
 

Authorized User Guidance Document 

https://aquacultureportal.FDACS.gov/ 

This guidance document helps users navigate their way through the FDACS Division of Aquaculture Portal, 
to apply for an authorized user on a lease. For any questions, please contact the Florida Department of 
Agriculture and Consumer Services, Division of Aquaculture at (850) 617-7600 or 
Aquaculture_Certificate@FDACS.gov. Only the leaseholder may initiate an Authorized User application 
through the Aquaculture Portal. 

Once signed in, you will see the Aquaculture Main page. 

From the Aquaculture Main page, select the My Items tab from the banner at the top of the page. 
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1. In the My Leases section, view all your leases. Select the lease number on the far left to view details about 
that lease.  

 

 

2. The lease general details will appear. You may see various buttons at the top, such as Renew Lease, Request 
Modification, Add An Authorized User, Transfer Lease and Sublease Application. 
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3. To apply for an authorized user, select Add An Authorized User. 

4. Authorized User  

A. When you begin the application, your lease 
number will be prepopulated in the Lease field. 

B. Authorized Users may be an individual or a company, business or organization.  

 To add an individual, select No for Application for a Company and proceed to the next fields. 

 To add a company, business or organization, select Yes for Application for a Company and enter 
the requested information. To process an application for a company, company name must be 
entered on the application. 

a. If the business account is already associated with your profile, you may select the company 
and the company information will prepopulate.  

b. If the business account is not linked, type out the company name in the 
Company/Organization Name field. 
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C. Enter the authorized user First Name and Last Name. 

D. Enter the authorized user Email Address. Be sure to use the email the user has or will have on file with 
the Division. 

E. Form Expiration Date is June 30th of each year. This form must be completed annually. 

a. If you want the authorized user to be added to the lease immediately for this fiscal 
year, then select Current Year.  

b. If you want the authorized user to be added to the lease for the next fiscal year, then 
select Next Fiscal Year.  

F. Enter the authorized user’s Aquaculture Certificate Number  if you know it, otherwise leave 
it blank. 

5. Submit any supporting documents by selecting Add Files. 

6. Once your application is complete and accurate to the best of your abilities, enter your full legal 
name and select Submit. Applications without a signature will not be processed. 

FDACS-P-02243 Rev. 07/25 



 

 

 

 

 
 

7. You will receive email confirmation of your application submission.  

8. Your application and application status will also be visible from the My Applications tab on the top 
banner of the Aquaculture Portal webpage using the caret, or down arrow, on the far right.  

Note: Once the intended authorized user has completed their acknowledgement portion the 
Division will receive the authorized user application for review. Once approved by the Division, 
the case status will be updated to approved. 

Note: Once approved by the Division, Authorized User forms are legally binding through June 30th. 
Authorized User forms must be submitted annually. 
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9. Once the leaseholder has completed the authorized user application, the intended authorized user must 
acknowledge the authorized user form via the Aquaculture Portal. The next steps will guide the intended 
authorized user how to acknowledge and complete the application. 

A. Once signed in, the intended authorized user will see the Aquaculture Main page. 

B. From the Aquaculture Main page, select the My Items tab from the banner at the top of the page. 
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C. In the Active Acknowledgements section, view your acknowledgements. Select the lease acknowledgement 
on the far left to proceed to the selected acknowledgement form. 

D. General Information  

a. When you begin the acknowledgement, Acknowledgement Type, Assigned To, Request Made 
For, From, Lease/Leases and Lease Title will pre-populate from the authorized user application. 
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 Company Name 



 

 

E. Authorized User  Acknowledgements and Signature  

a. Submit will be enabled only when all acknowledgements are selected with Yes and 
Signature field is filled in. Be sure to type your full legal name under Signature. 
Applications without a signature will not be processed. 
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