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Inroduction  
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  
¶ The Florida Courts E-Filing Portal - 12 mins (6/2016) 
¶ 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 - 4 mins (6/2016)  
¶ Florida Courts E-Filing Portal - My Submissions - 2016 - 5 mins (6/2016)  
¶ Florida Courts E-Filing Portal - My Cases -2016 - 7 mins (6/2016)  
¶ Florida Courts E-Filing Portal - E-Filing Map - 4 mins (6/2016) 
¶ E-Filing to a New Case -Webex video 
¶ 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) 
¶ Florida Courts E-Filing Portal ï File a New Case to Florida Supreme Court - 17 mins (10/23/14)  
¶ 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) 
¶ 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) 
¶ Florida Courts E-Filing Portal ï Submitting a Proposed Order- 4 mins (6/20/2016) 

Clerk E -Filing Videos  

¶ The Clerk as a Filer - 11 mins (9/10/14) 

https://www.myflcourtaccess.com/authority/trainingvideos.html
https://youtu.be/BEAyq3AHb-M
https://flclerks.webex.com/flclerks/k2/e.php?RCID=624bbb8ac1393de4752aaf85f30dcd78
http://youtu.be/fyK5_geN7Sk
https://youtu.be/BZrdVsHQDEU
https://youtu.be/wjFI7VQw6t4
https://youtu.be/vFJCrAn5rzY
https://youtu.be/2uaTxZ_3heU
http://flclerks.webex.com/flclerks/ldr.php?RCID=de11a2c763ee42b57f0629b3e0fce0a2
https://flclerks.webex.com/flclerks/k2/e.php?RCID=7758220bb100621e19b611c88f96a7d8
http://youtu.be/T6_ohVwJb8I
http://youtu.be/Ngvxi_wevkw
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
http://youtu.be/tNdEl4A49nA
http://youtu.be/rYOXL-oAbdA
http://youtu.be/SlYhUZOH638
http://youtu.be/xkE9X7zN5kc
http://youtu.be/RPc_WCj_o5s
https://www.youtube.com/watch?v=jRWyEHbQQvI
http://youtu.be/lvPkjdXHr5g
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¶ Florida Courts E-Filing Portal - The Clerk Filing a Notice of Appeal - 7 mins (6/26/14)  

Videos for the Judicial User  
¶ Florida Courts E-Filing Portal - The Judicial Filer - 20 mins (6/17/14) 
¶ Florida Courts E-Filing Portal ï Judicial Filer - Pending Queue - 10 mins (6/20/14) 
¶ Florida Courts E-Filing Portal ï Setting Judicial Preferences - 6 mins (6/20/16) 
¶ Florida Courts E-Filing Portal ï Judge Sign and File - 4 mins (6/20/16) 

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

Materials  
¶ 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) 
¶ 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- October 2014  
¶ Letter to Florida Courts E-Filing Authority on Portal Records Retention- April 2016  

http://youtu.be/iyCUpIr1-Iw
http://youtu.be/eL9l4Q4Qw9Q
https://flclerks.webex.com/flclerks/k2/e.php?RCID=d25f33d15715d7fdd8c60a3c77aeb8da
https://www.youtube.com/watch?v=AzKaTOIWkG4
https://www.youtube.com/watch?v=th0IwRPPm_o
http://youtu.be/ffU6JWG53Zo
http://youtu.be/Yg6jh8qe4rA
http://youtu.be/vb5KA8ske1g
http://www.floridabar.org/TFB/TFBResources.nsf/Attachments/776A8454354EDA0185257A4C005FBDE5/$FILE/Mandatory%20Service%20by%20Email%20Education%20(E-Slides-v1.1).pdf?OpenElement
http://archive.flclerks.com/e-Filing_Authority/Resources/Materials/The_Florida_Bar_Letter.pdf
http://www.floridabar.org/tfb/TFBLawReg.nsf/9DAD7BBDA218AFE885257002004833C5/6996F03FFBB21EBF8525718700646785
http://archive.flclerks.com/e-Filing_Authority/Resources/Materials/2013_Fall_Conference_Powerpoint.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Materials/eService_FAQs.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Materials/QUICK_REFERENCE_TO_DROP-DOWN_OPTIONS.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Request_for_Portal_Docket_Descriptions_Criminal_Civil.pdf
http://archive.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_2016/April_7_2016_BOD_Meeting/Letter_to_Authority_re_Retention_Schedule.pdf


Florida Courts E-Filing Portal 

E-Filer Manual  
 

E-Filer Manual version 2018.01 Page 7 

 

¶ Process for Disposing of Florida Courts E-Filing Portal Records- April 2016  
¶ Florida Courts E-Filing Authority - Portal Records Retention Policy- Apri 2016  

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) ïOct. 2017 
¶ 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 

August 2017 
¶ E-Service User Guide -updated Oct. 2017 
¶ E-Portal/Electronic Service List Web-Service Operations User Guide 
¶ Replacing Attorneys on E-Service Lists 
¶ Self-Represented Litigant E-Filer Manual ï Oct. 2017 

¶ Clerk Filer User Manual ɀ Oct. 2017 

¶ Portal County Administrator User Manual  ɀ Oct. 2017 

¶ Circuit Administrator User Manual - Oct. 2017 

¶ Judge Filer User Manual - Oct. 2017 

Certified Vendors  
If you are interested in using a value added certified vendor to provide e-Filing capabilities from your 
CMS directly to the Portal, please go to the Certified Vendors tab on the main Portal web page.  We 
have a list of those vendors that are ceritifed by the Florida Courts E-Filing Authority and  link to each of 
the vendors so that you may contact them to gather further information. 

 

http://archive.flclerks.com/e-Filing_Authority/Resources/EFA_Documents_2016/April_7_2016_BOD_Meeting/Disposing_of_Authority_Records.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/EFA_Documents_2016/April_7_2016_BOD_Meeting/E-Filing_Authority-retention_schedule.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/Manuals_2017/Clerk_Filer_User_Manual_May_2017.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Manuals_2017/Portal_County_Administrator_User_Manual_April_2017.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Manuals_2017/Circuit_Administrator_User_Manual_April_2017.pdf
http://archive.flclerks.com/e-Filing_Authority/Resources/Manuals/Manuals_2017/Judge_Filer_User_Manual_April_2017.pdf
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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.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. 

 
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. 
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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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Creditor 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 doc uments 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/
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Once the E-Filer is logged in they are immediately taken to the Home Page selected by you the Filer. 
The Home Page also has a Menu Bar that has two menu tabs:  (1) the My Account  menu and (2) the 
Filing  Options menu located on the upper left side of the page.  The functionality associated with 
these two menus allows E-Filers to make changes to their profile / account and move to other pages 
within the Portal.  
 

 

My Account  Menu 

My Profile  
Choosing My Profile , from the drop down provides E-Filers with the ability to manage their account 
information using User Details , Change Password , Payment Accounts , User  Preferences  and E-
service Favorites . 
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User Details  
The User Details option provides E-Filers with the ability to update their profile information.  E-Filers are 
able to update any profile information present with the exception of Organization  and Role .  When 
finished updating click on the Update  button at the bottom of the page to save changes. 

 
The Portal allows for the E-Filer to enter up to three [3] Email Addresses.  Electronic Notifications are 
sent to all email addresses on the account.  
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Change Password  
The Change Password  menu option provides E-Filers with the ability to manage / change their 
password. 

 
 
New passwords must meet the criteria for passwords stated on the page under the New Password 
input box which is óPassword must be between 6 and 16 characters, with at least 1 number.ô 

Payment Accounts  
The Payment Accounts tab allows the E-Filer to delete saved payment credit card and/or ACH 
account information. 
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You may remove all accounts by selecting Delete All  or you may remove them individually by select 
the Red x  next to Remove next to the Credit Card or ACH Account you wish to delete. 
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To add additional payment accounts, add the payment information on the Fees and Payments  tab 
when you are filing your documents.  Be sure to select the check box next to Save Payment 
Information for Reuse  

Trial Court Filing ï Save a Payment  Method  
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Appellate Court Filing - Save a Payment Method   
The Payment information is gathered on the Review and Submit screen 

 
Please note:   The Payment Zip is the billing address zip code.  To be sure you receive authorization 
for the credit card, make sure the zip code entered matches the zip code for the billing address on the 
credit card account. 
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Preferences  
The Preferences  tab allows you the E-Filer to select the Home Page of your choice, the Filing Path 
and the Jurisdiction that will appear when you log into the Portal unless you have an alert pending.  If 
you have an alert that is unresolved, the Portal will automatically take you to your My Alerts page when 
you log into the Portal regardless of the Home Page you have designated 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.  Simply make your selections by invoking the drop down and selecting 
your preferences.  You are also able to select the Email Notifications you wish to receive from the 
Portal.  By default, all email notifications will be selected when this new feature is implemented. 

 

Home Page  
Select the page you desire to be used as your Home Page when you log into the Portal. 
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Filing Path  
From the Filing Path drop down, select the Filing Path you wish your Portal to default to. 

 

Last Jurisdiction  Filed To  
From the drop down, select the Jurisdiction you wish to default to in the Portal. 
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Rows per Page in Document Selection Grid  
To limit the number of rows of document descriptions you see in the Add/Edit Document dialog box, 
select from the drop down.  You will still be able to search the entire list or scroll through the list by 
using the tabs at the bottom of the box. 

 
 

New Case filing path as a Preference  
To designate a case initiation filing path to include the Division, Case Type and Case Sub Type as your 
Home Page in the Portal, create a new case and on the Case Information page at the bottom select the 
option to Save New Case filing path as a Preference. 

 
 
This will save the County, Division, Case Type and Sub Type as your default Case Initiation Case 
Information page.   

 
To clear this information and set another case type as your default, click on Clear in the User 
Preferences.  To set up another New Case Preference, you will have to go through the Case 
Information page on the Case Initiation filing path to do so.  Then select the Save New Case filing path 
as a Preference option. 
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NOTE:  If you have both a Home Page and a New Case filing path as a Preference options selected, 
the New Case filing path as a Preference option will take precedence and you will be directed to the 
Case Initiation, Case Information page upon login. 

Email Preferences 
If you do not wish to receive an Email Notification specified below, remove the check mark in the box 
under the heading óSend to Email Providerô and click on Update  and from that day on you will not 
receive those de-selected Email Notifications in your Email Provider. 

 

E-service Favorites  
As you create E-service Lists in the Portal, you are also able to create your E-service Favorites list.  
When you add Other Attorney/Interested Party to an E-service List, you will be able to select that 
person to be added to your E-service Favorites list so that the next time you need to add that person to 
an E-service List you can use the E-service Favorites link and quickly select them from your list of E-
service favorites. 
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To remove a person from the E-service Favorites list, remove the check in the Favorite column and 
click on Update.  That will remove that person from your E-service Favorites list when it is displayed 
when you are adding to your E-service List.  Please note  that they will not be removed from your E-
service Favorites list permanently in case you need to select them at a later date.  To do so simply 
place a check in the box under the Favorite  column and that name will again appear on your E-service 
Favorites List when you are selecting people to be added to the E-service List. 
 
To add a person to your E-service Favorites list, make sure you select óAdd to E -service Favorites ô 
when you add that person to an E-service List using Other Attorney/Interested Party  link. 

Email Log  
Any email that you the filer 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 . 
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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 specific email.  Either type in the ñFromò date or use the 
calendar fly out to select a date.  Then select Refresh . 

 
 
You can also search for the type of email by selecting your search criteria from the dropdown.   
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Set the number of records to show per page by selecting the number from the drop down and then click 
on Refresh . 

 
 
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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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.]. 
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Manage My E -service  
The last option on the My Account  menu is Manage My E -service . 

 
Manage My E -service  lets you perform Maintenance Actions on multiple cases at the same time. 

 
You may select any of the Search Options to narrow your result set.  You may limit your search to a 
specific County, Service Lists using your profile email addresses for E-service, using case specific 
email addresses for E-service, etc.  Once you have defined your Search criteria, click on Search  to 
view your result set. 
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Once you have your E-service Case List, select a Maintenance Action  to perform. 

 
¶ You may remove yourself from an E-service List. 

¶ Update designated email Addresses 

¶ User your Profile email addresses for E-service 

¶ Use case specific email addresses for E-service 
 
Select the Maintenance Action  you wish to perform and then from the list of cases at the bottom of the 
page, select the cases you wish to have the Maintenance Action  performed. 
 
In the example shown below, I searched for all of my cases that have received bounce backs on my 
email addresses.  Then for the Maintenance Action  I have selected Use my Profile email addresses 
for E-service. 
 
Then in the list of my cases I have selected the case[s] I wish to have this Maintenance Action  
performed on. 
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Once I click on Update , the Maintenance Action  is performed and when I perform my search again 
using the same criteria as above, the list is now empty. 
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The case that was on the list before has now had the E-service List changed to use My Profile  email 
addresses for E-service.   
 
This feature was added to allow the filer to perform Maintenance Actions  to multiple cases at the 
same time. 

Filing Options / Quick Links  
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. 

 
Each filing option link is discussed below: 

My Cases  
To go to the My Cases  page, select Filing Options  from the menu bar and then highlight and select 
My Cases  or use the My Cases  menu in the Quick Links section of the page. 

 


































































































































































































