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WIA SIGN ON INSTRUCTIONS FOR WEBXTENDER
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From the Ins;der Home Soreen.
Select Online Business Services
Selact WebXtender

To sign on to WIA, you will heed to make sure your Data Sou rce has WIA in the
Data Source field (See above)
Sign in with your user name
Type password

Select Login
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Once you have selected Logm it will take you to the above screen.
You will then double click on the application that says WIA (See above)
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When you select the WIA Application, you will then see the above screen.
Al this point, you will type in your search criterla, such as social security number,
Name, etc. You will then select Submit.
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You will then see a screen with your query results, If there is more than one
item, you will select the item you are looking for and it will open the document for
viewing.
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Your document should open for viewing. To move from page to page you will
use the arrows as Indicated above.
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To print the current page you will use the single printer icon (see above circle)

To print the complate document you will use the printer icon with the hand (see
above square)
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Logout

Remember to always logout using the logout option. If you "X" it keeps you
signed on and you are not allowed multiple logins due to licensing.




