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Individual Renewal Instructions 
• When does an individual registration need to be renewed?

▫ Individual registrations are renewed every 2 years based on the date of issuance

▫ Registrations become renewable 90 days before expiration

• Who can renew an individual registration?

▫ The renewal application must be initiated by the registration holder, however, the
payment may be submitted by either the individual registrant or the employer they are
registered with.

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. 

https://tops.portal.texas.gov/psp-self-service/login/auth
https://tops.portal.texas.gov/psp-self-service/user/start
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When you sign in, the “My Profile” tab will be displayed – click on the “My Registrations” tab 
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Select the registration type that you want to renew and click the actions button. Then click on renew.  

 

 

All registrations within the same category type (armed, unarmed, etc.)  will be pre-selected. Unselect 
any you do not wish to renew. Click Next. 
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If you do not have an additional ID to add to your profile, simply click next. 

 

 

On the demographic information page, make any necessary changes and click next.  
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Choose your military status and click next. 

Important Information: Active duty status only applies to those who are currently serving on active duty 
orders (wearing a uniform 24/7). This does not include training or drill. Veteran status applies to anyone 
who has served on and has been discharged from active duty (includes retired).  Additional information 
will be required for status other than “N/A or Not Applying For Fee Exemption” 
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Acknowledgement Questions 

Read carefully and select the appropriate answer. Application cannot proceed if all questions are not 
answered and all acknowledgements checked.  
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Read carefully and select the appropriate answer. Application cannot proceed if all background 
questions are not answered. Click Next  
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On the Application Review page 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. 
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If you are submitting payment for your own application, select the Pay with Credit Card button to 
proceed to payment. From here you will enter a common check out screen. Follow the prompts to 
submit your payment.  

If your employer is submitting payment for your application, select the Employer Pays button. You may 
notify your employer to login and submit payment.  

Please note: Payment for this application must be submitted within 15 days or you will need to 
complete the application again.  If you have selected Employer Pays, you can still submit the payment 
for the application. It will be located under the “My Applications” tab within your profile.  

 

 

 


