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Employment Verification 
 

What is Employment Verification? 
1. Who can perform Employment Verification? 

 Stakeholders ‐ Owner/Partner/Corporate Officer/Shareholder/Manager (does not 

include Branch Managers) 

2. Verify that an individual works for your company 

 Yes, add hire date 

 No, select reason 

3. Verifications come from two sources 

 New license applications 

 Employee Information Updates (individuals that currently hold a registration that are 

new to your company) 

4. After employment is verified, payment must be made 

 Employer can choose to pay 

 Employee can self‐pay 

5. FAQs are available on the Private Security website if you require additional information 



Employment Verification process 
1. When individuals submit application, the confirmation screen directs them to inform their 

employer of pending employee verifications. 

2. Individuals, including owner/ partner/corporate officers/shareholders/manager Sign‐In to view 

employee verification requests 

3. 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. 

4. When you Sign In, you will be taken to a page displaying your information called “My Profile”. 
 
 
 

NOTE: This guide will show the various screens and only highlight areas that are specific to the program, 

rather than common fields such as hire date 
 
 
 
 

 

 



My Profile page 
There are four sections on the My Profile page 

 

 The first two contain Application information 

o My Applications – individual application information 

o My Business Applications – stakeholder and business application status 

 The last two contain Registration Information 

o My Registrations – all licenses you hold 

o My Businesses – business licenses where you are a stakeholder 

Employment Verifications are found in My Businesses. 

 Employment Verifications and Employee Payments will only be present if there are pending 

items. 

 Click on the + sign next to Employment Verifications to view/access pending items. 



 

 

Completing Employment Verification 
Select the appropriate action for the individual 

 

 Add Hire Date is the positive response 

 Deny will ask for a reason 
 

NOTE: Approval or denial of employment will send an email to the applicant to provide next steps. 
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Payment 
NOTE: An application is not submitted to DPS until payment is complete. 

 

After Employment Approval, a new item will appear under your business for Employee Payments. 

The employer can elect to pay for the application or allow the employee to pay. 

Click on the + sign next to Employee Payments to view all applications that are ready for payment. 
 

If there are multiple employees listed, check the box to the left of the employee name to select the 

application for payment, or check the box to select all for payment. Then click on the Pay for 

Applications button. 



 

 

Once you have selected Pay for Applications, you will be taken to a confirmation screen. 
 

 If this is correct, select your method of payment – Credit Card or Electronic Check 

 If there is an application listed that should not be, it can be removed by checking the box to the 

left of the name and clicking the Remove button. 
 
 
 

 



 

 

Selecting a method of payment will progress to the Payment process. 
 
 
 

Once payment is complete, you will see a confirmation page displaying the next steps. This information 

will also be sent in email. 
 

 


