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Business Application

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 use the Update
Email button

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.
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Texas Online Private Security

Sign In
Welcome to the TOPS p - )
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Application Navigation Tips:
1. Thelegend at the left shows the progress through the application
e Fillin all required information as you progress through the screens
e You cannot jump forward in the application
2. Atthe bottom of all application pages, the Cancel button is on the left, and
Previous/NEXT buttons are on the right.
e 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.
e Progressing through the full application and clicking on Submit Application is the
only way to save the application
e The application cannot be submitted if all required information is not present

Before you begin:

You will need the following information:

e Company Name and Address Information
e Ownership and Shareholder information

When is this application required?
This application is required for the following business changes:

e Changing the name of the business

e Changing the structure of the business (e.g. Sole Proprietorship to Corporation)

e Changing owners/partners/corporate officers/shareholders

e Upgrading a business license (e.g. Class A to Class C)

e Changing contact information

e Adding a service which does not require an upgrade (e.g. Adding Armored Car Services
to a Class B license)

When is this application NOT required:
This application is NOT required for the following changes:

e Replacing the qualified manager

FAQs are available on the Private Security website




Submit a Business Update 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. Begin by signing into TOPS.

Begin by entering your Email address, Date of Birth, Last Name and submitting the Captcha
information. When you Sign In, you will be taken to a page displaying your information called
“My Profile”.
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Welcome to the TOPS

Registration/Commission Application Email required
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My Profile page

There are four sections on the My Profile page

e The first two contain Application information

o My Applications — individual application information

o My Business Applications — stakeholder and business application status
e The last two contain Registration Information

o My Registrations — all licenses you hold

o My Businesses — business licenses where you are a stakeholder

My Applications

My Applications

Registration Type Application Date Status Actions

Owner, Manager 06/01/2016 Pending

My Business Applications

Business Name: slacker company Required Stakeholder Applications: 1 out of 2
Status: Pending
Application Expiration Date: 07/22/2016

Name Email Address Role Application Submitted? Actions
dad, slacker sd@fd.com Authorized Person, Owner, Primary Contact No
dad, grouchy gd@fd.com Manager, Authorized Person Yes
Business Name: Loud Siren Required Stakeholder Applications: 1 out of 2

Status: Pending
Application Expiration Date: 07/23/2016

Name Email Address Role Application Submitted? Actions
dad, alarm ad@fd.com Partner, Primary Contact Yes

dad, grouchy gd@fd.com Manager, Partner No




View Business Details

In the section titled My Businesses, locate the business to update and click on the VIEW
DETAILS button

My Registrations

Type: Owner/Manager Registration License #: 00008702
Endorsement Issue Date Last Renewal Expiration Status
Partner 08/16/2016 08/16/2018 (721 days) Active
Manager 08/16/2016 08/16/2018 (721 days) Active
Type: Unarmed Registration License #: 00008701
Endorsement Issue Date Last Renewal Expiration Status
Alarm Systems Installer 08/16/2016 08/16/2018 (721 days) Active

My Businesses

To view license information, address information, contact information, stakeholders and branch offices, please click the view details button
beside the name of the business. You can also initiate a business update and see the business certificate from the view details page.

Sample Services Type: Contracting Company License #: B00005701
Status: Expired Expires: 08/17/2016
Branches Offices

POPULAR LINKS APPLICANTS INFORMATION
DPS Regulatory Services Division Get Started Records/Status Search

Board Information Laws and Regulations FAQs

Contact Us Training/Testing

Fingerprint Services




Business Details page

From the Business Details page, select the UPDATE button to begin the process

Business Details

Below is a list of the information associated with this business. To update or renew please scroll to the bottom of the page and click one of
the renew or update buttons.

Business Information

Business Name Business License Number Expiration Date Type

Update Test & Friends C01060701 07/31/2017 (357 days) Contracting Company
Class Services Email Address Phone Number
Investigations / Security Electronic Access updateco@pres.com +1(512)111-1111
Contractor Courier

Armored Car
Private Investigation

Physical Address Mailing Address

1234 Main Same as Physical Address
Austin, TX 78745

Travis

us

View Certificate

Business Stakeholders

Name Role Issue Date Expiration Date Ownership Percentage Role Status
Johnson, Lady Corporate Officer , Shareholder 08/06/2016 08/06/2015 50% ACTIVE
Johnson, Lyndon  Owner , Manager , Corporate Officer , Shareholder 08/05/2016 08/05/2018 100% ACTIVE

Total:  300%




Completing the Update Application
TOPS will prepopulate the application with the information already on file for the business. You
will only edit the data that has changed.

Application Information Section

Services Offered
What specific services are offered by your business?

Nature of Business
A brief description of your business

P TOFS

nline Private Security

fApRicriion infharation Select Services Offered
Services You selected: Contracting Company

Nature of Business Select the service(s) the business provides.

Business Information

Business Services

7] Alarm

Acknowledgements

Stakeholder Information
X ) X [¥] Armored Car
Application Review Soutier
Confirmation [7] Electronic Access

] Guard

[] Guard Dog

[F] Locksmith

[¥] Private Investigation

[T] Security Consultant

Cancel Previous Next

Application Information Nature of Business

Services Enter a brief description of the service(s) the business provides.

Nature of Business

Business Information

Private Security
Acknowledgements
Stakeholder Information
Application Review

284 characters remainin§
Confirmation

Previous Next




Business Information
Business Name

Provide the name of the corporation, company or full name of sole proprietor and a
DBA if there is one

Business Address
Physical location of the business and a mailing address are required

These can be the same or different addresses
Physical address cannot be a PO Box

Business Contact Information
Phone number and Email address are required

Business Structure
This information drives the types of individual applications that are required

If you select the incorrect type, you can return to this page to make the necessary
changes and progress through the rest of the application

Selections other than Sole Proprietorship and General Partnership will display one or
more additional questions

T TOPS

< Texas Online Private Security

Application Information Business Name

Business Information Enter the corporation, partnership or sole proprietor name.

.
Business Name

Business Address Please enter your business name required

‘ Update Test & Associates, Inc |

Business Contact

Business Structure

Will your business operate under an Assumed Name (DBA: Doing Business As)? required
Acknowledgements © Yes

Stakeholder Information @ No

Application Review What is the Assumed Name?

) Update Test & Friends
Confirmation

Cancel Previous Next




T TOPS

N Texas Online Private Security

Application Information

Business Information

Business Name

Business Address
Business Contact

Business Structure

Acknowledgements
Stakeholder Information
Application Review

Confirmation

TOPS

Texas Online Private Security

Application Information

Business Information

Business Name

Business Address

Business Contact

Business Structure

Acknowledgements
Stakeholder Information
Application Review

Confirmation

Business Address

Enter the business address(es).
Physical address cannot be a Post Office Box.

Physical Address

Country required

United States of America

Address 1 required

1234 Main

Address 2

City required State required Postal Code required

Austin Texas 78745

County required

Travis

H

Mailing Address

Same as Physical Address

Cancel

Business Contact Information
Enter the business contact information.

. _contactinfo |

Previous

Next

Enter the business phone number(s)
Phone Number required Alternate Phone Number

(512) 11-1111

Enter the business email address
[EZ8) Al correspondence will be sent to this email address.

Email Address required Confirm Email Address required

updateco@pres.com \ updateco@pres.com

Enter the business website address
Website

http://

Previous

Next
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Texas Online Private Security

Application Information

Business Structure

Business Information How is the business structured? requires

Business Name

Business Address

© Corporation (Inc., Corp.) Where were the papers for this business filed?

Business Contact
Business Structure

© General Partnership Toxas

© Limited Partnership Are your stocks privately held or publicly traded?
3 owieageme © Limited Liability Company (LLC) Privately Held B
© Limited Liability Partnership (LLP)

© Sole Proprietorship

Cancel Previous Next

As you make changes, you may be presented with the following warning. Select OK to continue
with the necessary changes.

Changes made will affect other pages in the application and may require data to be re-entered. Select’OK'to apply changes and continue with the application or select'Cancel to return to the page.
[7] Preventthis page from creating additional dialogs




Acknowledgement Questions
e Required to acknowledge understanding
e Application cannot proceed if these are not checked

Application Information

Business Information
Acknowiedgements
Stakeholder Information
Application Review

Confirmation

Acknowledgments

1. @ | understand that all fees submitted to Private Security 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 to reapply. requirea

2. @4 | 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. requires

Cancel Previous Next

Stakeholder Information
Navigation Tip:

e Save the information for the stakeholder by clicking the Add Stakeholder button
e Repeat the process to add additional stakeholders
e Do not click on the green NEXT button until all stakeholders have been added

Application Tip:

e Stakeholder Type is either Business or Individual

Individuals or businesses included should match those on the official business

documents such as the Assumed Name Certificate or Articles of Incorporation

e Stakeholder ownership percentage must equal 100% for all except publicly traded
Corporations and LLC’s

@)

Zpplicaton Inform Business Stakeholders

Depending on the structure of the business this may include an Owner, Partner, Corporate Officer,
Shareholder, Manager, Point of Contact, etc

Business Information

Acknowledgements The individuals or companies you include here must match those listed on the official business documents
such as, the Assumed Name Certificate, Articles of Incorporation, etc

Stakeholder Information

Stakeholders
Electronic Signature

Application Review

Enter your Stakeholder(s) below:

Stakeholder Type

=]

Confirmation

List of Stakeholders

Name Email Address Date of Birth  Role

Owners| hip Percentage %

Actions

Johnson, Lyndon  Ibj@pres com On File 100%

Edit
Remove
Johnson, Lady

ladybird@pres com

Total: 150 %

Previous Next




Edit Stakeholder

Select the role(s) for this individual required
[C] Authorized Person Oownership
Corporate Officer Percentage
Manager 100 Yo
[C] Primary Contact

Shareholder

[C] supervisor

Is shareholder a material participant in the Business?
) Yes
© No

Cancel




Enter your Stakeholder(s) below:

Add Stakeholder

Stakeholder Type required

Individual IZ|

Last Name required First Name required Middle Name Suffix

Johnson Lucy Baines select one IZ|
Email Address required Confirm Email Address required

lucybaines@pres.com lucybaines@pres.com

Date of Birth required
01/01/1960

Select the role(s) for this individual required
[C] Authorized Person

& Corporate Officer

[l Manager

[C] Primary Contact

[C] shareholder

[C] supervisor

Add Stakeholder

List of Stakeholders

Name Email Address Date of Birth  Role Ownership Percentage % Actions

Johnson, Lyndon  |bj@pres.com On File Manager 50%

Corporate Officer
Shareholder

Johnson, Lady ladybird@pres.com  On File Corporate Officer  50% Ao
Shareholder

Total: 100 %



Bl Business Stakeholders

Depending on the structure of the business this may include an Owner, Partner, Corporate Officer,
Shareholder, Manager, Point of Contact, etc

Business Information

Acknowledgements The individuals or companies you include here must match those listed on the official business documents
such as, the Assumed Name Certificate, Aricles of Incarporation, etc
Stakeholder Information
Enter your Stakeholder(s) below:

ZELEIILEE Add Stakeholder

Electronic Signature

Stakeholder Type requires

Application Review
select one

Confirmation

List of Stakeholders

Name Email Address Date of Birth Role Ownership Percentage %  Actions
Johnson, Lyndon Ibj@pres.com On File Manager 50%

Corporate Officer

Shareholder

Johnson, Lady ladybird@pres.com On File Corporate Officer
Shareholder

Johnson, Lucy Baines  lucybaines@pres.com  01/01/1960 Corporate Officer

Total:

Cancel Previous Next

TOPS

Texas Online Private Security

Alabll Electronic Signature

Please provide the name and title of the individual authorized to submit the application on behalf of this
business.

Business Information

nowledgements Electronic Signature

Last Name required First Name required Middle Name Suffix

Stakeholder Information
Johnson Lady Bird Please Select E|

Stakeholders
Electronic Signature

Title required

Corporate Officer/Shareholder

Application Review

Confirmation

Previous Next




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

on Informatiocn

Application Review

Rewview the spplication details below.

To maks changes, sslect the Edit button in the appropriate area. You will b2 retumned to that section
of the application and will be reguired to progress through the remainder of the application.

Select Mext when review is complets.

Application Information

Sarvices Selected: Anmecred Car [ = ]
Courier

Application Review Elsctronic Accsss

Privats iInvestigation

Msturs of Businass: Private Sacurity

Review Fees

Businass Nama: Updiate Test & Assoctates, Inc.
DBL:  Yes
D:oing Business A5: Update Test & Frisnds

Business Information

Physical AGOracs: 1234 Main “
Austin, TX TET45
Trawis
Unitsd States of wmernica

MaNINg AOOrSEs: Eame 25 Pyskcal AOMSss

Primary Fhons Humbsr: (12} 111-1111
Arternats Phons
Husmiber:

Emeill AGONSEs: U b D e comi
Businass Structurs: Conporation (Inc. Conp.}

S cknowisogmants |

1. | understand that all fees submitted to Private Security sre non-refundable, [ = |
are not transferable and that, in accordance with Administrative Rule 2523, |
will have 50 days from the dste of notice of a deficiency. to tum in sl
reguired documentation, supplementsal information andlor fees OR this
application will be abandoned and | will b2 reguired to reapphy.

Yo

5]

| werify that the information provided is true and correct, and | enderstand
that this iz an official Government record and that any false statement made
on this document or amy other supplement prowvided to DFS may result in
crimina| prosecution.

Yo

Stakeholders

Hamne Emall Address Disde of Erin Rl Crwnership 3%

Johnson, Lucy Baines lusyhaine smpre s oo 01011960 Corparate Omear o

Johnson, Lyndon Ib) e s oom an flie MiEnEger B0
Corparate Omcar
Sharehokder

Jonhnson, Lady LactybirafDpres omn an flie Corparate Omcer =10
Enansnakder

Electronic Signature

Hames:  Johnson, Lady Bird [ == ]
Tihtka: Conporats Offican Sharshodder




Required Stakeholder Applications
Application Tip:

Stakeholders listed on this screen are required to fill out an application online.

Stakeholders will be notified by email to go online, log in and complete their individual
application.

Once all stakeholders have submitted applications, the business email address and all
stakeholders will receive an email that the application can be paid for and submitted.

Click the Submit Application button to proceed.

TOPS

Texas Online Private Security

Riaut Ul Required Stakeholder Applications

Business Information Business Name: Update Test & Friends

All communications will be sent to the email below.
Acknowledgements

updateco@pres.com

Stakeholder Information Select Submit Application to notify the following stakeholders by email to submit their applications. Atter all

stakeholder applications have been submitted all parties will be notified that payment is due.
Application Review

. : z Name Email Address Date of Birth Role Ownership %
Application Review

Review Fees Johnson, Lucy Baines lucybaines@pres.com 01/01/1960 Corporate Officer 0
Confirmation

Submit Application

Cancel Previous Next




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

You will also receive this information in email

The Exit button returns you to the Landing Page

Transaction Details

Conflrmatlon Date/Time:  08/08/2016 08:40 PM
Your application for a business license has been initiated. Business  Update Test & Friends
Name:

What's Next?

1. Notify stakeholders to login to TOPS and submit a stakeholder application, if
applicable. They will receive notification via email as well.

2. Mark your calendar. All required stakeholder applications and payment for business
application fees must be performed within 15 days. After 15 days, this application will
be purged and you will have to resubmit your application.

3. Pay for the application. After all applicable stakeholders submit their application(s), a
single payment is required for the business license and all stakeholder fees.

4. Check your email. All stakeholders will be notified by email if additional actions are
required.

5. 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

nnnt fimd vanir aneuwar nlases rantact e thraninkh NDS Cantact |le
T NG yOul GQNswer, pifase CONETT us Wiiougn i o wOMEatl wa.

Type: Contracting Company

These stakeholders have been notified by email at the email addresses listed below.

Name Email Address Date of Birth Role Ownership %

Johnson, Lucy Baines lucybaines@pres.com 01/01/1960 Corporate Officer 0

When can | begin to work?

Submitting an application online does not constitute issuance of a license. Check your
application status 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.

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




