
ALECS 
Submitting an Application for a Sole Proprietorship 



Log in or Create a New Account in ALECS 

STEP 1: Log in to ALECS  by visiting https://alecs.occc.texas.gov                                                            
A user account must be created before an application may be submitted.  
(See instructions for creating an account) 

You may also visit the OCCC home page and select the ALECS icon. www.occc.state.tx.us 



STEP 2: Now that you have logged in to your ALECS account, choose Submit 
Application.  Next, choose the type of license for which you want to apply. 

Getting Started 



STEP 3:  Enter application information. 

– Select the type of ownership for the business. 

Ownership Structure 



• If the business is a sole proprietorship enter the required information 

Sole Proprietorship 



• Enter the employment history for the applicant. Click on Add Employer 

Employment History 



• Enter the required information. You must submit a 10 year continuous history of 
employment. Provide an explanation of any gaps in employment by indicating not 
employed, student, retired, etc.  

Employment History 



• Click on Add Employer to enter additional history or click on Next to continue. 

Employment History 



• Complete the personal questionnaire on behalf of the sole proprietor.  Any “Yes” 
answers to questions 2-8 will require you to upload a summary statement 
explaining the reason for the “yes” answer. 

Personal Questionnaire 



• If the Sole Proprietor is married and the spouse does not have community 
property interest in the business, you are required to provide a partition 
agreement or other evidence indicating the spouse does not have community 
property interest in the business. This statement must be signed by both parties, 
notarized, and then uploaded. (Do not click the box “Is Spouse Interested”). 

Community Property 



• If the Sole Proprietor is married and the spouse has community property interest 
in the business, click in the box “Is Spouse Interested”. Then select if you, the 
applicant, will enter the spouse information or if they will enter it in their account. 

Community Property 



• The spouse will have to create their own account in ALECS. When creating the 
account they will need to select “principal party account” and enter their Social 
Security Number.  

 

• If the spouse or principal party is selected to enter the information in the drop 
down box, they will log in to their account in ALECS to enter the information. 

 

• If the applicant is selected to enter the information, the spouse will still have to 
create their account to confirm that the information entered is true and correct.  

Spouse Information 



• The spouse is required to complete the personal questionnaire and submit a 10 
year history of employment. Do not skip through fields without providing 
information. 

Spouse Information 



• Enter the mailing address for the business 

Master File Information 



• Enter the person who will serve as the compliance officer and should be 
contacted for license, exam, or other issues in regard to the business. 

Master File Information 



• The Statutory Agent is the individual to whom any legal documents will be served 
in regards to the business. The address must be a physical location in Texas and 
can not be the same as the business mailing address. 

Master File Information 



• Upload a copy of the Retail Installment Contract or upload a statement disclosing 
the contract provider and version number you will be using. Documents are not 
required if you do not originate the transaction. Do not upload a statement of 
experience, it will be asked for again later. 

Master File Information 



• Complete the questionnaire and upload statements for any “yes” answers. 

Master File Information 



• Upload a business operating plan and statement of experience 

Location Information 



• Enter the business location information 

Location Information 



• Enter location contact information and the type of business that will be conducted 
at this location. 

Location Information 



• An applicant for a Motor Vehicle Sales Finance License is required to answer these 
questions. 

Contract and Transaction Information 



• The spouse is required to set up their own individual account as a principal 
party. 

 

• An email was sent to the spouse with a confirmation code. Once the 
spouse has created and logged in to their account, they will click on 
spouse confirmation and enter the code in the email. This will allow them 
to confirm the information. 

 

• Once the confirmation is completed, you can log in to the business 
account and pay.  

 

Spouse Confirmation 



• If you try to pay for the application and get this error message, the spouse has not 

confirmed that their information is true and correct.  

Spouse Confirmation 



• Once the application is paid, the status will change from “initiated” to “received” 

• You can see the status of the application in your dashboard 

• When the application is assigned to an OCCC representative for review, the status 
will change to “in-review” 

• The application will be reviewed and if information is needed you will receive an 
email and can view the request in your account. You will need to upload the 
requested information in ALECS and it will send it back to the OCCC representative 
to complete the application 

• Once the application is approved you will get an email and see the status in your 
dashboard 

• You can print a copy of your license by choosing Manage My Business, then Print a 
Copy of License 

Application Complete 



• Need more Information? 
 

• Contact the OCCC Licensing & Registration Department  

 

By Phone: 512-936-7600 

By Email: licensing@occc.texas.gov 


