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Getting Started 
All License eXpress (LX) for Business users must  register for their own LX for Business 
account. If you already have an LX business account, you can add new services to 
your existing account. Each business is allowed one account administrator, as many 
managers as needed, and as many employees as needed.   

User Roles  

Administrator  Managers  Employees  

Usually,  the contract 
manager or business 
owner  

Several managers 

allowed per business  

Several employees 

allowed per business  

Only 1 administrator 
allowed per business  

Generates manager and 

employee access codes  

Performs account 

functions  

Generates manager and 

employee access codes  

Changes manager and 

employee access  

 

Changes manager and 
employee access  

Removes manager and 

employee access  

 

Removes manager and 
employee access  

Performs account 

functions  

 

Performs account 
functions  

  

 

Note:  Employee access codes expire 8 hours after creat ed. Please check the date  and 
time stamp on the original access code email to make sure the  code you received 
from your Administrator or Manager is not expired.  The Administrator can generate a 
new code if necessary.  
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Register for  a License eXpress for Business Account  

Use the following directions to register for a new a n LX for business account  if  you do 
not already hav e one. Make sure to use an accurate email address and write down 
your username and password.  

1.  Go to this website: secure.dol.wa.gov  

2.  Click the Join now!  button.  

 

3.  Click the Li cense eXpress for business  button and click Continue . 

 

4.  Enter your  First name , Last name , and click Continue .  

  

https://secure.dol.wa.gov/home/
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5.  Enter a Username, email  address, confirm  email  address, and click Continue . 

 

6.  Enter a Password, confirm  password, and click Register me . 

7.  Check your email account and click the activation  hyperlink to continue the 
registration process. You are  routed to Secure Access Washington (SAW) to 
complete the Multi -Factor Identification (MFA) process before you comple te the 
registration process. The email is sent from ñnoreply@dol.wa.gov.ò 
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8.  Enter the Username, password, and click Login  to continue the registration process.  

 

9.  Click the Business related to vehicle, vessel, and driver licensing  hyperlink.  

 

10. Click the b utton to choose the method you would like to receive your verification 
code.  
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11. Enter the verification code and click Submit . 

 

12. Click the Yes, Remember my device  checkbox, if applicable, enter a Name and 

click Submit . 
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13. Verify Your name and Phone type is correct , e nter the Phone Number and Extension, 
if applicable , v erify the Email address is correct , confirm  email address , and c lick 
Next  to proceed.  

  

14. Complete the required address fields and click Next .  

15. Select the appropriate button to verify the address, if applicable, and click Next . 

16. Click the I agree to terms of service above  checkbox and click Next . 

 

17. Review the summary and click Submit  to proceed or Previous  to make changes.  

18. Click Print  to print the transaction confirmation or click Continue  to return to the 
Add an Account page.  

 

 

You have successfully registered for your License eXpress for Business account!  
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Manage Users Functions  

This section explains how administrators and managers generate an a ccess code for 
new managers or employees, how to change access, and how to remove access.  

Generate Access Code for Managers and Employees  

1.  Login to License eXpress for Business secure.dol.wa.gov . 

2.  Select the appropriate account if you have more than one.  

3.  Click the Create new user access code  hyperlink.  

 

4.  Select the appropriate option from  the Access Level dropdown menu and click Next . 

Note:  A Manager performs actions and manages users. An Employee performs 
actions but cannot manage users.  

 

5.  Review the request and click Submit . License eXpress automatically sends you an 
email with the access code  for you to s end to an employee or manager. The  
employee/manager accesses the business  account using this access code. 
Additionally, you  need to provide the employee/manager with the State or Federal 
ID and Business ID account number.  

Note:  Access codes expire 8 hours after creat ed. 

  

https://secure.dol.wa.gov/home/
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Manage User Access  

1.  Login to License eXpress for Business secure.dol.wa.gov . 

2.  Select the appropriate account if you have more than one.  

3.  Click the Users List  hyperlink.  

 

4.  Click the Change Access  or Remove Access  hyperlink in the row for the user 
you want to manage.  

 

5.  Complete the following steps based on your selection:  

Change Access  

a.  Select the appropriate option from the New User Access Level dropdown 
menu.  

 

b.  Click the Nex t  button.  

 

Remove Access  

a.  Click the Remove userôs access checkbox.  

 

b.  Click the Next  button.  

6.  Review the request and click Submit . 

  

https://secure.dol.wa.gov/home/
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Account Favorites  

If you have access to accounts with different Unified Business Identification  (UBI) 
numbers , Tax Identification Number s (TIN s), or Employer Identification Number s 
(EIN s) , you can mark  them  as favorites to quickly  access those you use most 
frequently . Additionally, you can remove an account from your favorite list when 
necessary.  

 

Setting Account Favor ites  

1.  Login to License eXpress for Business secure.dol.wa.gov . 

2.  Click the Add to Favorites  hyperlink.  

 

3.  Click the Favorites tab to view  and access the accounts you have set as f avorites.  

 

  

https://secure.dol.wa.gov/home/


License eXpress for Driver Businesses Account User Guide                                                        13  | P a g e  

Removing Accounts from Favorites  

1.  Login to License eXpress for Business secure.dol.wa.gov . 

2.  Click the Favorites  tab and Remove from Favorites  hyperlink.  

 

https://secure.dol.wa.gov/home/
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Training School Accounts 

Commercial Training School Account  

 Only organizations authorized by DOL to report CDL training can use this service.  

 

Request Access to Commercial Training School (CTS) Account s 

Complete the process below to request Administrator , Manager, or Employee access 
to a CTS account.  The account administrator is responsible for generating access 

codes for employees and managers  to gain access.  The system allows only one 
administrator per business.  

1.  Login t o License eXpress for Business secure.dol.wa.gov . 

2.  Click the Add an Account  tab . 

3.  Click  the Request access to driver - related services  button.  

4.  Click the Request access to a Commercial Training School  account  button.  

 

  

https://secure.dol.wa.gov/home/
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5.  Complete  the following information:  

a.  Select the appropriate option from the Choose a state or federal ID dropdown menu.  

b.  Enter the state or federal ID.  

c.  Select the appropriate option from the School license type  dropdown menu . 

d.  Enter the school license number . 

e.  Enter your WA driver license number . Complete the additional steps below if 
you do not have a WA driver license.  

i.  Click the I do not have a Washington driver license  checkbox . 

ii.  Select the appropriate option from the What state are you f rom ? dropdown 
menu.  

iii.  What is your out of state driver license number?  

 

f.  Select the appropriate option from the What access level would you like to 
request ? dropdown menu . 
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19. Complete the following step based on your access level :  

Administrators  

a.  Enter the  authorization  code  provided by  the  Department of Licensing.  

 

b.  Click Next  

 

Managers and employees  

a.  Enter the access code provided by the Commercial Training School 
Account  Administrator or Manager . 

 

Note:  Access codes expire  8 hours  after creat ed. 

b.  Click Next . 

20. Click the I agree to the terms of service above  checkbox.  

 

21. Review the summary  and c lick Submit  to proceed or Previous  to make changes.  

22. Click the Print  button to print the transaction confirmation or click the Continue  
button to return to your homepage. DOL sends you  an email once your access  is 
approved . 
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Add Student Course Information  

Use the following process to enter student course information individually  or in bulk.  

1.  Login to License eXpress for Business secure.dol.wa.gov . 

2.  Select the appropriate  account  if you have more than one.  

 

3.  Click  the Submit course  completions  hyperlink.  

 

4.  Click the appropriate Select  hyperlink to choose an instructor,  click  the applicable 
CL , BA , PR , RA , or RO  checkboxes, and click Next . 

 

5.  Enter the course start date and course end date, select the appropriate option from 
the Type of training dropdown menu, and click OK . 

 

  

https://secure.dol.wa.gov/home/
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6.  Complete the applicable process below to add an individual student or bulk 
submission.  

Individual  

a.  Click the Next  button to bypass the bulk upload process . 

b.  Click the Add Student  button.  

 

c.  Enter the following Student Course information:  

i.  Enter the Driver License Number . 

ii.  Enter the Classroom hours , Backing Hours , Proficiency Hours , Range 
Hours , and Road Hours . 

iii.  Enter the Notes, if applicable . 

iv.  Enter the Phone Number or click the No phone number  checkbox  
and click OK . 
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Bulk  

a.  Click the Download template  button and complete the steps below to 
update the template. Skip to step d if you already have the template 
comp leted.  

 

b.  Open the course completion template. The Excel template opens in 
another tab or browser window.  

c.  Enter the following information in the Students tab and save the file :  

i.  Driver License Number and Phone Number . 

ii.  Classroom hours , Backing Hours , Proficiency Hours , Range Hours , 
and Road Hours . 

iii.  Notes, if applicable . 

Note :  The Documentation tab shows an example of how to enter the 
information in the Students tab.  

d.  Click the Upload an Excel File  button.  

 

e.  Click the Choose File  button, select the file, click Open , and click OK . 

f.  Click the Next  button.  
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7.  Review the individual st udents and c lick Next  to proceed.  

 

8.  Review the summary and click Submit  to proceed or Previous  to make changes.  

9.  Click Print  to print the transaction confirmation or click Continue  to return to the 
Commercial Training School account. You will receive a confirmation email, as well 
as a message in your License eXpress account.  
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Exam and Course History  

1. Login to License eXpress for Business secure.dol.wa.gov . 

2. Select the appropriate account if you have more than one.  

 

3. Click the Exam and course history  hyperlink.  

 

4. Enter the from date, the to date or other search criteria, and click Search . 
The s earch results display below.  

 

5. Click the Confirmation number  hyperlink to view the submission.  

 

6. Click the Home  icon to return to your homepage.  

 

  

https://secure.dol.wa.gov/home/





























































































































































