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I. Registering for the DEP Business Portal 

(1) Go to the DEP Business Portal Welcome page and click Register: 

http://www.fldepportal.com/go/


       (1) Complete all fields with * and click Register: 



               

           

             

(2) You will receive and email like the one below; click the link to verify your email: 

(3) Enter your security question answer to create and confirm a new password: 

You are now registered with the Portal and should receive a confirmation email message. 



    

           

II. Submitting a deliverable through the Portal 

(1) Begin at the DEP Business Portal Welcome page and click Sign In: 

http://www.fldepportal.com/go/


    (2) After signing in, click Submit: 



  (3) Then click Report: 



    (4) Then select Petroleum Cleanup Deliverable or Notification: 



    
     

(5) The Petroleum Cleanup Deliverable or Notification screen shares requirements for submittals.  Once 
you have reviewed and confirmed the deliverable meets the requirements, click Go to Next Step: 



 
       

     

a. State Funded Discharges 
(1) If submitting a Deliverable for State Funded Discharge select the State Funded Deliverables and click 

Save and Go to Next Step: 



                 

        

(2) Enter the Last 7 Digits of the Facility ID associated with your submission and click Search and Continue: 

(3) If facility information is correct select Save and Go to Next Step.  If it is not correct click 
return to previous step: 



 
         

(4) Verify or enter the information for the contact you would like to designate for this Petroleum Cleanup 
submission, edit if needed, then click Save and Go to Next Step: 

NOTE: Additional emails can be entered on the Contractor Information screen (50 character max), if 
emails are valid and separated by comma. 



  

  

    
    
    

     
     

      
      
      
      

  
    
    
  
  
     
   
  

(5) Select the deliverable you are submitting, click Continue: 

NOTE: OTHER SUBMITTAL is for the following deliverables only: 

REPORT TYPE DESCRIPTION Document - Phase 
SITE ACCESS AGREEMENT Off-Site Access Agreement - RA 
SITE ACCESS AGREEMENT Off-Site Access Agreement - SA 
HEALTH AND SAFETY PLAN Health and Safety Plan - RA 
HEALTH AND SAFETY PLAN Health and Safety Plan - SA 
Interim Deliverable for Invoicing Interim Deliverable for Invoicing Only - RA 
Interim Deliverable for Invoicing Interim Deliverable for Invoicing Only - RAP 
Interim Deliverable for Invoicing Interim Deliverable for Invoicing Only - SA 
Interim Deliverable for Invoicing Interim Deliverable for Invoicing Only - SR 
NPDES DMR NPDES Report 
STATUS REPORT Meeting Minutes - SA 
STATUS REPORT Meeting Minutes - RA 
STATUS REPORT Pre-RAP Teleconference Meeting Notes 
STATUS REPORT Historical Summary Worksheet 
STATUS REPORT Site Summary Package - SA 
STATUS REPORT Site Summary Package RA 
STATUS REPORT Conceptual Design Summary 



       
 

 
 

     
 

 

 
 
 
 
 
 
 
 
 
 
 

(6) Enter the Scope of Work Task Number identified in the PO for the Deliverable Report or Notification 
that you are submitting, select Save and Go to Next Step: 

(7) Contact the Site Manager if any information needs to be updated, if all information is correct, select 
Save and Go to Next Step: 



      
 

 
      

  
 

 

 
 

    
    

 
 

(8) Enter the title of the document you are submitting below. Then select Save and Continue: 

NOTE: 
Document Title Examples: Y1-Q2 PARM Report; Y3-Q1 O and M Report; RAP; Field Notification; Interim SA 
Report; etc. 
‘&’ text cannot be used in ESSA. 

(9) Select Choose File and navigate to the location on your computer where the document has been 
saved. Select Open then select Continue: 



     
      

 
 
 

       
    

 
 
 
 
 
 

(10) If the deliverable report type contractually requires the excel files, then you will be prompted to 
upload the excel files next. Select Save and Continue: 

(11) Select Choose File and navigate to the location on your computer where the excel files have been 
saved. Select Open then select Continue: 



            
 

       

 
 

       
 

 
 
 
 
 
 
 

(12) If the invoice rate sheet is included in the deliverable pdf, then Select No. Select Save and Go to Next 
Step. 
If the invoice rate sheet is a separate document, then Select Yes. Select Save and Go to Next Step: 

(13) Select Save and Continue: 



 
        

    
 

 
 
 

         
 

 
 

(14) Select Choose File and navigate to the location on your computer where the excel files have been 
saved. Select Open then select Continue: 

(15) The next screen summarizes the files to be uploaded to Oculus. If correct, select Save and Go to Next 
Step: 



       
      

       
 

 

 
 

       
   
 

 
 
 

(16) The next screen includes a link that will need to be reviewed prior to accepting the signature. Once 
the review of the submission summary has been completed, check the accept box and select Submit. 
The submitter and ATC contract manager should receive an email of the submission summary after 
selecting submit: 

(17) The final screen summarizes your report type submission and the expected turnaround time with an 
option to take a survey. Select Done: 



 
    

 
 

   
 

 
 

 
 

 
 

 
  

 
 
 
 

b. Guidance for submitting Non-Program Discharges COMING SOON…. 

III. Contacts and Resources 

Helpful Links: 
DEP ESSA Portal Home Page 
https://www.fldepportal.com/DepPortal/go/home 

Petroleum Restoration Program Contacts Page 
https://floridadep.gov/waste/petroleum-restoration/content/prp-contacts 

Petroleum Cleanup Site Contact Report by Facility # 
https://prodapps.dep.state.fl.us/www_stcm/reports/PrpContacts 

https://www.fldepportal.com/DepPortal/go/home
https://floridadep.gov/waste/petroleum-restoration/content/prp-contacts
https://prodapps.dep.state.fl.us/www_stcm/reports/PrpContacts
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