
AIMS Guide: TABC Violations –
Responding to an 

Administrative Notice
This guide explains the steps a license or permit holder must take in AIMS after 

they receive an Administrative Notice of a violation from TABC.



Responding to Administrative 
Notices | Overview

After receiving an Administrative Notice email from TABC, take the following actions:

1. Log in to AIMS to access and review the Settlement Agreement offer.

2. If you reject the Settlement Agreement, you will wait to receive further information from TABC 
about your administrative hearing.

3. If you accept the Settlement Agreement and waive your right to an administrative hearing, you 
will sign and submit the Agreement and wait for TABC to issue your Waiver Order.

4. You have the option to cancel a Settlement Agreement up to three days after submitting it.

5. Complete your Waiver Order, confirming that you waive your right to a hearing, by 
acknowledging the order and paying any civil penalties due.
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1. Access Settlement Offer
    Login to AIMS
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Visit tabc.texas.gov/aims-login. Click “AIMS LOGIN”. Enter Username and Password. Click “Login”.

https://tabc.texas.gov/aims-login
https://tabc.texas.gov/aims-login
https://tabc.texas.gov/aims-login


1. Access Settlement Offer
    Items Awaiting Your Review

4

Select your business entity. Select the “Items Awaiting Your Action” button at the top of the screen.



1. Access Settlement Offer
    Select & Review
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• Find and select the “settlement request” (shown in the figure below)

• On the “settlement request” page (shown in the figure on the right), click the 
hyperlinked document under “Copy of settlement agreement” to download a 
copy of the Settlement Agreement and begin reviewing the settlement

• If a bond is held, the information will be under the “Bond Information” section just below the 
“Copy of settlement agreement” hyperlink



2. Reject Settlement Offer

To reject TABC’s Settlement 
Agreement offer after opening the 
document and reviewing the terms:
• Click the “Click here if you want to 

rescind this Agreement” hyperlink at 
the bottom left corner of the initial 
settlement request page.

• By clicking that link and rejecting the 
offer, you are requesting a hearing 
with the State Office of Administrative 
Hearings (SOAH).

• After clicking the “rescind this 
Agreement” hyperlink, you must wait 
to receive further instruction from 
TABC’s General Counsel’s Office.
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3. Accept Settlement Offer
    Review & Sign

To accept TABC’s Settlement Agreement offer:
• Initial and fill out the highlighted parts of the form.
• Be sure to complete the bottom section.
• Sign and date the form.
• Save the signed Settlement Agreement on your 

computer where you can easily find it.
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3. Accept Settlement Offer
    Upload Signed Form

Once the form is complete, upload it into AIMS.
• Go back the settlement request in AIMS (see 

slides 4 and 5).
• Click the “SELECT FILES” button at the bottom.
• Find your signed and saved Settlement Agreement 

in your files, select it, and click “Open.”
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3. Accept Settlement Offer
    Submit Signed Form

Submit the Signed Settlement Agreement
• Once the signed Settlement Agreement has 

been uploaded, the file name will appear 
under the “SELECT FILES” button.

• Clicking the “x” to the right of the file will delete 
the file from AIMS.

• To submit the signed Settlement Agreement, 
click “SUBMIT SIGNED SETTLEMENT 
AGREEMENT” at the bottom of the page.

• After submitting the signed Settlement 
Agreement, wait to receive notice from TABC 
that the agency has issued a Waiver Order.
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4. Option to Cancel Settlement 
    Agreement

• License and permit holders may cancel a Settlement 
Agreement up to 3 days after submitting it in AIMS.

• To cancel a Settlement Agreement:
• Login to your AIMS account,
• Click the “Items Awaiting Your Action” button,
• Select the settlement that you want to cancel, and
• Go to the bottom of that settlement page and click the 

“CANCEL SETTLEMENT AGREEMENT” button.

• Just like rejecting a settlement offer, by cancelling a 
settlement agreement – you are requesting a 
hearing with the State Office of Administrative 
Hearings and thereafter must wait to receive further 
instruction from TABC’s General Counsel’s Office.
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5. Waiver Order
    Notice of & Accessing the Order

• TABC will process the Settlement Agreement and issue a 
Waiver Order, which finalizes the license/permit holder’s 
waiver of their right to an administrative hearing by ordering 
them to pay the agreed civil penalties and acknowledge the 
license/permit suspension or cancellation dates.

• When TABC issues a Waiver Order, the license or permit 
holder will receive an email notice and must pay any fine and/or 
acknowledge the Order by the due date or effective date stated 
in the Settlement Agreement.

• Login to AIMS, click “Items Awaiting Your Action,” and select the 
Waiver Order.

• Download and save a copy of the Order by clicking the hyperlinked 
document on the page where it states, “Waiver Order.”

• Click any payment and acknowledgement buttons to complete.

• Failure to acknowledge the Order before the suspension or 
cancellation date or within 3 days of receiving a Warning Order 
will result in automatic acknowledgement. Failure to pay a civil 
penalty by the due date could result in additional action.
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Waiver Order – Suspension Only
• Click “ACKNOWLEDGE WAIVER 

ORDER” to complete the violation 
settlement process and have the 
license or permit suspended on the 
start date stated in the Order 
document.

5. Waiver Order
    Warning, Suspension, Cancellation

Waiver Order – Warning
• Click “ACKNOWLEDGE WAIVER 

ORDER” to complete the violation 
settlement process and have the 
warning attached to your record.
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Waiver Order – Cancellation
• Click “ACKNOWLEDGEMENT 

CANCELLATION” to complete the 
violation settlement process and have 
the license or permit cancelled on the 
start date stated in the Order 
document.



Waiver Order – Suspension or Civil 
Penalty
• Click “PAY PENALTY” to pay.
• Click “ACKNOWLEDGE WAIVER 

ORDER” to complete the violation 
settlement process and suspend the 
license or permit for the period stated 
in the Order.

5. Waiver Order
    Civil Penalties and/or Suspension

Waiver Order – Civil Penalty Only
• Click “PAY PENALTY” to complete the 

violation settlement process and 
proceed to the payment screen.
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Waiver Order – Suspension & Civil 
Penalty
• Click “PAY AND ACKNOWLEDGE 

SUSPENSION” to suspend the 
license or permit for the period stated 
in the Order, and to proceed to the 
payment screen to complete the 
violation settlement process.



5. Waiver Order
    Paying Civil Penalties

After clicking “PAY PENALTY,” the 
license/permit holder will be taken to the 
payment initiation screen
• Use the dropdown menu to select the payment 

type that will be used to pay the civil penalty
• Credit Card (there is a processing fee)
• ACH (this is an electronic payment directly from a 

bank account and there is no processing fee)

• Click the checkbox (the “PAY NOW” button will 
become available)

• Click “PAY NOW” to be taken to the payment 
entry screens
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5. Waiver Order
    Paying Civil Penalties – Credit/Debit
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On the Customer Information 
screen, enter the payer 
information and click “Next.”

If you chose the credit 
card payment type:
• View a verification that 

your payment type is 
“Credit / Debit Card”

• Click “Next.” 

On the Payment Information 
screen, enter the Credit Card 
information and click “Next.”

On the Verification screen, click the 
check box to verify the user is not a 
robot and then click “Submit 
Payment.”

The processing screen will appear 
while the transaction is being 
processed



5. Waiver Order
    Paying Civil Penalties – ACH
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On the Customer Information 
screen, enter the payer 
information and click “Next.”

If you chose the ACH 
payment type:
• View a verification that 

your payment type is 
“Electronic Check”

• Click “Next.” 

On the Payment Information screen, 
enter the bank account information, click 
“Next,” then confirm that you authorize 
the transaction.

On the Verification screen, click the 
check box to verify the user is not a 
robot and then click “Submit 
Payment.”

The processing screen will appear 
while the transaction is being 
processed



5. Waiver Order
    Paying Civil Penalties – Receipt

• After successful completion of payment 
for a civil penalty in AIMS, the user will 
be presented with a receipt.

• The user may download a copy of the 
receipt for their records.
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