
Manage Registrations / Facility Contacts 

 

Once the Admin / CEO / Primary of each facility is approved by the AHCA 

Analyst, then that person will manage further registrations / contacts for their 

facility.  

There will no longer be Facility User Agreements / Contact forms. 

Each additional contact will be required to register and request facility access 

to the facilities they will be added to.  

 

Managing Registrations for your Facility 

 

Open the facility on your dashboard you wish manage 

Select Manage Registration tab located on top bar 

View all registrations for your facility 

 

 

 

 

 



 

Assigning Roles and Approval 

Locate the user email address and select the drop-down arrow 

In the drop-down menu, select the Access Requested field 

 

 

 

 

 

 

 

 



Select the user role  

Click Save Changes 

Once granted access, the user will now be able to see and utilize the 

dashboard after logging in 

 

 

 

 

 

 

 

 

 

 

 



Facility Contacts 

Select Facility Info tab located on top bar 

Select the facility from the drop down you wish to view 

 

 

 

 



 

When logging into FDDC for the first time each quarter, you have an option to 

update the CEO information. 

If the CEO has changed from the current display, select the Online Licensing link.   

This will direct you to the AHCA licensure portal 

Log into your AHCA Licensure account and update your CEO information. 

The display will show 2 names, an Active status for current and Pending Status for 

the new CEO 

 

 

If a contact is no longer responsible for submitting data or leaves the facility, you 

will need to deny their access, that was previously granted.  

 


