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Introduction 

This user guide provides the reader with information on how to use the applications presented in this document.  
Only an authorized user should have access to these online software applications. 
 
Please note: Due to security restrictions, the system will automatically log you off after 20 minutes of 
inactivity and you will have to log in again.  All data entered and documents uploaded that were not saved 
prior to this automatic log off, must be reentered.    
 

Company Selection Screen 
An authorized user with access to multiple companies will see the Company Selection screen (see below) 
immediately after logging in to the system.  This screen allows the user to select the company they want to work 
with.  

 
 
 
 
 
If you click on the Select button of the company you want to work with, or you are a user with access to only one 
(1) company, the following screen is displayed.  For example, you either selected the ABC COMPANY LLC from 
the Company Selection screen above or you only have access to the ABC COMPANY LLC, the following 
company Home Page screen for ABC COMPANY LLC (2013210012345) is displayed. 
 
 

 
 
 
 
 
 
 

ABC COMPANY  LLC 2013210012345 Select 

Select 

Select 

JOHN DOE SECURITY  LLC 

MONROE PRIVATE INVESTIGATIONS  INC 

95121154216 

2004210075421 

 

2013210012345 

ABC COMPANY LLC (2013210012345) 
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View Announcements Screen 
The View Announcements screen is used to inform you of new software applications that are currently available 
or will be available in the future.  It is also used to announce changes to existing software applications.  It may be 
used for other communications about PISGS.  Please note that this is a one-way communications tool from 
PISGS to you, the licensed company.  If you need to contact PISGS, call (614) 466-4130 or send an e-mail to 
pisglr@dps.ohio.gov. 
 
 

 
 
 
 
  

 

2013210012345 

ABC COMPANY LLC (2013210012345) 

mailto:pisglr@dps.ohio.gov.
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Authorized Users Screen 
The Authorized Users screen displays a list of all users in your company who have access to your applications.  
 
If there are users who should not have access to these applications, it is your responsibility to inform 
PISGS.  It is also important to inform us when a user has been terminated.  We need this information to 
protect your files from access by unauthorized individuals.  Please send a written request signed by a QA 
with names of individuals who should be removed. 
 
To add a user, please send the Authorization for Online Access form (PSU0021) to PISGS.  This form and 
additional instructions is available on the PISGS home page (http://www.pisgs.ohio.gov/).  This form must 
be signed by the QA. 
 
 

 
 
Clicking on the Authorized Users selection will display, for example, the following Authorized Users list. 

 
 
  

   YOUR COMPANY NAME (12345678901) 
   YOUR TRADE NAME (if applicable) 

JOHN DOE jdoe@dps.state.oh.us 

 

2013210012345 

ABC COMPANY LLC (2013210012345) 

http://www.pisgs.ohio.gov/
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Search Screen 
The Search screen is used to search for individuals registered in your organization.   
  

 
 
  When you click the Search selection, the following Registrant Search screen will display. 

 
The Main Office and all Branch Office check boxes automatically contain a check (ã) mark and the system will 
search all offices for the registrant you are searching for.  To limit your search to a smaller group of offices, click 
on the check box to remove the check (ã) mark.  This will eliminate this office from being included in the search.  
You can have any combination of check (ã) marks to perform a search.  Remember, if the office is checked (ã), it 
will be searched.  
 

  1234 YOUR MAIN OFFICE ADDRESS, CITY, STATE, ZIP CODE -- (12345678901) 

  5678 FIRST BRANCH OFFICE ADDRESS, CITY, STATE, ZIP CODE -- (23456789011) 

  7899 SECOND BRANCE OFFICE ADDRESS, CITY, STATE, ZIP CODE -- (34567890112) 

  5522 THIRD BRANCH OFFICE ADDRESS, CITY, STATE, ZIP CODE -- (456456789011) 

  9524 FOURTH BRANCH OFFICE ADDRESS, CITY, STATE, ZIP CODE -- (62355678901547) 

   YOUR COMPANY NAME (12345678901) 

 

2013210012345 

ABC COMPANY LLC (2013210012345) 
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If you click the Select All Offices button, the system will automatically place a check (ã) mark in all of the boxes 
and all offices will be searched.  Clicking the Clear All Offices button will remove the check (ã) marks from all of 
the boxes allowing you to select the offices you want to search. 
 
To search for a registrant, you may enter the individualôs last name, first name, SSN (social security number), 
registration #, date of birth, or any combination of these.  You will note that when you enter the SSN the numbers 
will not be displayed.  As you enter the SSN number you will see Xôs appearing in the box rather than the 
numbers you enter.  This is a security feature that prevents individuals from seeing the numbers you are 
entering. 
 
Clicking the Search button will display all matching records for the search criteria entered.  You can click the 
Clear All Criteria button to enter new search criteria.  

 
Clicking on the registrantôs name or registration # will display more detailed information (see below). 
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Clicking the Print button will print a copy of this screen to your local printer. 
Clicking the Exit button will return you to the Registrant Search. 
  

NEUMAN ALFRED E 

201121152426 

XXX-XX-1234 (555) 555-1234 

TATTOO OF EAGLE ON CHEST.  BUTTERFLY ON LEFT WRIST.  SHAMROCK BETWEEN RIGHT THUMB & INDEX FINGER. 

1234 HIGH STREET APT # 23 

AKRON 

   YOUR COMPANY NAME (12345678901) 
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Add Registrant Screen 
Use the Add Registrant selection to add new registrants to your main office or branch office roster.   
 
Prior to beginning the Add Registrant process, you will need a color photograph of the new registrant.  The 
photograph must be in electronic format (i.e., jpg or jpeg) so it can be easily uploaded during the add registrant 
process.  The photograph is required to add a new registrant.  
 
Please note: Due to security restrictions, the system will automatically log you off after 20 minutes of 
inactivity and you will have to log in again.  All data entered and documents uploaded that were not saved 
prior to this automatic log off, must be reentered. 
 
Registrant Photo 
Ä Each Registrant Application must include a color photograph according to the following: 
 

Submit a recent

color photograph

2
" x

 2
"2

" 
x
 2

" 1
" 

T
O

1
-3

/8
"

 

The color photograph must be of the individual alone, 
sufficiently recent to be a good likeness (taken within the 
last twelve months), and 2x2 inches in size.  The image 
size measured from the bottom of the chin to the top of the 
head (including hair) should not be less than 1 inch and not 
more than 1 3/8 inches.  The photograph must be color, 
clear, with a full front view of the face, and a plain light 
(white or off-white) background.  The photograph must 
be taken without a hat, head covering, or dark glasses.  
Headphones, ñBluetoothò, or similar devices must not be 
worn in photographs.  Any photographs retouched so that 
the appearance is changed will not be accepted.  
Snapshots, most vending machine prints, and magazine or 
Full-length photographs will not be accepted.  Digitized 
photos must meet the previously stated qualifications and 
will be accepted at the discretion of PISGS.  The uploaded 
photo must be less than 200kb and larger than 50kb.  

 
Firearm Bearer (FAB) Notation 
If the registrant will be carrying a firearm as part of their duties, the following documents will have to be in 
electronic format (i.e. MS-Word or PDF) and ready to be uploaded with the registrant application. 
 
If the registrant is currently a commissioned peace officer, the following documents will be needed: 

¶ OPOTC (Ohio Peace Officer Training Commission) Peace Officer Basic Training certificate. 

¶ A copy of their most recent score sheet. 
If the registrant is not a commissioned peace officer, the following document will be needed:  

¶ OPOTC (Ohio Peace Officer Training Commission) Private Security Firearms Training certificate. 
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  When you click the Add Registrant selection, the following Registrant Application screen will display. 
 

 

2013210012345 

ABC COMPANY LLC (2013210012345) 
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Required Fields 
Any data field that has an asterisk (*) to the right of the field name is required and any data field that has a 
question mark (?) to the right of the field name will tell you the format of the data to be entered. 
 
Ohio BCI Fingerprints & Authentication # 
All Registrants must have their fingerprints submitted to the Ohio Bureau of Criminal Investigation (BCI) for a 
background check.  When prints are submitted, it should be requested for BCI to send a ñdirect copyò of the 
fingerprint results to PISGS.  Please enter the date the fingerprints were submitted and the authentication or 
transaction number obtained from the webcheck location. If you do not have this information, leave these fields 
blank.  If the company has a copy of the fingerprints results, please fax them into PISGS at (614) 466-0342. 
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Veterans (optional) 
If they want to tell us if they or their spouse is a veteran or an active member of the United States Armed Forces 
and you check either the Veteran or Spouse boxes, or both, the following screen will display allowing you to 
upload a copy of their DD214 or current military ID.  The uploading of the DD214 or military ID is optional. 
 

 
 
Firearm Bearer (FAB) Endorsement 
If the registrant is required to carry a firearm and they have the required training to carry a firearm, you will select 
the ñYesò response to the question, ñDo you want to add a firearm bearer (FAB) endorsement?ò  
 

 
 
A ñYesò response will display the following screen. 

 
 
Answer the question, ñAre you currently an Ohio commissioned peace officer?ò 
 
You will need to: 

1. Upload a copy of the most recent OPOTC (Ohio Peace Officer Training Commission) certificate 
(i.e., Private Security Firearms Training or Peace Officer Basic Training certificate). 

2. If you answered ñYesò to the question, ñAre you currently an Ohio commissioned peace 
officer?ò you will upload a copy of your most recent score sheet. 

3. Enter the date the fingerprints were submitted and the authentication number, if available. 
4. Check the FAB Type for the firearm (i.e., revolver (R), semi-automatic (A), shotgun (S)) that will 

be carried.  The FAB type will appear on the OPOTC certificate in the lower left-hand corner.  
For peace officers, the weapon type is listed on the score sheet. 

5. Enter the Requalification Due By date for each firearm to be carried.  The requalification date 
for each firearm will appear on the OPOTC certificate in the lower left-hand corner.  For peace 
officers, the qualification date is listed on the score sheet. Please note that if your firearm 
Requalification Due By date expires within the next 30 calendar days, the system will not 
accept the endorsement for that firearm.  We recommend adding the firearm endorsement 
later after the firearm requalification requirements are completed. 
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Save Button 
 

Clicking the  button will save all of your entries and uploaded documents.  You should use this 

button in case you have to step away from your desk.  If you click the button, you do not have to 

click the  button.  
 
Exit Button 

Clicking the button will display the following informational message:  
 

. 
 
If you click the Exit Without Saving button, the system will not save any of the data and uploaded documents 
you entered and the system will return to your company home page. 
 
If you click the Cancel Exit button, the system will return you to the Registrant Application screen. 
 
If you click the Save and Exit button, the system will save all of the data and uploaded documents and return to 
the company home page. 
 
Clear Button 
 

Clicking the  button prior to clicking any other button will clear all of the entered data and 
uploaded documents.  Use this button to clear the entire application so you can start over.      
 
Add to Cart Button 
 

If you click the button, the system will save the Registrant Application with the associated fee 
and add the transaction to the Transaction Cart (see Transaction Cart section) for payment of the fee.   
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Returned Application  
Please note: Due to security restrictions, the system will automatically log you off after 20 minutes of 
inactivity and you will have to log in again.  All data entered and documents uploaded that were not saved 
prior to this automatic log off, must be reentered. 
 
There will be occasions when an application is returned to you due to missing documents, information that needs 
to be corrected, photos that do not meet the PISGS standard or additional information needed by PISGS in order 
to approve your application.  Following is an example of why an application was returned: 

 
The Reason Application was Returned will appear at the top of the returned application.  The See Highlighted 
Area Below column directs you to the area of the application that needs to be corrected.  The Reason Returned 
column states the reason the application was returned.  For example: 

 
 
The Fab Type section is highlighted and the reason it was returned (Requalification date does not match date on 
OPOTC certificate.) is stated under the Reason Returned section.  The Photo Required section is highlighted 
and the reason it was returned (Photo does not meet user guide standards.) is stated under the Reason 
Returned section. 
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Renew Registrant Screen 
The Renew Registrant selection is used to renew your registrants whose registration will expire in the next 90 
calendar days from todayôs date. 
Prior to beginning the Renew Registrant online process, you will need a color photograph of all the registrants 
being renewed.  The photograph must be in electronic format (i.e., jpg or jpeg) so it can be easily uploaded during 
the registrant renewal process.  This photograph is required to renew your registrants.   
 
Registrant Photo 
Each Registrant Application must include a color photograph according to the following: 

 

Submit a recent

color photograph
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The color photograph must be of the individual alone, 
sufficiently recent to be a good likeness (taken within the 
last twelve months), and 2x2 inches in size.  The image 
size measured from the bottom of the chin to the top of the 
head (including hair) should not be less than 1 inch and not 
more than 1 3/8 inches.  The photograph must be color, 
clear, with a full front view of the face, and a plain light 
(white or off-white) background.  The photograph must 
be taken without a hat, head covering, or dark glasses.  
Headphones, ñBluetoothò, or similar devices must not be 
worn in photographs.  Any photographs retouched so that 
the appearance is changed will not be accepted.  
Snapshots, most vending machine prints, and magazine or 
Full-length photographs will not be accepted.  Digitized 
photos must meet the previously stated qualifications and 
will be accepted at the discretion of PISGS.  The uploaded 
photo must be less than 200kb and larger than 50kb.  

 
Please note: Due to security restrictions, the system will automatically log you off after 20 minutes of 
inactivity and you will have to log in again.  All data entered and documents uploaded that were not 
saved prior to this automatic log off, must be reentered. 
 

  
 
 

 

2013210012345 

ABC COMPANY LLC (2013210012345) 
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Clicking the Renew Registrant selection will display the Renew Registrant screen.  For example: 

 
 
The Renew Registrant screen will be displayed with the main office and all branch office check boxes 
containing a check (ã) mark.  This means the system will search all offices for the registrants that are to be 
renewed.  If you want to limit your search to a smaller group of offices, click on the check box to the left of the 
office address to remove the check (ã) mark.  This will eliminate this office from being included in the search.  
You can have any combination of check (ã) marks to perform a registrant renewal search.   
 

If you click the  button, the system will automatically place a check (ã) mark in all of the office 

boxes and all offices will be searched.  Clicking the  button will automatically remove the check 
(ã) marks from all of the offices allowing you to select the offices you want to search.  After you have made your 

office selections, you will click the  button to display the registrants that are due for renewal within the 
next 90 calendar days from todayôs date.  The following screen will be displayed. 

 

 
 
If you click on the All box in the upper left hand corner, the system will automatically place a check (ã) mark in the 
boxes to the left of all registrant names.  If you want to renew only certain registrants, do not click on the All 
button, click on the check box to the left of the registrantôs name.  The system will place a check (ã) mark in the 
box selected. 
 
When finished selecting the registrants to be renewed, click the Review Selected Registrants button to begin 
the renewal of each individual.  A detailed information screen will be displayed for each of the registrants 
selected.  For example: 
 

   YOUR COMPANY NAME (12345678901) 

  5678 FIRST BRANCH OFFICE ADDRESS, CITY, STATE, ZIP CODE -- (23456789011) 

  1234 YOUR MAIN OFFICE ADDRESS, CITY, STATE, ZIP CODE -- (12345678901) 

  7899 SECOND BRANCE OFFICE ADDRESS, CITY, STATE, ZIP CODE -- (34567890112) 

  5522 THIRD BRANCH OFFICE ADDRESS, CITY, STATE, ZIP CODE -- (456456789011) 

  9524 FOURTH BRANCH OFFICE ADDRESS, CITY, STATE, ZIP CODE -- (62355678901547) 

JAMES, JESSIE 

20121110582 20042100345 

20042100345 

20042100345 

20042100345 

EARP, WYATT 

YOUNGER, COLE 

WADE, BUCK 

20121110163 

20121110792 

20121110931 
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You may change the data in any field that is not shaded.  When finished making changes to the registrantôs data, 
click the Add To Cart button to place this renewal transaction in the Transaction Cart or click the Skip button to 
bypass the renewal of this registrant. 
 
If you click the Skip button, any changes you made to the fields will not be updated and the original data will be 
retained.  If you click the Add To Cart button, the changes will be updated when the renewal has been approved 
by a PISGS staff member.   
 
Remember, if you forget to pay the fees listed in the Transaction Cart, PISGS will not receive your 
renewal application, your registrant will not be renewed and will expire at midnight on the expiration date 
and any changed data will not be updated. 

  

JESSIE  JAMES 

xxx-xx-1234 (555) 555-1234 

1234 DEADWOOD DRIVE 
















































































































