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1. PURPOSE 
This Registered Service Agency (RSA) User Guide has been developed to provide a walkthrough 
of the new RSA system from both Agencies and Agents perspective.  

 
Below are the detailed functionalities available for Agencies and Agents. 
 
Agency Functions  

• Login to Online Account  
• Change Password 
• View Agency Profile 
• Update Contact Info 
• View/Print Updated Registration 
• Upload Standard Certification  
• View Associated Agent Info 
• Add/Delete Agents/Locations  
• View Payment Activity  
• Contact DMS  

 
 

Agent Functions  
• Login to Online Account 
• Change Password 
• View Personal Profile 
• Update Contact Info  
• View/Print Updated License  
• Add/Delete Associated Agencies  
• Contact DMS 
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2. AGENCY FUNCTIONS  
 

• Login to Online Account  
o Enter Username and Password 
o Click Log in 
Note: Password must include numbers, uppercase and lowercase letters, and at 
least one of these special characters: minimum 15 characters: !@#$%^&*()_+-
={}[]\|;:',.?/`~><" 

 

 
 

• Change Password 
o On top right, select User Profile  My Settings to see below screen 
o Click Change Password  
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o Enter Current Password, New Password and Verify New Password. Click ‘Save’ to 
save new password or click ‘Cancel’ to proceed without changing existing 
password. 

 
 
• View Agency Profile 

o Select Agency Profile  View Account 

 
o Scroll down to see details on to the right 

 
• Update Contact Info 

o Select Main Contact Profile  View Contact, to see your Email, Phone, 
Name, Account Name, Title and Phone 

o Select Pencil as highlighted to edit details 
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• View/Print Updated Registration 
o Click on Agency Profile  Print Registration, to view and print your Active 

Registration 

 
 

• Upload Standard Certification  
o Click on Agency Profile  View Account, on the right side, find Files 

placeholder 
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o Click on Add Files  Opens a pop up with Upload Files 

 
o Click on Upload Files and then select a Standard Certification file from your 

computer 
o Then Click on “Add” 

 
• View Associated Agent Info 

o Select Agency Profile  View Account, on the right side, find ‘Agents’ 
placeholder which lists any Agents associated to your Agency 
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o Click on View All to see all Agents 

 
 

• Add Agent  
o Select Agency Profile  View Account, on the right side, find Agent’s 

placeholder 
o Click on “Add Agent” 

 
o Type Agent Name in Contact, Select the Agent 
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o Click “Save” 
 

• Delete Agents 
o Select Agency Profile  View Account, onto the right side, find ‘Agents’ 

placeholder 
o Click “View All” 
o Select ‘Edit Relationship’ from the triangle button for agent 

 
o Select Status to Inactive 

 
o Click on “Save” 

 
• Add Location  

o Select Agency Profile  View Account, onto the right side, find ‘Associated 
Locations’ placeholder 

o Click on “New” 
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o Give Location and Address 
o Click on “Add Location” to Save 

 
• Delete Location 

o Select Agency Profile  View Account, onto the right side, find ‘Associated 
Locations’ placeholder 

o Go to Location, click on “Edit” 
o Select Status to ‘Inactive’

 
o Click “Save Location” 
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• View Payment Activity  

o Click Agency Profile  View Account, scroll down on the right to find 
‘Regulatory Transaction Fees’ to see all payment activities 
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• Make Payment  
o Click Agency Profile  Make Payment, to see any transactions available to 

make payment. 
o Select associated transaction(s) and click Make Payment to proceed with 

Payments 

 
o Click on ‘Make Payment’ again to make sure the transaction value 

 
o Proceed with either electronic check or Credit Card, and follow screens to 

complete payment 
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• Contact RSA Program Staff  
o Click on ‘Contact RSA Program’ to send an email to RSA Program Staff for any 

questions or comments you may have 
o To Address: is auto populated with RSA Program Staff mailbox 
o Subject: Enter a relevant subject for this email 
o Body: Provide a brief description for the purpose of this email 
o Click ‘Send Email’ button to send an email to RSA Program Staff 
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3. AGENT FUNCTIONS  
 

• Login to Online Account 
o Enter your Username and Password and click ‘Log in’ to login to the RSA 

Portal 

 
 

• Change Password 
o On top right, select User Profile  My Settings to see below screen 
o Click Change Password  

 
o Enter Current Password, New Password and Verify New Password and click 

‘Save’ to new password or click ‘Cancel’ to proceed without changing existing 
password. 
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• View Personal Profile 

o Click Agent Profile  View Contact, to see personal details 

 
• Update Contact Info  

o Select Agent Profile  View Contact, to see your Name, Email, Phone, and 
address, etc. 

o Select Pencil as highlighted to edit details 

 
 

• View/Print Updated License  
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o Click Agent Profile dropdown  Click Print License, to view and print the 
Service Agent License 

 
 

• Add/Delete Associated Agencies  
o Click Agent Profile  View Contact, find Agency placeholder to the right.  

 
o Click Add Agency, to request association to an Agency 
o Type Agency name to find the Agency and click Save. This will automatically 

send a request to the Agency 
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• Contact DMS 
o Click on ‘Contact RSA Program’ to send an email to RSA Program Staff for any 

questions or comments you may have 
o To Address: is auto populated with RSA Program Staff mailbox 
o Subject: Enter a relevant subject for this email 
o Body: Provide a brief description for the purpose of this email 
o Click ‘Send Email’ to send an email to RSA Program Staff 
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