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For transfering a registrant from another company to your company, make sure you have the following information:

· Previous Registrant ID
· Previous Registrant Office BPN

If you do not have this information, please contact the PPS office.  NOTE: If registrants have been issued photo ID cards from the new system, these cards will contain the registrant ID and BPN.

Submitting a Transfer Application:

1. Click on the Registrants Tab and select Transfer to begin the process.

[image: ]

2. The first screen presented, you will be asked to enter the existing Registrant ID and the BPN.
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This will lookup the registrant details in the system.



  
3. You will then see the summary details of the registrant.  From here you can confirm the right registrant is found.  You also have the ability to renew the registrant if you need to at this point.  Click on Start to continue the process.
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4. Confirm and update the registrant details.  
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a. For the photo upload, the photo must be a recent (within the last 5 years) color head and shoulders photo.  .jpg, .jpeg, .png are the accepted formats.
b. [image: ]Once you have completed the application form, click on the SUBMIT FOR PAYMENT button.  This will take you to the payment screen to enter credit/debit card details.
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5. [image: ]Once the payment goes through, you will be taken to the receipt page.  At this stage, the Licensee and Qualifying Agent entering the registration application, will receive and email notification with confirmation that application has been submitted.  On the receipt page, you can print off the following items:
a. A receipt of the transaction. 
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* Existing Registrant ID

* Existing Registrant Office BPN
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Registrant Found

Registrant Details

Name Test Test

Expiration 10/19/2017

Date

Address 123 Main Street, Test NC

Fill in fields below and click Start.

* Registrant Type at New Office

Unarmed Guard

* Renew Registrant?

No
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Photo of Registrant

* One (1) recent color head and shoulders JPEG digital photo. The photo must have been taken in the past five (5) years.

Select file (jpg, -jpeg, .png)
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Submit for Payment
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Payment

Cost of Application / Processing

New Unarmed Guard Application Fee $30.00

Number of Applications x1
Finger Print Processing Fee $38.00
Credit Card Processing Fee $2.39
Total Issuance Fees $70.39
Convenience Fee $4.00
Total Fee: $74.39

Please enter your payment information below

Last Name
As it appears on your card.

First Name
As it appears on your card.

Card Number

Expiration

Expirate Date MMYY.
ccv

3 digit code on the back of your card. For
AMEX this will be a 4 digit code on the front
of your card.

Coupon Payment Submit Payment
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