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[bookmark: _Toc157205740][bookmark: _Toc429123560]Registration Process 
a. [bookmark: _Toc157205741]How to Register for an Account:
· Visit the DEP Business Portal at https://www.fldepportal.com/DepPortal/go/home. Locate and click Register from the top right corner of the screen.
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 	Enter and/or select the below required fields, then click Register. 
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The DEP Business Portal displays the following confirmation message:
[image: Graphical user interface

Description automatically generated with medium confidence]
[bookmark: _Toc157025445][bookmark: _Toc157025656][bookmark: _Toc157026350][bookmark: _Toc157028022][bookmark: _Toc157028147][bookmark: _Toc157028288][bookmark: _Toc157028415][bookmark: _Toc157028795][bookmark: _Toc157028954][bookmark: _Toc157029084][bookmark: _Toc157029217][bookmark: _Toc157029476][bookmark: _Toc157029606][bookmark: _Toc157029736][bookmark: _Toc157029864][bookmark: _Toc157029994][bookmark: _Toc157030127][bookmark: _Toc157030255][bookmark: _Toc157030374][bookmark: _Toc157030493][bookmark: _Toc157030615][bookmark: _Toc157030737][bookmark: _Toc157030868][bookmark: _Toc157031002][bookmark: _Toc157031137][bookmark: _Toc157031272][bookmark: _Toc157031407][bookmark: _Toc157031543][bookmark: _Toc157031679][bookmark: _Toc157031815][bookmark: _Toc157031951][bookmark: _Toc157032087][bookmark: _Toc157032223][bookmark: _Toc157064677][bookmark: _Toc157066216][bookmark: _Toc157066699][bookmark: _Toc157066841][bookmark: _Toc157066991][bookmark: _Toc157067372][bookmark: _Toc157081723][bookmark: _Toc157081870][bookmark: _Toc157082023][bookmark: _Toc157082170][bookmark: _Toc157082317][bookmark: _Toc157082465][bookmark: _Toc157082613][bookmark: _Toc157082761][bookmark: _Toc157082909][bookmark: _Toc157083057][bookmark: _Toc157083205][bookmark: _Toc157083352][bookmark: _Toc157083499][bookmark: _Toc157083646][bookmark: _Toc157085164][bookmark: _Toc157093188][bookmark: _Toc157205742]E-mail Verification and Complete Account Registration
b. [bookmark: _Toc157205743]How to Verify E-mail Address and Complete Registration: 
· Check the e-mail inbox that you registered your DEP Business Portal account with to confirm you received the FDEP Business Portal Registration Confirmation e-mail. To complete your registration and set your password, please verify your e-mail address by clicking the link in the e-mail. 
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c. [bookmark: _Toc157205744]Why Verify?
· This is for enhanced security and account protection, users must click the link in the e-mail to verify their e-mail address and to complete the registration process to access their account. 

d. [bookmark: _Toc157205745]Verify E-mail: 
· Click the link in the FDEP Business Portal Registration Confirmation e-mail, you will be redirected to the ‘Verify E-mail’ page. Enter the answer to the security question, new password and confirm password, then click Create Password.
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Check the e-mail inbox associated with your account to verify you received the FDEP Business Portal Registration Complete e-mail. 
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The system then redirects you to the ‘Sign In’ page. 
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· If you are not currently signed in to the DEP Business Portal, click Sign In in the top right corner of the screen, then enter your credentials and click Sign In.
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Once logged in you should see your name in the top right corner of the screen, next to Sign Out, indicating you are logged into your account. 
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[bookmark: _Toc157205748]PIN
b. [bookmark: _Toc157031115][bookmark: _Toc157031250][bookmark: _Toc157031385][bookmark: _Toc157031520][bookmark: _Toc157031656][bookmark: _Toc157031792][bookmark: _Toc157031928][bookmark: _Toc157032064][bookmark: _Toc157032200][bookmark: _Toc157032336][bookmark: _Toc157064790][bookmark: _Toc157066329][bookmark: _Toc157066812][bookmark: _Toc157066954][bookmark: _Toc157067104][bookmark: _Toc157067485][bookmark: _Toc157081841][bookmark: _Toc157081988][bookmark: _Toc157082141][bookmark: _Toc157082288][bookmark: _Toc157082435][bookmark: _Toc157082583][bookmark: _Toc157082731][bookmark: _Toc157082879][bookmark: _Toc157083027][bookmark: _Toc157083175][bookmark: _Toc157083323][bookmark: _Toc157083470][bookmark: _Toc157083617][bookmark: _Toc157083764][bookmark: _Toc157085282][bookmark: _Toc157093306][bookmark: _Toc157205749]Purpose of PIN:
· To be able to electronically sign documents for DEP.  Most DEP online business activity does not require a PIN signature.
c. [bookmark: _Toc157205750]How to Apply for a PIN: 
· Once logged into your account, click on your First Name Last Name, from the top right corner of the screen, the system will then redirect to ‘Your Account Details’ page. Scroll down to the PIN section.  If you have not yet applied for a PIN, the screen will contain “Your account has not been approved for a PIN. If you need to electronically sign documents for DEP, you may apply for a PIN”. Please click apply for a PIN.  If you have already obtained a PIN, the screen will show the status of the PIN.
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The system will redirect you to the ‘PIN Request’ page. Once here, select and enter the security questions and answers, then click Generate PIN Application.
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The system displays the following message, “We have sent an email to <YOUR_EMAIL_ADDRESS> with a form which must be notarized and mailed to us. Full instructions are included in the email.” 
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Description automatically generated]
Check the e-mail inbox associated with your account to verify you received the PIN Request e-mail, with pdf pin request attachment, then follow the instructions in the e-mail to complete your PIN request.  
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Description automatically generated] 
When your PIN request has been approved, you will receive a PIN Request Approved e-mail indicating that your PIN has been approved and to click the link in the e-mail to verify. 
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Description automatically generated]
d. [bookmark: _Toc157205751]How to Reset PIN: 
· You can reset your PIN from ‘Your Account Details’ page, under the PIN section by clicking the reset link from “If you have forgotten your PIN, you can reset it.”
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Description automatically generated]
The system will redirect you to the ‘Reset PIN’ page. Enter the answer to your security question.  The PIN displayed on the screen is the newly issued PIN, enter it in the ‘Confirm PIN’ field, then click Reset PIN. Save this new PIN for use on screens requiring a PIN signature.  The system will then redirect you back to ‘Your Account Details’ page.
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e. [bookmark: _Toc157205752]How to Report a Possible Compromised PIN: 
· You can report it to us from ‘Your Account Details’ page, under the PIN section, by  clicking the report it to us link from “If you feel that your PIN has been compromised, report it to us.”
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Description automatically generated]
f. [bookmark: _Toc157205753]How to Change PIN Security Questions: 
· You can change your PIN security questions from ‘Your Account Details’ page, under the PIN section, by clicking change your PIN security questions link from “You can change your PIN security questions.” 
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Description automatically generated]
The system will redirect you to the ‘Change PIN Security’ page. Enter your PIN and select and answer the 5 PIN security questions. Note: the selected questions must be different from your account security question. Click Update PIN Security.
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	The system will then redirect you back to ‘Account Details’ page.  
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Q: I registered for a new account, but I never received my verification e-mail.

A: Go to: https://www.fldepportal.com/DepPortal/account/resendVerificationEmail and enter your “E-mail Address” associated with your account and click Resend Verification E-mail. Please check your e-mail inbox associated with your account to verify your e-mail address.

Q: What are the password requiements?

A: Passwords must be at least 8 and 20 characters long and must contain at least one uppercase letter, one lowercase letter, and one number.
b. [bookmark: _Toc157205756]Account Verification FAQs:

Q: Why do I need to verify my account?
A: This is for enhanced security, account protection, and you must click the link in the e-mail to verify your e-mail address and to complete the registration process to access your account. 

Q: How long does verification take?

A: Verification usually takes a few minutes, but it may vary based on the volume of requests or your email service provider. 
c. [bookmark: _Toc157205757]Account FAQs:

Q: What if I forgot my password?
A: Go to the DEP Business Portal home page, in the right corner of the screenclick Sign In. The system will display the ‘Sign In’ page, once there, click I forgot my Password. The system will display the ‘Reset Password’ page with ‘E-mail Address’ field. Enter your “E-mail Address” associated with your account and click Continue. The system will display the following message, “Please check your e-mail. If an account matching the provided e-mail address exists, password reset instructions have been sent to it.” Please check your e-mail inbox associated with your account, locate the e-mail with a subject of FDEP Business Portal Confirmation Password Reset (see fig 1. below). Click the link in the e-mail, you will then be redirected to the ‘Verify Password Reset’ page. Once here, enter the required security answer, new password and confirm password, then click Create Password (see fig. 2).      The system will return user to the ‘Account Details’ page.
Confirmation Password Reset E-mail (fig.1):
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Description automatically generated]
Verify Password Reset (fig. 2):
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Description automatically generated]
Q: What if I need to update my Account Information?
A: If you are not currently signed in to the DEP Business Portal, click Sign In from the top right corner of the screen, then enter your credentials and click Sign In. Once logged in you should see your name in the top right corner of the screen, next to Sign Out. 
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Description automatically generated]
Click on your First Name Last Name, from the top right corner of the screen, the system will then redirect to ‘Your Account Details’ page. 
Once here, under ‘Your Account Details’, click Update next to your e-mail address, the system will redirect you to the ‘Change E-mail’ page. Enter your new “E-mail Address” and “Confirm E-mail Address”, then click Change E-Mail.
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Description automatically generated]
The system will display the following message: 
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Description automatically generated]
Check the e-mail inbox for the e-mail address you just updated to and verify you received the FDEP Business Portal Confirm Email Change e-mail. 
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Description automatically generated]
Click the link in the e-mail, it will redirect you to ‘E-mail Changed’ page, with the following message.
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Description automatically generated]
The current account associated e-mail address will also receive an e-mail, FDEP Business Portal Email Change Notification. 
Note: No action is needed, unless you did not make this change and feel your account has been compromised. If you feel that your account has been compromised, click the report compromised link in the e-mail. 
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Description automatically generated]
After clicking on the report compromised link in the e-mail, you are redirected to the ‘Report Account Compromised’ page. Enter your e-mail address that is associated with your account, then click Continue.
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Description automatically generated]


Also from ‘Your Account Details’, under the Account Information section, click Update to change any additional account information.
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Description automatically generated]
The system will redirect to ‘Update Account Information’, once here, make any desired changes, then click Update Account Information. The system will return you to ‘Your Account Details’.
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Q: What if I need to change my password?
A: If you are not currently signed in to the DEP Business Portal, click Sign In from the top right corner of the screen, then enter your credentials and click Sign In. Once logged in you should see your name in the top right corner of the screen, next to Sign Out. 
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Description automatically generated]
Click on your First Name Last Name, from the top right corner of the screen, the system will then redirect to ‘Your Account Details’ page. Once here, under Security Details section, click Change Password.
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Description automatically generated]
The system will redirect you to the ‘Change Password’ page. Once here, enter your existing password, then enter a new password and re-enter the new password again to confirm, then click Change Password. The system returns you to the ‘Sign In’ page.
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Q: What if I need to change my security question?
A: If you are not currently signed in to the DEP Business Portal, click Sign In from the top right corner of the screen, then enter your credentials and click Sign In. Once logged in you should see your name in the top right corner of the screen, next to Sign Out. 
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Description automatically generated]
Click on your First Name Last Name, from the top right corner of the screen, the system will then redirect to the ‘Your Account Details’ page. Once here, under Security Details section, click Change.
[image: Graphical user interface, text, application

Description automatically generated]
The system will redirect to ‘Change Account Security’ page. Once here, select a different Security Question from the ‘Security Question’ dropdown, then enter the answer to the security question that was selected in the ‘Security Answer’ field, then click Update Security. 
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Description automatically generated] 
The system displays the following message, “Your security question and answer have been updated.” 
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Q: What if I believe my account has been compromised?
A: From DEP Business Portal Home screen, at the bottom middle of the screen, click on Contact Us.
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Description automatically generated with low confidence]
Under the Account Security section, click on report the compromise to us.
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Description automatically generated with medium confidence]
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Q: What if I need to I have another issue not covered in the FAQ section?
A: From DEP Business Portal Home screen, at the bottom middle of the screen, click on Contact Us.
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Under the ‘Contact Us’ section, click on e-mail address to e-mail us, or call us at the phone number listed below. 
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leave feedback, .. see more. for a previous transaction.

L]
O View = Submit > Continue
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« Ifyou've already registered with the DEP, then
o Ifyou haven't received your verification e-mail, then we can
« Ifyou are a registered user but have forgotten your password, then

your passwd

E-mail Address™ | JaneDoeDep@outiook.com
First Name™: | Jane

Middle Name: (

Last Name*: | Doe

Address (Line1)": | 123 Main St.

Address (Line2): |

City*: | Tallahassee
State™ e
Zip Code™: | 32399

Phone Number™: | 850-222-2222

In the event you forget your password, enter a question and answer only known to you:

Security Question®: | In what city did you meet your spouse/significant other?

Security Answer”: | Tallahassee

’
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PIN Request

To JaneDoeDep@outiook com

Retention Policy 5 Year Delete and Allow Recovery (5 years) Expires 1/23/2029
pin-request pdf
K8
FLORIDA DEPARTMENT OF Ron DeSantis
Governor

Environmental Protection

Jeanette Nufiez
Bob Martinez Center % Governor

2600 Blar Stone Road
Talahasses, Forida 32399-2400

Shawn Hamilton
‘Secretary

PIN Request
Hello, Jane
To complete your application for an FDEP PIN, please print the attached PDF document and have it notarized.
For your records, the PIN Signature security questions you selected and answered are listed below.

When using your PIN to Electronically Sign documents, one of these will be randormly selected by the system, and your answer must match what you have just entered exactly including any capital letters and punctuation.

Pin Signature Questions.
Inwhat city or town did your mother and father meet?

Whatis the name of your favorite childhood friend?

Whatis your maternal grandmother's maiden name?

What was the last name of your third grade teacher?

What was your irst phone number including area code? (e.g., 000-000-0000)
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To JaneDoeDep@outiook com
Retention Policy 5 Year Delete and Allow Recovery (5 years)

FLORIDA DEPARTMENT OF
Environmental Protection
Bob Martinez Center

2600 Blai Stone Road
Tallshassee, Florida 32399-2400

Expires 1/23/2029

Ron DeSantis
Governor

Jeanette Nuiiez
Lt. Governor

Shawn Hamilton
‘Secretary

Hello, Jane

PIN Request Approved

Your request for a PIN has been approved. To finalize your request and activate your PIN, please click the link below. You may also copy and paste the link into your web browser's address bar.

hitps:/fide

Sincerely,
The Florida Department of Environmental Protection
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E-mail: JaneDoeDep@outlook.com Update

Account Information

Jane Doe
(850) 1234567

123 Main st.
Tallahassee, FL 32399
Undate

Security Details

Password: ******** Change Password
‘Security Question: In what cty or town did your mother and father meet? Change

PIN

Your PIN has been verfied and is ready for use. ’

1£you have forgotten your PIN, you can reset .
1£you feel that your PIN has been compromised, report it to us.
You can change your PIN security questions.

You may view your PIN Request here.

Search the Site:
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Reset PIN

You can reset your PIN by answering your security question below and re-entering your PIN. Remember to keep your PIN n a safe place.

What street did you live on in third grade?

Main
—
Contirm PN I 4
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E-mail: JaneDoeDep@outlook.com Update

Account Information

Jane Doe
(850) 1234567

123 Main st.
Tallahassee, FL 32399
Undate

Security Details

Password: ******** Change Password
‘Security Question: In what cty or town did your mother and father meet? Change

PIN

Your PIN has been verfied and s ready for use.

1£you have forgotten your PIN, you can reset .
1£you feel that your PIN has been compromised, report it to U
You can change your PIN security questions.

You may view your PIN Request here.

Search the Site:
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E-mail: JaneDoeDep@outlook.com Update

Account Information

Jane Doe
(850) 1234567

123 Main st.
Tallahassee, FL 32399
Undate

Security Details

Password: ******** Change Password
‘Security Question: In what cty or town did your mother and father meet? Change

PIN

Your PIN has been verfied and s ready for use.

1£you have forgoten your PIN resetit
1£you feel that your PIN has beenfilinpromised, report it to us.
You can change your PIN security questions.

You may view your PIN Request here.

Search the Site:
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Change PIN Security

You can change the security questions and answers associated with your PIN. For your security, we do not pre-populate your existing
security answers.

From the lst provided, please select five personal security questions that:

1. cannot be easily guessed or researched
2. don't change over time
3. are memorable to you ., others in your work place would not be aviare of or familiar with based on what they know about you)
2. are definitive or simple:

These must be different from your account security question.

PIN e
Security Question 1
‘Question: | In what city did you meet your spouselsignificant other? v

Answer*: | Tallahassee

Security Question2
Question*:| What s the middle name of your youngest child? v

Answer®: | Allen

Security Question
Question*:| What was the last name of your third grade teacher? v
Answer': | Appleton

‘Security Question 4
Question*: | Whatis your matemal grandmother's maiden name? v

Answer®: | Green

Security Question 5.
‘Question*: | What was the name of your irst stuffed animal? v

Answer*:

Update PIN Security
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From: DoNot_Reply@dep.state.fl.us
sent: Thursday, January 25, 2024 12:15 PM

To: JaneDoeDep@outiook com

Subject: FDEP Business Portal Confirm Passiword Reset

FLORIDA DEPARTMENT OF Ron DeSantis
Governor

Jeanette Nufiez
Bob Martinez Center % Governor
2600 Blar Stone Road

Tallshassee, Florida 32399-2400 Shawn Hamilton

‘Secretary

FDEP Business Portal Confirm Password Reset

Hello Jane Doe :
You have requested a password reset for your DEP Business Portal account. To complete your password reset, please elick the link below.

https://www fldepportal.com/DepPortal/account/verifyResetPassword/0706301b2b1e5902¢50186{dB97b6 40717915745 35d5f55b877563326010

Ifyou did not initiate this password reset, please disregard this email.

R0 Sarviene"
L. . Survey




image22.png
Home | Vrify Reset Password Sesrch the it

Verify Password Reset

o camplte your password reset, plesse chooss & passuord below. Passwords must be betwen & and 20 charactars long snd must
contain tleast one uppercase lette, one lowercsse ltter, and one pumber.

Inwhat city did you meet your spouse/significant other
New Password's

Confirm Password:

Create Password
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E-mail Address*:
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Change E-mail

An email has been sent to you to verify your new email address.
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From: DoNot_Reply@dep.state.fl.us
Sent: Tnursday, January 25, 2024 5:46 PM

To: JaneDoeDep1 @outlook com

Subject: FOEP Business Portal Confirm Emal Change

FLORIDA DEPARTMENT OF Ron DeSantis
Environmental Protecti Governor

Jeanette Nuiiez

Bob Martinez Center % Goveror

2600 Blar Stone Road
Talahasses, Forida 32399-2400 Shawn Hamilton
Secretary

FDEP Business Portal Confirm Email Change

Hello Jane Doe :

You have requested to change the email address associated with your DEP Business Portal account. To complete your email address change, please click the link below.

hitps://www.fldepportal.com/account/verifyChangeEmailzconfirmationld=1943cab192fbafdag9ed 178181730002

R0 Sarviene"
2% & Survey
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E-mail Changed

Your email address has been updated.
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From: DoNot_Reply@dep.state.fl.us
Sent: Thursday, January 25, 2024 109 PM

To: JaneDoeDep@outlook com

Subject: FDEP Business Portal Emai Change Notfication

FLORIDA DEPARTMENT OF Ron DeSantis
Environmental Protection Governor

Jeanette Nuiiez

Bob Martinez Center Lt. Governor

2600 Blai Stone Road
Tallshassee, Florida 32399-2400

Shawn Hamilton
‘Secretary

FDEP Business Portal Email Change Notification

Hello Jane Doe :
We received a request to change the registered smail address for your DEP Business Portal account from JaneDoeDep@outlook.com to JaneDoeDep1@outlook.com. Ifyou did not initate this change, please notify us immediately.

https://www fldepportal.com/account/reportCompromised

Email: servicedesk@dep.state flus
Phone: (850) 2457555

R0 Sasriner
L. . Survey
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Search the Site:,

Report Account Compromised

Ifyou believe the security of your account has been compromised, please let us know immediately. We will lock your account and provide
You instructions on how to recoverit.

E-mail Address*: janedoedep@outiook.con|

a





image29.png
Your Account Details
St nesessengstink o esss
‘Account Information
e

’ Security Details

SecuityQuesbon sty i you et your pousefipfcentsver Chenzs

PIN

Vour s nas ot e sppresedfor P e et sl s Socument 368y may s ora 2




image30.png
Home | Updte Account Detaits P I
Update Account Information

e

pm———

T )




image31.png
Your Account Details
St nesessengstink o esss
‘Account Information
ey

Security Details

SecuityQuesbon st iy i you et your pousefipfcentsver Chenzs

PIN

Vour s nas ot e sppresedfor P e et sl s Socument 368y may s ora 2




image32.png
Change Password





image33.png
Your Account Details

T
Account Information

ey

Security Details

i |  ssspigtmiaras crsze R

PIN

Vour s nas ot e sppresedfor P e et sl s Socument 368y may s ora 2




image34.png
e rngesecutyQustion semnmesie ]

Change Account Security
SectyQuestons | it o et s5ig's i rame? v
stppers e

E———




image35.png
Home | Change Security Question Search the Site:

Change Account Security
S——
Wrais your oes sirgs it rame?
Secitytomners i




image36.png
DEP Home | About DEP | Contact Us  Site Map




image37.png
Account Security

I you believe that the security of your account has been compromised, you can report the compromise to us. We'll lock down your
account and let you know how to recover
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Contact Us

If you are encountering d

iculty using the DEP Business Portal, please contact our service desk at:

L=

E-mail: ServiceDesk@dep.state.fLus
Phone: (850) 245-7555 4@
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