Adding an Additional User in MyMVD ‘ 2018

Follow the steps below to add user & establish access for additional users in
MyMVD. You must log in to your MyMVD account.

e Select the Setting button.

= e-Services

[ ] Settings F
-9 Logon Alerts % I Want To

. + There are no alerts Manage payments and balances
§

Last logged on 25-Jan-2018

Balance: $0.00

Accounts Submissions  Correspondence  Names and Addresses  Logons

[#] Accounts

E/]‘ Dealer $0.00
113
WEBB CHEVROLET CADILLAC

3911 E MAIN STREET
FARMINGTON NM 87402

e Manage Additional Logons hyperlink

= Home &8 Legor E

£} Home > LogonSettings » Additional Logons

o New Logons a Accountants or Third Party Logons

These settings determine if other people can create new logons for you or your business These settings determine if accountants or third parties can request access to your
and what level of access they are initially given. If not allowed, new logons will be accounts and what level of access they are initially given. If not allowed, they will be
prevented from registering. prevented from reguesting access o your accounts.

A_ ves Ao ves
D

All Access

Default access Add Liens Only
a L
ogons
[+ Bk
There are no logons
a Logons Without Account Access
noel.davis@state.nm.us neel.davis@state.nm.us Account Manager
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Adding an Additional User in MyMVD ‘ 2018

e “Add” action button.

= Home & Legor

£} Home » LogonSettings » Additional Logons

c New Logons O Accountants or Third Party Logons Y.

These settings determine if other people can create new logons for you or your business These settings determine if accountants or
and what level of access they are initially given. If not allowed, new logons will be accounts and what level of access they are init
prevented from registering. prevented from requesting access to your accoun

can request access to your
T not allowed, they will be

Allow Yes Allow Yes
Default access All Access Default access Add Liens Cnly
0o Add
ogons
[+ i

There are no logons

a Logons Without Account Access

noel.davis@state.nm.us noel.davis@state nm.us Account Manager

e Complete necessary information and save. This will create the user and provide a hyperlink to
the individual user account.

o Logon will be the users email address.
o Type of Access. Account Manager, Additional login, Fleet manager, Administrator.

= Home & Logon

£} Home > LogonSeftings » Addiional Logons » Add Logon

1. Add Access 2. Grant Access to Accounts

Add Access

a Create a Logon for Someone Else

Email
f |
Required |
Confirm Email
rRequtred |
Type of Access

rReqmred H

-
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Adding an Additional User in MyMVD ‘ 2018

e Grant Access to the user, this will open another screen. You will have to grant access to both

the customer account and the individual account (dealer, auto recycler or partner account). The
individual account allows the user to submit dismantlers (auto recycler), renew the license, etc.

ﬂ Home * Logon Settings » Additional Logons > Add Logon

1. Add Access 2 Grant Access to Accounts

Grant Access to Accounts

E/]‘ Grant Access to Accounts

'WEBB AUTOMOTIVE GROUP INC _ Grant Access
Dealer WEBB CHEVROLET CADI..

Grant Access

You will have to grant access to both the customer account and the individual account (dealer,
auto recycler or partner account)

Add Account Access ®x

. 2 :
- Logon Account Settings

UP INC Type of Access
1 ‘ All Acces: x ﬁ
WEBB CHEVROLET CADILLAC

Periods Logon Has Access To
143
G [ 4 Perioas

er Cancel Access

Grant Access
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Adding an Additional User in MyMVD ‘ 2018

e Click submit once this is complete.

= Home & Logor

£} Home > LogonSetings > Addilional Logons > Add Logon

1. Add Access 2. Grant Access to Accounts

Grant Access to Accounts

E/[ Grant Access to Accounts

WEBB AUTOMOTIVE GROUP INC - Account Manager S5
Dealer WEBB CHEVROLET CADI . All Access Cai 55

e New user will receive an email to finalize the process.
e Use the Home hyperlink to return to the Home screen.

4|Page
Revised 1/25/2018



Adding an Additional User in MyMVD ‘ 2018

Managing Account Access

e Select the user name hyperlink to manage Account access permissions.

= Home

& Logof |
£} Home > LogonSettings » Additional Logons

° New Logons

These settings determine if other people can create new logons for you or your business These settings determine if accountants or third parties can request access to your
and what level of access they are initially given. If not allowed, new logons will be accounts and what level of access they are initially given. If not allowed, they will be
prevented from registering. prevented from requesting access to your accounts.

a Accountants or Third Party Logons

Allow

Yes Allow Yes

Default access All Access Default access Add Liens Only
[m)

Logons Add
o -

There are no logons
E Logons Without Account Access

noel.davis@state.nm.us noel.davis@state.nm.us Account Manager

e Select the email account hyper link. This account which user will need access (Example below

shows a dealer), you could have multiple accounts).

~
—_— [a]
= Home & Logor B
£} Home > LogonsSetlings » Additional Logons > noel davis@stale nm.us
G Logon cSeﬁinqs E/jAcmunts
' noel davis@state nm us

Access Type Account Manager There are no accounts
noel.davis@state.nm.us

Resend logon access email A

” Last Log On Activity

There is no activity

o Select the account(s) which user will need access.
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Adding an Additional User in MyMVD | 2018

Setting User Access & Permissions:

Customer VS Account Access

There are two different types of user access. Customer level (Yellow Arrow- first screen on log in and
account level (Purple Arrow- dealer, auto recycler or Partner account).

& Logor

ﬁHome > Logon Settings » Additional Logons » noel.davis@state.nm.us

3 Logon a Settings u E/J‘ Accounts

/. noel davis@state.nm.us

Access Type Account Manager There are no accounts
noel.davis@state.nm.us
Resend logon access email

” Last Log On Activity IEEIE

There is no activity

Account Level (Dealer, Auto Recycler) User Access & Permissions

o All Access- click the MORE button for additional options.

—

EE:‘! I Want To

Change of Owner

Add License
Change of Location

Add New Location
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