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How to Use This Manual  
 
This manual is organized around the Pesticide Use Permit System Registered Applicator Menu. The 
Menu buttons are described right to left, top to bottom, in their entirety. Screen options and functions are 
described in detail when they first appear. All screen options are followed to their conclusions, which may 
lead the reader into several layers of screens. Quickly navigate through the Manual by clicking on Index 
headings. Repetitious instructions are avoided unless they are necessary for the successful navigation of the 
System or for correct report generation.  
 
Vista Technical Help  
 
In Vista, the user needs to go to the Control Panel and look for the User Accounts item and open this.  When this opens, 
he/she need to go to the Manage User Accounts and verify that the account they are using has Administrator 
privileges.  If it doesn’t, they will need to exit and log in with the account that does have administrator privileges.  
Note: Vista does not automatically assign administrator privileges to all users, just the one that original set up the 
operating system on the computer.  Once they are logged into the system as the administrator, they can go back to the 
User Account/Manager User Accounts and assign any user the administrator privileges.   
If you continue to have trouble entering the system, please click on the PUPS Contact Information button to 
obtain telephone assistance. 
 
To uninstall any program from Vista, you go to the Program and Features item in the Control Panel.  Microsoft has 
moved the old XP and earlier operating systems Add/Remove Programs item to this in Vista. 
 
Logging into the PUPS Application  
 
You must be able to log into the Pesticide Use Permit System (PUPS) to use it, therefore you will need a 
User Name and Password. New users without a password and username may obtain an application for an 
account from http://www.flaes.org/temik/index.htm/ Click text “Request Username & Password for 
Electronic Aldicarb (Temik) Permit Application”. The username and password will be emailed when the 
account is approved and created. Users will be required to change their password upon entering the system 
for the first time.  
 
Logon Screen for PUPS User: 
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If the validation fails, the Outside User Role Determination form displays.  
 
 
If the password has been reset, the Outside User will be prompted to change their password upon logon: 

 
 
 
CHANGE PASSWORD 
Clicking on OK will bring up the change password screen: 
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Clicking on the Change Password button on the Registered Applicator Menu will bring up a screen that will 
also allow you to change your password.  Type your old password in the Old Password field, then type in 
your new password in the New Password field. Re-type your new password into the Confirm Password 
field. Click “OK” to set your new password. If you decide not to change your password, then click 
“Cancel” to go back to the Registered Applicator Menu.  
 
Rules for Passwords:  
� Your new password cannot be the same as your old password.  
� Your password cannot be the same as your userid.  
� Your new password must be at least six characters long.  
� Your new password must start with a letter of the alphabet.  
� Your password must contain at least one letter of the alphabet.  
� Your password must contain at least one number.  
� You can only use letters, numbers, # and $ in your password – no other special characters are allowed.  
� If you forget your password, contact FDACS. 
 
 
If you continue to have trouble entering the system, please click on the PUPS Contact Information button to 
obtain telephone assistance. 
 
PUPS Contact Information Display 
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Registered Applicator Menu 
 
 

 
 
You have 15 screen choices (buttons) on the Pesticide Use Permit System Registered Applicator Menu. 
Clicking on each of these choices allows you to navigate the system. The four sections of the menu, titled 
in blue, are described below. 
 
 
Options  
 
Options: There are seven options under this section of the Registered Applicator Menu screen: Submit 
New Permit Application On-line (pgs 6-23), Change My Address or Contact Information (pgs 25-28), 
Change Existing Application Site (pgs 29-37), Create New Application Site (pgs 38-40), Change Password 
(pg 41), PUPS Contact Information (pg 42) and Transfer My Growers/Sites/Wells (pgs 43-46). 
 
Submit New Permit Application On-line 
Clicking on this button allows you to start the creation of a new DACS Set. 
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Create New DACS Set Step 1  
 
You must select a Target Site.  The status and the application date are pre-populated.   
 

 
 
The Target Site chosen is citrus.  You will then be prompted to choose a Product Brand Name.  You can 
only choose one Target Site and one Product Brand Name per Permit.  After choosing a Product Brand 
Name, click Submit.  
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Create New DACS Set Step 2 
 
This screen will allow you to choose a Grower Name that is already listed or add a new Grower if needed. 
To add a new Grower see pages 13-16.  Growers previously used by you will be listed at the top of the list.  
You can also select Yes for the Permission to Enter form at this step. The system automatically defaults to 
No. Again, the fields at the top of the screen are pre-populated.  A PUPS # has now been generated.  This is 
essentially a number for the application and will allow you to keep track of submitted permits. 
  

 
  
 
After selecting a Grower and clicking the button Add Selected Grower and Proceed to Step 3, a dialogue 
box will appear asking if the user wants to edit the grower contact information.  This function is only 
available for existing Growers; a new Grower can not be created.  If the user clicks No the process 
continues to Step 3, site selection.   
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If the user clicks Yes, the Grower Information screen opens. You can then edit or enter your Grower 
address, contacts and add notes.  When you are finished, click the Return to Permit Application button and 
the process continues to Step 3, site selection.   

 

 
 

Create New DACS Set Step 3 – Add Application Site 
 
This screen shows only the application site(s) that you have used under this particular Grower.  
You may select any or all application sites you wish to Permit. 
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You can also click the View button next to any of the application sites and the Application Site Information 
screen opens.  From this screen you can make the initial entry of well information, Documents and Notes. 
You can also create a new application site by making any changes to the # of Acres, # of Non-drinking 
Wells and Adding a Drinking Well.  See pages 20-24 of View Application Site Information. 
. 

 

 
 
After choosing an application site or sites, click the first Submit button Click here to Use Selected 
Application Sites(s).  If an application site is not listed but is similar to a previously used application site or 
an application site is not listed and a new one is needed, you can choose to do either of these functions also.  
See page 18 for directions on how to enter a similar Application Site and pages 38-40 for directions on how 
to enter a new Application Site. 
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You have successfully submitted a Permit Application 
 
A PUPS number is generated and you can print this information out for your records.  You may then select 
one of the following five buttons:  Continue with Same DACS # Set – Same Grower/New Site, Submit 
New DACS # Set – Same Grower/New Site, Submit New DACS # Set – Different Grower, Return to Main 
Menu or Print. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Revised 11/19/2009 12

Printing a completed DACS Set 
 
To print a completed DACS Set you must first turn the Pop-up Blocker function on your computer Off. 
 

 
 
Click Print and the following screen opens showing your document.  Then select the print function on this 
page and a hard copy is printed. 
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Submit New Permit Application On-line 
 
Create New DACS Set Step 2 – Add a New Grower 
 
If the Grower Name is not on the list provided, a new Grower may be added. 
Click on the Desired Grower is not in the above list; Add a new Grower Submit button. 
 

 
 
Create New Grower Step 1 – Enter Grower Information 
 

 
 
This screen prompts you to enter the name of the Grower and the USADA number (if available).  A 
Grower may also be added by state officials. This is differentiated by clicking the drop down button on 
Grower Type. 
 
After entering the necessary information, click Submit. 
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Submit New Permit Application On-line 
 
Creating a New Grower Step 2 – Enter Grower Address 
 
This screen allows you to enter two Address Types: mailing and physical for the Grower. The top part of 
the screen is pre-populated with a unique ID number for the new Grower entered.   
 

 
 
After entering this information, you have the option to Save Address Record or Continue Without Saving.  
If you do not have all of the Grower’s Information, select Continue Without Saving.  The information can 
be entered later.  Click Save Address Record and you are given the option to Enter another New Address or 
Finished Entering Addresses.  If you do not have another address for the Grower, click the Finished 
Entering Addresses button. 
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Create New Grower Step 3 – Enter Grower Contacts 
 
This screen allows you to enter two Contact Types for your new Grower:  Home and Business. 
 

 
 
After entering this information, you have the option to Save Contact Record or Continue Without Saving.  
If you do not have all of the Grower’s Information, select Continue Without Saving.  The information can 
be entered later.  Click Save Contact Record and you are given the option to Enter another New Contact or 
Finished Entering Contacts.  If you do not have another contact for the Grower, click the Finished Entering 
Contacts button. 
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You have successfully entered a Grower 
 
Click the OK button and you will then be prompted to Step 1 of the Create a new Application Site screen. 
 

 
 
 
Create New Application Site Step 1 – Enter Site Information 
 
On this screen you can start entering the information for your new Grower’s Application Site.  See pages 
38-40 of Create New Application Site for directions.  When all of the site information is entered, you will 
receive a prompt stating You Have Successfully Enter Your Application Site, click OK. 
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You have successfully submitted a permit application 
 
The following screen below will open.  You can now print your permit application for your records. 
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Create New DACS Set Step 3 – Add Application Site 
 
If you have a new Application Site that is similar to one of your previous sites, select Add a New 
Application Site that is Similar to the Selected Site and click submit. 
 

 
 

 
Create New Application Site Step 1 – Enter Site Information 
 
The following screen opens, again see pages 38-40 of Create New Application Site for directions.   
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Create New DACS Set Step 3 – Add Application Site 
 
If you have a new Application Site, select Add an Entirely New Application Site and click submit. 
 

 
 

 
Create New Application Site Step 1 – Enter Site Information 
 
The following screen opens, again see pages 38-40 of Create New Application Site for directions.   
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Create New DACS Set Step 3 – Add Application Site 
View Application Site Information 
 
This screen allows you to select an Application Site for review before adding the site to a DACS Set.    You 
can also create a new Application Site if needed.  Click the View button of the Application Site to bring up 
the Application Site Information screen, which contains three additional tabs: Location, Notes and Wells.  
 
 

 
 

 
The Location tab displays County, T/R/S and the Quarter/Quarter fields.  This is the default tab that is 
shown when you enter this screen.  See page 31 of Change Existing Application Site. 
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The Notes tab gives you a place to put comments and notes in order of the date they were entered into the 
screen.   See pages 33-34 of Change Existing Application Site.  

 

 
 
 
 
The Wells tab brings up a table of wells for the site.  The table contains the Description of the Well, Well 
Permit # and the Setback Distance.  See pages 35-37 of Change Existing Application Site. 
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You can also create a new Application Site if needed by attempting to make changes to the # of Acres, the 
# of Non drinking Wells and Adding a new Drinking Well. 
 

 
 
 
You are prompted with the following message upon clicking the Save Application Site button. 
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If you click Yes, the screen updates and now shows the new Application Site with the date of the changes 
added in the Name of Field/Grove description and the increase in acres.  You can now proceed to make all 
additional changes as needed.   If you click No, you will return to the Location tab. 
 

 
 
 
You are prompted with the following message upon clicking the Save Well Information button 
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If you click Yes, the screen updates and now shows the new Drinking Well Information.  You can now 
proceed to make all additional entries as needed.  Upon saving the new Drinking Well Information the 
Application Site Information screen opens with the date of the changes added in the Name of Field/Grove 
description and the increase in the # of Drinking Wells showing.  If you click No, you will return to the 
Wells tab. 
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Change My Address or Contact Information 
Clicking on this button allows you to make changes to your address or contact information pending 
FDACS approval. 
 

 
 

 
The Licensed Applicator Information screen contains four tabs: Address, Contact Information, Email and 
Notes.  Each tab brings up a different view of the bottom half of the Licensed Applicator Information 
screen.   Click the Back button to return to the Registered Applicator Menu. 
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The Address tab displays the Applicator’s Mailing Address. This is the default tab that is shown when you 
enter this screen. Clicking on the button I want to change this address brings up a screen of fields that can 
be changed. Click on the button Save My Changes to save the new information.  

 

 
 
Clicking on Save My Changes will prompt the following statement: You have successfully entered your 
change or deletion.  FDACS must approve before this change can take effect. Click OK 
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Under the Contact Information tab you can add or edit a contact Phone Type by clicking the Select button 
next to the Phone Type Code.  Enter your information and click Save My Changes.  
 

 
 
Again, clicking on Save Address Changes will prompt the following statement: You have successfully 
entered your change or deletion.  FDACS must approve before this change can take effect. Click OK 
  
 
Under the Email tab you can add or edit an email address by clicking the Select button.  Again, clicking on 
Save Address Changes will prompt the following statement: You have successfully entered your change or 
deletion.  FDACS must approve before this change can take effect. Click OK 
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The Notes tab allows you to add a new note and view previous notes.  See pages - for directions on how to 
create a new note.  Click the Back button to return to the Registered Applicator Menu. 
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Change Existing Application Site 
Clicking on this button allows you to make changes to an existing Application Site. 
 

 
 
 

Clicking on the Change Existing Application Site button brings up a screen showing all of your Application 
Sites in the order of the most currently used site at the top of the list. 
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Upon selecting a site, the Application Site Information screen opens.  From this screen by clicking the top 
View Details button, you can update or complete your Grower Information.   
 

 
 
You can enter or update the following information:  Addresses, Contacts and Notes. 
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This screen also has four tabs that bring up a different View of the bottom half of the Application Site 
Information screen:  Location, Permits, Notes and Wells.  
 

 
 
 The Location tab displays County, T/R/S and the Quarter/Quarter fields.  This is the default tab that is 
shown when you enter this screen.   
 
 
Click on the View/Change Details button in the Location tab screen to bring up the Application Site 
Location.  On this page you will be able to make the initial entry and save your ¼ of ¼ section information.  
After clicking the save button, you will not be able to make any other changes to this information.   
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The Permits tab brings up the PUPS #, Permit Status, Approved Application Period and Target Site for 
each permit associated with the site. 
 

 
 

 
Clicking the View button to the left of a row of information brings up the View Permit Application 
Information for the PUPS #.  See pages 63-69 for more information on the Permit Application Information 
screen.  
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The Notes tab gives you a place to put comments and notes in order of the date they were entered into the 
screen.   

 

 
 
Click on the View button to bring up the Notes screen if a note is already enter.   
 

 
 
Click the Back button to return to the Notes tab. 
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Add a new note by clicking on the Add New Note button to bring up a blank screen.  
Enter your note, click the Save button to save your note. 
 

 
 

If you do not wish to save the note, click the Back button.  Then click Continue when the prompt appears 
and you will return to the Notes tab. 
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The Wells tab brings up a table of wells for the site.  The table contains the Description of the Well, Well 
Permit # and the Setback Distance.   
 

 
 
 

Click on the View button to bring up the Drinking Water Well Information.  On this page you can make the 
initial entry of Latitude/Longitude information, Well Depth, Diameter, Casing Depth, Offset Distance, 
Offset Direction.  After clicking the save button, you will only be able to make spelling corrections to the 
Description field.  
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There are two tabs in the Drinking Water Well Information screen:  Documents and Notes.  
The Documents tab is the default tab that is shown when you enter this screen. 

  

 
 
This screen shows you all of the documents that are associated with that particular well, how those 
documents are stored and the date on which they were uploaded. You can add a new document by clicking 
on the Add New Document button. A menu box is displayed from which you can bring up the appropriate 
document type. Follow the directions in the menu box to add the document into your Drinking Water Well 
Information screen.  
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The size limit for documents is 1.6 megabytes.  
 

 
 

Added documents cannot be deleted.  
 

 
 
Click View to open the Document. 
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Create New Application Site 
 
*If an existing Application Site has changed – Name of site, Increase or Decrease in acreage, 
Drinking/Non drinking wells a new record must be created.   
 

 
 

 
Clicking on the Create New Application Site button opens a screen with a list of your Growers.  The most 
current Grower will be at the top of the list.  Select the needed Grower and click OK.   
 

 
 
 
 
 
 
 
 
 
 
 
 
The Create New Application Site Step 1 – Enter Site Information screen opens.   
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On this screen you can enter the information for your new Application Site.  Click Submit when finished 
and you will be prompted to Step 2. 
 

 
 
 
Add New Application Site Step 2 – Location 
 
On this page you will be able to make the initial entry and save your ¼ of ¼ Sections information.   *After 
clicking the Save button, you will not be able to make any other changes to this information*  
 

 
 
 
 
 
 

 
 
Create New Application Site Step 3 – Enter Well Information 
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This screen lists the specifics of the Application Site including site name description, 
township/range/section of site, and the drinking well description and location. 
 
NOTE: As of July 1, 2007, applicators are now required to list GPS coordinates   
  for all drinking wells.  The format for GPS coordinates is as follows:  

• the latitude coordinate will be a positive number and will need to be entered to five 
decimal places (example: 89.02643);  

• the longitude coordinate will be a negative number and will also need to be entered 
to five decimal places (example: -96.12379). 

 
After entering the well description information, latitude, and longitude, click the Save Well Record button.  
If you start entering the well information and later decide not to continue, click the Continue Without 
Saving button.  The Drinking Wells count will be saved but without GPS coordinates.    
 

 
 
You will receive a prompt stating You Have Successfully Enter Your Application Site, click OK and return 
to the Registered Applicator Menu. 
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CHANGE PASSWORD 
 
Clicking on the Change Password button on the Registered Applicator Menu will bring up a screen that will 
allow you to change your password. 
 

 
 

Type in your old password in the Old Password field then enter your new password in the New Password 
field. Re-type your new password into the Confirm Password field. Click OK to set your new password. If 
you decide not to change your password, then click Cancel to go back to the Registered Applicator Menu.  
 

 
 
Rules for Passwords:  
� Your new password cannot be the same as your old password.  
� Your password cannot be the same as your userid.  
� Your new password must be at least six characters long.  
� Your new password must start with a letter of the alphabet.  
� Your password must contain at least one letter of the alphabet.  
� Your password must contain at least one number.  
� You can only use letters, numbers, # and $ in your password – no other special characters are allowed.  
� If you forget your password, contact FDACS. 
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PUPS Contact Information 
Clicking on this option opens a screen showing the FDACS phone number and the contacts for PUPS. 
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Transfer My Growers/Sites/Wells 
 
This option allows you to transfer all or some of your Growers, Application Sites and Wells to other 
Applicators. 
  

 
 
Clicking on the Transfer My Growers/Sites/Wells button opens the Select an Applicator to Transfer 
Information to screen.  Click the box next to the Applicator that you want to transfer information too.  
Clicking the Back button will return you to the Registered Applicator Menu. 
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Click the Submit Applicator button and the Transfer Applicator Select Grower and Sites screen opens.   
 

 
 
Click on the magnifying glass button beside the Grower textbox and select a grower from the list.  Click 
OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Revised 11/19/2009 45

A list of Application Sites related to the transferred from Applicator and the selected Grower will be 
populated. 
 

 
 
You can now select all or some of your Application Sites to be transferred.  Click the Transfer button and 
you will receive the following message:  Application Site(s) have been transferred, click OK. 
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Clicking the OK button will return you to the Transfer Applicator Select Grower and Sites screen.  You can 
then select another Grower and complete the transfer process again. 
 

 
 

Clicking on Cancel will return you to the Registered Applicator Menu.   
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View/Search By Section  
 
View/Search By: There are four choices under this section of the PUPS Registered Applicator Menu 
screen:  Stored Permit Data (pgs 47-53), View My DACS #s (pgs 54-70), Review Pending Permits (pg 71) 
and Permits Awaiting Monitor Sign-off (pg 72). These choices will show you a Search Results page from 
which you can select an application site to view and make appropriate changes.  
 

 
 

Stored Permit Data  
Clicking on the Stored Permit Data button will bring up the Search Stored Permit Data screen, below. This 
screen allows you to search for permits entered into the system using the criteria you select.  
 

 
 

Search or Sort Fields followed by a Magnifying Glass 
 
Values can be typed in or selected from a stored list of values by clicking on the magnifying glass button, 
generally found immediately to the right of the field. The values entered must match the values in the 
displayed list or you will not be able to navigate to any other fields. Typing in a partial value and clicking 
Enter on your keyboard or clicking the enter button on your mouse will bring up the list of values filtered 
on what you typed in.  
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Typing in a valid word or part of a word will bring up all choices containing that word. For example, typing 
in Denied or Den from the Status field found in some of the screens will bring up the choices  
DENIED - INCOMPLETE OR UNSUCCESSFUL and DENIED - NO ACTION from which you can 
choose.  
 
The list can be filtered within itself by entering a value into the Find box and clicking Find.  
Use the % sign as a „wildcard‟ in the Find box. The wildcard stands for any value. For example, searching 
S% will return all values beginning with an S. Searching S%E will return all values beginning with an S 
and ending with an E.  
 
If you enter a value into a field and click Enter and the list has only one value that matches, then that value 
is the one that will populate the field.  
 
All values are search only, meaning that you cannot enter a new value or edit one that is already there.  
Leaving a field blank will default to all of the values in the list being used.  
 
 
Product Brand: This is the brand name of the registered pesticide being used, such as TEMIK 15 (Citrus).  
 
Target Site: This is generally the crop or pest upon which the Product Brand is being used, such as 

CITRUS or RATS. All target sites in the system will be returned.  
 
County:  This is the county in which the Product Brand is being used, and in which the Target Site 

resides.  
 
Applicator: The name of the Applicator who is logged into PUPS will be automatically entered here. 

The format for the Applicator name is Last, First, Middle.  
 
DACS #: The DACS # is a number that describes a group of permits which were submitted 

together and approved. This number is not assigned until all permits in the group are 
approved. DACS # will begin with the last two digits of a year (i.e. 09 for 2009) and are 
assigned sequentially. Monitors can only see DACS # to which they have been assigned.  

 
PUPS #:  One PUPS # is assigned per permit application site existing in the system.  

The PUPS # ends in the last two digits of the year and is assigned sequentially.  
Monitors can only see PUPS # to which they have been assigned.  

 
Monitor:  The name of the Monitor who is assigned to the DACS # and PUPS #.  

The format for the name is Last, First.  
 
Status: This is the Status of the permit or permits to be viewed. These are listed in a drop down 

field. The available Statuses may change as the State deems necessary.  
 
How to Search Fields Followed by a Calendar Icon:  
 
Dates can be typed in or selected from a Calendar icon, generally found immediately to the right of the 
field. Click on the Calendar icon to bring up a replica of a calendar page. Enter the desired year in the 
appropriate field, using the drop down list. The default is the current year. Enter the desired month in the 
appropriate field, using the drop down menu. The default is the current month. Then click on the date 
within that month. The date is automatically entered into the field and the search screen is displayed.  
 
Search by Selected Year Range:  

This will default to current application year so that the search will not become too large.  
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You can customize your search range by selecting the Permit Application Dates below 
this field.  

 
 
Important:  Either use Search by Selected Year Range or enter one of the following specific ranges:  

Permit Application Date ranges, Permit Approval Date ranges or Approved Application 
Period ranges. 

 
If you use the Search by Selected Year Range, the program will ignore all other date 
ranges that you subsequently enter.  

 
Permit Application Date:  This is the date on which the Applicator applied for the permit.  

You can enter search dates by either clicking on the calendar icons to the right 
of the From: and To: fields and choosing the desired dates on the calendars or 
you can manually enter dates in those fields. The search includes the dates that 
you entered.  
To enter dates correctly, type in mm/dd/yyyy, e.g. 04/21/2009 for April 21, 
2009.  

Permit Approval Date: This is the date on which the permit was approved by FDACS.  
The mm/dd/yyyy date format applies here.  
You can use a combination of Permit Application Date and Permit Approval 
Date for your search.  

 
Approved Application Period: This is the date range within which the product has been permitted for 

use. The mm/dd/yyyy date format applies here.  
You can use a combination of Permit Application Date, Permit 
Approval Date and Approved Application Period to search the 
database.  

 
How Sorting Works:  
 
Sort ascending allows you to sort a field from the lowest to the highest number or from A to Z. This is the 
default setting. Sort descending allows you to sort a field from the highest to the lowest number or from Z 
to A.  
 
Sort By (1st Order):  This field is your first choice of how you want your data sorted in your results 

display.  
 
Sort By (2nd Order):  This field does a secondary sort of your data. For example, if your first choice 

(Sort by 1st Order) is by Permit Number, then your results would be sorted in 
ascending order (lowest to highest number). Now if you choose Grower Name 
for the Sort By 2nd Order, you would still get the list sorted by Permit Number, 
but each permit would ALSO be sorted by Grower Name in ascending order 
(lowest to highest number). 

  
Sort By (3rd Order): This field can be used to fine-tune your search by yet a third search order. For 

example, in the above example you can now enter Target Site for the 3rd order, 
and the list would be first sorted alphabetically by Applicators, then in 
ascending order by Permit Number, then in alphabetical order by crop (Citrus 
comes before Potatoes).  

“Search”:  After you have entered your search parameters into the fields on this screen, hit the 
Search button to produce your results (see example on the following page).  

“Back”: Selecting Back from the Search Stored Permit Data screen takes you back to the 
Registered Applicator Menu screen.  
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Across the top of the screen there are three tabs: File, Help and Window: 

 
Choosing File gives you the option of exiting the form.  
Choosing Help gives you a drop-down window containing Release Notes and About, both of which give 
you more information about the PUPS software and its creators.  
Choosing Windows gives the options to Cascade, Tile Horizontally and Tile Vertically, which are generally 
not allowed or useful when looking at screens.  
If you’re not sure where you are in PUPS, you can open Window to see whether you are in the database 
itself or in the Search Results.  
A filled button gives you your location in the system. You can go back and forth between PUPS and the 
search results by clicking on the buttons.  

 
The following screen is an example of a results display for a specific Applicator. Hitting the Back button 
from the Select Information screen takes you back to the Search Stored Permit Data screen, and you can 
then generate another results set. 
 

 
 
Using Your Results  
You now have generated the Pesticide Use Permit System Search Results, a screen that can take you into 
the Permit Application Information screens.  
 
To view a particular permit, click on the View button to the left of the row of information on that permit.  
We have chosen PUPS-4038-09 as an example, and the Permit Application Information screen for this 
PUPS # follows the Search Results screen.  
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Viewing Licensed Applicator and Grower Information Screens  
 
You can also view your Licensed Applicator and Grower Information screens by clicking on the View 
Details buttons to the right of those fields. They take you to the appropriate pages in the PUPS system.  
 
Other Screen Items/Tabs  
 
There are six other tabs:  Status, Application Site, Wells, Monitor, Notes and  Documents/Soil Survey.  
 
For each screen, you can choose Action, Edit, Query, Record or Window commands found across the top 
of the screen. Each of these commands has an associated drop-down menu from which you can select 
allowed options.  
 
Allowed options are shown in sharp text, whereas disallowed options are passive when you click on them.  
 
Action gives you the option of Exiting the screen. If you Exit the screen, it will take you back to the 
Selection Information screen.  
 
Query allows you to enter the Query Mode, where you can manage the data that you generated by first 
Entering a Query. When you chose this option, a gray toolbar appears above a blank table. You can either 
use the toolbar OR type in a field in the blank table to execute a query.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Revised 11/19/2009 52

Entered Query Example 
 

 
 
You can enter your choice of Ascending (A) or Descending (D) order in the Sort field.  
Then, using the pull down option, choose which of the search criteria you want to appear in the particular 
order that you chose.  
 
Click on the Execute tab to get the populated list. The screen shot on page 12 shows the results of entering 
D then PUPS # from the drop-down screens that appear when you click on the arrows to the right of the 
blank white fields.  
 
To populate a field for a query using the blank table (as shown in the picture on page):  
Enter all or part of a word or name in the desired field, followed by the % sign, e.g. OSGO%, in the 
following screen. Click on the Execute tab to get the populated list.  
 
NOTE:  You will get an error message if you don’t enter the % sign. Canceling a Query takes you back to 

the Search Results screen. Last Criteria fills the form with the last query criteria that you gave, so 
you don’t have to re-type if you want the same information. Count Hits lets you know how many 
records will come up in the query. This number is given at the bottom of the screen, in the 
information bar. This is important to know if you are planning on printing out your results.  

 
Sort Ascending sorts a field from the lowest to the highest number or from A to Z.  
Sort Descending sorts a field from the highest to the lowest number or from Z to A.  

 
Record produces a drop-down screen containing Previous Record, Next Record and Insert Record.  
These allow you to bring up the record immediately previous to the one that you are viewing and the next 
record after the one that you are viewing. Results from choosing Previous and Next Record are displayed in 
the information bar at the bottom of the screen. Insert Record is generally disabled.  
 
Window gives the same options as were described on page 49.  
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Execute Query Results 
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View My DACS #’s 
 
Click on the View My DACS #’s button on the Registered Applicator Menu: 
 

 
 
Clicking on the View My DACS #s button will bring up the Search by DACS # screen, below. This screen 
allows you to search for permits entered into the system using the criteria you select.  If you are checking to 
see if a DACS #s has been assigned, do not check either box and click the Search button. 
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If a DACS #s has been assigned, the number will be in the DACS # column. 
 

 
 

Click the View button to open the DACS Information Screen. 
 

 
 
The DACS Information screen is pre-populated with the DACS #, Applicator Name, License Number, 
Target Site, Active Ingredient, Grower/Company Name, Site Count and Total Acres. There are four tabs in 
the DACS Information screen. Each of the four tabs brings up a different view of the bottom half of the 
DACS Information screen:  Pending Approval/Denial, Resubmitted Applications, Notes and Permit 
Applications. 
 
The Pending Approval/Denial tab is the default tab that is shown when you enter this screen.  Under this 
tab would be a list of associated PUPS# whose status has not been changed. 
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The Resubmitted Applications tab shows a list of PUPS # that has been resubmitted for approval. 
 

 
 

The Notes tab gives you a place to put comments and notes, in order of the date they were entered into the 
screen.  
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The Permit Applications tab shows a list of associated PUPS #s that FDACS have reviewed and changed 
the status.   The  PUPS #s below status is Approval Process Complete.  Click the Print Receipt button to 
obtain a copy for your records. 
 

 
 
 
 
 
 

 
Approved Permits Example 
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If no DACS # has been assigned to the Permit, click the View button to open the DACS Information 
screen.  
 

 
 
There are six PUPS #s associated with this DACS Set.  The Pending Approval/Denial tab list five of the 
PUPS #s.  The other associated PUPS # status has been changed and can be found under the Permit 
Applications tab.  
 
The Permit Applications tab shows a list of associated PUPS #s that FDACS have reviewed and changed 
the status.  The PUPS # below status is Denied-Incomplete or Unsuccessful.  When a  PUPS # is denied a 
note will be entered by FDACS.   
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Click on the View button and the Permit Application Information screen opens.  Open the Notes tab to see 
why the PUPS # was denied by FDACS.  The note stated GPS Well information was needed before the 
PUPS # could be approved.   
 

 
 
Open the Wells tab and click the View button of the listed drinking well. 
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Enter the required information and click the Save Well Information button. 
 

 
 
Click the Back button and return to the Permit Application Information screen. 
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Open the Notes tab again and enter a note stating you have entered the required well information.  FDACS 
will be sent an email from the PUPS system regarding your Note.  Click the Back button on this page and 
return to the DACS Information screen (Permit Applications Tab). 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Revised 11/19/2009 62

Check the Resubmit button next to the PUPS #, click the Process Resubmission button and the PUPS # will 
be resubmitted for approval.  After a PUPS # is selected for resubmission a New PUPS # is assigned and 
the Old PUPS # is also removed from under the Permit Applications tab. 
 

 
 
Click the View button to open the Permit Application Information screen for the New PUPS #. 
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Typing in a valid DACS # will bring up a screen matching the search requested information. 
Checking the Pending Permits box will bring up a list of the requested information.  
 

 
 
Clicking on the View button to the left of the Permit will open the DACS Information screen. 
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Click on the View button to the left of a PUPS # opens the Permit Application Information screen for the 
assigned PUPS #.  

 

 
 

There are six tabs in the Permit Application Information screen.  Each of the six tabs brings up a different  
View of the bottom half of the Permit Application Information screen. 
 
Status Tab: This is the Status of the permit or permits to be viewed. These are listed in a drop down 
field. The available Statuses may change as the State deems necessary.  This is the default tab that is shown 
when you enter this screen. 
 
Application Site Tab: The Application Site tab contains the Site Name, number of Acres, number of 
Drinking and Non-Drinking Wells, County, location information on the wells including Quarter of Quarter 
and Township/Range/Section.  

 

 
*All Sites in any of the Prohibition Zones will have the above message in RED*  
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Click on the View Details button to bring up the Application Site Information screen, which contains three 
additional tabs: Location, Permits and Wells.  

 

 
 
The Location tab displays County, T/R/S, and the Quarter/Quarter fields. See page 31 of Change Existing 
Application Site. 
 
The Permits tab brings up the PUPS #, Permit Status, Approved Application Period and Target Site for 
each permit associated with the site.  See page 32 of Change Existing Application Site. 
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The Notes tab gives you a place to put comments and notes, in order of the date they were entered into the 
screen.   See pages 33-34 of Change Existing Application Site. 
 

 
 
 
The Wells tab brings up a table of wells on the site. The table contains the Description of the well, and also 
its Permit Number and the Setback Distance, if available.  See pages 35-37 of Change Existing Application 
Site. 
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Wells Tab: The Wells tab brings up a table of the wells on the application site, their Description, and 
Setback Distance.  
 

 
 

Clicking on the View button to the left of a particular well brings up the Drinking Well Information 
screen (as seen on pages 35-37) for the particular well.  
 
 
Monitor Tab: The Monitor tab brings up Monitor ID, Name and Company/Employer for all assigned 
Monitors (based on Monitor-County-Target Site-Production Brand assignments). The Monitor ID is 
generated by the system.  
 

 
 
A field to the right of the Monitor ID allows you to scroll through the Monitors by clicking on the left and 
right arrows surrounding the text Record 1 of 6 in the example screen, above.  
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Clicking on the View Details button brings up the Monitor Information Screen and their associated tabs.  
This information is view only.  The Monitor Information screen contains the Monitor’s address, contact 
information and Permit/Grower/Application site information.  
 

 
 
This information is grouped in three tabs in the main Monitor Information screen. Each of the three tabs 
brings up a different view of the bottom half of the Monitor Information screen.  
 
The Address tab displays the Monitor’s Business Address or Mailing Address, depending on the fields 
chosen for display.  This is the default tab that is shown when you enter this screen. A field to the right of 
the address Type allows you to scroll through the Monitors address by clicking on the left and right arrows 
surrounding the text Record in the example screen, above.  
 
Under the Contact Information tab is the information record for one or possible more assigned Monitors.  
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The Permit/Grower/Application Site tab shows information for permits assigned to the Monitor.  
 

 
 
Click on the View button to the left of a row of information to bring up a screen containing Permit 
Application Information for the assigned PUPS #. The Application Site tab is automatically opened when 
you first enter this screen.  
 
Notes Tab: The Notes tab gives you a place to put comments and notes, in order of the date they 
were entered into the screen.  See pages 33-34 of Change Existing Application Site. 
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Documents/Soil Survey Tab: The Documents/Soil Survey tab works the same way as the Documents 
tab of the Wells Information.  See pages 35-37 of Change Existing Application Site.   
 

 
 
You can click on the Obtain Soil Survey Information button to bring up the USDA Natural Resources 
Conservation Service Soil Survey website. The website contains an interactive map and Quick Navigation 
tools with which you can find the soil survey information you need. The Store Type field is auto-generated 
according to the type of document stored in the Display Name field, e.g. .pdf, .doc, .tif, .jpeg. 
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Review Pending Permits Assignments  
 
Click on the Review Pending Permits button on the Registered Applicator Menu 
 

 
 

Selecting this option brings up a screen containing the permits pending FDACS review.  
 

 
 

Note that this screen is similar to the Search Results you received using the Stored Permit Data button. It, 
too, will also take you to an application site page (by clicking the View button on the screen). 

 
Clicking on “Back” takes you back to the main PUPS Registration Applicator Menu. 
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Permits Awaiting Monitor Sign-off  
 
Click on the Permits Awaiting Monitor Sign-off button on the Registered Applicator Menu:  
 

 
 

Selecting this option brings up a screen containing the permits to which the Monitors have been assigned 
and that are awaiting Monitor sign-off. 

 

 
 

Note that this screen is similar to the Search Results you received using the Stored Permit Data button. It, 
too, will also take you to an application site page (by clicking the View button on the screen). 

 
Clicking on Back takes you back to the main PUPS Registration Applicator Menu. 
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Reports Section  
 

 
 
Clicking on the Report Menu button will bring up the Pesticide Use Permit System Reports Menu, which 
gives you the opportunity of running 11 reports: Permit Statistics a pdf file (pgs 74-75), 
Applicator/Grower/Site/Well List a MS Excel spreadsheet (pgs 76-77), Permit Info Download a MS Excel 
spreadsheet (pgs 78-79) , Monitor List a MS Excel spreadsheet (pgs 80-81), Applicator Grower List Report 
a pdf  file (pg 82) , Email Notification List a MS Excel spreadsheet (pg 83), State Well List a MS Excel 
spreadsheet (pgs 84-85) , Permission to Enter Form a pdf file (pgs 86-88), Permission to Enter Report a pdf 
file (pgs 89-90) , View Product Brand Label a pdf file (pg 91) and Applicator Potential DACS Set a pdf file 
(pgs 92-93). 
 

 
 
 
Important: In order to run any of the reports generating a MS Excel spreadsheet, shown as (xls) on the 
menu, you must hold down the [CTRL] key on your computer keyboard while clicking on the report button 
until the “Open/Save as” prompt appears. 
 
The Back button will take you back to the Registered Applicator Menu screen. 
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Permit Statistics Report 
  
The Permit Statistics Report allows you to generate a document based on the selection criteria in the report 
menu.  

 
Use the values in the drop down lists by clicking on the magnifying glasses.  
Select individual members of the drop down lists by clicking on their corresponding buttons then click on 
the Select button at the bottom of the list. To exit the list without making a selection, or to delete your 
selection, click on the Cancel button next to Select.  
 
Don’t use multiple counties with T/R/S values  
Date format is mm/dd/yyyy  
You may enter Township, Range and Section in the blank fields  
Format for Township is a number followed by N or S, (i.e. #S)  
Format for Range is a number followed by E or W, (i.e. #E)  
Format for Section is a number  
Leave fields blank to choose all values for that field  
Refine your search by entering date ranges for Permit Application Date, Status Date and Application 
Period. mm/dd/yyyy format or use the calendar button to the right of the date field to make your selection. 
Date fields left blank will not be included in the search criteria.  
To change a field selection, click the “Clear” button to the right of the magnifying glass. The field will go 
blank and you can start over.  
To clear dates, put the cursor in the Date field and hit the Back Space key to remove one character at a time 
or Delete key to remove the entire date field.  
 
Clicking the Execute Report button creates your report. This will generate a pdf file in a pop up window.  
The Back button will take you back to the Reports Menu.  
The more blank fields you leave, the more general the results will be as you are looking at a larger pool of 
data.  
 
 
 
 
 
 
 
 
 
 



Revised 11/19/2009 75

Permit Statistics Report Output Example  
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Applicator Grower/Site/Well List  
 
You can generate a list for Growers, Sites or Wells in the area you select from the screen.  
 

 
 

Don’t use multiple counties with T/R/S.  
You may enter Township, Range and Section in the blank fields  
Format for Township is a number followed by N or S, (i.e. #S)  
Format for Range is a number followed by E or W, (i.e. #E)  
Format for Section is a number. Select individual members of the drop down lists by clicking on their 
corresponding buttons then click on the Select button at the bottom of the list.  
To exit the list without making a selection, or to delete your selection, click on the Cancel button next to 
Select.  
To change a selection, click the Clear button to the right of the magnifying glass. The field will go blank 
and you can start over.  
Leave fields blank to choose all values for that field.  
Choose between Grower, Site and Well reports by clicking on the desired button. Grower is automatically 
executed if no choice is made.  
 
Clicking the Execute Report button while holding down the [CTRL] key on your keyboard creates your 
report. This will generate an xls file in a pop up window.  
The Back button will take you back to the Reports Menu.  
 
Important: This report will not generate unless you hold down the [CTRL] key on your keyboard while 
clicking on the Execute Report button until the Open/Save as prompt appears. 
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Applicator Grower/Site/Well List Output Example 
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Permit Info Download  
 
The Permit Info Download is a report that results in an Excel spreadsheet containing all of the fields 
available on the report screen, below. 
 

 
This form looks exactly like the Permit Statistics Report except for the addition of one field: 
Grower/Owner Company.  
 
Grower/Owner Company is the name of the grower’s company.  
Grower/Owner is the contact name for the grower.  
 
You can narrow your search for permit information by entering Township, Range and Section data for the 
county chosen for the search, or leave these fields blank if multiple counties are chosen for the report.  
 
You may also refine your search by entering date ranges for Permit Application Date, Status Date and 
Application Period. You may enter the dates manually in mm/dd/yyyy format or use the calendar button to 
the right of the date field to make your selection.  
 
Each of the remaining fields on the report screen have drop down lists that you can access by clicking on 
the magnifying glass to the right of the field.  
 
You may select All Values for that field by clicking on the button to its left, or select any number of the 
other choices in the list by clicking on their corresponding buttons.  
 
After you make your selections, click on the Select button at the bottom of the list.  
To exit the list without making a selection, or to delete your selection, click on the Cancel button next to 
Select.  
 
To change any field selections, click the Clear button to the right of the magnifying glass. The field will go 
blank and you can start over.  
 
To create your report click on the Execute Report button while holding down the [CTRL] key on your 
keyboard. This will generate an Excel spreadsheet in a pop up window.  
The Back button will take you back to the Reports Menu.  

 
Important: You must hold down the [CTRL] key on your keyboard while clicking on the Execute Report 
button until the Open/Save as prompt appears or this report will not run.  
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Permit Info Output Example 
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Monitor List Report  
 
The Monitor List Report generates an Excel spreadsheet of Monitor Name, Company/Employer, Product 
Brand, Active Ingredient and Year Range. All Monitors associated with the logged-in Monitor’s company 
will be displayed.  
 

 
 

Each of these fields can be selected from their accompanying drop down menu except for the 
Company/Employer field, which is pre-filled with the Company/Employer in the Monitor’s user account 
and cannot be edited.  
 
Click on the magnifying glass to the right of the field, select the box next to the desired menu item in the 
drop down list and click the Select button.  
 
To exit the list without making a selection, or if you wish to delete your selection, click on the Cancel 
button next to Select.  
 
To change any field selections, click the Clear button to the right of the magnifying glass. The field will go 
blank and you can start over.  
 
When you are ready to create your report, click on the Execute Report button while holding down the 
[CTRL] key on your keyboard. This will generate an Excel spreadsheet in a pop up window.  
The Back button will take you back to the Reports Menu.  
 
Important: You must hold down the [CTRL] key on your keyboard while clicking on the Execute Report 
button until the Open/Save as prompt appears or this report will not run. 
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Monitor List Output Example 
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Applicator Grower List Report  
 
The Applicator Grower List Report generates a pdf file of Applicator, County and Target Site for the 
parameters chosen. Monitors can select from all applicators in PUPS. The report returns all information 
from the database, as filtered by Applicator, County and Target Site.  
 

 
 

Click on the magnifying glass next to each field to make your choices from the drop down lists.  
Click Select to make a choice and fill in the field.  
Clear any field to start over.  
Click on Execute Report to run your report. This will generate a pdf file in a pop up window.  
The Back button takes you back to the Reports Menu.  
 
Applicator Grower List Output Example 
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Email Notification List Report  
 
The Email Notification List Report generates a MS Excel spreadsheet of persons designated to receive an 
email notification of submitted permits. The report displays the person’s name, e-mail, Company that 
employs them, the Product Brand names and registration numbers specified in the report options, the Target 
Site and County that was specified in the report options. All persons associated with the Monitor’s logged 
on company will be included in the report. The report gives all of the data for each person that was entered 
in the Email Notification piece during the year range selected.  
 
Drop down lists are used to fill in the fields for Product Brand, Target Site, County and Year Range.  
Click on the magnifying glass next to these fields to make your choices from their drop down lists.  
Click on Select to fill in the field. Blank fields will return all data.  
Clear any field and start over.  
 
Click on Execute Report to run your report. This will generate a MS Excel spreadsheet in a pop up window.  
The Back button takes you back to the Reports Menu.  
 
Important: You must hold down the [CTRL] key on your keyboard while clicking on the Execute Report 
button until the Open/Save as prompt appears or this report will not run.  
 

 
 
 
Email Notification List Output Example 
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State Wells List  
 
The State Wells List generates an Excel spreadsheet listing the well’s description as recorded by the 
Applicator, well permit number*, well’s latitude and longitude, well depth* and diameter*, whether it is 
cased or not*, the well casing depth*, the well setback, offset distance and offset direction. * If these fields 
exist.  
 

 
 

Narrow your search for well information by entering Township, Range and Section data for the county 
chosen for the search, or leave these fields blank if multiple counties are chosen for the report.  
 
You can further refine your search by clicking in the Quarter of Quarter chart to locate wells within specific 
application sites.  
 
Grower/Owner Company is the name of the grower’s company.  
Grower/Owner is the contact name for the grower.  
 
Drop down lists are used to populate the fields.  
 
Click on the magnifying glass to the right of the field, select the box next to the desired menu item in the 
drop down list and click the Select button.  
 
To exit the list without making a selection, or to delete your selection, click on the Cancel button next to 
Select.  
 
To change a field selection, click the Clear button to the right of the magnifying glass. The field will go 
blank and you can start over.  
 
Click on the Execute Report key while holding down the [CTRL] key on your keyboard to create your 
report. This will generate a MS Excel spreadsheet in a pop up window.  
The Back button will take you back to the Reports Menu.  
 
Important: You must hold down the [CTRL] key on your keyboard while clicking on the Execute Report 
button until the Open/Save as prompt appears or this report will not run.  
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State Wells List Output Example: 
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Permission to Enter Form  
 
The Permission to Enter Form report generates a pdf file of a manufacturer’s specific form that is used to 
allow a Monitor to enter the grower’s property. The grower may then sign off on this form.  
 

 
 

The View button allows you to open the actual pdf document, which is then printed for use after it is 
completed by the Monitor.  
 
Note: Only PUPS Administrators can Insert Forms.  
 
For each screen, you can choose Action, Edit, Query, Record or Window commands found across the top 
of the screen.  
 
Each of these commands has an associated drop-down menu from which you can select whichever options 
are allowed. Allowed options are shown in sharp text, whereas disallowed options are passive when you 
click on them.  
 
Action gives you the options of Exiting the screen. If you Exit the screen, it will take you back to the 
Reports Menu whether or not you entered required information into the screen.  
 
Edit allows you to Display List, but only works from the actual Report screen that you generated.  
 
Query allows you to enter the Query Mode, where you can manage the data that you generated by first 
Entering a Query. When you chose this option, a gray toolbar appears above a blank table.  
You can enter your choice of Ascending (A) or Descending (D) order in the “Sort” field.  
 
Choose which of the search criteria you want to appear in the particular order that you chose.  
This screen shot shows what you get when you Enter Query Mode.  
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Canceling a Query takes you back to the Permission to Enter screen.  
Last Criteria fills the form with the last query criteria that you gave, so you don’t have to re-type if you 
want the same information.  
 
Count Hits lets you know how many records will come up in the query.  
This number is given at the bottom of the screen, in the gray information bar.  
 

 
 
This is important to know if you are planning on printing out your results.  
Sort Ascending sorts from the lowest to the highest number, or from A to Z.  
Sort Descending sorts from the highest to the lowest number, or from Z to A.  
 
Record brings up a drop-down screen containing Previous Record, Next Record and Insert Record.  
These allow you to bring up the records immediately previous to the one that you are looking at and the 
next record after the one that you are viewing.  
Results are displayed in the gray information bar at the bottom of the screen.  
 
Choosing Windows gives the options to Cascade, Tile Horizontally and Tile Vertically, which are generally 
not allowed or useful when looking at screens. If you’re not sure where you are in PUPS, you can open 
Window to see whether you are in the database itself or in the Search Results. Your location in the PUPS 
system is indicated by a filled button. You can go back and forth between PUPS and the search results by 
clicking on the buttons in Windows.  
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Example of Permission to Enter Form (form not in production yet, but pending approval)  
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Permission to Enter Report  
 
The Permission to Enter Report generates a pdf file that contains all of the data on a particular permit that a 
Monitor would require before doing a site inspection or contacting a grower. This includes Applicator and 
Grower contact information, applicator permit information, site information such as location, information 
on wells, permit status, whether or not there is permission to enter, and Monitor information. The 
Application Site options include all of the application sites ever entered in the PUPS database.  
 
All of the fields on the screen filter the DACS set.  
 

 
 
This report is generated by automatically filling in most of the fields. Click on the magnifying glass to the 
right of the field, select the box next to the desired menu item in the drop down list and click the Select 
button.  
 
You can find a particular item on the list by using the Find option. Type in all or part of the word in the 
blank space at the top of the drop down list, followed by the “%” sign, and click on  Find. The results of the 
search will be shown in the new drop down list that appears. You can then choose from this shortened list 
and click OK.  
 
If you wish to exit the list without making a selection, or if you wish to delete your selection, click on the 
Cancel button next to Select. 
  
To change selected fields, click the Clear button to the right of the magnifying glass. The field will go 
blank and you can start over.  
 
You can refine your search by entering the number of acres in the Acres field and/or the number of 
drinking wells in the Drinking Wells field. This will not limit your search to sites containing these specifics 
but will show the DACS Sets that have the specified criteria.  
 
Click on Execute Report to generate the report.  
The Back button will take you to the Reports Menu.  
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Permission to Enter Output Example   
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View Product Brand Label  
 
The View Product Brand Label Report produces a pdf file of the product label. The report table contains 
the Company Name, the Product Brand and the Registration Number of the product.  
 

 
 
To find the product label, click on the Open/Insert Label button to the left of each row of information. The 
label will then be opened as a pdf file in a pop up window.  
 
Only the PUPS Administrator can insert a label. If there is no label for a product, a message to that effect 
will be displayed. Only one label at a time can be produced.  
Clicking on the Back button brings up the Reports Menu.  
 
NOTE: Some Pesticide Product Brand Labels may print over 100 pages! 
 
Product Brand Label Example 
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Applicator Potential DACS Set 
 
The Applicator Potential DACS Set generates a pdf file that provides the Applicator with a report of 
associated PUPS #. 
 

 
 
Generate this report by clicking on the magnifying glass to the right of each field.  
Select the box next to the desired menu item in the drop down list. Click the Select button.  
 
You can find a particular item on the list by using the Find option. Type in all or part of the word in the 
blank space at the top of the drop down list, enter the “%” sign, and click on Find. The results of the search 
will be shown in the new drop down list that appears. Choose from this shortened list and then click OK.  
 
If you wish to exit the list without making a selection, or if you wish to delete your selection, click on the 
Cancel button next to Select.  
 
To change any of the selected fields, click the Clear button to the right of the magnifying glass. The field 
will go blank and you can start over.  
 
You can further refine your search by entering the Permit Application Date range and/or the Date 
Monitored range. Using the dates will narrow your DACS Set.  
The Back button will take you to the Reports Menu.  
 
All search parameters narrow to DACS Set, and a DACS Set must be selected in order to return results.  
 
Important: The DACS Set Information is a required field. The report will not run without a value entered 
into this field. 
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Applicator Potential DACS Set Example 
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Exit Options  
 
Exit Options: There are three options for this section of the PUPS Registered Monitor Menu screen:  
 
1. Return to Login  
Clicking on the Return to Login button takes you back to the Registered Tracking System and Pesticide 
Use Permit System Logon page. You will have to re-enter your UserID and Password to get back into the 
PUPS screens.  
 
2. Exit and go to FDACS Home Page  
Clicking on this button will take you to the main website for FDACS (http://www.doacs.state.fl.us/).  
 
3. Exit and go to AES Division’s Home Page  
Clicking here will take you to the home page for Division of Agricultural Environmental Services 
(http://www.flaes.org/). 
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