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How to Renew or Revise a License Online Through IMS 

 If you only want to view the firm and employee’s information, follow the directions to 

Register as a first time user and establish a login ID, password and obtain a PIN, then follow 

the directions on page 4 of this document to view the firm information. 

Before going online, make sure that you have the following items scanned into your computer 

and ready to upload when you start the process: 

1. Owner’s signature page  
2. Owner’s driver’s license 
3. Copy of the firm’s tags 
4. Affidavit for the Qualifier  
5. Certification for Qualifier  
6. Have your insurance agent email or fax a current General Liability  and Worker’s Comp 

insurance certificate  
7. Employee signature page for each employee  
8. Employee driver’s license 
9. Employee certification (course taken to receive a license, not CEU’s) 
10. Employee photo 

 
In order to renew online, you will need to go to our website:  www.lasfm.org and look for the 

blue box at the bottom of the home page that says:  Click Here to access the OSFM-IMS. 

   

Once you click on that box, you will find a login box.  You will need to click on “First Time User 

Register Here” 

 

http://www.lasfm.org/
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Then you will fill in the User Information and click on Register.  You will need to have access to 

your firm’s email address that we have on file.   

 

 

Once you submit the User Information, you will be sent an email from noreply.lasfm@la.gov 

with OSFM Account Registration in the subject line.  The email will look like this: 

 

 

 

 

 

 

Thank you for registering with OSFM-Information Management System . Your Login ID is  (the login you created) and temporary 

Password is e5L1EgWo8 

 

Click here to go to OSFM-Information Management System  

 

IT Group  

8181 Independence Blvd. Baton Rouge, LA 70806  

Customer Service: (225) 925-4911 / Fax: (225) 925-4414  

Autogenerated by LDPS VP Server. This e-mail transmission may contain information that is proprietary, privileged and/or 

confidential and is intended exclusively for the person(s) to whom it is addressed. Any use, copying, retention or disclosure by any 

person other than the intended recipient or the intended recipients designees is strictly prohibited. If you have received this 

message in error, please notify the sender immediately by return e-mail and delete all copies. 

 

mailto:noreply.lasfm@la.gov
https://170.145.102.193/
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When you click here to go to OSFM-Information Management System, then you will return to 

the login area.  Next, type in your Login ID and the temporary Password that was emailed to 

you.  As soon as you click on Login, then you will see the following come up prompting you to 

change your password: 

 

 Once you change your password, you will see this: and you will receive an email notification 

 

Now you will click on Home in the upper right hand corner and a box with the question, “What 

would you like to do?” will appear.  For Licensing, you would click on the 3rd response which is 

“Apply for or Renew a LICENSE or REGISTRATION”   

 

 

Once you click on “Apply for…” this will appear: and you will need to click on the first item on 

the left side that says “Life Safety and Property Protection (LSPP)” 
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Next you will see this at the bottom of the page. 

 

Once you have chosen an option, you will need to enter your firm’s license number and click 

on the words “Request PIN”. 

   

When you request a PIN, it will then ask for the Email address (enter the firm’s email address). 

Then click on Email PIN. 

 

The PIN will be emailed to you and you will see this message in the box. 

 

Once you have received the PIN, then enter the firm license number and PIN and click on 

Renewal or Revision, then Edit to get started.  If you only want to view the firm and employees 

information, then click on Print Application, enter license number & PIN and click Print.  This is 

what you will see: 
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 If you are renewing your firm’s license, then you would click on “Renewal”.  If you are adding 

an employee or adding a new endorsement or need to change an owner or address or any 

other information, then you would click on “Revision”, then click on Edit.   

The next screen to appear will look like this.  This is where you will check off the 

endorsement(s) of the firm. 

 

Once you have checked off the endorsement(s), then click on the forward arrow at the bottom 

of the page. 

 

Next, you will come to the Firm Information page.  Please fill out all information. 
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The next screen is the Firm Questionnaire. 

 

The next screen is the Employee Roster.  To edit or renew an employee, click on the pencil to 

the right of their name to edit.  To upload any documents, click on the paper clip. If you want 

to cancel an employee, then click on the X in the red circle.   

 

When you click on the pencil, then the Select Endorsements page appears.
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Then the Personal Information page appears. 

 

Next you will see the Employee Questionnaire.  You must answer every question. 

 

The next page is the Employee Attachments.  You must upload a copy of their current driver’s 

license, a signed certification page, a current photo of the face in JPG format (no sunglasses or 

hats) and a copy of their training certificate used to get licensed.  I.E. a security qualifier would 

have an ABAT or AIS & FAIM certificate and a security technician would have Certified Alarm 

Level 1 certificate.  Once you have uploaded everything, then click the forward arrow and it 

will take you back to the Employee Roster page to revise another employee. 
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Once you have edited all employees, then click the forward arrow to take you to the Add 

Qualifier(s) page. Verify that the qualifier(s) listed are correct.  To add another qualifier, enter 

the employee’s SSN and check off the endorsement(s) for the qualifier & click Add Qualifier.  

Then click on the forward arrow to proceed to the Owner’s page 

 

Verify the Owners.  To add an Owner, you must enter the social security number and date of 

birth of the owner and click Add.  You must enter all information requested. 
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The next page is where you will upload all documents.  Please have your agent email, fax (225-

925-3699) or mail a current General Liability & Worker’s Comp insurance certificate.   

 

Then click the forward arrow and it will show Application Complete 

 

If you scroll down on the Application Complete screen, it will show all the information entered 

about the firm & employee 
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Click on Print Details to see the employee’s and licenses entered with the amounts due. 

 

Then click on “I Agree” then “Pay/View Invoice” 

Then you will see this message box 

 

If you don’t have anything else to edit, then click OK.  You will see another Application 

Complete page showing the Amount Due and then scroll down and you will see the invoice. 
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Next, click on the yellow “Pay” box and this is what you will see: 

 

Select the invoice by checking the box next to the invoice you wish to pay.  Then you will need 

to select the method of payment.  For “Pay by Check”, the screen will look like this.  
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When you click next for a check, a Billing Address information box will appear. 

 

For “Pay by Credit Card”, the screen will look like this: 

 

 

Then the Billing Address box will appear 
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Payment Review Screen 

 

If everything is okay, then click on Pay Now.  It will process and then this screen will appear.   
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Click on Print and then on Home. 

 

You will receive an email like this:

 


