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1 Overview

Title work is submitted electronically to your office. Applications include scanned images

of the required documents necessary to process the title application including, but not

limited to, the evidence of ownership (e.g., MCO, out of state title, Texas title, etc.),

Form 130-U, odometer disclosure statement, and Vehicle Inspection Report (VIR).

When youdre ready, approving the title applic

1.1 Features

Entering title applications through webDEALER allows you to use a more streamlined
title and registration application process and provides you with a more efficient approval
process. Benefits and features include:

1 Option to establish entities:

o Without inventory 1 assign the plate and print the sticker at your office (no
bond is required)

o With inventory i entity is assigned an inventory of plates and stickers
A Validation of inventory allocated to entities i live monitoring of
inventory issued by dealerships

A Ability to download assigned plate inventory data for use with
inventory management systems

1 System monitoring of outstanding title transactions for an entity

1 Entities in other counties can submit title applications electronically to your
county once approved and established by your county

1 Examine and view documents as a single PDF regardless of how the entity
uploads the title application documents

1 Live calculation of the prorated fees when transferring special plates
1 Ability to easily return a title application with feedback

1 Visibility of all title applications for your county from start to finish

1 Ability to batch print receipts

1 Payments and fees for each application are calculated precisely
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1.2 Signatures

With webDEALER, there are two ways a dealer can process and complete a
webDEALER transaction:

1 Uploading the completed Application for Texas Title and/or Registration (Form
130-V)

T Electronically capturing the sell eros
Disclosure and Buyer Acknowledgment feature

NOTE: An entity that is not a dealer (set up as a commercial fleet buyer) does not have
the ability to capture the sellerbés and

1.2.1 Upload of Application for Texas Title and/or
Registration (Form 130 -U)

This method requires the entity to upload the Form 130-U in order for the application to
be electronically processed in webDEALER. The seller and buyer(s) will sign the Form
130-U as they normally do and then upload it when processing the application.

1.2.2 Electro nic Seller Disclosure and Buyer
Acknowledgment

This method requires a dealer to begin the applicatonby c¢cr eati ng t he
at the time of sale. The buyer must have a valid Texas Driver License/ldentification (ID)
card and is required to login to webDEALER using the last eight-digits of the VIN, Texas
Driver License/ID number, date of birth, Driver License/ID card audit number, and last
four-digits of their Social Security number to complete the Buyer Acknowledgment. A
successful login and acknowledgment by the buyer constitutes the required signature
for the odometer reading and sales price. The Form 130-U is not required to be
uploaded in this case, which will be evident when you review the title application.

See Appendix 31 Requirements for Use of the Electronic Buyer Acknowledgment.

Note:The buyerdéds signature requirement on
satisfied if the purchaser of the vehicle elects to electronically complete the Buyer
Acknowledgment.

and

buyer

sell e

t hhe b:
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2 Getting Started

2.1 Setup

Notify your local TXDMV Regional Service Center (RSC) that your county is ready to
start using webDEALER. RSCs are there to set your county up to use webDEALER and
assist in any way. Once a county administrator has been authorized to access
webDEALER, your county can independently bring on entities.

webDEALER is intended to have at least two people in each county designated as
administrators. Administrators are responsible for adding additional users, managing
user permissions, and removing users.

2.2 Recommend ations

To achieve the most benefit from webDEALER, it is highly recommended that payments
be made via Automated Clearing House (ACH). An ACH can be established whereby
you fApul | danf remdsotfyadseeded. See Appendix 21 ACH
Authorization Example.

2.3 You Should Know

You cannot set a bookmark for webDEALER once the application has been started. You
will need to access it through the login page each time.

The evidence of ownership (e.g., MCO, out of state title, Texas title, etc.) must be
stamped SURRENDERED on the front and back, scanned, and uploaded to
webDEALER. The SURRENDERED stamp must be stamped on the front and back of
the ownership document and on the next blank assignment.

I f a Deal erds Reassignment accompanies the tr
must be stamped SURRENDEREDand t he Deal er s Rea&assi gnment
stamped SURRENDERED on the next available assignment or diagonally, if applicable.

An entity is required to retain the original, stamped evidence of ownership in their
purchase and sales records.
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Figure 1: Surrendered Titles

Once a title is stamped SURRENDERED, that title becomes invalidated, is considered
surrendered to the department, and cannot be used in another title application.

If the entity stamps SURRENDERED on a title in error, they will be required to replace
the evidence of ownership document in order to submit a new title application.

Note: All signatures are required to be recreated (signed by the original persons). If
assignments cannot be recreated or a duplicate cannot be obtained, then the only
option is to have the entity obtain a bond or court order.

Scanned images must be of the original documents. The scanned images cannot be
copies of original documents. If you or TXDMV determines the documents attached to a
title application are copies of originals, the title application must be returned or rejected,

and the entity will be required to scan the originals or obtain ownership through a court
order or bond.

Note: Title applications with out of state titles containing value limiting brands (e.g.,
Rebuilt Salvage, Flood Damage, etc.) cannot be submitted through webDEALER.
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3 Accessing and Using the Home Page

County administrators must first give security rights through RTS Local Options before a
user is able to access webDEALER.

3.1 Accessing webDEALER

To access webDEALER, follow these steps:

1. Access webDEALER using an RTS workstation. The webDEALER menu link can

2.

be found under the RTS Title menu.

The RTS Workstation ID you access webDEALER through will display on the
login page.

Enter your username and password for webDEALER, which are the same as
RTS.

Note: Password changes must be completed using the RTS security menu.

- ( |L\ 1S I)L]'J ulmcn[ u/ \iu[m Vehicles M

Login

# Indicates Required Field
Dealers County / TxDMV Commercial Fleet Buyer
Workstation ID : 100

#* Username : Enter User ID

% Password : Enter Password

webDEALER v3.1.1 - Monday April 17 2017

Figure 2: Login Page

Note: When RTS is closed out, all of your webDEALER approved title
applications will be reflected on your RTS Workstation ID.

10
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3.2 Using the Home Page

The Home Page gives you an overall view of actions needed by your county.

Welcome W AUSER2

Location : FLOYD - 77

Title Activity

Awaiting Review:
Reviewed:

Approved in Past 7 Days:
Returned in Past 7 Days:
Grouped:

Retractions:

\MDIwGll\Jlm

v‘ Texas Department of Motor Vehicles
( HELPING TEXANS GO. HELPING TEXAS GF

#i Home Page Administration Support

Titles Awaiting Review Reviewed Titles

Submitted

Oon VIN

Jan 17, 2017 SFNRLSH61FB015412
Jan 31, 2017 SYFBURHE3FP200942
Feb 14, 2017 SYFBURHE3FP275429
Feb 16, 2017 SYFBURHE3FP200410
Feb 28, 2017 1XP6DBIX2IDE01ED2
Feb 28, 2017 1FDWF36LSYEA45123

[wab DEALER

Search VIN or Doc# “
‘You last logged in on Apr 19, 2017

DMV Rejected Titles

Vehicle Fees

2015 HOND 250 $1,722.42

2015 TOYT COR $1,712.17

2015 TOYT COR $1,725.25

2015 TOYT COR $1,685.25

2015 PTRB 122 $122.75

2000 FORD 205 $108.50

Figure 3: Home Page

3.2.1 Home Page Tabs

County User Guide webDEALER 3.1.1

The fTitle Awaiting Reviewotab displays up to 10 of the oldest title applications awaiting

your review. Titles Awaiting Review are applications considered complete by entities

and submitted to you for review and approval.

The fReviewed Titlesotab displays the Reviewed Title Groups awaiting payment and

approval.

The DMV Rejectedotab displays title applications that have been approved by you, but

rejected by TxDMV.

3.2.2 Title Activity Box

Counts of certain activities are shown in the Title Activity box. Clicking on the
underlined number will take you to the list of applications for the particular activity.

11
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3.2.3 Search Bar

You can use the search bar located in the top right corner to find a specific title

application by searching by Vehicle Identification Number (VIN) or the Document

Number.

3.2.4 Navigation Menu

The blue tabs accross the top of the page will show on everypage allowing you to

navigate quickly through webDEALER.

3.2.5 Authorized Entities

Clicking on Authorized Entities will display a page with all the dealerships and

commercial fleet buyers that have been authorized to submit applications to your

county.

GDN

P109561X

P105185

P2337X

P121014

P121014

P108934

P589

P110937X

P128859

P112306

P5234X

P1095X

P100647X

Pi0842

GDN Category
TRAILER/SEMITRAILER
MOTOR VEHICLE
TRAVEL TRAILER
MOTORCYCLE
MOTORCYCLE

MOTOR VEHICLE
MOTORCYCLE

TRAVEL TRAILER
MOTORCYCLE
MOTORCYCLE
TRAILER/SEMITRAILER
TRAVEL TRAILER
TRAILER/SEMITRAILER

MOTOR VEHICLE

Authorized Dealers serviced by FLOYD

Dealer Name

ACE AUTO & EQUIPMENT SALES INC

ADRIAN PRIETO - ARCO AUTOMOTIVE

ANGELINA MANUFACTURED HOUSING - ANGELINA RV TRAVEL CENTER

ARANSAS COUNTY MOTOR SPORT VEN - EBR OF SOUTH TEXAS

ARANSAS COUNTY MOTOR SPORT VEN - EBR OF SOUTH TEXAS

ARTHURO JOHNSON INC. - CITY AUTO SALES

ATASCOSA COUNTRY SALES INC

AUTO GROUP OF SAN ANTONIO LTD

BRADLEY L HANATH - B&M REPAIR

BRENT MCCULILOUGH - MCCULLOUGH MOTORS

CAMPEELL PORTABLE BUILDINGS LT
CAMPER CLINIC INC
CHARLIE BOILES - CHARLIE BOILES AUTO SALES

CLEQ BAY IMPORTS, INC. - CLEQ BAY HONDA

Phone #

(210)669-0291
(915)479-5000
(409)632-8414
(361)205-4997
(361)205-4997
(903)948-6261
(830)281-2244
(210)496-3222
(979)865-2155
(254)756-3491
(935)598-3389
(361)729-0031
(254)840-2488

(254)690-7355

Figure 4: Authorized Entities

County User Guide webDEALER 3.1.1
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4 County Administrator

webDEALER is designed to have a minimum of two administrators in each county tax
office with access to all assigned permissions. Administrators can add users, manage

user permissions, and remove users.

County User Guide webDEALER 3.1.1

In order for a county user to have access to webDEALER, they must have a current
username in RTS. The username and password in RTS will be the same for

webDEALER.

Note: Itisthe countyad mi ni strreatpom&s bi |l ity to remove

when they are no longer working for your county.

4.1 Adding /Configu ring a County User

1. The administrator logs into webDEALER.

2. On the Home Page, click the Administration tab.

HELPING TEXANS GO. HELFING TEXAS GROW.

m Payments I Administration ' Support
Welcome W AUSER1

Location : MCLENNAN - 161

| Title Activity

v_‘-‘ ( Texas Department of Motor Vehicles

Titles Awaiting Review

DMV Rejected Titles

Search VIN or Doc#

You last logge

Figure 5: Home Page

3. The Location Details page displays your county information and authorized users.

4. On the Locations Details page, click Manage User Accounts.

Location Details

‘ Location : MCLENNAN - 161

Show 10 || entries

User Name

Name

4 Status

Search:

Action

ey

161-JERICKS & JASON ERICKSON Active x Remove Association

{3 Lock User
161-WAUSER1 & W AUSER1 Aclive
161-WAUSERZ? & W AUSER2 Active x Remove Association

|} Lock User
Showing 1 to 3 of 3 entries Previous | 1 | Next

Figure 6: Location Details Page

13
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5. Search for the user by entering their RTS username. Click Search.

Search User

Location: MCLENNAN - 161

Search Criteria

Provide the username to search existing users.

Username :  WAUSER1 *

=

Figure 7: Search User

6. Locate the user from the search results. Click Add to Location.

Search User

Location: MCLENNAN - 161

Search Criteria

Provide the usemame to search existing users.

Username : = 161-WAUSER1

1 user(s) found.
User Name Name ction

161-WAUSER1 W AUSER1 Add to Location

Figure 8: Add User to Location

7. Select permissions for the user under the Assigned Permissions. Click Save.

User Details =

Location: MCLENNAN - 161

Username: 161-WAUSER1 Status: Active
Name: W AUSER1

Assigned Permissions

Administrator (Manage Account and Users) &
M View Title
[l Review/Approve/Return Title

[V Access Payment

=)

Figure 9: Assigned Permissions

14
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4.2 Adding Dealership s

County administrators add the dealerships and the dealership administrators. The
dealership administrators must have an eTAG account in order to be set up in
webDEALER. Other dealership users will also have to have an eTAG account in order
for the dealership administrator to add them as users. Their eTAG username and
password will be the same to access webDEALER.

If a dealership operates with multiple DBAs under one GDN license, you will need to
add and configure each DBA separately.

Note: In order for a dealership with a motor vehicle GDN license to submit title
applications for ATVs/ROVs to your office, you must first contact the TXDMV IT Service
Desk to request an ATV/ROV modification to the dealersh i paécsunt.

To authorize a dealership to submit title applications to your county, follow these steps:

1. From any page, click Dealer Management under the Entities tab.

HELPING TEXAMS GO. HELPING TEXAS GROW.

Payments Administration m Seal

Dealer Management

v{“(f.- Texas Department of Motor Vehicles

CFB Management

Tile Search

[ Titla Artivite ] Titles Awaiting Review DMV Rejected Titles

Figure 10: Entities Tab i Dealer Management

2. Click Add New Dealer at the bottom of the screen.

Authorized Dealers for MCLENNAN County =
Show | 10 entries Search |
GDN GDN Category Dealer Name 4 Address Contact Name Phone #
P108927 MOTOR VEHICLE ALLEN SAMUELS WACQ D C J. INC. - 201 W LOOP 340, WACO KEVIN SIX (254)772-1000
ALLEN SAMUELS CHRYSLER DODGE J
P103226X TRAILER/SEMITRAILE ~ RANDALL GERIK - FIBERGLASS 5285 N STATE HIGHWAY &, RUBY GERIK (254)722-65986
R MASTERS WACO
Showing 1 to 2 of 2 entries First Previous | 1 | Next Last
< | Add N >

Figure 11: Add New Dealer

15
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3. In the search box, enter the Dealer GDN. Click Search.

Search Dealers

# Indicates Required Field

# Dealer GDN :

Figure 12: Search for Dealer

4. Click on the Dealer ID (this is a system generated ID number). If a dealership
operates under multiple DBAs, each DBA will have to be added separately in
webDEALER and configured separately for inventory.

Search Dealers =
# Indicates Required Field
# Dealer GDN: P108927
Business Name: Allen Samuels Waco D C J, Inc.
Dealer ID| GDN Category Doing Business As Address Phone #
148920 MOTOR VEHICLE ALLEN SAMUELS ALFA ROMEO FIAT 201 W LOOP 340, (254)772-1000
WACQ, TX 76712-6731
148921 MOTOR VEHICLE ALLEN SAMUELS CHRYSLER DODGE J 201 W LOOP 340, (254)772-1000
WACQ, TX 767126731
148922 MOTOR VEHICLE ALLEN SAMUELS FIAT 201 W LOOP 340, (254)772-1000
WACQ, TX 767126731
Figure 13: Search Results
5. On the Account Details page, enter the dealershipd s Cont act Name, Ema

Phone #. Click Save.

Account Details

Dealer ID: 1607
Dealer GDN: P51769 Airens
GDN Category: MOTOR VEHICLE i%1sl_5n|§0_ll§)l‘(~l !g-:.';
Business Name: LEIF JOHNSON FORD IILTD

Doing Business As:
[[] Used Vehicle Sales Only

Contact Name: = JASON ERICKSON

Email: = Jason Erickson@webDEALER com

Phone #: | 5124445555

Figure 14: Account Details Page

Note: A fiUsed Vehicle Sales Onlyobox is available on the Account Details page.
This box should be checked when setting up independent dealerships (used
vehicles). You do not check this box for franchise dealerships.
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4.2.1 Configuring Dealerships

After you have added the dealership, you will need to configure their permissions.
To configure a dealership, follow these steps:

1. On the deal ership6s ligk€eanbiguret Det ail s page,

Account Details =

Dealer ID: 22009

Dealer GDN: PN Address

GDN Category: MOTOR VEHICLE _

Business Name: PAY-LESS CARS INC

Doing Business As: vf New & Used Vehicle Sales

Contact Name: = JASON ERICKSON
Email: = Jason Erickson@webDEALER com

Phone #: | 5125555555

Figure 15: Account Details Page

Note: After configuration, the following message will display on their Account
Details page depending on how the dealership is set up:

1 For franchise dealerships, it willshowfi New & Used Vehicle S

1 For independent dealerships (used vehicles), it will show fUsed
Vehicle Sales Onlyo

2. Complete the Configure Account for {County Name} page.

Configure Account for MCLENNAN *®

Account: P51769 - LEIF JOHNSON FORD II LTD

# Indicates Required Field

Maximum Unapproved Title Applications allowed : | 500 (cannot exceed 5000)
Group Reviewed Title Applications : O county
O Entity
® None

% Issue Plate Inventory : ®vyes () No
% RTS Entity ID : 1

% Issue Registration Stickers : ®vyes O No

Figure 16: Configure Account by County
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a. Enter the maximum number of unapproved title applications the dealership
can have active at any one time. webDEALER defaults to 50; the maximum
number is 5,000.

b. Select County, Entity, or None in the Group Reviewed Title Applications
section (Refer to Section 7 i_Grouping Title Applications).

Note: You can change the authority to group titles at any time. If you change
the selection from County or Entity to None, a Confirm Request pop-up
window displays advising existing groups will automatically be ungrouped.

c. Choose Issue Plate Inventory and Issue Registration Stickers if desired. An
RTS Dealer ID Number is required if plates are to be issued by the
dealership.

Note: When dealerships issue plate inventory, webDEALER will check RTS
to verify the inventory has been allocated.
3. Click Save.

4.2.2 Dealer Deputies

A Dealer Deputy is a dealer that has been deputized, authorized to issue registration
stickers, and has an inventory of license plates in webDEALER. Once approved by you,
the Dealer Deputy can:

1. Retain $1.00 from the Processing and Handling Fee assessed.

2. Set a Title Convenience Fee of up to $10.00 that will apply to each title
transaction processed.

Note: Dealers that use webDEALER, but have not been issued an inventory of
registration stickers and license plates are not required to be deputized. These dealers
may not retain any portion of the Processing and Handling Fee and may not assess the
Title Convenience Fee.
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4.2.3 Adding a Dealership Administrator

County administrators are responsible for adding the dealership and dealers hi p 6 s
administrator to webDEALER. In order to add the administrator, the administrator must
have an eTAG account. The eTAG username and password will be the sign in
information for webDEALER.

To add a dealership administrator, follow these steps:

1. Accessthed e a | e r AcdounpDitails. Click Add User.

Account Details =

Dealer ID: 1607

Dealer GDN: P51769 Address

501 E KOENIG LN
GDN Category: MOTOR VEHICLE AUSTIN, Tx?g?gs{

Business Name: LEIF JOHNSON FORD II LTD

Doing Business As:
[ Used Vehicle Sales Only

&

2. Search for the user by entering their eTAG information. Search by Username,
their First and Last Name, or their Email. Click Search.

Contact Name: | JASON ERICKSON
Email: = Jason.Erickson@webDEALER. com

Phone # 5124445555

Figure 17: Add Dealership Administrator

Search User

Account ID: 1607
Account Name: LEIF JOHNSON FORD Il LTD - LEIF JOHNSON FORD Il LTD

Search Criteria

Use one of the following fields o search existing users.

Username : JASONE _

First Name :

Last Name :

Email :

&

Figure 18: Search User

Note: A search by the Username yields the best results.
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3. Locate the user from the search results. Click Add to Account.

Search User

Account ID: 1607
Account Name: LEIF JOHNSON FORD Il LTD - LEIF JOHNSON FORD II LTD

Search Criteria

Use one of the following fields to search existing users.

Username :  UASONE x

First Name :

Last Name :

Email :

1 user(s) found.

User Name Name Emuail Action

JASONE JASON ERICKSON Jason.Enckson@txdmv.gov Add to Account

Figure 19: Add to Account

4. Check the Administrator check box. This action will check all of the available
permissions. Click Save.

User Details =

Dealer ID: 1607
Dealer Name: LEIF JOHNSON FORD Il LTD - LEIF JOHNSON FORD Il LTD

Username: JASONE Status: Active
Name: JASON ERICKSON Email: jason erickson@txdmv. gov

Assigned Permissions

Acl'ministratm (Manage Account and Users) & I
View Title

Add/Edit Title
Access Payment
[J Web Service Access

=)

Figure 20: Administrative Permissions
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4.3 Adding a Commercial Fleet Buyer (CFB)

In order to have access to webDEALER, a CFB must have a Texas Department of
Motor Vehicles (TxDMV) issued CFB ID. To receive a CFB ID and Username, the CFB
must contact your office and provide the following information with a request to have a
webDEALER CFB account set up:

I Business name

1 The business address, city, state, zip

1 Federal Employer Identification Number (FEIN) and Tax Permit Number
1

Vehicle physical location (where the vehicle will be kept for titling purposes) if
the CFB is a rental company

9 The first and last name of the administrator and their contact information
(phone number and email address)

Once received, you will need to open a TXDMV Service Desk request with this
information to have the CFB location and first CFB administrator added to webDEALER.

4.3.1 Configuring Comme rcial Fleet Buyers

Once the TxDMV has added the CFB location, you must configure their account. To
configure a CFB account, follow these steps:

1. From any page, select CFB Management under the Entities tab.

>

Figure 21: Entities Tab 1 CFB Management

2. Click on the CFB Name.
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