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Introduction  
The purpose of this user manual is to provide you, the E-Filer, with the information necessary to 
electronically file court case documents via the Florida Courts E-Filing Portal ï commonly referred to as 
the Portal.  This User Manual will step you through the process of registering as a new E-Filer, 
managing your User Account, filing documents through the Portal, generating reports and making 
payments for filings submitted via the Portal. 
 
As with documentation for any new system being deployed, this document will be revised as necessary 
to reflect modifications and enhancements to the Portal.  

Video Tutorials  
WebEx video tutorials are available on the Florida Courts E-Filing Portal website 
(https://www.myflcourtaccess.com/authority/trainingvideos.html) covering all common E-Filing tasks.  
These videos may be used in conjunction with this manual for maximizing E-Filing orientation and 
education.  

E-Filing  Videos  

Attorney E -Filing Instructional Videos  
¶ Welcome to the Florida Courts E-Filing Portal - 8 mins (6/20/14) 
¶ Florida Courts E-Filing Portal Documentation - 4 mins (3/17/14) 
¶ Florida Courts E-Filing Portal - Registration Page - 5 mins (6/23/14)  
¶ Florida Courts E-Filing Portal - My Profile - 5 mins (6/25/14)  
¶ Florida Courts E-Filing Portal - My Filings - 5 mins (10/22/14)  
¶ Florida Courts E-Filing Portal - My Cases - 10 mins (6/4/14)  
¶ Florida Courts E-Filing Portal - E-Filing Map - 2 mins (5/20/14) 
¶ E-Filing to a New Case 
¶ Florida Courts E-Filing Portal ï Filing to an Existing Case - 15 mins (10/22/14) 
¶ Florida Courts E-Filing Portal - Fees and Payments - 4 mins (6/5/14) 
¶ File to the Florida Supreme Court - 11 mins (3/17/14)  
¶ File to the 2nd DCA - 9 mins (3/17/14)  
¶ Creating the E-Service List - 15 mins (6/20/14)  
¶ Florida Courts E-Filing Portal ï Pending Queue - 10 mins (10/22/14) 
¶ E-Portal Filer Training - 44 mins (3/26/14) 
¶ Appellate E-Filing Updates - 42 mins (3/27/14) 
¶ Florida Courts E-Filing Portal ï News & Information Section - 5 mins (10/9/14 
¶ Florida Courts E-Filing Portal ï Removing Metadata from WORD Documents - 5 mins (5/20/15) 

Suggested E -Filing How -Toôs 
¶ Florida Courts E-Filing Portal ï Filing Large Documents - 10 mins (10/22/14)  
¶ Florida Courts E-Filing Portal - The Email Log - 5 mins (5/21/14) 
¶ Portal News and Information - 3 mins (3/14/14) 
¶ Florida Courts E-Filing Portal - Forgot Password - 1 min (6/26/14) 
¶ Florida Courts E-Filing Portal - Portal Administrator of Organization- 10 mins (9/29/14) 
¶ Florida Courts E-Filing Portal ï Request Support- 2 mins (6/25/2014) 
¶ Florida Courts E-Filing Portal ï Appellate Workbench - 6 mins (6/5/2014) 
¶ Florida Courts E-Filing Portal ï Organization Filings- 4 mins (6/5/2014) 

 

https://www.myflcourtaccess.com/authority/trainingvideos.html
https://flclerks.webex.com/flclerks/k2/e.php?RCID=8650abc711676f3076e7bb69f3b85d95
https://flclerks.webex.com/flclerks/k2/e.php?RCID=624bbb8ac1393de4752aaf85f30dcd78
http://youtu.be/fyK5_geN7Sk
http://youtu.be/QYF8nv7FiHw
http://youtu.be/OFOfV2biSmY
http://youtu.be/xD8ygLS_aWQ
http://youtu.be/o9h_uHy_AFI
http://flclerks.webex.com/flclerks/ldr.php?RCID=de11a2c763ee42b57f0629b3e0fce0a2
https://flclerks.webex.com/flclerks/k2/e.php?RCID=7758220bb100621e19b611c88f96a7d8
http://youtu.be/T6_ohVwJb8I
https://flclerks.webex.com/flclerks/k2/e.php?RCID=b9f8546a37a9f1b74590a421b6e05315
https://flclerks.webex.com/flclerks/k2/e.php?RCID=b96c01dd5a88323386770b83a8192545
https://flclerks.webex.com/flclerks/k2/e.php?RCID=72a2abfd12fdf94bf869d10671276a11
http://youtu.be/ejdDRERX92M
https://flclerks.webex.com/flclerks/lsr.php?RCID=4ea383130c5d1e522a07c8935e771994
https://flclerks.webex.com/flclerks/lsr.php?RCID=ee2938f3f4d5d5fae27c62db68602b34
http://youtu.be/R_WmO7M7hjI
https://www.youtube.com/watch?v=3xPnLhdyuZQ
http://youtu.be/lS2qGfGryqA
http://youtu.be/mxoYW4XmKvA
https://flclerks.webex.com/flclerks/k2/e.php?RCID=88794bd776aa4d0573348f8c8873b77e
http://youtu.be/tNdEl4A49nA
http://youtu.be/rYOXL-oAbdA
http://youtu.be/SlYhUZOH638
http://youtu.be/xkE9X7zN5kc
http://youtu.be/RPc_WCj_o5s
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Clerk E -Filing Videos  

¶ The Clerk as a Filer - 11 mins (9/10/14) 
¶ Florida Courts E-Filing Portal - The Clerk Filing a Notice of Appeal - 7 mins (6/26/14)  

Videos for the Judicial User  

¶ The Judicial Filer - 20 mins (6/17/14) 
¶ Judicial Filer - Pending Queue - 10 mins (6/20/14) 

Videos for the Self -Represented Litigant  

¶ Florida Courts E-Filing Portal - Getting Started for the Self-Represented Litigant - 14 mins 
(8/25/14) 

¶ Florida Courts E-filing Portal - Existing Case - 13 mins (6/27/14)  
¶ Florida Courts E-Filing Portal ï Filing a New Case - 15 mins (6/27/14)  

A YouTube training video, a link to the User Manual and a FAQ document are also on each page of the 
Portal.  The training video and FAQ document apply only to the page it is on for a quick reference 
guide.  The links are located on the right hand side of the banner as shown below.  Quick Links are also 
found on each page in the upper right hand corner of the banner. 

 

Training Manuals & Materials  
Also available on the Florida Courts E-Filing Portal webpage are Training Materials and Manuals. 

Materials  

¶ E-Filing How To Handout 
¶ E-Service/E-Filing PowerPoint (Flabar.org) 
¶ Florida Bar letter to Clerks for Pro Hac Vice process 
¶ Florida Bar Process for Filing Pro Hac Vice (Flabar.org) 
¶ Clerk Tasks to Complete Criminal E-filing Interface 

http://youtu.be/lvPkjdXHr5g
http://youtu.be/iyCUpIr1-Iw
https://flclerks.webex.com/flclerks/k2/e.php?RCID=00f50f39b8ed090eb61523b94253c4b9
https://flclerks.webex.com/flclerks/k2/e.php?RCID=d25f33d15715d7fdd8c60a3c77aeb8da
http://youtu.be/ffU6JWG53Zo
http://youtu.be/Yg6jh8qe4rA
http://youtu.be/vb5KA8ske1g
http://www.flclerks.com/e-Filing_Authority/Resources/Materials/E-filing_How_To_Handout.pdf
http://www.floridabar.org/TFB/TFBResources.nsf/Attachments/776A8454354EDA0185257A4C005FBDE5/$FILE/Mandatory%20Service%20by%20Email%20Education%20%28E-Slides-v1.1%29.pdf?OpenElement
http://www.flclerks.com/e-Filing_Authority/Resources/Materials/The_Florida_Bar_Letter.pdf
http://www.floridabar.org/tfb/TFBLawReg.nsf/9DAD7BBDA218AFE885257002004833C5/6996F03FFBB21EBF8525718700646785
http://www.flclerks.com/e-Filing_Authority/Resources/Materials/AOSC13-48_Clerk_Information.pdf
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¶ November Conference E-Filing PowerPoint 
¶ E-Service FAQs 
¶ Quick Reference Guide to Appellate Drop-Down Options 
¶ Request for Criminal-Civil Docket Descriptions  
¶ Florida Courts E-Filing Authority Public Records Requests Policy - 10/2014  

Manuals  

¶ E-Filing Portal Standardization Project - May 7, 2015 
¶ e-Portal Document Submission Standards 
¶ Portal Organization Administrator User Manual -April 2016 
¶ E-Filing Portal User Manual (includes information for appellate e-filing) -revised April 2016 
¶ Document Binary File Name Standards  
¶ AOSC 09-30 Electronic Filing Specifications  
¶ Florida Supreme Court Standards for Electronic Access to Florida's Courts v. 14 - adopted May 

2014 
¶ E-Service User Guide -updated July 2014 
¶ E-Portal/Electronic Service List Web-Service Operations User Guide 
¶ Replacing Attorneys on E-Service Lists 
¶ Self-Represented Litigant E-Filer Manual - April 2016 
¶ Clerk Filer Manual - April 2016 

Account Registration  
Prior to utilizing the Florida Courts E-Filing Portal E-Filers must create an account.  E-Filers can access 
the Portalôs log-in page, by typing the following URL into their web browser: www.myflcourtaccess.com. 
E-Filers will be directed to the Florida Courts E-Filing Portal page. 

 
 

Create an Account  

To begin the account creation process, click on either E-Filing Portal in the Menu Bar or File Now ! 

http://www.flclerks.com/e-Filing_Authority/Resources/Materials/2013_Fall_Conference_Powerpoint.pdf
http://www.flclerks.com/e-Filing_Authority/Resources/Materials/eService_FAQs.pdf
http://www.flclerks.com/e-Filing_Authority/Resources/Materials/QUICK_REFERENCE_TO_DROP-DOWN_OPTIONS.pdf
http://www.flclerks.com/e-Filing_Authority/Resources/Request_for_Portal_Docket_Descriptions_Criminal_Civil.pdf
http://www.flclerks.com/e-Filing_Authority/Resources/Materials/FL_Courts_E-Filing_Authority_Public_Records_Request_Policy-Final.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/EFA_Documents_2015/May_7_2015_BOD_meeting/Portal_Standardization_Project_v3.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/ePortal_Document_Submission_Standards.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Clerks_Manuals/Portal_County_Administrator_User_Manual_April_2015.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Florida_Courts_E-Filing_Portal_User_Manual_Apr_2015.pdf
http://www.flclerks.com/e-Filing_Authority/Resources/Manuals/Document_Binary_File_Name_Standards.pdf
http://www.floridasupremecourt.org/clerk/adminorders/2009/AOSC09-30.pdf
http://www.flcourts.org/core/fileparse.php/255/urlt/updated-e-access-standards-may2014v14.pdf
http://www.flclerks.com/e-Filing_Authority/Resources/Manuals/Updated_E-Service_User_Guide_July_2014.pdf
http://www.flclerks.com/e-Filing_Authority/Resources/Manuals/eService_Web_Service_Documentation.doc
http://www.flclerks.com/e-Filing_Authority/Resources/Manuals/Replacing_Staff_on_eService_Lists_1-10-2014.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Self-Represented_Litigant_E-Filer_Manual_April_2015.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Clerk_Filer_User_Manual_Apr_2015.pdf
http://www.myflcourtaccess.com/
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That will take you to the Welcome Page to the Florida Courts E-Filing Portal. 
 
Select your filer role from the drop down and click on the Register  button. 
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E-Filers will be directed to the Account Registration page based on the filer role you select.  

 

Attorney Filer Role s 
For the Attorney filer role you will see this registration page: 
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E-Filers will be prompted to complete all available fields on the page. Required fields are indicated with 
a red asterisk.  
 

1. A Florida Bar Number is required. 
2. E-Filers are required to enter a user name and password and confirm their password selection 

by retyping it. The requirements for creating a valid password are the Password must be 
between six and 16 characters with at least one number which also appear above the password 
field. 

3. E-Filers are required to select a security question from the drop down menu and provide an 
answer to the question. 

4. E-Filers are required, at a minimum, to enter their first and last name along with a primary email 
address.  To receive a quick automated approval, be sure that the name you register matches 
the name that you have listed with The Florida Bar.  If the name does not match, manual 
approval will be necessary and a delay in registering may occur.  All notifications to the filer are 
sent via email to the address provided in the Account Registration page. The Portal allows for 
three email addresses to be entered.  Notifications sent to the filer will be sent to each email 
address listed.   
 

Click on Register  once all information is entered. 

Court Reporter Filer Role  
For the Court Reporter filer role you will see the focllowing registration page.  Complete the registration 
information form and click on Register . 

 
When filing as a Court Reporter, you will have access to file specific documents to a case.  You will not 
have access to the official court file on the My Submissions page and you will not have access to the 
My Cases page nor will anyone filing as using the Court Reporter Role be added to the E-service List. 
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Credi tor Filer Role  
For the Creditor filer role you will see the following registration page.  Complete the registration 
information form and click on Register . 

 

 
 
When filing as a Creditor, you will have access to file specific documents to a case.  You will not have 
access to the official court file on the My Submissions page and you will not have access to the My 
Cases page nor will anyone filing as using the Creditor Role be added to the E-service List. 
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Media Filer Role  
For the Media filer role you will see the following registration page.  Complete the registration 
information form and click on Register . 

 

 
 
When filing as a Media filer role, you will have access to file specific documents to a case.  You will not 
have access to the official court file on the My Submissions page and you will not have access to the 
My Cases page nor will anyone filing as using the Media Filer Role be added to the E-service List. 
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Mediator Filer Role  
For the Mediator filer role you will see the following registration page.  Complete the registration 
information form and click on Register . 

 
When filing as a Mediator, you will have access to file specific documents to a case.  You will not have 
access to the official court file on the My Submissions and the My Cases page and you will not be 
added to the E-service List. 

Mental Health Professional Filer Role  
For the Mental Health Professional filer role you will see the following registration page.  Complete the 
registration information form and click on Register . 
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When filing as a Mental Health Professional, you will have access to file specific documents to a case.  
You will not have access to the official court file on the My Submissions page and you will not have 
access to the My Cases page nor be added to the E-service List. 

Process Server Filer Role  
For the Process Server filer role you will see the following registration page.  Complete the registration 
information form and click on Register . 
 

 
When filing as a Process Server, you will have access to file specific documents to a case.  You will not 
have access to the official court file on the My Submissions page and you will not have access to the 
My Cases page nor be added to the E-service List. 
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Self -Represented Litigant Filer Role  
For the Self-Represented Litigant filer role you will see the following registration page.  Complete the 
registration information form and click on Register . 

 
Please Note:  By electronically filing through the Portal, you are agreeing to receive service of 
all future court documents submitted on your cases by email at the addresses provided in your 
Account Registration form.  

 
Upon successful registration E-Filers will be taken to the Registration Complete  page.  
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Email Notifications : 

E-Filers will receive two (2) separate email notifications.  
1. The first email notification provides the E-Filer with confirmation that the registration process 

was successful and provides the filer with profile information entered during the registration 
process. 
If the registration requires review by Portal Support before approval the e-mail notification will 
indicate that the registration is pending approval.  Once approved by Portal Support the E-Filer 
will receive the emails regarding approval and activation. 

 
 

2. The second email notification provides the filer with an activation link which the E-Filer must 
click on to complete the registration process.  
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Clicking the link provided in the email takes the filer to the Account Activation  page.  

 
E-Filers must verify their identity by answering the Security Question shown in the drop down menu that 
they selected during the registration process.  Then click Activate  to complete this step. 
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The E-Filer is then notified in their email provider that their Account Activation is Complete and their 
account has been successfully activated and they are taken to the log on screen for the Portal where 
they will type in their user name and password.  Then click on Sign In  to enter the Portal. 

 

Portal  Navigation  
Once the account is activated, users can return to the Portal home / log-in page at   
www.myflcourtaccess.com.  E-Filers will enter their User  Name and Password  and click Sign In  to 
enter the portal. 
 

 
 

http://www.myflcourtaccess.com/































































































































































































































