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(&) Dashboar

L Master

L Manage F
1.Log into ALECS at U D B
hitps:.//alecs.occc.texas.gov/ [3 submit A,
*If you are having trouble logging into ALECS 988 Manage My Business Update Compliai
please contact Licensing at 512-936-7605 or you §

may attempt to reset your password on the il Plotiications
ALECS homepage under “forgot user password.” History
&) ISTO

2. Once logged into ALECS, please select
G . " G . . o Industry Reporting
manage my business” and select “principal

transaction.” @ roms
0 Help

Principal Transaction

Update Statutory Agent

Update Entity Name

Withdraw Application
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> PI’iﬂCipCﬂ pOI’Ty confirmations — It appears that this is your first time logging on.
added pnpapqls/spouses Ii;Teq Sewyoiifniott
under business license applications
must create a new personal © Pawn Employee License O Corporation/s-Corp
account in ALECS at Principal Party Confirmation  Limited Liability Company(LLC)
hﬂ'D'//O|eCS occce.Texas gov (eoch Solo Proprietorship Limited Partnership
Trust

new principal will have their own
username and password in ALECS
created with their SSN).

Other business structure

w

» Each principal will select “principal
party confirmation” and proceed
by entering their SSN.

» Next, select “skip.” (please see next
slide for next steps)
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TO ADD/EDIT PRINCIPALS:

1. Scroll to the bottom of the principal
transaction information page and
select from the dropdown options
(see image):

2. Select Person(s) or Enftity (select if
direct parent company is changing
ownership).

3. Select SSN to enter individuals SSN
(A separate personal account under
the added principals SSN will be
required in order to complete the
principal party confirmation). ***A
visa/EAD may also be used for this
step.***

4. Select either principal party
information will be completed by
“principal party” or Yapplicant.”

5. Next, select “add principal.”

List Of Modified principal(s)
Principal parties are required to create an account and enter a confi
arty from admin.alecs@occc.texas.gov. Please check spam or junk |

code. The confirmation code was sent in an email to the principal
an email is not received.

Percentage | Modification Type ..

No items to display

Select below filters to add Principal Information

Principal Type * Person v
Enter individuals SSN* ~ SSN v
Principal Party Information Applicant v

will be completed by *

Add Principal
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> Firs’r SeleCf OT |eCIS'|' one “ﬂﬂe” for The Select Title. You must select at least one.

added principal. Title [
Owner 0O
» Complete the information fields: Metibars and MEnagers O
grde(;?(e';!gélgsg)gfcrgﬁi_(;]gceh\éef email Officers of Entity - President O
) e k - . Officers of Entity - Vice President O
ownership (this is required if selecting . . =
. i x Officers of Entity - Secretary UJ
the fitle "owner” and cannot total S o =
more or less than 100% under the Officore of Emticw - Oth 5
already existing principal party Ry ey =

section found in Master Details). Otk Erincipal Farties -

Next click on “save.”

Principal Type * Person
Repeat Steps 1 and 2 to add Type Of ID you hold * | SSN
additional principals.
Entry Type * Principal Party
» Click “submit” only when all changes
Prefix * ---Select-—- v

are complete.

Legal First Name *

» Principal transactions are subject to

review once submitted - review Legal Middle Name
timelines take up to 30 days to
complete this process. Legl Last Name *

Email Address *
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» This will direct you to the personal account’s
main page. Please select “principal '| 2

confirmation/spouse confirmation” located on ) .
the left side of the page. (arrow 1)

» Please enter your unique access code
received via email. (arrow 2/codes are time

sensl Tl ve ) (&) Dashboard Principal Confirmation

» Next, follow the prompts on each page 4 Manage Profle | Access Code *
completing personal information for each

. . . = Submit Applicatic
added/revised principals. E

948 Manage My Busi
» Once complete, please sign back into the =
Master file account where the initiated principal
change is pending and click on the initiated
principal change found on dashboard. o —

¥4 Notifications

» Click on “submit” on the principal transaction
information page and “submit” on the principal
modification page. Once “submit” is selected
the second time, your principal change has
been submitted and received to Licensing.

* If you are having trouble locating the initiated
principal change - please refer to slide 8



—0CCC

TEXAS OFFICE of CONSUMER Removing assigned principals:
CREDIT COMMISSIONER

» Please select “manage my business” and
select “principal transaction” under
master details section.

» Click “delete” on any existing principal
parties (located on the far right of each
principal party on the principal transaction
information page.

Principal Transaction Information

List Of principal(s) o hdagory Fields

Person

President

1-1o0f 1items

» Only select “submit” once you are finished
WiTh O | | p ri n C i p 0 | C h O n g es . P | e O S e C | i C |< o n Il;lrs:n‘c)i:nla\:::lrftllee: ::“zzzli:?d to create an account and enter a confirmation code. The confirmation code was sent in an email to the principal

arty from admin.alecs@occc.texas.gov. Please check spam or junk folders if an email is not received.

“submit” on the principal fransaction e teme e Emal | Percenage | ModfemionTies |
information page and “submit” on the >0 [OC No temstodiply

principal modification page. Once
“submit” is selected the second time, your .

pringipol cho.nge hos been submitted and
received to Licensing.

*You may REMOVE and ADD several principal

parties in one fransaction, however, ALECS will
not allow you to delete ALL principal parties at
one time.
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Locating saved/initiated principal

1. Log into ALECS account.

2. Click on dashboard, select “my business
transactions.”

3. Any initiated principal change will display
here. Pleose C”Ck on -I-he ini-l-ig-l-ed prinCipCﬂ Click here to see the details on your Master File.

Chonge Wi'l'h your Cursor_ My Business usiness Transactions My Recent Activity My Pending Fee

G T e T e
4. YOU mOy CompleTe The pr|nC|pO| Chgnge 7552 Initiated Principal(s) Change
and make any edits required. Once . Q@ - -1 of 1 items

changes have been made, select “submit”
to proceed with principal party confirmation
page or select “submit” again to send the
transaction for review to Licensing.
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Need more help?

» Please send an email to licensing@occc.texas.gov or please
call Licensing at 512-936-7605 for further assistance Monday
through Friday, 10 am to 5 pm CST. Thank you.
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