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Overview

TheFlorida Courts FEilingPortal (Portal)will allow acounty, circuit or The Florida Supreme Court to file
documents to a case which will allow them to take advantage of tkerfcelist which wilprovide
service of case documengsectronically filed through the Portal

Clerk Review in the Portal
Log into the Portal using your Clerk Review user name and password

N

Florida Courts E-Filing Portal

www.myflcourtaccess.com

Welcome to the Florida Courts E-Filing Portal TEST Site Help EBd @

Login
* Required Field

“ User Name: User Name

* Password:

m Forgot User Name? Forgot Password?

Do not have an account - Register Now!

If you need a portal account, please indicate the filer role you need and click Register.

“ Role: Select Role v

Effective October 28, 2018, the Portal will no longer support out of date browsers, i.e. L.E. 8, L.E. 9, LE.10.
This website is best viewed in Internet Explorer 11 and above, Mozilla Firefox, and Google Chrome.

Your IP Address is 10.199.245.175.

If you have any Alerts pending, you will be taken automatically tavihe\lertspage. If you have no
Alerts pending, you will land at ttéome Pageou have selected in yoaccount Preferaces.

If you have not selPreferencedor the Portal, yu will see theClerk Reviewnain page when you log in
as a Clerk to review submissions filed electronically through the Portal.
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Account  Administration  Filings  Clerk Filing Options  Help Gm@alE + &

Work Queues + 2| Filings - Carolyn Clerk Weber

4 £ Filings - Carolyn Clerk Weber ( 17~ | [ Open Fgretum (@ Move F) Refresh B Print F1View NEF & Filings 17 = Documents 23 Max. # Filings To Fetch: ‘

4 [ 6 CaseFilings ( 17 , 23 )

v CireitNew ¢ 1, 2 ) | g |F § S ¥ CFy NFy RMy Filing# g | Type ¥ | Case¥ ¥ | Status ¥ | Filer ¥ | Rece
CIV Circuit - Subsequent ( 13 | & E ss 94526 Case Filings 2011-DR-000002-0  geing Reviewed Kyle 031
€IV County - New (1, 1) + 55 9314 Case Filings 2014-CA-D000020  geing Reviewed 05/1
CRI Circuit - Subssquent { 1 | . 55 230970 Case Filings 2014-CA-000200-0  Being Reviewed 12/0
FAM - Subsequent (1, 1) | + 55 242084 Case Filings 2013-CA-002821-0  geing Reviewed 07/3

4 @ Filings - Common  ( 4771 , 5308 ® % 4 g 253408 Case Filings NEW CASE Being Reviewed 11/0

4 T8 CaseFilings ( 4771 , 5305 ) . € ss 327934 Case Filings 2017-CA-0002010  geing Reviewed 0173

v Cirauit - New ( 115 132 + 55 331090 Case Filings 2017-CA-000013-0  geing Reviewed 033
€IV Circuit - Subsequent {151 . 23 sg 332589 Case Filings 2016-CA-005106-0  Being Reviewed r 04/¢
CIV County - New (198 , 419 . Tp 353586 Case Filings ézw_:;oocosa— Being Reviewed 04/2
CIV County - Subsequent ( 0 ,
IV Evictions - New ( 0, 0 ) + Tp 35359 Case Filings 2014-CA-000012-0  Being Reviewed 0472
IV Evictions - Subssquent (O . TP 353612 Case Filings 2014-CA-000012°0  Being Reviewed 0472
CRiAppeals [ 0, 0 ) + 55 408670 Case Filings 2016-SC-011817-0  geing Reviewed 06/2
CRI Circuit - Subsequent (1748 . 55 447206 Case Filings éovrcpooomz—:x— Being Reviewed 10/1
CRI County - Subsequent (74 = B 55 559985 Case Filings 2018-CA-000012-0  geing Reviewed Carolyn M Weber 0472

Menu Bar Tabs
On the main page of Clerk Review directly undertthener, you will see the Menu Bar.

Account  Administration  Filings  Clerk Filing Options  Help

Account Menu

Account | Administratior

Wy Profile

£+ | Change Passwaord .C
|
Email Log [

ff Logout

— S

My Profile
The Clerksnayaccess theiMy Profilepageto review andupdate any personal informatioand to set
their Preferences for the Portal.
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User Details
The User Details page allows you to updater user name and email addresses associated with your

Profile.

IAC{DuntI Administration  Filings  Clerk Filing Options  Help fﬁ @ & i’
% Filings - Carolyn Clerk Weber = User Carclyn Clerk Weber # 59823 *
@

o )
=
§ I User Detail_s I Preferences Division Association E-Service Favorites
# 59823
* User Name:
* statust g
* Role! | ~laye of Court Use
1D Type/State/Number

Organization: Orange

First Middle Last Suffix

* MName: |Caro\;m | |Clerk | |Weber | ‘

* Primary Email; |c\.'.leber@ﬂc\erks.com |

Alternate Emailly | cysher1 024 @outlock.com || |
Email2:

Address: | | | |

City/State/ Zip Code:

(=] [x]

Preferences

The Clerk may selesbme preferences to be set as a default at log in
U Whether to show the Work Queue collapsed or open
Maximum Number of Filing to show on the Review List
Home Pagealown to a specific Work Queue you are assigred t
Filing Path

Last Jurisdiction File To

# Rows Per Page in Document Selection Grid

Launch Spell Check on right mouse click

Launch Spell Check when CTRL + SHIFT + Q is pressed
EmailNotificationsyou wish to receive

i = =l i i i i i
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Filings - Carolyn Clerk Weber  User Carolyn Clerk Weber # 59823 ¥

User Details I Pre‘ereM§ I Division Association E-Service Favorites

Collapse Work Queues when Filing is Opened: [+]

Maximum # Filings to show in Reviewer List: ‘ 100

Home Page: ‘ Work Queues

Filings - Carolyn Clerk Weber

Filing Path: ‘ ‘_|

Last Jurisdiction Filed To: ‘ Second District Court of Appeal

# Rows Per Page in Document Selection Grid: ‘ 4 ||
Launch Spell Check on right mouse click: [¥]
Launch Spell Check when CTRL # SHIFT + Q is pressed: ||

Email Preferences
Filing Received [+]
Corrected Filing Received [+

Processing Completed for Filing ####2 V]

Filing Moved to Abandoned Filing Queue |v|
I Portal Maintenance Notifications ¥/ I

™ [x]

We addedPortal MaintenanceNotificationsin this ReleaseOnceyou have made your designations,
click onSaveand thenOK

NOTE:You will always be taken to thdy Alertspage when you lomto the Portal if you have anext
pending. Once all of youteats have been resolved, you will then land on the default Home Page you
have selected in your Profile Preferences. If no selection is made in your Preference tab, then you will
land at theEFiling Mapwhich is by default th Portal Home Page.

Division Association

This shows the divisions this user is associated to in the County. You can add or remove dévision
necessary by selecting from the appropriate column and either sélédbr Removethe appropriate
action.

Cerk Filer User Manual May 2018 Page8



Florida Courts {Eiling Portal
Clerk Filer Manual

Filings - Carolyn Clerk Weber IUser Carolyn Clerk Weber # 58823 I 4
a
User Details Preferences Division Association E-Service Favorites
| Available I
Organization % | Division T Organization % | Division T
Orange Appeals Orange Circuit Civil
Orange Juvenile Delinquency Orange Circuit Criminal
Orange Juvenile Dependency Orange Civil Traffic
Orange County Civil
Orange County Criminal
Orange Criminal Traffic
Orange Domestic Relationsy
Family
Orange Frobate

E-service Favorites

You as the Clerk Filer can now create @ekice Favorites list. As you add Other Attorney/Interested
Parties to an Bervice List, you can also add them to yowseBErice Favorites List. Then you will be able
to quickly add themo any Eservice List. Yourgervice Favorites will be listed under this tab.

Filings - Carolyn Clerk Weber | User Carolyn Clerk Weber # 59823 x
%)
User Details Preferences Division Association I E-Service Favorites I
Favorite Name/ID Recipient Status Affiliation Primary Email Address
v Mary Beth Kelly FL84487 Active Thirteenth Judicial Circuit Law cweber1024@outlock.com

Enforcement Officer

Change Password
To change your password, go to the Account menu on the Menu Bar and select Change Password. Then
follow the directions to change your password.

Filings - FACC Admin = Change Password

* Current Password: || |

* New Password: | |

Passwaord must be between 6 and 16 characters, with at least 1
number

* Re-enter New Password: | |
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Email Log
TheClerkalso has access to your Email Log which houses all the email you will also receive in your Email
provider account. There is search functionality available to search biytbe of Email

Email Log wee fig W @
Search Options -
* From (mmidd/yyyy): 11/08/2018 (i) * To (mmiddlyyyy): 11/115/2018 (i)
Type of Email:

Corrected Filing Received
eService

eService Email Delivery Failure
Abandoned Filing Queue

Filing Moved to Correction Queue
Filing Received

Processing Completed

Removal from Service List

25 v TeCOTTS per P

U] From Subject Submitted

4 Submitted: 11/14/2018

Carolyn Clerk Weber SERVICE OF COURT DOCUMENT CASE NUMBER 2D2016-22 STATE OF FLORIDA vs DIANE GODARD 11/14/2018 01:33:12 PM
Florida E-Portal Filing Received - Second District Court of Appeal 11/14/2018 01:32:56 PM
Carolyn Clerk Weber Commitment Packet Saved to Workbench 11/14/2018 01:30:24 PM
Carolyn Clerk Weber SERVICE OF COURT DOCUMENT CASE NUMBER 2018-MH-000011-O Confidential vs. Cenfidential 11/14/2018 01:29:24 PM
Florida E-Portal Filing Received 11/14/2018 01:25°:01 PM
Florida E-Portal Filing Received - Florida Supreme Court 11/14/2018 01:27:42 PM

When you are in the Email Log, you are in the AttgrRger side of the Portal. To get back to the Clerk
Review side, from th&iling Optionsmenu selecClerk Reviewor selectClerk Reviewirom the Quick
Links in the upper right hand corner of the page.

L - |

Filing Options ¥ -
& My Cases [ My Submissions ¥ Sign Out

File to Department of Comections

[
v ) ) - 4 File to BVS B Fileto DOC B File NOA
8 File to Florida Bureau of Vital Statistics - - -
! f -
B Send Commitment Packets to the Sheriff's office Workbench . My Alerts E-Filing Map
)]
# Submit ROA n 2l ' B Fi # Clerk Review

&1 My Cases
= My Submissions
& My Fees
L My Aleris
Workbench
Search Work bench Items

Statistical Reports

E-Filing Map

. DIY Documents

pT

I i Clerk Review I <

™ File to the Department of Agriculture
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