
       

          
 

              
               

 
                   

  
 

                 
 

               
 

 
 

           

 
 
 
 
 
 

How to Add a New Employee in the Licensing Portal 

1. Go to the FDACS AES Licensing website at https://aeslicensing.fdacs.gov and register for an 
account. You will need a personal, unique email address to sign up for an account. 

2. Once you have registered, then SIGN IN. Your name will appear in the top right hand corner of 
the Portal. 

Only the primary or secondary contact on file for a business, can add or remove an employee. 

3. Choose the top left option to enter the licensing portal: Go to Licensing Portal. 

4. Click Update Existing License which will display a drop-down menu. 
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5. Select Add or Remove Employees 

6. Click the magnifying glass on the right hand side of the License field to select the JB number of the 
business. 

7. Click the checkbox in the left hand column next to the correct license number and then click the blue 
Select button. 
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8. Click the magnifying glass on the right hand side of the Business field to select the business name. 

9. Click the checkbox in the left hand column next to the correct business name and then click the blue Select 
button. 
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10. Verify the license number and business name are correct and then click the acknowledgement box at the 
bottom of the page, and hit the SUBMIT button. 

Note: Form 13606 is no longer required to be uploaded for online applications. Please acknowledge 
the box to proceed but disregard the requirement to upload the form. We are in the process of 
making updates to the portal verbiage. 
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11. Next, you will move through the remaining FIVE steps of the application as displayed below. The blue box 
will highlight which step you’re on. 

12. Step 1 - REVIEW SELECTION: Review the information displayed on the page regarding the business. 
Once reviewed, click the NEXT button at the bottom to move to Step 2. 

13. Step 2 – SELECT TYPE: Click the drop-down arrow to the right of the “select” text in the box to indicate 
whether you want to Add or Remove employees. In this instance, select Adding New Employees. Then 
click NEXT to proceed to Step 3. 

14. Step 3 – Add Employees: Click the Add Employee button on the upper left hand side of the screen. 
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15. Within the Add Employee Step 3, is a new three part application specific to the new employee. First you 
must select the drop-down arrow to indicate whether or not the employee currently has an existing or 
previous employee ID Card Number. Select YES or NO. 

In this example, we are applying for a brand new ID card and selecting NO. 

Proceed with completing all required fields for the new employee and click NEXT when you’re ready to 
proceed. The Personal Email must be provided and must be unique to this individual ONLY. 
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16. Input the employee’s previous termination date (if applicable), their start date with the new company, 
acknowledge that they’re not employed by another company, indicate Yes/No for endorsements, upload the 
required affidavits if applicable for any checked endorsements, and then click NEXT. 

17. Complete the five (5) Criminal History questions for the employee. Then click Next. You will be taken back 
to the employees list. 
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18. Verify the new employee is listed as a contact and then hit Next. If you need to add additional employess, 
you may do so at this time by completing the same process (click the Add Employee) button again on the 
upper left. 

19. Step 4 – Upload Documents: If YES was selected for one or more criminal history questions, required 
documents must be uploaded. If NO was selected for all criminal history questions, select the “13606 
attestation” at the bottom (again, form 13606 is NO longer required for online applications), and then click 
NEXT. 

20. Step 5 – Acknowledgement: Enter the JF number of the Certified Operator in Charge (COIC) for the 
company you’re applying for. Then enter the full name of the COIC in the second box. Click the 
acknowledgement check box and then click SUBMIT. 
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21. Upon submission, an invoice will be sent via email. The amount will be a total of $10 times the number of 
employees you added. One (1) employee = $10, Two (2) employees = $20, etc…If you receive an invoice 
for an incorrect amount, please contact AESCares@fdacs.gov prior to payment. 

22. An application is not considered complete until the invoice is PAID. 

23. Once the application is processed by the licensing team, an email will be sent to the company notifying that 
the ID card is available in the licensing portal. 
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