Update Record of Employment (Employee Information Update — EIU) Guidelines

Pursuant to Texas Occupations Code §1702.167 and §1702.234: A registrant may transfer his or her
registration from one employer to another employer within 14 days after the date the registrant begins
the new employment

EIU Requirements:
Registration must be active, renewable or pending

If an individual holds any of the following registration types and are employed by another company, an
EIU cannot be submitted. The registrant must complete and submit a new application for these
registration types with the employing company.

e Owner/Corporate Officer/Partner/Shareholder

e Manager, Supervisor

e Branch Manager

e Firearm Instructor

e (Classroom Instructor

e Personal Protection Officer Instructor

e Alarm Basic Instructor

e Governmental Letter of Authority (GLOA) registrations can only be updated from one GLOA to
another

To submit an EIU

e Visit TOPS and Sign In

e Under My Registrations, locate the registration to be updated

e Onthe Actions drop down on the right, select Add Employer

e Enter required information including the company license number (email sent to company
requesting employment verification).

e Once the company has verified the employment and hire date, payment may be made by the
company or registrant.

Please note that the submission of an EIU does not renew the registration. It merely adds the new
employer to the Individual's Registration record.

If the registration has been expired for less than one year, go online and submit a renewal application.

If the registration has been expired for more than one year, the record may not be updated or renewed.
Submit an original application online at TOPS

A new pocket card will not be issued with an EIU. If a new pocket card is needed please submit a
duplicate pocket card request with the correct fee.


https://tops.portal.texas.gov/psp-self-service/
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