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Employee Registration Update (Adding a new employer) 

Before you begin, you will need: 

• An existing registration (an employer cannot be added to an incomplete 
application). 

• The company license number of the employer you are adding. E 

Individual registrants Sign‐In with their personal email address to access their 
profile. If you have never logged in before or have forgotten your password, click 
on “Can’t Login” and follow the steps to gain access to your TOPS profile. 

 

  
 

                                                                                                                                                   

 

 

https://tops.portal.texas.gov/psp-self-service/login/auth
https://tops.portal.texas.gov/psp-self-service/user/start
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Click on the “My Registrations” tab. 

 

 

Click the Actions button for the endorsement type you want to update.  
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Select Add Employer. You will be taken to the next screen to select the specific 
Endorsement.  

 

 

In the example shown, the individual only has one unarmed endorsement. 
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Since the applicant is already in the system, the personal information required is 
less than on an original application. Click next 

 

 

This is a required field for an Employee Information Update. Entering the business 
license number will populate the name of the business, verify the name before 
proceeding. 
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You must enter an address and phone number. Physical address cannot be a PO 
Box. 

 

This information is populated with the information DPS currently has in our 
records. Update as necessary.
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Provide a short description of your job duties.  

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Revised 03/2018 
 

Read carefully and select the appropriate answer. Application cannot proceed if 
all questions are not answered and all acknowledgements checked. 
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Each section has an edit button. The edit button will take you to the selected 
section to make corrections. Then you must progress through the screens again 
and make any additional changes required. 
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Select the “Submit Application” button. Please note applications are not complete 
and will not be processed without employer verification and receipt of payment. 
You will need to notify your employer to login and verify employment. The 
employer may elect to pay for the application at that time, or you may submit 
payment after the employment verification has been completed. Unpaid 
applications will be deleted after 15 days.  
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The Exit button returns you to the Landing Page

 

If you are directed by your employer to pay for the update application, you can do 
so after they have verified your employment. Login to your TOPS profile and click 
the “My Applications” tab. Locate the update application and click the “Pay” 
button.  
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Once you review the fees, click the “Pay with Credit Card” button, you will be 
directed to a common check out area.

 


