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1. Converter Licenses

A person or business entity must have a converter license to assemble, install or affix a
body, cab or special equipment to a chassis prior to the retail sale of a vehicle, or to
substantially add to, subtract from or modify a previously assembled or manufactured
motor vehicle unless the resulting vehicle is a motor home, ambulance or fire-fighting
vehicle.

Converter license holder cannot sell converted new motor vehicles directly to the retail
public, including cities and municipalities. Only a franchised dealer for the underlying
chassis of the converted vehicle may sell the vehicle to retail customers.

A converter may also hold a manufacturer license or a GDN License, but not both.

A converter may also hold a manufacturer license or a franchise dealer license, but not
both.

The converter is not required to purchase the motor vehicle it will convert from a Texas
franchised dealer. However, once the conversion is complete, the vehicle can only be
sold to the end-user by a franchised and licensed Texas motor vehicle dealer for the
underlying chassis line-make. The franchised dealer must invoice the end-user for the
entire purchase price of the vehicle, including the conversion package, obtain payment
for the entire purchase price, and perform the titling work on the complete vehicle. How
the converter is paid for the conversion package and conversion work is between the
converter and the franchised dealer.

Substantial modifications performed on vehicles that have already been the subject of a
retail sale are considered after-market conversions and are not subject to regulation by
Texas Department of Motor Vehicles.

If a person makes substantial modifications to a new motor vehicle and the resulting
product is an ambulance, fire-fighting vehicle, or motorhome, as those terms are defined
in Chapter 2301 of the Texas Occupations Code, then the person must obtain a
manufacturer license, not a converter license. However, if even one of the conversions
produced does not meet the exact definition of ambulance, fire-fighting vehicle, or
motorhome, then a converter license, as well as a manufacturer license, is required.

Converters are not required to be physically located in Texas. Even if the converter is
located in another state, as long as new motor vehicles they convert are sold in Texas,
the converter must have a converter license issued by Texas Department of Motor
Vehicles.
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1.1 License Term and Fees

Converter licenses are generally issued for terms of two years.
The fee for a converter license is $750.

You can use a credit card or electronic check (eCheck) to pay your fees in
eLICENSING. In addition to the application fees, different convenience processing fees
are charged when paying by credit or debit card or when paying by electronic check
(eCheck) transactions. These fees are based on the amount of purchase and are
displayed on the Payment page in eLICENSING.

1.2 Basic Converter License Information

1.2.1 Converter License Plates

Metal Converter License Plates may be used only by the converter or the converter's
employees on unregistered vehicles to:

e Demonstrate the vehicle, or cause the vehicle to be demonstrated, to a
prospective buyer who is a franchised motor vehicle dealer or an employee of a
franchised motor vehicle dealer.

e Convey the vehicle or cause the vehicle to be conveyed from one of the
converter's places of business in this state:

a. To another of the converter's places of business in this state.

b. From the converter's place of business to a place where the vehicle is to be
assembled, repaired, reconditioned, modified or serviced.

c. From the state line or a location in this state where the vehicle is unloaded
to the converter’s place of business.

d. From the converter's place of business to a place of business of a
franchised motor vehicle dealer.

e. To road test the vehicle.

Converter Plates may be displayed only on the type of vehicle that the converter is
engaged in the business of assembling or modifying. Converter's Plates are attached to
the rear license plate holder of vehicles. These plates expire on the same day as the
converter's license.

When an unregistered new motor vehicle is sold to a converter, the selling dealer must
remove the dealer's temporary tag. The selling dealer may attach a buyer's temporary

Motor Vehicle Division
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tag to that vehicle or the purchasing converter may display a converter's temporary tag
that vehicle.

A converter must maintain a record of each Converter Plate issued to that converter that
contains:

e Assigned metal plate number

e Year and make of the vehicle to which the metal plate is affixed
e Vehicle identification number (VIN)

e Name of the person in control of the vehicle

The converter business record must be available at the converter's location during
normal working hours for review by a representative of TXDMV. Converter metal plates
that cannot be accounted for will be voided in the dealer's record and reported as
missing to TXDMV within three days of the date that the discovery is made. After a plate
is reported as missing it is no longer valid.

A converter may issue converter temporary tags only. Dealers and converters are
required by law to have Internet access at their place of business to connect to the
temporary tag database.

1.2.2 Converter License Numbers

In eLICENSING, converter license numbers are numeric strings without any letter
designations.

1.3 Gathering Appropriate Information for the
Converter License Application

You must have the following information available to complete your lessor license
applications:

e The filing number with the Texas Secretary of State when the business entity
registered (SOS number), if located in Texas.

e The employer identification number (EIN) of the business or the owner’s social
security number

e The license numbers the individuals or business entity may possess or have
possessed in the past

¢ Files containing scanned copies of official documents, including the:

¢ Assumed Name Certificate

Motor Vehicle Division
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e Driver licenses (or passport, official identification cards, etc.)

o Certificate of Incorporation, Registration, or Formation filed with the Texas
Secretary of State or the state in which you were incorporated.

e Sample copy of the Vehicle Lease Contract provided to customers.

e A copy of each signed agreement between you and a lease facilitator.

e A statement disclosing fees paid to any lease facilitator. This is a document
the lessee signs acknowledging that they are aware that the lessor may pay
the lease facilitator a fee for establishing the lease on their behalf.

Additionally, if anyone associated with the organization (any officer, partner, trustee, or
in other representative capacity) has ever been arrested, been convicted, received
deferred adjudication, or been court martialed, or has any of these actions currently
pending, you must be able to fill out certain information (as shown below) for each

person and each offense.

Figure 1: Criminal Offense and Charges

You must also supply copies of court papers that support the adjudication, dismissal, or

decision made in each criminal matter.
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2. Applying for a Converter License

The Converter License application has several web pages that require applicants to
type in information and make selections. Depending on the information entered and the
selections made, the applicant will be required to upload files containing the related
documents when prompted or on the Attachments Page.

Important: All of the requirements to obtain the salvage dealer license must be kept in place for
the entire term of the license.

2.1 Getting Started

Before you can begin, you must be registered in eLICENSING with an organization
account and at least one user account who is referred to as the eLICENSING
Administrator. For registration and account information, refer to the eLICENSING Quick
Start Guide, available at TXDMV Dealers.

Note: If you or your company are existing TXDMV license holders and you are the eLICENSING
Administrator, you may already be registered. If you are already registered, you should have
received 3 emails with your user name, password, and link to the eLICENSING login page.

To get started, follow these steps:

1. Access eLICENSING using the link sent to you by email from TxDMV with your
eLICENSING login credentials.

.
Note: You can also go to the TXDMV Dealers page and click to access
eLICENSING.

2. On the Security Warning pop-up, click | ACCEPT.

Texas Department of Motor Vehicies -Security Waming

1S an ofMmcial Texas Department of Motor Vahicles systam 1or authonzi

Figure 2: Security Warning Pop-up
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On the Login page:

Type in your User Name.
Type in your Password.
Click LOGIN.

|mom R W

Current License Holder and Administrator Log In

* Username

* Password

Figure 3: Login Page

7. On the Welcome page, displayed after logging into the account, locate the
Apply for a New License area and click the APPLY button.

Welcome

Choase an oplion below 1o gel started,

My Applicabons Reansw a Licenss Amend & Loense
VIEW | { apPiy | { Appiy |

Figure 4: Welcome, Apply for a New License

8. On the License Type page, locate the Converter License area and click its

SELECT button.

b U %0 st AdOws yOU 10 SuSebite oF Se new Allows yo Alows you 10 sut nge 3

Ve 25 0 eaung ansport and dethvers ubsantialy Chas

fen! O & Rasng company, A Legse mchsed velnci=s m Texas wsng the vehicles hassss Or @ new motor vehick: (Ses

Faciniaton ymgs Ihe st and ey

o1, Wl ot s

cuslmes (D)=

Figure 5: Select License Type
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9. On the Organizations page, select the organization name used to register the
company or this license holder and then click SAVE AND NEXT.

Misasa salect the aorganization linked 10 your socount

Select Organization

RIS

Figure 6: Select Organization

2.2 Contact Information

On the Contacts page, you will identify the people that MVD can contact for information
about your license status, and daily operations.

contact Intformatu
Enter the cordact information for the parson TxOMV may contact for questions ragarding this application

Application Contact

s Name Middie Name

License Contaclt

First Name Mickdis Name Last Name

yarsymallingtor. con

Figure 7: Contact Information

For Application Contact, eLICENSING automatically enters the information for the
person who is logged in and who initiates the new application. The application contact is
the person TxDMV can speak with regarding application details.

Note: You have the ability to change the contact through the Manage my Account area of
eLICENSING. See Chapter 4, Working with Your eLICENSING Account.

1. For License Contact, type in the name, email address, and phone number for the
license contact. The license contact is the person TXDMV can speak with about the
licensing file and daily operations of the business. This person can also speak
about the status of the application.

Note: The license contact may be a different person than the application contact who is
handling the application details through the approval of the license.

Motor Vehicle Division
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2. For eTAG Contact, click the same as to automatically fill in contact information
or type in completely new information for the person who will be the eTAG
contact person for this license.

Note: The eTAG system is separate from eLICENSING, but the login credentials are
generated in this step. More information about eTAG, as well as the login for the eTAG
Database, can be found on our website at TxDMV eTAG.

3. Click SAVE AND NEXT.

2.3 Application Reason

You are required to select a reason for this application from the following options:
e Apply for new license
e Entity change

e Previous license was not renewed
Note: If you have a previous/current license, enter the license number as requested.
2.3.1 Apply for New License Reason

On the Application Reason page:

1. From the dropdown, select Apply for New License.

Figure 8: Apply for New License Reason

Click SAVE AND NEXT.

2.3.2 Entity Change Reason

If the organization is a sole proprietorship and then incorporates or takes on a partner,
you can use the entity change reason to apply for a new license.

On the Application Reason page:

1. From the dropdown, select Entity Change.

Motor Vehicle Division
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Figure 9: Entity Change Reason

2. Type the existing license number into the license association field.

Figure 10: License Association

If you do not know this information:

a. Inthe License Association area on the Application Reason page, click
SEARCH.

b. On the License Search pop-up, you can fill in the known information and click
SEARCH.

c. From the search results, carefully copy the License Number, close the pop-up,
and paste it into the field on the Application Reason page.

3. Click SAVE AND NEXT.

2.3.3 Previous License Not Renewed Reason

On the Application Reason page:

1. From the dropdown, select Previous License Not Renewed.

* Apolhicabon Reasor

Figure 11: Previous License Not Renewed

2. Type the existing license number into the license association field.

Figure 12: License Association

If you do not know this information:
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a. Inthe License Association area on the Application Reason page, click
SEARCH.

b. On the License Search pop-up, you can fill in the known information and click
SEARCH.

c. From the search results, carefully copy the License Number, close the pop-up,
and paste it into the field on the Application Reason page.

3. Click SAVE AND NEXT.

2.4 Application Details

The Application Details are spread across several pages.

2.4.1 Business Information

1. In the License Information section on the Applications Detail page:

Busin

Figure 13: License Information
a. For Business Website (optional), enter the web address (URL) of the business
website.

b. For Business Phone Number, type the business phone number where calls
will be answered.

Note: If the converter license holder shares their primary location with:

e Multiple other converter license holders, each license holder must have a
separate telephone number and listing.

e Another business they own (same business name or DBA), the dealer can
use the same telephone number and listing.

e Another business they do not own or has a separate DBA, the converter
license holder must have a separate telephone number and listing.

c. For Business Email Address, type the email address at which the business
will receive emails.

d. For Business Fax (optional), type the business fax number.

Motor Vehicle Division
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e. For Secretary of State Filing Number, type in the filing number issued by the
Secretary of State when the business was established.

If you do not know this information:

a. Go to the bottom of the page, click PREVIOUS and then click SAVE AND EXIT
to save all information entered so far.

b. After retrieving this information, return to the Welcome page, locate the My
Pending Applications section, and click VIEW.

c. On the My Accounts page, locate this application in the list and click it.
2. Click SAVE AND NEXT.

2.4.2 Physical Address (“The Licensed Location”)

1. On the next section of the Application Details page, type in the physical address
information for the business.

Figure 14: Physical Address Information

a. For Address Line 1, type in the street number and name where the conversion
shop will be located.

b. For Address Line 2 (optional) type in the additional street information, such as
the suite number.

c. For City, type in the name of the city.
d. For State, select the name of the state from the dropdown.

e. For Zip, type in the five number ZIP code (or, the nine numbers of the extended
code).

f. For County, select the name of the county from the dropdown.

g. For Country, leave USA or select the appropriate option from the dropdown.

Motor Vehicle Division
21



I eLicensing User Guide for
i ( Iexas Department of Motor Vehicles Converter Licenses

After entering the address, click VALIDATE ADDRESS to be sure the address entered
is recognized by the United States Postal Service (USPS) or capable of receiving US
mail. Select the correct address option and click SAVE.

2.4.3 Assumed Names/DBA

On the next section of the Application Details page, enter the assumed name under
which you will conduct business, if any. After entering the first Assumed Name, you can
click +ADD ANOTHER DBA to enter the next one.

TS

Figure 15: Doing Business as Details Page

The term assumed name is a name the business uses to operate in addition to the
legal business name. This is also referred to as a DBA, which stands for “doing
business as.”

The assumed name entered must exactly match the DBA as registered with the
appropriate filing authority. The eLICENSING system will verify that the assumed name
entered for LPs, LLPs, LLCs, and Corporations is registered with the Secretary of State.

If the business is a sole proprietorship or a general partnership that conducts business
under an assumed name, you will provide proof of the Assumed Name Certificate by
uploading (on the Attachments page) a file-stamped copy of the assumed name
certificate filed with the office of the county clerk in the county where the dealership will
be located.

For other business entities, you will provide proof of Assumed Name Certificates by
uploading (on the Attachments page) a file-stamped copy of the assumed name
certificate filed with the Texas Secretary of State

2.4.4 Mailing Address

On the last section of the page, you must identify the address where the US Postal
Service can deliver mail.

Note: If the mailing address is out of state, any metal dealer license plates will be
mailed to the physical address in Texas or an alternate in-state mailing address, if one
is provided.
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1. To either:

e Use the same address as entered above for the physical address, click the
Same as Physical checkbox to have the system automatically fill in the
information.

e Type in a different address:

Figure 16: Mailing Address

a. For Address Line 1, type in the street number and name where mail can be
delivered.

b. For Address Line 2 (optional), type in any additional information, such as
the suite number.

c. For City, type in the name of the city.
d. For State, select the name of the state from the dropdown.

e. For Zip, type in the five number ZIP code (or the nine numbers of the
extended code).

f. For County, select the name of the county from the dropdown.
g. For Country, select the name of the country from the dropdown.

h. Click Validate Address to be sure the address entered is recognized by
United States Postal Service (USPS) and capable of receiving US mail.

2. Click SAVE AND NEXT.

2.4.5 Dealer Plates

On the Dealer Plates page, you can choose to order metal dealer plates and specify the
number ordered.

The fee per metal dealer plate is $40.

Motor Vehicle Division
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Figure 17: Order Metal Dealer Plates

1. For Do you want to order metal dealer plates, select:

e No, click SAVE AND NEXT to continue.

e Yes, enter the number of plates in the Quantity Requested field and then click

SAVE AND NEXT to continue.

2.4.6 Conversion Packages

On the Conversion Packages page, you can search for and select the conversion
packages that your business will work with.

1. On the Conversion Packages page, click +NEW CONVERSION PACKAGE.

Carmursion Packags Rems Carvwrsinn Description Paym Ao

Figure 18: Conversion Packages

On the Conversion Package Details page:

achage Name

Figure 19: Conversion Package Details Page

e.

a. For Conversion Package Name, type in the name of package available.
b.

C.
d.

For Conversion Description, type in a description of the package.
Click ADD.
Repeat these steps for each package being offered.

Click SAVE AND NEXT.
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2.4.7 New Line-Makes

On the New Line-Makes page, you can search for and select the line-makes of the
manufacturers or distributors whose vehicles that your business will work with.

1. If you are not purchasing your lines from another dealer or relocating your current
dealership type in the name of the manufacturer or distributor and click SEARCH.

New Line-Makes

Soarch for the manufacturer or distributor first to add a line-make. Repeat the search if needed to add line-
make of other manufacturers or distributors

Manutacturer or Distributor Nams

Figure 20: Search for New Line-Makes

2. On the Account and Line-Make Details pop-up, scroll through the list and click
SELECT for the appropriate line-make.

Account Detaiis

MancfacturmaUistributos Licerss Numbes or Application  Licenses Type or Applcation

LEE LI P Type o Acticn Type

Figure 21: Account and Line-Make Details

3. In the Line-Makes Details section, select the checkbox of the manufacturer or
distributor the dealership wants to use:

4. For Line-Make Actions, click appropriate option from the dropdown.

License
Numbver of

Appbcation
Number Line Mares Vehicw Type Cooe Lane Maks Actons

Figure 22: Line-Make Actions

5. For Action Type, click appropriate option from the dropdown.
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Lime Marey Vehicte Type Code

Figure 23: Action Type
g. Click SAVE to close the pop-up.
Note: To add another manufacturer or distributor, repeat the steps above.

7. Review your selections and verify the appropriate information displays in the
Selected Line-Makes section.

8. Click SAVE AND NEXT.

2.5 Ownership Information

The Ownership information is spread across several pages.

2.5.1 Individual Ownership

1. On the Ownership page, click +ADD OWNER under the Individual Ownership
section.

Individual Ownership

Plaasa list the persan(s) who own the business

Name Ownersiip % - Total must equal 100%  Actions

Figure 24: Individual Ownership Information

On the Individual Ownership pop-up:

Figure 25: Individual Ownership Details
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Sole Proprietorship

1. For First Name and Last Name, type in the legal name of the proprietor.
2. For Title, select the job title the proprietor prefers from the dropdown.

3. For Email, type in the email address where the proprietor receives and
responds to email messages.

4. For SSN, type in the nine number social security number issued to the
proprietor.

5. For Date of Birth, type in the mm/dd/yyyy (or select it from the calendar).
6. For Driver License State, select the appropriate state from the dropdown.

7. For Driver License Number, type in the letters and numbers of the driver
license.

8. For Driver License Expiration Date, type in the mm/dd/yyyy (or select it from
the calendar).

Note: A copy of the driver license is requested on the Attachments page, later in the
application process.

9. For Ownership %, type in 100%.

10.Click ADD and continue to the Ownership Questions section on the page.

General partnership

1. Click +ADD OWNER.

For the first partner, type in the information as described in steps a-h from the Sole
Proprietorship section.

2. For Ownership %, type in the appropriate amount.
3. Click +ADD.
4. Click +ADD OWNER again (under the Individual Ownership section).

For the additional partners, type in the information and repeat steps a-h from the
Sole Proprietorship section.

5. For Ownership %, type in the appropriate amount to make the total 100%.

6. Click +ADD and continue to the Ownership Questions section on the page.
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2.5.2 Business Ownership

If a business entity (LP, LLP, LLC, or Corporations) owns the business, you must enter
the legal business details and disclose whether the business is a non-profit or publicly
traded entity.

Only direct ownership of the business entity is required. If direct ownership is held by
another business entity, you do not need to list that other business entity’s ownership.

1. On the Ownership page, click +ADD BUSINESS under the Business Ownership
section.

Business Ownership

Usa only i the business applying for the Sicansa 18 owned n full or i part Dy another Dusiness

Company Name Ownarship % - Totsl must equal 100%  Actions

Figure 26: New Business Ownership

On the Business Ownership pop-up:

Figure 27: Business Ownership Details

a.
b.

c
d.
e

. ForlIs It Publicly Traded, select the appropriate option.

f.

For Business Name, type in the legal name of the business entity.

For Business EIN, type in the employee identification number issued by the
government for the business.

For Ownership %, type in the percentage that this company owns.

For Is It Non-Profit, select the appropriate option.

Click ADD.

To add another business entity, repeat step 1 and 2 above.

2.5.3 Management

If the business is a corporate entity that is owned by another corporate entity or if the
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entity is publicly traded in the stock market, you must complete information in the
business management section.

1. On the Ownership page, click +tNEW MANAGEMENT/REPRESENTATIVE under
the Management Ownership section.

Management — Use only when applicant is owned by another business, to anter information for individual
officers and directors of owning business
Name Tioe Acboes

Figure 28: New Management/Representative

On the Management Details pop-up:

Figure 29: Management Ownership Details

a. For First Name and Last Name, type in the legal name of the manager or
corporation officer.

b. For Title, select the job title of this management person from the dropdown.

c. For Email, type in the email address where the management person receives
and responds to email messages.

d. For SSN, type in the nine number social security number issued to the
management person.

e. For Driver License State, select the state where the license was issued.
f. For Driver License Number, type in the numbers for the license.

g. For Driver License Expiration Date, type in the mm/dd/yyyy (or select it
from the calendar) when the license will expire.

3. Click Add to continue with the Ownership Questions section.
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2.5.4 Ownership Questions

On the lower half of the Ownership page, answer a series of questions about past or
present criminal history of anyone listed as an owner, officer, director, partner, trustee,
or other person acting in a representative capacity for you or the license holder.

A warning displays to alert you that submitting an application containing false,
misleading, or incomplete information may be grounds for denial or license cancellation,
revocation, or suspension, and that a person who knowingly makes a false statement in
connection with applying for or renewing a license may be subject to criminal
prosecution.

This is Important!

ybmitt n‘.z...;‘;.!‘-.-,v N containing falsa, meskaading, or iIncomplata inf WMHoON may D grounds for coneal or hoanse
I 0N, rovw cauon [ P f
* A parson who knowingly makes a false statement in connection with applying for or ranewing a licanse may be subject to cnming
1Csecy
If you ara in doubt as to how 1o reéspond to thess quasbions, full and hones! disclosurs 18 highly reot snded
{ W | [ | \ or any off rin I har pers | |
I t ipacity for the applicant W ) or 1 COf I & e
anor ofl na e {al | 3kl Lor
) Iy persor sed o ! 101 or any ofhcar, tiracit parinar, trustoa. or Ahar perso ycling | | N

epresentative capac ity ¢ the af olicant or license holder aevear received a defermad adiudication for a8

felony of misdomaanor offonse i any n-stata, out-ol-state, or federa mnsaictan
" Has any person isied on thes for or any officer, dwrector, pariner, trustes, or other person acting |

aprasenlaliva capacity K he applicant of license hoidar avar baen I martsal «

Ny person currently tha subject of a pending court martial under the Uniform Code of Military Justice?

Figure 30: Ownership Questions

If you answer:
e No, click SAVE AND NEXT to continue to the Questions page.

e Yes, to any of the questions, the Criminal History page displays.

2.5.5 Criminal History

If the Criminal History page displays, supply information about each offense and for
each owner listed.
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For each name shown, click VIEW/ADD CRIMINAL HISTORIES for the name

shown that has a criminal history.

Owners List

Email Address Date of Birth Ownership type Title Crnminal History Detals

Figure 31: View/Add Criminal Histories

Click ADD CRIMINAL HISTORY.

No cominal history presant for Franchise Dealer - franchise dealer@mailinator.com

Figure 32: Add Criminal History

On the Criminal History Details pop-up:

Figure 33: Offense and Charge Details

a.

e.

In State the Exact Crime Section, type in a short description of the
charges/crime committed.

For Date of Offense, type in the mm/dd/yyyy (or select it from the calendar)
when the crime occurred.

For Date of Conviction/Deferred Adjudication, type in the mm/dd/yyyy (or
select it from the calendar).

For Is person currently on parole or probation, select the appropriate
response.

For County, type in the name of the county in which the offense occurred.
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f. For State, select the name of the state in which the offense occurred.
g. For Court, type in the type of court in which the offense was adjudicated.

h. For Sentence or Action Imposed by court, type in a brief description of the
court decision.

i. For Describe the events, type in a brief explanation of the incident leading up
to the arrest for the offense.

j. Click APPLY.

k. After the pop-up closes, repeat the steps above for each criminal offense on
the Criminal History page.

Note: On the Attachments page displayed later, you will be required to upload
documents related to the offense and charge.

Click SAVE AND NEXT.

2.6 Additional Questions

You must answer a series of questions about military service, ownership, previous
licensing, and the premises of your business. All questions require a “Yes” or “No”
answer.

If you do not know the answer or have to leave the application to find it:
1. Go to the bottom of the page and click Previous and then click Save and Exit on

the Ownership Details page to save all information entered to date.

2. After retrieving this information, display the Welcome page, locate the My
Applications section, and click View.

3. On the My Accounts page, locate this application in the list and click it.

4. On the Ownership Details page, click SAVE AND NEXT to display the Question
page again.

2.6.1 Military Service Questions

You are required to answer the question about your military service or if you are a
spouse of a military service member to determine if you are eligible for expedited
processing of the application.

If your response is Yes, additional questions display to determine if you currently have a
license, which may mean the licensing fee will be waived.
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Figure 34: Military Service Questions

If you select:

e No, continue to the next question.

e Yes, several more questions display and if you answer Yes to either condition,
type in the License Number of the current license.

Note: On the Attachments page displayed later, you will be required to upload
supporting documentation (such as active duty orders for you or your spouse or DD-
214) to confirm their status with either their Texas license number or a copy of their
current license from the other jurisdiction.

2.6.2 Previous License Question

You are required to answer the question about if you (or any partners, LLC member or
manager, director, officer or owner, not including stock holders of a publicly traded
company) have ever been issued a license to act in any capacity in Texas by the
TxDMV (which includes the TxXDMV Board, department agency, or a predecessor).
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Figure 35: Previous Held Licenses

If you select:

e No, continue to the next question.

e Yes, type in the number of licenses received and then for the first license:
a. Forthe Business Name, type in the name of the business that is licensed.
b. For the License Type, type in the appropriate type.
c. Forthe License #, type in the number issued for the license.

d. For Last Effective Date, type in the mm/dd/yyyy (or select it from the
calendar) when the license expired or will expire.

e. Click ADD.

f. Repeat the steps above for each license.

2.6.3 Previous Denied, Suspended, or Revoked License
Question

You are required to answer a question about if you (or any partners, LLC member or
manager, director, officer or owner, not including stock holders of a publicly traded
company) ever previously applied for or received any license or other authorization that
was denied, suspended, or revoked by a regulatory authority.
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Figure 36: Denied, Suspended, or Revoked Licenses Question

If you select:
e No, continue to the next question.
e Yes, type in the number of licenses received and then for the first license:
a. For Business Name, type in the name of the business licensed.
For License #, type in the number issued for the license.

c. For Reason For Denial/Suspended/Revoke, type in an appropriate
response.

d. For Last Effective Date, type in the mm/dd/yyyy when the license expired.
e. For License Status, select the appropriate option from the dropdown.
f. Click ADD.

g. Repeat the steps above for each license.

2.6.4 Same Proposed Location

You are required to answer a question about whether you (or any partners, LLC
member or manager, director, officer or owner, not including stock holders of a publicly
traded company) or any relative of the applicant ever applied for a license at the same
proposed location that is the same as this application.

Motor Vehicle Division
35



A

&2 ( Texas Department of Motor Vehicles

eLicensing User Guide for
Converter Licenses

Figure 37: Same Proposed Location Page

If you select:

e No, continue to the next question.

Yes, explain this occurrence in the Additional Details area that displays below
the question. Once done continue on to the next question.
2.6.5 Financial Resources

You are required answer a question confirming your financial resources, business
integrity, and experience for serving franchised dealers.

* Does the applicant have financial resources. business integnty and experience, and facilities and ’ =

personnel for serving franchised dealers

Figure 38: Financial Resource Question

If you select:
¢ No, the licensing specialist reviewing your application may contact you about your
answer.
e Yes, click SAVE AND NEXT.

2.7 Required Attachments

On the Required Attachments page, you are required to upload files containing scanned
copies of certain documents. Although the exact files requested depend on the answers
and selections made during the application process, Proof of Owner Identity, Assumed
Name Certificates, Sales and Service Agreement/Evidence of Franchise statements are
typically requested. If any criminal history has been reported, the resolution,
adjudication or court papers may also be requested.

Be sure the files to upload are on your personal computer or a shared network resource
you can access.
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2.7.1 Uploading Attachments

To upload each file:

eLicensing User Guide for
Converter Licenses

1. For each file required on the Required Attachments page, click CHOOSE FILE.

1 Attachments

Proof of Military Service

Figure 39: Choose File for Required Attachments Uploads
2. On the Open pop-up

3. Navigate to the file.
4. Select the file and click Open.

@ op
Tha P Deshrop leaFe -
dew fold
8 Asvamed N Freated
B Centficate of Filing ssued by Secontary of
Contdcaton of Responubiiey | agree.pdt
Crimingl documents. pdf
87 DA docs
e Fyctures 87 Proof of I0.docx
deos
e Local Dk (C <
e nermwe

All Files (%)

| Open J Cancel

Figure 40: Browse for File

5. When the name of the file displays on the appropriate Attachments page area,
scroll to the bottom of the page and click UPLOAD.

Note: The name of the file displays to the far right of the of the uploaded file field.
To upload a different file, click UNDO or the red trash can.

2.7.2 Assumed Name Certificate

You may be required to upload a file containing the scanned copy of the Assumed
Name Certificate issued by the county clerk in the county where the business was

formed.
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Assumed Name Certificate Issued by the Texas Secretary of State

* Assumed Name Certificate Issued by the Texas Secretary

of State

Choosa File No flie chosen

Figure 41: Assumed Name Certificate Upload

2.7.3 Proof of Owner Identity

You may be required to upload files containing the scanned copies of driver licenses,
passports (U.S. or foreign), official state or government issued picture identification
cards, or U.S. Armed Forces Identification cards for the owners, officers, and other
people listed in the application.

Proof of Identity

Proof of Identity - Copy of a current driver's ficense, U.S, passport, U.S. Armed Forces Ideniification
Card, state issued identification card, or Texas concealed handgun license for each new owner, officer

or general parner listed

ranchise Dedle Choose File

Figure 42: Proof of Identity Upload

2.7.4 Certificate of Incorporation

If the ownership is other than sole proprietor or general partnership, you are required to
upload a file containing a scanned copy of the Certificate of Incorporation filed with the
Texas Secretary of State.

Certificate of incorporation filing from Texas Secretary of States Office

f Incorpoaration filing from Taxas Secretary of

Choose File

Figure 43: Certificate of Incorporation Upload

2.7.5 Criminal Court Papers

If you responded Yes to the Ownership or other Questions about criminal history, you
are required to upload a file containing the scanned court document about the offense
and adjudication details.
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Criminal Courl Papers

rieninal Details

Choose File

Figure 44: Criminal Court Papers Upload

2.7.6 Brochures and Product Specifications

You are required to upload files containing the scanned copies of the brochures and
product specifications, of the conversion parts you have listed in the application.

Brochures and Product Specifications

* Brochures and Product Specifications

(=

Choose File N ATTACHED FILE

Figure 45: Brochures and Product Specifications Upload

2.7.7 Other Attachments

You can add other files to explain other circumstances pertinent to the application.

1. Click +ADD MORE ATTACHMENTS.

Other Attachments

2. For Attachment Type, type in a short phrase that identifies the content of the file
before selecting and uploading it.

Figure 46: Add More Attachments

Other Attachments

it

Choose Fie No 1l

Figure 47: Attachment Type

2.7.8 Problems with Your Application

If the application has issues that need to be resolved, the Problems with Your
Application page displays.
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Figure 48: Problems with Your Application

REVISIT to return to the issue and make the correction, and then click SAVE
AND NEXT as many times as it takes to return to this page.

NEXT to skip making fixes at this time and display the Summary page. In
many instances, the problems may cause the application approval to be
delayed.

2.8 Summary

1. Scroll through the Summary page and review the entries and selections you have
made.

Figure 49: Summary of Application Information

2. At the bottom of the page, choose one of the following:

PRINT to send the summary to print on your local printer.

PREVIOUS to return to the page where adjustments need to be made.

SAVE AND EXIT to store all the information without submitting the application.
SAVE AND NEXT to continue to the next page.

Motor Vehicle Division
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2.9 Signature

After saving the summary, you will be prompted for your social security number and
driver license information in order to electronically verify who you are and then are
enabled to electronically agree to the Certification of Responsibility and submit your
signature for this application.

If you cannot provide this information (for example, your driver license is from a state
other than Texas, you do not currently hold a driver license and use alternate
identification, or you prefer to submit a manual signature), then you need only provide
your first and last name and then print the Certification of Responsibility and sign it. See
section 2.10.2, for instructions.

2.9.1 Electronically Signing the Application
1. On the eSign page displayed:

Figure 50: Electronically Sign the Application

For First Name, type it in exactly as it appears on your driver license.

o &

For Last Name, type it in exactly as it appears on your driver license.

For SSN, type in the numbers of your social security number.

o o

From the Driver License Issuing State dropdown, select Texas.

®

For Date of Birth, type in the mm/dd/yyyy (or select it from the calendar).
f. For Driver License Number, type in the numbers.

g. If the Audit Number field displays, type in the numbers that display on the
side of your license (or along the bottom).

h. Click SAVE AND NEXT.
2. On the Certification of Responsibility page:
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If the system cannot verify your information, continue to section about printing and
signing the Certification of Responsibility in section 2.9.2.

Certification of Responsibility

I Agree

The applicant or an authorized agent hereby certifies that statements made on this application and on
attachments and documents submitted are true, complete, and correct.

Applicant acknowledges that the department may deny an application for a license or revoke or cancel a
license if the applicant submits false or misleading information, makes a false statement, or refuses or fails
to provide information requested by the department.

Applicant further acknowledges that making a false statement in an application for a license may subject
applicant to criminal prosecution. See Texas Occupations Code 52301.651, Texas Transportation Code
§503.034 and §503.038, Texas Government Code §2005.052 and §2005.053, Texas Penal Code 537.10, and
department rules.

Applicant agrees to allow the Department to examine during working hours the ownership papers for each
registered or unregistered vehicle in the applicant’s possession or control.

Applicant agrees to notify the TkDMV of a material change (including but not limited to a change in criminal
histary) within a reasonable time.

Applicant swears they are not at this time delinquent in any court-ordered obligation to pay child support.

Applicant has complied with all applicable state laws and municipal erdinances.

Figure 51: Electronic Certification of Responsibility

3.

Carefully read the terms and conditions for the license.

The applicant or an authorized agent hereby certifies that statements made on
this application and on attachments and documents submitted are true,
complete, and correct.

Applicant acknowledges that the department may deny an application for a
license or revoke or cancel a license if the applicant submits false or misleading
information, makes a false statement, or refuses or fails to provide information
requested by the department.

Applicant further acknowledges that making a false statement in an application
for a license may subject applicant to criminal prosecution. See Texas
Occupations Code 8§2301.651, Texas Transportation Code §503.034 and
§503.038, Texas Government Code §2005.052 and §82005.053, Texas Penal
Code 837.10, and department rules.

Applicant agrees to allow the Department to examine during working hours the
ownership papers for each registered or unregistered vehicle in the applicant’s
possession or control.

Applicant agrees to notify the TXDMV of a material change (including but not
limited to a change in criminal history) within a reasonable time.
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Applicant swears they are not at this time delinquent in any court-ordered
obligation to pay child support.

Applicant has complied with all applicable state laws and municipal ordinances.
Click I Agree.

o

Scroll down to the Sign Here field and type in your full legal name.

| am applying an e-signature in my name to this FI[IS"I & Submit Eledrmcaly

document and have read the

Conuverter Dealen

Converter. Desler@mailinator. com

Figure 52: Electronic Signature

6. Click Finish & Submit Electronically on the top of the screen.

7. On the Thank You page of the popup, click CLOSE.

8. Back on the Certification of Responsibility page, click SAVE AND NEXT.
9.

On the Please ensure you have read the terms and conditions popup, you can
click OK to go back and read the certificate again or click PROCEED TO
PAYMENT link to start the payment process.

G @

Figure 53: Proceed to Payment

Note: If you click CANCEL on the Certification of Responsibility page, the system will
save all of the information in the application. Later when you return to submit payment
for the application, you will select the pending application from the My Applications
option on the home page.

2.9.2 Manual Signature Submission
1. On the eSign page:
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Figure 54: eSign Page

a. For First Name, type it in exactly as it appears on your driver license/ID.
b. For Last Name, type it in exactly as it appears on your driver license/ID.
c. From the Driver License Issuing State dropdown, select Other.

2. Click SAVE AND NEXT.

3. Click CERTIFICATION OF RESPONSIBILITY PDF link.

o >

Figure 55: Certification of Responsibility PDF Link

4. On the PDF file, click the PRINTER icon (in the upper right) to send the PDF to
your local printer.

5. Carefully read the document and sign it.
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Certification of Responsibility

® The applicant or an authorized agent hereby certifies that statements made on this application and on
attachments and documents submitted are true, complete, and correct.

*  Applicant acknowledges that the department may deny an application for a license or revoke or cancel a
license if the applicant submits false or misleading information, makes a false statement, or refuses or fails
to provide information requested by the department.

& Applicant further acknowledges that making a false statement in an application for a license may

subject applicant to criminal prosecution. See Texas Occupations Code 5$2301.651, Texas
Transportation Code

§503.034 and £502.038, Texas Government Code §2005.052 and §2005.053, Texas Penal Code §37.10, and
department rules.

* Applicant agrees to allow the Department to examine during working hours the ownership papers for each
registered or unregistered vehicle in the applicant’s possession or control.

*®  Applicant agrees to notify the TkDMV of a material change (including but not limited to a change in criminal
history) within a reasonable time.

*  Applicant swears they are not at this time delinquent in any court-ordered obligation to pay child support.

®  Applicant has complied with all applicable state laws and municipal ordinances.

Date: Printed Name:

Authorized Signature:

Title:

Figure 56: Certification of Responsibility Manually Print

6. To upload and attach the signed certification document to this Converter Dealer
license application:

a. Scan the document to a file and save it.
b. Back on the eLICENSING page, click CHOOSE FILE.

c. Inthe Open Windows dialog box, navigate to the file, select it and then click

@ Cpen
ThicPC + Desktcp » Silacborce do
) - e ) < ' ©
-
o Thia I
B Cesttog = Cendcation of Bmponstriey. pit
B4 DEA dee
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= Patwes
B Ve
% Locl Dugk ¢
v
Vie zame Al f s
[ Open 1o Cancel

Figure 57: Browse for File

d. When the name of the file displays on the Attachments page area, scroll to the
bottom of the page and click UPLOAD.
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7. Click SAVE AND NEXT.
8. On the pop-up, click PROCEED TO PAYMENT link.

€ you have read the terms and conditions carefully

Figure 58: Proceed to Payment

2.10 Payments and Application Submission

You can either pay the fees associated with this application, all applications you are
waiting to submit, or select to work on another license application and then combine the
payments into one transaction.

To return to the Welcome page and work through another application to submit, click
ADD APPLICATION.

To make a payment:

1. On the Payment Summary page:

Applications for Payment

tar Applicatx

Figure 59: Payment Summary

2. Click the checkbox of the application or click Select All.
Note: After an application is selected, the subtotal section updates with the amount due.

3. On the bottom of the page, for Method of Payment, select the appropriate
option.

e Credit Card
e ACH/eCheck

Method of Payment

Figure 60: Method of Payment
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4. Click PROCEED TO PAY.

Pay by Credit Card

1. To pay by Credit Card, in the Customer Information section on the Payment
page (to pay by eCheck, skip to ACH/eCheck):

Figure 61: Credit Card Customer Information

a. For First Name, type in your first name as it appears on the credit card.
b. For Last Name, type in your last name as it appears on the credit card.

c. For Address, type in the street number and name of the street used to bill the
credit card.

d. For Address 2 (optional), type in the additional street information, such as the
suite number.

e. For City, type in the name of the city.
f. For State, select the name of the state from the dropdown.

g. For ZIP/Postal Code, type in the five number ZIP code (or, the nine numbers
of the extended code).

h. For Phone, type in the phone number associated with the credit card holder.
I. Click Next.

2. In the Payment Info section:
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Figure 62: Credit Card Information

For Credit Card Number, type in the numbers on the card.

o &

For Expiration Month, select the appropriate month from the dropdown.

For Expiration Year, select the appropriate year from the dropdown.

o o

For Security Code, type in the 3-digit number from the back of the card.

®

For Name on Card, type in the full name printed on the card.
f. Click NEXT.

3. In the Verification section, click I’'m not a robot.

Verification

™

I'm not a robot

Figure 63: Verification “I’'m not a robot”

4. In the Verification pop-up, select all the images that the verification is asking for,
then click Verify.
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Sedoct o imagus with o

Figure 64: Verification Image

5. Click Submit Payment.

To pay by ACH/eCheck

1. To pay fees with an ACH/eCheck, in the Customer Information section on the
Payment page:

a. Select the check box if the payment is being funded by a foreign source.
Otherwise, click NEXT.

Payment Type *

Elactronic Check v

. Select If this payment IS being funded specilically by a FOREIGN source (bank of

company), 8n International ACH Transaction (IAT")

Figure 65: Foreign Source Payment

2. On the Customer Information page:
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rst Name Last Narme

Figure 66: eCheck Customer Information

h.

For First Name, type in your first name as it appears on the account.
For Last Name, type in your last name as it appears on the account.

For Address, type in the number and name of the street used to bill the
account.

For Address 2 (optional), type in the additional street information, such as the
suite number.

For City, type in the name of the city.
For State, select the name of the state from the dropdown.

For ZIP/Postal Code, type in the five number ZIP code (or the nine numbers
of the extended code).

For Phone, type in the phone number associated with the account holder.

Click NEXT.

3. On the Payment Info page:

Figure 67: Checking Account Information
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Enter the Name on the Account.

c 9

Enter the Routing Number.

Enter the Account Number.

o

d. Re-enter the Account Number.
e. Select whether the account is a Checking or Savings account.
4. Click NEXT.

5. Carefully read the Terms and Conditions. After reading the Terms and
Conditions, check the Yes box to authorize.

Terms and Conditions

Yes, | authorize this transaction

Figure 68: Terms and Conditions Page

6. In the Verification section, click I’'m not a robot.

Verification

™

I'm not a robot

Figure 69: Verification “I’'m not a robot”

7. In the Verification pop-up, select all the images that the verification is asking for,
then click Verify.
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Select sl srages with

bus

Figure 70: Verification Image

8. Click SUBMIT PAYMENT.

9. After the Please Wait pop-up closes verify Payment Successful displays on the
Payment Summary page and click NEXT.

Payment Status Payment Successful

You shoukd recosve an amall with your Appicabion Surmenary and recogd Jor peymant gafier the sppcabon and paymeant
receivad by TxDMV If you have not racewved thes smail &t your contact email address within 2 hows of submission, please

check the status of your payment undsr the "Makes a Payment” menu ophon

Figure 71: Payment Status

10.0n the Application Submitted page, click GO TO HOME to return to the
eLICENSING home page or click your name in the upper right corner to display
the dropdown and click Log out.
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3. Accessing Your Saved License Applications

If you have started an application (such as a new license, a renewal, or an amendment
application), but have not finished it or were waiting to submit it, you can access it from
a list of saved applications. The application will open to the last page you have
completed. You can use the PREVIOUS to return to another page if necessary.

Note: If you only need to pay the application fees, use the Make a Payment instructions,
available in Chapter 9, Making Payments.

1. After logging in and displaying the Welcome page, click VIEW on the My
Applications area.

Welcome

Choose an oplion below 1o gel staried

= 3 &

Y

Figure 72: Welcome, My Applications

2. From the list of saved applications, click the name of the application you want to
work with.

Figure 73: Select Application

3. On the open page of the application:

a. Complete the information and click SAVE AND NEXT on each page until you
submit the application.

b. Click PREVIOUS to return to a specific page to add or verify information.
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4. Working with Your Account

You can view the information submitted for your account when it was registered (like the
organization name) and the user accounts created for it. You can also add members of
your staff personnel, as well as authorized attorneys, as new account users if you are
the eLICENSING administrator.

4.1 Viewing Account and User Information

You can view your account to display the type of business associated with it and the
account users.

1. After logging in the Welcome page displays, click MANAGE on the Manage your
Accounts area.

Welcome

Choose an option below to get started

Close a License Change General License Info Protest and Complaints Make a Payment

Figure 74: Welcome, Manage Your Account Page

2. On the My Accounts page, view the details submitted when the account was
registered with TxDMV, click the name of the account.

My Accounts

Select the account name to view account details

Figure 75: View the Account Details From Registration

3. The Account Details page will open.
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Figure 76: Account Information Page

4. To view the authorized users for your account, click VIEW & CREATE
CONTACTS.

Account Name Business Type View Contacts

Sole Proprietor

Figure 77: View Authorized Users

5. To view the details about a user, click Contact First Name.

Figure 78: My Contact List

6. The Contacts Details page will open.

Associated Organizations

Sesect Cipaniranon

v

Figure 79: Account Contact Details Page

4.2 Adding New Account Users

If you are the eLICENSING Administrator, you can create new users in your account
and assign them to the Dealer role or Authorized Attorney role, which dictates how they
can access and use the eLICENSING system.

1. After logging in and displaying the Welcome page, click MANAGE on the Manage
My Account area.
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Welcome

Choosa an option balow 1o get slarted

2

Manags your Accour

losa o Licanss Change Ganeral Licanss nfc

Figure 80: Welcome, Manage your Account

2. On the My Accounts page, click VIEW & CREATE CONTACTS.

Account Name

CONVERTER BUSINESS

View Contacts

V & CREATE CONTACTS

Figure 81: View and Create Contacts

3. On the My Contacts page, click ASSOCIATE NEW USER.

Contagt First Nams Contact Lavt Mame

Figure 82: Associate New User

4. On the Create User page:

eLICENSING Administrator Account Liatility Statement

sbmitling s form | hereby understand and audhorize, as ha ol

Figure 83: Create New User

a. For First Name and Last Name, type in the appropriate information.
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b. For Email, type in the email address where this user can receive email
messages.

c. For Phone, type in the phone number where this user can be contacted.
d. For User Role, select Dealer (for a member of the staff).
e. Carefully read the liability statement and then click SUBMIT.

5. On the My Accounts page, be sure the new user name, role, email, and phone
number display correctly in the list.

4.3 Adding an Account to Your Organization

1. After logging in and displaying the Welcome page, click MANAGE on the Manage
your Account area.

Welcome
Choose an option below to get started

Close a License Change Ganeral License Infc

Figure 84: Welcome, Manage Your Account

On the My Accounts page, click CREATE BUSINESS ENTITY.

Account Name Business Type View Contacts

Figure 85: Click Create Business Entity

On the Create Account page, fill in the information and click SUBMIT.
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On the My Accounts page, be sure the new account name displays in the list.

Figure 86: Create Account
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5. Working with Licenses and Plates

You can view the licenses associated with your account and print them if necessary.
You can also view the plates associated with your account and order new plates and

windshield stickers.

5.1 Viewing and Printing Your Licenses

1. After logging in and displaying the Welcome page, click VIEW on the My Licenses
and Plates area.

Choose an option below to ost slarted

&

Figure 87: Welcome, My Licenses and Plates

2. On the Organizations page, click the dropdown and select your organization.

Organizations

Please sslact the organezation linked 1o your account

* Select Organization

Figure 88: Select Organization

3. Click the License Number of the license account you want to view.

License Number Business Name Type Expration Date DBAs Contact Name Contact Emasl

Figure 89: Select the License Number to View Account Information

Note: If you are a franchised dealer you should always select your franchise license
number not your P number.

4. On the License Detail page, review the information.
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Individual Ownership

Please list the person(s) who own the business

Ownership % - Tot mest aqual 1006 Acsons

Narme Dae of Birth
A
Business Ownership
Use only If the business appiying for the license 15 owned In Al or In part by another business
enN Owmarshp % Actboms

Name

Management — Use only when applicant is owned by another businass, to enter information for individual
officers and directors of owning business.

Date of Burth Actions

Figure 90: License Detail Page

5. To print a copy of the license, click VIEW PRINTABLE LICENSE.

License Detail

VIEW PRINTABLE LIGENSE Il VIEW PLATES

Figure 91: View Printable Licenses

6. On the Attachments page, click on the name of the license to view the
associated plates.

Attachments

Created Daw

Atzachment Types

Figure 92: View the Printable Attachment Document
7. To print the license, send the PDF file displayed to your printer.

8. Click GO TO HOME.

5.2 Viewing Your Plates

1. After logging in and displaying the Welcome page, click VIEW on the My Licenses
and Plates area.
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Welcome

Choose an option below to qet started.

&

Plates and Stickers My Licenses and Plates My Cases Dealer Replacement

Figure 93: Welcome, My Licenses and Plates

2. On the Organizations page, click the dropdown and select your organization.

Organizations

HPease select the organization inked 1o your account
Sedect Orgarzation
nver

Figure 94: Select Organization.

3. From the list of licenses displayed, click appropriate license number.

License Number Buiness Name Expiraton Date DBAs Contact Name Contact Email

Figure 95: Select the License Number

4. On the License Detail page, click VIEW PLATES.

License Detalil

VIEW PRIMTARLE LICENSE

Figure 96: View Plates

5. On the Current Plates page, review the information.

Current Plates

Leanse Bxpiration Date: (292020 STanus: Active

Frate Numbers

[18e3271 1BE3272 1BE3276 |

Note: I any piate becames lost, slolen, damaged, or no longer needad, It must be promplly canceled. You may cancal a plale
from the eLICENSING home page by selecting Platas and Stickers and foliow the prompts

Figure 97: Current Plates
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6. Click GO TO HOME.

5.3 Ordering New License Plates and Stickers

To order new plates, you must submit an application. During the application process,
you will be asked about the amount of sales for the past 12 months for you to be able to
purchase additional plates and must upload and attach a file containing proof of the
sales.

5.3.1 Applying for the New Plates

1. After logging in and displaying the Welcome page, click APPLY on the Plates and
Stickers area.

Figure 98: Welcome, Plates and Stickers

2. On the Organizations page, click the dropdown and select your organization.

Figure 99: Select Organization

3. On the Licenses page, select the appropriate license for the plate application
and click SAVE AND NEXT.
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Licenses

There are multiple licenses associated to your organization. Saelect the active license for your plate application

Licanse Number Business Name License Type GON Type

Figure 100: Select License

4. On the Contact Information page, type in a new contact if necessary and then

click SAVE AND NEXT.

Contact Information
Entar the contact information for the person TxDMV may contact for questions regarding this appiication
Application Contact

* Fiest Name Middio Name * Last Name
Lonverie Leaie
* Email * Phone

converter gealer@mailinator.com 61277

Figure 101: Contact Information

5. On the Select the Application Reason page, select Purchase additional plates.

Select the Application Reason

Purchase additional plates or order a replacement for a lost, stolen or damaged sticker

Cancel active plates that were lost, stolen, damaged, or no longer needed

Request replacement plates/stickers for order that was never received

Figure 102: Select the Application Reason

6. Select the license you want to purchase additional plates.

Figure 103: Select License to Purchase Additional Plates

7. On the Purchase Additional Plates page:
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Purchase Additional Plates

Enter the number of piates you want to order

Current New Plate Limat Current
Espiration Active Plate Quantity Requested of Quantity Reguestsd of Plate Without Plate Quantity of Vehicies Soid
License Dats Count Motoreycle Plates Motor Vehicle Plates Counmt Waiver Limit in the Last 12 Montha

Figure 104: Purchase Additional Plates

a. For Quantity Requested, type the number of plates to order.

b. For Quantity of Vehicles Sold, type in the number of motor vehicles sold by
this dealership the previous year.

c. Click SAVE AND NEXT.

8. On the License Contact page, verify the information and click SAVE AND
NEXT.

9. If the Possible Issues popup displays:

Figure 105: Problems with Your Application

e Click CLOSE AND CORRECT to make the correction, then click SAVE AND
NEXT as many times as it takes to return to this page.

e To skip making fixes at this time, click CONTINUE ANYWAY.
10.0n the Attachments page, click CHOOSE FILE.

Proof of Sales

Prool of Sales

Figure 106: Proof of Sales Attachment

11.0n the Open pop-up navigate to the file (on the computer or a shared network
resource).

12.Select the file and click Open.
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64



A

A ( Texas Department of Motor Vehicles

eLicensing User Guide for
Converter Licenses

ancel

Figure 107: Browse for File

13.When the name of the file displays on the appropriate Attachments page area,

14.1f the Problems with Your Application page displays:

scroll to the bottom of the page and click UPLOAD.

"
P
.3
=4

Figure 108: Possible Issues with Your Application

a.

5.3.2

REVISIT to return to the issue and make the correction, and then click SAVE
AND NEXT as many times as it takes to return to this page.

NEXT to skip making fixes at this time and display the Summary page. In many
instances, the problems may cause the application approval to be delayed.

Cancel Active Plates

Return damaged, canceled or no longer needed plates to your Regional Service Center
or to TXDMV headquarters. For instructions on how to return plates, go to TxDMV

Dealer and enter “Plate Return” in the search box.

1. After logging in and displaying the Welcome page, click APPLY on the Plates and
Stickers area.
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Welcome

Choose an option below to aet started

&

Plates and Stickers My Licenses and Plates My Cases Dealer Replacement

Figure 109: Welcome, Plates and Stickers

2. On the Organizations page, click the dropdown and select your organization.

Figure 110: Select Organization

3. On the Licenses page, select the appropriate license for the plate application
and click SAVE AND NEXT.

Licenses
There are multiple licenses associated to your organization. Select the active license for your piate application
{ad -

Select License Number Business Name License Type GDN Type Location Status

Figure 111: Select License

4. On the Contact Information page, type in a new contacts information if
necessary and then click SAVE AND NEXT.

Application Contact

st Name

* First Name Middie Name

Figure 112: Contact Information

5. On the Select the Application Reason page, select Cancel active plates.
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Select the Application Reason

Figure 113: Select the Application Reason

6. Select the license for this plate application. Click SAVE AND NEXT.

Select the active GDN license for your plate application:

License

Expiration Date

Figure 114: Select the License

7. Select the Cancel Reason for each plate you are canceling.

Select the plate

Plate Number Expliration Dae

Cancel Rmason

Figure 115: Select the Cancel Reason

Damaged

Lost

No Longer Needed
Stolen

8. Click SAVE AND NEXT.

9. On the Contact Information page, make any changes that apply and click SAVE

AND NEXT.
10. If the Possible Issues popup displays:
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Figure 116: Problems with Your Application

e Click CLOSE AND CORRECT to make the correction, then click SAVE AND
NEXT as many times as it takes to return to this page.

e To skip making fixes at this time, click CONTINUE ANYWAY.
11. If the Problems with Your Application page displays:

»
= B

Figure 117: Possible Issues with Your Application

a. REVISIT to return to the issue and make the correction, and then click SAVE
AND NEXT as many times as it takes to return to this page.

b. NEXT to skip making fixes at this time and display the Summary page. In
many instances, the problems may cause the application approval to be
delayed.

5.3.3 Request New Plates

1. After logging in and displaying the Welcome page, click APPLY on the Plates and
Stickers area.

Motor Vehicle Division
68



A

{( Iexas Department of Motor Vehicles

eLicensing User Guide for
Converter Licenses

Welcome

Choose an option below to aet started.

Plates and Stickers My Licenses and Plates My Cases

-

Dealer Replacement

Figure 118: Welcome, Plates and Stickers

2. On the Organizations page, click the dropdown and select your organization.

Qrganization

Flosss select the organizaton linked 10 your account

' Belect Qrganzabion

N

Figure 119: Select Organization

3. On the Licenses page, select the appropriate application reason for the plate

application and click SAVE AND NEXT.

Select the Application Reason

Cancel active piates that wore lost, stoker Or ™ needed
® > Re quest replacement piates/stickers for order that was never received

Figure 120: Select the Application Reason

4. Select the active license for this plate application.

Select the active GDN license for your plate application:

License

Expiration Date

Figure 121: Select the License

5. Select the previous application with a plate order which you have never received

plates/sticker for. Click SAVE AND NEXT.
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Figure 122: Select a Previous Application

6. On the Contact Information page, make any changes that apply and click SAVE
AND NEXT.

7. If the Possible Issues popup displays:

Figure 123: Problems with Your Application

¢ Click CLOSE AND CORRECT to make the correction, then click SAVE AND
NEXT as many times as it takes to return to this page.

e To skip making fixes at this time, click CONTINUE ANYWAY.

5.3.4 Problems with Your Application

If the application has issues that need to be resolved, the Problems with Your
Application page displays:

a. REVISIT to return to the issue and make the correction, and then click SAVE
AND NEXT as many times as it takes to return to this page.

b. NEXT to skip making fixes at this time and display the Summary page. In many
instances, the problems may cause the application approval to be delayed.

5.4 Summary

1. Scroll through the Summary and review the entries and selections you have made.
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od Date

Figure 124: Summary of Application

2. At the bottom of the page, choose one of the following:
e PRINT to send the summary to print on your local printer.
e PREVIOUS to return to the page where adjustments need to be made.

e SAVE AND EXIT to store all of the information without submitting the
application.

e SAVE AND NEXT to continue to the next page.

5.5 Signature

After saving the summary, you will be prompted for your social security number and
driver license information in order to electronically verify who you are. You will then be
able to electronically agree to the Certification of Responsibility and submit your
signature for this application.

If you cannot provide this information (for example, your driver license is from a state
other than Texas, you do not currently hold a driver license and use alternate
identification, or you prefer to submit a manual signature), then you need only provide
your first and last name and then print the Certification of Responsibility and sign it. See
section 5.5.2, for instructions.

5.5.1 Electronically Signing the Application
1. On the eSign page displayed:
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I youi would like 10 o-sign this spplcation. and you have o vaid Texas driver loenss, Nl out all the fieids below mnd chooss "Save

a0 Newt It you would prefed 10 provide & physical signature, or you have & drver loense from anothar stite, provide your first and

Fust Name 1 Name

Figure 125: Electronic Signing Information Page

For First Name, type it in exactly as it appears on your driver license/ID.

o &

For Last Name, type it in exactly as it appears on your driver license/ID.
For SSN, type in the numbers of your social security number.
From the Driver License Issuing State dropdown, select Texas.

For Date of Birth, type in the mm/dd/yyyy (or select it from the calendar).

~ ® 2 o

For Driver License Number, type in the numbers.

If the Audit Number field displays, type in the numbers that display on the
side of your license (or along the bottom).

h. Click SAVE AND NEXT.
2. On the Certification of Responsibility page:

©

Certification of Responsibility

® The applicant or an authorized agent hereby certifies that statements made on this application and on
attachments and documents submitted are true, complete, and correct.

®  Applicant acknowledges that the department may deny an application for a license or revoke or cancel a
license if the applicant submits false or misleading information, makes a false statement, or refuses or fails
to provide information requested by the department.

®  Applicant further acknowledges that making a false statement in an application for a license may subject
applicant to criminal prosecution. See Texas Occupations Code §2301.651, Texas Transportation Code
5503.034 and §503.038, Texas Government Code §2005.052 and §2005.053, Texas Penal Code §37.10, and
department rules.

®  Applicant agrees to allow the Department to examine during working hours the ownership papers for each
registered or unregistered vehicle in the applicant’s possession or control.

®  Applicant agrees to notify the TxDMV of a material change (including but not limited to a change in criminal
history) within a reasonable time.

®  Applicant swears they are not at this time delinquent in any court-ordered obligation to pay child support.

*  Applicant has complied with all applicable state laws and municipal ordinances.

Figure 126: Certification of Responsibility
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3. Carefully read the terms and conditions for the license.
4. Click I Agree.

5. Scroll down to the Sign Here field and type in your full legal name.

document and have read the

| am applying an e-signature in my name to this f‘i.-:il‘lish & Submit Electronicallf-""j

Coaverter Deater

Converter. Dealer@mailingtor. com

Figure 127: Electronic Sign Here Pop-up

6. Click Finish & Submit Electronically.

7. On the Thank You page of the pop-up, click CLOSE.

8. Back on the Certification of Responsibility page, click SAVE AND NEXT.
9.

On the Please ensure you have read the terms and conditions pop-up, you can
click OK to go back and read the certificate again or click the PROCEED TO
PAYMENT link to start the payment process.

D @

Figure 128: Proceed to Payment

5.5.2 Manual Signature Submission
1. On the eSign page:
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If you would ke 1o a-sign this application, and you have a valid Texas drver heanse, Nl out all the fields balow and choose "Save
and Next * If you woulld prefar 10 provide o physical signature, of you have a drver icense from another state. § vide your first and
sl name. and seigct “Other” for msung siate. You will be prompled 10 pind, sign, and upload a Cantification of Responsibility
{ Name ast Name N
JIVer LConseo 1ssiang State
Date of Birth Driver ense Number
”

Figure 129: eSign Page

For First Name, type it in as it appears on your driver license/ID.

For Last Name, type it in exactly as it appears on your driver license/ID.

o o o

From the Driver License Issuing State dropdown, select Other.
c. Click SAVE AND NEXT.
2. Click CERTIFICATION OF RESPONSIBILITY PDF link.

WCCERTIFICATION OF :ESF-'»I“}IH@
Chaose Fie | No e . \TTACHED FILE UPLOAD

Figure 130: Certification of Responsibility PDF Download Link

3. On the PDF file, click the Printer icon (in the upper right) to send the PDF to
your local printer.

4. Carefully read the document and sign and date it.
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Certlﬂcatlon of Responsibility

The applicant or an authorized agent hereby certifies that statements made on this application and on
attachments and documents submitted are true, complete, and correct.

*  Applicant acknowledges that the department may deny an application for a license or revoke or cancel a
license if the applicant submits false or misleading information, makes a false statement, or refuses or fails
to provide information requested by the department.

*  Applicant further acknowledges that making a false statement in an application for a license may subject
applicant to criminal prosecution. See Texas Occupations Code §2301.651, Texas Transportation Code
§503.034 and §503.038, Texas Government Code §2005.052 and §2005.053, Texas Penal Code §37.10, and
department rules.

*  Applicant agrees to allow the Department to examine during working hours the ownership papers for each
registered or unregistered vehicle in the applicant’s possession or control.

*  Applicant agrees to notify the TkDMV of a material change (including but not limited to a change in criminal
history) within a reasonable time.

Applicant swears they are not at this time delinquent in any court-ordered obligation to pay child support.

*  Applicant has complied with all applicable state laws and municipal ordinances.

Date: Printed Name:

Authorized Signature:

Title:

Figure 131: Certification of Responsibility Manually Print

5. To upload and attach the signed document to this application:
a. Scan the document to a file and save it.
b. Back on the eLICENSING page, click CHOOSE FILE.

o

In the Open dialog box, navigate to the file, select it and then click Open.

d. When the name of the file displays on the appropriate Attachments page
area, scroll to the bottom of the page and click UPLOAD.

Note: The name of the file displays to the far right of the of the uploaded file field.
To upload a different file, you can click UNDO or the red trash can.

6. Click SAVE AND NEXT.
7. On the pop-up, click PROCEED TO PAYMENT link.

Figure 132: Proceed to Payment

5.6 Payments and Application Submission

You can either pay the fees associated with this application, all applications you are
waiting to submit, or select to work on another license application and then combine the
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payments into one transaction.

To return to the Welcome page and work through another application to submit, click
ADD APPLICATION.

To make a payment:

1. On the Payment Summary page:

Applications for Payment
Select All
OUU(‘W‘. 30828 New Franchise Application

Figure 133: Payment Summary

2. Click the checkbox of the application or click Select All.

Note: After an application is selected for payment, the subtotal section updates with the
amount due.
3. On the bottom of the page, for Method of Payment, select the appropriate
option.

e Credit Card
e ACH/eCheck

Figure 134: Select Method of Payment Type

4. Click PROCEED TO PAY.

To Pay by Credit Card

1. To pay by Credit Card, in the Customer Information section on the Payment page
(to pay by eCheck, skip to ACH/eCheck):
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Fiurst Name Last Name *

Figure 135: Credit Card Customer Information

a. For First Name, type in your first name as it appears on the credit card.
b. For Last Name, type in your last name as it appears on the credit card.

c. For Address, type in the number and name of the street used to bill the credit
card.

d. For Address 2 (optional), type in the additional street information such as the
suite or building number.

e. For City, type in the name of the city.
f. For State, select the name of the state from the dropdown.

g. For ZIP/Postal Code, type in the five-number ZIP code (or, the nine numbers
of the extended code).

h. For Phone, type in the phone number associated with the credit card holder.
2. Click Next.

3. Inthe Payment Info section:
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Figure 136: Credit Card Information

For Credit Card Number, type in the numbers from the credit card.

o &

For Expiration Month, select the appropriate month from the dropdown.
For Expiration Year, select the appropriate year from the dropdown.
For Security Code, type in the 3-digit number from the back of the card.
For Name on Card, type in the full name printed on the card.

Click Next.

=~ ® o o©

4. In the Verification section, click I’'m not a robot.

Verification

™

I'm not a robot

reCAPTCHA

Figure 137: Verification “I’'m not a robot”

5. In the Verification pop-up, select all the images that the verification is asking for,
then click Verify.
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Sidect ofl images with o

Figure 138: Verification Image

6. Click Submit Payment.

To Pay by ACH/eCheck

1. To pay fees with a ACH/eCheck, in the Customer Information section on the
Payment page:

2. Select the check box if the payment is being funded by a foreign source.
Otherwise, click NEXT.

Payment Type *

Elactronic Check v

|| Select if this payment iS being funded specifically by 8 FOREIGN source (bank or

company), an International ACH Transaction ("IATT)

Figure 139: Foreign Source Payment

3. On the Customer Information page:
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First “":”'E ) Last Name *
Address *
Address 2
C State
ZIP/Postal Code * Phone *

Figure 140: eCheck Customer Information

For First Name, type in your first name as it appears on the account.

a
b. For Last Name, type in your last name as it appears on the account.

o

For Address, type in the street number and name of the street.

d. For Address 2 (optional), type in the additional street information, such as the
suite number.

e. For City, type in the name of the city.
f. For State, select the name of the state from the dropdown.

g. For ZIP/Postal Code, type in the five number ZIP code (or the nine numbers
of the extended code).

h. For Phone, type in the phone number associated with the account holder.
4. Click NEXT.
5. On the Payment Info page:
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Figure 141: Checking Account Information

eLicensing User Guide for
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a. Enter the Name on the Account.

b. Enter the Routing Number.

c. Enter the Account Number.

d. Re-enter the Account Number.

e. Select whether the account is a Checking or Savings account.
6. Click NEXT.

7. Carefully read the Terms and Conditions. After reading the Terms and

Conditions, check the Yes checkbox to authorize.

Terms and Conditions Open a new window to print

Yes, | authorize this transaction. Please print this page if you would like a copy of
this authorization for your records.
By checking “Yes” and opting to pay by electronic debit against the bank account
specified above, | agree and stipulate to all statements:

1. | am the legal owner, have power of attorney, or have legal authority in relation to the
bank account specified above to be used for payment.

2. Such bank account is open. validly issued, in good standing and able to accept

loctramie dahit

es, | authorize this transaction.

Figure 142: Terms and Conditions

B. In the Verification section, click I’'m not a robot.
Verification
P |
I'm not a robot

reCAPTCHA
Privacy - Terms

Figure 143: Verification “I’'m not a robot”
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9. In the Verification pop-up, select all the images that the verification is asking for,
then click Verify.

Figure 144: Verification Image

10.Click SUBMIT PAYMENT.

11.After the Please Wait pop-up closes and the Payment Summary page displays,
verify that the Payment Status is Payment Successful and click NEXT.

Payment Status : Payment Successful

You should receive an email with your Application Summary and recelpt for payment after the application and payment is
recelved by TxDMV. If you have not recelved this emall at your contact emall address within 2 hours of submission, please

ExiT ) NEXT

12.0n the Application Submitted page, click GO TO HOME to return to the
eLICENSING home page or click your name in the upper right corner to display
the dropdown and click Log Out.

check the status of your payment under the "Make & Payment” menu option

Figure 145: Payment Status Page
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6. Amending an Converter Dealers License

You can apply to amend your license if you need to:

e Change your business name if you convert from one entity to another or make an
update the name.

e Change ownership and management information.

e Change the 911 Address if the city or county changes the address of the
office/dealership location.

e Manage locations and DBAs.
e Manage line makes of vehicles converted.

e Manage conversion packages.

Note: To make changes to general license information, such as the license contact,
refer to Chapter 7, Changing General Licensing Information.

6.1 Amendment Fee

The fee to amend a license is $25.

You can pay amendment fees via credit card or eCheck.

In addition to the application fees, different convenience processing fees are charged
when paying by credit or debit card or when paying by electronic check (eCheck)
transactions. These fees are based on the amount of purchase and are displayed on
the Payment page in eLICENSING.

6.2 Gathering Information for This Amendment
Application

You may be required to upload attachments to the application. You will need to scan the
documents into files and save them to your local computer or a shared resource you
can access. Depending on the reason for your amendment, you may need files
containing scanned copies of the:

e DBA certificates that have changed.
o Certificate of Conversion filed with the Texas Secretary of State.

e Amended Corporate papers filed with the Texas Secretary of State.
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e Certificate of Filing issued by the Texas Secretary of State.

e Photo IDs for any new owners.

6.3 Applying for the Amendment to a License

After logging in and displaying the Welcome page, click APPLY on the Amend a

License area.

Welcome

Choase an oplion below 1o gel started

s
w/

Figure 146: Welcome, Amend a License.

6.3.1 Organizations List of Accounts

On the Organizations page, click the dropdown and select your organization and click

SAVE AND NEXT.

Organizations

Hiease sslect Ihe orgamnzation linked 10 your account

' Select Organization

ersinnu

Figure 147: Select Your Organization

6.3.2 Select License

On the Licenses page, select the license and click SAVE AND NEXT.

Figure 148: Select License to Amend
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6.3.3 Contact Information

On the Contact Information page, make any changes that apply and click SAVE AND
NEXT.

Figure 149: Contact Information

6.3.4 Amend Reason

On Amend Reason page:

Figure 150: Select Amendment Reason

e To Change Business Name, select Change Business Name.

e To Change Ownership and Management, select Change Ownership and
Management.

e For Address and DBA Changes, select Address and DBA Changes.
e For 911 Address Changes, select 911 Address Changes.
e To Manage Line-Make, select Manage Line-Make.

e To Manage Conversion Package, select Change Manage Conversion
Package.

Change Business Name

1. For Effective Date, type the mm/dd/yyyy (or click the calendar and select the date)
on which the amendment goes into effect.

Motor Vehicle Division
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2. Click SAVE AND NEXT.

3. On the Business Information page, make your change and click SAVE AND
NEXT.

Tvpe of Business Limited Lablity Campany = EIN

wass Name Fra s Doalsr LL Secratary of State Filing

Figure 151: Update Business Information

Change Ownership and Management

1. For Effective Date, type the mm/dd/yyyy (or click calendar and select the date) on
which the amendment goes into effect.

2. Click SAVE AND NEXT.

3. On the Ownership page, locate the correct area and click +ADD OWNER, +ADD
BUSINESS, or +NEW MANAGEMENT/ REPRESENTATIVE.

Individual Ownership

Pieasa ISt 1he parsond{s) who own the business

Name Date of Birth Ownerabip %% - Total must egual 100°%  Actions

4+
Businass Ownership
Use only if the business applying for the license i owned in Tull or In part by another business

Name UIN Ownership % Acmons

* Al

Management ~ Use only when applicant Is owned by another business, to enter information for individual
officers and directors of owning business.

Name Tide Date of Dirth Asbors

Figure 152: Update Ownership Information

4. Make your changes.

5. Scroll to the Ownership Questions section and answer the questions.
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Ownership Questions

This Is Important:

\ ithing ana cal containing ! I gading, of iIncomplela inlormation may be grounds for ial of £
I 13aoon 001 J ons
A parson who knowingly makes a false stator N connection with appiyving for or renawsng anse may be ecl o
prosecution
fyouarend t as 1o how to respond 1o thaese quastions, full and honest disciosura is highly recommended
rs0n acting i ,
ony
achng N

Jurt marntial or s

e of Military Justica?

Figure 153: Ownership Questions

6. Click SAVE AND NEXT.

If the Criminal History page displays, VIEW/ADD CRIMINAL HISTORIES for the person
listed that has a criminal history. Then, to add criminal history information, click ADD

CRIMINAL HISTORY.

1. On the Criminal History details pop-up:

Figure 154: Criminal Offense and Charge Information
For State the Exact Crime Section, type in a short description of the charges,
conviction, or deferred adjunction reason.

b. For Date of Offense, type in the mm/dd/yyyy (or select it from the calendar)
when the crime occurred.

a.
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c. For Date of Conviction/Deferred Adjudication, type in the mm/dd/yyyy (or
select it from the calendar).

d. For s the person currently on parole or probation, select Yes or No.
e. For County, type in the name of the county in which the offense occurred.

f. For State, select the name of the state from the dropdown where the offense
occurred.

For Court, type in the type of court in which the offense was adjudicated.

h. For Sentence or Action Imposed by court, type in a brief description of the
court decision.

I. For Describe the events, type in a brief explanation of the incident leading up
to the arrest for the offense.

2. Click APPLY.

3. After the pop-up closes, repeat the steps above for each entry in the table on the
Criminal History page.

4. When you are finished, click SAVE AND NEXT.

Note: On the Attachments page displayed later, you will be required to upload
documents related to the offenses and charges.

Address or DBA Changes

1. For Effective Date, type the mm/dd/yyyy (or select it from the calendar) on which
the amendment goes into effect.

2. Click SAVE AND NEXT.
3. On the Address and DBA Changes page, click EDIT for the appropriate location.

Manage Locations

Remove, Update, or Add an Additional Business Location (Any new locations must be in the same city

as current license)

Figure 155: Manage Location and DBA
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Note: If you have an existing DBA and you are making changes to an existing location,
you will need to edit the address under the Requested Changes Section to add the DBA.
If you have a new DBA or need to remove a DBA, select edit next to the appropriate
location.

4. On the business address pop-up, make your changes and click SAVE.

Figure 156: Business Address Change Pop-up

911 Address Change

1. For Effective Date, type the mm/dd/yyyy (or select it from the calendar) on which
the amendment goes into effect.

2. Click SAVE AND NEXT.

3. Onthe 911 Address Change page, click EDIT from the Actions column of the item
to change.

Mar age Locations

Remove, Update, or Add an Additional Business Location (Any new locations must be in the same city
as current license)

Figure 157: Address Change

4. On the Business Address pop-up, make your changes.
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Business Details
Make it Primary
Address Type
Address Line 1 Address Line 2
8038 EXCHANGE DR
State County City Zip
Figure 158: Business Address Change Pop-up
5. Click VALIDATE ADDRESS. Select the correct address option and click SAVE.
6. On the 911 Address Change page, verify that the corrected address displays in the

Requested Changes section and click SAVE AND NEXT.

Manage Locations

Requested Changes

123 Main St, Lubbock, Texas, 79406, Lubboch Location and/or

DBA Updated

Figure 159: 911 Address Change Verification

Manage Line-Make

1.

For Effective Date, type the mm/dd/yyyy (or select it from the calendar) on which
the amendment goes into effect.

. Click SAVE AND NEXT.

. On the Line-Makes page, to add New Line-Makes type in the name of the

manufacturer or distributor (or the first few letters) and click SEARCH.

Motor Vehicle Division
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4.

5.

New Line-Makes

Search for the manufacturer or distributor first 1o add a line-make. Repeat the search If needed 1o add line-
make of other manufacturers or distributors

ARCH

Figure 160: Search for New Line-Makes

On the Account and Line-Make Details pop-up, scroll through the list and click
SELECT of the appropriate option.

Account and Line-Make Details

Manufactume s tor Licosse Number or Application  License Type or Agplication
Mane Marrrhver Type Action Type

Figure 161: Account and Line-Make Details

In the Line-Makes Details section of the pop-up:

a. Select the checkbox of the manufacturer or distributor of a manufacturer or

distributor the dealership wants to use:

b. For Line-Make Actions, click appropriate option.

Line-Make Details

§ acantiv

Nornbair un
ManetactimenDistributor Applicaton
Marme

Nesmbeo Line Mur Vehicle Type Code Associmted Frenchise

Figure 162: Line-Make Actions

c. For Action Type, click appropriate option.

Manutac taner Ustibutcr ASgdcsocn
e e Ve Vsl Type Code

Figure 163: Line-Make Action Type
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d. When finished, you can click SAVE to close the pop-
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up.

e. To add another manufacturer or distributor, repeat the above steps.

.
Selected Line-Makes section.

Click SAVE AND NEXT to continue.

Review the Map of Dealership Location.

Review your selections and verify the appropriate information displays in the

Map of Dealership Location

Raview the map for nccuracy. Move the nap pinpoint to accurately display your

the map in or out as needed. When done, select save and next al the

| [
\

oo an B0 oos

Austin

® e

gealorship's loc

ation. You can toon

botiom of your screen

i Possible Protestabie Dealors

® Mubet's uses

Figure 164: Dealership Location Map

[ ]

location of the proposed new line makes location.
e You can adjust the pinpoint on the map.
[ ]

area are eligible to protest.
9. Click SAVE AND NEXT.

On the Map of Dealership Location page, verify the map displays the correct

eLICENSING will use the map to determine if existing franchised dealers in the

Motor Vehicle Division
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Manage Conversion Package

1. For Effective Date, type the mm/dd/yyyy (or click calendar and select the date) on
which the amendment goes into effect.

2. Click SAVE AND NEXT.

3. On the Conversion Packages page, click +New Conversion Package.

omewvaon Dwse rigtiom

Figure 165: Conversion Package

4. On the Conversion Package pop-up:

Detals

Figure 166: Conversion Package Details

a. For Conversion Package Name, type in the type of package available.

b. For Conversion Description, type in a brief explanation of the conversion
package.

c. Click ADD.

5. After the pop-up closes, repeat the steps above for each conversion package
being offered.

6. When you are finished, click SAVE AND NEXT.

7. To Remove Conversion Packages, click DELETE.
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Remove Conversion Packages

Conversion Package Nams

Figure 167: Remove Conversion Packages

8. Click SAVE AND NEXT.

6.3.5 Questions

Respond to the following questions presented.

Enler the following questions m order to compiete your appication

* Is the applicant 8 Military Service membar, Military Veteran, or Military Spouse

* Doas the applicant currently hold this typo of hiconsa in another ueisdicton7

Dud the applicant at some time in the last five years hold this type of licenss In Texas?

Figure 168: Military Questions

If you select:
e No, continue to the next question.

e Yes, several more questions display and if you answer Yes to either condition,
type in the License Number of the current license.

Note: On the Attachments page displayed later, you will be required to upload
supporting documentation (such as active duty orders or DD-214) to confirm the
status as well as either your Texas license number or a copy of the current license
from the other jurisdiction.

1. Click SAVE AND NEXT.

6.3.6 Required Attachments

Depending on the amendment reason, different attachments may be requested.

e DBA certificates that have changed.

o Certificate of Conversion filed with the Texas Secretary of State.

Motor Vehicle Division
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e Amended Corporate papers filed with the Texas Secretary of State.

e Certificate of Filing issued by the Texas Secretary of State.

e Assumed Name Certificates.

e Driver licenses (or passport, official ID) for new owners or management staff.

e Criminal history of anyone associated with the dealership (officer, partner,
trustee, or other representative capacity) that has ever been arrested, been
convicted, received deferred adjudication, or been court martialed, or has any

of these actions currently pending.

e Copies of court papers that back up the adjudication, dismissal, or decision

made in each criminal matter.

. For each file listed on the page, click CHOOSE FILE.

Certificate of Flling Issued by Secrelary of State

Figure 169: Choose File to Upload

2. On the Open pop-up:
a. Navigate to the file.

b. Select the file and click Open.

€ Opan

This PC Desitop SalesForce doc

M Tha PC

R Desktop
Documents

4 Downloscs

B Music

Assumed Name Certficate docx
Centdication of Responsibilty | agree.pdf
Centification of Responsibisty, pdf

D8Adorx

Baoog a0

Prood of vale.docx
& Pictures

Fie neme

Al Files

Open -

e

Corccel

Figure 170: Browse for a File

c. When the name of the file displays on the appropriate Attachments page area,
scroll to the bottom of the page and click UPLOAD.

Motor Vehicle Division
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Note: The name of the file displays to the far right of the of the uploaded file field.
To upload a replacement file, click UNDO or the red trash can.

6.3.7 Other Attachments

For files not required, but that you want to submit to explain elements of your
application:

1. Click +ADD MORE ATTACHMENTS.

T

2. For Attachment Type, type in a short phrase that identifies the content of the file
before selecting and uploading it.

Figure 171: Add Other Attachments

ther Attachment

Figure 172: Upload Other Attachments

3. Click Upload.
4. Click SAVE AND NEXT.

6.3.8 Problems with Your Application

If the application has issues that need to be resolved, the Problems with Your
Application page displays:

e REVISIT to return to the issue and make the correction, and then click SAVE
AND NEXT as many times as it takes to return to this page.

e NEXT to skip making fixes at this time and display the Summary page. In many
instances, the problems may cause the application approval to be delayed.

6.3.9 Summary

1. When the Summary page displays, review the information.
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Figure 173: Summary of Amendments

2. At the bottom of the page, choose one of the following:
. PRINT to send the summary to print on your local printer.

a
b. PREVIOUS to return to the page where corrections need to be made.

o

SAVE AND EXIT to store all of the information without submitting the application.
d. SAVE AND NEXT to continue to the next page.

(| =mPRINT ) | PREVIOUS ) | SAVEANDEXIT ) @
\, AL /N /

Figure 174: Options for Summary Complete Actions

6.3.10 Signature

If you are not going to be making a payment immediately, you can save and exit the
application on the Summary page. Otherwise, you can submit your signature and
continue to the Payments section.

If you have a valid Texas driver license, you can electronically sign the application,
which includes a Certification of Responsibility that you must agree to.

If you do not have a Texas driver license or your license cannot be verified by the
system, you must download a file containing the Certification of Responsibility that you
must agree to and manually sign. Then you must scan the file and upload it.

6.3.10.1 Electronic Signature Submission

1. On the eSign page:
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If you would lke 1o e-sign this application, and you have a valid Texas driver license, fill out all the fields below and choose “Save
and Next "™ if you would prefer 1o provide a pr <al signature, or you have a driver licens om another state, provide your Nirst and
ast name, and select "Other” for Issuing state. You will be prompled to print, sign, and upicad a Certification of Responsibility

" Fust Name * Last Name SEN

* Driver License Issuing State

Date of Birth Driver License Number

Figure 175: eSign Information

For First Name, type it in exactly as it appears on your driver license.

a
b. For Last Name, type it in exactly as it appears on your driver license.

0o

For SSN, type in the numbers of your social security number.
d. From the Driver License Issuing State, select Texas from the dropdown.

e. For Date of Birth, type in the mm/dd/yyyy (or select it from the calendar) that
appears on your driver license.

f. For Driver License Number, type in the numbers.

g. If the Audit Number field displays, type in the numbers that display on the
side of your license (or along the bottom).

h. Click SAVE AND NEXT.
2. On the Certification of Responsibility page:

Certification of Responsibility

® The applicant or an authorized agent hereby certifies that statements made on this application and on
attachments and documents submitted are true, complete, and correct.

*  Applicant acknowledges that the department may deny an application for a license or revoke or cancel a
license if the applicant submits false or misleading information, makes a false statement, or refuses or fails
to provide information requested by the department.

*  Applicant further acknowledges that making a false statement in an application for a license may subject
applicant to criminal prosecution. See Texas Occupations Code §2301.651, Texas Transportation Code
§503.034 and §503.038, Texas Government Code §2005.052 and §2005.053, Texas Penal Code §37.10, and
department rules.

*  Applicant agrees to allow the Department to examine during working hours the ownership papers for each
registered or unregistered vehicle in the applicant’s possession or control.

* Applicant agrees to notify the TekDMV of a material change (including but not limited to a change in criminal
history) within a reasonable time.

®  Applicant swears they are not at this time delinquent in any court-ordered obligation to pay child support.

®  Applicant has complied with all applicable state laws and municipal ordinances.

Figure 176: Certification of Responsibility
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3. Carefully read the terms and conditions for the license.
4. Click I Agree.

5. Scroll down to the Sign Here field and type in your full legal name.

| am appdying an e-signatire in my name 1o this

documant ana hive raad the

Comsenter Dealen

Corvener Daswerairars cor

Figure 177: Electronic Signature Page

6. Scroll back up to the top of the pop-up and click Finish & Submit
Electronically.

7. On the Thank You pop-up, click CLOSE.
8. Back on the Certification of Responsibility page, click SAVE AND NEXT.

6.3.10.2 Manual Signature Submission
1. On the eSign page displayed:

I you would be 16 e-sign s applicslion, and you have o valid Texas ditver license, M oul all the fekis below and choose “Save
and Next " i you would prafer 10 provide a physical signature, of you have a driver icense from another stals, provide your first and

st name, and select “Othar” Tor Issuing sinte. You will e promplied to prind, sign, and uioad a Certifioation of Responsdiiity

*Flrst Name *Last Name OGN
Dr License Issuing State
M
Date of Birtn Driver License Number
-

Figure 178: Manual eSign Information

a. For First Name, type it in as it appears on your driver license/ ID.
b. For Last Name, type it in as it appears on your driver license/ ID.
c. From the Driver License Issuing State, dropdown, select Other.

d. Click SAVE AND NEXT.
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2. Click CERTIFICATION OF RESPONSIBILITY PDF link.

Certification of Responsit m‘,( N R )

Choose File No file chosen IN ATTACHED FILE

=

UPLOAD

Figure 179: Certification of Responsibility

3. On the PDF file, click Printer icon (in the upper right) to send the PDF to your
local printer.

Carefully read the document and sign and date it.

To upload and attach the signed document to this application:
Scan the document to a file and save it.

Back on the eLICENSING page, click CHOOSE FILE.

|~ mom e

In the Open Windows dialog box, navigate to the file, select it and then click
Open.

9. When the name of the file displays on the appropriate Attachments page area,
scroll to the bottom of the page and click UPLOAD.

Note: The name of the file displays to the far right of the of the uploaded file field.
To upload a different file, you can click the UNDO button or the red trash can.

10.Click SAVE AND NEXT.
11.0n the pop-up, click PROCEED TO PAYMENT link.

Figure 180: Proceed to Payment

6.3.11 Payments and Application Submission

You can either pay the fees associated with this application, all applications you are
waiting to submit, or select to work on another license application and then combine the
payments into one transaction.

To return to the Welcome page and work through another application, click ADD
APPLICATION.

To make a payment:
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1. On the Payment Summary page:

a. Click the checkbox of the application you want to pay or click Select All.

Applications for Payment

Figure 181: Application for Payment

2. On the bottom of the page, for Method of Payment, select the appropriate option.
e Credit Card
e ACH/eCheck

Figure 182: Select Method of Payment

3. Click PROCEED TO PAY.

To Pay by Credit Card

1. To pay by Credit Card, in the Customer Information section on the Payment page
(to pay by eCheck, skip ACH/eCheck):

Figure 183: Credit Card Customer Information

a. For First Name, type in your first name as it appears on the credit card.

b. For Last Name, type in your last name as it appears on the credit card.
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For Address, type in the number and name of the street used to bill the credit
card.

For Address 2 (optional), type in additional street information, such as the
suite number.

For City, type in the name of the city.
For State, select the name of the state from the dropdown.

For ZIP/Postal Code, type in the five number ZIP code (or the nine numbers
of the extended code).

For Phone, type in the phone number associated with the credit card holder.

2. Click Next.

3.

In the Payment Info section:

Figure 184: Credit Card Information

a.
b.

o

4.

For Credit Card Number, type in the numbers from the credit card.
For Expiration Month, select the appropriate month from the dropdown.
For Expiration Year, select the appropriate year from the dropdown.

For Security Code, type in the number to the left of the signature line on the
back of the card.

For Name, type in the name as it appears on the credit card.
Click Next.

In the Verification section, enter the characters from the image displayed.

Motor Vehicle Division
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EBMB3 |:

Cancsl

Figure 185: Verification Page

5. Click Submit Payment.

6. After the Please Wait pop-up closes, be sure the Payment Status on the
Payment Summary page displays as Payment Successful.

Payment Status Payment Successful

i your ¥ I und he “Mal y Pavment . |

Figure 186: Payment Successful Status

7. Click NEXT.

To Pay by ACH/eCheck

1. To pay fees with an ACH/eCheck, in the Customer Information section on the
Payment page:

2. Select the check box if the payment is being funded by a foreign source.
Otherwise, click NEXT.

Payment Type *

Electronic Check *

|_| selectifthis payment IS being funded specifically by a FOREIGN source (bank or company), an
International ACH Transaction (*IAT™).

Figure 187: Foreign Source Payment

3. On the Customer Information page:
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First Name * Last Name *

Address *

Agdress 2

Figure 188: eCheck Customer Information

a. For First Name, type in your first name as it appears on the account.
b. For Last Name, type in your last name as it appears on the account.

For Address, type in the number and name of the street for the account.

o

d. For Address 2 (optional), type in the additional street information, such as the
suite number.

e. For City, type in the name of the city.
f. For State, select the name of the state from the dropdown.

g. For ZIP/Postal Code, type in the five-number ZIP code (or the nine numbers
of the extended code).

h. For Phone, type in the phone number associated with the account holder.
4. Click Next.

5. On the Payment Information page:
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Complete all required fields[ * ]
Name on Account *

Routing Number * Account Number * @

I Re-enter Account Number *

(@)Checking (=) Savings

NN .

/ N
012345678 01234567680

Routing Number Accaunt Number

Figure 189: Checking Account Information

a
b.
C.
d.

e.

Enter the Name on the Account.
Enter the Routing Number.
Enter the Account Number.

Re-enter the Account Number.

eLicensing User Guide for
Converter Licenses

Select whether the account is a Checking or Savings account.

6. Click NEXT.

7. Carefully read the Terms and Conditions. After reading the Terms and
Conditions, check the Yes checkbox to authorize.

Terms and Conditions Cpen a new window to print

Yes, | authorize this transaction. Please print this page if you would like a
copy of this authorization for your records.
By checking *Yes™ and opting to pay by electronic debit against the bank
account specified above, | agree and stipulate to all statements:
1.1 am the legal owner, have power of attorney, or have legal authority in relation to
the bank account specified above to be used for payment.
2. 5uch bank account is open, validly issued, in good standing and able to accept

Lomdpmmin s b

F

-

|_| Yes, | authorize this transaction.

Figure 190: Terms and Conditions

8. Enter the characters from the verification image.

Motor Vehicle Division
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Enter the characters from the above image:

Cancel

Figure 191: Verification Page

9. Click Submit Payment.

10.After the Please Wait pop-up closes and the Payment Summary page displays
again, verify that the Payment Status is Payment Successful and click NEXT.

Payment Status : Payment Successful

Figure 192: Payment Successful Status

11.0n the Application Submitted page, click GO TO HOME to return to the
eLICENSING home page or click your name in the upper right corner to display
the dropdown and click Log Out.
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7. Changing General License Information

You can change general license information, such as the contact person that TXDMV

may speak with about your license details.

There is no fee to make these changes.

1. After logging in and displaying the Welcome page, click APPLY on the Change

General License Info area.

Welcome

Choose an option below to get started.

\

D 4 R4

Close a License Change General License Info Protest and Complaints

$

Make a Payment

PAY

gt

Figure 193: Welcome, Change General License Information

2. On the Organizations page, click the dropdown and select your organization.

Organizations

Please sslact the organization knked 1o your account

* Select Organizaton

Texas Auto Mart

Figure 194: Select Organization

3. On the Licenses page, click the appropriate license for which information has
changed.

Licenses

Select the hcense to update

Figure 195: Select License

4. On the Apply Changes page:

Motor Vehicle Division
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Figure 196: Edit License Contact Information Page

a. Click into the field to edit and make the changes.
b. Click SAVE AND SUBMIT.
5. On the Submitted page, click CLOSE to exit and display the Welcome page.

Figure 197: Change General License Information Submitted
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8. Renewing Licenses

You should receive a renewal notice in your email in advance of the expiration date of
your license. The application to renew your license follows a process similar to the
original application.

Instead of renewing, the system may prompt you that you should file a new application if
you have changed locations or added additional locations with the same city as the
main physical location or changed business structure or ownership since the last
application or renewal.

8.1 Renewal Fees

The fee to renew a license on time is $750.

If the renewal is late, the fee is $750 plus $375 if renewed after the first 30 days and
$375 more if renewed after 60 days. In addition there will be a $100 fee for each
Representative if renewed after the first 30 days and $200 if renewed after 60 days.

The Plate/Sticker renewal fee is $40.

If your license has been expired for more than a year, you are required to file an
application for a new license.

8.2 Gathering Information

To complete this application, you will need access to:

e Facts of the criminal history of anyone associated with the dealership (officer,
partner, trustee, or other representative capacity) that has ever been arrested,
been convicted, received deferred adjudication, or been court martialed, or has
any of these actions currently pending, to fill out certain information for each
offense.

¢ Files containing the following information scanned in:
e Assumed Name Certificates.

o Certificate of Incorporation, Registration, or Formation filed with the Texas
Secretary of State.

e Driver licenses (or passport, official identification cards, and so on) for new
owners or management staff.
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e Court papers that back up the adjudication, dismissal, or decision made in
each criminal matter (if applicable).

8.3 Renewal Application

After logging in and displaying the Welcome page, click APPLY on the Renew a
License area.

Welcome

Chooase an oplion below 1o gel started

= 3

=

Figure 198: Welcome, Renew a License

8.3.1 Accounts

1. On the Organizations page, click dropdown and select your organization.

0

Flease select the organization inked 10 your account

Select Organizatior

Figure 199: Select Your Organization

2. Click SAVE AND NEXT.

8.3.2 Select License

1. On the Licenses page, select the license to renew. Only the licenses eligible for
renewal are displayed.

Select » Licomse Type

Figure 200: Select License to Renew

2. Click the SAVE AND NEXT.
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8.3.3 Contact Information

1. On the Contact Information page, make any changes needed to the person listed
who can be contacted about this renewal application.

Application Contact

First Name Middle Name Last Name

Emall Phone

DO NOSECONYersions T

Figure 201: Update Application Contact Information

2. Click SAVE AND NEXT.

8.3.4 License Information

1. On the top of the License Contact Information page, verify that the information is
correct or make any changes necessary.

License Contact information

MV may communicate with conc

mr

contact information for the person TxD

[

Figure 202: Verify Contact Information is Correct

2. In the Business section of the page, verify that the information is correct or
make any changes necessary.

Businass Website " Business Phone
) 233-352¢

Business Fax

Figure 203: Verify Business Information is Correct

3. In the Mailing Address section of the page, verify that the information is correct
or make any changes necessary.
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* Addrass Ling 1 Addrass Line 2
123 Main St
* Slale * County * City

Texas v Traves . manar

* Zip

Figure 204: Verify Mailing Address Information is Correct

4. Click SAVE AND NEXT.

5. Select the plates you wish to Cancel or Renew.

Select the piates you wish to cancel or renew

Figure 205: Select Plates to Renew or Cancel

6. Click SAVE AND NEXT.

7. On the Purchase Additional Plates page, for Do you want to order metal

dealer plates, select:

Purchase Additional Plates

* Do you want o order metal dealer plates?

Note: Il during your license period any plate becomes lost, stolen, damaged. or no langer neaded, it must be promplly

canceled. You may cancel a plate from the eLICENSING home page by selecting Plates and Stickers and follow the prompts

Figure 206: Purchase Additional Plates Page

e No, click SAVE AND NEXT.

e Yes,

a. In the Quantity Requested field, enter the number of plates needed.

Crxposton  AcSwe Pute Saatty Reguenisc ‘or Teamtty Reguesind tor
Lcmnne Oat Cowmt BotorTyTe Putes

Figure 207: Number of Plates Requested
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b. Click SAVE AND NEXT.

8.3.5 Ownership
1. On the Ownership page:

a. Verify that the information listed is correct.

ndividual Ownership

Figure 208: Review Ownership Information

b. Inthe Ownership Questions section:

* Has any person listed on this form, or any officer, director, partnes, trustes, or other person acting In a N
ropeasentalive capacity for the applicant or oense haldar ever been convicted of a felony o

misdamaancr offansa in any in-state. out-ol-stale, or ledora Jurischetion )

Mas any parson istad on his form, or any officor, director, partnes, rusleo, or other parson acting In a N¢
ropresontative capacity for the applicant or hoonese holdor over received a defermed adjudication for o
felony or mmdemaanor offense I any in-state, out-of-slate, or fadearal jJunsdicton?

' Han any porson lested on s form, or any offioer, director, partner, trustes, or other porson acting In a N

represantabive capacity for the applicant or heense hasdar aver been convicted by & court manial or s

any person currently the subjlect of a panding court manial under the Undorm Code of Military Justica?

Figure 209: Ownership Questions

If you answer:
¢ No, click SAVE AND NEXT.
e Yes to any of the questions, the Criminal History page displays:

On the Criminal History page displayed, click VIEW/ADD Criminal Histories for the first
name. Then click ADD CRIMINAL HISTORY.

Owners List

Eman Address Date of Birth Ownership type Crimmnal Mistory Detalls

| ——

Figure 210: View Owners Criminal History
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On the Criminal History Details popup:

Offense and Charge

Figure 211: Criminal History Details

a.

> @ -

In the first field in the State the Exact Crime section, type in a short
description of the charges/crime committed.

For Date of Offense, type in the mm/dd/yyyy (or select it from the calendar)
when the crime occurred.

For Date of Conviction/Deferred Adjudication, type in the mm/dd/yyyy (or
select it from the calendar).

. ForIs person currently on parole or probation, select Yes or No.

For County, type in the name of the county in which the offense occurred.
For State, select the state from the dropdown in which the offense occurred.
For Court, type in the type of court in which the offense was adjudicated.

For Sentence or Action Imposed by court, type in a brief description of
the court decision.

For Describe the events, type in a brief explanation of the incident leading
up to the arrest for the offense.

Click UPDATE.

After the pop-up closes, repeat the steps above for each entry in the table on the
Criminal History page or click the SAVE AND NEXT.

Note: On the Attachments page displayed later, you will be required to upload
documents related to the offenses and charges for each criminal offense.

Motor Vehicle Division

114



W P

A ( Texas Department of Motor Vehicles

8.3.6 Questions

You must answer a series of questions about military service and compliance with
licensing requirements. A yes or no answer is required for each question. If you answer
that you are not in compliance with the requirement, the item will display on the Possible
Issues pop-up and the application may not be approved until you can provide proof that
this requirement is satisfied.

eLicensing User Guide for
Converter Licenses

If you do not know the answer or have to leave the application to find it:

1.

Go to the bottom of the page and click PREVIOUS and then click SAVE AND EXIT
on the Ownership Details page to save all information entered to date.

Questions page again.

. After retrieving this information, display the Welcome page, locate the My
Applications section, and click its VIEW.

. On the My Accounts page, locate this application in the list and click it.

. On the Ownership Details page displayed, click SAVE AND NEXT to display the

37 If yas, plaase compiats the amandmen! applicatior

Figure 212: Military Service Questions

5. Respond to each question.
6. Click SAVE AND NEXT.

8.3.7 Attachments

You may be required to upload the following information:

Certificate of Filing from the Secretary of State.

Motor Vehicle Division
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dismissal, or decision made in each criminal matter.

eLicensing User Guide for

Converter Licenses

Files containing scanned copies of court papers that support the adjudication,

Facts of the criminal history of anyone associated with the business (owner,

officer, member, partner, trustee or in other representative capacity) that has
ever been arrested, been convicted, received deferred adjudication, or been

court martialed.

e Proof of ID for any owner/management changes.
e Assumed Name Certificates.

For each file requested on the Required Attachments page, click CHOOSE FILE.

Assumed Name Certificate Issued by County

* Assumed Name Certificate Issued by County

Choose File

Figure 213: Choose File

7. On the Open Window pop-up:
8. Navigate to the file.
9. Select the file and click Open.

@ Ooen
Ws PC + Desitop + SelesForce de
Ne A
K Thes PC

B Desktop @' Aszumed Name Cestrficate docy

Docume Q" Cetificate of Fifing sued by Secretary of
3 Download M Centificabon of Responsitudity | agree patf

Jow ds s

Crmnal documenty pdf
N Musx
8 DBAdocx

Fictures = .
= o 2" Proof of ID docx
B videos
. Im I My

Herame All Fies

i |

Carcl

Figure 214: Browse for File

scroll to the bottom of the page and click UPLOAD.

For Attachments Not Required

1.

Click +ADD MORE ATTACHMENTS (at the bottom of the page).

10.When the name of the file displays on the appropriate Attachments page area,

Motor Vehicle Division
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T

Figure 215: Add More Attachments

For Attachment Type, type in a short phrase that identifies the content of the file

before selecting and uploading it.

Chogss Flle

Figure 216: Attachment Type

Choose the file.
Click SAVE AND NEXT.

If the Problems with Your Application page displays:

e REVISIT to return to the issue and make the correction, and then click SAVE
AND NEXT as many times as it takes to return to this page.

e NEXT to skip making fixes at this time and display the Summary page. In many
instances, the problems may cause the application approval to be delayed.

8.3.8 Summary

1. When the Summary page displays, scroll down the page and review your entries

and selections.

Application Information

Urganizalior

Business Name
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Figure 217: Summary of Application

2. Click SAVE AND NEXT on the bottom of the page.

8.3.9 Signature

If you are not going to be making a payment immediately, you can save and exit the
application on the Summary page. Otherwise, you can submit your signature and
continue to the Payments section.

If you have a valid Texas driver license, you can electronically sign the application,
which includes a Certification of Responsibility that you must agree to.

If you do not have a Texas driver license or your license cannot be verified by the
system, you must download a file containing the Certification of Responsibility that you
must agree to and a place to sign it. Then you must scan the file and upload it.

8.3.9.1 Electronically Signing the Application
1. On the eSign page displayed:

I you would Bke 10 e-sign this application, and you haye & valid Texas driver license, W oul all the fields below and choose "Save
ind Next.” if you would prefer 1o provide a physical signature, of you have a driver license from another state, provide your first and

831 name. and salect "Other” for issuing sists. You will be prompied to prind, sigh, and upload a Cantifcstion of Responsibility

First Name Last Name 38N

" Driver License issuing State

Dale of Birtr Driver License Number

Figure 218: Electronically Sign the Document

For First Name, type it in exactly as it appears on your driver license.

o 9

For Last Name, type it in exactly as it appears on your driver license.
For SSN, type in the numbers of your social security number.
From the Driver License Issuing State dropdown, select Texas.

For Date of Birth, type in the mm/dd/yyyy (or select it from the calendar).

~ ® 2 o

For Driver License Number, type in the numbers.

If the Audit Number field displays, type in the numbers that display on the
side of your license (or along the bottom).

©«
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2. Click SAVE AND NEXT.
3. On the Certificate of Responsibility page:

Note: If the system cannot verify your information, continue with the section about
printing and signing the Certification of Responsibility in section 8.3.9.2.

Certification of Responsibility

® The applicant or an authorized agent hereby certifies that statements made on this application and on
attachments and documents submitted are true, complete, and correct.

e Applicant acknowledges that the department may deny an application for a license or revoke or cancel a
license if the applicant submits false or misleading information, makes a false statement, or refuses or fails
to provide information requested by the department.

e Applicant further acknowledges that making a false statement in an application for a license may subject
applicant to criminal prosecution. See Texas Occupations Code §2301.651, Texas Transportation Code
§503.034 and §503.038, Texas Government Code §2005.052 and §2005.053, Texas Penal Code §37.10, and
department rules.

® Applicant agrees to allow the Department to examine during working hours the ownership papers for each
registered or unregistered vehicle in the applicant’s possession or control.

® Applicant agrees to notify the TxDMV of a material change (including but not limited to a change in criminal
history) within a reasonable time.

®  Applicant swears they are not at this time delinquent in any court-ordered obligation to pay child support.
e Applicant has complied with all applicable state laws and municipal ordinances.

I Agree

Figure 219: Certification of Responsibility

4. Carefully read the terms and conditions for the license.
5. Click | Agree option.

6. Scroll down to the Sign Here field and type in your full legal name.

document and d the

| am applying an ature in my name to this j.:il‘lish & Submit Electronically.rﬁ':

Conventer Dealer

Converter. Dealer@mailinator. com

Figure 220: Electronic Signature

7. Click Finish & Submit Electronically.
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8. On the Thank You page of the pop-up, click CLOSE.
9. Back on the Certificate of Responsibility page, click SAVE AND NEXT.

10.0n the Please ensure you have the terms and conditions pop-up, click the
PROCEED TO PAYMENT link to start the payment process.

Figure 221: Proceed to Payment

11.Continue to the Payments and Application Submission, section 8.3.10.

8.3.9.2 Manually Signing the Application
1. On the eSign page displayed:

f you would e b applicabon, and you bave a valkd Texas driver ermse,

and Next " if you would prefer 1o ¢

o-aign e

vide o physcal signature, or you have a onver lice

las! name. and sedact “Other” for msuing state You will be prompled 1o print sige

Fiest Name *Last Name N

Figure 222: eSign Customer Information

a. For First Name, type it in exactly as it appears on your driver license/ID.
b. For Last Name, type it in exactly as it appears on your driver license/ID.
c. For Driver License Issuing State select Other.

2. Click SAVE AND NEXT.

3. Click CERTIFICATION OF RESPONSIBILITY PDF link.

15ibilityCCERTIFICATION OF RESPONSIB@

ATTACHED FILE

Certification of Respor

Choose File | No file chosen

UPLOAD

Figure 223: Print Certification of Responsibility PDF
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On the PDF file, click the Printer icon (in the upper right) to send the PDF to your
local printer.

4. Carefully read the document and sign and date it.

Converter Licenses

Certlflcatlon of Responsibility

The applicant or an authorized agent hereby certifies that statements made on this application and on
attachments and docurmnents submitted are true, complete, and correct.

Applicant scknowledges that the department may deny an applicstion for & license or revoke or canced s
license if the applicant submits false or misleading information, makes a false statement, or refuses or fails
to provide information requested by the department

Applicant further acknowdedges that malong a false statement In an application for 3 kcense may subject
applicant to onminal prosecution, See Texas Occupations Code §2301.651, Texas Transportation Code
§503.034 and 5503.038, Texas Government Code §2005.052 and 5200%5.053, Texas Penal Code 537.10, and
department rules,

Applicant agrees to allow the Department to examine during working bours the ownership papers for each
registered or unregistered vehicle in the applicant’s possession or control.

Applicant agrees to notify the TWDMV of 3 material change (including but not limited to a change in criminal
history} within & reasonable time,

Applicant swears they are not at this time delinguent in any court-oroered obligation to pay child support

Applicant has complied with 2ll applicable state laws and municipal ordinances.

Date: Printed Name:

Authorized Signature

Title:

Figure 224: Printed Certification of Responsibility PDF

5. To upload and attach the signed document to this plate application:

a.
b.

Scan the document to a file and save it.

Back on the eLICENSING page, click CHOOSE FILE.

In the Open Windows dialog box, navigate to the file, select it and then click

Open.

When the name of the file displays on the appropriate Attachments page

area, scroll to the bottom of the page and click UPLOAD.

Note: The name of the file displays to the far right of the of the uploaded file field.
To upload a different file, you can click the Undo button or the red trash can.

6. Click the SAVE AND NEXT.
7. 0On the pop-up, click PROCEED TO PAYMENT link.

D @

Figure 225: Proceed to Payment
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8.3.10 Payments and Application Submission

You can either pay the fees associated with this application, all applications you are
waiting to submit, or select to work on another license application and then combine the
payments into one transaction.

To return to the Welcome page and work through another application, click ADD
APPLICATION.

To pay the fees and submit this application:

1. On the Payment Summary page:

a. Click the checkbox of the application you want to pay or click Select All.

Figure 226: Select Method of Payment

2. On the bottom of the page, for Method of Payment, select the appropriate option.
e Credit Card
e ACH/eCheck

Figure 227: Select Method of Payment

3. Click PROCEED TO PAY.

Credit Card Payment

1. To pay fees with a Credit Card, in the Customer Information section on the
Payment page (to pay by eCheck, go ACH/eCheck Payment Section):

Motor Vehicle Division
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Complete all required fieids [ * )

Country
Inited States
it Last Name *
Address *
Address 2
= State *

ZIP/Postal Code *

Phone *

Figure 228: Credit Card Customer Information

a.

h.

For First Name, type in your first name as it appears on the credit card.
For Last Name, type in your last name as it appears on the credit card.

For Address, type in the number and name of the street used to bill the credit
card.

For Address 2 (optional), type in additional information like the suite number.
For City, type in the name of the city.
For State, select the name of the state from the dropdown.

For ZIP/Postal Code, type in the five number ZIP code (or the nine numbers
of the extended code).

For Phone, type in the phone number associated with the credit card holder.

2. Click the Next button.

3.

In the Payment Info section:

Motor Vehicle Division

123



( Texas Department of Motor Vehicles

eLicensing User Guide for
Converter Licenses

~
il -

Figure 229: Credit Card Payment Information

c 9

a o

@

For Credit Card Number, type in the numbers from the credit card.

For Expiration Month, select the appropriate month from the dropdown.
For Expiration Year, select the appropriate year from the dropdown.
For Security Code, type in the number on the back of the card.

For Name, type in the name as it appears on the credit card.

f. Click Next.

4. In the Verification section, enter the characters from the image displayed.

we gt
' 216

Entar the characters Tom 1he above IMage

Cancel

Figure 230: Verification Page

5. Click Submit Payment.

6. After the Please Wait pop-up closes, be sure the Payment Status on the

Payment Summary page displays as Payment Successful.

Payment Status

Payment Successful

Figure 231: Payment Successful Status
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7. Click NEXT.

ACH/eCheck Payment

1. To pay fees with an ACH/eCheck, in the Customer Information section on the
Payment page:

2. Select the check box if the payment is being funded by a foreign source.
Otherwise, click NEXT.

Payment Type *

e elect If this payment IS being funded specifically by a FOREIGN source (bank or company), an
g ational ACH Transaction ("IAT™)

Figure 232: Foreign Source Payment

3. On the Customer Information page:

Complete all required fisids | * |

Country
United States v
First Name * Last Name *
Address *
Address 2
City * State *

ZIP/Postal Code *

Phone *

Figure 233: eCheck Customer Information

a. For First Name, type in your first name as it appears on the account used.
b. For Last Name, type in your last name as it appears on the account used.

c. For Address, type in the number and name of the street used for the account.
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d. For Address 2 (optional), type in the additional street information, such as the
suite number.

e. For City, type in the name of the city.
f. For State, select the name of the state from the dropdown.

g. For ZIP/Postal Code, type in the five-number Zip code (or the nine numbers of
the extended code).

h. For Phone, type in the phone number associated with the account holder.
4. Click NEXT.
5. On the Payment Info page:

Complete all required fields |
Name on Account *

Routing Number * Account Number * (@

N Re-enter Account Number *

& Checking Savings

Figure 234: ACH/eCheck Payment Information

a. Enter the Name on the Account.

b. Enter the Routing Number.

c. Enter the Account Number.

d. Re-enter the Account Number.

e. Select whether the account is a Checking or Savings account.
6. Click NEXT.

7. Carefully read the Terms and Conditions. After reading the Terms and Conditions,
check the Yes box to authorize.
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Terms and Conditions Open a new window to print
Yes, | authorize this transaction. Piease print this page if you would like a copy of -
this authorization for your records
By checking “Yes" and opting to pay by electronic debit against the bank account
specified above, | agree and stipulate to all statements:

1. | am the legal owner, have power of attorney, or have legal authority in relation to the
bank account specified above to be used for payment

2 Such bank account is open, validly issued, in good standing and able to accept

Lot HAobis

‘es, | authorize this transaction

Figure 235: Terms and Conditions

8. Enter the characters from the verification image.

&
@

415
=a®

Enter the characters from the above image:

Figure 236: Verification Page

9. Click SUBMIT PAYMENT.

10.After the Please Wait pop-up closes and the Payment Summary page displays,
verify that the Payment Status is Payment Successful.

Payment Status : Payment Successful

You should receive an email with your Application Summary and receipt for payment after the application and payment is
received by TxDMV. If you have not received this email at your contact email address within 2 hours of submission, please
check the status of your payment under the "“Make a Payment™ menu option

Figure 237: Payment Successful Status

11.Click NEXT.

12.You will receive a confirmation that your application was submitted successfully.

Your apphcation has been submitted. A confirmation email has been sent to your emall Franchise Dealer@madinator.com

You must return any plates, temporary tags, and plate recespts within 10 days to the TxDMV headquariers
4000 Jackson Ay, Austin, Texas 78731 or to your Reginal Service Center

Items may be malled or dropped off, For Instructions on how to réturn plates, go 1o www. tkdmy. gov and enter "Plate Return®

in the search box or call 1.888.368.4689 for additional information.

Figure 238: Application Successfully Submitted
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9. Closing a License

You can apply to close a license for various reasons. You can close it voluntarily, for
example if it is no longer needed, you relocated outside of the city in which the
dealership was opened, the motor vehicle surety bond is cancelled, or if you file for
bankruptcy.

There is no fee to close a license.

9.1 Application to Close a License

9.1.1 Steps to Close Your License

1. After logging in and displaying the Welcome page, click APPLY on the Close a
License area.

A¢ come

Figure 239: Welcome, Close a License Page

2. On the Organizations page, select your organization from the dropdown and click
SAVE AND NEXT.

Figure 240: Select Your Organization

3. On the Licenses page, select the license to close and click SAVE AND NEXT.
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Figure 241: Select License to Close

4. On the Contact Information page, confirm the information is correct and click

SAVE AND NEXT.

* First Name Middie Name Last Name
arard Dopwrdi

* Emall * Phone
O Ny T f f t

Figure 242: Review License Contact Information

5.
SAVE AND NEXT.

On the License Information page, confirm the information is correct and click

Business Website Business Phone
Business Emall Businaess Fax
NMVTIS

Identfication

Number

Mailing Address

Address Line 1 137 Man %2 Address Line 2
- (s l"-'

£1p

State axd LUy

Figure 243: Review License Business Information

6. On the Closure Explanation page:

~ e
Closure Explanation
Saledt the reason [or license closure None- v
Sankruplcy
Caomments
ar
%) <
Buy/SawF
< Effect n lcense hange
o 56 achiva Dala
roposed i . -

Figure 244: Closure Explanation

a. For Reason, select the appropriate option from the dropdown.
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b. For Effective Date, type in the appropriate date mm/dd/yyyy (or select it from

the calendar).
c. Click SAVE AND NEXT.
7. On the Attachments page:

Figure 245: Upload a Statement About Closure

a. Locate and upload the statement about your closure (optional).

b. Click SAVE AND NEXT.

8. On the Summary page, confirm that the information is correct. Then click SAVE

AND NEXT at the bottom of the page.

Application Information

ganization

8usinesa Narne

Figure 246: Summary of Application

9.2 Signing the License Closure Application

If you have a valid Texas driver license, you can electronically sign the application,
which includes a Certification of Responsibility that you must agree to.

If you do not have a Texas driver license or your license cannot be verified by the
system, you must download a file containing the Certification of Responsibility that you
must agree to and manually sign. Then you must scan the file and upload it.
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9.2.1 Electronically Signing the Application
1. On the eSign page displayed:

If you would like to e-sign this application, and you have a valid Texas driver license, fill out all the fields below and choose "Save
and Next." If you would prefer to provide a physical signature, or you have a driver license from another state, provide your first and
last name, and select "Other” for issuing state. You will be prompted to print, sign, and upload a Certification of Responsibility.

* First Name * Last Name SSN

* Driver License Issuing State

--None--

Date of Birth Driver License Number

Figure 247: Electronic Signhature Page

For First Name, type it in exactly as it appears on your driver license.

a
b. For Last Name, type it in exactly as it appears on your driver license.

o

For SSN, type in the numbers of your social security number.
d. From the Driver License Issuing State select Texas from the dropdown.

e. For Date of Birth, type in the mm/dd/yyyy (or select it from the calendar) that
appears on your driver license.

f. For Driver License Number, type in the numbers.

g. If the Audit Number field displays, type in the numbers that display on the side
of your license (or along the bottom).

2. Click SAVE AND NEXT.
3. On the Certification of Responsibility page:

Note: If the system cannot verify your information, continue with the section about
printing and signing the Certification of Responsibility in section 9.2.2.
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Certlﬁcatlon of Responsibility

The applicant or an authorized agent hereby certifies that statements made on this application and on
attachments and documents submitted are true, complete, and correct.

* Applicant acknowledges that the department may deny an application for a license or revoke or cancel 3
license if the applicant submits false or misleading information, makes a false statement, or refuses or fails
to provide information requested by the department.

e Applicant further acknowledges that making a false statement in an application for a license may subject
applicant to criminal prosecution. See Texas Occupations Code §2301.651, Texas Transportation Code
§503.034 and §503.038, Texas Government Code §2005.052 and §2005.053, Texas Penal Code §37.10, and
department rules.

e Applicant agrees to allow the Department to examine during working hours the ownership papers for each
registered or unregistered vehicle in the applicant’s possession or control,

® Applicant agrees to notify the TXDMV of 3 material change (including but not limited to a change in criminal
history) within a reasonable time.

e Applicant swears they are not at this time delinquent in any court-ordered obligation to pay child support.

® Applicant has complied with all applicable state laws and municipal ordinances.

Figure 248: Electronic Certification of Responsibility

a. Carefully read the terms and conditions.
b. Click I Agree.

c. Scroll down to the Sign Here field and type in your full legal name.

document and h the

| am applying an e-signature in my name to this ish & Submit Eleclronicallf-"_

Croaverter Deater

Converter. Dealer@mailinator. com

Figure 249: Electronic Signhature Page

d. Scroll back up to the top of the pop-up and click Finish & Submit
Electronically.

4. On the Thank You page pop-up, click CLOSE.

9.2.2 Printing and Manually Signing the Application
1. On the eSign page displayed:
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If you would like to e-sign this application, and you have a valid Texas driver license, fill out all the fields below and choose “Save
and Next.” If you would prefer to provide a physical signature, or you have a driver license from another state, provide your first and
last name, and select "Other” for issuing state. You will be prompted to print, sign, and upload a Certification of Responsibility.

* First Name * Last Name SSN

* Driver License issuing State

~None—

Date of Birth Driver License Number

Figure 250: Electronic Signature Information

a. For First Name, type it in exactly as it appears on your driver license/ID.
b. For Last Name, type it in exactly as it appears on your driver license/ID.
c. From the Driver License Issuing State dropdown, select Other.

2. Click SAVE AND NEXT.

3. Click the CERTIFICATION OF RESPONSIBILITY PDF link.

Certification of ResponsibilityC CERTIFICATION OF RESPONSIBILITY. PDF >
Choose File No file chosen NC ATTACHED FILE

Figure 251: Certification of Responsibility Link

a. On the PDF file, click the Printer icon to send the PDF to your local printer.

4. Carefully read the Certification of Responsibility document, then sign and date it.

Motor Vehicle Division
133



A eLicensing User Guide for
(( Iexas Department of Motor Vehicles Converter Licenses

Certlﬂcatlon of Responsibility

The applicant or an authorized agent hereby certifies that statements made on this application and on
attachments and documents submitted are true, complete, and correct.

® Applicant acknowledges that the department may deny an application for a license or revoke or cancel a
license if the applicant submits false or misleading information, makes a false statement, or refuses or fails
to provide information requested by the department.

® Applicant further acknowledges that making a false statement in an application for a license may subject
applicant to criminal prosecution. See Texas Occupations Code §2301.651, Texas Transportation Code
§503.034 and §503.038, Texas Government Code §2005.052 and §2005.053, Texas Penal Code §37.10, and
department rules.

e Applicant agrees to allow the Department to examine during working hours the ownership papers for each
registered or unregistered vehicle in the applicant’s possession or control.

® Applicant agrees to notify the TxDMV of a material change (including but not limited to a change in criminal
history) within a reasonable time.

e Applicant swears they are not at this time delinquent in any court-ordered obligation to pay child support.
Applicant has complied with all applicable state laws and municipal ordinances.

Date: Printed Name:

Authorized Signature:

Title:

Figure 252: Manually Sign the Certification of Responsibility

5. To upload and attach the signed document to this closure application:
a. Scan the document and save it.
b. On the eLICENSING page, click CHOOSE FILE.

c. Inthe Open Windows dialog box, navigate to the file, select it and then click
Open.

d. When the name of the file displays on the appropriate Attachments page
area, scroll to the bottom of the page and click UPLOAD.

Note: The name of the file displays to the far right of the uploaded file field. To
upload a different file, you can click UNDO or the red trash can.

6. Click SUBMIT.

9.3 Closure Application Confirmation Statement

After you have successfully submitted your application to close your license, you will
receive a notice from eLICENSING. Click CLOSE to return to the Welcome page.
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Your application has been submitted, A confirmation email has been sent to your email Franchise Dealer@maiiinator. com

You must retutn any plates, temporary tags, and plate receipts within 10 days 1o the TXDMV headguarters,
4000 Jackson Av, Austin, Texas 78731 or to your Reginal Service Center.

Items may be mailed or dropped off. For instructions on how to return plates, go to www. xdmv.gov and enter "Plate Return”
in the search box or call 1. 888 3684689 for additional inlormation

Figure 253: Notice that the Application was Submitted
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10. Making Payments

Converter Licenses

You can make payments separately from within a new license application or renewal
and if you have other fees and penalties issued to your organization.

1.

After logging in and displaying the Welcome page, click PAY on the Make a

Payment area.

Welcome

Choose an option below to get started

X K4 =

Figure 254: Welcome, Make a Payment

2. On the Organizations page, click the dropdown and select your organization.

D your account

Figure 255: Select Organization

3. On the Payment Summary page, select the appropriate item and click PAY
NOW.

My Applications

Application Number Total Fees (3) Fayment Status

Figure 256: Payment Summary Page

4. On the top portion of the Payment Summary page, click the application
checkbox you want to pay or click Select All.
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Applications for Payment

olect A

Physical Addross ; 123 MAIN ST, Travis, MANOR. 78945, Toxa JSA

Figure 257: Applications for Payment

5. On the bottom portion of the page, for Method of Payment, select the
appropriate option.

e Credit Card
e ACH/eCheck

Method of Payment

Cradit Card ACH9Chack

w
o]
o
o

Grand Total

Nt processing for s service be g in the 1otal transacbon ar 1 when payment s made by cred! card

omated Cleaning uss (ACH

Figure 258: Select Method of Payment

6. Click PROCEED TO PAY.

Credit Card Payment

1.

To pay fees with a Credit Card, in the Customer Information section on the
Payment page (to pay with an eCheck, go to ACH/eCheck Payment section).
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Figure 259: Credit Card Customer Information

a. For First Name, type in your first name as it appears on the credit card.
b. For Last Name, type in your last name as it appears on the credit card.
c. For Address, type in the number and name of the street used to bill the credit
card.
d. For Address 2 (optional), type in additional information such as the suite
number.
e. For City, type in the name of the city.
f. For State, select the name of the state from the dropdown.
g. For ZIP/Postal Code, type in the five number ZIP code (or the nine numbers
of the extended code).
h. For Phone, type in the phone number associated with the credit card holder.
2. Click Next.
3. In the Payment Info section:
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i
oo Card Number * crean Card Type
VidA
Expration Month *
v
| 1 Y&
’ | e v
ame ( eod Ca

Figure 260: Credit Card Information

For Credit Card Number, type in the numbers from the credit card.

o 9

For Expiration Month, select the appropriate month from the dropdown.

For Expiration Year, select the appropriate year from the dropdown.

o o

For Security Code, type in the number on the back of the card.

®

For Name, type in the name as it appears on the credit card.
f. Click Next.
4. In the Verification section, enter the characters from the image displayed.

EBMB3 |:

® CNABCIErS Mo Ihe Bbevt mage

Cancel ﬂwz‘ﬁ“’ﬁmi‘

Figure 261: Verification Image

5. Click Submit Payment.

6. After the Please Wait pop-up closes, be sure the Payment Status on the
Payment Summary page displays as Payment Successful.

Payment Status Payment Successful

u should receive an email with your Application Summary and recelpt for payment after the application and payment
recelved by TxDMV. If you have not recelved this emall at your contact emall address within 2 hours of submussion, please

heck the status of your payment der the "Make & Payment enu option

Figure 262: Payment Successful Status
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7. Click NEXT.

ACH/eCheck Payment

To pay fees with an ACH/eCheck, in the Customer Information section on the
Payment page:

1. Select the check box if the payment is being funded by a foreign source.
Otherwise, click NEXT.

Payment Type *

Q elect if this payment IS being funded specifically by a FOREIGN source (bank or company), an
national ACH Transaction ( )

Figure 263: Payment by Foreign Source

2. On the Customer Information page:

Complete all required fields [ * |
Country

United States

First Name * Last Name *

Address *

Address 2

City * State *

ZIP/Postal Code *

Phone * "
A

Figure 264: eCheck Customer Information

a. For First Name, type in your first name as it appears on the account used.
b. For Last Name, type in your last name as it appears on the account used.

For Address, type in the number and name of the street used for the account.

0o

d. For Address 2 (optional), type in the additional street information, such as the
suite number.

Motor Vehicle Division
140



‘ iy eLicensing User Guide for

4

[
X

( Texas Department of Motor Vehicles Converter Licenses

e. For City, type in the name of the city.
f. For State, select the name of the state from the dropdown.

g. For ZIP/Postal Code, type in the five-number Zip code (or the nine numbers of
the extended code).

h. For Phone, type in the phone number associated with the account.
3. Click NEXT.
4. On the Payment Info page:

Complete all required fields [ * ]
Name on Account *

Routing Number * Account Number * @)

I Re-enter Account Number *

® Checking 0 Savings

Figure 265: ACH/eCheck Payment Information

a. Enter the Name on the Account.
b. Enter the Routing Number.

Enter the Account Number.

o

d. Re-enter the Account Number.
e. Select whether the account is a Checking or Savings account.
5. Click NEXT.

6. Carefully read the Terms and Conditions. After reading the Terms and
Conditions, check the Yes box to authorize.
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Terms and Conditions Open a new window to print
Yes, | authorize this transaction. Piease print this page if you would like a copy of
this authorization for your records
By checking “Yes" and opting to pay by electronic debit against the bank account
specified above, | agree and stipulate to all statements

1. | am the legal owner, have power of attorney, or have legal authority in relation to the
bank account specified above to be used for payment

2 Such bank account is open, validly issued, in good standing and able to accept

Aobis,

‘es, | authorize this transaction

Figure 266: Terms and Conditions

7. Enter the characters from the verification image.

= E
I NACH@

Enter the characters from the above image:

Figure 267: Verification Page

8. Click SUBMIT PAYMENT.

9. After the Please Wait pop-up closes and the Payment Summary page displays,
verify that the Payment Status is Payment Successful.

Payment Status : Payment Successful
You should receive an email with your Application Summary and recelpt for payment after the application and payment is
recelved by TxDMV. If you have not recelved this emall at your contact emall address within 2 hours of submussion, please
check the status of your payment under the "Make & Payment”™ menu option

el

Figure 268: Payment Successful Status

10. Click NEXT.

11. You will receive a confirmation that your application was submitted
successfully.

12. Click CLOSE.
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