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Introduction: 
The purpose of these instructions is to assist Non-resident Florida CPA licensees with the process 
of reporting their continuing professional education course details and uploading the 
corresponding documents of completion to the DBPR Online Services Portal for license renewal. 

Prior to entering any course information, read the following: 
• Make sure the out of state modifier has been added to your license.
• Have the required Florida Board of Accountancy approved ethics course completed.
• Know the 7-digit DBPR course approval number for the required Florida Board approved

ethics course completed prior to reporting.
• Have form DBPR CPA 14 Out of State Licensee CPE Acknowledgement accurately

completed.
• Confirm your license re-establishment period prior to entering course information. The

re-establishment period begins the July 1 two years prior to the license expiration year
and ends the June 30 of the license expiration year.

• AutoSave is not available with this feature; therefore, please complete the reporting
process and select submit twice, for all information to save. Do not close the browser
window before completing; all information will be lost.

• CPE must be reported no later than December 31 of your license expiration year.
• Save the application summary sent to the email address associated with DBPR Online

Services. This is a record of the information reported and uploaded.
• Once attached and uploaded, proof of completion documents cannot be viewed by

licensees.
• If the licensee’s home state of licensure does not have CPE requirements, the licensee

must meet the CPE requirements for resident licensees.
• Do not wait until December 31 to report and upload CPE.

File Upload Information 
• The maximum file size per session is 10MB
• The maximum upload per session is 50MB.
• The types of files this feature can accept are csv, ctx, doc, docx, gif, jpeg,

jpg, pdf, png, rtf, tif, txt, xls, and xlsx.
• Preferred document type is pdf.

Additional Assistance Needed: 
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.  

https://www2.myfloridalicense.com/cpa/forms/dbprcpa14outofstate.pdf
mailto:cpa.reportingtool@myfloridalicense.com
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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.  
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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.  
 

 
 
Once logged in, select the appropriate license under Licenses Linked to My Online Services 
Account. 

 

https://www.myfloridalicense.com/datamart/registration.do?from=loginPage
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Step 2: License Menu 
 
Next, select Report Continuing Education on the left side of the License Menu.  
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Once selected, the introduction page will appear. This page contains links for the following:  
• CPE reporting instructions  
• DBPR CPA Form 13 Instructor CPE Credit 
• DBPR CPA Form 14 Out of State Licensee CPE Acknowledgment Form (if not already 

completed).  
If the previously mentioned information does not apply, select Next at the bottom of the page to confirm 
your contact details. 
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Contact Details – Address Detail Summary 
 
On this screen licensees will need to verify the mailing address on record with DBPR is correct. 
It is required to verify the mailing address every time CPE is entered.  If the address as 
displayed is not correct, update the information by selecting Address Change on the License 
Menu screen.  If everything is correct select Next located on the bottom right of the page.  
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Report Continuing Education – Continuing Education Reported Information 
This screen is where all the details of CPE course information is entered.  Select the Add function 
at the bottom of the page to enter CPE course information.  
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Step 3: Entering FL Board Approved Ethics:   
 
On this screen, the licensee will need to enter all course information required by Rule 61H1-
33.003, F.A.C.  Note: A red asterisk (*) denotes a required field. Enter zeros in the area(s) of 
study credit is not applied to.  For example, when entering hours for your FL Board approved 
ethics enter 4 in the field value and enter zeros in the remaining areas of study. If zeros are not 
entered, a Field Value Error will be received.  
 
Also, remember to enter the seven-digit DBPR course approval number (ethics course code).  
Without this number, the FL Board approved ethics credit will not report as completed and your 
account will report a deficiency in requirements.  The 7-digit DBPR course approval number is 
identified on the course completion document but can also be located here. Once your information 
has been entered select Next. 
 

 
 
 
 
 
 
 
 
 
 

https://www2.myfloridalicense.com/certified-public-accounting/florida-board-approved-ethics-course-list/
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Review of Report Continuing Education – Continuing Education Reported – Information. 
 
When all course information has been entered select Next to be taken to the screen where the 
reported course information is listed. After the information has been reviewed for accuracy, select 
Next to upload the completion certificate and completed DBPR Form 14 Out of State Licensee 
Acknowledgment.  
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Step 4: File Upload. 
 
To upload required proof of completion documentation select Choose File and locate the file(s) 
of the course(s) entered during the session. File size is limited to 10mb max per file and 50mb 
max total upload and the preferred format for upload is PDF. 
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Once the correct file(s) has/have been chosen and the file name is identified next to Choose File 
select Attach at the bottom of the page. The selected file will show up under Files to be 
Uploaded. Select Next. 
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Step 5: Application Summary, Submission & Confirmation.  
 
After file selection and attachment, the next screen is the Report Continuing Education – 
Application Summary page. Review the course information entered for accuracy, and the 
attachment(s) selected are correct. Certificates cannot be viewed once they have been 
uploaded.  If correct, select Submit.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Florida Board of Accountancy 
Division of Certified Public Accounting – Florida Board of Accountancy 
CPE Reporting Instructions – Non-resident CPA License Holders 

 

 14 

 

Reporting Continuing Education – Affirmation.  
 
For all information to be saved and submitted, affirm the information entered and uploaded is true 
and correct. Click on Yes and then select Submit to save the information reported. Selecting 
“Submit” does not mean all CPE has been completed and submitted as final.  CPE can be 
reported no later than December 31 of your license expiration year.  
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Confirmation. 
 
After the successful entry and submission of CPE courses and certificates, the confirmation 
screen informs the user that an email was sent to the email address associated with their DBPR 
Online Services account with a summary of the information entered and a list of attachments 
uploaded during the session.  To conduct additional business in the DBPR Online Services portal, 
select Return.  
 

 
 
To ensure your CPE requirements have been met select View My Continuing Education on the 
License Menu screen under Functions. Note: This information may take up to 24 hours to 
update.  
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After selecting View My Continuing Education select your license renewal period and your 
requirements will show.  As a non-resident licensee, you will notice under the required section 
credit is only required in the Ethics.  
 

 


