Instructions for Requesting a User ID for the Florida Department of Education Cash Advance and Reporting of Disbursements System (“CARDS”)
Requesting a CARDS User ID is a simple process that requires you to complete a brief registration form, respond to an email from the DOE Comptroller’s Office, and return to DOE the signed registration form.  If, at any time, you have questions about the process, please contact the DOE Comptroller’s office at (850) 245-0401.

1) Using an internet browser, navigate to the CARDS web page, http://public2.fldoe.org/cards  .

2) On the left-hand side of the page, underneath the Login box, click the link “Request User ID”.
3) After clicking the link, the User Registration page will appear, with brief instructions at the top of the page.

4) Please complete the User Registration form in its entirety:  

a. All items with an asterisk (“*”) are required fields, and must be completed in order to submit the form.  

b. The form requires that you provide information about the agency you’ll be working with in the CARDS application.  If the agency you’re working for does not appear in the list of agencies, please contact Bureau of the Comptroller at (850) 245-0401 for instructions on how to proceed.

c. The work email address that you provide will be used for communications between the DOE Comptroller’s office and you.  It is essential that it’s entered correctly, as the  registration verification form will be sent to that email address for you to sign and return to the Comptroller’s office.

d. As part of the registration process, you are asked to indicate the name of the Fiscal Officer for your agency.  If the name of your current Fiscal Officer does not appear, click the “Add New” link to add the new person.

e. Each user is assigned a security role which defines their ability to access and change data within CARDS.  
i. Agency User – this security role allows the user to view data, modify data, and view reports of data relating to the agency the user is an employee of.

ii. Agency Reviewer – this security role allows the user to view the agency’s data and reports; it does not allow the user to make any changes to the data.
iii. The roles are further defined as to what subsystem functionality the user should have access to.  
1. Cash Advance – this refers to the Cash Advance portion of CARDS, which was previously called the “Cash Advance Disbursement Requests” system.  Selecting a role in this section will give the user the ability to view information relating to Cash Advance requests and reports.

2. Expenditure Reporting – this refers to the Expenditure Reporting portion of CARDS, which was previously called the “Cash Advance Disbursement Reporting” system.  Selecting a role in this section will give the user the ability to view information relating to Expenditure Reporting when it becomes available.

iv. The user does not have to be in the same role (e.g., “Agency User” or “Agency Reviewer”) for each of the different subsystems.  Depending on the user’s needs, he may be an “Agency User” in one subsystem, and be an “Agency Reviewer” in another.  It is also ok for a user to have access to one subsystem and not to another.
f. The final section of the Registration Form pertains to security for verifying the identity of a user in the event that a User ID and/or password have to be reset.  There are three security questions to choose from, after which you will enter the answer to the question you selected.
5. When you’ve completed the form and verified that the information provided is correct, click the “Submit Registration” button.
6. After the DOE Comptroller’s office has received your electronic User Registration form, an email will be sent to the work email address you provided in the User Registration form.  The email will give you another opportunity to review and verify the information you provided in the electronic form.

a. If you see any errors in the information you provided, click the appropriate link in the email to return to the User Registration form.  After making your corrections, click the “Submit Registration” button.  Another email will be sent to you to re-verify the data.  You may correct the data as many times as needed; when you’ve completed all the corrections, follow the step below.

b. If the information you provided is correct, click the confirmation link at the bottom of the page  This confirms that the work email address was correct so that we may use it for future communication.

7. You will be sent another email that contains a link to an HTML page that displays a summary of the User Registration information that you submitted.  You will need to print the HTML page, and both you and your agency’s Fiscal Officer are required to sign it.  After signing the User Registration form, mail it to the DOE Comptroller at 325 W. Gaines Street, Suite 914, Tallahassee, FL 32399-0400, or fax it to (850) 245-9220.

8. Your User Registration request will be reviewed and a determination will be made as to whether to assign you a User ID.

a. If a User ID will be assigned, it will be emailed to the work email address you provided.  The email will also contain the password for the User ID, which you will be required to change when you first login to CARDS.  A similar email will be sent to your Fiscal Officer, but will not contain the User ID’s password.
b. If your request for a User ID is denied, you will receive an email indicating that your request was denied.

9. If you have any questions about these instructions, please contact Bureau of the Comptroller at (850) 245-0401.

