
Florida Department of Business & Professional Regulation 
Online Services 
File Upload Information and Instructions 
 
 
These instructions are to assist you with the process of uploading files to the 
Department of Business & Professional Regulation’s Online Services. 
 
Information you will need to be aware of when using this feature are: 
 
The maximum size of any individual file may not exceed 2Mb 
The maximum size of all files being uploaded may not exceed 10Mb 
There is no limit to the number of files you may upload (up to 10Mb) 
The file types this feature can accept are txt, ctx, gif, jpg, jpeg, png, tif, doc, rtf 
and pdf. 
 
If after reviewing and following the instructions within this document you require 
additional assistance, please contact our Customer Contact Center at 
850.487.1395. 
 
Step #1 
 
Choose the “Browse” button. 
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Step #2 
 
A pop-up window titled “Choose File” will appear.  Change to the directory where 
your files are stored. 
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Step #3 
 
Highlight the file you wish to upload then choose the “Open” button. 
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Step #4 
 
The drive letter, directory and file name will appear as shown below.  Choose the 
“Attach” button to have this file uploaded to the DBPR Online Services. 
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Step #5 
 
After choosing the “Attach” button in Step #4, the name of the file will appear.  
Additionally, the size of the file being uploaded will appear on the “Total Size” 
line. 
 
To add additional files, choose the “Browse” button and proceed to Step #6. 
 
If you will not be uploading any additional files, choose the “Next” button and 
proceed to Step #10. 
 

 

Revised 09/27/2010 



Florida Department of Business & Professional Regulation 
Online Services 
File Upload Information and Instructions 
 
 
Step #6 
 
A pop-up window titled “Choose File” will appear.  Change to the directory where 
your files are stored. 
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Step #7 
 
Highlight the additional file you wish to upload then choose the “Open” button. 
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Step # 8 
 
The drive letter, directory and file name will appear as shown below.  Choose the 
“Attach” button to have this additional file uploaded to the DBPR Online Services. 
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Step #9 
 
The name of the additional file will appear.  Please note that the total size of all 
files being uploaded will increase on the “Total Size” line. 
 
To add additional files, choose the “Browse button and repeat Steps #6 through 
#9. 
 
If you will not be uploading any additional files, choose the “Next” button and 
proceed to Step #10. 
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Step #10 
 
The top of the “Application Summary” page will appear.  Scroll to the bottom of 
this page. 
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Step #11 
 
At the bottom of the “Application Summary” page, all files that are ready to be 
uploaded to DBPR Online Services will appear.  
 

 
 
 


