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Single Sign On 
The purpose of this document is to provide users with instructions on accessing Online Licensing from Single Sign On 
(SSO) via the AHCA Portal.  Users must first create an AHCA Portal account.  Once the account is created, the user should 
log into the AHCA Portal using the newly created account. 

 Note:  avoid using these characters as part of the username: [$%><]   

To create user account: 

1. Using this link: 
https://apps.ahca.myflorida.com/SingleSignOnPortal/Login.aspx?ReturnUrl=%2fSingleSignOnPortal 

2. Click New User Registration link 
3. After reading the authorization statement, click the I understand and agree with the Authorization Statement, 

and click Continue 
4. Complete all required fields on the Account Registration page, click the I’m not a robot, click Register.  
5. Click Return to Login 
6. Sign in with your newly created username and password 

 

Request Program Access 
Prior to working in Online Licensing, a user must request access on behalf of one or more providers.   

 

Select Online Licensing System from the list of options.  Be sure to select the system listed under the gray heading. 

https://apps.ahca.myflorida.com/SingleSignOnPortal/Login.aspx?ReturnUrl=%2fSingleSignOnPortal
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Then select Request Program Access. 

 

Here is where the user selects the provider(s) they want to represent. 

 

First select a Provider Type. 
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Then start to enter the name of the provider in the space shown.  As illustrated in the example below, the list of licensed 
providers (name, city, and license number) appear as text is entered.  Select the appropriate one from the list. 

 

Lastly, choose the Add Provider option. 

 

The selected provider shows at the bottom of the page.  Repeat the steps above if access to another provider is needed.  
Otherwise, scroll to the bottom of the page. 
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User Registration Agreements 
This section contains the provider(s) for which the user is seeking access.  Should a request no longer be needed, select 
the Delete option to remove it.  

Read the authorization statement prior to proceeding.  When finished, select the Generate AHCA Registration 
Agreement (PDF) option. 
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The user is taken to a page that loads the Online Licensing User Registration agreements.

 

Agreements are produced on separate pages for each provider the user is seeking to represent.  Should the request 
contain more than one provider, the paging options would appear accordingly. 

 

Note the three options for submission the agreement to the Agency upon completion. 
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The User Information section is populated with data from the user’s account. 

 

Provider and Administrator information on file with the Agency is displayed.  Call the number provided for the licensing 
unit if the Administrator listed is inaccurate.  Read the agreement’s details. 

 

The bottom of the document contains space for the user and Administrator to sign and date. 

 

Select the option at the top of the page to print the agreement(s).  Once the user agreement has been completed and 
submitted to the Agency, staff will review it and administer access.   
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When finished, select Return to OL Tasks Page. 

 

The access request will appear in the List of Providers section.  The Status shows the status of the access request.  The 
status will appear as Pending once requested.  The status will change to either Denied or Approved once a decision has 
been made when processing the user agreement.   

 Note:  the common reasons for denial include missing printed Administrator signature or crossing out the printed 
Administrator to handwrite in the current Administrator. 

Program (Online Licensing) Access 
The section of Program Access now appears.  Choose Online Licensing System. 

 

The page loads in two sections – one for the user to request access to additional providers and another to check the 
status of requests or reprint agreements.   
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Once the user’s access request is approved, they are able to create applications for licensure. 

 

Accessing Provider Dashboard 
Select Online Licensing System from the Portal Landing’s Program Access page. 
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Choose Online Licensing System – Provider Dashboard. 

 

The page loads with information for each provider to which the user is approved for access. 

 

View Licensure Options 
To view licensure options, expand the icon to the left of the provider’s name. 

 

The dates below come into play as follows: 

• Expiration Date – the day the license expires 
• Due Date – the day the application for licensure and its related fees are due to the Agency 
• Last Update –  

o In Work (by the user) applications will reflect the last save by the user 
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Select the Submit Payment option to pay the Agency via e-check or credit card; amounts due to the Agency will reflect 
for applications that have been submitted and/or for legal cases.   

To view application requirements in a separate tab, select the Checklist option. 

 

Accessing Application 
License Renewal 

Below those choices are tabbed out application options for the provider.  The first tab contains information and access 
to renewal applications.   

When you are within your renewal window, you may start the renewal process by clicking ‘Create Renewal Application’. 

 

To open the application that has been started, select the Edit option. 
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License Information Change 

Choose License Information Change to view, create, or edit an application for change of information during the licensure 
period. 

 

 Note:  license information change applications must be submitted and paid within 30 days of creation or it will 
expire. 

Initial Application for Licensure 

This section displays when an initial application for licensure has been created. 

 

Note:  initial applications must be submitted and paid within 30 days of creation or it will expire. 
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