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Deputy Registrar/DL Agent ESupport
How to Add and Delete Users

It is very important that user information is kept current at DVS. Please notify DVS within three (3) days when staff
changes occur. A request to add users should be done two weeks in advance, when possible.

Note: The only individual who may add or delete a user, is the individual listed as the Agent/Officer on the Deputy
Registrar/DL Agent Record Access Agreement, which is the form that is submitted initially to set up an account.

If the Agent/Officer has changed, please contact DVS.DataServices@state.mn.us for further instruction prior to
adding/deleting users.

Adding Users
e Have the new user complete the Deputy Registrar/DL Agent Individual Intended Use Statement.
e Have the new user complete the data privacy training and print the Certificate of Completion.

Both of these items should be retained at the Deputy/DL Agent office and must be presented to DVS upon request.

Obtaining Username and Password
Please send an email to: DVS.DataServices@state.mn.us requesting new user(s) access. A request should be made

two weeks in advance, if possible, or as soon as a new user has been decided upon. In the request please include the
following:

O Full name
O Access requested for each new individual (i.e. DL, MV, or both)
O Start date

Passwords must be changed every 60 days to remain active. After 120 days of inactivity, the username will be disabled
for security reasons. The individual will have to submit an updated application to reactivate the account.

Deleting Users

Within three (3) days of a change in job duties or when a user is no longer employed, send an email to
DVS.DataServices@state.mn.us to request that the user’s access be removed. In the request please include the
following:

O Full name
U Username
U Deputy Registrar/DL Agent Office name
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