
 

U S E R  G U I D E  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DCA Certification & License 

Portal  
 

 

Original 

September 3, 2025 

Last Update 

September 3, 2025 

Version 

1.0 

 



 

 

 

1 

©CSI Technology Group | DCA Certification & License Portal Guide 

 

  

This guide was prepared to detail the DCA Certification & License Portal, including all 

features of licenses/certifications and courses in the InfoShare™. 
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I. Introduction 

The portal allows Firefighters and Inspectors to view and apply for licenses/certifications, as well as 

browse and register for courses. 

 

This document explains the functions of each inbox and entry point within the portal, and provides 

workflows and screenshots to illustrate each feature  
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II. Overview 

1. Home page  

Not all inboxes and entry points are visible to every portal user. What appears on the page depends 

on the user’s certifications and the permissions assigned to their account.

 

 

Newly registered users without certifications will see the following inbox and entry point when 

logging into the portal.

 

2. First Login to the Portal with Authentication Code or Firefighter who had access to the 

previous system. 

All portal users who register with an authentication code, or had access to the previous DFS system, 

are required to confirm and update their personal information during their first login. Any incorrect 

information should be updated at this time. 
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III. Inbox 

Inboxes are in the right-center area of the Home page.

 

1. Business Permit Pending My Confirm 

This inbox displays permit applications where the user is designated as a qualifier. It is available to 

firefighters with a DFS ID#. To proceed, click Confirm to acknowledge your role as a qualifier on the 

permit. 

 

 



 

 

 

7 

©CSI Technology Group | DCA Certification & License Portal Guide 

 

2. My Applications Pending Payment 

This inbox displays certification and license applications that require payment. 

 

• Click the License/Certification Title to view application details. 

• Click Request Status to track the review process. 

• Click Payment to complete your payment. 

 

Click, Click Here to Add Payment Information button to make a payment. 

 
 

3. My Incomplete Application(s) 

This inbox displays all incomplete applications. 

• Click the License/Certification Title to continue the application process. 

• Select the checkbox for the request(s) and click Delete to remove an incomplete application. 

Deleted applications cannot be accessed again. 
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4. My Request(s) Pending Review 

This inbox displays all certification and license applications pending DCA review. 

• Click Request Status to view the review process. 

• Click the License/Certification Title to revise application details 

 

 

5. My Approved Request(s) 

This inbox displays certification and license applications approved within the last 14 days. 

• Click Request Status to view the approval process. 

 

 

6. My Denied/Returned Request(s) 

This inbox displays certification and license applications that have been denied or returned by DCA. 

• Click Request Status to view the review notes and process. 

• Click the License/Certification Title to revise the details of a returned application. Denied 

applications are view-only. 
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7. UCC Trainee License(s) Pending My Review 

This inbox displays all UCC Trainee License applications pending Supervisor or Construction Official 

review. 

• Click the License/Certification Title to view application details. 

• Click Request Status to review the application. 

(Supervisor View) 

 

 

(Construction Official View) 
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8. My Business Permit 

This inbox displays all business permits owned by the user. 

• Click the Permit # to view the permit summary. 

 

Un-Revoke Permit 

To Un-Revoke a revoked business permit, click Un-Revoke. The hyperlink will show when the Permit 

is revoked. 

 

Renew Permit 

To renew a business permit, click Renewal 

 

Amend Permit 

To amend a business permit, click Amend. 
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9. My Fire Department 

This inbox displays the fire departments to which the user is assigned as a supervisor. 

• Click Fire Department Name to view the Fire Department Summary. 

 

 

10. Pending New Member(s) 

This inbox displays the firefighters who have requested to become members under the designated 

fire department. 

• Click Status to confirm or deny the request. Supervisors can assign the firefighter as CAREER 

or VOLUNTEER. 
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11. Verify Membership Request 

This inbox is used when a user is added to a fire department, for example during the initial 

Firefighter 1 application. The fire supervisor will then confirm if the user should be added to the fire 

department roster. 

• Click Confirm to confirm the request. 

.  

 

12. My Municipality 

This inbox displays the municipality to which the user is assigned as the Construction Official. 

• Click Municipality Code to view the Municipality Summary. 

 

 

13. Upcoming Courses 

This inbox displays all upcoming DFS approved courses. 

• Click Course Name to view course details. 
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IV. Entry Point 

Entry points are on the left of the Home page.

 

1. License Certification Request 

This is the main entry point for all portal users to apply for licenses, certifications, and permits. The 

portal displays all certifications and licenses that can be applied for through the system. 

• This entry point is only for applying for a new certification or license. 

• To renew or upgrade an existing certification or license, use the My Active 

License/Certification entry point. 

 

General Workflow 

Please choose License Category, then choose License/Certification to apply for. Each certification has 

its own application steps, which may vary depending on the certification selected.

 
 

 

 



 

 

 

14 

©CSI Technology Group | DCA Certification & License Portal Guide 

Email, SSN, and DOB cannot be modified during the license or certification application process. If 

any of this information is incorrect, contact the DFS or UCC unit. 

 

 

Supplemental documents required for the certification must be uploaded. Each certification has its 

own required documents, which may vary depending on the certification selected. 

• This is an example of a FIRE certification request. 
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• This is an example of UCC/H&MD request. 
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When the user completes all application data, it will be displayed on the review page. 

• Click Submit to send the application for review. 

 

 

Application Payment for FIRE LICENSES/CERTIFICATIONS and FIRE PROTECTION CONTRACTOR 

The payment amount is calculated based on the certification applied for. No payment is required 

during the application process, as this page is display-only. Payment will be processed after the 

request has been approved. 

• Note: Not all certifications include this page. Only certifications requiring payment will display 

a payment page. 
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Application Payment for UCC/H&MD REQUEST 

The payment amount is calculated based on the license applied for. Payment is required during the 

application process. 

 

 

Additional Notes - Firefighter Certification Request  

When requesting a Firefighter 1 certification, applicants must enter a valid sponsoring fire 

department. 

• You can search using the FDID# or the Fire Department Name.  

• The fire department supervisor will review the request after it is submitted. 
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Additional Notes – Inspector Trainee License Request  

When requesting an Inspector Trainee license, applicants must enter the valid six-digit license 

number of inspectors who hold licenses in the designated area (e.g., Building Trainee need a 

supervisor who holds a Building Inspector license). 

• The assigned Supervisor and Construction Official will review the request after it is 

submitted. 

 

Supervisor’s License # 

• Enter the six-digit license number of an inspector who holds a license in the areas and levels 

listed below. 

Area Level 

BUILDING  

ELECTRICAL  

FIRE PROTECTION  

PLUMBING  

HHS  

ICS  

RCS  

SUB CODE  

(Not Included: SUB CODE PROVISIONAL, TRAINEE)  

Construction Official License # 

• Enter the six-digit license number of an inspector that holds a Construction Official license. 

 

Additional Notes – Business Permit Request  

When requesting a Business Permit, applicants must click Add/Edit Qualifier and enter the valid six-

digit DFS# of the corresponding contractor/certification holder.  

• A person cannot be listed on more than one business permit. 
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The application will remain in the My Incomplete Application(s) inbox until all qualifiers confirmed 

their addition to the permit.  The application cannot be submitted for review until all qualifiers have 

confirmed their addition to the permit. 

 

 

2. My Active License/Certification 

This function allows a portal user to view all active licenses and certifications. 

The displayed sections are determined by the following rules: 

• If the portal user holds valid DFS (FIRE)–related certifications/licenses, the DFS 

CERTIFICATIONS and HISTORICAL (DFS CERTIFICATIONS) sections will be displayed. 

• If the portal user holds valid Contractor–related certifications, the CONTRACTOR 

CERTIFICATIONS and HISTORICAL (CONTRACTOR CERTIFICATIONS) sections will be 

displayed. 

• If the portal user holds valid DCS (UCC/H&MD)–related certifications/licenses, the DCS 

CERTIFICATIONS and HISTORICAL (DCS CERTIFICATIONS) sections will be displayed. 
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Certifications/Licenses Renew  

1. To renew fire certifications, click Renewal in DFS CERTIFICATIONS. The button will be 

enabled once the certification meets renewal requirements. 

2. To renew contractor certifications, click Renewal in CONTRACTOR CERTIFICATIONS. The 

button will be enabled 180 days prior to the certification’s expiration date. 

3. To renew Technical/Admin certifications, click Renew Technical/Admin Licenses in DCS 

LICENSES. The button will be enabled 60 days prior to the certification’s expiration date. 

4. To renew Trainee certifications, click Renew Trainee Licenses in DCS LICENSES. The button 

will appear 60 days before the certification’s expiration date. 

 

Construction Official /Sub Code Upgrade  

To upgrade UCC/H&MD certifications to Construction Official or Sub Code, click Upgrade in the 

Upgrade to CO/SC field. 
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View Award Letter/Wallet Card 

To view the award letters and wallet cards of granted certifications, click View Award Letter/Wallet 

Card. 

1. The granted certifications will be printed on the card. 

1.1. Trainee certifications are excluded from the wallet card. 

1.2. If multiple provisional certifications are granted with different effective/expiration dates, 

the maximum effective date and minimum expiration date will be displayed as the wallet 

card time period. 

1.3. Technical Assistant is included in the wallet card. 

3. Request for DFS ID # 

This function allows a portal user without a DFS ID# to apply for a new DFS ID#. If the user already 

has a DFS ID#, the entry point will not be displayed, and the user cannot apply again. 

 

 

 

4. Request Access to Business Permit 

This function allows a portal user to request access to an existing business permit.
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If the user does not have a DFS ID#, user must complete the Personal Information section and 

apply for a DFS ID#. 

• In this scenario, the user will have two requests: one for Business Permit Access and another 

for a DFS ID# in the My Request(s) Pending Review inbox. 

 

 

 

5. Application History 

This function lists all application history of the logged-in portal user. 

• Click License Title to view application details. 

• Click Request Status to view review details. 
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6. DFS Course Schedule 

This function lists all active courses related to fire certifications. It is available to users who already 

hold a certification and need to register for courses to meet renewal requirements. 

• Click Course Name to view course details and register. 

  

 

The Register button will be displayed when the user is not registered for the course.  

• Once a user registers, the request will be reviewed by the Fire Academy/Eligible Organization 

offering the course. 

• Users must confirm with the Fire Academy/Eligible Organization that they are accepted into 

the class. 

• Registering in the portal only alerts the Fire Academy/Eligible Organization of interest 

in attending the course; additional requirements may need to be met to participate. 
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7. UCC/H&MD Course Schedule  

This function lists all active courses related to code licenses. 

• Click Course Name to view course details and register. 

 

The Register button will be displayed for the user to access the course registration page. 

• Registration does not occur in the portal; users will be redirected to another website to 

complete the course registration.
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V. Menu & Tabs 

1. Municipality 

Municipality Summary  

The page displays detailed information about the municipality. 

 

 

2. Fire Department  

Fire Department Summary 

This page displays detailed information about the fire department. 

 

 

Active FireFighter List (VOL) 

The page lists active firefighters assigned to the fire department as volunteers. 

• Click the firefighter’s name to view firefighter details. 

• Click Remove to remove the firefighter from the department. The firefighter will be moved to 

the Historical Firefighter List. 

• Click Add to add a firefighter to the fire department. 
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Active FireFighter List (CAR) 

The page lists active firefighters assigned to the fire department as career. 

• Click the firefighter’s name to view firefighter details. 

• Click Remove to remove the firefighter from the department. The firefighter will be moved to 

the Historical Firefighter List. 

• Click Add to add a firefighter to the fire department. 

 
 

Historical Firefighter List 

This page lists firefighters who have been removed but were previously assigned to the fire 

department. 
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3. Business Permit  

Permit Summary  

This page displays detailed information about the business permit.

 

View Award Letter/Wallet Card 

To view the award letters and wallet cards of granted certifications, click the View Award Letter/ 

Wallet Card button. 
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VI. Revision History 

1. Version 1.0 

1.1. Initial version released on 09/03/2025 


