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Presenter Notes
Presentation Notes
Welcome to today’s webinar on registering for an online account within the MQA Online Services Portal.  My name is XXXXXXXXXXXXXXXXXXXX and I will be your presenter this morning/afternoon.  The purpose of this webinar is to give you an overview of how to register for an account and to link your license information to the account.  The portal offers a way for you to manage your license or licenses from one website.  You can renew and apply for a license, change your name or address, upload documents and more. Please log onto your MQA Online Services account using the  “Returning Applicant Login” link or by keying in your identifying information under “Licensed Practitioner Login”.  If you have not created an account, you will need to begin registration using the “Create New Applicant Account” link. You can register for your MQA account at any time.  Creating your account is a one-time registration process that should take about 5 to 10 minutes.  Today’s webinar is for informational purposes only and is not approved for continuing education credits.  For attendees needing real-time captioning, please contact our office.   We will address any questions at the end of the presentation.

mailto:MQAOnlineService@FLHealth.gov
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Webinar Topics

Section 1: One-Time Registration Process

Section 2: Adding Your License

Section 3:   Returning User

Section 4: Questions

Presenter Notes
Presentation Notes
There are four sections in the webinar. In Section 1, I will show you how to complete the one-time registration process. In Section 2, How to add your license to your account once you have registered. In Section 3, How to navigate the system as a Returning User, and finallyIn Section 4,  you will have time to ask questions. 
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Section 1:

One-Time Registration Process

Presenter Notes
Presentation Notes
One-Time Registration Process - This section is for users that have not visited our online portal.



FLHEALTHSOURCE.GOV

4

Presenter Notes
Presentation Notes
To begin the registration, you will start on MQA’s website’s home page, www.FLHealthSource.gov.  Click on the Account Login option at the top right of this page. 
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Presenter Notes
Presentation Notes
If you are a new user to MQA Online Services, please select the “Create New Applicant Account” link.NOTE: Not all mobile devices are fully compatible with the online system at this time.  It is highly recommended that you have access to a desktop or laptop computer.
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Presenter Notes
Presentation Notes
You are now on the user registration screen. Complete all of the required fields marked with an asterisk. You are asked to provide an email address and to create a User ID. The email address you provide is for initial log in and to receive password recovery information. We recommend that you use a personal email address for the following reasons: work email addresses have security features and firewalls that may prevent you from receiving the temporary password email necessary for registration, and if you separate from your job in the future, you may no longer have access to your work email address and therefore will no longer have access to your Online Services account. This is only a recommendation, not a requirement. A tip that may be helpful is to use your email address as your User ID-Please check the box under the User ID section if choosing this option.  Be sure to select password recovery questions that you will remember and note that the answers are case sensitive and will be recorded exactly how you enter them here. The last thing you need to do is check the box “I’m not a robot”. Once you have completed everything, select “Next” to continue. ***Please note that you will need a minimum of Internet Explorer 9 to proceed, but the most compatible browser is Google Chrome.
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Presenter Notes
Presentation Notes
On the Preview Registration screen, you will have a chance to review the information you entered for registration.Please make note of your secret answer and the way it is displayed on the screen. This information will need to match exactly as entered if you request or reset your password in the future.  As an example, the answer to the secret question is “orlando” and it is spelled with all lowercase letters and would need to be entered exactly as notated.If you need to edit any information, select “Edit” or if everything is correct, select “Save” to continue. 
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Presenter Notes
Presentation Notes
Some of you may get this message (shown in red at the top of the screen) when you try to save your information. It is alerting you that you’ve already registered for an account.  Stop the registration process now and go back to the log in screen at www.flhealthsource.gov and start over as a returning user.  Once there you can select “Forgot User ID” and/or “Forgot Password” to receive that information via email.  You can also login using your personal identifying information under “Licensed Practitioner Login”.
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Presenter Notes
Presentation Notes
Once you have saved your registration information, a temporary password will be sent to the email address you have provided. Check your email inbox and possibly your spam, junk, trash, or clutter, and find your temporary password email. This temporary password is only valid for 24 hours after it is issued, so it is important to get the password as soon as possible. If you have an email provider that blocks the temporary password email, you may have to contact us at MQAOnlineService@flhealth.gov for assistance. We know that certain providers, like Earthlink, block the temporary password email from us. If you don’t receive it within an hour or two, you may want to contact us. Again that email address is MQAOnlineService@flhealth.gov.Once you do receive the email and have your temporary password on hand, select “Return” to continue. 
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Presenter Notes
Presentation Notes
This is what your temporary password email looks like.  It contains your user ID and your temporary password. 
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Presenter Notes
Presentation Notes
Back on the log in page, select the “Returning Applicant Login” link if a practitioner or the “Business Establishment / School” link if a facility. Enter your User ID and your temporary password and click “Login.”
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Presenter Notes
Presentation Notes
In the final part of the registration, you will need to create your permanent password before you can continue. Enter your temporary password into the “Old/Temporary Password” field and make sure your new password meets all of the password requirements listed at the top of the screen. Once you have entered a password that meets all of those requirements, select “Save.”
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Section 2:

Adding/Linking Your License

Presenter Notes
Presentation Notes
We’ve completed the registration process. Now, we’ll add a license to the  account.



DEPARTMENT OF HEALTH

4

Presenter Notes
Presentation Notes
After you’ve logged into your account for the first time, you will be taken directly to this screen. You are asked if you have a current license or pending application with the Florida Department of Health. For the purposes of this webinar, I am going to select “Yes” and add a license to the account. 
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Presenter Notes
Presentation Notes
On this screen, select your profession and license type from the dropdown menus. Please note that APRNs are included under Registered Nurse (RN) and Physician Assistants (PA) are included under medical doctor.Select “Next” to continue. 
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Presenter Notes
Presentation Notes
Next, you will need to enter your license number, your social security number, your date of birth, and the mailing address zip code that is currently on file with the Department of Health. If a facility, you will need to enter your license number, the entity number, and the mailing zip code on file.We ask for your social security number for verification and security purposes only. This information is not stored on this screen nor on this website. We have all of your identifying information on file, and this screen is used to search and retrieve your records. We ask for these things so we can make sure we are pulling your records correctly and to reduce the chances of fraud. This is a security measure only. Complete the on-screen security check and select “Next” to search for your license records. 
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Presenter Notes
Presentation Notes
This screen will display the information retrieved from our database based on the information you provided in the search. Review this information carefully to make sure that what is displayed is your information. If the information on this screen is your license information, select “Yes” and click “Next” to continue. 
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Presenter Notes
Presentation Notes
If you registered successfully, you will see the congratulations message. If you get an error message on this screen saying that your information is already associated with an account, you may have double-clicked on the previous screen and your license is already added to your account. You will need to log out and log in again to see if your license was added to your dashboard. If not, you can contact us at MQAOnlineService@flhealth.gov for assistance. Click “Continue” to go to your dashboard. 
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Presenter Notes
Presentation Notes
If you are shown an error screen instead of the Congratulations message something does not match up in the information you submitted. MOST often, the zip code is the error.  The system is looking for the zip code on file with the Department of Health.  If needed, enter a previous zip code.  Because your social security number is private, it will be erased and will need to be re-entered every time you submit the information on this page.    Keeping your most current address on file with the Department of Health is a requirement of license compliancy.  Once you have your account up and running, you can update your address from your dashboard.  
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Presenter Notes
Presentation Notes
After entering your name, license number and security information you will be asked to confirm your information.  Please select “yes” if the information is correct then “next”.



DEPARTMENT OF HEALTH

4

Presenter Notes
Presentation Notes
Congratulations!!  You have successfully linked your license.  Select “Continue” to proceed.
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Presenter Notes
Presentation Notes
This is your dashboard. If your license was successfully added to your dashboard, you will see the number and type under the “License Information” box on the top right. From here, you can renew, manage, and maintain your license.  To add a second license, select “Add My License or Previous Application” found under Additional Activities. During your renewal cycle, approximately 90 days prior to the expiration date, a renewal option will be available on your dashboard.  If you do not see the option to renew, you cannot do so using online services if you are within your renewal cycle.  To report your continuing education credits to your CEBroker account, choose “Report CE/CME” found under Additional Activities and you will be directed to the CEBroker website where you will log in to your account which is maintained separately from your MQA Online Services Portal account.  
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Presenter Notes
Presentation Notes
This is MQA’s homepage at www.flhealthsource.gov.  This address is one you will want to add to your favorites as this site is an excellent reference and resource for managing your license.  At the bottom of the page you’ll see links to Requirements, Webinars, Renewal Calendar, VALOR, and Online Services.  In the blue ribbon you will see Florida Boards.  Choosing that link takes you to a page where you can find the websites for all Florida Board and Council offices.  
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Presenter Notes
Presentation Notes
Choose your board icon or council link to access licensing information, continuing education requirements, fees, board staff contact information and legislative news affecting your license.  Most helpful is the Frequently Asked Questions section where you can find answers to a very comprehensive collection of questions and answers.  So if you have not already done so, please visit your board or council site today!
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Section 3:

Returning Users

Presenter Notes
Presentation Notes
Section 3 – Returning Users
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Presenter Notes
Presentation Notes
You will begin the renewal process as a returning user by going to MQA’s website www.flhealthsource.gov and clicking the ‘Renew A License’ link found in the blue banner or you may select the account login option in the top right corner.
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Presenter Notes
Presentation Notes
On this page, you will attempt to log into your acct. There are two ways to log into MQA Online Services.  If you know your User ID and Password, select the ‘Returning Applicant Login’ link or if a facility select the “Business Establishment / School” link and you will be directed to the login page. Note:  The system will not allow you to complete a new registration if your license is attached to another email address.  If you have forgotten your User ID or Password, you may retrieve this information using the links below the log in box….‘Forgot User ID and/or Forgot Password’.  You may also log in using the personal identifying information under Licensed Practitioner Login.  Please key in your last name, full social security number, and your date of birth then click on Login.  
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Presenter Notes
Presentation Notes
Once you have logged on, you will be asked to confirm your email address.  If needed, you may change the email address at this time.
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Presenter Notes
Presentation Notes
Once logged into  ‘My Dashboard’, you will have full access to your account where you will be able to either renew or manage your license, apply for a new license, modify or check the status of a license or application, upload documents, change the mailing and/or practice location address, and so on.  
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Presenter Notes
Presentation Notes
Also, to update any online account information, please click on ‘Update Account’ at the top-right corner of the screen.  From this screen, you can edit your email address, password, your secret question, and adjust your email communication preference as needed.The ‘Update Account’ screen is only to update information specifically for the online account, not the license.  If you need to change information on the license, such as an address or name, please visit your main dashboard and select ‘Manage My License’.
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Section 4:

Questions

Presenter Notes
Presentation Notes
We now have time for questions that you can type into the Questions box.  Please remember this webinar is to give you an overview of the Online Services Portal.  If you have questions regarding continuing education and/or licensing requirements, please contact your professions board office or visit their website for information. 
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Question & Answer Session
Type your questions into the “Question” Box.

Contact Information:
Florida Department of Health

Email: MQAOnlineService@FLHealth.gov

Website:  FLHealthSource.gov  

Presenter Notes
Presentation Notes
Thank you for joining me today.  This concludes the presentation of the webinar.  Again, if you have any questions, please type them in the questions box at this time and I will answer them in the order received.Please feel free to invite colleagues and friends to future webinar sessions
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