

how to create their password to access WebAgent. A copy of the e-mail is shown below.

Usernames are W=

=5 Mail From: =WebAgent-Do-Not-Replyatxdot. gov>
File Edit Wew Actions Tools Window Help

I Close 57 Reply 8\.‘ Reply Al oy Forward > a - | B 4= E, “

Mai Properties | Personalize | Message Source || Discussion Thread

Inltlal Of the fIrSt name From: <Webagent-Do-Not-Reply@bxdot, gov: 10/12f2011 1:30:29 PM

To: !
Subject: Your WebAgent account information

system generated and

consist of the first

and the first 5 letters

:n ordet to process TxDMY Redgistration Renewals, your Administrator has added you to Webbgent. Please follow the steps below to
change your password and answer guestions you will be aszk in the event you forget your password. Webagent is accessible at
of the last name. If ittprs: e dot State be LsiehAgert.

Username: SUM

creating a Username Password: iGhPSHE@IVR

Erter Username and Passward
Click on 'Change Password'
Login again using the same Username and Password

will create a duplicate, >
3.

the Usel’name Wl” be g Creste a new password and click on 'Change Passwoard'
S.
g

Click on 'Continue'

Select 'Please click here to close this window and return to WebAgent'
Click on 'Set up Challenge Responses'

Login with your Username and newy Password

followed by a unique

9: Anzwer the challenge guestions and click 'Save Responszes'

10 Click 'Continue'
n u m ber For exam ple’ ih! Select 'Please click here to close this window and return to WebAgent'
. . 12 Click on 'Return to Login'
|f your name Is Abe 13 You can nowe Login to WebAgent

If you have any guestions, please contact your Administrator. Welcome to Webagent!

Lincoln, your

username will be
Alinco. If an Abe

Lincoln already exists in

E-mail New Users Receive for Login Information

WebAgent, your name will be Alincol. The next will be Alinco2, etc. | f a usero6s | ast n .

less than 5 characters long, all of the last name will be used as part of the Username.

|\/ Job Aid - The Login Process for New Users/Tips for Logging in to WebAgent
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31How Ltogi n t o WebAgent

Here are the steps necessary to set up the WebAgent User Login.

Web-based Motor Vehicle HELPING TEXANS GO. HELPING TEXAS GROW.
Login

A
Web 14 gg f ]f ~ ( Texas Department of Motor Vehicles

Forgot Passward

WebAgent 1.0.0 - Fri October 28 2011

Login Screen
Step 1. Use the URL in the e-mail you received to go to the WebAgent website.
Step 2. Enter the e-mailed username and temporary password,thenc | i ck ALogi no.

Step3.Cl i ¢ k fARCahsasnwgoer d 0

Password Management

Step 4. Log in to the Password Management e d
appllcatlon using the same username lnh-\uyou'nulnmolologlnywmayahowannoummnuwmuwd'npm"]\ please click this link
Setup challenge responses ]
and temporary password sent by the
Return To Login
WebAgent automated e-mail. Your
temporary password is only good for Password Management Page

attempting to login 3 times. (After you create your new password, the
temporary password will not work.)

If you copy and paste your temporary password be sure not to include any
spaces before or after the password.

Step 5. Create your new password following the steps outlined on the screen.

February 2012 Pagel2of 45
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Cick AChange Pas souramnindtés.on thisgage to ereate your
password before WebAgent times out. You also have the option to have the

Password Management System provide one for you.

Here are the password guidelines:

Your password has expired. You must set a new password now.

Please change your password. Keep your new password secure. After you type your new password, click the
Change Password button. If you must write it down, be sure to keep itin a safe place. Your new password
must meet the following requirements:

Password is not case sensitive.

Must be at least 8 characters long.

lMust be no more than 28 characters long.

Mustinclude atleast 1 number.

lMust have at least 1 symbol (non letter or number) character.

Must notinclude a common word or commonly used sequence of characters.

= Auto-generate a new password

Hew Password

Confirm Password

[ Change Password ] l Clear ” Show Password

Password Guidelines
Step 6. You will get a confirmation screen to let you know the password was changed
successfully. Cl1 i ¢ k A Co nt utaof theRasswood Management System

module.
Step7.Sel ect 0 P heedoslese this wirddw and returntoWe b Agent 0.
Step 8. Your next step in creating your Login is to set up your Challenge Questions.
Click ASet wup Challenge Responseso

Step 9. Enter your username andnewpas swor d. Céd i ck fALogin
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Step 10. After answering at least two of the challenge questions,c | i ck fA Save

Responseso

In the event that you forget your password, you can recover your password by answering questions known only
to you.

Flease choose your questions and answers that can be used to verify your identity in case you forget your
password.

Responses meet requirements

Your adminstrator requires that you supply responses to these questions. If you should forget your password,
you will need to supply answers to atleast 2 of these questions to reset your password.

In what city were you born?

» |.... |

What is your mother's maiden name?

- |.... |

What is your favorite movie?

» |---- |

What is your favorite color?

» |.... |

[ Save Responses ] [ Clear H Show Responses ]

Challenge Questions
Step 11. Clicki Co nt i fogoet of the Bassword Management System.
Stepl3.Sel ect fAPlease click here to clase
Stepl1l4.Cl i ck A Ret ur n uthtothe WepAgern Logimpedge.r e t

You can now login to WebAgent with your username and new password.

Wets-basd Motor Vehicle HELPING TEXANS GO. HELPING TEXAS GROW.

A
Web Ag,,entg vr Texas Department of Motor Vehicles

Login

e E—
e E—

Forgot Password

WebAgent 1.0.0 - Fri October 28 2011

Login Page

t
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4 Forgot Password

If you forget your password you can reset it on-line.
To reset your password:
Step 1. On the Login screenclick iR For got Passwor do

Step2.Ent er Username and click fASearcho

A
AGE N T ‘!r(( Texas Department of Motor Vehicles

Web-based Molor Vehicle Registration and Tithing e rEsniens: AR PTG e

Forgotten Password

TxDMV WebAgent
If you have forgotten your password, follow the prompts to reset your password. If you have not setup your
password responses previously, you will not be able to complete this process.

To start, please enter your usemame.

Username

Search ] [ Clear ]

Password Management Login Page

Step 3. You will be taken to the Challenge Questions page. After answering two

questions correctly, ¢ | i déck Responseso .

Note: You have three attempts to answer your Challenge Questions
correctly. After three incorrect attempts you will be locked out of
WebAgent for 15 minutes.

Please answer the following questions. If you answer these questions correctly, you will then be able to reset
your password.

In what city were you born?

\What is your favorite movie?

I Check Responses ” Clear H Show Responses ]

Challenge Questions

February 2012 Pagel5of 45
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Step4.Yo u 0| | edbereates kew password.

Step5. Type in your newhgngedassmomddd. and cl i

Your password has expired. You must set a new password now.

Please change your password. Keep your new password secure. After you type your new password, click the
Change Password button. If you must write it down, be sure to keep itin a safe place. Your new password
must meet the following requirements:

Password is not case sensitive

Wust be at least & characters long.

Wust be no more than 28 characters long

Mustinclude atleast 1 number.

WMust have atleast 1 symbol (non letter or number) character.

Must not include a commeon word or commonly used sequence of characters.

» Auto-generate a new password

New Password

Confirm Password

[ Change Password ] ’ Clear ] ’ Show Password

Idle Timeout: 4 minutes

Create New Password Page

Forgot Username

As the Administrator, your users may contact you if they forget their username or it does not

work. You can confirm their username by accessing Manage Users.
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5Adding -Nedmirsi strators Onl

Administrators are the only users at the Agent location who can add other users. Adding a

user begins on the WebAgent Home page where you find the Actions menu.

Stepl.Sel eMatnafpe User s o f memunThe curentAsens forojous
location will be listed.

Manage Users

Authorized Users - Agent Location #4

Actions UseriD User Hame Mame User Type
Muodify | Delete 443 AMAMM Agent Mann User
Muodify | Delete 363 SAGENT1 Secret Agent User
Madify | Delete 183 t=inlele} Agent Three Administrator
Madify | Delete 442 WAGENT1 Worthy Agent User
s Export datato Excel / Generate Report

[ [ Add New User ]i Cancel ]

Manage Users Page

Step 2. Click AAdd New Usero.

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.

Option 1: Search by
First and Last Name

Option 2: Search by
User Name

User Search Page
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