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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 your orders via the Florida Courts E-Filing Portal i 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 your orders and reviewing and accepting proposed orders and proposed VOP warrants
submitted through 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.

Videos for the Judicial User

Florida Courts E-Filing Portal - The Judicial Filer - 20 mins (6/17/14)

Florida Courts E-Filing Portal i_Judicial Filer - Pending Queue - 10 mins (6/20/14)
Florida Courts E-Filing Portal i_Setting Judicial Preferences - 6 mins (6/20/16)
Florida Courts E-Filing Portal i_Judge Sign and File - 4 mins (6/20/16)

=A =4 -4 =4

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.

My Submissions @ Sign Out

i My Aleris E-Filing Mac

A Judicial Review

Welcome - Judge David A Baker
Last signed in on - 04/12/2016 12:10:24 PM

Hele g W< @

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

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

=4 =8 =4 =4 -8 -4 -4 -4 -8 -1

Manuals

E-Filing Portal Standardization Project- May 7, 2015

e-Portal Document Submission Standards- April 2016

Portal Organization Administrator User Guide -April 2016

E-Filing Portal User Manual -June 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 - June 2016

Clerk Filer Manual - April 2016

Portal County Administrator User Manual - April 2016

Circuit Administrator User Manual- June 2016

Judge Filer User Manual June 2016

=A =4 =4 -4 -4 -4 -9

=A =8 =4 =8 -4 -4 -8 A

Account Registration

Prior to utilizing the Florida Courts E-Filing Portal you will need to contact your Judicial Circuit
Administrator and request to have an E-Filing account established. Once your account is created, you
may access the Portald s -ih page, by typing the following URL into the web browser:
www.myflcourtaccess.com. You will be directed to the Florida Courts E-Filing Portal page.
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http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Manuals_2016/Portal_Organization_Administrator_User_Manual_April_2016.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Manuals_2016/Florida_Courts_E-Filing_Portal_E-Filer_User_Manual_June_2016.pdf
http://archive.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://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Updated_E-Service_User_Guide_July_2014.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/eService_Web_Service_Documentation.doc
http://archive.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/Manuals_2016/Self-Represented_Litigant_E-Filer_Manual_June_2016.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Manuals_2016/Clerk_Filer_User_Manual_April_2016.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Manuals_2016/Portal_County_Administrator_User_Manual_April_2016.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Manuals_2016/Circuit_Administrator_User_Manual_June_2016.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Manuals_2016/Judge_User_Manual_June_2016.pdf
http://www.myflcourtaccess.com/

Florida Courts E-Filing Portal
E-Filer Manual

Activating Your Account

Once your Circuit Administrator has created your account, you will receive an email notification advising
your account has been created and is ready for Activation. In the email it displays your name, your
user name and your temporary Portal password. When you are ready to activate your account, click on
the link in the email as shown below.

replyvtestiibmyd Irfacces

Yot A Conpd Fow Floahis Cours E-Flng Partal iy ready Tor Actlvathen

[ear ludge Georgs Washington -

This 5 & nen-manfored emall, phease 4o mot reéply directy. IF you kave any gisstions, pease
contact support at mallto:support@myflooyrtaccess com

Information provided al the time of registration for electronic filing with FACC ofartal |s veriled
and your account B ready [or activation, To Activate your account cick on activation hink below

hittpsfast myficourtaccess . com/Commaon/U [ Pages/ ActivateRaquire |nfo. asp?
pctivationid=aaShis La-d71b-4060-b077 4o cald a3l

Your Account Detalls are as follows:

o Ssdign Caorgo W hingrom
iFuar Washi: grwmshiregion

Trmn poeairy paital

Password!

Fnbs: Mxirge

Ermad Addruws cweheri felerkes com
Phore &

That will take you to the Account Activation page in the Florida Courts E-Filing Portal.

Judge Filer User Manual 2017.01 Page 7



Florida Courts E-Filing Portal
E-Filer Manual

Acooumt Acfrvalion Haip ﬁ -1 7]

Re-ariss Padaworz
EBCUITTY Ca T
BarirEy Ay
Euwr wanzie Laan g
Harme
Prrary Creait - =

AT B

Type in the Current Password which is provided in the email you received. Then type in a New
Password which you will use from this point on along with your user name to log into the Portal. Select
a Security Question from the drop down and provide an answer to your Security Question . Make
sure your Primary Email address is correct and feel free to add any additional email addresses you
wish to have receive any email notifications sent by the Portal. Then click on Activate .

Next you will see the Select the Account Activation Complete page at which time you will be able to
enter your user name and your new password to sign into the Portal.

ﬁ Florida Courts E-Filing Portal

ww. myfloourtaccess,. com

At Actmlion Compha Hslp ﬁ gy

..................
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Portal Navigation using Administrative Links
Once the account is activated, you can return to the Portal home/log-in page at
www.myflcourtaccess.com. There you will enter your User Name and Password and click Sign In to

enter the Portal. Below the banner is the Portal Menu Bar. This will help you to navigate the Portal to
submit filings and to do Judicial Review of proposed orders. There are four tabs on the left hand side of

the Menu Bar:
1. Account
2. Submissions
3. Judicial Filing Options

4. Help
4 | 1|'||'ri|_|||'|r - .||;.-\.|;.l.- L-r"-_||||-' I|.'||'.|,~-||:|||;'I-\.-ll
Minth Judicial Circuit Court of Plorida £ Last stgreed m on - 010101 120000 AM
‘, .== ORANGE & OSCEOLA cnumnes 7 |
E-Filing Portal : '
£

Id.:-:'_l-.ﬁl Subimissiorn  udicial Filng Crptians H-.I|:.I

There are quick links located on the right hand side of the Menu Bar. The icons will take you to your
Workbench , the E-Filing Map and allow you to Sign out .

This is your Workbench icon

This is the E-Filing Map icon

i?;

This is the Sign Out icon
% Hinth Judicial Circuit Court of Florida 4
[\Beg  ORANGE & OSCEOLA COUNTIES [

‘._r'_ L il
- E-Filing Portal %

&rcourd  Submissiorn ul:-r-:ll-|in=-||'_-r'~:~r. Help E

| Welcamie Il-n-hJL orpe Washnguot
Ldslswr'j o - O1RLO00T 1300 Jl‘Ai

Acco unt Menu
From the Account Menu tab you have four options:

1. My Profile

2. Change Password
3. Email Log

4. Log out

Judge Filer User Manual 2017.01 Page 9


http://www.myflcourtaccess.com/

Florida Courts E-Filing Portal
E-Filer Manual

| Welcome - Judge George Washmgton

(i ; 7 Last sygned 10 on - O1OLAGT 12:00:00 AM
) & _j’l ORANGE & OSCEOLA COUNTIES 4 |

E-Filing Portal |

1 Accoiand Spbmesmong  Midicial Filng Options Heldp i"
AE sy Protile
| Chanige Password
Email Log
18 ooout
& LoQout
My Profile

Choosing My Profile , from the drop down provides E-Filers with the ability to manage their account
information using User Details , Preferences and Division Association

User Detalils

The User Details option provides you with the ability to update your profile information. You are able to
update any profile information present with the exception of Status, Role, Florida Bar Information and
Organization . When finished updating click on the Save button at the bottom of the page to save
changes and then Close.

Judge Filer User Manual 2017.01 Page 10
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Account  Submissions  Judicial Filing Options  Help ' X i’i
% | Filings - Judge Lisa Taylor Munyon = User Judge Lisa Taylor Munyon # 59829
3
s/
o (%]
S : o o
= User Details Preferences Division Association
# 59829

* User Name: ‘Itmunyon

* Status: | 44,

* Roler ;o0

ID Type/State/Number: - -

da Bar Number = Florida

Organization: Ninth Judicial Circuit

First Middle Last Suffix
* Name: ‘ | ‘Taylor | ‘Munyon | ‘

* Primary Email: ‘cweber@flclerks.com |

Alternate Email1/ | ‘ |
Email2:

Address: ‘425 North Orange Avenue | ‘ |

City/State/ Zip Code: ‘Or|and0 | |F|O,,-da |32801

Phone #: ‘40?—335—4422 |

Fax #; ‘ |

The Portal allows for you to enter up to three [3] Email Addresses. Electronic Notifications are sent to
all email addresses on the account.

Preferences
The Preferences tab allows you customize the Portal to appear the way you want it to when you log
into the Portal. The options you are able to set are:
1. Whether to collapse the Work Queues when Submission is opened [Judicial Review]
2. Maximum # Filing to show in Reviewer List [100 up to All]
3. Home Page
a. File Notice of Appeal
b. My Cases
c. My Submissions
d. My Workbench
e
f.

E-Filing Map
Work Queue
4. Filing Path

a. Trial Courts i Case Initiation
b. Trial Courti Pleading on Existing Case
c. Appellate Courts i Case Number Pending

Judge Filer User Manual 2017.01 Page 11
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d. Appellate Courts - Case Initiation

e. Appellate Courts 1 Pleading on Existing Case
5. Last Jurisdiction File to

a. Any County or DCA in the Portal
6. # Rows Per Page in Document Selection Grid

If you select a Home Page, a Filing Path and the Jurisdiction, when you log into the Portal unless you
have an alert pending you will be immediately taken to that page. Below is an example of a Home
Page set to the E-Filing Map, the Filing Path to Trial Courts i Pleading on Existing Case and the
Jurisdiction to Brevard County. Now you are ready to file Orders on existing cases in Brevard County
by simply clicking on the File Now button.

Misth Judicial kot Court of Florids | ot leenc] | o .
ORANGE & OSCEOLA COUNTIES | *

E-Filing Portal ’ |

"
bl

Fimp Opficns »

E-Filing Magp - Help @ - .@

[

1

Badeci a Filing Jursdiction
Trial Court

W Peadeg on Exping Cass
~) PIORORSE (V00

Bppe |late Sour
7} Coame Musber Pemding

| Fiemieg o Eristng s

If you have an alert pending, the Portal will automatically bypass your Preferences and take you to the
My Alerts page. That page is where the Portal will land when you log in until you rectify or clear the
pending Alert. Once the Alert has been cleared, you will then land on your designated Home Page
when you log into the Portal.

Email Preferences

You may also select which email naotifications you wish to receive in your email provider. If you do not
wish to receive any of the email notifications on the list, simply remove the checks from the box. You
will no longer receive that email notification in your email provider.

Judge Filer User Manual 2017.01 Page 12
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Slngy - judge L Tavior Mesmpn  Liser judge (iss Teykr Mumon @ 52429

ser Datads RT—

Collapsa Womk Quiuss when Flisg & Opened. |

Mavimum # Fings 10 show i Besiewsr Lt o

B [
HOME 9K | sk Chamiis + | Filleag - s Lind Taphor Munyes

Flkng: PSR | yral Courts - Pliading on Exicing Ca50

Last jradithon Fled Too Cramge

= B Pl Page i Documen Salection Srid. ip

Emall Preferences
Filing Farened o
Cipdreched Filing Becened o)
Frocesging Completed for Filng seers o

Filing Wgved e Abeecerad Filing Gueue o

Proposed Order and Warrant Preferences
Your proposed order and proposed warrant preferences will establish the way you wish to receive
proposed orders and warrants submitted through the Portal. We will discuss the various options below.

Proposed Ceder Preferences

Fealify Judtictal Adcetant upes Beteipl of 8 Prapossd orider
Sulissan

Sudicial Aszstant Email Addresses: | oyaigrocrocang

dytamatically sl spbmitted Propoded Osder:
s Judicial OfficerDiwision profile email addresses:

Send submitted Proposed Cigers to thass emall sddresses

Mark Submesoon 25 complete when emaded o Judical CHcary
Divisicryludicial Assistant:

khark Suthimgsma 35 compleds when dowrdoaded
Mark Sbmission a3 complste when printed:
dliow uplpading of wgned ordars o fudios Renes |
Ligralise; W
Suhmit Cover Letter To Court Clerk With Signed Oedern: b

ludicizt Assistand Infarmation for Certificate of Sennce: | 44 ice SRamen i Judices) Assietant 1o Clieul lutge Lisa Tayler Musyen

oy o

If you wish to have your Judicial Assistant notified when a proposed order/warrant is submitted, place a
check in the box and type in the email address you wish to be notified.

Judge Filer User Manual 2017.01 Page 13
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Notify Judicial Assistant upon Receipt of a Proposed order [¥]
submission:

Judicial Assistant Email Addresses: ctjals1@usa.org

If you wish to have the proposed order/warrant automatically emailed to you or an email address of
your choice when it is submitted, place a check in the appropriate box and select to use either your
profile email addresses to receive the submitted proposed order/warrant or an email address of your
choice.

Automatically email submitted Proposed Orders: [v]

Use Judicial Officer/Division profile email addresses: [v]

Send submitted Proposed Orders to these email addresses: | GT ST T ToR

If you want the submission removed from your Judicial Work Queue when the proposed order/warrant
is emailed to either your orarkSolmissiod @& completd whent t he bo
emailed to Judici al Of ficer/ Division/Judicial Assis

If you wish to have the submission marked as complete i which removes it from your Judicial Work
Queue T when downloaded, mark the appropriate box.

If you wish to have the submission marked as complete i which removes it from your Judicial Work
Queue i when the proposed order/warrant is printed, mark the appropriate box.

If you wish to be able to download a submitted proposed order/warrant and edit that order/warrant and
file it back through the Portal using the same submission, be sure to place a check in the box next to
O0Al l ow uploading of signed orders in Judicial Revi e

You may also upload a wet ink or signature image to be used on the proposed orders when the Portal
adds your signature block to the Order/Warrant. If you do not upload a signature image, the s/fJUDGES
NAME will be used instead.

If you wish to have the required Cover Letter made a part of the official Court file and filed with the
Clerk,placea check i n the box next to 6Submit Cover Lett

If you wish to add your Judicial Assistant information to the Certificate of Service, type in the
information you wish to have shown at the bottom of the signed Order. To add a carriage return to the
Judicial Assistant information, add \r\n between the name and the title. That will make the signature
appear like this:

s\Lisa Shorten

Judge Filer User Manual 2017.01 Page 14
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Judicial Assistant to Circuit Judge Lisa Taylor Munyon
Then be sure to click on Save to keep your selected options and then click on OK.
Mark Submissicn as complete when emailed to Judicial Officer/ ||

Division/Judicial Assistant:

Mark Submission as complete when downloaded:

OC

Mark Submission as complete when printed:

&

Allow uploading of signed orders in Judicial Review:
Signature: ) ]
Submit Cover Letter To Court Clerk With Signed Orders: ]

Judicial Assistant Information for Certificate of Service: | ¢\ jsa Shorten \ryn Judicial Assistant to Circuit Judge Lisa Taylor Munyon

Division Association
Using the Division Association tab on the My Profile page allows you to link yourself to a specific
County and Division.

Filmgs = jioge Lisa Taylor Mumpon | WUser Judge Lisa Taylor Mumpon # 55829 ¥
Liser Dedaile Prefererdes I Drivesion Azsoiabon I
Cotlapse Work Queues when Filing is Opensd: [
Masimum # Flings to show in Revisser Lisk | o0 =
Hame B38| wark Cueves *( | Filings - Judge Liza Taylor Munyon
Filing Fath! | qgi Courts - Pleatling on Existing Case
Last jusisdiction Fled B | pranee a
# fows Per Fage in Document Selection Grid: | ¢ 1

Email Preferences

Emall Notification Send to Emall Providar

Filno Received &

Select the County and the Divisions you wish to receive proposed order/warrantsi n and <c¢l i ck on
Selectedd to move the selected Counties and Divisio

Judge Filer User Manual 2017.01 Page 15
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Pl 1 juddge L Taghor Sunmpem | Lsan judge Las Tagler Murmpien # 55839

Lz Owiaiy Praferences
Araralilo
Cganization W Cimm e
Oeege Appesy
Dramge Ehecut Crimiral
O Civd Traffic
Oiarge Loty Cini
Oraczgs il Enivurtal
Crange Crimanal Trate
Oremge Diomeghc Seiafayna
Famiy
Orafge Junietie Seleguensy
[=ll ot fuwetis Oepecdetcy
Oisege Protus
Dsoecly appeay
Dspeoly Eigust Crel
Dszanla Cienait Crimsinal
Oecanls Chel Traffic
Czecl Consty Crwil
Ourecls Cnundy Cnmenasl
Dazecia Crirminal Tratie
Dxeoh Domesti Saimans

Then click on Save, OK and then Close.

Filagi « Judge (3 Tigdor Mungeh | Uei kodoe Line Tyl Munyon = 30033

Change Password

The Change Password menu option provides E-Filers with the ability to manage / change their

password.

Judge Filer User Manual 2017.01
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gatralm v | Bemion
Diangs Appasly

Qrangs Cirtuyit Crinting
Dirange Crail Traffie

Orange County Criminal
Orangs Crminal Tratfic
Orange nivenie Telinguancy
Orange hvenie Dependeney
Orangs Pioheie
Dcecia fppeaty
CELes Circuit Eandl
Osracia Circult Crieminal
Dscnota Ciudl Traffic
Oucwola County Cial
Dscecia County Crimanal
Dsceola Crnminal Trathe
Osceola Domesbe Rstations

Farmily
Ocecta avanis Deliguancy
Dscecla Juaning Deparedency
Oscpoia Probate
| =} =} I

Soloctod

Cigenrmten T T

Onnge

Solpcied
Orggatisabuir
e
Cranga

Orange

Qhesion AnsocHbon

an v

Lot Tl
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—— MNinth Judicial Chcuit Court of Florida
Mses!| ORANGE & OSCEOLA COUNTIES

E-Filing Portal
SubimIERME welcial Fikng Optlans  Half

Change Password

* Curment Papatind

" Mew Padaword

Papsword maist be between & and 18 charsctens, with at east |
nurhes

* Ra-sntor Mew Pasaword

| Welcome - Jutge Goorge Wisshengron

Last sspned im on - 041 S 00 : 204

New passwords must meet the criteria for passwords stated on the page under the New Password

inputboxwhi ch i s O6Password must be bet ween

receive an email notification if your password has been changed.

+
it I_i"" TESIEITAT OOt C eSS 0T

Passward Chsmges fod your Electronst Filing dotount with Flads Cowrts E-Filing Portal

Daar ludige Gavrge Washingbon :

Your passwerd has boen changed, For asplitancs, pleass contact mallesupporifimylkkouriacoass, oo

Folgw w5 on Teittar BFLCowTSEF Eng
Subcribe 10 our YouTobe Chanmed hittps (i youitule cornfuser FLESEF Bnghorgal
View the Training Manuals bitps:/‘eerw myflouria coess comdauthor ity trainingmanuasis. itm|

Thank you.

Florida Cowrts E-Filing Portal

6.0 oo will 16

Be sure to write down your new password someplace for safe keeping as there is no way to recover a
saved password. If you forget your password you will have to reset your password from the front page

of the Portal.

Email Log

Any email that you the receive via your email provider will also be logged in the Email Log . To access

the Email Log go to the Account tab and from the drop down select Email Log .

Judge Filer User Manual 2017.01
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T Wekcome - Judpe Cemge Washmprs
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Help
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The Email Log will default to the last seven days however you can adjust the dates to reflect a larger
period of time if you are searching for a specificemail. Ei t her

type in the AFromo
calendar fly out to select a date. Then select Refresh .
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LY

| Email Log
Bemch Ophons &
* Prom |mmidd IRAET4E g To menidd YK AEATINAE =
il e
Typa ot Emmcil: =
= records per page

You can also search for the type of email by selecting your search criteria from the dropdown.

Soarch Dption

* From (menfddiyyyy)  py/ia2014 L * To (manfdd'yyyyl: 011972014 L
Typ of Emal
Carmacted Filing Rocohed
ehervice
eService Email Dallvery Fadlise
li rar Nimdhckal Ry ey
1 a T 1 )
10 | records per to Pending Cusus -l
e
g Completed
From Eemoval from Sarvice List Sushimutted

Set the number of records to show per page by selecting the number from the drop down.

Searth Opltions

* Fram {mm/dd 0BA1DA01S B * To immiddiyyyy): DENTAMS B
Ay
Type of Email: BEBNEE =
records per page
Subgect Submitted

From

To view the results of your search, scroll down the page. To view the contents of the email, click on the

email you wish to view.
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Email Log g % L oy
PR ———
Fram {mmid eyl IS0 = Ten grremid iy bk el &
Type of Email:

FRcards per page

Fror Bubpect SiEnEe

# Subminsd: 041 Ra

Florida E-Porial LF'iIrM'II:H"Ii Change for your Becironic Fillng Account with Florida Courts E-Filing Portal DA EE 04T 22 P
]

Finnds E-Puaital ur Accourd For Fooda Doots E-Flng PotE b eddy or Actvisiion 1 &TAE0NE OF D636 P

Scroll down the page and you will see the body of the email that you also received in your email
provider [i.e. yahoo, Gmail, outlook, etc.]. These emails will be available for 90 days.

From:  Fonda E-Forle
Ta:
Sunject Faemword Change for pour Ekcironk Filng Account with Fomda Cous £-Fing Porta
Data: M RORE 017 23 P
t s Ll
e =1 changed For assimiance, D b P L

Submissions

The Submissions tab will be a tool you can use if you are set up in the Portal to receive Proposed
Orders. This will help you to search for specific Submissions . The Submissions option provides you
with the following search options for Submissions that have been submitted to you.

Search Submissions i Search for an E-Filing

Submissions by Status i E-Filings by Status

Submissions Summary i Counts of E-Filings and documents by type
Filers, Filings/Mail Logs

Organizational Filings

=A =4 4 -4 =8
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Welcome - Judge Georpe Washangton
Loast seppmed 1non - VLA 20160 D1 3511 PM

Minth Judicial Circuit Court of Florkda b
ORANGE & OSCEOLA COUNTIES

1
Aczoont | SuDmiTEon I sodicial Filing Opfions . Help

L]

 Search Submizsions
Subimissions by $tatus
Submissen Summary
Filars, Filing‘Mail Logs

Cogenizabonal Rlingy

Search Submissions
When this option is selected you will be presented with a search criteria screen. Submissions can be
searched by:

1 Date range for received date and/or completion date

Filing #

Filing Type [New Case or Existing Case]
Filing Status
Emergency Filing
Filer Type
Payment Method
Filing Organization
Filer

Case #

Division

Sub Case Type

= =4 =4 =4 -8 -4 -8 -8 -8 A 8
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Search for Filngs

A=ceved Date From: 3472006 ] Ta: |as17/2006

Completion Date From: |y
Filing #:
Filing Stafu:
Filer Type
Filing Ovgarazation
Filer
Cani &
Driwisicn:

Sul Case Type

Filing Type:

= Emergency Filing

Paymient
Methad

Search Cancsl Clear

Filings that match the criteria are returned in the result set. You may return the filing to your common
work queue, move it to another work queue, print the list or view the details of the submission. You can
also remove the filing from the Correction Queue and mark the filing Filed for Judicial Review.

Filings - Judge David A Baker | Search Submissions

¥ == ] e

Filing Received Date between 04/04/2016 and 04/13/2016

Drag a column header and drop it here to group by that column

'y |F v |$ v |CF v | Filing# T

Submissions can also be filtered by

Judicial submissions
Emergency Submissions

[t et B ant B

Division 7 | Tvpe T | Status
Not Applicable Proposed Orders Pending Queue
Mot Applicable  Proposed Orders Filed
Mot Applicable  Proposed Orders Filed
Not Applicable Proposed Orders Filed
Mot Applicable  Proposed Orders Pending Queue
Mot Applicable  Proposed Orders Being Reviewad
Not Applicable Proposed Orders Filed
Mot Applicable  Proposed Orders Being Reviewad

Submissions corrected and resubmitted by filer

Submissions that contain a payment

7 | Received Date
04/08/2016 10:16:33 AM
04/11/2016 01:36:29 PM
04/11/2016 02:35:26 PM
04/11/2016 03:03:36 PM
04/11/2016 05:04:38 PM
04/11/2016 05:06:21 PM
04/12/2016 08:44:15 AM
04/12/2016 09:07:17 AM

As a Judicial Officer, the only filter you would use would be those marked as Emergency Filings and
those that contain a corrected document.
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k FACL Aamiis
+ & L - = Filirge 21 @ Decument J7 Man = Filings To feiche | oy
r ﬂ EI 93774 Case Filmgy HLI-CFOMZIA  gunn Beviiwed TAFLL0LA Dl
o
21411 Caie Filngi MEW LASE PRFSEN T O ST LE 0253
ATHHE Case Fikng JOL4-0R-0000%0-0  peang Beviewsd TR 02
aTanp Cabe Filngs 0E4-D8-2000%0-0  png Baviewnd
[ Rl Cage Fikngn LA CA-QDVOLD  pe ny Bevurwed
BRILT e Fllingy Beng Banewad
P e ] Cane Filingy 0L CAODNLIND  maing Revievend
104580 Caie Filngs HLFMHL0380)  feny Bpviwed
Q
% '5] |aat? Caws Filngn MW CAS Demng Saviewed
Fienda Cave Tilkngy LA CAGO03TD  geng Reviewsd
E ] Cass HOLE CAODI 0D fgng pdewed
I Cawe filngs 2L CAO0TND ey Raviewsd
g 037 wivw Filingi FIT FOuR: gy iy ad

To filter those filings corrected and resubmitted by the Filer, click onthe CF funneland s el ect 06 Vi

Filirags - FACC Admm

% P & ] - 2Ffngs 21 # Dipcuments 27 haw, = Filings To Fesch! | o0
¥iF R b oglchy FingE g Ty W |Cows | Status o Fiee ", i
o |y I033-CEO00FEE-A"  Eing Reviewed BLLGERILIR 0
o Selert All Q
- i; ,E Collanced MEW - CASE Being Reviewed 10203014 055
E ¥ vishie I034-CA-DIZ00-T  Being Reviewsd
i Elgrt rorare: bt vt Ehak 2004-CA-D0LIND pping Revewed b Cistooek e
t Iz squal io = a4 -CA 001 200-0 Baing Rewiowed 01082015 254
é 2S-CA-000133-0  geing Reviewsd g i i
il =
15 eqial o -
Fider Clear Flar

That will filter out and present a list of all submissions that were once in the Correction Queue and have
been corrected and resubmitted by the Filer. You can then work the list of filings and quickly accept
and process them.

Submis sions by Status
This option provides you a quick look at activity in the Portal. Three status listings are available.
1. Checked-Out i filings selected by reviewers for processing

2. Over 24 Hours i filings that are over 24 hours old and still in pending or being reviewed status

3. Over 7 Days and Paid with Credit/Debit i filings over 7 days old, still in pending or being
reviewed status and fees were paid by credit or debit card. This option does not apply to your
Submissions .
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W
Adrount  AdinEesitalcn Claih Filng Dy Hiddp
#  Hings - Epartal Demo | Fillngs By Status

:'- Checled O Ehemr 8 Mooy Crer 7 Dy and Paid WA Cresli il

Ellm s A % i & & o B z = R

=

f__— Mivwrisni ST DMine 5 W g r o | Deaslin q.;- T T Sratu v S [
DA 01T P Cirouit Civil o= Filingy Desng Aeieeed A 11
D5/TE/INLE D:1108 PRl Chrruit il Case Filings Being Harviewert CEAER0T 11
DI DR 56 P Chrriit il Case Flings Being fimdowed CULANS M 1
/12013 112915 AN Clerult Cival “a%0 Flings Beéng Raviewed A3 11
5017013 DH0203 AM County il Case Filings Being Aovinwad 12013 115
DR 3 03530 PM Cherudt Civil Carse Fillogs ﬁ,_m(.; Rowiid AT
041 0/2013 105426 A 2 Clrruit Cowl Casé Fillngs Befrigy Ravipvesct O4/10/200 T 1!
(20 LS (RS A ot Civil Case Rlingy By Rempevesss o Rt vE B
(5DE0TS 041305 PM Chrnutt Civil Carse Fillngr Being Reiessd RO D
1118000 104606 P CruiAL Chal Caze Filings B Reviewsd 5143 (H:
A2 GRS HE44 AR Case Flinr B Remvivesd (TR ERE G R
Farmely

LEAFE0LS 105134 AR Cirapl Cidl Case Rl By Fessipepesn? 120 010
12/1 /2003 DA:ISI0 AN Clecuit Creminal - Cose Flings Beiriy Raviewed 122013 D
11,224 3014 013515 PW it Ol Cave Filings By Heviewed ey LRI

These would not be applicable to the Judicial Officer.

Submission Summary

Using this option presents you with an initial search screen. You can search by date range for received
or completed dates. The search results include the Type, Status, number of submissions and number
of documents.

Filings - Caisit Afmmitrator  Woik Queoed | Work Qusus 8 722 Piopoded Oiders fend-Only = Subrmsissin Summary - Submiddand By Statad

re - [ o
Filing Received Date between 037377016 and 03/17/2016
Bhewgy @ crduive e 3 DR T e TO Qe By Bar Sodkae
Dty T Typs W | S b ¥ Filings.  # Dacumert
tot Applicable Froposed Orders Fanmmng Reviaw 1 1

Filers, Filings/Mail Logs
This report gives you the ability to search for users. It shows user information, such as email address,
organization, idés, etc.
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Search lor Rlers bed

Last Mamae

Organization
B Type

10 Mumiber,

Learch Carmsl Clisar

This allows you to search for filers to see the audit trail of the Submission , view the email log of that
filer and check the Notification of Electronic Filing (NEF) to see if the filer was selected for service on a
specific submission.

You may save to an Excel spreadsheet or print the results of the search as well.

Organizational Filings
To see all of the filings of the Users in your Circuit, go to the Organizational Submissions selection on
the Submission Menu. Complete the Search Criteria and perform your search to see the results. Your
Search Options include:
1 Submission #
Type
Status
UCN
Court Case #
Court Division
Submission Date From/To
Completion Date From/To
Case Style
Matter #
Filer

=4 =4 =4 =4 -8 4 -4 -8 4 -9
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I Minth Judicial Circuil Filings I Help ﬁ e lg

Search Oplions

Subsisgion ¥: Tepa: Sransg:
WEH Court Cage §;
Sourt: * (=
Sulbmissicn Dale BOGRMAE 1] o MR P
Frgm:
Complation Dals n Ta: B
From:
Case Style: Plapter o
Fller:

m

Pi=ading Poposed Order - Sibmszon®EF  Case ShisTockit Coart Case 2 Slahrs Demid Sofemrssion Code Compietan DodeRemancs
L4 Higtani T e | FESTED RLAR F il 2HE-CC- Fonding Cmangs  DM1230H5
1 d M0G0 FFdige TZTia P

If you perform a search by the Filer in your Circuit, you will see all the submissions made by that Circuit
User with the corresponding information as shown above.

Judicial Filing Options

Welcome - Tndge Geoge Washingion
Last signed i on - 04127016 01:58:11 BM

Account  Submemsons | Judical Fiilng Optians . Heip E

Search Workbench Bemz
L My Marts

E-Filrg Map

Circuit Users have the option to file directly to cases in their county and to other courts. You may use
the Judicial FilingOptions t ab t o get to t he fofilé@ded throwh tlhedortal f
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| Welcome - Jodgs Geoege Washmgioa
Last aigned imon - 4122016 01-58:11 PFM

(% Minth Julicial Circuit Cowrt of Florida
ORANGE & DSCEOLA COUNTIES
e

E-Filing Portal

acount  Submemmons | Judical Filing Optione | Heip Fy

by Casey |

My Submssians |

Wy WearkbEench

Search Workbench Bemz
kM Adarts

i-Filrg Map

My Cases

Judicial Officers will be able to view the cases they have filed to and file directly from the My Cases
page. The user has the ability to search and filter for particular filings if needed. To Submit another
Order to a case you have already filed to, click on the Submit button and you will be taken to the Case
Information page of the Filing Path. You may also pull up the official court file from this page by
selecting the Case # link. This is county specific however so if your Court file is not available from this
link, check with your County Administration.

e _ | £ My Cane B My Submammar I gn o
;.w 7 S i
'-L‘.'FI 5 ORAMNGE & OSCEOLA COUNTIES : J i

E-Filing Portal %

Fding Ophong = il

My Cases iy ﬁ L) @

Pleatling Proposad Drder CiseE & Conirl G # ol TR Recehing Seivice Erabuy

ST St a1 SO E BTS00 By Brevard | R LEVINE V3P HARTFIELD e Artue

My Submissions

The My Submissions page shows a list of all the Judicial Officer6 s submi ssi ons and t he
users have the ability to search and filter for particular submissions if needed. You may also file

another Order with a case by using the Submit button under the Pleading column.
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My Subemessions "-“Fﬁ - “

Workbench

Workbench stores submissions for the filer in case they need to stop and come back and finish the
submission at a later time. Users have the ability to resume a submission or delete the submission if
necessary. The submissions will remain on the Workbench for five (5) days from the Date Last
Updated .

e / i ; f
* Nimt#: Judicisl Circuit, Court of Florids o ; f
P s ORANGE & OSCEOLA COUNTLES ¥
';"'1"-"-*

-
- V 3 e
E-Filing Portal y
Filng Oplions = o LI (12 4 P
Workbench Hielp i’ﬁ | .ﬂ
Sy ione will reamasn on iBe Wodhench for fres dagy from Dode Leed Lipdabed P
Couriudic im Cirou Cane Numpbe e Deia Ermpgency AEmyms Tampeln Doates Ll | paislesd
Fang ST B

Rreyara I Sy (] e R LEVRE vS P HARTFIELD : ® WA O 0053 P

Search Workbench Items

Allows the Judicial Officer to search the Workbench for a specific submission by Workbench Item
Number.

My Alerts
If there are any Alerts pending for the User, they will appear on their My Alerts page.
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E-Filing Map
The E-Filing Map will take you back to the map. This will give the User the ability to file to a case for
the first time.

E-Filireg Maip Heis g W

Saiwct @ Fiing Juriedichon
Tris o

& Femmm v Dmey) s

& Broposad O 408

tapwilaia Sourt

o ik Py PETON Y

To get back to the Judicial Review side you can use either the Quick Links in the upper right hand
corner of the page or the Filing Options menu on the Menu Bar on the Filers side.

& My Cases [ My Submissions g Sign Out
[E workbench 4. My Alerts % E-Filing Map

| A Judicial Review |

Orthe FilingOptions t ab on the Filerés side of the Portal

place.
B ol Ninth Judicial Circuit Court of Florida 00
A 5 “ ORAMGE & OSCEOLA COUNTIES . L
. E-Filing Portal 7/, ’

Fiing Cipiicns =
PR -
B My Sp
- wil D2 Ewaiabie Mrough Ihe Pomtal on Al 15, 2016
& My Fes
Wk
Farn
W
I)‘" il I Court:
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Help

Version

This tab shows the user the Application, Assembly, Version, Source, Runtime Version, and System
Version. It also will allow you to contact support by opening your email provider and creating a new
message with the address already filled in.

Florida Courts E-Fing Partal TEST Sdw Ravesd Sdmmziration Apploston kot -

Aggdicston Flonds Couns 3-Fiing Ponal TEST Ske Revew Adminsiration Applcaticn
-0 Asgemblyl afain Flegtoital ResevacdsinClend i 5
Verbon: Frodudct 20740 Bl 3200

Souits]  BiAp el sy Tosuriacos v oo m A hemtling
Arcid Hrgeuital BeawihdtmnCler o850 040401074 2ag

Mntme Yerlgn: 3417720

vl Wernopnm 'WaldNT 100003860

Support fhone &

ok

Filing an Order
Using the E -Filing Map

The Portal Filing Management Links are located under the Filing Options Menu. In addition, for ease
of use these links are also located in the upper right corner of the page.

| y S Byt Fomon

LL

Wietdme - Judpe C=ofs Vasmhinghon

Last sgead 0 an - QLA 22006 02 41 40 P

i'wil b avalabee Mrough the Fora on Aprd 15, 2016

Help ﬁ e @

You may file an Order from either the E-Filing Map [if filing to a case for the first time] or your My
Cases page if you have already filed an Order to an existing case. Once you file an Order to an
existing case, it is automatically added to your My Cases page for quick access through the Submit
button when you are ready to file again to that same case.

Judge Filer User Manual 2017.01 Page 30



Florida Courts E-Filing Portal
E-Filer Manual

When filing to a case for the first time, select the E-Filing Map . If you have set your Preferences to
display the E-Filing Map as your Home Page then that is where you will land when you log into the
Portal unless you have Alerts pending.

Select Pleading o n an Existing Case and click on the County name in the E-Filing Map or select the
County Name from the drop down. These two selections can also be set as a Preference when you
log into the Portal. To set up your Preferences , see the My Account section above.

Select a Filing Jurisdiction

Trial Court

I.-!.. Pleading an Exsling Case I

(T Progosed Orser HF

Appeiate Court
-y Lase Number Pending

(& Pleading on Extsting Case

Then click on File Now .

Case Information
From the Division drop down select the Division of the case you are filing to, then type in the Year and
the Sequence # and select a Court Type [if necessary] from the drop down and then click on Search.

Scott Eliis
Brevard County Clerk of Courts =
E-Filing Paortal

Fiy Opmane.

Piaading on Existing Case Help ﬁ g
Fype: Trosd Caurmy B Brviamn: Cowmy i Tt Fesc B0 01
Chia @ Tepe. Panis
Cans Tit
il i o
et Dreision
Ve Ssgquesnpos ¥ Couwl Tepe Party ldeniifisr Branch Locaton
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This will pull back the Case Information from your CMS and display that information in the section at the
top of the page.

Server Operation in Progress

%“ Feichimg Case information for T5201 5CCD 102600000, Please wall

Pleading on Existing Casea Help ia = 9
Typa: Tnal County: Brewird Divisson; County Civil Total Fas: 50 00
Case #0020 DT T 2500000 Type: COUNTY ChAL / COUNTY EVICTION Satus: ORIGINAL FEND

Case Trde: B LEVINE V'S P HARTFIELD

&) Case nkymalion 1 Syl % e =] T Heview i

Documents
Now you are ready to go to the Documents tab. You may get there by selecting Documents on the

Tab Bar

& Case Information | Documents | & ServiceList 4F Review and Submit

Or by selecting Next or Save to Workbench at the bottom of the Case Information page.

L Emergendy Fillihg

Matter #:

If you Save to Workbench you can resume this submission at a later date by going to your
Workbench page and clicking on Resume. If, however, you go to the Document s page you are now
ready to upload and submit your Order.
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Fisading on Exisling Cass
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Click on the Add button to select the document you will be submitting. The list of Orders is created by
the Clerk. You may search this list of documents by typing in part of the title of your Order and use the
tab or Enter key. This should pull up a list of Orders that contain that word. You may also use the
page numbers at the bottom of the screen to search for your Order if you need to. If there is an Order
that you need to file that is not in the list of documents, you may either contact the Clerk or select the
Order document and the Clerk will make the necessary changes when they do their Clerk Review.

Castafraiil &
emarcs
Erifer Saanzh cHierid and g af il @it
& gudisiny
ud L b
AT ROl LA A LDy DT
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Then type in the number of pages or the length of your Order and then click on Browse to browse out
to your Computer to find the document you created, signed and is ready to be filed and then click on
Save.

4 PapiicEd

m -
& FigE
|

Your Order will be displayed on your Document list.

Dacumant Documant SroupiType Faa Pages Fila Siza{Ma]

|+ 3 || ST :

Tatal 30.00 1 1 Documents 0,03

You may add as many Orders to this submission as you need to file to this one case. Then either click
on Next or select the ServiceList tab from the menu bar.

ServicelList

From the ServiceList tab you may select the parties to whom you wish to provide service of your
Order. Attorneys that have filed electronically to the case are automatically added to the E-service List
and they may specify which email addresses they wish to use for E-service as to each case. You as
the filer are also added to the E-service List but if you do not wish to receive an email copy of the Order
you may de-select yourself from the E-service List. You will not be automatically added to the E-
service List for the case but you do have the option to receive service of the Orders you file. If you wish
to Serve All simply place a check in the box at the top of the column.
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Elecirome Sarite Recipants

Hamedb Aecipient Status AMEaion Ao Emml Status Emai Adress Emal Type
Carndyn M Wb Arine Marmues 7 Athamey — wetericier Primary
FLAZSEE Fianaa Bar
i = STINE J DUAGAN Arthe ACME LEW FIRM {Hp | Frimary
FLTT111 Alloimay -~ Flants
B
Aamale 1
Azemale 2
12 g g Ariiw Honth Junigial Cingus wnrpncinre Primary
Vashngion

My Added Attorney/Interested Parties
You may also add Other Attorneys or Interested Parties to this E-service List for serving your Order. To
add other Attorneys or Parties use the My Added Attorney/Interested Parties  tab.

& Add Ofnes Atlgmeyinderested Fa iy

Derala HamefEdn Recipant Status AmEatna Email 51 Ernal Adikess Emiall Type
Ho Ciher Allomey(=nieresied Paries :

Then click on the Add Other Attorney/Interested Party  link.
& Format 4 T Y Sorvicsl s + u 1
Wty Aded Atomeyirerested Farbes

§ A Cifier Atiomeinieresied PRy

TeEle HameToEdl Recipant Status AMmEation Emai 51 Emal Adikess Email Type
Ho Cilber Aflomey{s Mntenesien Pamies 2

You may type in the name and email address or you may Search Ac tive E -Filing Portal Users or
Search Florida Bar .
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Search Active E-Filing Portal Users
From the Other Attorneys/Interested Party  screen select Search Active E -Filing Portal Users

het Alorssyil smeslsd Fany

Filer & Ime Forim Tiie Frofie sfommenon ior Berece

St

Primary Emall Address
ARacriate Bl 1

ARwraSe Bmal T

From the Search Registered Users screen type in the last name of the user you wish to add. Then
click on Search.

Search Hegisiered Filers

Last Pama: bty First Mame:

" Bar Number;

Sagach

It will pull up a list of Portal User that match the Last Name and allow you to select which User you wish
to add to the E-service List.

" Larst Mlama: T First Hama
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Once you select the User you wish to add to the E-service List, clickon Selectand t hat User 6s
information will populate the Other Attorneys/Interested Party  screen and validate the information.
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Then click on Save. Your User is now added to the E-service List for this case.
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And when you return to the Electronic Service Recipients list you will see the User you added on the
Service List with the appropriate email addresses displayed and already selected for E-service.
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You are now ready to move to the Review and Submit page by selecting the tab in the Tab Bar or
Next at the bottom of the ServiceList page.

Search Florida Bar
You may also search The Florida Bar list of attorneys by name or Florida Bar Number to use the email
address provided to The Florida Bar on the E-service List.
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Type in The Florida Bar number of the person you are adding to the E-service List.
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The Portal will search The Florida Bar list of attorneys and pull up the person with that Florida Bar
number with their Florida Bar registered email address. Place a check in the box under the Select
column and click on Select.
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That person will be added to the E-service List after their account information validates and you click on
Save.
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Then click on Save Your User is now added to the E-service List for this case.
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