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 Introduction 1

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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1.1 The WebAgent Page Layout 

 

Each section of the WebAgent page has unique information. Weôll take a look at the page as 

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

 

 

 

 

 

 

 

 

 

 Actions Menu ï Groups like actions into sections. If you have access to an action, itôs 
listed here. 

 The Page Name ï Identifies the page you are viewing; some pages otherwise look 
similar, but are different processes. 

 Logged in as ï Identifies your Username and Location. 

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

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

 Action Buttons ï Located at the bottom of a WebAgent page, and differ according to 
screen and the userôs authorized actions. 
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1.2 The Actions Menu  

 

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. 

Hereôs a breakdown of the four main categories: 

 

 

 

 

 

 

 Returns you to the Home page or takes 

you to the Logout page in order to Logout. All WebAgent users 

see these two navigation buttons. 

  Contains the pages necessary to perform 

registrations and tracking pages to process the batches. These 

options depend on the userôs Authorized Actions. 

 
 

  This section only appears on the 

administratorôs screen. It provides access to locations and 

users. 

   Provides access to additional resources. 
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 Roles and Responsibilities  2

When you access WebAgent, you and your Locationôs profile (information) 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.  

  

Actions Menus for 

Different Users 
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2.1 Authorized Actions for Agent Administrator & Agent Users 
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Agent Administrator X X X X X X X X 

Agent User X X X X X 
  

X 

 

2.2 Authorized Actions Detail Description 

 

Renew Registrations 

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 

registrations. In order to have access to reprint or void renewals, those actions 

will also need to be assigned.  

Reprint Renewals 

Allows reprinting to be an option on the ñRenewal Completeò page. With this 

action, the reprint can happen while still on the Renewal Complete page. This 

is only available when assigned in combination with Renew Registrations. 

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 ñVoidò  is assigned to the user, the void option is available on 

the ñRenewal Completeò page. 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 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 Userôs Authorized Actions  

My Location 
Only Administrators have access to their location information which contains 

the contact information.  

Reports 

Reports can be generated in a PDF or Excel format. Available reports include:  

1. Users ï List of Users for their location (Administrator Only) 

2. Batches ï  List of Batches and Batch Details 

Reports can be generated based on Authorized Actions assigned to the user.  
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 Initial Login Process 3

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 

system generated and 

consist of the first 

initial of the first name 

and the first 5 letters 

of the last name. If 

creating a Username 

will create a duplicate, 

the Username will be 

followed by a unique 

number. For example, 

if your name is Abe 

Lincoln, your 

username will be 

Alinco. If an Abe 

Lincoln already exists in 

WebAgent, your name will be Alinco1. The next will be Alinco2, etc. If a userôs last name is 

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 

E-mail New Users Receive for Login Information 
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3.1 How to Login to WebAgent  

 

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

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, then click ñLoginò.  

Step 3. Click ñChange Passwordò.  

Step 4. Log in to the Password Management 

application using the same username 

and temporary password sent by the 

WebAgent automated e-mail. Your 

temporary password is only good for 

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.  

 

Password Management Page  

Login Screen  
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  Click ñChange Passwordò. You have four minutes on this page to create 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:  

Step 6. You will get a confirmation screen to let you know the password was changed 

successfully. Click ñContinueò to Logout of the Password Management System 

module.  

Step 7. Select ñPlease click here to close this window and return to WebAgentò.  

Step 8. Your next step in creating your Login is to set up your Challenge Questions.  

 Click ñSet up Challenge Responsesò. 

 Step 9. Enter your username and new password. Click ñLogin.ò 

Password Guidelines 
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Step 10. After answering at least two of the challenge questions, click ñSave 

Responsesò.  

 

 

 

 

 

 

 

 

 

 

 

Step 11. Click ñContinueò to logout of the Password Management System.  

Step 13. Select ñPlease click here to close this window and return to WebAgentò.  

Step 14. Click ñReturn to Loginò and return to the WebAgent Login page. 

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

 

 

Login Page 

Challenge Questions  
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 Forgot Password   4

If you forget your password you can reset it on-line. 

To reset your password:  

Step 1. On the Login screen click ñForgot Passwordò.  

Step 2. Enter Username and click ñSearchò.  

 

 

 

 

 

 

 

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

questions correctly, click ñCheck Responsesò.  

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.   

  

Password Management Login Page 

Challenge Questions 
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Step 4. Youôll be asked to create a new password.  

Step 5. Type in your new password and click ñChange Passwordò. 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

Create New Password Page 
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 Adding Users - Administrators Only 5

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. 

 Step 1. Select ñManage Usersò from the Actions menu. The current users for your 

location will be listed. 

 

 

 

 

 

 

 

 

 

Step 2. Click ñAdd New Userò. 

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 

Manage Users Page 
























































