
Licensing Portal 

How to Apply for a New Pest Control Business License 

1. Go to Licensing Portal at https://aeslicensing.fdacs.gov and sign in.

2. Navigate to the Home Page and select APPLY FOR NEW LICENSE > STANDARD

3. Choose Ch. 482 > Pest Control Business

4. Check the box by Pest Control Business and click ‘Select’, then ‘Submit’.

https://aeslicensing.fdacs.gov/


5. Choose an existing business name or create a new one.  You may want to select an existing business name 

in the event you have several locations/branches with the same business name and you’re setting up a new 

license for a new location.  

6. Select NEW for a brand new business name. 

 

7. Complete the company information fields. 

 



8. Once submitted, it will bring up the list again. Make sure the new business name is selected in the list and 

click the ‘SELECT’ button. 

 

9. Now Review Business Information and click ‘Next’. 

10. Click ‘Add Owner/Officer. 

 

 

 

 

 



11. You will create a new contact and then add percentage ownership at the bottom. Click ‘Submit’. 

 

12. You should see the newly added owner/officer.  Click ‘Next’ to add the COIC in the next Tab. 

 

13. This will also be the process to create their new JE as well. 

 



14. Fill out their employment information and their categories that they’ll be in charge of as well as provide 

their JE # and required field for start date. 

 

15. You can now choose to add endorsements for the COIC as an employee and upload endorsement affidavits. 

If the Certified Operator has the WDO or Fumigation category, they should not  apply for the Endorsements. 

You’ll notice that both WDO Endorsement and Fumigation Endorsement are grayed out because there is 

currently no COIC associated with the company that has WDO or Fumigation, so those are not options. 

 

16. Fill out criminal history as it pertains to the COIC. Provide comments for any ‘YES’ answers. 

 



17. Add another COIC for another category or click ‘Next” to continue to the Employees Tab. 

 

18. The newly added COIC should be shown in the list. To add more, click the ADD EMPLOYEE button. 

 

19. Select whether the newly added employee has an existing ID card number (JE). 

 

20. If you click NO, you are presented with fields to complete. 

 



21. If you choose YES, you have the opportunity to find the existing JE number/employee. 

 

22. Note, it will not allow you to select a WDO or Fumigation endorsement for this employee, since there is no 

COIC on board who holds either of those categories. 

23. Fill out term/start date and click ‘NEXT’. 

 

24. Fill out criminal history next, as it pertains to the employee. Select NO or if YES is selected, provide 

comment(s). 

 

 

 

 



25. Repeat these steps to add all employees requiring a JE card.  When finished, click ‘Next’. 

 

26. Upload Documents. Click ADD FILES and upload the required documents. To see a list of the required 

documents, click the link at the bottom of the page that reads, “this PDF”. 

 

27. Select the files you want to add, and then click ADD FILES. 

 



28. If you make a mistake, you can click the drop-down arrow next to the incorrect document and click 

DELETE. 

29. Once all documents have been uploaded, check all three boxes and click ‘Next’. 

 

30. On the last page, enter the JF number and the last name of the Certified Operator (COIC), then check the box 

to attest to the statement and click ‘Submit’. 

 

31. Click ‘Submit’. 

32. You’re presented with submission confirmation page. 

 



33. You’ll also see that your Case Status on the Home Page has changed to SUBMITTED and allows no further 

edits. 

 

34. NOTE: If you log out for any reason during this process prior to clicking ‘Submit’, when you log back in, 

your home page will show the case as STARTED, and you can select the drop-down arrow and click View 

Case to pick up where you left off.  

 

35. After SUBMITTING, you will receive an email with an invoice link to click on to make the payment, or from 

the portal, you can click the INVOICE link. You can also forward the email to someone else for payment. 

 

36. Click the invoice number to pay. 

37. The amount due will be itemized at the bottom. 

38. Click PAY NOW to submit payment. 



 

39. You’ll see the messaging for next steps, based on what license you’re applying for and whether it’s a new or 

renewal. 

40. At this time, the Licensing team will await fee clearance, approve or deny each employee, and process the 

case in CRM (our internal licensing database). 

41. The license will be issued, and an email will be auto-sent to the email of the person who submitted the 

application for the business license. 

 

42. The JB license will be attached to the email, but the user will need to login to the portal to retrieve the ID 

cards. 

43. The new business license will now be listed in your LICENSES section of the portal once logged in.  

 



44. Select VIEW LICENSE next to the drop-down to see the company information. 

 

45. The DOCUMENTS are located at the bottom of the page.  

46. Click the JB number to view the JB wall certificate.  

47. Click the EMPLOYEES folder to display PDFs of the ID cards. 

48. The Case Status will now show as RESOLVED in the Portal. 
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