
Private Provider Registration Process 

Step 1. You must log into your Accela Citizens Access account first. From there you will choose “Private 
Provider Application”. 

 

 

Step 2. You must check the General Disclaimer box before proceeding, then click Continue Application. 

 

 



 

 

Step 3. If you already have an account with us, you will choose None Applicable in the License drop down, 
then Continue Application. If you do not, this step will not appear and you should be directed to step 4. 

 

 

Step 4. This next step is where you will choose Add New and fill out the required fields. If you already had a 
portal account prior to this, you may already have Applicant info saved and if that is the case, you will pick 
Select from Account instead. Then pick yourself to be added as the applicant. 

 

 



Step 5. This is where you will fill out the custom fields pertaining to your private provider license. If there is 

a * present, you must fill in the info. 

 



Step 6. Next you can add a Duly Authorized Agent to your account, if you have one. If not, you can skip 
this step. 

 

 

 

Step 7. Then you will upload your Certificate of Insurance and DBPR Professional State License, click Add 
and a pop up will appear, click Add again and upload the documents. Click on Continue Application.  

 

 

Step 8. This is where you will review your application before clicking Continue Application.  

 

 



Step 9. After you click Continue Application, you should see the screen below. The office staff will be 
notified that you have applied. Staff will review the application to be sure all the required information was 
submitted. If they need additional information you will be notified.  

 

 

 

 

 


