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1 Overview

Title work is submitted electronically to county offices. Transactions 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).
webDEALER provides a straight forward process to transfer information quickly from a

dealer management system to webDEALER, as well as a manual entry option

(keyboard entry). When youdre ready, submitt
literally a click of a button.

1.1 Features

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

1 Validation of inventory allocated to you i if any has been allocated to you
1 System monitoring of outstanding title transactions for your dealership

1 Option to establish your dealership without inventory i instead the county
assigns the plate and prints the sticker 1 no bonding required

1 You can submit title applications electronically to multiple counties once
approved and established by each county

1 Live calculation of the prorated fees when transferring special plates
1 Ability to easily see the reason for the return of a title transaction

1 Visibility of all title applications from start to finish

1 Ability to add Title Convenience Fee (if you are a Dealer Deputy)

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

With webDEALER, there are two ways you can process and complete a title application:

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

T Electronically capturing the sellerds and
Disclosure and Buyer Acknowledgment feature

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

This method requires you to upload the Form 130-U in order for the transaction to be

electronically processed in webDEALER. The closer at your dealership will not have to

login to webDEALER to create the Seller Disclosure and get the Buyer

Acknowledgment during the closing. Instead, the closer and buyer(s) will to sign the

Form 130-U, asthey normallydo,and your deal ershipbds titling
when processing the transaction and complete the assignment of title.

1.2.2 Electronic Seller Disclosure and Buyer
Acknowledgment

This method requires you to begin the applicatonby creating the sell erd
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.

See Appendix 2 i _Requirements for Use of the Electronic Buyerd6 s  Ac knowl edgment
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2 Getting Started

2.1 What to Expect

The county tax office and TxDMV staff are available to answer your questions.

In order to have access to webDEALER, you must have eTAG access. The eTAG
Username and Password will be the same for webDEALER. You must provide the
county with an eTAG Username for your first administrative user. The eTAG Username
is required for the county to authorize a user to access webDEALER.

See Appendix 4 i Equipment Requirements to ensure your equipment is compatible,
and you have all needed supplies.

2.2 Setup

The county tax office will set up your dealership in webDEALER. In addition to setting
up your dealership, they will also set up the initial user to be the administrator of your
dealership. The dealership administrator is responsible for adding additional users,
managing user permissions, and removing users.

Note: If you have multiple DBAs under one dealer license, you must inform the county
tax office of each location from which you will file webDEALER title applications.

Note: If you have a Motor Vehicle GDN license and sell ATVs/ROVs, you must request
the county tax office enable your account to submit title applications for those vehicle
types through webDEALER.

To submit title applications to multiple counties, each of those counties must authorize
your dealership.

2.3 Recommendations

It is highly recommended that payments be made via Automated Clearing House (ACH)
to achieve the most benefit from webDEALER, Your county tax office can assist with
this process.




v .
( Texas Department of Motor Vehicles Dealer User Guide webDEALER 3.1.1

2.4 You Should Know

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

The original 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 on the back of the ownership document
must be on the next blank assignment.

| f a Deal er 6 s Reanessthe ¢gtie applioation,a ctcloenpDe al er 6 s
Reassignment must also be stamped SURRENDERED on the next available
assignment or diagonally, if applicable.

You are required to retain the original stamped evidence of ownership in your purchase
and sales records.

2| 13LOM5SE:

2014 FORD

3000

9943

_ T

2
SURRENDERED __

DEALER ONLY

SECOND

DEALER ONLY

THIRD

LIEN

Figure 1: Surrendered Title

It is your responsibility to validate the Texas title against the latest motor vehicle record

in the department 6s dat aUKRRENDERED, thattitlg ou st amp
becomes invalidated, is considered surrendered to the department, and cannot be used

with another title application.

If you stamp SURRENDERED on a title in error, you will be required to replace the
evidence of ownership document in order to submit a new title application.
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Note: All signatures are required to be recreated (signed by the original persons). If
assignments cannot be recreated or a duplicate cannot be obtained, the only option is
to obtain a bond or court order.

Scanned images must be of the original documents. The scanned images cannot be
copies of original documents. If the county or TXDMV determines the documents
attached to a title application are copies of originals, the title application will be returned
or rejected, and you 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.) must be filed through the county tax office.

2.5 Reminder Checklist

Please have the following items ready to begin processing your title applications:

Internet capability

URL for webDEALER (https://webdealer.txdmv.gov)

Sticker paper and plate inventory provided by county, if applicable
eTAG user accounts set up and access to webDEALER verified
Printer

Scanner

SURRENDERED stamp

If you have any questions, please contact your county tax office.

p2i 22123 21 2 3 ~ ]
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3 Administrator

Dealer User Guide webDEALER 3.1.1

webDEALER is intended to have at least two administrators with access to all Assigned

Permissions. Administrators add users, manage user permissions, and remove users.

Users must first have eTAG access in order to access webDEALER. Their eTAG
Username and Password will be the same for webDEALER.

Note: Password resets must be completed through eTAG.

3.1 Add User to webDEALER

1. The administrator logs into webDEALER.

v‘( Texas Department of Motor Vehicles

HELPING TEXANS GO. HELPING TEXAS GROW
Login
# Indicates Required Field

Dealers

County / TxDMV

* Username :

* Password :

#* Dealer GDN :

Commercial Fleet Buyer

Enter User ID

Enter Password

Cuab DEALER)

webDEALER v3.1.1 - Monday April 17 2017

Figure 2: Login Page

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

A

-
HELPING TEXANS GO. HELPING TEXAS GROW.

Welcome W AUSER

Account :

Titles
Returned:
In-Progress:
Submitted:
Reviewed:

Imported:

M = ‘a [N

Retractions:

Texas Department of Motor Vehicles

e
#i Home Page Payments v ‘ Administration ' Support

ALLEN SAMUELS CHRYSLER DODGE J - 201 W LO( |

In-Progress Titles

Created On Deal #
Dec 20, 2016
Dec 20, 2016
Dec 20, 2016

Dec 23, 2016

Search VIN / Deal # ] Unit #

fued DEALER
=

You last logged in on Jan 09, 2017

GDN Category : MOTOR VEHICLE

Returned Titles

VIN
1FT7W2BTSFED27234
SUXZW4C58D0EF4125
1B7HC13Y5V1622425

1FT7W2BTSFED27230

Vehicle

2015 FORD 250

2013 BMW 250

1997 DODG 250

2015 FORD XLT

Figure 3: Home Page

11
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3. The Account Details page displays your dealership information and authorized
users.

4. On the Account Details page, click Add User. For franchise dealerships, a New
& Used Vehicle Sales message will appear on the Account Details page. For
independent dealerships (used vehicles), a Used Vehicle Sales Only message
will appear on the Account Details page.

Account Details =

Dealer ID: 148921
Address

201 W LOOP 340,
GDN Category: MOTOR VEHICLE WACQO, TX 76712

Dealer GDN: P108927

Business Name: ALLEN SAMUELS WACO D C J, INC
Doing Business As: ALLEN SAMUELS CHRYSLER DODGE J ¥ New & Used Vehicle Sales
Contact Name: KEVIN SIX
Email: —

Phone #: (254)772-1000

Title convenience fee: $ 10.00 (Up to $10 dollars)

>

* List of Associated Users

User Name Name Email Status Action

WAUSER2 & W AUSER kathy.mckee@txdmv.gov Active

Figure 4: Account Details Page

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

Note: A search by the Username yields the best results.

Search User

AccountID: 143921

Account Name: ALLEN SAMUELS CHRYSLER DODGE J - ALLEN SAMUELS WACO D C J, INC.

Search Criteria

Use one of the following fields to search existing users

Username :  WAUSER1 _

First Name :

Last Name :

&

Figure 5: Search User

Email :

12
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6. From the search results, locate the user to add, and click Add to Account under
the Action column.

Search User

Account ID: 148921
Account Name: AlLEN SAMUELS CHRYSLER DODGE J - ALLEN SAMUELS WACO D C J, INC

Search Criteria

Use one of the following fields to search existing users.

Username :  WAUSER1 X

First Name :

Last Name :

Email :

1 user(s) found.

User Name Name Email Aatias
WAUSER1 W AUSER KATHY MCKEE@TXDMV.GOV Add to Account

Figure 6: Add User to Account

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

User Details =

Dealer ID: 148921

Dealer Name: ALLEN SAMUELS CHRYSLER DODGE J - ALLEN SAMUELS WACOQO D C J, INC.

Username: WAUSER1 Status: Active

Name: W AUSER Email: kathy mckee@txdmv.gov

Assigned Permissions

] Administrator (Manage Account and Users) &
M view Title

W Add/Edit Title

W Access Payment

[J web Service Access

ED

Figure 7: Assigned Permissions

Note: The Web Service Access permission is for setup of a vendor integrated solution.

13
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3.2 Configuration by County

The Configuration by County button on the Account Details page displays the
allowances placed on your dealership by each county.

1. From the Account Details page click the Configuration by County button.

= =
Account Details =
Dealer ID: 148521
Dealer GDN: P108927 Address
201 W LOOP 340,
GDN Category: MOTOR VEHICLE TR T
Business Name: ALLEN SAMUELS WAGG D C J, INC

Doing Business As: ALLEN SAMUELS CHRYSLER DODGE J ) ME AR e

Contact Name: KEVIN SIX
Email: —

Phone #: (254)772-1000

Title convenience fee: $ 10.00 (Up to $10 dollars)

>

User Name Name Email Status Action

= List of Associated Users

WAUSER2 & W AUSER kathy.mckee@tdmv.gov Active

Figure 8: Account Details Page

2. The popup will show your configuration.
Note: The Maximum Unapproved Title Applications allowed can be set up to
5,000 at the countybdés discretion.

3. If you are assigned an inventory of license plates and stickers, there will be a
AYesO next to |Issue Plate I nventory and

Configuration by County ®

County: [GICERTIN v

Maximum Unapproved Title Applications allowed: 50
Group Transactions: Yes

Group Reviewed Title Applications: County
Issue Plate Inventory: Yes

Issue Registration Stickers: Yes

Figure 9: Configuration with Inventory

14
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If you are not assigned an inventory of license plates and stickers, there will be a
ANOO next to |Issue Plate I nventory and | ss

Configuration by County x

County: [JEGGIEERTTN v|

Maximum Unapproved Title Applications allowed: 50
Group Transactions: Yes

Group Reviewed Title Applications: Entity
Issue Plate Inventory: Mo

Issue Registration Stickers: No

Figure 10: Configuration without Inventory

3.3 Dealer Deputy

If you are set up as a Dealer Deputy, you will be able to charge a Title Convenience Fee
of up to $10.00 (with county approval) and retain $1.00 of the Processing and Handling
Fee.

A Dealer Deputy holds inventory and assigns license plates and stickers through
webDEALER.

Follow these steps to set the Title Convenience Fee:
1. Click the Administration tab from any page (refer to Figure 3).
2. Enter a Title convenience fee of up to $10.00 on the Account Details page.

3. Click Save.

Account Details =

Dealer ID: 148921
Address

201 W LOOP 340,
GDN Category: MOTOR VEHICLE WACO. TX 76712

Dealer GDN: P108927

Business Mame: ALLEN SAMUELS WACOD CJ, INC.
Doing Business As: ALLEN SAMUELS CHRYSLER DODGE J " MNew & Used Vehicle Sales
Contact Name: KEWIM SIx
Email: —
Phone #: (254)772-1000

Title convenience fee: $ 10.00 (Up to $10 dollars)

)

Figure 11: Dealer Deputy Fee

15
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4. Once saved, the Title Convenience Fee will show on your title applications once
you calculate the fees.

Computed Fees

Expiration Date: 1/2018

Fee Description Fee Assessed
TITLE APPLICATION FEE $12.00
TEXAS MOBILITY FUMD FEE 520.00
SALES TAX FEE §$1,582.50
OLIYEDC TAC a0
| TITLE CONVENIENCE FEE s:]
T LD CTTorET g
FERSONALIZED PLATE FEE $30.00
REG FEE-DFS $1.00
CNTY ROAD BRIDGE ADD-ON FEE $10.00
CHILD SAFETY FUND $1.50
INSPECTION FEE-2YR $16.75
FROCESSING AND HANDLING FEE $4.75
Total Fees §1,725.25

Figure 12: Title Convenience Fee

Note: If the fees are calculated on an application prior to setting up an amount
for the Title Convenience Fee, the fee will not reflect in the computed fees
section until the fees are recalculated by selecting the edit icon in the fees
section from the Title Preview page.

5. The fee amount due to the county will be different than the total amount shown
on the payment screens.

Group Reviewed Titles for Payment

Search Filter
County : HARRIS - 101
Submission Date: FROM | TO i | Sea
- HARRIS 2 title(s) found.

vl 1GMKRIKD4HI144125 2017 CHEV 250 PAT WAYNE Feb 15, 2017 Feb 15, 2017 51,774,132 $1,763.13

i 1GNSCCKCIHR141258 2017 CHEV 250 KYLE MOORE Feb 15, 2017 Feb 15, 2017 £1,846.63 $1,835.63
Total Selected: $2,508.76

Figure 13: Pay to County Fee

16
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Note: The Total Fees are $11.00 more than the Pay to County fees in Figure 13 to
account for the $10.00 Title Convenience Fee and the $1.00 retained from the
Processing and Handling Fee.

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 Starting Title Applications

You can file title applications for new and used vehicles, off-highway vehicles (e.g.,
ATVs, ROVs, and off-highway motorcycles), apply for Title Only, and record rights of
survivorship information.

4.1 How to Start a Title Application

There are three ways to begin title applications:
1 Using a webDEALER title integration service (Web Service)
1 Using an imported file

1 Creating a title application manually

4.1.1 Web Service

1. Transfer data from your Dealer Management System (DMS).

2. The title transaction will appear in the Aimportedostatus link in the Titles box on
the Home Page. Click the blue number adjacent to the word fimportedoin the
Titles box to view the imported applications. Additionally, you can also locate
transactions from the Home Page by placing your cursor over the Titles tab and
selecting Title Search from the dropdown. Use the search filter box with the
statusof il mport . O

Welcome W AUSER You last logged in on Feb 13, 2017

Account: ALLEN SAMUELS CHRYSLER DODGE J - 201 W LO(v| GDN Category : MOTOR VEHICLE

Titles In-Progress Titles Reviewed Titles Returned Titles

Returned:
In-Progress: Returned On Deal # VIN Vehicle

Submitted:

|—'~|cn|—-
L

Feb 13, 2017 = IFMZU32X0WZAZ2882 1998 FORD 250
Reviewed:

=
[=]

Imported:

Grouped:

= |=f |;n

Retractions:

= Start a New Title Application
= Title Data Import

Figure 14: Imported on Home Page
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3. Use the search filter box to assist in locating transactions to be worked. Click the
VIN of the application you wish to complete to open the Title Preview page.

Title Search
-
Search Filter
County : Choose One [v]
Type: Application Statusﬂ
Status:  IMPORT [v]
Application Date : FROM jrim| TO o
A
VIN Deal # Vehicle Owner Name(s) Application Date
1G11C551L1EF851247 37678 2014 CHEV ML1 JOSEPH M CHUMBLEY 041472017
LORRAINE M CHUMBLEY
KMHHTGKD7EU852141 arerT 2014 HYUN GEN LAURA ANN PEREZ 041472017
JOHN ALEXANDER PEREZ
WAUAFAFLXFN852147 37676 2015 AUDI 4TP ALFRED TIBERI DIAZ 041472017
ANGBADEDTENS32 147 87675 2014 NISS WALTER CONLEY BARTHELL 041472017
BARBARA JOANN BARTHELL
AN4AL 3APIFC152145 87674 2015 NISS A25 REBECCA SUE ROSARIO 041472017
RAYMOND ELI ROSARIO
1GCRCRECOEZ416588 87673 2014 CHEV LARRY DARNELL LIPSEY 041472017
Export options: E | Excel /- PDF

Figure 15: Import on Title Search

4. To complete the Seller Disclosure, click on the Begin Seller Disclosure button.

Title Preview =
| Application Status: IMPORTED
Seller Disclosure Created By: JASON ERICKSON
Deal No: 87678 Created On: Apr 14, 2017
Processing County: — ‘
Seller disclosure has not been initiated for this tit€. ) >
 ——— g
Vehicle Information
VIN: 1G11CESL1EFS51247
Vehicle Class: —
Year/Make/Model: 2014 CHEV ML1
Registration Class: —
Body Style: 4D
Major Color: BLACK Minor Color: —
Odometer Reading: 70 Odometer Brand: Actual Mileage
Empty Weight: 3600 (lbs) Carrying Capacity: — Gross Weight: —

Figure 16: Begin Seller Disclosure
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4.1.2 Using an Imported File

Follow these steps to import a file:

1. Onthe Home Page, click Title Data Import from the Titles box.

Titles

Returned:
In-Progress:
Submitted:
Reviewed:
Imported:

Retractions:

a0 |_-. He=  |ea
(]

= Start a Mew Title Application

= Title Data Import ]

Figure 17: Title Data Import on Home Page

From any other page, hover your cursor over the Titles tab, and click Title Data
Import from the dropdown.

2. Browse for the file to import.

Title Data Import

# Title Data Import File: | Browse...

Figure 18: Title Data Import

3. Locate and select file.

4. The text box populates with the file name.

5. Click Import.

6. From the File Type dropdown, select Deal # or VIN to retrieve the record.

7. Enter the number to locate, and click Show Record.

Import Select

Search Import Record

Type:  Deal No|v|

Deal No:

Figure 19: Search for Imported Record
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8. The Record Review section displays the record for your verification before it is
imported. If the correct record is displayed, click Accept Record.

Import Select

Search Import Record

Type:  Deal No|v|

Deal No: | 2500

Record Review

Deal No: 2500
VIN: 1GCFG15X3811581980
Buyer: PHILLIP ANDREW INMAN
Buyer Address: 7201 ROARING SPRINGS DR
Vehicle Year / Make | Model: 2009/ CHEV/

&

Figure 20: Accept Record

9. If you choose to only import one record, click Title Application or Title Preview
to see the vehicle information and begin the title application.

10.To complete the Seller Disclosure, click the Seller Disclosure icon.

The vehicle information in the Seller Disclosure section of the title application is
populated with the VIN, deal number, year, make, model, and body style, as
applicable.

To proceed with a previously imported file:

1. If title applications were previously imported, locate these transactions from
the Home Page. Click the blue number adjacent to the word fimportedoin the
Titles box.

2. Once the application is found, click the VIN to open the Title Preview page.
3. Click on the Begin Title Application button to begin the title application.

Additionally, you can also locate the transaction from the Home Page by placing your
cursor over the Titles tab and selecting Title Search from the dropdown. Use the
search filter box with the status of fimport, @nd click the VIN to open the Title Preview.

Note: Please refer to Appendix 1 1 Importing Dealer Management System (DMS) Files
for more information.
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4.1.3 Creating a T itle Application Manually

To create an application by entering all information manually, begin on the Home Page.

1. Click on Start a New Title Application in the Titles box.

Titles

Returned:
In-Progress:
Submitted:
Reviewed:

Imported:

I b= |n |-ﬁ He e

Retractions:

s Siard a Mew Title Application

= Title Data Import

Figure 21: Start a New Title Application

2. Enter the VIN, and click Search.

Title Application
% Indicates Required Field
VIN Search

GDN Category : MOTOR VEHICLE

*VIN :

Figure 22: New Title Application i Enter VIN
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3.1f a motor vehicle record exists in the de
the current vehicle record information will display. You must use this information
for verification against the title provided to you. Once you verify the vehicle
information, you may click on the Proceed button to advance to the Seller
Disclosure page.

-

Figure 23: Existing Vehicle Record

4. If a motor vehicle record does not exist, the Seller Disclosure page of the title
application will populate with the year, make, model, and body style of the
vehicle. These values must be entered by you if they are not populated.

Note: Non-titled trailers and motor vehicle records reflecting E-TITLE in the
Additional Information section of the current vehicle record cannot be processed
through webDEALER.
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