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Introduction:  
The purpose of these instructions is to assist non-resident CPA licensees with the process of 
requesting the DBPR out of state license modifier.  

The addition of the out of state license modifier to an individual’s license will change their CPE 
requirements from 80 hours to only having to complete and report four hours of a Florida Board of 
Accountancy approved ethics course and completed DBPR CPA 14 Out of State Licensee CPE 
Acknowledgement. Without the designation, the licensee will be required to complete the 80-hour CPE 
requirement for Florida resident licensees. 

To be eligible as a non-resident licensee, in addition to holding a Florida CPA license, you must: 
• Not be a resident of Florida
• Hold an active CPA license in the state where your office is located
• Comply with CPE requirements of the state where your office is located

Prior to entering any information, read the following: 
• Confirm you meet the qualifications of a non-resident CPA.
• AutoSave is not available with this feature; therefore, please complete the application

process and select submit for all information to save. Do not close the browser window
before submitting your application as all information will be lost.

Request for Assistance 
If after reviewing these instructions and/or are experiencing difficulties in reporting CPE, please 
send an email that includes the licensee’s name, license number, and license expiration date 
to cpa.reportingtool@myfloridalicense.com. A staff member will respond to your request in 
24-48 hours.

mailto:cpa.reportingtool@myfloridalicense.com


Florida Department of Business and Professional Regulation  
Division of Certified Public Accounting – Florida Board of Accountancy 
Requesting Licensed Out of State Modifier 

 

 

[AUTHOR NAME] 2 

 
 

Step 1: Logging in to DBPR Online Services Account. 
To begin the process of reporting CPE course information, licensees will need to log in to their 
DBPR Online Services account. 
 
To log in to your DBPR account, go to www2.myfloridalicense.com and select Online Services in 
the top right-hand corner of your screen. 
 

 

Select Log In on the Online Services landing page.  
 

 
 

http://www.myfloridalicense.com/
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If an account has not been created, select Create My Account at the bottom left corner of the log 
in page. When creating the account make sure to use an email address that will always be in use 
(using a work or school email address is not recommended).  If an account was previously 
created, proceed with entering the associated email address and password.  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.myfloridalicense.com/datamart/registration.do?from=loginPage
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Once logged in, select the appropriate license under Licenses Linked to My Online Services 
Account. If your license is not there, select Link an Existing License under Functions and go to 
step 2 when the license is linked.  
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Step 2: License Menu 
 
Next, select Request Licensed Out of State Designation on the left side of the License Menu 
under Functions.  
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Once selected, the introduction page will appear. This page contains links for the following:  
• CPE reporting instructions for Non-resident FL CPA license holders 
• DBPR CPA Form 14 Out of State Licensee CPE Acknowledgment Form.  

o This form will need to be completed by the licensee accurately and 
completely. 
 

Select Next at the bottom of the page to confirm your contact details.  
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After confirming contact information, select Next to preview your application.
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Step 3: Review Application, Affirmation Statement & Confirmation 
 
Make sure all information on the application screen is correct and select Submit.
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Read the affirmation, select Yes, and then select Submit. Once the application has been 
submitted, the confirmation message will appear. An application summary will be sent to the 
email address associated with the DBPR Online Services account.   

 
 
 

 

You may need to wait at least 24 hours after the submission of the Request Licensed Out of 
State Designation application to verify the modifier has been applied to your license  
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To verify the modifier has been added, log in to your DBPR Online Services account and select 
your CPA license. Once you have reached the license menu, the modifier will appear in the box 
that has your name, first license date and license expiration date.  
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To verify the only requirement to meet is the four-hour Florida Board of Accountancy approved 
ethics requirement, select View My Continuing Education under Functions located on the 
License Menu page. Once you have reached Continuing Education Requirements, make sure 
the correct license renewal period is selected.  Your requirements should look like the picture 
below.  
 

 




