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INSIDE 
THIS 
GUIDE 
PG. 2 
Registration 

PG. 2-5 
Report Inspections: Steps 2 & 3 

PG. 6-7 

INSPECTION PORTAL 
HOW-TO-GUIDE 

The Inspection Portal is FPL’s premier municipal interface that allows real-time reporting of 
approved inspections and unsafe conditions to FPL. This robust tool was created to 
streamline communications through automation and eliminate outdated processes that 
have led to customer and municipal dissatisfaction. 

Review and Dashboard 

PG. 8-9 
User Management 
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REGISTRATION 
LET’S GET STARTED 

To get started, users must register on behalf of the 
municipalities or agencies they represent. Registration can be 
accessed from the landing page using the register now link on 
the log in screen. Registration is a five-step process. The user will 
be asked to complete the following: 

1. Account information
2. County/Agency selection
3. Municipality selection
4. Role selection
5. Review

In Steps 2 and 3, the user will be prompted to make 
county/agency and municipal selections. The municipalities 
listed will be based on the county selections made in Step 2. 

Users cannot move past step 3 without choosing one city 
per county selected. In some cases, a county was included 
in the municipalities level as they conduct their own 
inspections across various municipal borders. 

There are three roles available for users of the inspection 
portal: 

1. Municipal Administrator – User able to manage
access requests and user roles on the inspection portal.
2. Municipal Inspector – Inspectors within a municipality
allowed to provide inspections within that region.
3. Third Party Inspector – External Inspectors who are
authorized to provide inspections within a municipality. May
be contractors.

Step 5 allows a user a final review screen prior to submission. 
Once a registration is submitted, the inspection portal will 
become accessible to the user once they have been 
approved by their respective municipality. Only initial 
municipal administrators will be approved by FPL. All other 
registrations will be managed by the municipality. 
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REPORTING SINGLE 
INSPECTIONS 
CORE FUNCTIONALITY OF THE INSPECTION PORTAL 

The process to report an inspection can be accessed in three ways: 

1. The landing page report inspection button
2. The dashboard search menu
3. The report inspection link in the header drop-down menu

Each selection will navigate the user to the address search step 
within the report inspection process. The address search step will 
display the users’ default county and municipality. 

Reporting inspections is now a three-step process: 

1. Address search
2. Inspection details
3. Review and Submit

All approved users in a municipality will be able to submit an 
inspection by following screen prompts and filling in all required 
fields. 

STEP 1: ADDRESS SEARCH 

The address search will validate if the address is associated with 
an existing work request at FPL. If one is found, it will directly 
associate that request during the first step of your submission, and 
then send you to Step 2. 

When the user clicks submit, the information is used to complete 
a database search. If multiple work requests match the submitted 
information or if multiple units are retrieved that are associated 
with the given address, the user will be prompted to make further 
selections on the multiple address screen for further clarity. The 
user can select an existing request or they can choose to submit 
with the given address, triggering a new work inspection 
notification for FPL. 
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Here is where you’ll make your final selections concerning an inspection report to let FPL know a project is ready for service 
connection.  
The inspection portal deals with three main inspection types: 

1. Temporary – Temporary construction service inspection for temporary meter stands that will be attach to a structure and
will eventually become a permanent service (Temporary Underground/TUG or Temporary Overhead Pole/TOP only).
2. Permanent – For permanent connection to an existing or new service.
3. Work-With Inspections – Pre-authorization of electrical service work prior to permanent inspection (Miami-Dade County
only).

These three inspection types were listed to meet the varying needs in all of the municipalities within FPL’s service territory. 
Further, the team has added two disposition types for inspections submitted: 

1. Pending – Allows an inspector to put in service information prior to approving their inspection in the field. This disposition type
will hold your information on the portal until you are ready to send to FPL’s systems.
2. Passed – Will send all service, project, and inspection information to FPL’s various systems. The inspection will post directly to a
customer’s account and the associated connection request.

Once you’ve placed an inspection date and have acknowledged the validity of the submitted information, the user will be 
navigated to the review panel. 

STEP 3: REVIEW & SUBMIT 

On the review page, the user is able to see all submitted information for the upcoming inspection report. They can select any of the edit 
tabs to navigate back to the specific section they need to correct. 

Once all sections are verified, the user can submit and send the information to FPL’s internal systems and onto FPL’s inspection portal 
dashboard. 
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REPORTING MULTIPLE 
INSPECTIONS 
The report multiple inspections process can be accessed in three ways: 

мΦ The landing page report inspection button. 
нΦ The dashboard search menu.
оΦ The report inspection link in the header 

drop-down menu.

Each selection will navigate the user to the 
address search step within the report inspection 
process. The address search step will display the 
users’ default county/agency, and municipality. 

Reporting inspections is now a three-step process: 

1. Address search
2. Inspection details
3. Review and Submit

All approved users in a municipality/agency 
will be able to submit multiple inspections by 
following screen prompts and filling in all 
required fields. 

STEP 1: ADDRESS SEARCH 

The address search will validate if the address is 
associated with an existing work request at FPL. 
If one is found, it will directly associate that 
request during the first step of your submission, 
and then send you to Step 2. 

When the user clicks submit, the information is 
used to complete a database search. If multiple 
work requests match the submitted information 
or if multiple units are retrieved that are 
associated with the given address, the user will be 
prompted to make further selections on the 
multiple address screen for further clarity. The 
user can select an existing request or they can 
choose to submit with the given address, 
triggering a new work inspection notification 
for FPL. 
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STEP 2: INSPECTION DETAILS 

Here is where you’ll make your final selections concerning an inspection report to let FPL know a project is ready for 
service connection.  

The inspection portal deals with three main inspection types: 

1. Temporary – Temporary construction service inspection for temporary meter stands that will be attach to a structure
and will eventually become a permanent service (Temporary Underground/TUG or Temporary Overhead Pole/TOP only).
2. Permanent – For permanent connection to an existing or new service.
3. Work-With Inspections – Pre-authorization of electrical service work prior to permanent inspection (Miami-Dade County
only).

These three inspection types were listed to meet the varying needs in all of the municipalities within FPL’s service territory. 

Further, the team has added two disposition types for inspections submitted: 

1. Pending – Allows an inspector to put in service information prior to approving their inspection in the field. This disposition type
will hold your information on the portal until you are ready to send to FPL’s systems.
2. Passed – Will send all service, project, and inspection information to FPL’s various systems. The inspection will post directly to a
customer’s account and the associated connection request.

Once you’ve placed an inspection date and have acknowledged the validity of the submitted information, the user will be 
navigated to the review panel. 

STEP 3: REVIEW & SUBMIT 

The user is able to review all of the added inspection information for the upcoming inspection report. They can delete any incorrect 
entry before submitting multiple inspections. 

Once verified, the user can submit and send the information to FPL’s internal systems and onto FPL’s inspection portal dashboard. 
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DASHBOARD 
SUBMITTED INSPECTION DATABASE 

The dashboard is the first page a user will see upon logging in to the inspection portal. The dashboard displays all previously submitted 
inspections for a specific municipality. The information displayed is defaulted to a snapshot of the last seven days. 

A user is able to modify the information displayed on the dashboard using the dashboard 
search. 

Available filters for the data search are as follows: 

1. Municipality
2. Inspector
3. Inspection type
4. Service type
5. Disposition
6. Date range

Further, the user is able to toggle between table view and card view for the reported 
inspections using the toggle button on the top right hand corner of the dashboard. 

The user also has the option of exporting the inspections found after his search via PDF or 
Excel. 
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UPDATING PREVIOUSLY-SUBMITTED INSPECTIONS 

The dashboard also affords the user the opportunity to update previously submitted inspections to avoid duplicating steps within the report 
inspection process. The three main update options involve updating inspection and disposition types as follows: 

1. Pending to passed disposition – used to trigger sending an inspection to FPL.
2. Temporary to permanent inspection type.
3. Work-with to permanent inspection type.

To access the update screen, select the inspection listed on the dashboard you wish to modify. 
Select the edit information icon in the inspection details section, select the inspection type or 
disposition type you would like to edit. 

If the previous inspection was pending, you will see the only disposition option selectable as 
passed. If the previously-submitted inspection type was temporary or permanent, the user will 
only have permanent as the new inspection option on that menu. Please update the date 
submitted to the corresponding date. Using this screen will help the user avoid duplicating selections in the registration process for an 
update. If the user happens to attempt to update an inspection in the regular process, steps 2-3 will be skipped. 
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USER MANAGEMENT 
HOW TO SELECT DEFAULTS AND MANAGE OTHER USERS AS AN ADMIN 

All users are able to access the account information pane from the my profile link under the icon on the top right hand side of the dashboard 
page. 

Upon selection, all users will be navigated to the account maintenance screen, where there are two tabs: 

1. Account info –allows user to edit log in credentials for their inspection portal account
2. User management – allows a user to edit default municipality (if they’ve registered in multiple), and find their municipality

administrator
a. Allows users with administrative permissions to access the manage user and pending registration lists.

To manage a user, simply select the registration, click manage, and change either the user’s role or their status on the inspection portal. 

Changing a user from active to inactive will leave them unable to access the inspections database or submit inspections for the specified 
municipality. 
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REPORTING 
CONDITIONS 
The process to report a condition can be accessed in three ways: 

1. The landing page report condition button
2. The dashboard search menu
3. The report condition link in the header drop-down menu

Each selection will navigate the user to the report condition 
process.   

1. Address Type
2. Condition Type
3. Condition Description
4. Upload Document

All approved users in a municipality will be able to 
submit a condition by following screen prompts and filling in 
all required fields. 

STEP 1: ADDRESS TYPE 
The address type has two dispositions available in the drop-
down, address or intersection.  The user makes the 
appropriate address selection and enters all information 
required for the address. 

STEP 2: CONDITION TYPE 
Here, you can select the type of condition you are reporting 
– damaged meter can, damaged cable, etc.

STEP 3: CONDITION DESCRIPTION 
Enter all details about the condition that will assist FPL. 

STEP 4: UPLOAD DOCUMENT 
Upload any supported documentation you may have, including 
pictures, etc. 

Once all sections and entries are verified, the user can submit and send the information to FPL’s internal systems and 
onto FPL’s inspection portal conditions dashboard.       
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DASHBOARD 
SUBMITTED CONDITIONS DATABASE 

The dashboard is the first page a user will see upon logging into the inspection portal. Click on Conditions to view the 
Conditions dashboard. All previously submitted conditions will be displayed here. 



► For Inspection Portal general questions, please contact your local
representatives

» FPL Major & Governmental Account Representative 

» FPL Service Center Admin

► Please notify your representative once your Administrators have registered 

on the FPL Inspection Portal

https://partner.fpl.com/inspection.html

https://partner.fpl.com/inspection.html
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