PROV' DER MyProfile
Welcome Packet

Division of Agent and Agency Services

Dear Insurance Education Provider,

Welcome to the exciting world of insurance education! This packet contains tools and resources that
are designed to assist you as an insurance education provider in Florida. We know they will be
beneficial to you whether you are just beginning your career as an education provider or have been
an education provider for many years.

Enclosed in this packet, you will find helpful tips on the following:

Getting Started - Accessing MyProfile Account
Main Page - Provider Inboxes
Main Page - Navigation Buttons
Maintaining MyProfile - Adding/Removing School Officials and Contacts
Who Should be Listed as a School Official or Contact in the Provider Account
How to Add a School Official/Bail Bond Supervising Instructor
How to Remove a School Official
How to Add a Contact
How to Change a Contact’s System Permissions
How to Remove (Inactivate) a Contact
How to Reactivate a Contact
Getting Started - Submitting a Course
Course Reminders
How to Submit a Course
Approved Courses
How to View the Payment History
Getting Started - Submitting a Course Offering
Course Offering Reminders
How to Submit a Course Offering
Approved Course Offerings
Getting Started - Submitting a Roster
Roster Reminders
How to Submit a Roster
Getting Started - Instructors
Instructor Reminders
Instructor Qualifications
Instructor Applications
Maintaining MyProfile - Provider Profile
How to View and Update the Profile
How to View and Update the User’s Profile
How to View and Update the User’s Preferred Contact Method

Please take the time to review the enclosed documents. We wish you well on the ever continuing
pursuit of knowledge.

Sincerely,
Education Unit

Bureau of Licensing: Education
Division of Agent & Agency Services
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Getting Started -

Accessing Your Provider

The School Official will receive an email regarding the steps needed to create a MyProfile account.

Once the School Official has completed the setup process, they will have access to the Provider

account.

1. Gaining Access:

Google Chrome or Microsoft Edge are the optimal browsers to use in your DICE Provider
account. Our system is not compatible with mobile browsers (phone, tablet or other mobile

devices).

Go to the MyProfile login screen and enter your School Official username and password to

p Account

gain access: https://dice.fldfs.com/public/pb_index.aspx.

Locate  Help  FAQ

Welcome to MyProfile.

MyProfile is the online portal for the Florida Department of Fi
Services' Bureau of Licensing.

MyProfile allows you to:

rint
* Apply to be a Pre-licensing or
Instructar.

Need assistance?
Click here to review step-by-step guides or email us at
AgentLicensing@My FloridaCFO.com.

i o is mandatory
ursuant to the WeFare Reform Act, 42 U.S.C. § 666, and §5 626.171(2)
a) and (7), 626.231(2)(a), 626.541(1), and 626.9953(3)(a) and (7), F.5.

Co
provided he

A copy of this Privacy Statement is provided to you as required by §
119.074(5)(a)3., F.5.

2. Provider Account:

Trouble logging in?

Utilize the Forgot
Password Function!

Select the “Provider Account” and select “Next”.

(Note: There may be only one provider option; however, “Apply as a new Provider” will always

be an alternate option. Some School Officials act on behalf of multiple providers.)

Welcome, CE ADMINISTRATORTWO

Enjoy your visit.
@ DFS EDUCATION TEST
DFS SUB-PROVIDER ACCCOUNT

Apply as a new Provider

Next

The Continuing Education system has authorized you to be user for the following Providers.
Please select which provider you would like to visit today and click the next button.

@2000-2014, - The State of Florida - All Rights Reserved. Disclaimer.
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3. Main Page - Provider Inboxes:

On the Main Page, you will see the Provider inbox with three provider inboxes: Agency,
Roster/Expired and DFS Requests. The default view is set to the “Agency” inbox to view
notifications from the Department regarding the Provider account. The “DFS Request” inbox
will show any requests for information on pending applications that need to be addressed
and responded to in order to avoid closure of the submitted application.

Locate Apply Roster ' Customize ' Maintenance Help FAQ | (_Logout [Pr‘ovider]
In-Box
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST STATUS: APPROVED
Agency{20)} Roster/Expired DFS Reguests
Bureau of Agent & Agency Licensing Notifications Page:l:l@ Page 1/2 oo
Remove Snpic Notification Da_te
Type Received

O CONTACT TEST ACCOUNT ® 05/28/2019
TEST ACCOUNT (CONTACT ID : 15644489) has been
registered as a contact. You will need to assign the contact
to a group under maintenance, contact list, to give them
access to your account. They can create their provider
MyProfile account, using their Contact ID as the Schoal
Official ID

4. Main Page - Navigation Buttons:

The Navigation Buttons allow you to do many functions. We will discuss these functions in
more detail throughout this packet.

Locate ' Apply ' Roster " Customize ' Maintenance | Help ' FAQ — Qogout)  [Provider]

In-Box
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST STATUS: APPROVED
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Maintaining myprofile -

Adding/Removing 564005 GW@ and &W

1. Who Should be Listed as a School Official or Contact in the Provider Account?

Anyone submitting courses, course offerings, rosters or in direct contact with the Department
should be listed in the provider MyProfile account as a school official or contact.

Anyone using the provider account should have their own unique login and password
to access MyProfile.

What is the difference between a Sckool Official, Supervising Tnstructorand a (ontacs?

1) ‘School official” means an individual designated as provided in Rule 69B-228.050,
F.A.C., by a provider and approved by the Department who is responsible for the acts of
the provider, including, but not limited to, the provider’s instructors and speakers and is
subject to administrative action pursuant to Rule 69B-228.210, F.A.C.

To become a school official, an application has to be submitted.

2) A “Supervising Instructor” is the School Official for Bail Bond providers with
additional responsibilities as listed in the 2nd bullet below.

To become a supervising instructor, an application has to be submitted and specific
qualifications must be met per 648.386, F.S., as follows:

1.

3.

During the past 15 years, the person must have had at least 10 years’ experience
as a manager or officer of a managing general agent in this state as prescribed in
s. 648.388;

During the past 15 years, the person must have had at least 10 years’ experience
as a manager or officer of an insurance company authorized to and actively
engaged in underwriting bail in this state, provided there is a showing that the
manager’s or officer’s experience is directly related to the bail bond industry; or
The person has been a licensed bail bond agent in this state for at least 10 years.

& A Supervising Bail Bond Instructor must attend all classes and is responsible for:

oarwbdE

All course instructors.

All guest lecturers.

The course outlines and curriculum.

Certification of each attending limited surety agent or professional bail bond agent.
Assuring that the course is approved.
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3)

A Contact works under a school official and is not responsible for the actions of the
provider.

a) Contacts do not need to complete an application.

b) Contacts can have different access, or permission in the provider MyProfile
account depending on each provider’s preference.

c) Contacts can be added or removed at any time.

2. How to Add a School Official or Bail Bond Supervising Instructor:

1)

School officials require a submitted school official Bail Bond supervising instructor
application.

The application can be added directly through your provider MyProfile account.

Go to the Navigation Buttons and select on “Apply”. You will see the drop-down menu
below. Select “School Official”.

Locate I Apply | Roster I Customize ' Maintenance Help FAQ (_Logout ) [Provider]
In-Box Bail Bond or Self-Study
USER: CE | Course TION TEST STATUS: APPROVED

Course Oﬁering’
Agl School Official uests

0 .
- Bail Bond Supenvising Instructor X X ’—m . m l

Identification Screen: This screen is the applicant identification screen.
This screen is the beginning of the school official application.

The applicant is required by state and federal law to disclose their social security number
on this application.

Locate | Apply | Roster | Customize | Maintenance | Help | FAQ | Qlogeut) [Provider]

InBox > School Official/Supervising Instructor Application
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

Identification Demographics Background Questions Connrmation
e

Applying to become a School Official/Supervising Instructor

DFS-H2-1137
Rule 69B-227.290 and 698-228.180, F.A.C.
Revision: 03/2014

Providers are required to have at least one School Official/Supervising Instructor. A Supervising
Instructor is required for each Bail Bond provider, while all other providers are required to have
School Officials. School Officials/Supervising Instructors are the individuals who are responsible for
all activities relating to the offering of Continuing Education or Pre-Licensing courses. Once
approved, the School Official/Supervising Instructor may submit applications for additional School
Officials/Supervising Instructors or create contacts for the provider, which allows online access to
others for the purpose of submitting required documents to the Department, i.e., course
applications, course offering applications, rosters.

Departmental Rules for becoming a School Official or Supervising Instructor for Continuing Education
(Rule 69B-228.050) and Pre-Licensing (Rule 698-227.150) are available at www firules_org

Note: vou are required by state and federal law to disclose your social security number on this
application. Section 666(a)(13) of Title 42, Unites States Code, requires each state to obtain the
social security number of each applicant for a professional or occupational license on the
application for the license. Section 626.171(6), Florida Statutes, implements this federal law. The
purpose of collecting social security numbers is for administration of the child support enforcement
provisions of Title IV-D of the Social Security Act. The Department of Financial Services also uses
social security for identity v purp: in conjunction with background checks of
applicants and for identity verification purposes in the Department’s electronic database for
licensees and applicants.

Please enter the School Official/Supervising Instructor's SSN and Date of Birth:
SSN

Date of Birth
[ Jmmvaarmm

Next

DFS-#2-1137
@2000-2016, - The State of Florida - All Rights Reserved. Disclaimer.

DICE User Guide 5



3) Background Questions: Every applicant must answer the background questions shown

below.

Locate | Apply Roster | C

Help

In-Box = School Official / Supervising Instructor Application
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

(Legout) [Provider]

Identification Demographics Background Questions
Fs

BACKGROUND QUESTIONS

Has this individual ever been convicted or pled nole contendere to a
felony?

NEC-L7-1137

Confirmation

Locate Apply Roster | Customize | Maintenance | Help I FaQ

In-Box = School Official / Supervising Instructor Application
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

(logout) [Provider]

Identification Demographics Background Questions
Fs

BACKGROUND QUESTIONS

Has an administrative action ever been taken against you for violation of
statutes or rules in Florida or any other state?

IYes

O No

\_Exit ) | Mext )

NEG-H7-1127

Confirmation

Locate Apply " Roster | Customize | Maintenance Help I FaQ

In-Box = School Official / Supervising Instructor Application
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

(Legout ) [Provider]

Identification Demographics Background Questions
Fs

BACKGROUND QUESTIONS

Is this individual employed by the Florida Department of Financial
Services?

DF5-H2-1137
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4) Confirmation: The final page that will display is a confirmation page, showing the
application was submitted to the Department.

Locate Apply Roster ' Customize ' Maintenance ' Help FAQ (_Logout [Provider]

In-Box > School Official /Supervising Instructor Application
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

Identification Demographics Background Questions Confirmation
Fs

School Official/Supervising Instructor Application Completed

Thank you for submitting your School Official /Supervising Instructor (Bail Bonds)
application.

The Department has received your application.

i\ _Return to Inbox )

NES-H7-1127

[=] Once the application is approved, the school official will receive an e-mail with
instructions on how to login and access the provider MyProfile account.

3. How to Remove a School Official:

If a school official no longer works for the provider, e-mail the Department at
Education@MyFloridaCFO.com to remove the school official.

* The request should be made by an active school official.

4. How to Add a Contact:

To add a contact, go to the Navigation Buttons and select “Maintenance”. You will see the
drop-down menu below. Select “Contact List”.

Locate | Apply I Roster | Customize | Maintenance | Help | FAQ | Qegest) [Provider]
In-Box Provider Profile
USER: CE ADMINISTRATORTWO, DFS EDUCA Contact List STATUS: APPROVED
Location List
Agency(20) RosterExpired oFs Ry Course List
Offenng List —_—
Bureau of Agent & Agency Licensir Instructor Lit e._@ Page 1/3 °¢
icati Provider Schedul
Remove Application Notification revider schedule Date
Type System Management Received

1) Select “New”.
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Locate Apply | Roster | Customize | Maintenance | Help FAG Clogowi »  [Provider]

In-Box > Contact List
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

User Group | (A V| (Search)  First Time Prosvider Registration Checklist
Contact List [Active | All Other Statuses]

Full Name Type Group
] TEST ACCOUNT [Test Group v|
] CE ADMINISTRATORTWO OFFICIAL [Administator v|
] ALISON BOMNELL [ Administrator v|
| CONSUMER SERVICES QFFICIAL | Consumer Semvices V|

Save
ew ) QLEITTED

2) Demographics Screen: This screen is the contact demographic screen.

ltems marked in red are required.

Contact Information

Date of Birth I:I (mm/dd/yyyy)

First Name ]
Middie Name [ ]
Last Name [ 1]

Suffix l:l
Title ‘ |
Business Address [200 EAST GAINES STREET |
\ \
\ \
City [TALLAHASSEE |
State [FLORIDA V]
county
Mailing Address [200 EAST GAINES STREET |
\ \
\ \
City [TALLAHASSEE |
State [FLORIDA v]
County
zip L1

E-mail ‘ |

Alternate E-mail ‘ |

Phone I Jextenson[ ]
Fax I |
Status ¥ active

Save

3) The provider will receive an inbox notification with instructions regarding their permissions
and how to create a login to access the provider MyProfile account.
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Application o - Date
Remove Type Notification Received
O CONTACT  TESTACCOUNT ¢ 05/28/2019

TEST ACCOUNT (CONTACT ID : 1644489) has been
registered as a contact. You will need to assign the contact
to a group under maintenance, contact list, to give them
access to your account. They can create their provider
MyProfile account, using their Contact ID as the School
Official ID

5. How to Change a Contact’s System Permissions:

To change a contact’s system permission, you must first create a User Group (User
Permission) to assign the contact.

1) Creating a New User Group:
Go to the Navigation Buttons and select “Maintenance”. You will see the drop-down menu

below. Hover over “System Management” until a second box appears and then select
“System Security”.

Locate Apply Roster | Customize | _Maintenance | Help | FAQ | Qlogosty) [Provider]
In-Box Provider Profile
USER: CE ADMINISTRATORTWO, DFS EDUC/ Contact List STATUS: APPROVED
Locatien List
Agency(20) RestenExpired oFs Re Course List
Offering List | -
fA Al i i 3
Bureau of Agent & Agency Licensir Instructor List ie m Page 1/3 °°
Provider Schedule
Remove Appiication Notification nate
Type System Management - Received
] OFFICIAL MATT WESTER g * 07/26/2019

The Official MATT WESTER has been CLOSED.

B OFFICIAL  MATTHEW WESTER e ,
The Official MATTHEW WESTE " 2Y™ment Fistory

Cl CONTACT  TEST ACCOUNT | System Secusiy

* 07/26/2019

* 05/28/2019

2) Select “New”.

Locate | Apply Roster | Customize | Maintenance Help FAQ | (_Logout [Pr’ow’der]

In-Box > System Security
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

System Security [Active | Inactive]

User Group Permissions
[ Administrator View
] Analysts WView
] CAL View
] Managers View
[] Consumer Seraces View
] Type User Group Name Here WView
[] Test View
] Test Group View

\Newsm
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6.

3) Enter a name for the new User Group and select “Save”.

s b Appuly ST AT Lo | 2 Mg fboma e n Hizlp J | FProvider]

Suntam S
weBan > Syeter

iwcurlly o User Growp Delail
USER: CE ADMIMISTRATORTWO, OF 5 EDLCATION TEST

|Ihl~|' Group Detall

Caisuip Mame |: v Liad Group Name He '||

Status | ACUrwid

Save

SR R The Wials of Phels AN Haghls Heapiesl. Dol

4) The User Group will now appear under “System Security”. Select “View” under the User

Group permissions.

Locate Apply Hader Lustomize Maimienance Help iln] I gout [ D-.:,-._.-'.:.E.-l

In-Box > System Security
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

System Security  [Active | Inactha]
User Group Permissions
[ Adminisirator Wiew

Analysts Wiew
CaLl View

Managers Wiaw

] Consumer Senices N.Iew
] Type User Group Mame Herz figw

@2000-2018, - The State of Flomda - All Asghts Reserved. Divclaimer.

5) Select any permissions you would like to set for the User Group.

Locate | Apply I Roster | Customize Maintenance Help FAQ (_Logout [F’rovider]

In-Box = System Security > System Permissions
USER: CE ADMINISTRATORTWO, DFS EDUCATIOMN TEST

Permissions for Group Type User Group Name Here

Page [ rRead [Jwrite
Additional Course Authority Request 1

Address History

Address History

[ [
] [
Address History O (]
[ [
] [

Address History

Changing a User Group’s Permissions:

DICE User Guide
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1) Go to the Navigation Buttons and select “Maintenance”. You will see the drop-down
menu below. Hover over “System Management” until a second box appears and then
select “System Security”.

Locate Apply Roster  Customize '_Maintenance  Help FAQ I (Logout J [Provider]
In-Box Provider Profile
USER: CE ADMINISTRATORTWO, DFS EDUC# Contact List STATUS: APPROVED
Location List
Agency(20) RosterExpired oFs Re Course List

Offering List c
Bureau of Agent & Agency Licensir| g Ie: m Page 1/3 ° 0

Instructor List |

Application = 4 Provider Schedule Date
Notification
- System Management _ Received

0 OFFICIAL  MATT WESTER © 07/26/2019
The Official MATT WESTER has been CLOSED.

1] OFFICIAL MATTHEW WESTER [
The Official MATTHEW WESTE(

CONTACT  TEST ACCOUNT | System Security

Remove

Payment History ©07/26/2019

© 05/28/2019

2) Select “View” for the user group’s permissions you would like to review.

Locate | Apply Roster | Customize | Maintenance Help FAQ Clogost )  [Provider]

In-Box > System Security
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

System Security [Active | Inactive]

User Group Permissions
Administrator Nlew
Analysts e
CAU View
Managers WView
Consumer Senices View

Type User Group Name Here

Tast

ooooooo

Test Group

22000-2019, - The State of Florida - All Rights Reserved. Disclaimer.

3) Select or unselect any permission you would like to set for this group of users. Select
“Save”.

Locate | Apply Roster ' Customize ' Maintenance Help T Fag T (_Logout [Provider]

In-Box = System Security > System Permissions
USER: CE ADMINISTRATORTWO, DF5 EDUCATION TEST

Permissions for Group Analysts

Page Read I write
Additional Course Authority Request 1 O
Address History |
Address History |
Address History 1
Address History 1
Agency Request Response |
Attendance Roster Detail 1

7. How to Change a Contact’s Permissions:
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1) Go to the Navigation Buttons and select Maintenance. You will see the drop-down menu
below. Select “Contact List”.

Locate T Apply T Roster T Customize ' Maintenance T Help L AQ T (_Logout ) [PFOVidE‘I’]
In-Box Provider Profile
USER: CE ADMINISTRATORTWO, DFS EDUCH Contact List STATUS: APPROVED
Location List
Agenay(20) FosterExpired OFS Ref Course List
Offering List
Bureau of Agent & Agency Licensir Instructor List e::@ Page 1/3 oa
Bomowve Application Notification Provider Schedule pa!ew
Type System Managemeant Receiv

2) Pick a ‘User Group’ from the drop-down and select ‘Search’ or leave at the default ‘All”.

Locate | Apply I Roster | Customize | Maintenance | Help M rag | legewt) [Provider]
In-Box = Contact List

USER: CE ADMINISTRATORTWO, DFS EDUCATION TE?
User Group | dary W| i\ Search, First Time Provider Registration Checklist

3) Use the drop-down menu under “Group” to set the appropriate level of permissions.

Lacake Apply Reostar Customire  Malnienance Help FAQ i Logowt | Provider I

In-Bax = Contact List
USER: CF ADMINISTRATORTWO, DFS EDUCATION TEST

Usar Group [ A W | Swarch ) Furst Timse Provedes Registeation Checkdst

Contact List [Active | All Ciher Statuses]

Full Mama Type Group
[ CE ADMINISTRATORTWO OFFICLAL Bl Sy B80T w

ALISOH BONNELL - Type Liser Group Name Heie

7 CONSUMER SERVICES OFFICIAL Consumer Services i

[ CLAY TDWELL FFICTAL (mone) i
\S-u

B I00- 1014, - The State of Florida - ANl Righty Keereed. Gnclemmer.

4) Select “Save”.

WARNING: One option under Group is (none). This option removes all access
' from that user. Be careful not change all users to (none) as you will no longer
P have access to your provider account.

8. How to Remove (Inactivate) a Contact:
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1) Go to the Navigation Buttons and select on “Maintenance”. You will see the drop-down
menu below. Select ‘Contact List’.

Locate J Apply T Roster T Customize I Maintenance T Help U A T (_Logout ) [F’I’OVidE‘I’]
In-Box Provider Profile
USER: CE ADMINISTRATORTWO, DFS EDUCA Contact List STATUS: APPROVED
Location List
Agenay(20) Rester/Expired oFs Re| Course List
Offening List
Bureau of Agent & Agency Licensin Instructor List e::@ Page 1/3 oﬁ
P Application Notification Provider Schedula Da-‘eed
Type System Management Receiv

2) Select ‘Search’.

Locate | Apply " Roster | Customize | Maintenance | Help " rag | i Logou J
In-Box > Contact List

USER: CE ADMINISTRATORTWO, DFS EDUCATION TEV
User Group | oty | i Search, First Time Provider Registration Checkist

3) Select the name of the individual you would like to remove or inactivate. Select
“Inactive”.

[Provider]

nt i1l Apply | Mot [T EE [ T Y eT——

IS > Contact List
RSN O ADMINLGTRATOR WD, OF % I DUCATIORN TES

Liser o gl e Searh Frest Toame Peosder Riegestration Cheec st

Comlact List  [Aactive | &1 Ouher Stalweas]

Fuil Manse Typo Groap
r CF ADMNMETRATORTIWD Adrransiraice
ALIGORN DONMEL Ailrearinte aior

< JOE JOE inome)

© COHIUMER SBERICLY Cnrmmm 5w
© CLAY TIWEL Adrenistator

e R L L ey —

4) A message will appear “Are you sure you want to inactivate the selected records?”.

Select “Ok”. The contact will now be inactive under the Provider’s account.

Message from webpage =

.
|_el Are you sure you want to inactivate the selected records?
L ° 4

0K ] l Cancel

9. How to Reactivate a Contact:

DICE User Guide
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1) Go to the Navigation Buttons and select ‘Maintenance’. You will see the drop-down menu
below. Select ‘Contact List’.

Locate J Apply T Roster T Customize T Maintenance T Help I FAQ T (_Logout J [Provider]
In-Box Provider Profile
USER: CE ADMINISTRATORTWO, DFS EDUCY Contact List STATUS: APPROVED
Location List
Agency(20) Roster/Expired oFs Re| Course List
Offenng List
Bureau of Agent & Agency Licensir Instructor Lict e:|:® Page 1/3 °¢
icati Provider Schedul
Remove Application Motification rovider Sehedute Da.le
Type System Management Received

2) Select “All Other Statuses”.

Locate | Apply | Roster | Customize | Maintenance | Help | FAQ (legaut ) [Provider]

In-Box > Contact List
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

User Group | {All) V| (Search)  First Time Provider Registration Checklist

‘ Contact List [Active | All Other Statuses]-

3) Contact List:

1. Select the name individual you would like to reactivate.
2. Use the drop down menu under “Group” to set the appropriate level of user
permission.

4) Select “Active”.

" f yetor " # U ovide
Inlex » Comact Lint
USER CE ADMINISTRATORTWO, OFS EDUCATION TEST
Ui Groue AR V| (Search Fait Tine Prowde Regatiation Chec bt
| Comtact Ust (Actww | All Other Statuses )
Full Mot Typw Growp
TEST ACCOLNT (Morre v
P CF ADNNSTRATOR v
T HEANER CLEARY v
©ME DS v
A 0L 0L v
CHAR F VEYER v
(N v
(nore v
FRICIAL Admersbare v

Getting Started -
Submitting a 60&9246
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Now that you are able to access your MyProfile account, you are ready to submit a course to the
Department.

1. Course Reminders:

Before submitting a course, below are a few Wmm

1)

Courses should be submitted for continuing education approval at least 70 days prior to
the course being offered.

a) The course review can take up to 60 days
b) The course offering must be submitted 5 business days prior to the course being held

Advertising a course as “Approval Pending” or any other misleading language is
prohibited in Florida. (Department Rule 69B-228.150, F.A.C)

The following are not eligible course topics for continuing education in Florida:

Organizational procedures and internal policies of an insurer or any other
employer.

Motivation.

Salesmanship or sales promotion including marketing and courses which are
primarily intended to impart knowledge of specific products or of specific
companies.

Courses in mechanical office or business skills (i.e. typing, speed racing, etc.)
The use of calculators or other machines or equipment.

The use of computer software or equipment, except in computer-based needs
analysis, computer solutions to risk management as related to insurance
customers, rating, and underwriting, or other line of authority.

Accounting or tax preparation in connection with the internal business of the
licensee.

Courses in communication, time management or stress management.
Proposed Legislation or other speculative content.

You can review course requirements in Department Rule 69B-228.080, F.A.C.
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2. How to Submit a Course:

1) Go to Navigation Buttons and select “Apply”. You will see the drop-down menu below.

Select “Course”.

Locate Apply Roster | Customize | Mainienance Help T Faq (_Logout J [Pl‘OVidEI"l

In-Box Bail Bond or Self-Study
USER: CE | Course
Course Offering
Ag{ School Official

Bail Bond Supenrising Instructar
Bur

TION TEST STATUS: APPROVED
uests
g Notifications Page:[ 1@ Page 1/3 00

2) Demographics Screen: This screen is an overview of the course application.

* Items marked in red are required

Locate | Apply I Roster | Customize | Maintenance Help FAQ (_Logout [Pr'ovider']

In-Box > Course Application 1

USER: CE ADMINISTRATORTWO,

DFS EDUCATION TEST

Demographics Course Authority Selection Attachments Payment Confirmation
.

Course Application
Course Name

Description

Course Type

® Continuing Education
(O Pre-licensing

Study Method |(se|ect] v
Course Level (select) hd
Subject Area |(se|ect] v
Comments
I MNext )

DICE User Guide
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Below is a description of each item listed on the Demographics Screen:
<+ Course Name: The title of your course.

<+ Description: A description for the Department and licensees of what your course will
entail.

% Course Type: Type of course; Pre-Licensing or Continuing Education.
+ Study Method:
1. Classroom - Classroom courses must be taught by a FL registered instructor.
Classroom courses expire after they are not offered for two (2) years.
2. Self-study Correspondence - Self-study courses taught by book or other
correspondence method. A registered instructor is not required; however, a final

exam is required.

Self-study Correspondence courses expire once they are not offered
for two (2) years.

3. Selfstudy Online - Self-study courses taught online. A registered instructor is not
required; however, a final exam is required.

Self-study Online courses expire once they are not offered for 2 years.

4. Seminar-Full - Guest speakers are allowed; however, a registered instructor in the
course authority being taught must be present.

Seminar courses expire one (1) year from the approval date.

5. Seminar-Partial - Seminar courses that allow the licensee the option to choose
between several offered lectures to attend during a specific timeframe.

Seminar courses expire one (1) year from the approval date.

IMPORTANT NOTE: Regardless of the study method of the course, all 4-hour Law &
Ethics Update courses expire one (1) year from the approval date.

+» Course Level: Course difficulty level shall be determined based on the experience
level of the licensee that the course was designed to serve.

This field is grayed out for pre-licensing courses as all pre-licensing courses are basic
level.

.0

% Comments: Any comments you would like the Department to know regarding the
course.

If the course is approved as a Classroom-Webinar and the Provider only intends to
present the Classroom portion, please include comments.

3) Select “Next” to continue.
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4) Course Authority Selection: This screen will allow you to choose the course authority and

the requested hours of CE credit.

Locay Apply ' Roser Customize = Maintenance = Help  FAQ e o)
N » Course Application 2
USER: CE ADMINSTRATORTWO, OFS EDUCATION TEST

Foshac Course Aumhority Selection
-

Now that you have compieted he course definiton

656- 227290 & 658-228.180, F.AC

* You will be required to eter requested hours for 8 specfc couse authorty

* You must submit payment via credt cand for Continuing Educ ation courses. The course
apphc ation fee remuins $100: however, now there is an addtional $2.45 credt card
convenience fee. There remeins no course agpic ation fee for Pre- icensing courses.

Course Authonty n‘:':-"u
CE 2-14 - Ufe and Vanable Annwity
CE 215 - Ufe, Health and Vadable Annuity
CE 2-20 - General Unes (Property & Casualty)
Q2233 ~ Indatral Fre
CE 2-40 - Healh

5) Select “Next” to continue.

6) Attachments: This screen will allow you to attach course documents.

Locate | Apply | Roger Cudomize | Maintenance | Help  FAGQ Qs [Provider”

InBex > Course Application 2
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

Demographics ‘CoUrse Authority Selzction Amachments Paymant Contrmarion
a

Below you can either choose o attach the appropriste docurrents or to mail in the documents. By attaching
your course outline, syllabus, etc., the time requirad for approval process is greatly reduced. Documrents lass
than Smb MUST be uploaded via the process below. Docurrents larger than Srrb must be broken up into Srrb or
srreller files and uploaded via the process below.

Course Application Attachments

(@ Attached Docurrents QI e “Altach tufon 0 a2 20049 WiTiow WCR Jou WIIS2ked Me TR 104 Yark B tpkac
When you sibmE jour Qued, e aached fleswill actomatically b= en

(_Attach J

(_Remoue )

(0 Docurrents to be Mailed

(Exit ) (Mewt) J\‘)

DFS-HZ1268 ©Z000-2016 - The State of Fion - All Rights Reserved. Disd aimer.

What ddwmm should be submitted to the Department?

Documents should
be submitted as a
PDF or Word doc
(97-2003 version)
no larger than 5MB

fipl

You may )
submit as
many

documents as
neededl

A complete checklist of “What to Submit in a Pre-Licensing Course Application”
and “What to Submit in a Continuing Education Application” can be found at:

http://www.myfloridacfo.com/Division/Agents/Licensure/Education/default.htm

Select the “Providers” tab under “Education Information”.

DICE User Guide
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http://www.myfloridacfo.com/Division/Agents/Licensure/Education/default.htm

DIVISION OF INSURANCE AGENT AND AGENCY SERVICES

B WY FLORIDA CFD. COM = DIVISION > AGENTS > LICENSURE > EDUCAT ION= EDUCAT ION
NFORMATION

Education Information
Select a tab below

LICENSEES FROVIDERS LINKS TO LAWS

Providers

7) Payment: This screen provides the Payment Summary for the course.

The application fee for Continuing Education courses is $100. There is a processing fee
of $2.45.

Note: There is no charge for Pre-licensing courses, so you will not see the Payment page.

8) Confirmation: The final page that will display is a confirmation page, showing the course
was submitted to the Department for approval.

Locate Apply | Roster | customize | Maintenance Help ! Fag ! i_Logout [P-'O\_Jide-"

In-Box = Course Application 6
USER: CE ADMINISTRATCRTWO, DFS EDUCATION TEST

Demographics Course Authority Selection Attachments Payment Confirmation
-

Course Application Completed

Thank you for submitting your Course application.

The Department has received your application.

Course Name DICE EXTERMAL USERGUIDE TEST COURSE

Study Method Classroom

Course Level Basic

Chascription COURSE FOR. DICE EXTERMAL USERGUIDE PURPOSES COHLY. SW

| Return to Inbosx |

DFS-HZ-1268 0 2000-20 1E. - The State of Aorida - All Right s Resreed Disclaimer.

9) Course Review:
Once the course is submitted, it will be reviewed by the Department.
If additional information is needed to approve the course, you will receive a DFS Request.

To view the DFS Request, go to the DFS Requests tab on the Main Page.
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Locate Apply | Roster | Customize | Maintenance Help | Fag ! ( Logoui [P-'o\_.'ide-'_

In-Box
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST STATUS: APPROVED

Agency RozerEpind | DFS Reguests

Bureauw of Agent & Agency Licensing Notifications

- Datbe
Application Type Name Recei 3

COURSE DICE EXTERNAL USERGUIDE TEST CC‘ » 02/02/2016

# Le=ss than 5 days in In-Box.
B=twe=n 5 and 30 day= in In-Box.

® More than 20 days in In-Box.

200020 16, - The State of FAoda - Al Rights Rosrved Disclaimer.

a) Select the Course Name to review the DFS Request.
b) Review “Information Requested” to determine the information needed to complete
the course review.

] /p! Locate Apply | Roster | Customize | Maintenance Help ! Fag ! i Logout [P"ovide r1
5:3 In-Bzx = Agency Request Response
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST
Course DICE EXTERNAL USERGUIDE TEST COURSE
DFS Requests Date Requestad 02/02/2016
are removed Provider Narme DFS ECUCATION TEST
q Provider FEIN 01- 0000001
from your inbox ,
Informmetion Requested THIS TEXT WILL INCLUDE THE INFORMATION NEEDED TO APPROVE
once you YOUR COURSE, THE REQUESTED RESPONSE DATE AND THE OFS
AMNALYSTS MNAME AND PHOME NUMBER.
respond.

Provider Responss

Double check

your message

Attach Docurrents Click the "Attach™ button to load a pop-up window wibers you will szlzd the file you want
before yOU to upload. When you submit your response, the attached files will sutomaticslly be

submit!

Arach |

\Remove |

0 2000-2016, - The State of Aonda - All Right = Resrved, Disclaimer.

c) Provider Response: Type your response to the DFS Request.
d) Attach Documents: Attach any requested documents.

e) Select “Submit”. The “Provider Response” will be reviewed within 3 business days.

Note: Once you respond to a DFS Request, the request is removed from your inbox.
You will not be able to respond again unless you are resent the request.

10) Approved Courses:

Once the course has been approved, you will receive a notification in the Agency tab of
the Home Page.

DICE User Guide
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Locate | Appdy " Roster | Customize | Maintenance | Help T Fag | ety [Provider]
In-Box
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST STATUS: APPROVED

Foslee Ear OF 5 Megceats
wresu of Agent & Agency Licensing Notifications P'lgu:: @ Page 1/7 "
Application Dra e
- HNotification Racaived
COURSE DICE EXTERMAL USERGUIDE TEST COURSE # 021022016
The course titked DICE EXTERNAL USERGUIDE TEST
COURSE hias besn APPROVED, The Courss o= o 056es

11) Viewing Approved Courses:

a) To view the approved course, select the blue “Notification” link in the Agency tab
of the Home Page.

Locate | Apply Roster | Customize | Maintenance | Help T FAQ I (Logout [ P'ovider]
In-Box
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST STATUS: APPROVED
Agency RostecBapived OF S Requests
Bureau of Agent & Agency Licensing Notifications Dage:E @ Page 1/7 °°
Application Date
Remove T Notification Socalvad
COURSE DICE EXTERMAL USERGUIDE TEST COURSE P *02/02/2016
The course bitled DICE EXTERNAL USERGUIDE TEST

COURSE has been APPROVED, The course ul= is 95641,

b) To view a listing of all of your approved courses, go to the Navigation Buttons and
select Maintenance. You will see the drop-down menu below. Select “Course List”.

Locates ] Apply Raoster I Customize Maintenancs I Help J FACY J (_Logout [PrOVidEr]
In-Box Prenadier Profile
USER: CE ADMIMNISTRATORTWO, DFS EDUCA Contact List STATUS: APPROVED
Location List
Agency(20) Rovies Expared DFS ke Course List
. _ | Offering List
Bureau of Agent & Agency chanrsu{ Instrctor List LC@ Page 1/3 cﬂ
Remove Application Notiflcation Provider Schedule Dﬂ_ha
T Sysl:sm h'lanagulnsnl Received

c) Select “Search” to view all of your courses.
d) Select To narrow your search, you can select:

i Course Authority
ii. Course Number
iii. Course Name
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Having trouble

) Locate | Apply Roster | Customize | Maintenance | Help FAQ (_Logout [Provider]
remembering a In-Box > Course List
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

course name? Course Authority  [(ALL) <
Course Number
Course Name %course |1 exact Match

Try a Word Subject Area (ALL) | add (_Remove
search using
“ ”
%

search )

Course List [Active | All Other Statuses]

D Course Name
95641 95641 - DICE EXTERNAL USERGUIDE TEST COURSE

Study Method Offering
Classroom WView
Classroom Wiew

D 89449 89449 - DFS EDUCATION COURSE 6-12
f' » (New )

£

@2000-2016, - The State of Florida - All Rights Reserved. Disclaimer.

e. The course list defaults to “Active” courses. Select “All Other Statuses” to review

closed, expired and pending courses.

Locabes Romier Plaiirie-nance

Apply Cusomize

B > Course List
USER: CF ADMINISTRATORT WO, OF 5 EDUCATION TEST
Coursa Authority :l'.-'kLL:-
Coursa Nurrber |
Course Narme |
Sulfect Area [ALLY

Search

Help ]

] EBaadt Mateh
w | il ) | Remowe

Course List [Active | Aleu-s:.:u-]—

pin Coursae Manee

95541 95841 - DICE EXTERNAL USERGIADE TEST COURSE
93770 W0 - FEDFASFED

85440 EM4D - DFS EDUCATION COURSE 8-12

Study Method Offering

Clas= moomi View
Salf-Study Orfine Wimw
Classroom Wiew

Do you want to clean-up your course list?

If you are no longer offering a course listed in
your “Active” course list, e-mail us a request to
close your course making sure to include the
course ID number. E-mail
Education@MyFloridaCFO.com and we will
close the course for you!

DICE User Guide
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3. How to View the Payment History:

1) Go to the Navigation Buttons and select Maintenance. You will see the drop-down menu
below. Hover over “System Management” until a second box appears and then select

“Payment History”.
Locate Apply Roster | Customize |_Maintenance Helg " Faq (_Logout [pruwder]
In-Box Provider Profile
USER: CE ADMINISTRATORTWO, DFS EDUCA Contact List STATUS: APPROVED
Location List
Agency|20) FiosterExpired DFS R Course List
Offenng List |
. ] £
Bureau of Agent & Agency Licensir Instructor List e. - Page 1/3 '° 0
application . : Provider Schedule Date
Remove Notification
Type System f'.ianagernenl_ Received
| OFFICIAL MATT WESTER e 07/26/2019
The Official MATT WESTER has been CLOSED.
| OFFICIAL MATTHEW WESTER h » 07/26/2019
The Official MATTHEW WESTE{ " 2Y™ent H'sm“’—
0 CONTACT  TEST ACCOUNT System Secunty » 05/28/2019

$ Alisting of the course name, type, fee, receipt number and date will appear.

Locate | Apply " Roster | Customize = Maintenance Help FAQ | (_Logout [Provider]

In-Box > Payment History
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

Payment History for Provider DFS EDUCATION TEST

Course Name Type Fee Receipt Number Date
RAYLENE'S COURSE M $2.45 5080604 10/24/2017
RAYLENE'S COURSE M $100.00 5080604 10/24/2017
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Getting Started -
Submitting a gdme OW

1. Course Offering Reminders:

Before submitting a course offering, below are a few aemmdew

1) The course offering must be submitted for approval at least 5 business days prior to the
course being offered.

R/
0‘0

Course offerings can be submitted up to one (1) year in advance.

You can review course offering requirements in Department Rule 69B-228.090, F.A.C.

2) Instructors:

7 7
0.0 0.0

7
0.0

Classroom courses must be taught by a registered instructor.
Seminar courses allow guest lecturers; however, they must have a registered
instructor present in the course authority being taught.

v" The registered instructor(s) must be listed on the course offering application.

v" The guest lecturer(s) bios/resumes must be on file with the approved course.

v The registered instructor listed on the course offering must be the same
registered instructor that teaches the course. More than one (1) registered
instructor can be listed on a course offering.

Self-study courses do not require an instructor to be listed; however, if the course is
Blended (part Self-Study, part Classroom), the registered instructor associated with
the classroom portion of the course should be listed on the offering.

3) If there are any changes, a revised course offering must be submitted to the Department

7
0.0

If an instructor changes
If the date changes

If the time changes

If the location changes

AN NN

Changes to course offerings are required to be submitted to the Department and
approved prior to the date when the change will be effective per Rule Chapter 69B-
228.090(2), F.A.C.
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2. Course Location: Add the course location to the “Location List”.

1) Go to the Navigation Buttons and select “Maintenance”. You will see the drop-down
menu below. Select “Location List”.

Locate Apply I Roster | Customize | Maintenance | Help FAG (_Logout J [PI"OVI-dEI'I
In-Box Provider Profile
USER: CE ADMINISTRATORTWO, DFS EDUCE Contact List STATUS: APPROVED
Lacation List
Agenay(20} Roster/ Exgired oFs Re Course List
Offering List —
Bureau of Agent & Agency Licensin Instructor List e @ Page 1/3 ° @
BT Application Notification Provider Schedule I)a_le
Type System Management Received

2) Select “New”. You will see the Location Detail Screen below. Once all items are
completed, select “Save”.

+» Items marked in red are required.

Locate | Apply | Roger Cugomize | Maintenance | Help  FaQ Qtogouty)  [Provider]

InBax > Location List = Location Detail
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

Location Detail
Localion Name

Building Marre

Stract Address

Building #

City

State

County Region Click oorFegion Ceaoription
Location Phone l:” | E><tensi0r||

Status Ml Active
Comments

DTO0-2016 - The State of Flork - All Rights Recerved. Medaimer.

3) The location is now saved in the provider “Location List” and is ready for use in the
course offering.

Locate Apply Roder Cudomize ' Maintenance | Help  FAQ (legowt ) [Provider]

InBox = Location List
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

To view and/or edit a provider location, click on the location name.

Location List [Active | All Gther Statuses]

Location

©2000-2016 - The SRate of Florks - All Rights Reserved. Disd aimer.
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3. How to Submit a Course Offering:

Go to the Navigation Buttons and select "Apply”. You will see the drop-down menu below.
Select “Course Offering”.

Locate ' Apply Roster | Customize  Maintenance I Help FAG T |_Logoat s [Prr:-vider]
In-Box Biail Bond or Self-Study
USER: CE | Course TION TEST STATUS: APPROVED
Course Offering —
Ag School Official wests
,: Bail Bond Supenising Instructor — oo oo TN, Y. |

1) Offering Application:

This screen is an overview of the course offering application.

ltems marked in red are required.

Locate | Apply | Roger Cusomize | Maintenance | Help FAG Clegeut ) [Provider]

InBax > Offering Application 1
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

‘Offering Application
Course EE I - |
Program Type
Instructor ID :-\M;
Instructor Name \Add
Selected Instructors | _Remove
bat= | | to | | (mmyadfyyyy)
Day of Week Osun OMon OTue Owed OThu OFd Csat
Time | ||AM vltol ||AM Vl (Bhzmm)
Lunch Break [ [[aM ~] o | [aM v] (nh:mm)
Location |[Varinus Locatons) Vl

Don't forget to activate or add an offering location

Comments

Does this offering replace ancther offering (e.g., comection)? [] Yes

This offering replaces

Course Offering ID l:l . Search)

DFS-H2-397 @ 2000-2016 - The State of Florkda - All RIghts Reserved. Disd Smer.

1. Course: The title of your course (this is a drop-down menu of all approved courses).

2. Program Type: In-house courses are only offered to a select group of individuals (i.e.
employees). Public courses are offered to any licensee and will be made
available on the find a CE course search tool.

3. Instructor ID: Add the instructor ID number for Classroom and Seminar courses.

4. Date: The date the course will occur.

5. Day of Week: Weekday(s) the course will occur.

6. Time: The time the course will occur.

7. Lunch Break: The time a lunch break occurred (non-CE time).

8. Location: Location of course (this is a drop-down menu).

9. Comments: Any comments the Department should know regarding the course, such as

timing or breaks that cannot be included above, webinar notes, venue notes,
etc.
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2)

Do you need to make a change to a course offering: Instructors, Time, Location, etc.?

Complete the Section: “Does this offering replace another offering (e.g., correction)?”

v

instructor, new location, change in time or date.

v

“Search”.
v

Select “Yes” if you are replacing a current course offering due to a new
Complete the section “This offering replaces Course Offering ID” and select

This will replace the old course offering with the corrected/revised information.

IMPORTANT NOTE: If your offering was approved with the incorrect course, cancel the
incorrect offering then submit a new course offering and select the appropriate course.

4. Approved Course Offerings:

Course offering applications must be submitted to the Department at least 5 business days
but no more than 1 year, prior to the date and time the course is offered. You will receive a
notification under the Agency tab of the Home Page showing the course offering has been

approved.

Apply Roster

In-Box

USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

Customize Maimenance Help = FAQ

(Legost )

STATUS: APPROVED

Agency Rosefagees: DFS Regumts
Bureau of Agent & Agency Licensing Notifications Page: @ Page 1/7 °¢
Application Date
Remove Y Notification Received
COURSE DICE DXATERNAL USERGUIDE TEST COURSE © 02/02/2016
The course titled DICE EXTERNAL USERGUIDE TEST
COURSE has been APPROVED. The course id= i 95641
COURSE FSOFASFSD *12/18/2015
The course titled FSOFASFSD has been APPROVED. The
course id#® s 93770
COURSE DESIGNATION COURSE TEST *12/17/2015
The course titled DESIGNATION COURSE TEST has been
CLOSED. The course W= is 95159,
SELF-STUDY You have been CLOSED to prowde Self-Study trairng for e 12/17/2015
CE 3-20a - Public Adjuster Law and Policy courses.
-ofr:sum; From 010172016 to 12/31/2016 * 12/08/2015
The course offerng for 93770 - FSDFASFSD from
01/01/2016 to 12/31/2016 has bean APPROVED, The
Course Offerng ID =5 1038515.

[Prov

yider)

5. Reviewing Approved Course Offerings:

1) To view a listing of all of your approved course offerings, go to the Navigation Buttons
and select “Maintenance”. You will see the drop-down menu below. Select “Offering

List”.

(Legowt ) [Provider]

STATUS: APPROVED

Locate Apply Roster | Customize _Maintenance | Help | FAQ |
In-Box Provdder Profile
USER: CE ADMINISTRATORTWO, DFS EDUCA Contact List
Location List
Agencyl20} RosterExpired oFs Rel Course List
) _ | Offering List
Bureau of Agent & Agency Licensir Instructor List m
S Application Notification Provider Schedule
Type System Managemant

Page 1/3 °°

Date
Received
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27



2) You can search by “Course” or “Course Offering ID”.

Locate | Apply Roster | Customize | Maintenance Help FAQ | |_Logout IPrcvider]

In-Box > Course List > Offering List
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST
Course | V:

Course Offering ID |:| (Search )

3) To search by Course, select the course you would like to view the course offerings for and
select “Search”.

Locate Apply | Roster | Customize | Maintenance | Help I FaQ | (_Logout J [F’rovider]

In-Box > Course List = Offering List
USER: CE ADMIMNISTRATORTWO, DFS EDUCATIOM TEST

Course 98779 - 3-HR ETHICS COURSE OMLINE V|

Course Offering ID (Search)

4) The default view is “Active” course offerings “All Other Statuses” shows closed,
cancelled and expired course offering.

Locate Apply Roster | Customize | Maintenance Help " Fag | (legowt ) [Provider]
In-Box = Course List > Offering List
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST COURSE STATUS: APPROVED
Course |EIE??9 - 3HR ETHICS COURSE OMLINE Vl

Course Offering ID | Search

Course Offering for 3-HR ETHICS COURSE ONLINE [Active | all Other statuses}—

I Offering Date(s) Location Status
1089228 07/03/2018 - 07/03/2018 YOUR HOUSE Closed
1080087 01102018 - 01/110/2018 K2 Closed
1088729 0612017 - 062002017 YOUR HOUSE Cancellad

5) Course offerings automatically close after the course date has passed. You are able to
upload a roster when a course offering has closed.
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WARNING: While viewing the course offering, there is a “Save” and a “Cancel”
button. Do not select any buttons on this page if you are just viewing your offering.
If you cancel the offering in error, please contact Education@MyFloridaCFO.com for
assistance in updating the offering status .
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6) Approved course providers must maintain accurate attendance records for 5 years after

each course completion containing:

1. The name, date and location of the offering.
2. Documentation that an ID was checked.
3. Licensee name and license ID number.
4,
hours.
5.

records are correct.

Proof of at least 2 attendance checks for classroom and seminar courses over 4

A statement signed by the instructor (and/or school official) that the attendance

You can review roster requirements in Department Rule 69B-228.100, F.A.C.
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Getting Started -
Submitting a EW

Now that the course offering is approved and has been held, you are ready to submit the attendance

roster to the Department. The roster confirms satisfactory completion via the addition to the
attendee’s transcript.

1. Roster Reminders:

Before submitting a roster, below are a few mmdew

1) Rosters must be posted within 21 calendar days of the course completion to allot
continuing education credit to licensees who attended the course.

2) A completed Certificate of Completion must be issued to each person completing a

continuing education course.

3) A Department promulgated Certificate is available on the CFO web-site at
https://myfloridacfo.com/Division/Agents/Licensure/Forms/documents/DFS-H2-

1668.pdf.

4) The Certificate of Completion must include:

i
ii.
iii.
iv.
V.
vi.
Vii.
viii.

Xi.
Xii.

Xiii.
Xiv.

Name of the student.
License number of th
The provider name.

e student.

The provider ID number.

The course ID number

The course offering ID number.
The name of the course.

The name of the instructor (required for classroom and seminar).
The instructor ID number (required for classroom and seminar).

The completion date
The date the certifica

A statement certifying that the person named on the certificate has
successfully completed an insurance course taught in compliance with the

of the course.
te was awarded.

rules of the Department.
The signature of the School Official.

Self-study courses must also include the final examination score.

DICE User Guide
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2. How to Submit a Roster:

Go to the Navigation Buttons and select “Roster”. You will see the drop-down menu below.
Select “Submit Attendance Roster”.

Locate | Apply ' Roster | Customize = Maintenance | Help " FaAQ i_Logout ) [PI‘CJ\.-"I-C' EF]
In-Box Submit Attendance Roster
USER: CE ADMINISTR Attendance Roster Detail TEST STATUS: APPROVED

1) To enter the roster manually, select “Enter Roster Manually”.

Locate T Apply .H'::‘Etlrl T Customize T Maintenance T Help T FAQ T (logowt J |Provider]

In-Bigx = Submit Attendance Roster
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

Upload Attendance Roster
Click the *Browsa® button to locate the file you need and select it. The file path will appeaar n the

attachment field. Mext, click “Submit® to upload your file to cur server. The CE System will then
wahidate the data you are posting.

File Beowsa..

Enter Roster Manually —

L)

BI000-2016, - The State of Florda - All Rights Ressrved. Disclsmer,

2) Enter the course offering ID number and select “Search”.

Locate Apyly Roster ' Custemize = Maintenance Help

In-Box = Attandancs Lar Dhatail
USER: CE ADMIMIST . FS EDUCATION TEST
Course Oifering 1D Learch )

Cusplay

[Provider]

= all rows Only rows with erorns
Courds [0 Numises

Course MName
Course Date

Total Roster Count: O

OS5 43 400 200 LA, © The State of Norids - AN Rights Ressrved. Disclaimer.
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3) A blank screen will appear. You may enter up to 10 attendees per screen.

Locate | Apply T Roster | Customize | Maintenance | Help T Faq | ogout ) [Prcvider]
In-Box > Attendance Roster Detail
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST
Course Offering 1D (Search)
Display ®allrows O only rows with errors
Course ID Number 93770
Course Name FSDFASFSD
Course Date 01/01/2016 to 12/31/2016
Total Roster Count: 0
Attendance Roster Approved Hours: 60 hours
* ;;::::5 SSN/License # First Name Last Name  Pass/Fail Grade :)r:'r:j’dg’:;"w‘?d
| | | I [ |
| | | | I — |
| N [ [ —] |
| | | I [ |
| | | | | I — |
| N [ [ —] |
| | | | | I — |
| | | I~ |
| | | I [ |
| | | | G — |
Legend [Add Attendees] L Submit )
E Enmor
M Not Posted (Pending)
S Sucoessfully Posted
D To be deleted
U Unposted
DFS-H2-400 820002016, - The State of Florida - All Rights Reserved. Disclaimer.

4) If you have more than 10 attendees at the end of each screen, select “Add Attendees”
and a new screen will be brought up Once all attendees have been entered. Select
“Submit”.

[ Ay Aeatui T Maain i it i e FAQ el Prowvidar
Plue - At esbane s Roster Daelad
USER: CF aOMIRISTRATORT SO, DFS ECUCATioN TEST

Coadias DfTesing 10 1OERETE Loarrk

Lepiay Bl rowe Oy rewn with proen

Ciongiss 10 Pl PRFF

Courme Kame
Cimaris Dats 11700 B0 b

Total Bostor Count- &

Al ke B ler Agaprowst] Hours: Bl hours

® DUOTSY gehlicense # Firstliamee  LostWasse  Pass/Fail Grage DU0e famed
i W

L w or

B[ =

W o~ -

L (i A ] LM
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5) To enter the Roster by an Excel Spreadsheet, select the Help button at the top of this
page (the Help button is located in the Navigation Buttons). Select “Help for this Page”.

Locats Apply Roster Customize Maintenance Healp FaQ)

Clegeut ) [Provider]
In-Hex > Submit Attendance Roster Hialp Bt Lhig p“?-‘—
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST | About

Upload Attendance Roster

Click the "Browse” button to locabe the file you need and selact it. Tha file path will appear i the
attachment figdd, Naxt, click "Submit® to upload your file to our server. The CE System will than
vabdate the data you are posting.

Fila Browse

Erter Roster Manually

i

D & - - a0 @ P00- 2014, - The State of Florida - All Foghts Reserved. Duclaimer.

6) Select “Excel Format”.

Submit Attendance Roster
Text Format | Excel Format
Excel Roster File Format

Each file must contam cely one offenng pee file submisscn, The Exced oe supported are from 97 to 2003

Spreadshast name is sxpected to be the defauit: Sheetl, If you changs the sheet name, file wont be read

If you are entenng a Socid Secunty Numbee that contans leading 0's, you must praface the vake with an
apostrophe, For example, you want to enter 012345678, You must type n 012345678

The headar is mandatory, must be on the Srat row, must bagen in column A, and muit be entered axactly as o the
example below (you can copy and paste the example header in your excel file), Data must begin on the second row

and begin in column A, Example

|
Provader 1D Course D Offering 10 End Date  SSN/Ucenss NO Farst Nasse Last Name Pasa/Fad Hours Grade Date Eamed |

3252 22222 3/20/2006 012345678 PECRO PEREZ PASS 3 As
3252 22222 2006 98 321 GEORGE ARNCLD PASS 3 As
3252 22222

2006 982693471 KARLA BECK PASS 3 A+

7) Follow the directions as given for inputting Excel files; then return to the previous screen.

8) Once your Excel file is ready to submit, select “Submit Attendance Roster” and select the
“Browse” button. Follow the directions to upload your file to our server.

Locate | Apply I Roster | Customize | Maintenance | Help T Faq | (_Logout [Provider]

In-Box > Submit Attendance Roster
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST
Upload Attendance Roster

Click the "Browse" button to locate the file you need and select it. The file path will appear in the
attachment field. Next, click "Submit" to upload your file to our server. The CE System will then
validate the data you are posting.

File Browse...

Enter Roster Manually
Submit

DFS-HI-400 @2000-2016, - The State of Florida - All Rights Reserved. Disclaimer.
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Getting Started -
Dnstrnactons

1. Instructor Reminders:

1) Classroom: Must be taught by a Registered instructor.
2) Seminar: Allow guest lecturers; however, they must have at least one (1) Registered
Instructor present in the course authority being taught.

2. Instructor Qualifications:

For all continuing education courses, instructors must meet one (1) of the following
qualifications:

1) Have at least 10 years working experience in the subject matter in the last 20 years.

2) Have at least 200 hours instructing in the subject matter in the last 4 years.

3) Possess a chartered property and casualty underwriter (CPCU) or chartered life underwriter (CLU)
designation.

4) Have a Risk Management Insurance degree.

5) Membership in the Florida Bar Association with minimum of 2 years of law practice or counsel in
the subject area being taught.

OR

Instructors must meet two (2) of the following qualifications:

1) Have at least 5 years working experience in the subject matter in the last 10 years.

2) Have at least 40 hours of instructional experience in the last 4 years.

3) Possess a Bachelors degree or higher in the subject matter.

4) Possess a professional designation recognized by the insurance industry in the subject matter.

For all pre-licensing courses, instructors must meet one (1) of the following qualifications:

9) Atleast ten (10) years working experience in the subject matter in the last twenty (20) years.

10) At least two hundred (200) hours instructing in the subject matter in the last four (4) years.

11) Chartered property and casualty underwriter (CPCU) or chartered life underwriter (CLU)
designation.

12) Risk Management Insurance degree.

13) Florida Bar membership with two (2) years experience litigating the subject matter.

OR

Instructors must meet two (2) of the following qualifications:

At years At least 10 years working experience in the subject matter in the last 20.
At least forty (40) hours instructional experience in the last four (4) years.

Bachelors degree or higher in the subject matter.
Professional designation recognized by the insurance industry in the subject matter.

ElbpE

Bail bond supervising instructors/school officials (continuing education and pre-licensing) must
meet the qualifications as set forth in Section 648.386(4), F.S., subject to the limitations
imposed in Rule 69B-227.310, F.A.C.

You can review Registered Instructor requirements in Department Rule 69B-227.160, F.A.C.,
Department Rule 69B-228.060, F.A.C., and Section 648.386(4), F.S.
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3. Instructor Applications:

How to Submit an Instructor Application:

Go to the MyProfile login page.

Select Create Account.

Select Instructor on the drop-down menu.

Then click the New Instructor Application

Follow screen prompts to complete the application.
Submit the application.

3 JIMMY PATRONIS
y FLORIDA’S CHIEF FINANCIAL OFFICER

Locate Help FAQ

Home > Create Account

Please Select Your Account Type | Instructor v

Instructor

Instructor ID: |

Date of Birth: |

Please click the below link to create an Instructor application.
New Instructor Application

Back ) | Next ,

Maintaining myerofile -

[J
Provider

The Provider’s profile is maintained online. The information you provide is used by the Department to
customize your personal contact method(s).

1. How to View and Update the Provider’s Profile:

Go to the Navigation Buttons and select Maintenance. You will see the drop-down menu
below. Select “Provider Profile”.

DICE User Guide 35


https://dice.fldfs.com/public/pb_index.aspx

: : : : : | :
Locate Apply Roster Customize _Maintenance Help FAQ I _Logout [Prﬂviderl

In-Box Provider P rofile
USER: CE ADMINISTRATORTWO, DFS EDUCA Contact List STATUS: APPROVED
Location List
Agency(20) RosedE xpind OFS n..-| Course List
Offering List r -
Bureau of Agent & Agency Licensi e Page 1/3
Ag = '{lmm:torust L 9 w13 @@
Application Frovider Sc hedule Date
Remove Notification
Type System Managemert Received

1) You will be able to update the Provider’s contact information, such as:

a) Provider DBA

b) Business Address
¢) Mailing Address
d) Email

e) Phone Number

2. To update the Provider name, you will need to send an email to:
Education@MyFloridaCFO.com.

3. How to View and Update the User’s Profile (this function is for the person logged in):

Go to the Navigation Buttons and select “Customize”. You will see the drop-down menu
below. Select “My Profile”.

. - 1 T T T T .
Locate Apply Roster ' _Customize = Maintenance Help FAG (_Logout |Prﬂuider

In- Box My Profile

USER: CE ADMINIST RATORTWI Nolices ATION TEST STATUS: APPROVED

1) You will be able to update your user contact information such as mailing address, email
and phone number.

4. How to View and Update the User’s Preferred Contact Method (this function is for the person

logged in):

1) Go to the Navigation Buttons and select ‘Customize”. You will see the drop-down menu
below.

Locate | Apply " Roster |_Customize | Maintenance | Help M rag | I_Logout ) |PrDUider|
n-Box My Profile
USER: CE ADMINISTRATORTWA Notices SN TEST STATUS: APPROVED

2) Choose your preferred contact method and confirm your email address:

a) In-Box or Email
b) HTML or Plain Text
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Locate | Apply | Roster = Customize | Maintenance = Help | FAQ (_Logout

In-Box > Customize
USER: CE ADMINISTRATORTWO, DFS EDUCATION TEST

You can customize the way the information is showed to you. Make your selection!

Preferred Contact Method ), &) 1 want to be contacted via my In-Box.
¥ B I want to be contacted by e-mail. The format I prefer is
} HTML @ Plain text

E-mail ||=_m,| CATION@MYFLORIDACF O COM |

Alternate E-mail | |

@ HHH-2010, - The State of Flerida - All Right s Ressreed. N sclaimee.
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