
TxEVER
How-To Fee/Remote Issuance

Provider Readiness and 
Training



Agenda
This user guide covers the following information.

Fee Module
a. Paper Inventory
b. Fee Registration

i. Record Found
ii. Record Not Found
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Fee Module – Paper Inventory
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Step 1: In the Fee Module, select 
“TOOLS,” then select “Local Registrar 

Paper Inventory.”



Fee Module – Paper Inventory
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Step 2: In the “Forms Type” field, 
select “LETTER.”



Fee Module – Paper Inventory
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Step 3: Select Your Local Registrar 
location.

Step 4: Enter the 
shipping date.

Step 5: Complete the inventory for 
paper. Step 6: Click “Save.”



Fee Module – Paper Inventory
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Step 7: Assure entry is correct at the 
bottom of the screen.



Fee Module – Fee Registration

7

Step 3: In the Fee Module, select 
“FUNCTIONS,” then select “Fee 

Registration.”
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Step 2: Select “New Request” to open 
the New Request page.



Fee Module – Fee Registration
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This is the New Request 
Page.



Fee Module – Fee Registration

Navigation 
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Create a new request
Search for an existing request
Save the current request
Cancel the current request
Delete a request
Complete request
Clone a request
Suspend a request

Use the following icons to 
complete a new feel 

registration request, or use the 
links in the “RECORD” 

dropdown menu.



Fee Module – Fee Registration
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This is the upper section 
of the New Request 

page.
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This is the middle
section of the New 

Request page.
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This is the bottom
section of the New 

Request page.
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Select the appropriate 
link to download Gen 

Print Plugin documents.



Fee Module – Remote Issuance 
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Step 1: Enter the record type. It 
should always be “COUNTER.”

Step 2: Enter the requestor’s 
information.



Fee Module – Remote Issuance 
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Step 3: Enter the 
requestor’s 

identification 
information.

Step 4: Enter the requestor’s additional 
identification information, if applicable.

Step 5: Select “Save Request.”



Fee Module – Remote Issuance 
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Step 6: Select “OK.”



Fee Module – Remote Issuance 
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Step 7: Select the “Add New” 
button.



Fee Module – Remote Issuance 
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Step 8: Enter the 
transaction category type. Step 9: Enter the 

transaction type.

Step 10: Enter the requestor 
relationship type.
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Step 11: Enter 
transaction reason.

Step 12: Enter the number 
of records requested.

Step 9: Enter the 
department assignment.
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Step 14: Select 
“Save.”

Step 15: Select “OK.”



Fee Module – Remote Issuance 
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Step 16: Go back to the 
“Transaction Information” section.
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Step 17: Select the record and 
then select “Find Record.”
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Record Found
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Step 19: Select “Search” to 
search for the record.

Step 18: Complete the
“Birth Requested 

Information.”
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Step 20: If NO record is found, 
click on “Complete Transaction.”
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Step 20: If a record IS found, 
select the record.

Step 21: Click “Assign.”

Step 22: Click “OK.”
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Step 23: Select the record in the 
“Transaction Information” section.

Step 24: Click “Print.”
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Step 25: The record 
opens as a PDF 

document to save or
print.
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Step 26: Select the 
record with “PRINTED” 

marked as the status and 
click “Add DCN.”

Step 26: Select the 
record with “PRINTED” 

marked as the status and 
click “Add DCN.”

Step 27: Scan or enter 
the security paper’s 

DCN barcode and click 
“Save.”

Step 27: Scan or enter 
the security paper’s 

DCN barcode and click 
“Save.”



Fee Module – Remote Issuance 
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Step 28: Select the 
green check mark to 

complete the 
transaction and then 

click “Yes.”

Step 28: Select the 
green check mark to 

complete the 
transaction and then 

click “Yes.”



Thank You

If you have any questions, please contact your TxEVER Field 

Services team at TxEVERinfo@dshs.texas.gov

or (512) 776-3010. 

Please continue to visit our website at

http://www.dshs.texas.gov/vs/field/The-TxEVER-Project/ for 

the latest updates.
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