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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 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 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
WebEXx 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

=4 =8 =4 =8 -8 -8 -8 8898 _9_9_9_4_9_9_-°

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 i_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 i_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 i_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 i News & Information Section - 5 mins (10/9/14)

Florida Courts E-Filing Portal i Removing Metadata from WORD Documents - 5 mins (5/20/15)

Suggested E -Filing How -T 0 6 s

=A =4 =4 -8 -8 -4 -4 -9

Florida Courts E-Filing Portal i 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 i Request Support- 2 mins (6/25/2014)

Florida Courts E-Filing Portal i Appellate Workbench - 6 mins (6/5/2014)

Florida Courts E-Filing Portal i_Organization Filings- 4 mins (6/5/2014)

Florida Courts E-Filing Portal i Submitting a Proposed Order- 4 mins (6/20/2016)

Clerk E -Filing Videos

)l

The Clerk as a Filer - 11 mins (9/10/14)
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http://youtu.be/R_WmO7M7hjI
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http://youtu.be/lS2qGfGryqA
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T Florida Courts E-Filing Portal - The Clerk Filing a Notice of Appeal - 7 mins (6/26/14)

Videos for the Judicial User
f FElorida Courts E-Filing Portal - The Judicial Filer - 20 mins (6/17/14)
1 Florida Courts E-Filing Portal i_Judicial Filer - Pending Queue - 10 mins (6/20/14)
1 Florida Courts E-Filing Portal i_Setting Judicial Preferences - 6 mins (6/20/16)
T Florida Courts E-Filing Portal i_Judge Sign and File - 4 mins (6/20/16)

Videos for the Self -Represented Litigant

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

1 Florida Courts E-filing Portal - Existing Case - 13 mins (6/27/14)

{1 FElorida Courts E-Filing Portal i 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.

& My Cases 5 My Submissions £ Sign Out

| Workbench g My Alerts E-Filing Map

Welcome - Carolyn M Weber
Last signed in on - 04/18/2018 04:02:53 PM

Hele g B« @

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
E-Filer Manual version 2018.01 Page 6
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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
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1 Process for Disposing of Florida Courts E-Filing Portal Records- April 2016
1 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) i Oct. 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 i Oct. 2017

Clerk Filer User Manual z Oct. 2017

Portal County Administrator User Manual 7z Oct. 2017

Circuit Administrator User Manual - Oct. 2017

Judge Filer User Manual - Oct. 2017

=4 =8 =4 =4 -8 -4 -4
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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.

Florida Courts E-Filing Portal

GOVERMED BY THE FLORIDS ODUMITS E-FILING ALMTHORITY

[T TS BFLSG BORTAL LS RUTHEDRETY Likas PN MOTECER CERTHED vPRDEORS HELP o

Quick Links to Certified Third Party Vendor Sites

CERTIFIED THIRD PARTY VENDORS THIRD PARTY BATCH FILING INFORMATION

E-Filer Manual version 2018.01 Page 7


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

t he P o r-inpage 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!

Floruda Courts F-Frlimg Povtal

STRTRFUITE ¥ THE FAOMSDR CO4ETE 1 G S 4TeD
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Portal

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.

Florida Courts E-Filing Portal
www.myflcourtaccess.com

i

Welcome to the Flonda Courts E-Filing Portal TEST Site

Lagin
" Roguernd Fiokl
" Lbser Mame| |
' Faesword,

m Faimol el Hame?

0o ot Nave AN ALCOUNT - REGISMET Now!

I wau nead 3 partal Sccount. piease indicate the Mar rde o need and otk Register

* Role: Select Mok

This websile & Desh veewed in iNleimet Explocer O and above. Monia Firsfox, and Google Chirome

E-Filers will be directed to the Account Registration page based on the filer role you select.

Select Role

Attorney — Florida Bar
Attorney - Pro Hac Vice
Attorney — Assistant US Attorney
Attorney — Internal Counsel for a State Agency
Attorney — Prosecuting / County
Court Reporter
Creditor

I Media

i Mediator
Mental Health Professional

| Process Server
Self-Represented Litigant

Select Role

Attorney Filer Role s
For the Attorney filer role you will see this registration page:

E-Filer Manual version 2018.01

Help WM ()

Page 9
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Account Registration w0

Rola: Adveirmey — F kia B " m

ID StateiNumber f ! v
User Nama:

Password
Re-type Password
Security Cusation:

Security Answer

First Mideibe Lasq Sutfix

Hama
Primary Email
Altarnate EmailT/EmanI:
Address 143

ity Statel Zip Code el B ¥

Phone #

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.

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

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.

E-Filer Manual version 2018.01 Page 10
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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 .

Account Registration

Rode:

LFsar Name:

Fassword:;

Re-type Password:

Sacurity Dueshion:

Seouriy Answer

Hame.

Primary Email:

Altermate EmailiEmaild:

Address 1%

“Clty/Stated Zip Code:

Phone &

First

Fiddle Last Suftiz

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.

E-Filer Manual version 2018.01
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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 .

Account Regestration

Rode;

' User Hame:

Passward:

Re-type Password;

Secunty Guestion:

Sscurity Answaer,

Mame:

* Primary Email:

Alernate Emaill/Emall:

Address 172

"“CityfStainl Zip Code:

Phona &

L

Buffix

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.

E-Filer Manual version 2018.01
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Media Filer Role

For the Media filer role you will see the following registration page.
information form and click on Register .

Account Registration

Rolg;

Usar Name:

Pasgword:

Re-type Password:

Security Question:

Seburty Answer:

Mame;

Primary Emall:

Alternaie EmailliEmani:

Address 1.2

Sty Statel Nip Code:

Pisgne &

Complete the registration

Help iﬁ .

Siuiffix

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.

E-Filer Manual version 2018.01
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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 .

fuctanurt Regestration B= 0

E_—— | ==

uluns e

Paunserd
M -la i P idword

B Ny Qi oe 16n L -
Bacuriiy Anwwar

Firgr Minzie L Ny

sizme
Praracy ERait
RHuriniile Efiaifl/Emddl
Aparess 14T
Sityitanal Bp Sods

Phcne #

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 .

ool Begishnbcn iy h [T] ‘__-

UEH IR

Fapsea

Pty Fupywss]

ive

Perury Erud

L e N E ) Te
Addany T

oyt R i Spam
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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 .

Account Registration = 9

Role: FIocess Semver =

User Mame:

Passwaord:
* Re-type Password:
Security Question: Selert Secunty Camestion =

Secunty Answer

* First Middie * Last Suffix

Mame:

Primary Email:
Alternate Email1/Email2:
T Address 11

“Cityl5tate/ Zip Code: select Siats

ol

Phone &

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 .

Account Registration

" Rl Sell-Represented Libgant

i m

* User Name: |

° Password;
* Re-type Password!
" Security Question: Selec! Securily Queslion
" Becurity ARswer
" First

Name:

Primary Email:

Ahlernate Emall1/Emali2;
" Address 1/2:
“City/5tate/ Zip Code:

Phone #

Middie " Last

Select State S

Suffix

CONSENT TO EMAIL SERVICE By electronically filing through the portal |
understand and agree that | will receive all future court documents submitted on

my case(s) via email at the address(es) | provide.

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.

Florida Courts E-Filing Portal
www.myflcourtaccess.com

oW e eeruchion s o acivade your accounl

E-Filer Manual version 2018.01
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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.

Sarhjet Begertratan Infarmatien Forthe Flasds Courts #9ling Presl Recemed

Dear Marilyn Monroe !

This email is sent to each of your email addresses as a result of your registration for electronic filing with Flerida Courts
E-Filing Portal on 03/11/2015 06:57;56 PM. Verify that your email addresses have been entered correctly by confirming
that this emall has been delivered to each email address. Ensure that @myflcourtaccess.com email is not sent to spam
or placed in your junk folder by adding it to the approved sender list,

Complete your registration

You will receive a follow-up email that contains a link to activate your account. You will need to know the answer to your
security question to activate your account. You wil recelve the account activation emall to all email addresses you
included, but you only have to activate your account one time and it does not matter which activation emall you use.

Your account profile contains the following information:

MName Martyn Mannoa

Liser Marne: prosed

Filar roda; '5E|F'R.E‘|'.'|VE5EI'I|:EU Lll'lqal"{
Email Address: cweber i@ flclerks com
Altemate Email

I

Alvernare Email
1.

Phona #:

Communications are delivered via Twitter and YouTube regarding new software releases, new training material and
announcements regarding system maintenance windows when the Portal will be unavailable.

Follow us an Twitter @FLCourtsEFling
Subscribe to our YouTube Channel https:/fwww. youtube com/user/FLCrtsERlingPortal
View the Training Manuals hitps:/fwww, myflcourtaccess comfauthority /trainingmanyals. hbmil

Do not reply to this email; for assistance, please contact the service center at mailto ;support@myflcourtaccess com
Thaik you.

Florida Courts E-Fling Portal

2. The second email notification provides the filer with an activation link which the E-Filer must
click on to complete the registration process.

E-Filer Manual version 2018.01 Page 17



Florida Courts E-Filing Portal
E-Filer Manual

L L Your Account For the Florida Courts eFlling Partal Is ready for Activation

vt @ficievin

Dear Halle M Hertl : This is a non-monitored email; please do not reply to this email. For assistance contact the sarvice center at

supportiBmy -

To activate your account, click on the link below. You will need ko enter the answer ko the security question you selected upon
reglstration,

h

Your account profile contains the fallowing infarmation:

Hamet Halle M Hertl

Usar Mame: cManitor

Flar rola: Court Monfor

Email Address cwebernm flclerks com
Alternate Email

1

Alsernate Ernald

9.

Phana =:

Communications are dellvered via Twitter and YouTube regarding new software releases, new training materfal and announcements
regarding system malntenance windows when the Portal will be unavallable.

Follow us on Twitter @FLCourtsEFiling

Subscribe to our YouTube Channel https:feww, youtube, com/user/FLCESEFRingPortal

View the Tralning Manuals https:/fwew  myficourtaccess, com/authorlty/traimingmanuals, bml

Thank You,
Florida Courts E-Filing Partal

Clicking the link provided in the email takes the filer to the Account Activation page.

H- i
@&=® riorida Courts E-Fili ng Portal
m www.myflcourtaccess.com
Mews & Fifnrmaton
= E-Fiing Porial implementation 2002014 pepnnng 5t 9pm
Agcount Activation L
Secumty Question: Fawante Pl _

' GEiarity AnEwWer:

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.

LESN L TLRR o
(]
. s namm
S
= [—
e — Bap -
ra STr— . :

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.

Florida Courts E-Fil ing Portal

www.myflcourtaccess.com

|

Wdcome to the Florida Courts E-Filing Poral Help 4 .ﬁ.
Il.m-gn
R Fess
LHiar Name
" Fassword:
o |

B not Raye an agsount - Aegieier ol

Fyou need o portal poooom. please moicale the Ser mis you nesd and dick Regise
“ Role: i Fille i
ThiS VB 1 s e i) Il [Capnr 6 9 and A, Mool Tk, ) Googes Chroms

Four 1P Address 15 10955 248 58

55 i5E. mEssss of medficaion of
3 -il'lr'y i- L LT

Eft =
trarrm II|-| s of slored i thin System By @ use I i
A ANV ONE UENG THIS :'r I.'I'EII EIFR:E HLT CI:IN!EII TS TO SUCH H‘J\MTMIHE‘!HHHH-HH
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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.

&% Fiorida Courts E- ilinyg Portal i

weanw. myfloourtacoess com

- iy @

&ipri Twin Froey | ] T a1
Teww o Shrk Py I
L - Bawty oo pam
e fhwgE s et il -
VAR Eaialisi v UERCLAY  181T-Lk Cownga | IS8T R A K 2 JCUr i Y B Lo T ke W
WA DA TR AA FTE W ST B I S T S
g e

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 .

@=® rlorida Courts E-Filin ¢ Portal

m www.myflcourtaccess.com
I

Wy Accounl ¥ | Filing Ciplions- »

Usar Dataiis
ChAnge Hasswoir
Fayment ACCounis
Uster Prefetences
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User Detalils

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.

My Profile Help fig W @

Orgamndzation Wargus 2
Hale: Amamey - Flands B
Ll Hams i.\, TR}
Saeurity Susstisn Wiitners Mawdan Has i
* SRCLETY ANSwar et MO XTSI F MDA
First Middie Last Suffx

Hame: TR
Primary Emali: cweharanic
Alegrnate EmalltEmI2:
Addrness 112 (RE LR
ity el Eip Code Mo Flereia w SEhG
Pheoms o: TR

Fax &

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.

Welcome - Carolyn M Weber
My Account v Filing Options » Last signed in on - 04/23/2018 01:00:02 PM

My Profile Help r@ - @

User Details | Change Password | Payment Accounts  Preferences — E-service Favorites

Change Password

* Current Password:
* New Password:

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

* Re-enter Password:

New passwords must meet the criteria for passwords stated on the page under the New Password
inputboxwhi ch i s O6Password must be between 6.6and 16 <ch

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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My Profile

Saved Payments

Saved Cradit Cards

|| Delete A Car
x . Cang 300 Expring O8G0 E

x Cand S5===da44 Expinng 02025

s .-' a

Saved Accounts

[ Delets Al Accour

Mo Sawed Accounts

Help fig me

Paymenl Toksn
beeddEd o0 11-4 Fic-BATa-0nda Bdai sl

roT 36 conE-4 30 Send- DO AIZI30M

Payment Token

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.

My Profile

User Detalls  Change Password | Payment Accounts

Saved Payments

Saved Credit Cards

Delete All | Card

Saved Accounts

| Delete All  Account

Mo Saved Accounts

E-Filer Manual version 2018.01

g Card 370005 Expiring 08/2023

b 4 Card 554444 Expiring 07/2023

Heo fig ma @

E-service Favorites

Payment Token
beddedcd-f811-4T7fc-857a-0b4619das5503

eccd4353-cded-43ae-9eed-b33e43233014

Payment Token
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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 T Save a Payment Method

Paymanis

Select One to Continwe
& Cphon Ons: Prosvide Palyment mformistion

T Oplion Two: Regquest Filing Fes Wabver

Prewvioushy Saved Paymenls

Yo can select from a previously wsed payment Or enfer . new ans. Fi

Saved Crednt Cards

Credit Card Type

Credit Card Mumber cwy
Expiration Cate Month Year
Mamao

Fayor; Camhm M Wobe

Payment Zip

3 previously Sioned credil cand you need 10 enker Cand SV

Saved Accounts

Check Routing Number

Checking Account Number

Hama on Account

Account Type

® checking ) Savings

O save Payment Infermation Ter Reuse

WOl ML oy hi% o

ajec! Me paymEnl cawsing rshurn lees

E-Filer Manual version 2018.01
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Appellate Court Filing - Save a Payment Method
The Payment information is gathered on the Review and Submit screen

Filing Fee Summary

# Description

Amount

PETITION FOR WRIT OF MANDAMUS Criminal £300.00
1 ORIGINAL PETITIONMNS, PETITION FILED £0.00
Filing Fees: £300.00

Statutory Convenience Fee: $0.00

Total $300.00

There is a 3% statutory convenience fee for payments made via credit card. The statutory convenience fee for
payments made via electrenic check (direct debit from a bank account) is $3.00.

I Select One to Continue |
e

{®: Option One: Provide Payment Information

() Option Two: Request Filing Fee Waiver

(O Option Three: Exempt from Fee

Saved Credit Card Information Saved Bank Account Information
Saved Credit Cards ‘ ﬂ‘ Saved Accounts ﬂ‘

Re-enter CVV | |

Saved Account type () cChecking Saving

New Credit Card Information New Bank Account Information

Credit Card Type ‘ ﬂ ‘ Account type Checking O Saving

Credit Card Number | | Routing Number | |
cwv  / Payment Zip | i | Account Number | |
Expiraticn Month, Year ‘ ﬂ H ﬂ‘ Name on Account | |

| | Save Payment Information for Reuse

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.

My Profile Hip ﬁ L s "ﬂ

Mo Pags My Subemss

Lisért Prasfsesnoes

Fiinsg Path: -
Lasn Jumisdiction Fises Te: range L4

# Rows per Page in Document Selection
Grig

Ty 1 ST Tyl “ TRl Sl 5 0 T A" "Daagienhe® =5 “Tiv i Protse” “Cad Tyei ok 3071 “Cans Tips WENTAL

e sy S L AL P TR R FHEALTH TiRsAGLType" TAKES ACT - IWOLLNTATY PLACEMENT, e

Emuil Praferances
Filing Receiveg ._:i
Comected Filing Recaives =]
Procasseg Compaiiad for Filng aisay i

Filing Mowed to Aandoned FHing Gusus =

Home Page
Select the page you desire to be used as your Home Page when you log into the Portal.

Payment Accounis Preferences E-service Favorites

Home Page: My Submissions
Filing Path: My Cases
My Submissions
diction Filed To: | Workbench
E-Fiing Map
) My Fees
iment Selection
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Filing Path

From the Filing Path drop down, select the Filing Path you wish your Portal to default to.

My Profile

pEIails Change Fassword Faymend Arcounis Freferenies
Liser Preferencas

Home Page:

Filing Path: |

I
Last Jurisdiction Filed Ta: Trial Courts
Case infiation
Pieading on Exigling Case
Progased Order

Appellate Courts

# Rows per Page in
Document Selection Grid:

Emaal Prafaroncas

Case Number Pending
b
Emai Hotification -

Last Jurisdiction Filed To
From the drop down, select the Jurisdiction you wish to default to in the Portal.

-

My Profile

User Details Change Password Payment Accounts Preferences

User Preferences

Home Page:

Filing Path:

Last Jurisdiction Filed To: Brevard

# Rows per Page in

Document Selection Grid: [rial Courts
Alachua
. Baker
Email Preferences
a1 Bay

Email Notification Bradford

E-Filer Manual version 2018.01
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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.

# Rows per Page in Document Selection 5 -
Grid:
- 3
Mew Case filing path as a Preference:
4
Email Preferences 10
20

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.

Save to Workbench 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.

Ubssr Prafaronoas

Home Pags
Filing Pan
Last Jurisdiction Filed To; Orage

# Rows pet Page in Decument Salection
Qi

(] e ™1, " Caon Type™ T Rd P, Courd™ "2 " "Cout™ Paelas” Tivisiond™ "0° "Dsdii™ “Probale” Chbe Tyl odeid™ 23071 ass Type™ "RIENTAL
HEALTH" "CaseSunType® “BAKER ALT - HVOLLNTARY FLACENENTT] B

Mww Casa fling patn as 3 Freferanca

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 0Send t Opdaenaadfrom tRat daywon goe wilbnotand c | i
receive those de-selected Email Notifications in your Email Provider.

My Profile Help f@ ¢ @
User Details ~ Change Password ~ Payment Accounts E-service Favorites

User Preferences

Home Page: My Submissions v
Filing Path: v
Last Jurisdiction Filed To: Orange v
# Rows per Page in Document 5 v

Selection Grid:

{"CourtTypeld""1","CourtType":"Trial","Courtld":"52","Court""Pinellas","Divisionld":"5","Division":"Probate","Case TyeCoc
HEALTH","CaseSubType""BAKER ACT - INVOLUNTARY PLACEMENT"} 3¢ Clear

New Case filing path as a
Preference:

Email Preferences

Email Notification Send to Email Provider
I Filing Received O I

Corrected Filing Received

Processing Completed for Filing #####

Filing Moved to Abandoned Filing Queue

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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My Prafile ¢ m Lol

E-sarvice Favomes

[ Favorite namediD Racipient Siatus AmEabon Emall Address EmaiiType
- Cofin A Thacker me FL7 1368 Acive Relchien & Mewberry nackenErocketma Primary
LEw Diffica Infensated
Pariy
Aflernats 1
; Kyhe Risichet FL106106 Acive Abpmieys al Law Co ' tiENcien Primasy

Caounsed for PiaindiT

o Mary Bath Kely FLEAEET Actrra Thirleenih J ki WL ! T Primary
Cacull Co-Counsat for
Dlzintstt
Alarmate 1
LF bary Jones Linamiated Lisers Co- T Tyt Ay

Caounsed Tor Flaintif

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.

Toadd apersontoyourE-ser vi ce Favorites | iAsddtoE -seavikecFaverites € you s
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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My Account ¥ Filing Options

b My Profile
= User Details
= Change Password othe F
= Payment Accounts
= User Preferences

B4 Email Log

§3 Manage My E-service

£ sign out

EScammasses
».] L". FRosa |

2053 He
|".-."-all:n:|n7

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 .

Email Log . o f? B¢ @

Seancn Ophons .
" From [mmiddyyyy): MBR01E B R A— T =
Typa of Email:

records per page

You can also search for the type of email by selecting your search criteria from the dropdown.
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Email Log Help W 1) @
Search Oplions -
* From (mmiddiyyyyl D4 R0E | " To (mmiddiyyyy: D4RE2018 &

& From Subemitied

4 Bubmimed: 04/268/2018

Set the number of records to show per page by selecting the number from the drop down and then click
on Refresh .

Sesrch Oplons h
" From [mmiddiyyyy): Oaltwznig T * To [mmiddiyyyy): (U2ER018 £
Type of Email: eService

records per page

10
Subpecl Submiled

18

Carolyn M Weber | SERVICE OF COURT DOCUMENT CASE NUMBER 482071 BCADO00 1 ZA0 X PARE, ELAINE v PATEL O&/2572018 10:30 44

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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SeaeTn Ophors -
* Fram {mmsd i DAHOEC = * T (mmsdabnyyL CUPERME B
Tipe of Email ESHP = =
1 - recards per page
L] From Stienl Subimissd
& Rubmitesd SUIAFTE
Carnhn M SERVICE OF COURT DOCLUNENT CASE MLUNVBER 482018CANNIZANNTIY PARE, ELAIKE vs. FATEL D470 1H 0G4 103
Wahar HTESHet al Al
Carotym M EERVICE OF COURT DOCUMENT CASE MUNVEER 48201TCFIMIAA000A40 STATE OF FLORIDA - VWS - 04282010 0934 00
\Woher BALKCOM, BETSY LEGH A
Carokn M SERVICE OF COURT DOCUMENT CASE BLUVSEER J020 BCASONI 2AD 0K PARE, ELAUKE vi PARTEL D4R0TH DO X 40
Weber HTESHet al Al
Caenkm M SERWCE OF COURT DOCLUMENT CASE MUNEER R 1ACADDN ZANN O PARE. FLAINE vi FRTEL DA 0630 an
Weber HTESHEt al Al

Scroll down the page and you will see the body of the email that you also received in your emalil

provider [i.e. yahoo,

Gmail, outlook, etc.].

From: Carcdsn M WEDer

Bubject

E-Filer Manual version

[ e e M ) [ b LN A, G Ewele 10 B e ¢ et

SERVICE OF COAIRT DOCLVENT CASE HUMEBER ARXHEBCADNGH 240070 PASE. ELAINE v, PATEL. HITESH= al

BArIS20TE 10 a4 Al

Hedice af farvies of Court Doecumanes
Filing Informabos

Fiang o E5ET0

Fiieg Time D4252018 10 M 3 AMET

Fiier Cammym M Webes $07-461-2313

Cowt Jamety Juche kel Cirguit in and for Cange County. Fionca

Cxed AENABCADO00 1 B0 TOK

Coard Case # HHA-CAD012-0

Case Bhke PARE. ELARE ws PATEL, HITEBHE m

Documents

[Tme [Fie ]
[Froposed Summons To Be msusd By Ciet |& Pmposed Coder oo |
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Manage My E -service

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

|

My Account v

My Profile

User Details

Change Password

Filing Options =

othe F

= Payment Accounts
User Preferences

Email Log

§ Manage My E-service

£ sign out
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».] L". FRosa |

2053 He
|".-."-all:n:|n7

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

Friffd U] Afwinits Efdd 1 Anatniais Ervdd 2

Primafy Atterrois Tmarn | Aberrais Tt 3

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

=a =4 =4 A

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, | searched for all of my cases that have received bounce backs on my
email addresses. Then for the Maintenance Action | have selected Use my Profile email addresses
for E-service.

Then in the list of my cases | have selected the case[s] | wish to have this Maintenance Action
performed on.
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Manage My E-serdice
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Once | click on Update, the Maintenance Action
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is performed and when | 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.

1

—
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