
Apply for Agent Certificate: 

Login to BPSS from my.ny.gov 

The following information will be needed for an Agent Certificate: 
• School Verification Code (provided by School)
• Character Questions
• References & reference form BPSS-18R with your references signature

Click Sign in 

Click Sign in 

Enter Username and 
password 
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Click BPSS 
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Click Agent Application Status 

Click Choose Role 

Select the role you 
would like to sign in as 

The roles listed on this page could 
be different – it depends on what 

your role is within the school  

You may not see this page if you only have 1 role  
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Click BPSS-18R to download & print 
form; fill-out and obtain signature. 

 
 

Click Next  

To begin a new Application, enter the 
verification code your school provided  

If an application has been started, 
 Click Continue  

*Note: Each page will be shown for review.  On each page,  
Click Next or make revision then click Next  
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Answer all questions. 
 If your answer is “Yes” to any question, 

provide an explanation in box below question.   
Upload any supporting documents at the 

bottom of this page. 
 
 

Click Next to proceed  
 

Click Choose File  
Locate file on computer 

 

Click Upload 
 

 - download document to your computer 
----------------------------------------------------- 

 - remove document 
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Click Add  
 

Click Choose File  
Locate file on computer 

 

Click Upload 
 

Upload your completed reference 
form BPSS-18R 

 

Reference Certification – provide 
2 references that have filled-out 

& signed form BPSS-18R 
 
 

Enter Reference information 
 
 

Page 6 
 



 
 
 
 
 

Click Next to proceed 
 

As each Reference is added it will be shown. 
 

 - edit Reference; after edit is complete, click Save  
---------------------------------------------------------------- 

 - download document to your computer 
---------------------------------------------------------------- 

 - remove document 
 

Icon Key 
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Click Choose File  
Locate file on computer 

 

Click Upload Picture 
 

NOTE: File type must be in .jpg, .gif or .png formats only.   

Use the slider bar to adjust size of picture 
 

Click and drag image into center box 
 

Click Save Image 
 

If there is a problem with the image,  
click Upload a Different Image.    

You will be returned to the Agent License Picture Upload 

NOTE: The image must fill the 
center box or the Save Image 
button will not be accessible.  Page 8 

 



   
 
 
 
 
 
 
 
 
 
 
 

 
 

Message will be displayed 
when upload is successful. 

 

Clear – will clear the page but not remove the image 
----------------------------------------------------------------- 
Remove Picture – will remove the image 
----------------------------------------------------------------- 
Upload Picture – will allow you to upload another image 

 

Click Next to proceed 
 

Click Submit 

Read the Attestation and click 
Checkbox 
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Ready to make payment? 
click Next 

 

Not ready to make payment?  
click BPSS Home 

 

Select payment type 
 

Click Next 
 

Note: if the school is making your 
payment, please tell the director 

your application is ready. 
 

NOTE: If paying by check or 
money order, only a Cashier’s 

check or US Postal money 
order will be accepted 
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Click Process My Payment 
 

Enter Credit Card 
Information 

 

Credit Card Payment 
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Cashier’s check/Money order Payment 
 

Click Print  
(A new window will open)  

Print the payment coupon 
This needs to be included with your payment 

 

Close the window 
 

Enter Amount Enclosed 
 

NOTE: Cashier’s check or US 
Postal money order only 
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Click Done 

Mail payment & payment 
coupon to this address 

Click Logout 
Or  

Close window 
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