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TPWD LICENSE SALES SYSTEM GUIDE Connecting to the Database

Connecting to the Database
This section is ONLY for Thin Client CPU users. Agents using their own PC are given the web
link (url) to connect to the database.

Power on the Thin Client CPU.

From the HOME screen:
1. Left click the CLICK HERE TO ENTER LICENSE SALES SYSTEM link.

White-tailed Buck

Texas License Connection

/(CIick Here to Enter License Sales System)

Unauthorized use is prohibited. Use is subject to security testing and monitoring. Abuse is subject to criminal prosecution. No expectation

of privacy except as otherwise provided by applicable privacy laws

Note:
The appearance of the HOME screen may change from time to time; however, there will always

be a link to enter the License Sales System.
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TPWD LICENSE SALES SYSTEM GUIDE Selling Licenses and Other Items

Starting Menu Overview
The screen below is displayed once the system is connected to the database.
The options (excluding sales) from this screen are:

e System

o Help — Opens a new window and presents a help menu with a table of contents and index.

o System Info — Displays information about the user’s computer system and browser.

e Printer Setup

o Install Printer Font — Downloads the current license printer font file to the license printer,
where it is stored locally in the printer. This option should only be selected when the font

file has changed. On a Thin Client, this option does not function correctly unless the
license printer is properly installed.

o Install Printer Component — This option is not available on Thin Client CPU devices. It is
used only by agents using their own PC(s). Opens a screen with detailed instructions on

how to install the necessary components so the license printer is recognized.

e Print Samples

o Print Sample License — sends a sample license to the license printer to verify proper
license printer function.

o Print Sample Receipt — sends a sample receipt to the receipt printer to verify proper receipt

printer function.

TEXAS PARKS AND WILDLIFE DEPARTMENT

License Sales Application

Version 3.8
Engine E-1.3.1

Start Application Install Printer Font
Install Printer Component
m Print Sample License
Help Print Sample Receipt
System Info

This site is best viewed in Internet Explorer or
FireFox
Check Our Supported Browsers

as otherwise provided by applicable privacy laws.

Copyright @ 2017 Gordon-Darby.

Unauthorized use is prohibited. Use is subject to security testing and monitoring. Abuse is subject to criminal prosecution. No expectation of privacy except

Version 2017.05
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Starting Sales Application and Logging In

1. From the SALES MENU, left click the START APPLICATION link.

TEXAS PARKS AND WILDLIFE DEPARTMENT

License Sales Application

Version 3.8
Engine E-1.3.1

M Printer Setup
Start Application

Install Printer Font

Install Printer Component

Print Samples
Help

Print Sample License

Print Sample Receipt
System Info

This site is best viewed in Internet Explorer or FireFox
Check Our Supported Browsers

Unautharized use is prohibited. Use is subject to security testing and monitoring. Abuse is subject to criminal prosecution. No expectation of privacy except as otherwise provided by applicable
privacy laws.

Copyright © 2017 Gordon-Darby.
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TPWD LICENSE SALES SYSTEM GUIDE Selling Licenses and Other Items

2. From the LOGIN screen, enter the User ID and Password into the corresponding fields and left
click the LOGIN button.

On a thin client device, the POS ID is automatically populated.

On a non-thin client device (using own PC), the POS ID must be entered.

Leave Training as “No” for regular sales.

For training mode, select “Yes” from the Training pull-down. Sales and Voids can be done in
training mode; however, no actual data is saved. Nothing is recorded in training mode. Sales
transactions are not saved; customer additions or changes are not saved. An invalid license and
receipt are printed.

UserD:  [JSMITH |

TEXAS
_ Password: ||||||||||| |
PARKS &
e || POSID: | |
WILDLIFE o
Training: No w
| Login | | Clear | | Exit |

3. In order to complete the login, the User ID must be valid for this agent, the password must be
correct and the POS ID must be valid for the agent.
If one or more of the entries is incorrect, an error message will be displayed.

User ID: H ‘
TEXAS |
S Password: ‘ ‘
PARKS &
—_— POSID: | |
b Training: No W
‘ Login ‘ ‘ Clear ‘ ‘ Exit ‘

Invalid User ID, Password or POS ID entered.
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4. If the previous sales session was ended abnormally, the database may “think” the POS ID is in
use. The message below will be displayed. Left click the OK button.

Message from webpage

) !\ This POS ID is currently in use.

— |

5. The “in use” information is displayed for the user. The user can choose to release the POS
Device by left-clicking the RELEASE POS DEVICE button on the following screen. The user

should make sure that no other user has the POS ID in use on another PC (Thin Client CPU
POS IDs are fixed).

Agent User ID 3287

Gordon's Bait and Tackle
Al LB Gordon's Bait and Tackle

POS ID 1739 is in use by user JGORDON since 8/3/2013 7:29:34 PM.

| Release POS Device | ‘ Exit

Warning:
Releasing this POS ID may abort the existing user's session and result in failure of transactions.

6. A confirm window is displayed. Left-click the OK button. User must re-login.

Message from webpage

o Are you sure you want to release this POS 1D?

—_— QK Cancel
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7. The MAIN MENU is displayed.

The following menu options are described in subsequent sections of this guide:
e SALES
VOID
ADMINISTRATION
REPORTS
MESSAGES (Note that current message count and the last date a message was added is
displayed here for your convenience.)

The HELP option opens a new window with help topics available through a Table of Contents and
an Index.

The LOGOUT option logs the user out and returns to the LOGIN Screen.

SALES

VOID

ADMINISTRATION

REPORTS

MESSAGES: 1 LastMsg- 03/13/2017

HELP

LOG OUT
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Searching for a Customer

From the MAIN MENU:

1. Left click the SALES link.

/

ADMINISTRATION

REPORTS

MESSAGES: 1 Last Msg: 03/13/2017

HELP
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2. Enter the search criteria in the appropriate field and left click the corresponding SEARCH
button.

Find Another Customer m Show Cart m Cancel Order

Driver's License |TX ud klmi
OR \

First Name | | \

Last Name | |

poB (MmiDDrYYYY) [ i /] |
OR

Customer ID | | | Search |
OR

Document Number | | | Search |

| Cancel Search |

Switch To Business Customer Search

Notes:
¢ Pick any one of the available search criteria.

e Customer ID and Document Number are the most accurate search criteria. The Customer ID
and Document Number are printed on a previously issued license.

¢ Even if the customer is probably not a current customer, searching by driver’s license is useful.
It is possible, particularly for customers with a Texas driver’s license, that the database will
have most of the necessary information. This will save data entry time.

¢ If no customer information is located, a new customer record can be created, and data already
entered will be carried to the CUSTOMER DETAILS screen. Data entered for searching helps
complete the new customer record and saves time.

Version 2017.05 Page |8
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3. If more than one matching customer record is found, select the desired account and left click
the OK button. If none of the multiple customer records match the customer, left click the
CREATE A NEW CUSTOMER button.

Find Another Customer m m Checkout Cancel Order

| Back To Search Screen | Results: 2 | Create a New Customer |

Saloat) " Erankin TEEL 8/7/1933 2410 AMPEREDR 40299

Franklin Ben 81711933 1 DELL WAY 78682

TT——0R

4. If no customer is found in the search, either modify the entered search information and retry, or
left click the CREATE A NEW CUSTOMER button.

Find Another Customer m Show Cart Checkout @ Cancel Search

Driver's License |TX hd |
OR

First Name |George |

Last Name |J0nes |

DOB (MMDDAYYYY) 08 |/fo7 |i[1933 ]
OR

Customer 1D | |
OR

Document Number | |

Zero results found.

‘ Create a New Customer |

L

Switch To Business Customer Search =wnma

Note:

It is imperative that all efforts to locate the existing customer record are exhausted before a new
record is created.
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5. Once the customer record is found, verify the account information and left click the CONTINUE
button to proceed to the ITEM SELECTION screen. In the case of a new customer, enter all
required fields and left click the CONTINUE button.

Find Another Customer m Show Cart m Cancel Order

Personal Details

Residence Address [ IForeign
Llast Name [Frankin x| Address Line 1= [1DELL WAY |
First Name IBen I Address Line 2 | |
Middle Name
CityTown*  [ROUND ROCK |
Suffix State *
Height Feet| [inches| | County | Other ¥]
Eytla (;ollor Phone No. | |-| |‘| |
air Color , V] E-Mail Address | |
DOB MMDDYYYY)*  [08_]u[o7 ] YT I
ailing ress oreign

SSN [oooooooo
Affidavit Collected for SSN *** [] Same as Residency Address ]

) *hE EEREREEEL

Driver's License [TX_v|[BRs4g | Address Lina 1= |1DELL WAY |
Passport Number ** | | Address Line 2 | |
Passport Issuing Country | | City/Town * [ROUND ROCK
Customer ID 171240000003 Sl
Texas Resident? = Yes w .
Mittary Staus
Cancel | | Back To Search | | View Holdings | | Continue |
* Mandatory field

** Texas residency requires six months continvous residency with the infent to remain in the stafe If you sre on active military duty or are a military dependent, you are considered &
Texas resident.
** Only one field confaining this indicsfor is required.

Notes:
If the displayed customer is incorrect, left click the BACK TO SEARCH button.
The customer’s current holdings can be displayed by left clicking the VIEW HOLDINGS button.
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Selecting Items

Retrieve the customer’s record.

1.

The current customer for whom items are being selected is shown in the upper left portion of
the window.

First, select the Item Category (Combo, Hunting, Fishing, or Miscellaneous).
Items displayed are based upon the customer’s age, residency status, and current year
holdings.

Select the item by left clicking the ADD ITEM TO CART button.

Current Customer: |Ben Franklin v Add %

CustomerID:  {PENDING} | Update Customer Profile |

Purchase Override

Customer Name: Ben Franklin | View/Change Holdings |

2017 Recreational Sales

57.00

Add ltem To Cart Senior Resident Hunting

Add ltem To Cart Fed Duck Stamp $28.50

Add Item To Cart Hunting Lease Small (1 to 499 acres)

$19.00

$79.00

Add Item To Cart Hunting Lease Medium (500 to 999 acres) 5147.00

$252.00

Add ltem To Cart Hunting Lease Large (1000 and over acres)

Other options on the ITEM SELECTION screen are described on Page 16.
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TPWD LICENSE SALES SYSTEM GUIDE Selling Licenses and Other Items

2. As items are selected, additional details may be required.

Some items generate “Alert” windows to display pertinent information. Left click the OK button
to proceed.

Federal Duck Stamp will be mailed

Some items require a date range. Enter the date range, and left click the OK button to proceed.

Find Another Customer E Show Cart (5) Cancel Order

Item Name: (213) Resident One Day All Water Fishing License - 2017
Effective Dates (MMIDDIYYYY): | /[ |/ [through| — [1[ /] |

Equivalent tem Recommendation:

(232) Resident Saltwater Fishing Package Offer after 3 days
(233) Resident All Water Fishing Package Offer affer 3 days
(231) Resident Freshwater Fishing Package Offer affer 3 days

[ ok <emes

The user will be prompted for any required information as part of the item selection process.
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3. The SHOPPING CART CONTENTS screen is displayed automatically once an item is
selected and all associated information (quantity, ancillary data, etc.) has been entered.

At this point in the SHOPPING CART CONENTS screen, qualifying license item will generate
additional donation(s) option line(s). Select the appropriate donation(s) option(s) radio button.
A radio button must be selected to be able to checkout. If the customer does not elect to
donate, select the “No Thanks” radio button. Each customer with eligible item(s) in the
SHOPPING CART CONTENTS screen will be required to answer the donation questions.

Once the donation(s) selection(s) are made, more items can be added to this shopping
transaction by returning to the ITEM SELECTION screen. Left click the CONTINUE
SHOPPING button to return to that screen.

Customer Name: Ben Franklin Customer 1D: {PENDING}
Customer Specifications:

Height: Gender: EyeColor: DOB: 08/07/1933
Address: 1 DELL WAY ROUND ROCK TX 78682

Item # Item Description C'R | Valid From | Valid To |Lic. Year| Txn Qty | Fees ($)
138 |Fed Duck Stamp R | 017242017 | 03/09/2017 2017 Sale 1 2850 Remove
213 |Resident One Day All Water Fishing | 5 91282017 | 01282017 | 2017 | Sale [ 1 11.00| Remove
860 |Veterans Donation R | 017242017 | 08/31/2017 2017 Sale 1 5.00] Remove
Customer Total: |  $44.50)
1. Do you want to donate to support Texas Veterans?

(100 ® 5500 (0 $1000 (0 $2000 () No Thanks
2. Do you want to help feed hungry Texas families with a donation to Hunters for the Hungry?
(%100 08500 () $1000 ) $2000 ® No Thanks

Total Cart Fee: $44.50

/’?“ Continue Shopping || Checkout |
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TPWD LICENSE SALES SYSTEM GUIDE

Selling Licenses and Other Items

4.

There are numerous options available from the ITEM SELECTION screen:

Another customer can be added to the transaction by left clicking the FIND ANOTHER
CUSTOMER button or left clicking the ADD button.

If there is already more than one customer in this transaction, select the desired customer
from the pull-down list to the left of the ADD button.

To return to the CUSTOMER DETAILS screen, left click the UPDATE CUSTOMER
PROFILE button. Note certain changes to the customer profile may empty the cart for that
customer.

To view the customer’s current year holdings, left click the VIEW/CHANGE HOLDINGS
button.

The PURCHASE OVERRIDE button can be left clicked to access otherwise unavailable
items for this customer.

If there are items for sale for the NEW license year, they can be accessed by left clicking
the SHOW YYYY ITEMS button (YYYY is the new license year, 2014 in the example
below). Note that the NEW license year becomes the default on 8/15, and this button
becomes the OLD license year about to end (which would be 2013 if the date was between
8/15/2013 and 8/31/2013).

Find Another Customer E Show Cart (1) Checkout Cancel Order

Current Customer: |Ben Franklin »

Customer ID:

Customer Name: Ben Franklin

| Update Customer Profile |
> |

| View/Change Holdings | |

Purchase Override |

Show 2014 ltems

Miscellaneous

2013 Recreational Sales

Add ltem To Cart
Add Item To Cart
Add Item To Cart
Add Item To Cart
Add Item To Cart
Add Item To Cart
Add ltem To Cart
Add ltem To Cart
Add ltem To Cart
Add Item To Cart

Add ltem To Cart

Senior Resident Hunting

Resident Trapper's

Hunting Lease Small (1 to 499 acres)

Hunting Lease Medium (500 to 999 acres)

Hunting Lease Large (1000 and over acres)

Archery Hunting Stamp

HIP Certification

Fed Duck Stamp

Upland Game Bird Stamp

Migratory Game Bird Stamp

Annual Public Hunting Permit

Version 2017.05
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Selling Licenses and Other Items

5. From the SHOPPING CART CONTENTS screen, review the customer’s order for accuracy.
To remove an item from the shopping cart, left click the REMOVE link.
Left click the CHECKOUT button to proceed to checkout.

Customer Name: Ben Franklin Customer ID: {PENDING}
Customer Specifications:

Height: Gender: EyeColor: DOB: 08/07/1933
Address: 1 DELL WAY ROUND ROCK TX 78652
Item # Item Description C\R | Valid From | Valid To |Lic.Year| Txn Qty |Fees(3) ]
138 |Fed Duck Stamp 01242017 | 03/09/2017 | 2017 Sale 1 28.50] Remove
213 Egz'r"j:;‘ One Day All Water Fishing 01/28/2017 | 0172872017 | 2017 | Sale 1 11.00] Remove
860 |Veterans Donation 01/24/2017 | 08/31/2017 | 2017 Sale 1 5.00] Remove
Customer Total: | $44.50|

) §1.00 @ $5.00

1. Do you want to donate to support Texas Veterans?
(0 $10.00 0 $20.00 ) No Thanks
2. Do you want to help feed hungry Texas families with a donation to Hunters for the Hungry?

() 8§1.00 8500 () $1000 0 $2000 @ No Thanks

Continue Shopping

Total Cart Fee: $44.50

Checkout

e

Version 2017.05
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TPWD LICENSE SALES SYSTEM GUIDE

Selling Licenses and Other Items

6. Select the appropriate method of payment and fill out any additional payment information that
may be required (i.e., check number, credit card type).

7. To finalize the sale, left click the PRINT AND SAVE button.

| Find Another Gustomer | Sales J| ShowGarti2) || Checkout | Cancel order | Logout |

Total Sales: $44 50

® Cash

) Check Check #

Sales Person:

() Credit Card Card Type:
() Debit Card  Card Type:

[JGORDON

Cancel Order |

Go Back

| Print and Save |

Notes:

Once the PRINT AND SAVE button has been pressed, the transaction is final.
To make changes to the transaction after that point, the order must be voided.

The CANCEL ORDER button will empty the shopping cart and return user to MAIN MENU.
The GO BACK button will return you to the SHOPPING CART CONTENTS screen.

Version 2017.05
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TPWD LICENSE SALES SYSTEM GUIDE Printing and Print Verification

Printing a License
1. Left click the OK button to proceed.

Message from webpage &J

! . Your Transaction was saved.

[

f—

2. From the PRINT VERIFICATION screen, first determine if all documents printed correctly.
If all documents printed correctly, left click the MARK ALL AS PRINTED button and then left

click the OK button.

Please check the printing of the documents. The "Mark All As Printed" button will automatically select Printed for all documents.
If printing is correct, select the "OK" button to continue, otherwise select the documents which misprinted and select the "Reprint”
button to reprint the documents or the "Void Transaction" button to void the entire order.

Document # Printed Print Error
152960000002 O Printed O Print Error
| oK | | Mark All As Printed | Reprint Void Transaction
= L .

- \

3. If any of the documents printed but the print quality was poor or the license(s) did not fit onto
one license panel, make the necessary adjustments to the License Printer.

Select the PRINT ERROR radio button for each document that did not print correctly and then
left click the REPRINT button to reprint the document(s).
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Please check the printing of the documents. The "Mark All As Printed” button will automatically select Printed for all documents.
If printing is correct, select the "OK" button to continue, otherwise select the documents which misprinted and select the "Reprint”
button to reprint the documents or the "Void Transaction™ button to void the entire order.

Document # Printed Print Error
152960000002 O Printed @® Print Error
—
| ok | | MarkAlAsPinted | | Reprint | | Void Transaction |

N

A maximum of three reprints can be performed before the REPRINT button becomes inactive.
After the original print and three reprint attempts, the license must either be accepted as correct
and final by left clicking the OK button or it will be automatically voided when another reprint
attempt is made.

Notes:

Selection of the VOID TRANSACTION button will void all documents listed on the PRINT
VERIFICATION screen and take the user directly to the TRANSACTION RECEIPT screen for
printing.

All voided documents must be returned to TPWD Headquarters within 45 days.
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Printing a Receipt

4. Left click the NETWORK PRINT (PC only) or the RECEIPT PRINT button (Thin Client only) to
print the receipt.

Left click the DONE button to continue.

TEXAS PARKS AND WILDLIFE

Receipt

Date: 01/24/2017 5:58 PM
Trans ID: 152980000002
Agent |D: 8460
POSID: 1529
Clerk ID: JDOE

Payment
Type: L2t

Licensee: Ben Franklin
Customer #: 152940000002

Doc #: 152960000002

213 - Res One Day All Water 17 1 $11.00
138 - Fed Duck Stamp 17 1 $238.50

Doc #: 152960000003

860 - Veterans Donation 1 $5.00

Total: 5 44.50

S

Done || Network Print || Receipt Print |
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Replacing a License
Identifying the Customer
1. Retrieve the customer’s record.

The customer’s holding can be viewed from either the CUSTOMER DETAILS screen

or the ITEM SELECTION screen.

2. From the CUSTOMER DETAILS screen, left click the VIEW HOLDINGS button.

Find Another Customer | sales ] show Cart ] Checkout ] Cancel Order § Logout |

Personal Details

Last Name * |Frank|in ® |
First Name * |Ben |
Middle Name | |
Suffix

Gender

Height Fest Inches I:I
Eye Color

Hair Color

DOB (MM/DD/YYYY) [os |ifo7 ]#[1933 |

xxx AREETRTEL

SSN Poooooooot)
Affidavit Collected for SSN *=* []

Residence Address [ Residential Address Is Foreign
Address Line 1 * |2410 AMPERE DR |
Address Line 2 | |

City/Town * |LOUISVILLE |
State *
Phone Mo. | |—| || |

E-Mail Address |

Mailing Address | Mailing Address Is Foreign
Same as Residency Address [

Address Line 1* 2410 AMPERE DR |
Address Line 2 | |

Texas resident.
== Only one field containing this indicator is required.

Driver's License [Tx V|| |

Passport Number *=* | | City/Town * |LOUISVILLE

Passport Issuing Country | | State *

Customer D I Zip*

Texas Resident? = No v

Military Status [None v|

Cancel | | Back To Search Continue

* Mandatory field

** Texgs residency requires six months continuous residency with the infent fo remain in the state. If you are on active military duly

& military dependesnt, you are considerad a

Version 2017.05
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Replacing a License

VIEW/CHANGE HOLDINGS button.

3. To select the item(s) to be replaced from the ITEM SELECTION screen, left click the

Find Another Customer m Show Cart Checkout Cancel Order m

Customer ID:

Current Customer: |Ben Franklin v

Customer Name: Ben Franklin

| Update Customer Profile |

| Purchase Qverride |

| View/Change Holdings | k

| Show 2014 Items

Hunting

Fishing

Miscellaneous

Add ltem To Cart
Add Item To Cart
Add ltem To Cart
Add Item To Cart
Add Item To Cart
Add Item To Cart
Add Item To Cart
Add Item To Cart
Add Item To Cart
Add Item To Cart

Add Item To Cart

2013 Recreational Sales

Senior Resident Hunting

Resident Trapper's

Hunting Lease Small (1 to 499 acres)

Hunting Lease Medium (500 to 399 acres)

Hunting Lease Large (1000 and over acres)

Archery Hunting Stamp

HIP Certification

Fed Duck Stamp

Upland Game Bird Stamp

Migratory Game Bird Stamp

Annual Public Hunting Permit

Version 2017.05
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4. From the CUSTOMER HOLDINGS screen, choose the desired license(s) to replace by
selecting the corresponding option button(s).

#1529600000022
Customer Name: Ben Franklin
customer D: | NEGGE
Document Number: 152960000022 Inventory Replacement-—hlpgrade}l Replace
Item # Item Description C\R |Quantity| Year | Valid From | Valid To Replaceable Fee
102 Senior Resident Hunting R 1 2017 | 03/14/2017 | 08/31/2017 Yes $6.00
Total:| $6.00
Document Number: 152960000021 Inventory Replacement Upgrade Replace
Item # Item Description C\R |Quantity| Year Valid From Valid To Replaceable Fee
115 Non-Resident Trapper R 1 2017 | 03/14/2017 | 08/31/2017 Yes $3.00]
Total:| $3.00
Document Number: 152960000002 Inventory Replacement Upgrade Replace
Item # Item Description C\R |Quantity| Year | Valid From Valid To |Replaceable| Fee
g | Focka Sue Qe ALNERGE 1 2017 | 08/01/2017 | 08/02/2017 |  Yes  [$10.00
138 Fed Duck Stamp R 1 2017 | 03/14/2017 | 04/27/2017 Yes $3.00
Total:{$13.00
Document Number: 152960000003 Inventory Replacement Upgrade Replace
Item # Item Description C\R |Quantity| Year | Valid From | Valid To Replaceable Fee
860 Veterans Donation R 1 2017 | 03/14/2017 | 08/31/2017
Total: $0.00
I:l Indicates Recreational Licenses Go Back
Indicates Commercial Licenses

5. Left click the OK button to confirm the license replacement.

| |

'9 Are you sure you want to replace Document #1529600000022

_)l ook |[ Cancel
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6. Left click the OK button to confirm that TPWD’s Replacement Form 341 has been signed by
the customer.

Agent must obtain a signed copy of TPW's Replacement form
/ ® % 341 that shows the contents of replacement license,
The original form must be sent to TPW.

Note: TPWD'’s Replacement Form 341 can be obtained from TPWD'’s website at
http://www.tpwd.state.tx.us/ Left click the “Doing Business” link and then the “Agency Forms” link.

7. If there are tags associated with the license, the SELECT USED TAGS screen will be
displayed. Ask the customer which tags have already been used. Mark the tags used by
checking the appropriate box(s). Then left click the CONTINUE button.

Used tag(s) will not print on the replacement license.

Use the diagram below to mark off tags that have been used.
Not a Tag Not a Tag Not a Tag #11 MULE DEER
BUCK OR ANTLERLESS
CUT OUT TAG DATE
O
#2 RIO GRANDE TURKEY Not a Tag Not a Tag Not a Tag #10 MULE DEER
valid only in county with ANTLERLESS ONLY
bag limit of 4 turkeys SEE OUTDOOR ANNUAL
CUT OUT TAG DATE
] O
#3 EASTERN ORRIO #0 WHITE-TAILED DEER
GRANDE BUCK OR ANTLERLESS
TURKEY in any co. with CUT OUT TAG DATE
bag limit of 1 OR Rio in
co. with bag limit of 4 o O
#4 RIO GRANDE TURKEY #5 WHITE-TAILED DEER #6 WHITE-TAILED DEER #7 WHITE-TAILED DEER #3 WHITE-TAILED DEER
in county with bag limit ANTLERLESS ONLY ANTLERLESS ONLY BUCK OR ANTLERLESS BUCK OR ANTLERLESS
of 1 turkey or 4 turkeys CUT OUT TAG DATE CUT OUT TAG DATE CUT OUT TAG DATE CUT QUT TAG DATE
NOT VALID IN EAST TEXAS
O O O
Quwe | o
. Used
] Not Applicable \

The replacement item is then added to the shopping cart, which is automatically displayed. The
conclusion of the sale is identical to a non-replacement item sale.
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Voiding a License
1. From the MAIN MENU, left click the VOID button.

SALES

=4 | VOID

ADMINISTRATION

REPORTS

MESSAGES: 1  Lastmsg: 03132017

LOG OUT

HELP

2. Enter the search criteria into the appropriate field and left click the corresponding SEARCH
button.

Find Another Customer m Show Cart m Cancel Order

Driver's License |TX e |
OR

First Name | |

Last Name | |

DOB (MMDDIYYYY) [ [ /] |
OR

Customer ID | | |
ap

|Dacument Number | | |

Cancel Search |

Switch To Business Customer Search

Note:
The preferred method of search is using the Document Number from the license being voided.
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3. From the CUSTOMER DETAILS screen, verify that the correct customer record has been
selected and left click the VOID button.

Personal Details

: Residence Address [ ] Residential Address Is Foreign
L:ast Name * [Franklin x] Address Line 1* [2410 AMPERE DR |
First Name * [Ben | Address Line2 | |
Middle Name | | CityTown*  [LOUISVILLE |
Suffix State *

Gender .
Zip * 40299 ||3865
Height Feet Inches |:| B

Phone No. - l
Eye Colo , L[
Hair Colar E-Mail Address |
DOB (MM/DD/YYYY) * [o8_|ifo7 |/[1933 | bl e [IMailing Address Is Foreign
SSN (30000000) *** prrvvveTe Same as Residency Address [
Affidavit Collected for SSN == [] Address Line 1* |2410 AMPERE DR |
Driver's License [TX v|| | Address Line 2 | |
Passport Number ** | | City/Town * |LOUISVILLE
Passport Issuing Country | | State *
Customer 1D I Z 029 3855
Texas Residant? ** No w
Military Status [None v|
Cancel | | Back To Search
* Mandatory field
** Texas residency requires six months continuous residency with the infent fo remain in the state. If you are on acfive military duly or are & military dependent, o considered 8
Texas resident.

== Oy one field containing this indicator is required.
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4. From the CUSTOMER HOLDINGS screen, select the document to be voided by choosing the
corresponding VOID option button.

Customer Name: Ben Franklin
customer ID: NN
Document Number: 152960000022 Void
Item # Item Description C\R |Quantity| Year Valid From Valid To Voidable Fee
102 Senior Resident Hunting R 1 2017 03/14/2017 | 08/31/2017 Yes $7.00
Total: $7.00
Document Number: 152960000021 Void
Item # Item Description C\R |Quantity| Year Valid From Valid To Voidable Fee
115 Non-Resident Trapper R 1 2017 03/14/2017 | 08/31/2017 Yes $315.00
Total: $315.00
Document Number: 152960000002 —)I Void
Item # Item Description C\R |Quantity| Year Valid From Valid To |Voidable| Fee
213 Resident One Day All Water Fishing License R 1 2017 08/01/2017 | 08/02/2017 Yes |$22.00
138 Fed Duck Stamp R 1 2017 03/14/2017 | 04/27/2017 Yes |$28.50
Total:| $50.50
Document Number: 152960000003 Void
Item # Item Description C\R |Quantity| Year Valid From Valid To Voidable Fee
860 Veterans Donation R 1 2017 03/14/2017 | 08/31/2017 Yes $5.00
Total: $5.00
I:l Indicates Recreational Licenses Go Back
Indicates Commercial Licenses

Note:

If the VOID option button is grayed out and the Voidable status is Call TPWD, this indicates that
the 48-hour timeframe to void the license has expired or the item was sold by another agent.
TPWD authorization is required if outside of issuing agent void period.
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Voiding a License

5. Left click the OK button to confirm the correct document has been selected to be voided.

-—

Message from webpage

'e Are you sure you want to void Document #1529600000027

Select "OK" to continue with the void process.

Select "Cancel” to stay on this page and NOT continue.

[ OK ‘ Cancel

6. From the REASON FOR VOID screen, choose the appropriate reason that the document is
being voided by selecting the corresponding option.
Certain reasons require that a description be entered.

7. When finished, left click the CONTINUE button.

Document # 152960000002

Void Reason: | Other... v

Description:

Cancel

Back

Continue
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8. A prompt window will be displayed as a reminder to collect the document from the customer.
Left click the OK button to continue to checkout.

Callect the document from the customer.

9. The CHECKOUT screen is identical to the CHECKOUT screen in sales and defaults to original
transaction payment method.

Total Sales: $-50.50

Cash
Check Check #:
Credit Card Card Type:

Debit Card Card Type:

Sales Person: |TNguyen ‘

Cancel Order ‘ | Go Back | | Print and Save
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10. The TRANSACTION RECEIPT screen is identical to the TRANSACTION RECEIPT in sales,
but the amounts are negative, indicating a refund.

TEXAS PARKS AND WILDLIFE

Receipt

Date: 03/14/2017 10:24 AM
Trans ID: 152980000019
Agent ID: 8460

POS ID: 1529

Clerk ID: TNguyen
.'??g;‘;‘em CASH

Licensee: Ben Franklin

Customer #: N

Doc #: 152960000019

[TEm YR J[arY ][ AMOUNT ]
213 - Res One Day All Water 17 1 $-22.00
138 - Fed Duck Stamp 1 1 $-28.50

Total: $-50.50

Done Network Print Receipt Print \

Void Rules

1. | Documents can only be voided within 48 hours of the original sale.

2. | After 48 hours, the Agent must contact TPWD at 800-792-1112 for void authorization.

Documents can only be voided as part of a single transaction and have same payment
type as the original sale.
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Change User Password

This function allows any user to change their password at any time.
This feature can be used when the user knows their current password.
The system will force users to change their password from time to time.

1. From the MAIN MENU, left click the ADMINISTRATION button.

SALES

=3 ADMINISTRATION

REPORTS

MESSAGES: 1 LastMsg: 03/13/2017

LOG OUT

T <
o |g
= ]

2. From the ADMINISTRATION MENU, left click the CHANGE PASSWORD button.

CLERK MAINTENANCE

CHANGE PASSWORD
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Administration

3. From the CHANGE PASSWORD screen, enter the current (old) password, the new password,

and reenter the new password.

Password requirements are shown on the screen.
Left click the SUBMIT button to continue.

Name : JAMES GORDON
User ID : JGORDON

Old Password *

New Password (10 characters maximum) 7 |nnonu

Confirm New Password *

* Mandatory fields
—>
e
Password Requirements:

1) Cannot be the same as the User ID
2) Must be between 8 and 10 characters
3) Contain 2 numeric characters
4) Contain at least two (2) of the following:
a. Upper case letter
b. Lower case lefter
c. Special characters

successful.

Left click the OK button to continue.

Message from webpage

Your password has been successfully changed.

o]

A message window confirming the change will be displayed if the password change was
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CLERK MAINTENANCE

There are three types of User ID’s available for use in the License Sales System:
e Primary Location Manager
e Secondary Location Manager
e Clerk.

Each User ID’s role is discussed below:

e Primary Location Manager (PLM) privilege allows the user to perform all sales and
management procedures. There is only one PLM per agent. The PLM is set up by TPWD,
cannot be inactivated through the License Sales System, and has a password that cannot
be reset locally (the PLM must contact the Help Desk).

e Secondary Location Manager (SLM) privilege allows the user to perform all sales and
management procedures as determined by the PLM, including adding, changing and
inactivating clerks and other SLMs.

e Clerk privilege allows the user to perform all sales procedures but not necessarily all
management procedures. Management procedures are individually selected and assigned
by the Primary or Secondary Location Manager.

At each location, only one person is assigned as the PLM. In locations with many employees,
more than one user may be assigned SLM or Clerk privileges to be able to sell licenses, as well
as access management functions.

Authorized users (PLM and others authorized by the PLM) can:

Reset User’'s Password
Add Users

Edit Users

Inactivate Users

Each of these functions is available from the CLERK MAINTENANCE screen.
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Access CLERK MAINTENANCE Screen

This function allows authorized users (as set in the user configuration) to reset another user’s
password.

1. From the MAIN MENU, left click the ADMINISTRATION button.

SALES

|

T <
& |g
F o

ADMINISTRATION

REPORTS

MESSAGES: 1 LastMsg:03/13/2017

LOG OUT

2. From the ADMINISTRATION MENU screen, left click the CLERK MAINTENANCE button.

CLERK MAINTENANCE

CHANGE PASSWORD
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Adding Users
This function allows authorized users (as set in the user configuration) to add new users.

1. Access the CLERK MAINTENANCE screen (ADMINISTRATION button from MAIN MENU,
then CLERK MAINTENANCE button).
2. Left click the ADD CLERK button.

View Review ; . . View/Print Change
Selectf Name | Userip | TPw | Order| Order Pocolint (| er V";ﬂ"‘;’:;"&:g'r't" Outstanding Payment
Mail Notice PO Documents Type
() |Deb Powers |DebPowers| Yes Yes Yes Yes Yes Yes Yes Yes
® ‘é%ﬂR%SON JGORDON|  Yes Yes Yes Yes Yes Yes Yes Yes
o=l
@ Unverzagt Joell) Yes Yes Yes Yes Yes Yes Yes Yes
~  |Joshua
O IManturfe Joshualv Yes Yes Yes Yes Yes Yes Yes Yes
-~ |Robert
Al Robk Yes Yes Yes Yes Yes Yes Yes Yes
) |Steve Smith |SteveS Yes Yes Yes Yes Yes Yes Yes Yes
® Eﬁlvemagt TimU Yes Yes Yes Yes Yes Yes Yes Yes
Edit Clerk | | nactivateclek | || Add Clerk || | ResetSelected Clerk's Password
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3. From the ADD NEW CLERK screen, enter the Clerk’s last name, first name and desired User

ID into the corresponding fields.
4. Select the clerk type (SLM or Clerk).

5. Select desired permissions. Note certain permissions (View TPW Mail, Order Stock and Order
Inventory) are not currently implemented; they are left here for future use and system

compatibility.

6. Left click the SUBMIT button to add the Clerk’s account.

Clerk Maintenance

Last Name *
First Name *

User D *

Administration

|Tippin

|Aar0n

|ATIPPIN

User ID must be 1 to 10 characters in length

SLM or Clerk
Grant All Permissions O
View TPW Mail ® Yes U No
Order Stock ® Yes U No
Order Inventory ® Yes U No
Review Account Notice ® Yes U No
View/Print Shift Report ®YesONo [€—
View/Print Daily Sales Report ® Yes U No
View/Print Outstanding Documents ® Yes U No
Change Payment Type ® Yes U No
Ability to Add Clerk ® Yes O No
Ability to Inactivate Clerk ® Yes ONo
Ability to Edit Clerk ®Yes ONo
* Mandatory fields
e —

7. Give the temporary password to the new user.
Left click the OK button to continue.

in.

Message from webpage

! _ User: ATIPPIN has been created.
L% New Password: UG#js2u7

The user will be prompted to change this password upon logging
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Reset User’s Password

This function allows authorized users (as set in the user configuration) to reset another user’'s
password.

The “new” password is temporary and allows the user to log in and change their password to
something known only to them.

This feature can NOT be used to reset the password for the Primary Location Manager. The
Primary Location Manager must contact the Help Desk to reset their password.

1. Access the CLERK MAINTENANCE screen (ADMINISTRATION button from MAIN MENU,
then CLERK MAINTENANCE button).

2. Select the user to reset by left clicking the button next to the user’'s name.

3. Left click the RESET SELECTED CLERK’S PASSWORD button.

View Review ; . . View/Print Change
Selectl Name | Userip | TPw | Order| Order Account | opewernt | ViewPratDaily | gurstanding Payment
Mail Notice PO L Documents Type
) [Deb Powers [DebPowers| Yes Yes Yes Yes Yes Yes Yes Yes
® gl\ir)ﬂR%SON JGORDON|  Yes Yes Yes Yes Yes Yes Yes Yes
~ Poel
» Unverzagt Joell) Yes Yes Yes Yes Yes Yes Yes Yes
~. Moshua
O Bacnturfe Joshualv Yes Yes Yes Yes Yes Yes Yes Yes
~, [Robert
B | iy Robk Yes Yes Yes Yes Yes Yes Yes Yes
() feteve Smith |SteveS Yes Yes Yes Yes Yes Yes Yes Yes
—~ im "
@ Iznmmagt TimU Yes Yes Yes Yes Yes Yes Yes Yes
Edit Clerk | | inactivateclek | | Add Clerk | || ResetSelected Clerk's Password | e
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4. Left click the OK button to confirm the reset.

Message from webpage

o Are you sure you want to reset the password for this clerk?

5. Give the new temporary password to the user.
Left click the OK button to continue.

Message from webpage

. Password for user SGORDON has been successfully changed.
L&\ New Password: gdi*0427

The user will be prompted to change this password upon logging
in.

Note:
Passwords are case sensitive.
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Editing Users

This function allows authorized users (as set in the user configuration) to edit user information and
permissions.

1. Access the CLERK MAINTENANCE screen (ADMINISTRATION button from MAIN MENU,
then CLERK MAINTENANCE button).

2. Select the desired account to be edited by left clicking the button next to the user’s name.

3. Left click the EDIT CLERK button.

View Review . : : View/Print Change
Selectf Name | UseriD | TPW | Order| Order | pceoune | ViewlPrint V;ﬁ"&:ﬂ" Outstanding Payment
Mail Notice B2 Documents Type
Il @ Jaaron Tippin [ATPPIN | Yes | ves Yes Yes Yes Yes Yes Yes
o |Deb Powers |DebPowers| Yes Yes Yes Yes Yes Yes Yes Yes
O ‘é%hé%SoN JGORDON| Yes Yes Yes Yes Yes Yes Yes Yes
@) ‘l{lcr’lzlemagt Joell Yes Yes Yes Yes Yes Yes Yes Yes
~. |Joshua
O IMelnturfe JoshuaM Yes Yes Yes Yes Yes Yes Yes Yes
® Eeog(nagdy RobK Yes Yes Yes Yes Yes Yes Yes Yes
1 |Steve Smith |SteveS Yes Yes Yes Yes Yes Yes Yes Yes
O IJTvemagt TimU Yes Yes Yes Yes Yes Yes Yes Yes
—_— Edit Clerk || | InactivateClerk | | Add Clerk | | ResetSelected Clerk's Password
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4. Make the desired changes to the Clerk’s information and permissions.
5. Left click the SUBMIT button.

Last Name * |Tippin |
First Name * |Aar0n |
User ID * ATIPPIN
SLM or Clerk
Grant All Permissions il
View TPW Mail ® Yes O No
Order Stock ® Yes O No
Order Inventory ® Yes O No
Review Account Notice ® Yes O No
View/Print Shift Report ® Yes O No
View/Print Daily Sales Report ® Yes O No
View/Print Outstanding Documents ®) Yes () No
Change Payment Type ® Yes O No
Ability to Add Clerk ® Yes' 'No
Ability to Inactivate Clerk ® Yes Mo
Ability to Edit Clerk ® Yes No
* Mandatory fields
u |
—

6. An info window will be displayed showing that the Clerk was updated.
Left click the OK button to continue.

Message from webpage

!)\ Clerk "ATIPPIN" has been updated successfully.
P LN

— =]

Note:

The only field that cannot be edited from the EDIT CLERK screen is the User ID. To change the
User ID, the existing clerk account must be inactivated and added with the new User ID.
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Inactivating Users

This function allows authorized users (as set in the user configuration) to deactivate users. Note
the user is not actually deleted from historical records. Once inactivated, that user ID at that agent
ID cannot be reused.

1. Access the CLERK MAINTENANCE screen (ADMINISTRATION button from MAIN MENU,
then CLERK MAINTENANCE button).

2. Select the desired account to be edited by left clicking the button next to the user’s name.

3. Left click the INACTIVATE CLERK button.

View Review . : : View/Print Change
Selectf Name | UseriD | TPW | Order) Order Account | grewrPrint | ViewPrintDaily | outstanding Payment
Mail Notice B2 i Documents Type
) |Deb Powers |DebPowers| Yes Yes Yes Yes Yes Yes Yes Yes
O |[B850on WGORDON| Yes | Yes Yes Yes Yes Yes Yes Yes
O ‘l{lcr’lE\!:emagt JoelU Yes Yes Yes Yes Yes Yes Yes Yes
~.  |Joshua
O |Melnture Joshualv Yes Yes Yes Yes Yes Yes Yes Yes
RobK Yes Yes Yes Yes Yes Yes Yes Yes
SGORDON]  Yes Yes Yes Yes Yes Yes Yes Yes
SteveS Yes Yes Yes Yes Yes Yes Yes Yes
TimU Yes Yes Yes Yes Yes Yes Yes Yes
Edit Clerk | || nactivaeclerk | | | Add Cleri | | ResetSelected Clerk's Password
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4. A confirm window is displayed.
Proceed ONLY if you want to inactivate the user. The action is irreversible.
Left click the OK button to confirm.

Message from webpage

o Are you sure you want to inactivate this clerk?
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Generating Reports

There are six different reports available via the License Sales System. Accessibility to each report
is based upon each User ID’s permissions. The six different reports are discussed below.

Reports Description

Shows all transactions completed at this Point of Sale location (POS
ID) since the last Shift Report was generated.

Shift Report Note a Shift Report is automatically generated for each POS ID at
midnight, so the first use of this function during a day will report the
shift from midnight until the time the Shift Report was generated.

Shows all completed transactions for the date selected. This report

Past Shift Report does NOT generate a Shift Report; it displays Shift Reports already
generated.

Daily Sales Report Summarizes the selected day’s sales.

Outstanding Lists all voided documents to be returned from the agent location to

Documents Report TPWD.

_ Summarizes the total amount due to TPWD for a given billing period,
Account Notice as well as the amount TPWD will debit from the Agent’s Account for
the billing period.

Reports the account notices for the past billing periods. Note that a
Past Account Notice day in which an account notice was generated must be selected to
display that account notice.

Note:
A date will be required when selecting the following reports:

Past Shift Report

Daily Sales Report

Outstanding Documents Report
Past Account Notice
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1. To access the REPORTS screen, left click the REPORTS button on the MAIN MENU screen.

SALES

VoID

ADMINISTRATION

REPORTS

MESSAGES: 1  rastmsg: 07232013

HELP

LOG OUT

2. Left click the desired report. In the example below, the GENERATE SHIFT REPORT button is
selected.

GENERATE SHIFT REPORT

PAST SHIFT REPORT

DAILY SALES REPORT

OUTSTANDING DOCUMENTS

ACCOUNT NOTICE

PAST ACCOUNT NOTICE
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3. The selected report is displayed.
Left click the NETWORK PRINT button (not available on Thin Client) or the RECEIPT PRINT
button (Thin Client only) to print the report.

4. Left click the DONE button to continue.

I I s =

\ Done || NetworkPrint || ReceiptPrint |

Shift Report
Report Printed On : 8/4/2013 8:40:12 AM

AGENTID: 3287

Gordon's Bait and Tackle

123 MAIN

AUSTIN, TX 78744

Requesting POS 1ID: 1739

Shift Report #: 2346

Shift Period

From: 8/4/2013 8:38:48 AM
To: 8/4/2013 8:40:12 AM

Distribution By Payment Method
| Description || Amount |
Cash $19.00
Total $19.00
Transactions
| Trans ID " Trans Date & Time " Pay " Fee |
173980000018 “8’04"20;3;108339354 Cash $19.00

Total $19.00

5. For reports requiring a date or date range, enter the desired date(s) and left click the
SUBMIT button.

Generate Shift Past Shift Daily Sales Outstanding ACcoURtNotice Past Account
Report Report Report Documents - Notice

Past Shift Report

Enter Date { MM/DD/YYYY )
—_—
% Submit l Cancel

—]
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Generating Reports

6. Note, on the PAST ACCOUNT NOTICE REPORT, a date equal to an account notice date
must be entered to return a valid past account notice.

Enter Date ( MM/DDAYYYY )

——————3pl| submit | cCancel |

12 Most Recent Account Notices

Account #
1746740| 07/29/2013
1744707| 07/22/2013
1742674| 07/15/2013
1740641 07/08/2013
1738601 07/01/2013
1736578 06/24 /2013

"

Billing From Billing To Amount
D7/22/2013 07/28/2013 $520.60
07/15/2013 07/21/2013 $.00
D7/08/2013 07/14/2013 $.00
D7/01/2013 07/07/2013 $616.75
D6/24/2013 06/30/2013 $.00
D6/17/2013 06/23/2013 $368.60

Generate Shift Past Shift Daily Sales Outstanding . Past Account
e T b Account Notice@ —————————
Report Report Report Documents - Notice

Version 2017.05

Page |45




TPWD LICENSE SALES SYSTEM GUIDE

Messages

1. To access the MESSAGES screen, left click the MESSAGES button on the MAIN MENU
screen. Note that the current message count and the date on which the last message was
posted are displayed for easy reference.

SALES

ADMINISTRATION

REPORTS
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2. The MESSAGE CENTER screen is displayed.
Messages are displayed with the newest message at the top.

3. Left click the GO BACK button to continue.

| Go Back | | Log Qut |

Message #16  Sent 08/01/2013 Expires 08/11/2013
From: TPWD License

Subject: test future message

Message: Testing Againll testing sending a message in the future 4 blank lines above me.

Message #5 Sent 07/23/2013 Expires 08/02/2013
From: TPWD Marketing

Subject:  Sell more licenseslill

Message: Get everyone in the store to buy a licensell

| Go Back | | Log Out

Notes:

Some messages are for the PLM only. So the message count and last date posted may be
different for the PLM.

Each user should review messages when they are added.
Users cannot delete messages; they are deleted periodically by the system.

The message system is one way — users cannot send messages back to TPWD using the License
Sales System.
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