Employee Registration Update (Adding a new employer)

Before you begin, you will need:

e An existing registration (an employer cannot be added to an incomplete

application).

e The company license number of the employer you are adding.

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.

TOPS

Texas Online Private Security

Welcome to the TOPS License and
Endorsement Application

Applicants or licensees that have submitted
applications or have a private security license should
Sign In to access their details.

Use the RED application buttons below to start
applications for people or businesses that are new to

TOPS.

Not sure if you have a current license or
endorsement? Choose Search Licensees below.

Start Individual Start Business

Application Application

Q Search Licensees

POPULAR LINKS

DPS Regulatory Services Division

Board Information
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Sign In

Email Address requirea

Password required

Can't Login?

T ——
Typo: Cwner/Manager Ragismration

Erdoemans et Due Lt

APPLICANTS INFORMATION
Get Started Records/Status Search

Laws and Regulations FAQs


https://tops.portal.texas.gov/psp-self-service/login/auth
https://tops.portal.texas.gov/psp-self-service/user/start

Click on the “My Registrations” tab.
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Logged in as Sample Person. Logout

My Profile My Applications My Registrations My Business Applications My Businesses

We|00me, Sample_ Manage Account -

Manage your individual endorsement or business license using the tabs above. Tabs may not contain data depending on the content of
your particular record.

POPULAR LINKS APPLICANTS INFORMATION

DPS Regulatory Services Division Gat Started Records/Status Search
Board Information Laws and Regulations FAQs

Contact Us Training/Testing

Fingerprint Services
e ofhcial o The price of th & mcludes funds U spport the ongoing operabons and enbiancements of v winch i provsded by a thard

i, Chrome:, and Firefox). We highly recommend updating to the mast current

Click the Actions button for the endorsement type you want to update.
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Logged in as Sample Person. Logout

My Profile My Applications My Registrations My Business Applications My Businesses
If you have multiple registrations, click the Registrations dropdown below and select the Registration Type to see your Endorsements.
My Registrations:  Show All E‘
Type: Unarmed Registration License #: 34943002
Endorsement Issue Date Last Renewal Expiration Status
Alarm Salesperson 08/09/2017 06/13/2019 (673 days) Active
Type: Owner/Manager Registration License #: 34943001
Endorsement Issue Date Last Renewal Expiration Status
Manager 06/13/2017 06/13/2019 (673 days) Active
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Select Add Employer. You will be taken to the next screen to select the specific
Endorsement.

0% Pug:

TOPS (%
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Logged in as Sample Person. Logout

My Profile My Applications My Registrations My Business Applications My Businesses
If you have multiple registrations, click the Registrations dropdown below and select the Registration Type to see your Endorsements.
My Registrations:  Show All B
Type: Unarmed Registration License #: 34943002
—%Add Employer
Endorsement Issue Date Last Renewal Expiration Request Duplicate Pocket Card
Alarm Salesperson 08/09/2017 06/13/2019 (673 days) Active
Type: Owner/Manager Registration License #: 34943001
Endorsement Issue Date Last Renewal Expiration Status
Manager 06/13/2017 06/13/2019 (673 days) Active

In the example shown, the individual only has one unarmed endorsement.

Personal Information Now, choose the appropriate endorsement. requrea

Employment Information

Unarmed Registration Type

¥| Alarm Salesperson

Contact Information

Question Sets

Application Review

Confirmation

Previous. Mext
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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

T TOPS

Teas Online P rity

Application Information Personal Information

Personal Information Now it's time to gather some personal information. The name provided on the application should match
Employment Information the name on your personal identification.
Contact Information m For Texas DL/ID holders: The Texas DL or ID photo on file with the Department will be used for the
Private Security pocket card.
Question Sets
Application Review Last Name requirea First Name requirea Middle Name Suffix
Confirmation Person Sample

Email Address required

email@email.com

Add ID

Cancel Previous MNext

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.

TOPS
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Application Information

Employment Information

Personal Information Enter your employment information for this endorsement. If you don't know your employer's license
Employment Information number, please contact them before proceeding.

I3 You do not have to be employed to submit an application. A pocket card will not be issued until you
are registered with a licensed employer. Additional fees may apply.

Question Sets W oy ment Information

Application Review Busi Li Number required

Contact Information

Confirmation C04161901

Business Name: Private Security Company

Date of Employment reguirea

08/09/2017

Cancel Previous Next

Revised 03/2018



You must enter an address and phone number. Physical address cannot be a PO
Box.

Application Information

Address Information

Contact Information Flease enter your address and contact information. The physical address cannot be a Post Office Box
(P.O. Box).

Address Information

The pocket card will be mailed to this Mailing Address.
-

Question Sets Counry rques

United States of America
Application Review

. Address 1 requred
Confirmation
123 Any Street

Address 2

City requree State requres Postal Code requrea County requres

Austin Texas | 78752 Travis

Mailing Address

¥ Same as Physical Address

Contact Information

Phone Number requeea Alternate Phone Number

(512) 424-2000

This information is populated with the information DPS currently has in our
records. Update as necessary.

Application Information

| Demographic Information
Contact Information Let's collect some demographic information. When you're finished, choose Next to continue.

Demographic Information

Demographic Information Gender requred
M

Address Information

Duties
Question Sets Height (feet) requeee Height (inches) requirea Weight [pounds) requeea

8 & | 840
Application Review | Lt

; Eye Color roqu Hair Cok
Confirmation ¥R 0NN mapiw! air Color requres

Blue | Blonde

Race requies

Other

Aliases

Cancel Previous | Next
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Provide a short description of your job duties.

Application Information

Contact Information

Address Information

Demographic Information

Duties

Question Sets
Application Review

Confirmation

Duties

Give us a brief description of the Duties you'll be performing.

Duties requirea

Cancel

296 characters remaining

Previous Next
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Read carefully and select the appropriate answer. Application cannot proceed if
all questions are not answered and all acknowledgements checked.

Additional Information
Complete the questans mnd

Have you ever been convicied. in any jurisciction, of 8 felony lavel oense? maem

e - Less than 10 years since completing my sentence of probationary persod.
Yes - More than 10 years since completing my aanlance of probaticnary periad.
Mo

Have you ever been convicled, in any jurisdiction, of a Class A of equivalent misdemeance?

reeeet

Yes - Less than 5 years my senience of
Yes - More than 5 snnilnnce of
Mo

Have you, within the past 5 years, bean convicted, in any [ursdiction, of a Class B misdemaance
of equivalent offense? e

Yes

Mo

Are you cumently charped with, of undar indiciment for, & felony, or Class A MSJEMEANOrT meem
Yes
Ho

Are you cumently charged with a Class B misdemeance? e
Yes
o

i Have you ever been found by a court 10 be incompetent by reasan of mental cafect? sawea
Yes
Mo
Weste you discharged Som the mibllary? mees
Yos
Yes - | recenved a dishonorable discharge, a bad conduct discharge, or an other than honorable
dischasge, from Armed Forees. | must submit a copy of my DD-214.
Ho

Are you required 1o regsier a5 a sax offende, in Taxss of any other siate™ wee
Yes

| understand that all fees submitted o Private Security ane non-refundable, are nol transterable
and that. in accordanca with Administrave Rula 3523, | will have 80 days fiom the date of
sficiency, to hurn in all requised dotument supphemental infarmation andior
4 OR this application wil be sbandoned and | will b requined 10 1eapply. maum:

I venty that e information provided & true and comect, and | undersiand that this is an official
Government record and that any falss stalsment made on this document or any olher
supplement provided to OFS may result in criminal prosecution. s

| understand, any pending charges or comdction refered to above require the submission of
the apgroprate court documentation, with this application. Faiture to report an amest or
conviction, iater found by 8 fingerprnt ses Ll in denial of revocwlion of a license
based solely on the material misstatement of fact in this applcation. meew

| acknowiedoe | have reviewed the eigil teria of Texas Occupations Code §1702.113
ana the defnition of “camiction’ provided in §1702.371. In sddmion, | acknawiedge | have
reviewed the dlsoualdying offenses isted in Texas Adminisirative Code 5354, wama

1 cenify that all informatian | provided in relation to this criminal history recond check Is tue and
accurate. | authorize the Taxas Department of Public Safety (DFS) to access Texas and
Federal criminal history record information that pertains to me and disseminate that information
fo the designated Authorized Agency or Qualified Entity with which | am or am seeking to be
empioyed of (o serve as A volunteer, ihrough the DFS Fmgarpnnt-based Applicant
Cleringhouse of Texas and a5 aulhorized by Texes Govemmen: Code Chapter 411 and any
wthet applicable state of federal stabute of policy. | authorize the Texes Depatment of Public
Safety ta subemit my fingergeints and olher application informatar 1o the FBI fer the purpess of
comparing the submitted information i evailatle records i onder to identify other infometion
that may be pertinent to the application. | authorize the FBI to disclose potentialty pertinent
information to the DPS during ihe processing of this appication and f20 as long heraader as

sy bes relevant o he activity for which this spphcation = baing subvritied | undesstand that
the FEI may also ratain my fingerprints and other appicant informatian in the FEI's permanant
collection of fingerprints and retated imformation, where all such data will be subject to
comprisans agains! other subrmessions received by the FEI and to further disseminations by
the FBI as may be authorized under the Privacy Act of 1574 (5 USC 552a). | understand my
ingerprints will be searched by and against civil. criminal and Latend fingerprints in the Hext
Generation identification (NGI) system. | understand | am entitied bo oblain & copy of any
cximinal hislory record chieck and challenge the accuracy and completenass of the information
befors a final delermination i made by the Qualified Entty, | aiso undsrstand the Qualified
Entity may deny ma access o chikdren, the eldarty, or individusts wilh disabillies unbl fhe

d. I a necd arses to challenge the FBI record
1the agency that submitted the information i the FEI. of you may

send & written challenge request to the FBI's Crminal Justice information Services (CHS)
Division at FBI CJIS Division, Attention; Carrespondence Group, 1000 Custer Hollow Road,
Clarksburg. WV 26306, wores

Freviews | Mest
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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.

PTOPS

Application Information Application Review
Contact Information Review the application carefully. Select Edit to make corrections. Select Next to continue.
Question Sets Application Type
Application Review Application Type:  Unarmed Registration
Application Review Registration Type: Locksmith
Review Fees employmentDate: 08/09/2017
Bus. License No.: C04161801
Business Name:  Private Security Company
Personal Information
Last Name: Person
First Name: Sample
Middle Name:
Suffix:
Email Address: email@email.com
ID Type:
ID Number:
Contact Information

Physical Address 123 Any Street
Austin, TX 78752
Travis
Mailing Address: Same as Physical Address

Primary Phone (512) 424-2000
Number:

Secondary Phone
Number:

Gender: Male
Height (feet): 6
Height (inches): 5
Weight (Ibs): 640
Eye Color: Blue
Hair Coler: Blonde
Race:  Other
Aliases:

Duties: Work
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Acknowledgments

1.1 understand that all fees submitted to Private Secunty are non-refundable, are not
transferable and that, in accordance with Administrative Rule 35.23, | will have 90
days from the date of notice of a deficiency, to turn in all required documentation,
supplemental information and/or fees OR this application will be abandoned and |
will be required fo reapply.

Yes

o]

| verify that the information provided is true and correct, and | understand that this
is an official Government record and that any false statement made on this
document or any other supplement provided to DPS may result in criminal
prosecution.

Yes

w

| understand, any pending charges or conviction referred to above require the
submission of the appropriate court documentation, with this application. Failure to
report an arrest or conviction, later found by a fingerprint search, may result in
denial or revocation of a license based solely on the material misstatement of fact
in this application.

Yes

-

| acknowledge | have reviewed the eligibility criteria of Texas Occupations Code
§1702.113 and the definition of ‘conviction’ provided in §1702.371. In addition, |
acknowledge | have reviewed the disqualifying offenses listed in Texas
Administrative Code §35.4.

Yes

| certify that all information | provided in relation to this criminal history record
check is true and accurate | autharize the Texas Department of Public Safety
(DPS) to access Texas and Federal criminal history record information that
pertains to me and disseminate that information to the designated Authorized
Agency or Qualified Entity with which | am or am seeking to be employed or to
serve as a volunteer, through the DPS Fingerprint-based Applicant Clearinghouse
of Texas and as authorized by Texas Government Code Chapter 411 and any
other applicable state or federal statute or policy | authorize the Texas Department
of Public Safety to submit my fingerprints and other application information to the
FBI for the purpose of comparing the submitted infarmation fo available records in
order to identify other information that may be pertinent to the application. |
authorize the FBI to disclose potentially pertinent information to the DPS during
the processing of this application and for as long hereafter as may be relevant to
the activity for which this application is being submitted. | understand that the FBI
may also retain my fingerprints and other applicant information in the FBI's
permanent collection of fingerprints and related information, where all such data
will be subject to comparisons against other submissions received by the FBI and
to further disseminations by the FBI as may be authaorized under the Privacy Act of
1974 (5 USC 552a). | understand my fingerprints will be searched by and against
civil, cniminal and latent fingerprints in the Next Generation |dentification (NGI)
system_ | understand | am entitled to obtain a copy of any criminal history record
check and challenge the accuracy and completeness of the information before a
final determination 1s made by the Qualified Entity. | also understand the Qualified
Entity may deny me access to children, the elderly, or individuals with disabilities
until the criminal history record check is completed. If a need arises to challenge
the FBI record response, you may contact the agency that submitted the
information to the FBI, or you may send a written challenge request to the FBI's
Criminal Justice Information Services (CJIS) Division at FBI CJIS Division,
Attention- Correspondence Group, 1000 Custer Hollow Road, Clarksburg, WV
26306.

o

Yes

Cancel Previous
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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.

Application Information

Review Fees

Contact Information You're almost done. Please review the fees. All communications will be sent to the email below.

e — Your email:
Question Sets =

Employee of License Holder License Change Request
License Fee $15.00

Application Review Subscription Fee $2.00

Review Fees
Confirmation Texas.gov Price:

This service is provided by Texas.gov the official website of Texas. The price of this service includes funds that supfjort the

Application Review

ongeing cperaticns and enhancements of Texas.gov which is provided by a third party in partnership with the State

Submit Application

Previous Next

Cancel

Revised 03/2018



The Exit button returns you to the Landing Page

T TOPS

g Texas Online Private Security

Confirmation

Your application is being sent to your employer for employment verification.

What's Next?

1. Notify your employer that the application is ready for them to verify employment.

2. Mark your calendar. Employment verification and payment of application must be performed within 15 days. After 15 days, this
application will be purged and you will have to resubmit your application.

3. Check your email. You will be notified by email if additional actions are required.

4. Pay for the application. After employment verification, either you or your employer must pay for the application.

5. Log in and select My Applications to check the current status of your application throughout the application process.

6. Questions? Many helpful answers and tips can be found on the DPS website. If you cannot find your answer, please contact us
through DPS Contact Us.

When can | begin to work?

Submitting a registration/commission online does not constitute issuance of a license/registration. Check your application status regularly to
learn when you can begin work.

Note:
All fees are non-refundable and non-transferable. Texas.gov will remit the amount paid to the agency on your behalf.

Texas DL/ID Holders: The Texas DL or ID photo and signature on file with the Department will be used for the Private Security pocket card.

If the applicant has held a Private Security license within the past 3 years, the fingerprints on file with the Department will be submitted to
the FBI if a background check is required.

Want to tell us about your experience? Please take a short survey.

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.

Logged in as Sample Person. Logout
My Profile My Applications My Registrations My Business Applications My Businesses

Start Individual Application Start Business Application

Unpaid Applications

This is the list of applications that have been submitted for processing, but have not been paid for. Unpaid applications may be waiting
for confirmation from the hiring business before payment can be made.

Registration Type Application Type Received On Status Date Status Actions

Locksmith Update 08/09/2017 Pending mé_

Paid Applications
This is the list of applications that have been paid for and are being processed by DPS.

Mo paid applications found ‘
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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.

Application Information

Review Fees
Contact Information Your email:
Military Status _.E
RS | Eeses it E_mplayee of License Holder License Change Request
License Fee $15.00
Question Sets Subscription Fee $2.00
Application Review
— " Texas.gov Price: $17.00
Application Review

Review Fees ; o ) . . . . o
This service is provided by Texas.gov the official website of Texas. The price of this service includes funds that suppprt the

ongoing operations and enhancements of Texas.gov which is provided by a third party in partnership with the State.

Cancel Previous Next
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