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Creating an Account and Filing in the Data Collection and Analysis Modules (DCAM) 
System for Electronic Filing of Rescinded Policies: 

 
Getting started in the Industry Portal (iPortal): 
The steps for setting up an account in the Data Collection and Analysis Module (DCAM) and electronically 
subscribing to your agency are described below.  If you have completed these steps and only need help getting 
started in DCAM, then proceed to the next section. 
 

• If you have never used the iPortal for filing Agent & Agency information, you must first enter the iPortal and 
set up an account (pictured below).  The address for that is https://iportal.fldfs.com/ifile/account/setup.asp. 

 

 

 
 

• Complete the required information (those fields with a red asterisk), include a password of your choosing, and 
then click “Create Account” at the bottom.  Note a new account will not be created if the email address you 
enter as your user name was used before; instead you should complete a request to have your password 
delivered by choosing “View your account” on the left, then “Retrieve lost password.”  For new accounts 
created you must click on the activation message sent to your email account before continuing.   

 
 
 

 
 

https://iportal.fldfs.com/ifile/account/setup.asp
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Using the Data Collections and Analysis Module (DCAM): 
• Once you have an iPortal account, enter DCAM using the 

link  https://apps.fldfs.com/DCAM/Logon.aspx.  Use the same user name and password to enter DCAM that 
you set up to enter the iPortal.  If this does not work it means that the iPortal account has not been set up 
properly.  Note:  You may have to click on “Create Account” on the left (pictured below) and repeat the steps 
in the previous paragraph. 

 

 
 

• If you have not used DCAM before, you must first create an account for DCAM as well.  The first step is to 
click on “Setup” on the left hand side of the screen.  
 

 

https://apps.fldfs.com/DCAM/Logon.aspx
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• Next, click on “Contact Information” on the left hand side of the screen. 

   

 
 

• Finally, scroll to the bottom and click on “Use iPortal Account Information”.  This will populate DCAM with 
your iPortal account information and prevent you from having to enter each field a second time. 
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• Next, after saving your contact information, click “Setup” again and locate the section titled “Companies.”  

Click on “Add Company.” 
 

 
 

• Under the Company Search, enter the appropriate company information and click “Search.”   
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• If the correct company information is displayed, click on the company name (in blue). 

 

 
 

• Then click on “Add Company.” 
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• Once you have successfully added your company, you may then click on “Workbench” and continue to create 

a filing by clicking on “Create New Filing.” 
 

 
 

• This will deliver you into the New Filing Wizard which will then walk you, step-by-step, through the filing 
creation process. 
 

 
 
 



  Page 7  
  

 
Creating a filing: 

• Once you click “Next” to enter the New Filing Wizard you will be directed to select the appropriate Entity 
Type.  Select the bullet for “Company” and click “Next.” 
 

  
 

• On the next screen you will be asked to select the specific Company for which you are creating a filing.  
Select the bullet adjacent to the correct company and click “Next.” 
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• Then you will be asked to select the appropriate Module from a list.  Please select the bullet adjacent to 
“Market Conduct Report of Rescinded Policies Module” and then click “Next.” 
 

 
 

• Next you will be asked to select the event.  Select the bullet adjacent to “Market Conduct Report of 
Rescinded Policies Events” and click “Next.” 
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• The next step in the wizard will ask you to select the appropriate period.  Select the appropriate bullet and 

click “Next.” 
 

 
 

• Finally, you will be asked to select the appropriate purpose.  Make your selection and click “Next.” 
 

 
 
The “Submission Due Date” is not an actual submission deadline but a date 90 days after the end of a 
calendar year at which time all rescinded policies for the prior year must have been submitted. 
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• The final screen in the filing creation wizard will ask you to verify your filing creation.  Please review the 

information on your screen and, if correct, click “Create Filing”; there is a pop-up asking you to confirm that 
you want to create this filing.  If the information is not correct, click “Back” to get to the section of the filing 
creation process for which there is an error. 
 

 
 

• Once you have created the filing you will need to click “Workbench” to view current open filings. 
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Downloading the Template: 
• Once you return to your workbench you must select the filing under the Data tab by clicking on the Work 

Unit Number in blue. 
 

 
 

• At this point you will see the filing component list.  To retrieve the template, please click on the component 
named “Florida MCRP Template” in blue. 
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• You will then be directed to the Filing Component page where templates are downloaded and uploaded.  To 

retrieve the template, click on “Download Template” along the left hand side to retrieve the appropriate 
template.   
 

 
 

• Once downloaded, the template will pre-populate some data in the “Contacts” tab.  Detailed instructions in 
the “Instructions” tab will assist you in completing your template and entire filing.   

 
- END - 


