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TopClass Instructions – Regular Forensic Analyst, Screener and Technician License Renewal 
 

This tutorial/guide is to be used by current Regular Licensees that need to renew their licenses for 
another term. 
 
NOTE: Current Regular Licensees will not be able to renew until 60 days prior to expiration. 
 
Please do not create duplicate accounts, You have already created an account but if you need login 
assistance, please contact us at Licensing@fsc.texas.gov.  
 
If you have forgotten your username and/or Password, you may click on “Forgot your password?” for 
self-service. 
 

1. Go to https://fsclicensing.txcourts.gov/topclass/ 
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2. If you do not need to have your password reset, enter your Username/Password and click “Sign 
In”. 
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TopClass Homepage 
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3. Access far left menu 

• Hover your mouse over the left side margin 
• Click on “Licenses” 

 

 
 
 

4. Click on desired “License” 
(NOTE:  This tutorial guide will be using REGULAR Forensic Analyst License) 
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5. Your current Regular License is valid message as displayed, click on “Begin Renewal 
Application” 

 
 

6. Click “Select” on Blanket License Renewal 
• A Check Mark will be placed under the license renewal symbol 
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7. Click “Submit” 

 
 

8. Click on “APPLY” 
 

 
 

9. You are now enrolled toward General Forensic License Renewal 
• Click on “Launch” 
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10. You are now at the beginning of the Regular License Renewal Application Questions 

• Click on “Next” (Bottom right of screen) 
 

 
 

 
 

11. Click “Start” to begin entering your current information for renewal 
 

 
 
Follow the prompts as directed to complete your application. 
 
NOTE: You should be prepared to include any attachments that apply for renewal eligibility: 

• MILITARY SERVICE 
o DD-214 

• PROFICIENCY TESTING COMPLIANCE CERTIFICATION  
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12. At the end of the application it will be necessary for you to “sign” and date your application 
by checking the boxes of both: 

• PERMISSION TO CONTACT PREVIOUS EMPLOYERS AND CONDUCT CRIMINAL BACKGROUND 
CHECK and 

• SIGNATURE/OATH 
 

 
 

13. Click on “Submit” 
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14. The completion of your Application/Renewal 
• Your application has been submitted for FSC review 

• Application will be ACCEPTED/APPROVED once all requirements are met 
• Application will be REJECTED if there are missing requirements 

• In either case, email notifications will be sent 
• You may EXPORT Your Application and save a copy of it for future reference, but it is 

not required 
• Click “Return to Homepage” to return to your TopClass Homepage 

 
 

 
 
 

15. If you receive a message to Leave or Stay, click on “Leave” 
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16. Your TopClass Homepage is displayed 

 

 
 

17. Once you have submitted your application for renewal, you should go ahead and pay. 
18. To pay for you License, Hover your mouse over the left side margin 
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19. Click on “Licenses” 

 
 
 

 
 

20. Click on your “License” 
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21. Continuing Forensic Education credits (AKA: Credits Requirement as displayed) are required 
toward license renewals. 
 
There are (5) Credits Paths: 

• Credits Path 1 
• General 
• Firearms/Toolmark Analyst 

 

 
 

• Credits Path 2 
• General 
• Forensic Biology/DNA 
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• Credits Path 3 
• General 
• Materials (Trace) Analyst 

 

 
 

• Credits Path 4 
• General 
• Seized Drugs 
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• Credits Path 5 
• General 
• Toxicology 

 

 
 
 
You should select the same Credit Path that matches your forensic discipline as you indicated on the 
renewal application. 
 

22. Select on your Credit Path 
 
(NOTE:  For the purpose of this tutorial guide, the use of Credit Path 4 - Seized Drugs Analyst will 
be used) 
 

• Both General and Discipline Specific Credit Types are required: 
o General – 8 Hours 
o Discipline Specific – 16 Hours 
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23. Click on either General “CLAIM” or the Discipline Specific “CLAIM” to report the hours of credit 
needed or you can report them separately as they accrue – Either button will take you to the 
same reporting area. 
 
(NOTE:  For the purpose of this tutorial/guide, General “CLAIM” is selected to proceed to the 
reporting area) 
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24. The Commission has pre-approved programs that may be selected from the first box titled “Type 
Here to Choose”.  These may be selected by clicking in the box to display a drop-down list and 
you may select the appropriate training or conference.  If the name of your training or 
conference is not listed, you may manually type it in for the Commission to review for eligibility. 
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25. NOTE:  For the purpose of this tutorial/guide “AMERICAN ACADEMY OF FORENSIC SCIENCES 
ANNUAL CONFERENCE” was selected. 

• The TITLE box is filled in based on your selection 
• Enter the DATE COMPLETED 
• Enter your current EMPLOYING LABORATORY 
• Enter the VENDOR, LABORATORY or OTHER organization that sponsored the training or 

conference 

 
 

26. Click on the “General CFE:” box & select GENERAL to report your General CFE hours 
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27. Enter the number of hours you need to report for the GENERAL CFE.   

 
 

28. Click on the “Discipline-Specific CFE:” box to select your forensic discipline 

 
 

29. Enter the number of hours you need to report for the Discipline-Specific CFE, click on “CREATE” 
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30. You have added a Continuing Forensic Education Credit pending approval by the Commission.  
Click on “Select File” to attach any supporting documentation for your CFE that may aid toward 
elgibility/approval.  Click on “SAVE” 

 
 

31. You have saved the External Training Record (AKA: CFE/Continuing Forensic Education) 
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32. Access far left menu 
• Hover your mouse over the left side margin 
• Click on “Licenses” 

 

 
 

33. Click on your “License” 
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34. This is your license “status” screen.  All bars will appear RED until your CFE credits are approved, 
payment is made toward renewing your license and the renewal application is approved by the 
Commission’s licensing staff. 

Example:  Renewal Application Not Complete / Credits Not Approved / Renewal Payment Not Complete 

 
 

Example:  Renewal Application Not Complete / Credits Approved / Renewal Payment Not Complete 
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35. Paying for your renewal, click on “ADD TO CART” 
 

 
 

36. You now have an item added to your Shopping Cart (located in the upper right corner of 
your screen).  Click the shopping cart at the top of the page. 

 

 
 

37. Click “Secure Checkout”. 
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Complete Billing & Delivery information 
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38. There are TWO Payment options. 
• If payment is being made by Debit/Credit card, click on “Pay via Texas.gov” 

• You will be taken to the Texas.Gov website to complete the payment process 
• You will receive a Purchase Confirmation 
• Please return to TopClass from this page to complete your payment in your 

TopClass shopping cart 
• If you have a coupon code because your laboratory is paying your licensing fee, please 

enter it in the coupon box and click “Apply”.  These codes are sent to your laboratory 
and distributed by your laboratory. 

• You will be taken to the TopClass section to complete payment details with your 
coupon, click on “PAY $0.00” 

• You will receive a Purchase Confirmation 
• Click on “Return to Homepage” to return to your TopClass home page 

 

 
 
You will receive an email confirmation and receipt of your payment. 
 
TopClass Homepage 
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You may also check the status of your payment by going to “Licenses” again. 
 

39. Access far left menu 
• Hover your mouse over the left side margin 
• Click on “Licenses” 
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40. Click on your license to see the status of outstanding items. 
 

 
 
The payment of your Maintenance Fees bar should appear green after you have paid.  If you believe you 
have paid and the bar is not green, contact us at Licensing@fsc.texas.gov so licensing staff can assist.  
Once your application for renewal is approved by licensing staff, the “Mandatory Items” or 
“Maintenance Fees” bar will turn green as well, showing you’ve completed all items for Blanket License 
Renewal.  Your application bar will remain red until you are approved for renewal. 
 
Example:  Renewal Application Not Complete / Credits Approved / Renewal Payment Complete 
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Example:  Renewal Application Complete / Credits Approved / Renewal Payment Complete 
 

 
 
License has been renewed for another term 


