PLANT PAY

STEP BY STEP INSTRUCTIONS FOR THE
DIVISION OF PLANT INDUSTRY’S NEW BILLING SYSTEM
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FDACS Division of Plant Industry — Plant Pay

PLANT PAY

THE DIVISION OF PLANT INDUSTRY’S
NEW ONLINE BILLING SYSTEM

ABOUT PLANT PAY

Sign info this portal to pay invoices, view
and print certificates, manage locations
and apply for new registrations. Division
of Plant Industry invoices may be
related to:

* Nurseries

» Stock Dealers

» Beekeepers

 Citrus Budwood Program

» Caribbean Fruit Fly Protocol Program
» Diagnostic Services

» Etc.
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QUICK VOCABULARY

CERTIFICATE OF
REGISTRATION:
The full name for
a document an
entity receives
when they have
completed the
process of
registering with
the Division of
Plant Industry.

QUICK VOCABULARY

W: This term refers to an LOCATION: A place where
enfity (nursery, stock dealer plant material is grown,

or apiary) that is registered held and/or maintained.

W|Th Th e DiViSiO N Of P IO nT Location information is recorded for nurseries
| N d U Sh«y and stock dealers, not beekeepers.
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QUICK VOCABULARY

STOCK
DEALER:
Any person
purchasing
certified
nursery
stock for
distribution.

CUSTOMER PORTAL
HOMEPAGE

The "Home" page
shows the
following:

e Alink fo the
tfab

* Registration forms
and your active

 Certificates of
Registration
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CUSTOMER PORTAL
INVOICES PAGE

Pay individual
invoices or pay for a
selection of them all
together with the Bulk
Pay option.

* Individual pay: click
the

* Bulk pay: Use the
at the top or
click the underlined
invoice number
from the Bulk Pay
heading.

REVIEWING CUSTOMER ACTIONS

Completing registration forms
About incomplete forms
Adding a location
Deactivating a location
Downloading a certificate
Downloading an invoice
Paying invoices

Paying invoices in bulk
Change view of table

Pay a “returned payment”
Edit profile information
Request their new profile be linked to their previously existing firm(s)
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COMPLETING
REGISTRATION
FORMS
BEEKEEPING

This form only has one page. After submitting all the
fields pictured here, the customer clicks “Submit”
and the process of registering has begun!

Note that the name of the applicant may be
automatically filled in by autofill based on who is
logged in.

Only a mailing address, not location information is
collected of beekeepers.

COMPLETING
REGISTRATION
FORMS

The form to request a nursery
registration has two parts, “Application
Information” and “Locations.”

Note that the name of applicant may
automatically be filled in by autofill
based on who is logged in.

Location information for the business is
collected on the second page. Later,
locations can be managed from the
home screen of the portal.
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COMPLETING
REGISTRATION
FORMS

The form to request a nursery
registration has two parts, “Application
Information” and “Locations.”

Note that the name of the applicant
may be automatically filled in by the
system based on who is logged in.

Location information for the business is
collected on the second page. Later,
locations can be managed from the
home screen of the portal.

COMPLETING
REGISTRATION
FORMS

ADDING A LOCATION WITHIN THE
INITIAL APPLICATION FORM:

To complete the “Locations” portion of
the form, click the blue "Add
Location” button, fill out the
information in this window and scroll to
the bottom to submit.
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COMPLETING
REGISTRATION
FORMS

Now that both parts of the form are
done, click “Submit” at the boftom of
the screen.

COMPLETING
REGISTRATION
FORMS

Now that both parts of the
form are done, click
“Submit” at the bottom of
the screen.

And then the customer will
be sent to the confirmation
page and should receive
an email.
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COMPLETING
REGISTRATION
FORMS

STOCK DEALER

The form to request a stock dealer
registration has two parts, “Application
Information” and “Locations.”

Location information for the business is
collected on the second page. Later,
locations can be managed from the
home screen of the portal.

The “Locations” portion and process
for the Stock Dealer form is identical to
the nursery form examples in the
previous slides.

If a customer starts working on a form/application for registration but doesn't finish, first, they'll see
an incomplete case in the table displaying “active intake forms” that appears on the Home
page. Secondly, when they go back into whichever form they were working on, their entered
information should be saved and still appear in the fields of the form.
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You can confinue or
start over by editing
the fields.

In this example, the
user completed the
first part “Application
Information” but
stopped at the
“Locations” page.

The user can click

“Previous” or simply

continue.

Scroll to the bottom of the homepage to find the “Locations” heading.

Click the *Add Location” button and this box will appear.
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2. Enter the information.

TROUBLESHOOTING NOTE: If the address you want to enter does not
From the “Firm” dropdown field, select the firm the Sﬁ?j;’!gn"}igﬂ?ﬁ“"pdow” box, fype more information unfl the
new location is to be associated with.
In this example, the city should be Bowling Green, which doesn't
appear in the white options list. All entries MUST be found in the list to
proceed.

** Continue typing until the address appears in the white box.

Within the “Create New" box, scroll to find and select
the “Submit” button.
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After submitting your new location, the data that was
just entered will appear as a pending location, which
can be viewed on the portal Home page, under the

“Locations” heading. From this point, Plant Inspection
staff will process the information.

The first step is to locate the orange ellipsis by the location that needs fo be marked as inactive.
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S

After clicking the three orange dots, the option to mark it inactive appears.

After marking a location inactive, a small note may appear above the table saying “Initiating workflow”
and after a very short fime, there should be a green indicator and the location that was deactivated
will not appear in the list.
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Plantinspection@FDACS.gov

After marking a location
inactive, a customer should
receive an email about the
change.

Click the orange certificate number of the one to download.
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Clicking the orange certificate
number opens a new page of
information specific to that
certificate.

To download, click the link to the
PDF under the “Documents”
heading.

To download, click the link to
the PDF under the
“Documents” heading.

Notice that the PDF has been
downloaded and appears in

the computer’s “Downloads”
folder.

Sometimes the PDF opens in a
new tab for viewing, while also
being stored to the
“Downloads” folder.
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DOWNLOADING AN INVOICE

From the invoices
page, click the
underlined “Invoice
Number" of
whichever invoice
you'd like to
download or view
more information
about.

DOWNLOADING
AN INVOICE

Clicking on the “Invoice
Number” will fake you to
a new tab, where you
can see all the
information pertaining to
that invoice.

To download the
invoice, click on the file
in the “PDF" heading.
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PAYING A
STANDARD
INVOICE

Click the “Pay Now"
button from the Invoices

page.

PAYING A
STANDARD
INVOICE

You'll arrive at the Checkout page.

1) Select the payment type you want to use
2) Enter Customer Information

3) Enter Payment Information
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PAYING A
STANDARD
INVOICE

Verify everything is
entered correctly and
click “Submit Payment”
at the bottom of the
screen.

PAYING A
STANDARD
INVOICE

You'll see this processing
page for a brief time.
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PAYING A
STANDARD
INVOICE

And then finally, you will see a
confirmation page.

PAYING
INVOICES
IN BULK

The first step to
initiating a bulk
payment is to click the
“Bulk Pay” button on
the right side of the

page.

-\
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PAYING
INVOICES
IN BULK

After clicking “Bulk
Pay,” you gef to
choose which invoices
you want to pay at this
fime.

Pay attention o the
parameters noted on
the page:

*  You must select two
or more invoices to
continue
You may only pay
25 invoices af one
fime.

PAYING
INVOICES
IN BULK

After clicking “Pay
Now" you can see the
invoices within your
new Bulk Invoice.

Bulk Invoice = Parent
with a new invoice
number

Previously separate
invoices = Children
invoices that retain
their original invoice
numbers.
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INCOMPLETE:
Customer has not
finished filling out
the form.

PENDING:

DPI Staff should be
mitigating this
case/newly
submitted form.

COMPLETE: This
intake case has
been resolved by
DPI Staff.
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PAYING AN
INVOICE
AFTER FAILED
PAYMENT

When attempting to pay an invoice where
the first payment attempt failed (check
bounced, insufficient funds, etc.), FDACS
policy requires the invoice to be paid by
cashier’s check or a money order.

To do this, either:
a) Give the cashier's check or money order
to your inspector

o]

b) Send the cashier's check or money
order to Tallahassee, making sure to do the
following:

* Mail the cashier's check or money order
to the address listed on your invoice
Include a copy of the invoice
Write the invoice number in the memo
line of your cashier's check or money
order

Click on your name in the top right and select “Profile” from the dropdown.

Your Name
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Your Name

Enter or edit any of the information in
these fields and scroll to the bottom of
the page and click “Submit” to save.

Your Name

LINK TO FIRM

When you are signing up for the portal, you will
be prompted to enter your firm number so your
new portal account can be linked o your
current information/registrations with DPI.

If you do not enter your firm number initially, here

are the steps to take:

- Click on your name at the top right corner of
the screen to access your profile page.
Under the “Firm Information™” heading, there
should be a field where your firm number can
be added.

Since this example does have firms, the user
in the example doesn’t have access to that
field, but it will appear under the “Firm
Information” heading.

If not all firms are listed or no firms are linked,
you should contact DPI for assistance.
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If you have questions or would
like assistance with processes
within the Plant Pay portal,
please contact the DPI Helpline.

DPI Helpline
1-888-397-1517
DPIHelpline@FDACS.gov

Document updated 12/18/2025.

If you have questions or need assistance
with signing in, passwords or other
credentials, please contact the FDACS
Help Desk.

FDACS Help Desk
1-800-HELP-FLA
https://contact.fdacs.gov/
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