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Overview  
The Florida Courts E-Filing Portal (Portal) will allow a county, circuit or The Florida Supreme Court to file 
documents to a case which will allow them to take advantage of the E-service List which will provide 
service of case documents electronically filed through the Portal. 

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

 
 
If you have any Alerts pending, you will be taken automatically to the My Alerts page.  If you have no 
Alerts pending, you will land at the Home Page you have selected in your account Preferences. 
 
If you have not set Preferences for the Portal, you will see the Clerk Review main page when you log in 
as a Clerk to review submissions filed electronically through the Portal. 
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Menu Bar Tabs 
On the main page of Clerk Review directly under the banner, you will see the Menu Bar. 

 

Account Menu  

 
 

My Profile  
The Clerks may access their My Profile page to review and update any personal information and to set 
their Preferences for the Portal.  
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User Details  
The User Details page allows you to update your user name and email addresses associated with your 
Profile. 

 
 

Preferences 
The Clerk may select some preferences to be set as a default at log in 
ü Whether to show the Work Queue collapsed or open 
ü Maximum Number of Filing to show on the Review List 
ü Home Page down to a specific Work Queue you are assigned to 
ü Filing Path 
ü Last Jurisdiction File To 
ü # Rows Per Page in Document Selection Grid 
ü Launch Spell Check on right mouse click 
ü Launch Spell Check when CTRL + SHIFT + Q is pressed 
ü Email Notifications you wish to receive 
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We added Portal Maintenance Notifications in this Release.  Once you have made your designations, 
click on Save and then OK. 
 
NOTE:  You will always be taken to the My Alerts page when you log into the Portal if you have an alert 
pending.  Once all of your alerts 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 the E-Filing Map which is by default the Portal Home Page. 

Division Association  
This shows the divisions this user is associated to in the County.  You can add or remove divisions as 
necessary by selecting from the appropriate column and either select Add or Remove the appropriate 
action.  
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E-service Favorites  
You as the Clerk Filer can now create an E-service Favorites list.  As you add Other Attorney/Interested 
Parties to an E-service List, you can also add them to your E-service Favorites List.  Then you will be able 
to quickly add them to any E-service List.  Your E-service Favorites will be listed under this tab. 

 

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.  
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Email Log 
The Clerk also 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 by the Type of Email. 

 
 
When you are in the Email Log, you are in the Attorney Filer side of the Portal.  To get back to the Clerk 
Review side, from the Filing Options menu select Clerk Review or select Clerk Review from the Quick 
Links in the upper right hand corner of the page. 
 

 

 

 
 




































































































































