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Individual	Renewal	 

Landing	Page	Navigation	Tips:	
1.	 Individuals and businesses that have not been licensed by DPS should use the RED buttons to 

start a new application. 
2.	 Individuals, including owner/manager/partner/shareholders should use the Sign‐In process to 

submit new, renewal, and update applications. 
3.	 Individuals that have not previously provided their email address should click on Update Email 

Address. 
4.	 The bottom of this page has links back to DPS web pages that include information on using the 

TOPS application, regulatory information, and programmatic information. 
5.	 Search License function allows search for information on individuals or companies licensed by 

the Private Security program 



 

 

                      

                      

               

                                

         

                                  

                        

                          

         

                        

            

         

	

               

   

Application	Navigation	Tips:	
1.	 The legend at the left shows the progress through the application
 

 Fill in all required information as you progress through the screens
 
 You cannot jump forward in the application
 

2. At the bottom of all application pages, the Cancel button is on the left, and Previous/NEXT 
buttons are on the right. 
 If you do not see the buttons, use the scroll bar on the right of the screen 

3.	 If you close the application, your information will not be saved. 
 Progressing through the full application and clicking on Submit Application is the only 

way to save the application 
 The application cannot be submitted if all required information is not present 

Before	you	begin:	 

You will need the following information: 

 Personal UNIQUE email address 

FAQs are available on the Private Security website 



 

 

                                   

                                            

                                     

    

 

 

 

   

Submit	a	Renewal	Application	
NOTE: This guide will show the various screens and only highlight areas that are specific to the program, 
rather than common fields such as name or address. Sign In to TOPS. If you do not have an email on file 
with DPS or do not remember the email that you used, Select the Update Email? Function and enter all 
required information. 



 

 

                         

                                  

                 

 

 

   

My	Profile	 
After signing into TOPS, you will be on the My Profile screen. 

In the MY Registrations Section, locate the registration type to renew. Click on the drop‐down arrow to 
the right of the license number and select RENEW 



 

 

	
                                

       

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

Registration	Renewal 
Select the registration to renew. If there are multiple registrations displayed, you can elect to renew 
one or multiple registrations. 



 

 

 

 

                                          

                            

                             

 

             

                            

 

 

 

 

 

 

Personal	Information	
Personal	Information 

Your name and email address on file will be displayed. If you wish to add a new ID, click on the 
ADD ID button. If there is no change or update to ID, click NEXT. 

Address	 Information	 
Enter address information. This will ensure that DPS has the current address for pocket card 
mailing. 

Physical address cannot be a PO Box. 

Demographic	Information	 
This information will be populated from the TOPS system. Update this information if necessary. 



 

 

 

 

 

 

 



 

 

 

   



 

 

 

	
 

                     

   

                   

	
                       

                     

 

 

 

Military	and Peace	Officer	Information
Military Status 

Military status will determine application fees in accordance with Senate Bill 807 (84th 
Legislative Session). 

Additional information will be required for status other than N/A. 

Peace	 Officer	Status 
Peace officer status will be used to determine required fees and documents. 

Additional information will be required for status other than Never/Not currently. 



 

 

             

                         

                            

   

 

 

Additional	Information	 
Read carefully and select the appropriate answer.
 

Application cannot proceed if all questions are not answered and all acknowledgements checked.
 

The questions displayed are an example. You may receive different questions dependent on the
 
registration type.
 



 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

   

                                    

                            

 

                             

 

 

 

   

Application	Review	 
Navigation Tip: 

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. 

Select NEXT after you have verified that the information on the review screen is correct 



 

 

 

   

                                       

                                 

                               

 

 

 

 

 

 

 

 

 

 

Review	Fees	 
Navigation Tip: 

If you are affiliated to a company, you will have the option to either pay with Credit Card or select 
Employer Pays. The application must be paid within 14 business days. If you have selected Employer 
Pays, you will need to contact your employer to ensure they are aware of the application. 



 

 

                               

           

                     

               

                 

 

 

 

 

 

Confirmation		 
The confirmation page is displayed after payment if you did not include employer information, or after
 
submitting the application for employer payment.
 

The confirmation page provides the NEXT steps to continue the application.
 

You will also receive this information by email.
 

The Exit button returns you to the Landing Page.
 


