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Go to the Florida Office of Insurance Regulation Industry Portal located at: https://iportal.fldfs.com 
 
If you have not already done so, you will need to set up an I-Portal account. This can be accomplished by clicking on 
the “Set up an account” link under Common Tasks on the left side of the screen.  You will receive a confirmation email 
of this action. 
 
Once you have your account, return to the Industry Portal. Then, select the “Data Reporting” category.  
 
Use the next screen “Log on to the Industry Portal” to log into the system. 
 
Click on the name of the reporting category you wish to submit.  
 
Search for the company for which you are submitting the report. You can search using the Company Name, NAIC 
Company Code, Florida Company Code, or Federal Employer Identification Number (FEIN). Click Next.  
 
Select your company by clicking the radio button next to your company’s name. Click Next.  
 
From the “Select Reporting Event” screen, click the radio button next to the desired reporting event. Click Next.  
 
The next screen – “Select Data Reporting” – allows you to declare whether or not you have data to report. In general, a 
“NO DATA filing” is selected when you don’t meet the reporting threshold and merely need to indicate your 
compliance with the filing requirement. “DATA filing” is selected when you need to submit data. However, this does 
vary for the different types of data reports, so you should always check the instructional packet associated with your 
specific data report. 
 
Now that you have selected your data report type, click next. Whichever choice you made, the next screen will provide 
you with a summary of what you have selected so far. This is called the “Filing Verification” screen.  Please review this 
information carefully. If the information seems incorrect, you simply click on the “Cancel” icon and start anew. If all 
seems correct, click on “Continue.” 
 
At the “New Filing Created” screen, the Filing Name and Password fields are optional. As a filing tip, it is good practice 
to name your submission using the Filing Name field. Use a name that will be easily recognizable for your specific 
reporting. After you click “Done”, the system will send you an email confirming that you have started a data filing 
 
You are now at your “Filing Workbench.” Please select the data submission filing you have just started by clicking on 
the “Work Unit Number” located in the left-hand corner of the workbench grid. (Please note: The “Delete Filing” icon 
should only be used sparingly. If you feel you need to delete a filing from your workbench, please contact the Office’s 
Market Research Unit at 850.413.3147 to help you with this process.) 
 
The “Filing Component List” is designed to help you make certain all the various parts of your data submission are 
complete before you actually submit your data filing. You can complete these components in any order, but these 
instructions will take you through the four components most common to all the Office’s data filings as they appear on 
the screen. 
 
Company Data: 
Click on the “Company Data” component name.  
Click on the “Company Data” link and confirm that the correct company has been selected. 
Now, click on Return to Component List. (Please note: The status of that component has changed to “Complete”.) 
 
Data Template: 
Click on the “Data Template” component.  
Step One: Download the data template and the associated instructional documentation by clicking on the links below. 
Save them on your desktop or in another folder of your choice on your computer/network. 
Step Two: Complete the data template as directed in the instructional documentation. 
Step Three: Prepare to upload the completed data template for that reporting period by Clicking on Add File, then 
Browse. Locate and select the correct file, then click on Open. If you wish to rename the document, you can do so in 
the Title field on this screen. 
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Please take a moment to review the following illustrations 
of this Industry Portal submission process.

Step Four: Click on Upload to complete the File Upload process. 
Step Five: Click on Continue when the upload progress screen appears.  
Step Six:  Click Done to return to the Filing Component List. The component status has been changed to "Complete". 
 
Originator Information: 
Click on the “Originator Information” component name.  
Once you have completed the required fields, click Save to save the provided contact information and return to the 
Filing Component List. The component status has been changed to “Complete”.  
 
These first three components are REQUIRED components. You will not be able to submit your data report without 
completing all three of them.  
 
Supplementary Information: 
The Supplementary Information component may be used to upload the additional documents into your data filing.  
Click on the “Supplemental Information” component name; then follow the same Steps 3-6 you used to upload your 
Data Template. 
 
As before, click Done to return to the Filing Component List. This component should now read, “Included.” This is 
because this component is optional. Your data filing submission need not include this unless otherwise directed in the 
data reporting instructions specific to your data report. 
 
Now that all your required and optional components are “Complete/Included” and indicate that they are uploaded, you 
will find that a “SUBMIT FILING” icon now appears on the “Filing Component List” screen.  
Click the “SUBMIT FILING” icon.  
Clicking the “SUBMIT FILING” icon triggers a confirmation email, explaining that the filing has been submitted but the 
uploaded documents must be reviewed as compatible with the system. Once the documents are determined to be 
compatible, a final email will be sent with a File Log tracking number. 
 
In some rare cases, documents may trigger a submission failure. If this occurs, you will be notified of this via email. 
Follow the link provided to view the failure. You will need to correct the data in the Data Template, upload and submit 
the filing again.  
 
Please-- if you have questions at any time--feel free to contact the Office’s Market Research Unit at (850) 413-
3147.  
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Complete all fields 
marked with *
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Confirmation Email – You have 
successfully started a new filing
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Confirmation Email – You have submitted 
your filing. Compatibility test now takes place.
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Confirmation Email – The Office 
has received your filing.

File Log Number
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Submission Failure Email – Your 
filing has a validation failure.
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