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1. Background 

Private Security Industry Regulatory Authority was established in terms of Section 2 of the Private 

Security Industry Regulation Act (56 of 2001) which came into operations in 2002. The strategic 

mandate of PSIRA originates from the Act and the regulations issued in terms of the Act. The 

primary objectives of PSiRA are to regulate the private security industry and to exercise effective 

control over the practice of the occupation of security service providers in the public and national 

interest and in the interest of the private security industry itself. 

 

2. Purpose 

The purpose of this Training manual is to empower PSiRA clients on how to use the new Online 

Registration System. The document will be enhanced over time to ensure it is aligned to new 

changes as they are implemented. Clients of PSiRA are requested to continue using the current 

version found on https://www.psira.co.za 

 

3. Pre-requirements 

Clients are requested to ensure they have with them the following information to make the 

security business registration process smooth… 

i. Cell phone Number, 

ii. Identification Number, 

iii. Know your date of birth 

iv. Valid email address 

v. Director/Owner PSiRA number 

 

 

  

https://www.psira.co.za/
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4. Security Business Registration 

4.1 Access the link via your Laptop, Computer, or cell phone,  

4.1.1 Go to the website and type 

https://digitalservices.psira.co.za/  

 

4.1.2 On the Home page screen, select Security Business button 

 

4.2 On the below Security Business information field, complete the mandatory fields marked 

with the red Asterix *  

 

4.2.1 Check the “I’m not a robot” checkbox and click the Submit button 

 

  

https://digitalservices.psira.co.za/
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4.3 On the verify OTP page, enter the 4-digit OTP received via SMS  

• If you don’t receive OTP in 30 seconds, please click on “RESEND OTP” button 

4.3.1 Click the VERIFY OTP button once complete  

Note: There is Verify email address link that is sent your email address for you verify  

 

 

 

 

 

 

 

 

4.3.2 Click the Continue to Dashboard button 
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4.4 On the Security Business dashboard, Click the COMPLTE YOUR PAYMENT button   

 

 

 

 

 

 

 

 

4.4.1 Read the Online Payments Terms and Conditions, Select the green Agree button 

 

4.4.2 Select the preferred method of payment and complete payment information (i.e., 

Credit/Debit Card or Bank Payment) 
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4.4.3 If payment has been successfully completed and authorised, the system will 

redirect you back to profile dashboard  

 

 

4.5 On the Security Business dashboard, Click the COMPLETE YOUR PROFILE button   
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4.5.1 Upload business logo, by navigating and selecting the Icon by “Please upload 

your business logo” section 

 

4.5.2 Comple the Business Details tab information and ensure to complete the 

mandatory fields marked with a red Asterix* 

 

4.5.3 Click the Save button 

• If the mandatory fields are not complete, the system will not allow you to save 

the tab information 
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4.5.4 Click the Address tab, Complete the Business Details tab information and ensure 

to complete the mandatory fields marked with a red Asterix* 

 

4.5.5 Click the Save button  

• If the mandatory fields are not completed, the system will not allow you to 

save the tab information 

 

4.5.6 Click the Documents tab 

 

4.5.7 Click the Specimen resolution and Suretyship link to download and complete 

the templates 
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4.5.8 Upload and attach the required document by selecting the Browse button under 

each mandatory document  

 

4.5.9 Click Save button  

• If the mandatory documents aren’t attached, the system will not allow you to 

save the tab  

 

 

4.5.10 Click the Management tab, Find the companies 

management(owners/directors/trustees) by entering their PSIRA number in space 

provided and selecting the Search Button 

 

4.5.11 Click the Save button, once all management has been successfully added 
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4.5.12 Click the Infrastructure tab, Complete the Infrastructure tab questions  

 

4.5.13 Click the Save button 

• If all questions aren’t answered, the system will not allow you to save the tab  

 

 

 

 

 

 

 

 

 

4.5.14 Click the Declaration tab, Read the declaration and undertaking statement  

 

4.5.15 Select the Click here for Signature link 
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4.5.16 On the Signature dialog box, complete your electronic signature on the space 

provided. 

 

4.5.17 Click the Save signature button   

 

4.5.18 Click the Save button on the Declaration tab 

 

 

 

 

 

 

 

 

 

4.5.19 Click the Continue to Dashboard 

 

Note: The PSIRA team will review the application and an email notification will be sent once all 

processes have been followed 
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5. Download Certificate  

5.1 On the Security Business Dashboard screen, select the Download tab on the left menu 

 

5.2 Click the DOWNLOAD CERTIFICATE button  

 

Note: The PSIRA team would have to first approve the application before download option is 

available  
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6. Adding and Terminating Security Officer(s) 

Engagement: 

6.1 On the Security Business Dashboard screen, select the Security Officer tab on the left 

menu 

 

 

 

 

 

 

 

 

 

6.2 On the default Security Office List tab, select the Add Security Officer button  
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6.2.1 On the Security Officer Request box, complete the mandatory fields regarding the 

security officer  

 

6.2.2 Check the Nominate for Payment box if applicable  

 

6.2.3 Click the Submit button  

 

 

 

 

 

 

 

 

 

6.2.4 The added security officer will display on the Security Officer List tab  

Note: Directors and Instructors cannot be engaged but will be displayed on the Security Officer List 

automatically during the registration process or instructor linkage process 
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Termination: 

6.1 On the default Security Officer List tab, select the checkbox next to the desired security 

officer to terminate  

 

6.1.1 Navigate to the bottom of the page and complete the reason for the termination  

 

6.1.2 Click the Terminate button  

 

 

 

 

 

 

 

 

 

 

Note: PSiRA Finance Administrator will be notified of Engaged and Terminated security(s) officer 
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7. Add Branch Location  

7.1 On the Security Business Dashboard screen, select the Add New Location button under 

My Locations section  

 

 

 

 

 

 

 

7.2 Click on the Complete Your Payment Button  

 

 

 

 

 

 

 

7.2.1 Read the Online Payments Terms and Conditions, Select the green Agree button 
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7.2.2 Select the preferred method of payment and complete payment information 

(Credit/Debit Card or Bank Payment),  

 

 

 

 

 

 

 

 

 

 

 

7.3 On the Dashboard, Click on the Complete Your Profile Button  

 

 

 

 

 

 

 

 

 

7.3.1 Complete the relevant branch information in all the relevant tabs  
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Note: The completing of the Profile for the New Branch Location process is the same as for the original 

Business Registration (Refer to 5. Registration).  

7.3.2 Once all the new location information has been completed and saved, Click the 

Continue to Dashboard button  

 

7.3.3 The system will present the user’s new branch location dashboard with a status 

update of the progress of the application       
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8. Security Business Billing  

8.1 On the Security Business Dashboard screen, select the Invoices tab on the left menu  

 

8.1.1 The system will display the default Ledger tab, where the user can see all the 

payments/fees due to them, current closing balance and the option to Proceed to 

Pay button to settle the amounts  

 

8.2 Select the Invoice tab and filter to the desired Invoices made  

 

8.2.1 The Invoices tab displays a detailed summary of the outstanding and due 

payments billed to the business, including a downloadable pdf to access each 

payment 

Note: Outstanding payment invoices will be marked in red 
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8.3 On the Ledger tab, Click the Proceed to Pay button, to settle the relevant closing 

balance  

Note: Negative owning closing balances are marked with DR. Positive closing balances are marked with 

CR  

 

 

 

 

 

 

 

 

8.3.1 On the Payment Summary page, select the desired payment option to settle the billing; Pay 

Full Amount or Other Amount. 

 

8.3.2 If other amount is selected, enter the desired amount to pay.  

 

8.3.3 Click Proceed to Pay button  

 

  
Note: The user can settle half the owing amount or pay more than the owing amount  
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8.3.4 The system will redirect the user to Payment Information window, to complete payment  

 

8.3.5 Click the Agree Icon for the payment terms and conditions for the desired payment amount. 

 

8.3.6 Proceed to choosing the preferred payment option to complete payment (i.e., Credit/Debit card 

or Bank Payment) 

 

8.3.7 The closing balance on the Leger tab displays the new closing balance after the payment  
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8.3.8 Select the Invoices tab, to view the paid amount and click the pdf document icon to view the 

details of the paid invoice   
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9. Security Business Renewals 

9.1 On the Security Business Dashboard screen, read/view the message that notifies you to 

renew your business certificate as it has expired   

 

 

 

 

 

 

 

 

 

9.1.1 Navigate and select the Service Request tab on the left menu  

 

9.1.2 Click the Renew Certificate button  

 

9.1.3 The system will display a message on the dashboard, indicating that the business 

certificate is due for renewal 

 

9.1.4 Click the green Pay – R340 button 
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9.1.5 Click the Agree Icon for the payment terms and conditions for the renewal 

amount. 

 

9.1.6 Proceed to choosing the preferred payment option to complete the payment (i.e., 

Credit/Debit card or Bank Payment) 

 

 

 

 

 

 

 

 

 

9.1.7 The system will verify the completed payment  
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9.1.8 The system will display a message that informs the user that the renewal request 

has been sent to PSiRA back office  

Note: The renewal request must be approved by PSiRA back Office before it reflects approved on 

the business profile     

 

 

 

 

 

 

 

 

 

9.2. Once the renewal request has been approved, On the Security Business Dashboard 

screen, notice that renewal expiry message has disappeared  
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9.2.1. Navigate and select the Downloads tab button on the left menu, to access the 

renewed certificate 

 

9.2.2. Click the Download Certificate button  
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10.  Security Officer Transfer Request Approval 

Security Business 1: (This business desires to add a security officer that works for Security 

business 2) 

10.1 On the Security Business Dashboard screen, navigate and select the Security Officer 

Tab on the left menu  

 

10.1.1 Proceed to adding the security officer that is already employed by another Security 

Business  

 

10.1.2 Click the Add Security Officer button, complete and submit the relevant Security 

Officer request box (Refer to Adding Security Officer Process) 

Note: The system will display a message informing that the security officer is already engaged with another 

security business and the request has been sent to accept or decline the transfer 
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Security Business 2: (This business must accept or reject the security officer request) 

10.2 On the Security Business Dashboard screen, navigate and select the Security Officer 

Tab on the left menu 

 

10.2.1 Select the Transfer Request tab, to see the request from the Security Business 1   

 

10.2.2 Click the Accept or Reject button next to the security officer details   

 

 

 

 

 

 

10.2.1 The system will display a successful message of whether the security officer 

transfer request has been accepted or rejected  

 

 

 

 

 

 

 

 

 

The End 

 

 

 


