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Texas Department of Insurance                                 

  Agent and Adjuster Licensing Office, MC 107-1A  
   333 Guadalupe • P. O. Box 149104  

 Austin, Texas  78714-9104 
 www.tdi.texas.gov 

 

 

SUBMITTING A TEXAS RESIDENT APPLICATION ELECTRONICALLY 

 

 

Use the Individual Resident License Application service to enter information in an online resident license 
application form for an individual applicant and submit the application electronically to the Texas department of 
insurance for processing. 

The process involves the following steps: 

Getting Started 

1. On the Texas Department of Insurance landing page (www.sircon.com/texas), click the Apply for a 
License link. The License Applications Menu will open. 

 

2. On the License Applications Menu, click the Submit Resident Application Individual link. The 
Individual Resident License Application page will open. 

http://www.sircon.com/texas
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Entering Basic Information 

Enter basic identifying information about you and select the state to which you wish to submit a resident 
license application. 

Use the following steps: 

1. Required. In the Last Name field, enter your last name. 

2. Required. In the SSN field, enter your Social Security Number. 

3. Required. In the Confirm SSN field, re-enter the value you entered in the SSN field. 

4. Required. In the Preparer field, click the Authorized Submitter radio button if you are applying for this 
license on behalf of an applicant. Or, click the Applicant radio button if you are applying for this license on 
your own behalf. 

5. Required. In the States Accepting Electronic License Applications section, click to select Texas, the 
state to which you want to submit an electronic resident license application. 

6. If desired, to verify the producer's information on the national Producer Database (PDB), click the Click 
here to verify Individual's PDB information link. The PDB Individual Inquiry page will open. 

7. In the Processing Method section, click to select the Credit Card/Electronic Check Submission 
payment method. You will have the chance to enter your payment information near the end of the 
transaction. 

8. When you are ready to proceed, click the Continue button. The system will check the producer's licensure 
and other information on the national Producer Database (PDB). When it is finished, the page will refresh 
to show the License Information section. 



Individual Resident License Application 

3 

 

 



Compliance Express User Guide – Texas Department of Insurance 

4 

 

Selecting Licenses 

The License Information section displays license types available in Texas, the selected resident state. 
Select the license for which you want to apply. 

Use the following steps: 

1. Review the value of the State field, and verify it is correct. If it is incorrect, click the Back button at the 
bottom of the page to choose a different state. 

2. If the selected state offers multiple individual resident license types, in the License Type field, click to 
select the radio button that corresponds to the type of license you want to apply for 

OR 

If the selected state offers only one resident license types, the License Type field will display the name of 
the sole available license type. 

3. In the Previously licensed? field, click the Yes radio button if you have been previously licensed in the 
state; click the No radio button if the producer has never been licensed in the state. 

4. Click the Continue button. The page will refresh to show the Qualifications section. 

 

Selecting LOA 

The page displays the qualifications (license lines or LOA) available in the selected state that are 
supported by the selected license type. Select the qualifications for which you want to apply. 

Use the following steps: 

1. In the Qualifications section, click to checkmark the Qualification Code checkbox that corresponds to 
each license line or LOA you want to apply for. 

2. Click the Continue button. The Individual Information section will open. 
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Entering Applicant Information 

The Individual Information section collects personal and professional information that the system 
needs in order to prepare your license application(s) for state processing. You must enter data in all of 
the required fields before you can continue the license application process. 

Use the following steps: 

1. If known, enter your National Producer Number (NPN) in the National Producer Number field. 

2. Required. In the First Name field, enter your first name. 

3. In the Middle Name field, enter your middle name. 

4. Required. In the Last Name field, enter your last name. 

5. In the Suffix field, enter your name suffix. 

6. Required. In the Birth Date field, enter your date of birth. Use the mmddyyyy date format. 

7. Required. From the Gender dropdown menu, select either Male or Female. 

8. Required. From the Citizen Country Code dropdown menu, select the nation or principality that you are a 
legal citizen of. 

9. Required. Enter the producer's business email address in the Business Email Address field. 

10. Required. Enter the producer's personal email address in the Applicant Email Address field. (It may be 
identical to the Business Email Address.) 

11. If desired, enter your business's web address in the Business Web Address field. 

12. If desired, enter your Central Registration Depository (CRD) number in the FINRA CRD Identifier field. 

13. In the Individual Alias Information section, if applicable, enter up to 99 of your other assumed, fictitious, 
alias, maiden, or trade names which you have used in the past or is currently doing business as or intends 
to do business as. Select the type of alias from the Type dropdown menu and enter alias information in 
the name fields. 

14. Required. Enter your home address information in the Individual Residence Address fields. 

15. Required. Enter your business address information in the Individual Business Address fields. 

16. Required. Enter your mailing address information in the Individual Mailing Address fields. 
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17. Required. Enter your home phone number in the Residence Phone Number field. 

18. Required. Enter your work phone number in the Business Phone Number field. 

19. If desired, enter your work fax number in the Business Fax Number field. 

20. Click the Continue button. The Employment History section will open. 



Individual Resident License Application 

7 

 

 



Compliance Express User Guide – Texas Department of Insurance 

8 

 

Entering Employment History Information 

In the Employment History section, enter your employment history or education background for the 
past five years. 

Use the following guidelines: 

 Begin with the most recent position. 

 If the producer still holds the most recent position, enter the current month and year in the 
Ending Date field for that position. 

 Include full- and part-time work, self-employment, military service, unemployment, and full-
time education. 

 You are required to enter at least one employment history entry. 

Use the following steps: 

1. Required. Enter the month and year you started the position in the Beginning Date field. Use the mm-
yyyy date format. (e.g., for March 2012, enter "03-2012"). 

2. Required. Enter the month and year you vacated the position in the Ending Date field. Use the mm-yyyy 
date format (e.g., for September 2014, enter "09-2014"). If you are still employed in this position, enter the 
current month and year in the Ending Date field. 

3. Required. Enter the name of your employer in the Employer Name field. If submitting education 
background, enter the name of the college or university. 

4. Required. Enter the city location of your employer in the City field. If submitting education background, 
enter the city location of the college or university. 

5. Required. Select from the State dropdown menu the state location of your employer. If submitting 
education background, enter the state location of the college or university. 

6. Required if value of Country field is Canada. Select from the Province dropdown menu the Canadian 
province location of the producer's employer. If submitting education background, enter the Canadian 
province location of the college or university. 

7. Required. Select from the Country dropdown menu the country location of your employer. If submitting 
education background, enter the country location of the college or university. 

8. Required. In the Position Description field, enter your job title with the employer, or enter "Student" if the 
employment history entry reflects education history. 

9. Repeat the preceding steps in succeeding employment history fields as necessary. 

10. If desired, click the Add More Employment History Information button to enable fields to enter 
information about an additional position. 
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Entering Agency Affiliation Information 

In the Affiliation Information section, you may enter information about your affiliation or association 
with an agency or brokerage. If you are unsure of the affiliation information, leave this section blank. 

Use the following steps: 

1. Required only if entering affiliation information. Enter the name of the agency in the Agency Name field. 

2. Required only if entering affiliation information. Enter the agency's federal Employer Identification Number 
in the Agency EIN field. 

3. Required only if entering affiliation information. Enter the agency's National Producer Number (NPN) in the 
National Producer Number field. 

4. Repeat the preceding steps in succeeding agency affiliation fields, up to three, as necessary. 

 

Answering Background Questions 

The Background Questions section contains uniform and/or state-specific questions pertaining to your 
personal and professional background and ethical conduct. You are required to answer all of the 
background questions. 

Use the following guidelines: 

 It is in your best interest to answer all background questions honestly and to provide additional 
information to the state when necessary. In some cases, you will need to submit additional 
documentation to the state insurance department to support your answers. (Read each 
question carefully to determine if your answer will require you to send supporting 
documentation.) 

 If you answer yes to any question, you may elect later in the license application process to 
upload documentation to support or explain your answer (court papers, etc.) directly to your 
license application. The attached documentation will be submitted to the state department of 
insurance together with your license application for review by the insurance department. (You 
also may mail or fax your supporting documentation to the insurance department separate to 
your license application; however your application will remain in pending status until the state 
receives the supporting documentation.) 
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Use the following steps: 

1. Click to select either the Yes or No radio button to respond to each question. Depending on the response, 
a free text field may become enabled, allowing you enter an explanation or other related information. 

2. When you are finished, click the Continue button. The Attestation section will open. 
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Attesting to the Application 

You must swear that the information you are submitting with your license application is complete, 
truthful, and accurate. 

Use the following steps: 

1. Carefully read the attestation. 

2. Required. When you are finished, if you submit to the terms of the attestation, click to checkmark the I 
Agree checkbox. 

3. Click the Continue button. The License Application Summary page will open. 
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Acknowledging the State License Application Fee 

The next page calculates for your information the state fee for the license application you are 
submitting. Click the Continue button to move ahead. 

 

 

Submitting the License Application 

Review the summary details of the license application transaction in the License Application 
Summary section. 

Use the following steps: 

1. Review the basic applicant information at the top of the page. 

2. If you need to return to the application and update information you entered earlier, click the Review 
License Application link. 

3. If the process will result in the submission of an electronic resident license application, the Electronic 
Applications section displays fee totals for the state to which you are applying. Review the total electronic 
license application fees, including the state license application fee and the fee for using Compliance 
Express to prepare and electronically submit your license application. 

4. In the Fee Summary section, review the fee grand totals, including state fees, Compliance Express 
service fee, and processing fee (if applicable). 

5. Click the Click here to view additional state requirements link to open a new browser window 
containing detailed information about concluding the application process in the state to which you are 
applying. 

6. When you are ready to submit the license application, click the Submit button. The License Application 
Payment page will open. 
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Paying for the Transaction 

We offer two methods of payment, either by credit card or electronic check. You may submit either type 
over our secure, SSL-encrypted network connection. 

Choose from among the following: 

To pay using a credit card 

Use the following steps: 

1. In the Payment Details section, review the total charge amount displaying in the Amount field and the 
transaction type in the Description field. 

2. In the Payment Method field, click to select the Pay by Credit Card radio button. 

3. In the Credit Card Information section, in the Credit Card Number field, enter your credit card account 
number. 

4. In the Expiration Date field, enter the month and year of your credit card's expiration date. Use the mm-
yy date format. 

5. In the Card Type field, click to select the type of card you are using for the transaction: Visa, MasterCard, 
or American Express. 

6. In the Billing Information section at the bottom of the page, enter information just as it appears on your 
charge statement issued to you by the selected credit card company. Required fields are in bold type and 
include the following: 

o First Name 

o Last Name 

javascript:TextPopup(this)
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o Street Address 1 

o City 

o State (2-character state code) 

o Postal Code (5-digit ZIP code) 

o Country 

o Phone Number (10-digits, including area code) 

o Email Address 

7. Click the Submit button once to submit payment using the selected payment method. After your payment 
is processed, the License Application Confirmation page will open. 
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To pay using an electronic check 

To use the electronic check service, you will need to refer to information on an actual check or draft 
from a selected bank account. 

Use the following steps: 

1. In the Payment Details section, review the total charge amount displaying in the Amount field and the 
transaction type in the Description field. 

2. In the Payment Method field, click to select the Pay by ECheck radio button. 

javascript:TextPopup(this)
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3. In the ECheck Information section, from the Account Type dropdown menu, select the bank account 
type from which you want to draw funds for payment by electronic check. 

4. In the Routing Number field, enter your bank routing number. (This is the number to the left of your 
account number along the bottom of your check.) 

5. In the Account Number field, enter the account number of the account type you selected in the Account 
Type field. 

6. In the Check Number field, enter the check or draft number. 

7. From the Driver's License State dropdown menu, select the name of the state that issued your driver's 
license or state ID.  

8. In the Driver's License field, enter your driver's license or state-issued ID number. 

9. In the Date of Birth field, enter your birthdate. Use the mm-dd-yyyy date format. 

10. If you selected Corporate Checking from the Account Type dropdown menu, in the Company Tax ID 
field, enter your company's Federal Employer Identification Number. 

11. Click to checkmark the Authorize checkbox to indicate that you authorize the transfer of funds from your 
financial institution in the amount displaying in the Total Amount field to pay for this transaction. 

12. In the Billing Information section at the bottom of the page, enter information just as it appears on your 
charge statement issued to you by the selected credit card company. Required fields are in bold type and 
include the following: 

o First Name 

o Last Name 

o Street Address 1 

o City 

o State (2-character state code) 

o Postal Code (5-digit ZIP code) 

o Country 

o Phone Number (10-digits, including area code) 

o Email Address 

13. Click the Submit button once to submit payment using the selected payment method. After your payment 
is processed, the License Application Confirmation page will open. 
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Completing the Process 

Review confirmation, receipt, and follow-up information for your license application transaction in the 
License Application Confirmation section.  

Use the following steps: 

1. Review the confirmation message and basic applicant information at the top of the page.  

2. If desired, click the Print link to print a paper copy of this License Application Confirmation page.  

3. If necessary and/or desired, click the Attach Documents link to open a separate window with instructions 
on attaching supporting documentation to your license application. (For more information about attaching 
supporting documents to your license applications, see page 23.) 

4. In the Electronic Applications section review the details of the electronic license application transaction. 

If desired, click the number link or the Snapshot button ( ) displaying in the Confirmation ID field. A 
separate window will open displaying a printable, HTML-format version of your completed license 
application.  

5. In the Fee Summary section, review the fee grand totals, including applicable state, processing, and 
handling fees. If desired, click the Click here to view additional state requirements link to open the 
License Application Additional State Requirements window. It contains follow-up information for the 
selected state, including where to forward supporting background question documentation, how to review 
the status of the license application, and what to do if there are delays or errors. It may also contain a link 
to access the NIPR Electronic Attachment Warehouse, to which you can upload supporting 
documentation for Uniform Background questions for certain licenses in certain states.  

6. Click the View Result Details button to open the License Application Status Inquiry page to review 
additional information about the license application transaction. 

7. When you are finished, click the Done button.  

8. To check the ongoing processing status of one or multiple submitted license applications, run the License 
Application Activity Inquiry.  
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Figure 1. License Application Confirmation 
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Figure 2. License Application Activity Inquiry page 

Notes 

The system will send a confirmation email to the email address you entered in the Business Email Address 
field.  

If you need to change any information on your application after you have submitted it, send the changes in 
writing to the appropriate state office. Do not attempt to submit changes electronically using Compliance 
Express. Submitting another application with updated information will be considered a new request and will 
result in an additional charge. 

When entering mailing, business, or residence address information, do not enter a slash (such as in "c/o") or 
parenthesis in the Line One field. The Line One field may contain only ampersands, letters, digits, spaces, 

pounds, hyphens, commas, colons, apostrophes, or periods. 
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Attaching a Document 

Use the Attach Supporting Documents service to securely submit to certain states 
documentation supporting an answer to a background question on a license application. 

To open the Attach Supporting Documents page, choose one of the following methods: 

 At the end of license application process, in the green message box at the top of the 
License Application Confirmation page click the Attach Documents link 

The process involves the following steps: 

Uploading Supporting Documentation 

1. If the documentation is already in Microsoft Word, Microsoft Excel, or Adobe PDF 
file format, the system will accept them as is. However, if you have only a paper 
document, use an electronic scanner to scan the paper document and convert it 
to an electronic image file of a supported file type. (See Notes, below.) 

2. Save the scanned image file to your computer file system. 

3. In the Attachments section of the Attach Supporting Documentation page, 
click the Browse button. The Choose File dialog box will open. 

4. Use the navigation options on the Choose File dialog box to locate the electronic 
file on your computer system. When the correct file name appears in the File 
Name field, click the Open button. The Choose File dialog box will close, and the 
system path to the file will appear in the Select a Document field to the left of the 
Browse button. 

5. In the Document Description field, enter a brief document description of the file 
you are attaching to the license application. Maximum 32 characters. 

6. Click the Attach button. The system will upload the selected electronic file. When 
it is finished, the file's name and description will display in a table in the 
Attachments section. 

7. Repeat the preceding steps for each document you wish to upload. 
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Submitting Supporting Documentation 

1. In the License Applications section of the Attach Supporting Documentation 
page, review the list of states to which you have applied for a license application. 
By default, all of the documents listed in the table in the Attachments section will 
be attached to license applications submitted to the listed states. 

2. If desired, to instruct the system not to send a selected uploaded document to a 
particular state, click the View/Modify Destination States button ( ) in the 
Action field of a selected document. Then, click to uncheckmark the checkbox 
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corresponding to a state to which you do not want to submit the document. When 
you have finished, click the Save button ( ). 

3. If desired, to edit the file description of a listed document, click the Edit Description 

button ( ) in the Action field of a selected document. Modify the value in the Edit File 

Description field. When you are finished, click the Save button ( ). 

4. If desired, to remove an uploaded document from submission altogether, click the Delete 

button ( ) in the Action field of a selected document. 

5. Once all desired documents are uploaded, click the Submit button. Each document will 
be encrypted, attached to its related license application transaction, and transmitted 
securely to the state. The Supporting Document Confirmation page will open, 
displaying each attached document and the destination state(s). 

6. If desired, click the print link in the green box at the top of the page to print the 
Supporting Document Confirmation page on a local printer. 

7. To complete process, click the Submit button. 



Compliance Express User Guide – Texas Department of Insurance 

26 

 

Notes 
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To review the background questions for which attachments may be required, go to the question 
How do I know what documents to attach for each state? Under the Frequently Asked 
Questions section  There, select View State Specific Requirements.  A new window will open 
with the text of the questions. 

If you do not have your electronic document ready at the conclusion of the license application or 
license renewal process, you can attach it to the application or renewal later. A state will hold 
your application or renewal in pending status until it receives your supporting documentation. To 
re-open the Attach Supporting Documents page, run the License Application Activity Inquiry 
or  License Renewal Activity Inquiry, find your license application or renewal, and then in the 

corresponding Action column, click the Attach Supporting Documentation ( ) button. 

You may attach only documents with the following file types: Word (.doc or .docx), Excel (.xls or 
.xlsx), PDF (.pdf), JPEG (.jpg), TIFF (.tif), or PNG (.png). 

If you have scanned a paper document to create an electronic file, use the scanner software 
application you are using on your computer to save the scan as one of the supported file types. 
Most scanner software programs offer a File menu, from which you can select Save As, and 
then save the scan as a PDF, TIFF, JPEG, or PNG file type. For additional assistance, consult 
the online help of your scanner software program. 

 


