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User Guide: Introduc�on 

This guide is designed to help registered providers navigate and utilize the various screens and 
functionalities available within the Department of Children and Families (DCF) Privilege and Certification 
System (PCS). PCS is used to request and record certification for Human Trafficking Safe Houses, 
Domestic Violence Centers, Batterers’ Intervention Programs, and associated Privileged Staff.  

 

Overview 

The Privilege and Certification System (PCS) includes a variety of screens that serve different purposes, 
primarily categorized into common screens and unique screens. Common screens are universally 
accessible and provide essential functions that are fundamental to the application's operations.  These 
screens include: 

1) Sign-In 
2) Terms of No�ce 
3) Home Screen  
4) Applica�on Screens 

a) Documents Required 
b) Applicant General Informa�on 
c) Provider General 
d) Provider Administra�ve Address 
e) Provider Contact 
f) Provider Parent Organiza�on, if applicable 
g) Sites 
h) Atachments 
i) Sign and Submit 

 

Unique screens are tailored for specific tasks and functionalities, which include: 

1) Human Trafficking Safe House (HTSH) 
a) Provider Governing Body 
b) Finances and Fees 
c) Program Partnership Informa�on 

2) Management of Privileged Staff 
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1 Accessing PCS 
 

 
Figure 1: Provider Sign-In – Exis�ng User – DCF Web Site 
Exis�ng users with an account can sign in by clicking “Login Now” from the DCF Web Site to access 
their profile. 
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1.1 Sign-In 

 
 
Figure 2: Provider Sign-In – Exis�ng User – App Launcher 
Users will be presented with a login screen where they will enter their Username and Password to sign 
in to the PCS. 
Through this screen exis�ng users will also be able reset a forgoten password or unlock their account 
following excessive failed login atempts. 
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1.2 Terms of No�ce 

 
Figure 3: Provider Sign-In – Terms of No�ce 
Users must either acknowledge the terms of the no�ce to proceed or disagree to be redirected back 
to the DCF Web Site (see Figure 1). 

 

1.3 Home Screen  

 
Figure 4: Home Screen 
The Home Screen displays key informa�on for managing tasks and applica�ons.  

 

Menu items on the Home Screen include: 

• Home: Directs users back to the home page. 
• Manage: Access to addi�onal menu op�ons to support registra�on of privileged staff, 

cer�fica�on, or view informa�on regarding cer�ficate closures. 
• Sign Off: Securely logs users out of the system. 

Other components on the Home Screen include: 

• Create: Allows users to ini�ate and renew applica�ons for human trafficking homes, as well as 
updates or changes to name changes and loca�ons. 

• Show All: Checkbox to include display of completed applica�ons in the Data Grid. 
• Data Grid: Shows applica�on details such as reference ID, type of applica�on, status change 

date, DCF contact, status, and expira�on details of cer�ficates, and an op�on to view the 
applica�on, print the applica�on, or print the resul�ng cer�ficate. 
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2 Provider Applica�on Process 
2.1 Ini�ate Applica�on Process 

 
Figure 5: Provider Applica�on Process: Ini�ate Applica�on Process 
To ini�ate the provider applica�on process, select “Ini�al Applica�on for Human Trafficking 
Safehouse” from the dropdown menu and proceed by clicking the “Create” buton. 
 
This same step should be followed to renew or change the cer�fica�on. 

 

2.2 Documents Required 
 

 
 
Figure 6: Provider Applica�on Process: Documents Required 
The screen features a table detailing the required documents to support the applica�on and allows for 
documenta�on gathering prior to comple�ng the applica�on. It includes columns for Item Order, 
Document Name, Descrip�on of the documents, and Download Template.  The link in the Download 
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Template column, if present, will allow the user to download a template of the required DCF form for 
comple�on and reuploading. 
 
The documents required for submission may be different for each applica�on.  
 
Note: This is NOT where required documents are uploaded. The actual document upload process will 
occur in a later step. Click the "Next" buton to proceed to the Applicant General Informa�on tab. 
 
 

2.3 Applicant General Informa�on 

 
 
Figure 7: Provider Applica�on Process: Applicant General Informa�on 
Click the "Save" buton to save your applica�on. The pre-populated informa�on is sourced from your 
user registra�on and is displayed in a read-only format.  
 
**Note: It is important to save the applica�on at this stage to commence the applica�on. Data 
entered on any other tab will be lost if the applica�on is not saved at this step. 
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Figure 8: Provider Applica�on Process: Applicant General Informa�on – Create a New Applica�on 
User may either click the “Con�nue to Save” buton to create a new entry or click the “Exit Without 
Saving” buton which will not save the applica�on data. When “Exit Without Saving” is clicked, data 
cannot be added to the subsequent tabs, the page will not redirect, and users can con�nue to view 
the current applica�on. 

2.4 Provider Informa�on 
The adult safe house basic informa�on is required as part of the applica�on process. As a provider, the 
adult safe house must provide basic informa�on to support the cer�fica�on of the loca�on.  
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2.4.1 Provider General 

 

 
Figure 9: Provider Applica�on Process: Provider General 
The Provider General tab is designed to efficiently collect essen�al informa�on during the provider 
applica�on process. Informa�on on this screen will pre-populate based on the most recently approved 
data from the provider’s user registra�on or applica�on for cer�fica�on. 
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2.4.2 Administra�ve Address 

 

 
Figure 10: Provider Applica�on Process: Administra�ve Address 
The provider's administra�ve address that oversees the adult safe house is essen�al for official 
correspondence and legal requirements.  
 
Note: Unsaved changes require clicking "Save" buton. 
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2.4.3 Contact 

 
Figure 11: Provider Applica�on Process: Contact  
On the Contact tab, users can see the "New Contact Method" buton and a data grid that displays 
exis�ng contact informa�on. This grid includes details such as the type of contact (e.g., Main line, 
Email), the specific contact informa�on, a descrip�on of the contact method, and available ac�ons 
(modify, view, delete). 
 
Select the “New Contact Method” buton to add a new contact to the grid. 
 
Select the Pencil icon in the grid to edit an exis�ng contact. 
 
Select the Trash Can icon in the grid to delete an exis�ng contact. 
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Figure 12: Provider Applica�on Process: Add Provider Contact 
Upon selec�ng the “New Contact Method” buton, choose the preferred contact type such as Main 
line, Hotline, Email address, Fax Number, or Website. Enter the relevant details for the chosen contact 
method, including a descrip�on in the free text field. All the fields are mandatory. The new or updated 
contact informa�on will appear in the data grid, where it can be further modified, viewed, or deleted.  
 
Note: Each provider must enter the contact informa�on for the owner, primary contact for the adult 
safe house if different than the owner, administra�ve number, and the hotline/warm line number, if 
applicable.  
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2.4.4 Provider Parent Organiza�on 
 

 

 
Figure 13: Provider Applica�on Process: Provider Parent Organiza�on 
The "Parent Organiza�on" tab is visible only when the registered provider answered yes to “is a 
subsidiary to an organiza�on” on the Provider General screen. The system automa�cally populates 
fields with relevant parent organiza�on informa�on, including name, contact person's name, posi�on 
�tle, phone number, email, address line 1, city, state, and zip code from previously approved 
applica�ons, if present. Users can edit the pre-populated informa�on to update inaccurate or 
outdated details and correct errors.  
 
Note: Unsaved changes require clicking the "Save" buton. 
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2.4.5. Provider Governing Body 

 
 
Figure 14: Provider: Provider Governing Body  
The Governing Body page mirrors the func�onality of the Provider Contact page, displaying a list of 
exis�ng governing bodies associated with the provider. Users can add new governing bodies by 
selec�ng the "Add New Member" op�on. Informa�on is presented in a table/grid format. 

 

 

 
Figure 15: Provider: Provider Governing Body - Edit 
The name, phone number, term of membership, role, and term of role are required fields for the 
governing body of adult safe houses. The provider may select to enter “NA” for employer and city 
fields. 
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2.5 Applica�on Details  
The applica�on details sec�on captures specific informa�on related to the adult safe house, such as 
popula�on being served, bed capacity, type of program at the site, and collabora�ve partnerships.   

 

2.5.1 Human Trafficking Safe House General Info 

 
 
Figure 16: Applica�on Details: Human Trafficking Safe House General Info.  
 
This sec�on captures general informa�on about the adult safe house. Each field must be completed. 
When the user selects “yes,” to the following ques�ons, addi�onal fields are required to be 
completed.   

• Is the agency a member of the Florida Human Trafficking Task Force or Coali�on? 
• Is the applicant accredited by a cer�fying organiza�on? 
• Have you ever served as a board member, execu�ve director, or other officer of an agency that 

failed to secure a cer�ficate or license or where the cer�ficate or license was revoked? 
 
Note: Click the "Save" buton before con�nuing to avoid losing data entered on this screen. 
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2.5.2 Sites 

 
 
Figure 17: Applica�on Details: Human Trafficking Safe House Program Sites 
The Site tab displays a list of exis�ng sites associated with the provider. Users can add new sites by 
selec�ng the "New Site" op�on.   
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Figure 18: Applica�on Details: Site Details 
The site informa�on is essen�al for inspec�ons and oversight by the Department. The site loca�on 
may be different from the administra�ve loca�on based on the adult safe house organiza�on’s 
structure. The name, site type (emergency, residen�al, tradi�onal), and physical address must be 
completed. The physical address entered must align with the exact loca�on where the residents will 
reside. The informa�on is presented in a table/grid format.   
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2.5.3 Finances and Fees 

 
 
Figure 19: Applica�on Details: Finances and Fees.  
The Finances and Fees tab captures the program’s financial ability to operate. Suppor�ng 
documenta�on must be uploaded in the atachments sec�on.   
 

Note: Unsaved changes require clicking "Save" buton to prevent loss of data entry. 

2.5.4 Program Partnership 

 
Figure 20: Applica�on Details: Program Partnership  
The Program Partnership collects and displays detailed informa�on about partnerships with agencies 
or community partners such as the human trafficking task force or coali�on in a table/grid format. This 
includes agreements, contracts, subcontracts, and other relevant arrangements. Users can list new 
partnerships by selec�ng the "New Program Partnership" op�on.  
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Figure 21: Applica�on Details: Program Partnership  
Adding partnerships requires the name of the agency and iden�fying the type of agreement.   
 

2.5.5 Atachments 

 
Figure 22: Applica�on Details: Atachments 
The Provider Atachments tab simplifies the submission and verifica�on of required documents for the 
Program. The “Upload Unlisted Document” buton allows users to submit addi�onal document(s) that 
may be beneficial to the Department when reviewing the submited request.  
 
Note: All required documents must be uploaded to submit an applica�on. 
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2.5.6 Sign and Submit  

 
Figure 23: Applica�on Details: Sign and Submit 
Once all required informa�on is validated, users should read the atesta�on statement on the Sign and 
Submit tab and can check the confirma�on checkbox to reflect agreement with the statement. This 
ac�on makes the "Submit" buton appear. Users can then click the "Submit" buton to complete and 
submit the applica�on. 

 

2.6 Print Applica�on 

 
Figure 24: Applica�on Details: Print 
Users have the op�on to print the applica�on at any �me. Upon clicking the print buton from within 
the applica�on menu, users may view the en�re applica�on and choose to print it, or they may simply 
view the applica�on and close the window by clicking the close buton.  
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3 Addi�onal Tabs Visible A�er Applica�on Submission 
There are several addi�onal tabs that may become visible to the provider a�er the Department 
processes the applica�on. Unless indicated otherwise, these tabs are read only and display for the 
provider informa�on entered by Department staff. 

3.1 Sites Inspec�on 

 
Figure 25: Applica�on Detail: Sites Inspec�on 
The "Sites Inspec�on Tab" is ini�ally visible only to DCF staff and includes the results of the inspec�ons 
for assessment of safety and suitability of facili�es. A�er the ini�al DCF evalua�on, providers can view 
the informa�on in a read-only format. 
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3.2 Discussion 

 
Figure 26: Discussion 
The Discussion Tab enhances interac�on between providers and DCF staff. It allows Department and 
provider staff to send messages to each other and archives all previous communica�ons, displaying 
them in an organized manner.  
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3.3 Assignment 
  

Figure 27: DCF Only: Assignment  
The Assignment tab allows programs to view the Departmental staff assigned and responsible 
for reviewing their applica�on and ensuring the program remains in compliance.  

 

 

3.4 Approval 

 
Figure 28: DCF Only: Approval 
The Approval tab displays the current status of the applica�on through the cer�fica�on process.  
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4 Manage Privileged Staff 

 
Figure 29: Access Privileged Staff func�onality 

To manage privileged staff, users may select the “Privileged Staff” op�on from the “Manage” menu. 

 

4.1 Approved Staff 

 
 
Figure 30: Privileged Staff: Approved Staff 
The approved staff tab displays a list of individuals who have been registered and approved for 
privilege with the user’s associated Provider and is the first tab displayed when managing Privileged 
Staff. 
 
From this tab, the user may u�lize the available ac�ons to view the demographics of the privileged 
staff person, print the privilege staff cer�ficate, or report that a staff person no longer works with the 
provider, report that a staff person has returned to work with the provider, report a staff name 
change, or report a staff posi�on change. 
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4.2 Staff Requests 

 
Figure 31: Privileged Staff: Staff Requests 
The Staff Requests tab shows a list of privilege applica�ons along with their current statuses. To make 
a request for privilege for a new staff person, the user may select the “New Staff Request” op�on. 

 

4.3 New Privilege Staff Request 
 

 
 
Figure 32: Privileged Staff: Search and Create Applica�on  
To add a new privilege staff through the submission of an applica�on, a search of the individual must be 
completed first. There are two different search op�ons available: 
• Search using the staff name and date of birth: To create an applica�on for Privilege for a new staff 

person who does not have exis�ng privilege, or for who you do not have their Privilege Staff ID, enter 
their name and date of birth to perform a search.  Once it is confirmed the staff person is not known 
to the system, an “Ini�al Applica�on for Human Trafficking Privilege Person” may be created by 
choosing the desired value from the dropdown menu and selec�ng “Add New Privileged Staff.”  
 

• Search using the Staff ID of an individual who already established privilege in the PCS. To create an 
applica�on for Privilege for a staff person who has exis�ng privilege with a different provider or 
program, you may search for that person using their Privilege Staff ID, if you know it, or find them by 
their name and date of birth.  Once it is confirmed the staff person is known to the system, and is the 
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person you are reques�ng privilege for, you may choose the desired applica�on type from the 
dropdown menu and select “Add New Privileged Staff.”  Should the individual be known to the 
system, the op�ons for type of applica�on you may submit will vary accordingly. 

 
 

4.3.1 Documents Required  

 
Figure 33: Privilege Applica�on Process: Documents Required 
The screen features a table detailing the required documents to support the applica�on. It includes 
columns for Item Order, Document Name, Descrip�on, and Download Template.  The link in the 
Download Template column, if present, will allow the user to download a template of the required 
form for comple�on. 
 
The documents required for submission are different for each program and applica�on type.  Not all 
applica�on types will require documents to be uploaded. 
 
Note: This is NOT where required documents are uploaded. The actual document upload process will 
occur in a later step. Click the "Next" buton to proceed to the Requestor General Informa�on tab. 
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4.3.2 Requestor General Informa�on 

  

 
Figure 34: Privilege Applica�on Process: Requestor General Informa�on 
The Requestor General Tab displays essen�al informa�on about the logged in user. Informa�on shown 
on this tab may not be changed. 
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4.3.3 General-HTSH 

 
Figure 35: Privileged Staff Member: General-HTSH 
The General-HTSH tab collects required demographics about the staff person for which the provider is 
reques�ng privilege. It also requires the date that State Atorney Approved the individual to receive 
privilege, hire date, and posi�on held at the safe house. 
 
Note: Click the "Save" buton before con�nuing to avoid losing data entered on this screen. 
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4.3.4 Atachments 

 
Figure 36: Privilege Applica�on Process: Atachments 
The Atachments tab simplifies the submission and verifica�on of required documents for Privilege. The 
“Upload Unlisted Document” buton allows users to submit addi�onal document(s) that may be 
beneficial to the Department when reviewing the submited request. Users can upload unlisted 
documents, which will appear dynamically in a grid or table. 
 
Note: All required documents must be uploaded to submit an applica�on. 
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4.3.5 Sign and Submit 

 
Figure 37: Privilege Applica�on Process: Sign and Submit 
Once all required informa�on is validated, users should read the atesta�on statement on the Sign and 
Submit tab. This ac�on makes the "Submit" buton appear. Users can then click the "Submit" buton to 
complete and submit the applica�on. 
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4.4 Name Change 
From the Approved Staff tab, a user may ini�ate a name change request. A�er reviewing the Requestor 
General page, the user will be directed to the Privileged Staff Member Name Change page where the 
staff member’s current approved informa�on will be pre-populated. 

 

 
Figure 38: Privileged Staff Member: Name Change 

The user will enter the updated legal name, save the record, and con�nue to upload any atachments 
and submit the request. 
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4.5 Change in Posi�on 
From the Approved Staff tab, a user may ini�ate a change in posi�on. A�er reviewing the Requestor 
General page, the user will be directed to the Privileged Staff Member Posi�on Change page where the 
staff member’s current approved informa�on will be pre-populated. 

 

 
Figure 39: Privileged Staff Member: Edit Posi�on 
The Edit Posi�on Applica�on allows providers to update the posi�on their privilege staff hold in their 
organiza�on.   
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4.6 Privileged Staff Termina�on 
From the Approved Staff tab, a user may enter a termina�on date. A�er reviewing the Requestor 
General page, the user will be directed to the Privileged Staff Member Termina�on page where the staff 
member’s current approved informa�on will be pre-populated. 

 
Figure 40: Privileged Staff Member: Privileged Staff Termina�on 
The user will enter the termina�on date, save the record, and con�nue to upload any atachments and 
submit the request. 
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5 Provider Closure  
When a provider’s cer�fica�on has expired, is relinquished, or otherwise not renewed for any program, 
the Department will process a closure request.  The provider user will have the capability to view that a 
closure has taken place. 

 

 
 

Figure 41: Manage- Closures  
To view closure requests, the user may select the “Closures” op�on from the “Manage” menu. The 
Closures screen displays a list of closure requests that have been processed by the Department. The 
provider can view the data grid and may contact the Department to report any concerns. 
 

 
Figure 42: Closure Requests 
To submit a closure request, the site, reason for closure, and detailed informa�on as to why the site is 
closing should be added for review by the Department.  
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