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GettingStarted

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
Usually, the contract
manager or business
owner

Only 1 administrator
allowed per business

Generates manager and
employee access codes

Changes manager and
employee access

Removes manager and
employee access

Performs account
functions

Managers
Several managers
allowed per business

Generates manager and
employee access codes

Changes manager and
employee access

Removes manager and
employee access

Performs account
functions

Employees
Several employees
allowed per business

Performs account
functions

Note: Employee access codes expire
time stamp on the original access code email to make sure
from your Administrator or Manager

new code if necessary.

8 hours after

is not expired.
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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.

License eXpress: Account and services

A new customer?

| haven't received my activation email

What is License eXpress?

| need to check to see if | have an account

3. Click the License eXpress for business button and click  Continue

What type of account do you want to join?

License eXpress for individuals

« Manage my personal driver license, 1D card, vehicle and boat licenses
o Pre-apply for my first Washington driver permit, driver license or ID card

License eXpress for business
« Driver related business

« Vehicle and vessel related business

Continue

4. Enter your Firstname , Lastname ,andclick Continue
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5. Entera Username, email address, confirm email address, andclick Continue

License eXpress for business
Lxuser, please continue setting up your account.

I want to use my existing_SecursAccess WA account.

Username

Mo spaces, 4 or more characters

Email

Confirm email

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 i.s0sent from fAn

License eXpress for business
You're almost done Lxuser!

Please check your email.
We've sent you an email containing your activation link. Click on the link to activate your account.
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8. Enter the Username, password, and click Login to continue the registration process.

License eXpress: Account and services

Thank you LxUser, you have successfully activated
your account. Please login to manage your account.

Username
| I

Password

Login
| forgot my username
| forgot my @word
9. Click the Business related to vehicle, vessel, and driver licensing hyperlink.
Business related to vehicle, vessel and driver licensing Remove

Join other DOL services

10. Click the b utton to choose the method you would like to receive your verification

code.
oo =]
Washington panis
o) ey
® @ ® ®
Choose Method Enter Code Remember Access Service
Device

Multi-Factor Authentication
(MFA)

This service requires additional verification beyond username and password to
prevent fraud and identity theft. You will need to enter a verification code.

Choose Method

How would you like to receive your verification code?

*** zaz@dol.wa.gov

m Receive the code in an email and enter it on the next screen
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11. Enter the verification code and click Submit

@mur%m

Washington

®© ® ® ®
Choose Method Enter Code Remember Device Access Service
Multi-Factor Authentication
(MFA)

Enter Code

Please enter the code sent to ***ame@fakemail.com

o) =

12. Click the Yes, Remember my device
click Submit

checkbox, if applicable, enter a Name and

SecureAccess
Washington
T )
@ O, ® ®
Choose Method Enter Code Remember Access Service
Device

Multi-
Factor Authentication (MFA)

Remember Device?

Choose to remember this device to reduce how often you are required to enter
a verification code.

If the device you are using is shared or public, we recommend you do not
remember this device.

[El Yes, remember my device

Name:[ ](Numbers and letters only)

e o)
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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.

New online account

Profile Continue registering your account
Contact information oUF name
|O|ive Tree |
Phone type
|Business "l

*
Phone Number

Extension

Email address

| NONAME@FAKEMAIL COM |

Confirm email address

[ NONAME@FAKEMAILCOM |
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 1 agree to terms of service above checkbox and click  Next .

14. Venue
This Agreement is to be construed and interpreted in accordance with the laws of the state of Washington and the venue for any action brought under this

agreement must be in the Superior Court for Thurston County

15. Assignment

This Agreement is personal to User. User may not assign any rights or obligations under this agreement to any other person or entity without DOL's prior
written approval.

%
| agree to the terms of service above.

Agreement Date

10-Jun-2021

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

18. Click Print to printthe 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. Clickthe Create new user access code hyperlink.

| > Create new user access code |

Account Management
> Users List

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.

Request Access Code Review and Submit

Agceds code
Generate an access code that enables other users to gain access to this account Access codes expire after 8 hours

TESTIMNG DAPS ACCOUNT

1125 WASHINGTOM 5T SE OLYMPLA WA 98501-228

An email containing an access code will be sent to your stared email address at: noname(®fakemail.com

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.

License eXpress for  Driver Businesses Account User Guide 10 | Page


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

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. Clickthe Users List hyperlink.

> Create new user access code

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

Account Management

3rd Party Access Logon Summary

Email Phone Number User Name Access Level Change Access Remove Access

jpazzaz@dol.wa.gov 3609999999 jpazzaz 1. Administrator

fakeemail@dol.wa.gov 3609999999 fakera 2. Manager Change Access | |Remove Access

5. Complete the following steps based on your selection:

Change Access

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

Please verify the user and location information above. Select a new access level for the user at that location.

MNew User Access Leve

b. Clickthe Nex t button.

Remove Access
a. Clickthe Remove user 0 schemkbaxe s s

Please verify the information above and check the box below to procesd.

*

D Remove user’s access

b. Clickthe Next button.

6. Review the request and click Submit
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Account Favorites

If you have access to accounts with different Unified Business Identification (uBl)
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

2. Click the Add to Favorites hyperlink.

L 'WASHINGTON STATE DEPARTMENT OF
L UICENSING

secure.dol.wa.gov

Return to dol.wa.gov
Manage cther DOL Services

L

Logon
Owyn Monie

dollars@fakemail.com

Select a Customer  Favorites  Action Center  Add an Account

e o

Welcome, Owyn Monie
tast logged in on Monday, Ap 28 PM

Manage My Profile

Who do you want to work with?

FAKE CONTRACTED PLATE SEARCH
611111111
405 BLACK LAKE BLVD SW OLYMPIA WA 98502-5046

Y Add to Favorites

PRETEND AGENCY
98-7654321
1125 WASHINGTON ST SE OLYMPIA WA 98501-2283

Washington State Department of Licensing Home | Privacy | Contact Us | Survey | Copyright © 2022 DOL

¥ Add to Favorites

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

Manage other D

L WASHINGTON STATE DEPARTMENT OF
L UiCENSING
"

Logon
Owyn Monie

dollars@fakemail.com

Select a Customer |Favorites| Action Center Add an Account

e o

Welcome, Owyn Monie

My Profile

Who do you want to work with?

FAKE CONTRACTED PLATE SEARCH
611111111
405 BLACK LAKE BLVD SW OLYMPIA WA 98502-5046

Washington State Department of Licensing Home | Privacy | Contact Us | Survey | Copyright © 2022 DOL

f¥d
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Removing Accounts from Favorites

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

2. Clickthe Favorites taband Remove from Favorites hyperlink.
A e s Vige b DL
f o o
Logon \ll‘\.felcome. Ouyn Monie

f i Manage My Profile
dollars@fakemail.com Manage My Prof

Select a Customer |Favorites| Action Center  Add an Account

Who do you want to work with?

FAKE CONTRACTED PLATE SEARCH
611111111
:ca BLACK LAKE BLVD SW OLYMPIA WA 98502-5046

Washington State Department of Licensing
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Training Schodlccounts

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

Complete the process below to request Administrator , Manager, or Employee access
to a CTS account. The account administrator is responsible for generating access
codes foremployeesand  managers to gain access. The system allows only one

administrator per business.

A

Login t o License eXpress for Business
Click the Add an Account
Click the Request access to driver

Click the Request accessto a

secure.dol.wa.gov

tab .

Commercial

- related services

Training School

button.

account

Add driver services account

Bl Driver Record Request
Authorized organizations only. To use this service, your

organization must be authorized by DOL to purchase
another individual's driving record.

> Request access to a Driver Record Request
account

> Apply for a new Driver Record Request account

Q, Driver and Plate Search

Authorized law enforcement and WA state agencies only.
To use this service, your agency must be authorized by
DOL to search driver and vehicle records.

> Request access to a Driver and Plate Search
account

il Driver Info & Adjudication
Authorized WA courts and state agencies only. To use this

service, your agency must be autherized by DOL to view
driver information and report court information.

> Driver Info and Adjudication Access

O SR-22/26 Reporting
Authorized insurance companies only. To use this service,

your organization must be authorized by DOL to report
SR-22/SR-26 insurance information.

> Insurance SR-22/26 Access

E Correctional Facility

Authorized correctional facilities only. To use this service,
your agency must be authorized by DOL to submit license
requests

> Correctional Facility Access

B Interlock Device Vendor
Authorized Interlock Device Vendors only. To use this

service, your company must be authorized to report
Interlock Device installations.

> Interlock Device Vendor Access

&= Driver Training

Licensed driver training providers only. To use this service
your organization must be licensed with DOL to provide
driver training.

> Request access to a Driver Training School
account

B CDL Training

Authorized commercial driver training providers only. To
use this service, your organization must be authorized by
DOL to report CDL training.

> Request access to a Commercial Training School
account

& Motorcycle Training

Contracted motorcycle training providers only. To use this
service, your organization must have a contract with DOL
1o provide motorcycle rider training.

> Request access to a Motorcycle Training School
account

License eXpress for

Driver Businesses Account User Guide
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5. Complete the following information:

p

Select the appropriate option

Enter the state or federal ID.

b

c. Selectthe appropriate option from the School license type
d. Enterthe school license number
e

Enter your WA  driver license number

you do not have a WA  driver license.

i. Click the |do not have a Washington driver license

ii. Select the appropriate option from the What state are you f

menu.

iii. Whatis your out of state driver license number?

fromthe Choose a state or federal ID dropdown menu.

dropdown menu

. Complete the additional steps below if

checkbox .

rom ? dropdown

*

What state are you from?

What is your out of state drivers license number?

| don't have a Washington drivers license

f. Selectthe appropriate option from the What access level would you like to
request ? dropdown menu

License eXpress for

Commercial school access

Introduction
What you'll need
Request access

What account?

What account are you trying to access?

In order to gain access, you will need to provide information to identify your account

Choose a state or federal ID

State or federal ID

School license type

School license number

What is your Washington drivers license number?

| don't have a Washington drivers license

*

What access level would you like to request?

Driver Businesses Account User Guide
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19. Complete the following step based on your access level

Administrators
a. Enterthe authorization code provided by the Department of Licensing.

Commercial school access

Introduction Enter authorization code
What you'll need You must provide an authorization code to be granted Administrator access.

Request access What is your authorization code?

What account?

Enter access code

b. Click Next

Managers and employees

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

Commercial school access

Introduction Enter access code

What you'll need You must provide an access code to be granted Manager access.
A manager or administrator of your organization can give you an access code.

Request access .
9 Access codes are only valid for 8 hours after they are created.

What account? ) ok
vWhat Is your access code!

Enter access code | |

Note: Access codes expire 8 hours after creat ed.
b. Click Next .
20. Click the 1 agree to the terms of service above checkbox.

Commercial school access

Your access to and use of the Service is conditioned on your acceptance of and compliance with these Terms. These Terms apply to all visitors, users and others
who access or use the Service. By accessing or using the Service you agree to be bound by these Terms. If you disagree with any part of the terms then you
may not access the Service. Termination We may terminate or suspend access to our Service immediately, without prior notice or liability, for any reason
whatsoever, including without limitation if you breach the Terms. All provisions of the Terms which by their nature should survive termination shall survive
Request access PN A : i i . . o o

termination, including, without limitation, ownership provisions, warranty disclaimers, indemnity and limitations of liability.

Introduction

What you'll need

What account? *
D | agree to the terms of service above.

Enter access code

Agreement Date

09-Jul-2021

Terms of Service

21. Review the summary andc 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 youraccess is
approved .
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Add Student Course Information

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

1. Login to License eXpress for Business

secure.dol.wa.gov

2. Selectthe appropriate account if you have more than one.

DRIVING ACADEMY LLC
610000X
123 MAIN STREET NOWHERE, WA 99999-9999

TEST DRIVING SCHOOL
222222222
123 S MAIN ST SEATTLE WA 98104-2515

3. Click the Submit course completions

hyperlink.

| Want To

>

Submit course completions

4. Click the appropriate Select hyperlink to choose an instructor,

CL, BA, PR, RA, or RO checkboxes, and click  Next .

click the applicable

ISu bmit Course Completions

Add course Choose instructors

Choose instructors

in

DOL approved instructors

Name

o Each selected instructor must have taught at least one segment.
e Each segment must be taught by at least one selected instructor,

Select all instructors that taught the course. In the columns to the right of the instructor's name, select only those segments that each instructor participated

e« Only instructors that are currently approved by DOL for your school are shown

< Pagelofl ¥

BA PR RA

RO

Remove SALLY ALEXANDRIA BROWN

Select PEPPERMINT ANN PATTY

5. Enterthe course start date and course end date, select the
the Type of training dropdown menu, and click OK.

appropriate option from

Submit Course Completions

Add course Enter course information

Choose instructors

Course information

Course start date

Enter the information requested below.

Type of training )

License eXpress for  Driver Businesses Account User Guide
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6. Complete the applicable process below to add an individual student or bulk
submission.

Individual
a. Clickthe Next button to bypass the bulk upload process .
b. Clickthe Add Student button.

Submit Course Completions

Add course Student list

Choose instructors Enter all the students and their course details into the table below. You can add a student using the 'Add Student’ button and you can remove a student by

a B q using the delete button to the left of the student’s DLN. You can view and edit a student's course details by clicking the student's DLN.
Course information

Course start date Course end date Training Type

01-Jun-2021 01-Jul-2021 Passenger and school bu

Upload list

Student list

Students

DLN Name Course status

Add Student

c. Enter the following Student Course information:
i. Enterthe Driver License Number

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

iii. Enterthe Notes, if applicable

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

Student course information

Drivers License #

Course details

Classroom hours ; Backing hours Proficiency hours
0 0
Range hours RoadHours
0 0
*
Note Phone numbe:
No phone number
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Bulk

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

Submit Course Completions

Add course
Choose instructors

Course information

Upload list

Upload list of students

To upload a list of course completions, use the Upload an Excel file button. For and individual student, press next to continue.

Download template

Upload an Excel file

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 Numberand 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.

ISubmit Course Completions

Add course
Choose instructors
Course information

Upload list

Upload list of students

To uplead a list of course completions, use the Upload an Excel file button. For and individual student, press next to continue.

Download template
Upload an Excel file

e. Clickthe Choose File button, select the file, click Open , and click OK.
f. Clickthe Next button.

Driver
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7. Review the individual st

udents and ¢ lick Next to proceed.

ISubmit Course Completions

Add course
Choose instructors

Course information

Upload list

Student list

Student list

Enter all the students and their course details into the table below. You can add a student using the 'Add Student’ button and you can remove a
student by using the delete button to the left of the student's DLN. You can view and edit a student's course details by clicking the student's DLN.

Review the summary

9. Click Print to print the transaction confirmation or click

01-Jul-2021 10-Jul-2021 School bus
Students Delete students =
X WDL3P24B765SB SEAN CHARLES BOSWELL Pass
X WDL53250F258 RACHAEL TEST BENJAMIN Pass
2 Rows
and click Submit to proceed or Previous to make changes.
Continue to return to the

Commercial Training School account. You will receive a confirmation email, as well

as a message in your License eXpress

License eXpress for  Driver Businesses Account User Guide
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License eXpress for

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.

DRIVING ACADEMY LLC
610000X
123 MAIN STREET NOWHERE, WA 99999-9999

TEST DRIVING SCHOOL
222222222
123 S MAIN ST SEATTLE WA 98104-2515

3. Clickthe Exam and course history

hyperlink.

Prior Activity

> Exam and course history

4. Enterthe from date,the to date or other search criteria, and click

The s earch results display below.

Search

Search parameters
From To Training type

01-Jul-2021 Ell |137Ju\72021 &

Student information

DLN First name

Submitter name

Middle name Last name

i Schools Results? @l

5. Click the Confirmation number

hyperlink to view the submission.

6. Clickthe Home icon to return to your homepage.

Driver Businesses Account User Guide
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