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You will receive a message to verify that you wish to file to the case.  Click OK to continue or Cancel to 
select a different case.   

 
 
The Portal will retrieve the case information from the county’s Case Management System and take you 
to the bottom of the Case Information page in the Portal where you may enter in a Matter # and then 
continue to file your submission.  The Matter # may be the number you have assigned this case in your 
Firm.  That will help you track fees from the My Fees page.  At any point during the creation of this 
submission, you may also Save to Workbench which will allow you to save the submission at any 
point to your Workbench and file it later.  

 



Portal Filer User Manual 
 

Portal Filer User Manual October 2022 Page 91 
 

Then click on Next to continue the filing process by attaching your documents, selecting your E-service 
recipients, providing a payment method if necessary and submitting your filing. 
 
If you select Save to Workbench you will be able to resume filing this submission later.  The 
submission will remain in the Workbench for five (5) days from the Date Last Updated. 

 

Case Initiation 
If you are creating a new case with the Clerk, you begin your filing from the E-Filing Map. 
 
Trial Court  Select county from the drop down or click on the county in the map 
 
Appellate Court Select the district number for a District Court of Appeal or use the drop-down list 

which includes the Florida Supreme Court. 
 
Choose the Case Initiation Link for the appropriate jurisdiction, select the county filing to for the trial 
court path and select either a District Court of Appeal or The Florida Supreme Court when filing a new 
case and then click on File Now. 
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The filer is taken to the Case Information page. 

Case Information – Trial Court 
Filers can enter new case information.  After the new case submission is reviewed by the county staff 
and accepted for filing, a case number (Uniform Case Number (UCN)) will be assigned.  The filer will 
receive a confirmation email regarding the filing and the new case number will be recorded in the email.  
Once the case number is assigned the My Submissions page will be populated with the case number 
in place of the ‘new case’ text and the case will also be listed in the My Cases page. 
 
From the available drop-down menus select the following: 

• Division 
• Case Type 
• Sub Type 
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Required data elements, marked by the red asterisk, are put forth by the Florida Courts Technology 
Commission (FCTC) and are required for all divisions. These data element vary from one division to 
another.  
 
Circuit/County Civil Information 

 
Additional Fee Options 
Additional Filing Fees 
 
If you wish a summons to be issued, type in the number of summons you need. 

 
Circuit/County Civil Information 
 
Fill in the case information appropriately and be sure to select the Amount of Claim range.  The fields 
marked with a red asterisk are required fields.  Your total filing fee is shown below.  Click Next to 
continue. 
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Domestic Relations/Family 

 
Juvenile Dependency 
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Select Add Party and then Select Role and select either Primary Party and/or Filed On Behalf of.  
Complete all required fields.  Click Save.   

• Role – Description of party’s involvement in the case (defendant, petitioner, etc.) 
• Primary Party – Party with direct connection to the case i.e., Plaintiff, Defendant, Counter-

Plaintiff, Counter-Defendant, etc. 
• Filed On Behalf of – Identifies the party that the new case is being filed on behalf of and would 

be charged with payment of the statutory filing fee.  Party must be identified whenever fees are 
collected. 

NOTE:  When creating a new case and you select the Plaintiff Role and enter the information, 
the Filed on Behalf of should also be selected since you the attorney are creating the case on 
behalf of your client the Plaintiff. 
 
If you wish to continue creating this new case to be submitted later, click on Save to Workbench and 
you will then be able to resume filing at a later date. 

 
NOTE:  The parties you can add is based on the County you are filing to.  Brevard and Volusia 
County does not allow the filer to add party information. 
 
When adding a party, you have 2 options: 
 

1. Pressing on the Copy from Current Filer option which will add the filer as a Party and fill in the 
Party information with the filer's Portal profile information.  It should be used when the attorney 
information is captured and added to the county’s Case Maintenance System. 
 

2. Enter party information directly into the fields available. 
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Add all parties to your case. 

 
 
Click the Save button when entries are complete. 
 
The party page refreshes and the party that was just added will be displayed in the list.  If you need to 
make any changes to the Party information, click on Edit to the left of the Party information. 
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The party page also allows the filer to Remove a party on a case.  Click the red x to remove a party 
that you have added in error.  Clicking Add Party allows the filer to add another party to the case until 
all parties have been added. 
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When the filer has completed adding or editing all necessary party information, click the Next button.  If 
you need to return to the Case Information page, click the Back button or select Case Information 
from the menu bar. If you wish to save your submission for filing at a later date, click on Save to 
Workbench and the submission will be save so you can resume filing at a later date from the 
Workbench. 

Adding Documents – Trial Court 
The filer is then moved to the Documents page.  Some counties will have the case initiation required 
documents listed on the Documents tab.  You will also see that the Civil Cover Sheet has been auto 
generated for you.  This is the civil cover sheet pursuant to SC19-1354.  The Portal has taken the case 
information you input on the previous screens and generated this document for you.  To view the 
document, click on View under the File column. 

 

 
 
When you are ready to add your documents to the documents tab, click Add to add a document to the 
case.  That takes you to the Add/Edit document screen.   
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Searching for a Document 
Type in a brief description of the document you are going to file and then use the Tab or Enter key.  
That will narrow the result set shown that matches your search criteria.  You may also search for your 
document by using the page tabs at the bottom of the Add/Edit Document page. 
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Select the document you wish to file and then browse out to locate your computer-generated PDF/A 
document on your computer and upload the document to the submission.  Then click on Save. 
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The Portal will then add that document to the list.  If your document is a properly formatted PDF/A, you 
will not receive any warning information from the Portal.  If your document is not a properly formatted 
PDF/A, you will receive a warning advising you what is deficient in your document. 

 
Click on the click here in the warning message shown above to see the deficiency reasons. 

 
The reason why most documents are not properly formatted is because the filer does not include all of 
the fonts required for that document when they convert it to a PDF/A.  For more information on how to 
properly format a Word docx to a PDF/A, see FAQs on PDF/A April 2021 which is found on the Florida 
Courts E-Filing Authority web page under the Help menu.  https://www.myflcourtaccess.com 
 
Continue to add all the documents you wish to submit with this new case on the Documents page. 

https://www.myflcourtaccess.com/authority/training-materials
https://www.myflcourtaccess.com/
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The Document page also allows the filer to Replace or Remove a document.  Clicking Add again 
allows the filer to add another document to the submission.  The size of the document added also 
appears so the filer knows when they are approaching the submission size maximum of 50MB.  When 
the size appears in the size column, your document has completely uploaded, and you may continue. 
 
The following warning is on the Documents page.  Please take time to read this warning and be 
advised. 
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If your documents go over the maximum submission file size of 50MB, you will see a message advising 
you that you have exceeded the maximum submission file size limit of 50MB and advise you to remove 
documents so that you can submit your filings.  Break that large document down into separate files and 
file them individually. 

 
When the filer has completed adding or editing all necessary document information, please note the 
confidentiality warning. 
 
For confidential documents, the filer must attach the Notice of Confidential Information within Court 
Filing as per RJA 2.420. 
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Finally on the Documents tab, select the Confidentiality Option that applies to your case initiation 
submission.  This Confidentiality Option appears on Circuit and County Civil case types only.  If you 
select Option (a), your case initiation submission will be immediately available in the Filings Access 
review queue.  It will reman there for five (5) days. 
 

 
If Option (b) or (c) is selected, the submission is deemed to contain confidential information and for (b) 
a Notice of Confidential Information within Court Filing must accompany the submission.  If Option (c) is 
selected, a Motion to Determine Confidentiality of Court Record must accompany the submission.  
These case initiation submissions will not be available in the Filings Access review queue. 

Adding Documents – Appellate Court 
The Documents page is next.  Click Add to add documents to the case. 

 

 
The Portal will always display your Frequently Filed documents in the top section of the Add/Edit 
Document screen.  You may search for a document by selecting the Search field and typing in your 
search criteria or you may search the list of documents you can file using the page number tabs at the 
bottom of the screen. 
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If the exact document description is not listed, select the document that most closely matches the 
document you are going to file. 
 
If you use the search feature, type in the most uncommon word in the title of your document and then 
use your Tab OR Enter key to perform the search.  In the below example, we will use the word 
‘Petition’ to limit the result set of our search. 
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Select the document you wish to file and upload the document.  You may also use the Volume field to 
further identify the document you are submitting.  If your document is larger than 200MB, break your 
document down into separate files and then submit them individually using the additional text Volume 
field to identify the volumes.  Then click on Save to add it to the list of documents you will submit. 

 
Your document will appear on the Documents page with the file size shown in the far-right hand 
column.  You may upload as many documents as you need to file with the total file size not to exceed 
200MB.   
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The documents will display in the list.  

 
The Document page also allows the filer to Replace or Remove a document.  Clicking Add again 
allows the filer to add another document to the case.   The size of the document added also appears, 
so the filer knows when they are approaching the submission size maximum of 200MB.  When the size 
appears in the size column, your document has completely uploaded, and you may continue. 
The maximum submission size is 200MB.  If you attach too many documents to the submission, and it 
exceeds the 200MB size limit, an error message will appear as shown below. 

 
To file documents that are larger than 2000MB, break the document down into separate files and 
submit them individually. 
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When the filer has completed adding or editing all necessary document information, be sure to note the 
Confidential Warning section.  For confidential documents, the filer must attach the Notice of 
Confidential Information within Court Filing or a Motion to Determine Confidentiality as per Rule 2.420.  
Then click the Next button to move on.  

ServiceList 
As the filer, you will automatically be added to the E-service list for this case.  The E-service email 
addresses added will default to your profile email addresses.  Anyone else that files electronically to 
this case from this point on will also be added and appear in the E-service list.  

Adding Parties to the E-service List 
To add a person to the E-service list for a case, from the My Added Attorney/Interested Parties tab 
there are now two ways to do so. 

Add Other Attorney/Interested Party 
When you select Add Other Attorney/Interested Party, you will be able to add E-service recipients to 
this case four different ways: 

1. Search Active E-Filing Portal Users 
2. Search Florida Bar 
3. Free Text 
4. Add from E-service Favorites List 

 

 

Search Active Portal Users 
When you select this link, type in the Last Name or the Bar Number of the person you are searching for 
to add to this E-service list and then select Search. 
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Place a check in the appropriate box and click on Select.  Then select the Case Role that this person 
fulfills from the drop-down. 

 
If this person is someone that you frequently add to E-service lists, you may now select to add this 
person to your E-service favorites list.  To do so, place a check in the box next to Add to E-service 



Portal Filer User Manual 
 

Portal Filer User Manual October 2022 Page 115 
 

Favorites in the upper right-hand corner of the screen.  If you need to add another Attorney/Interested 
Party, click on the box at the bottom of the screen and then click on Save. 

 

 
 
That will add this person to the E-service list for this specific case as well as add this person to your E-
service favorites list so that the next time you need to add this person to a case, you can select Add 
from E-service Favorites which will show all of your E-service recipients that you have saved to your 
Favorites list for quick and easy adding to an E-service list.  The screen will reappear so you can now 
add another Attorney or interested party. 
 
To remove participants from your E-service favorites go to the My Account menu, My Profile and 
select the E-service Favorites tab.  For more information on removing people from your E-service 
favorites list, please see Portal Navigation located in the beginning of this User Manual. 

Search Florida Bar 
Click on the Search Florida Bar link. 

 
Type in The Florida Bar number of the person you are adding to the E-service recipient list and click on 
Search. 
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That will pull up the attorney with that Florida Bar number.  Place a check in the Select box and then 
click on Select. 

 
That will add this person as an Other Attorney/Interested Party to this E-service list.  If you want to add 
them to your E-service favorites list place a check in the appropriate box.  Be sure to select the Case 
Role of this E-service recipient and then click on Save. 
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This Florida Bar Attorney has now been added to the E-service list for this case as well as to your E-
service favorites list. 

Free Text the Information 
Type in the information into the appropriate required fields.  Then click on Save to add this person to 
the E-service list for this case. 

 
They are added to the Electronic Service recipients list for this case. 

Add from E-service Favorites 
From the My Added Attorney/Interested Parties tab, click on Add from E-service Favorites.  That 
will pull up your E-service favorites list that you have been creating as you add E-service participants to 
E-service lists in your cases.  To manage this list (remove names) please see the Portal Navigation 
section of this User Manual. 
 
Select the name of the person you wish to add to this E-service list from your E-service favorites list by 
placing a check in the Favorite column next to the name.  Then click on Add Selected. 
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The person you selected from your E-service favorites list will be added to the E-service list for this 
case. 

My E-service Email Addresses for this Case 
You may also designate E-service email addresses for this specific case if you wish to use email 
addresses that are different from your Profile email addresses.  To do this, select the My E-service 
Email Addresses for this Case link. 

 
Then select the appropriate designation and if selecting new E-service email addresses to be used for 
this one case only, type in the new email addresses and then click on Next. 

 
A valid E-service list will have a check in the box next to the name of the people you wish to serve as is 
shown below.  By selecting the person you wish to serve, all email addresses linked to that person will 
receive service of the documents filed in this case. 
   
NOTE: Do not serve an email address that has received a bounce back until the problem with 
that email address has been corrected. 
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Fees and Payments – Trial Court 
The filer is directed to the Fees and Payments page. There are two payment options: pay with a credit 
card or a check or fee waiver. Enter only one form of payment.  
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A breakdown of the filing fees is listed in the Filing Fee Summary portion of the page. 
 
The filer may elect to use a credit card or e-check.  Only one payment method is allowed per 
submission.  Once the filer enters their payment information, the payment information may be stored for 
future use by checking the Save Payment Information for Reuse box.  Complete all required 
information.  The required information is marked with a red asterisk (*). 
 
If you have already saved a payment method, select the Saved Credit Cards/Saved Accounts drop- 
down and select one from the list.  The information should auto-populate the required fields. 
 
If you are entering a new payment method, complete the required fields under Credit Card Type and 
select to Save Payment Information for Reuse to be able to select the newly added payment method 
from the drop-down menu. 
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The Portal accepts the following credit cards for payment: 

• American Express 
• Discover 
• MasterCard 
• Visa 
• ACH Account 
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The filer may request a Waiver of the fees by selecting option two and completing the Waiver Reason 
and attach the Fee Waiver form. 

 
 
Note: An explanation of how the convenience fee is calculated and about Debit block services is 
provided in red text below the fee total. 

 
The Payment Zip Code is the zip code for the billing address of the credit card.  When the filer has 
completed adding all necessary payment information, click the Next button. 
 
When the user clicks on the Submit button on the Review and Submit page, the credit card or check 
routing information is validated and completed by the appropriate institution.  If the submission is 
returned to the Correction Queue, a refund is made back to the filer.  Once the submission is corrected 
and resubmitted, another fee payment will required. 

Review and Submit – Trial Court 
Review and Submit all information carefully, clicking Submit is FINAL. If there are any edits or 
changes that need to be made, the filer must click back to the Case Information, Case Parties, 
Documents, ServiceList and/or Fees and Payments tab(s) to make the changes and re-save the 
information.  Once all edits to information have been made, Click Submit.  
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If no one has been selected for E-service on the ServiceList page, you will see an alert in the 
ServiceList section of the Review and Submit page.  To correct, click on the ServiceList tab and 
make your service selections. 
 
Next you see the Documents uploaded, Fees, Payments, Parties [if any are added], Filer and 
Request for Emergency Filing Status information as shown below. 
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If the filer has failed to enter required information, they will receive a pop-up message notifying which 
information is missing. 

Review and Submit – Appellate Court 
Review and Submit all information carefully, clicking Submit is FINAL. If there are any edits or 
changes that need to be made, filer must click Revise to go back to the page and make any corrections 
necessary.   
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Since there is a statutory fee due, the filer must select a payment method.  Select one of the Options in 
the Payments section of the above page and provide the payment information. 
 
Option One:  Provide Payment Information 

 
You may pay using either a Credit Card or a Debit Card.  Complete the information requested based on 
your method of payment.  If you wish to Save Payment Information for Reuse, be sure to place a 
check in the box next to that statement right above the Clear button. 
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Option Two:  Request Filing Fee Waiver 

 
Option Three:  Exempt from Fee 
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Once you have submitted your Payment Method, Request for Emergency Filing Status is available if 
necessary.  Complete the required information.  Then Save All and Submit Later which places this 
submission on the Workbench for submission later or Confirm and Submit all Now to file your new 
case immediately. 

 
After the filing has been submitted, the filer will be at the Filing Received Confirmation page. 

 
Click Refresh to watch the Status of your submission change to Pending Filing. 
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Confirmations of Filing 
In total, the filer receives three (3) Confirmations during the filing process: 
 
1. The Filing Received Confirmation page:  
Immediately upon submitting the filing the filer will receive a confirmation notice.   This notice provides 
the filing reference number.  This number is needed if the filer contacts the county regarding the filing 
prior to a case number being assigned to the filing. 

 
2. An Email:  
The filer receives an email regarding the filing in their email client account based on the email 
addresses in their profile.  This email is also in the Email Log in the Portal. 
 
  



Portal Filer User Manual 
 

Portal Filer User Manual October 2022 Page 129 
 

Filing received by the Portal for a Trial Court new case submission: 
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From the Florida Supreme Court for a new case submission: 

 
 
3. The new case submission is available in the My Submissions page and upon acceptance by the 
Clerk, the Court Case # will be available and the Completion Date will be populated. 
 

 
 

Processing Completed for Filing 
After the Clerk completes the review of the filing, the filer receives another email verifying that the filing 
was processed successfully. 
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The document now appears in My Submissions with the Completion Date displayed.  
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File Documents to Multiple Cases 
 
If you have prepared all the documents you need to file and wish to create each submission and then 
submit all at the same time, File Documents to Multiple Cases is the filing path you should select. 
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Go through the filing process for each case you are filing to.  For Case Information, type in the Year 
and the Sequence # and select a Court Type then click on Search.  You will see at the top of the screen 
the case information and the beginning of a table that will display the cases as you add them to this 
submission. 

 
Next go to the Case Parties tab and select who you are filing on behalf of, then to the Documents tab 
and add the documents you are submitting to the above case.  Next select your E-service recipients on 
the E-service tab and when you get to the Review tab, if you have more documents to submit to other 
cases, click on Add Case. 

  
This will take you back to the Case Information tab where you can add another case to file document 
to.  You can file to any county you need to in this submission.  You do not have to file to the same 
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county.  When you enter the Case Information for the next case and click on Search, the Portal will 
populate the table at the top of the page with the first case you selected and display the case 
information of the next case you will be filing to as shown below. 

 
Now you go through the Menu tabs on the filing path to select whom you are filing on behalf of, add 
your document on the Documents tab, select your E-service recipients and when you get to the 
Review tab you can either Add Case or if you are ready to submit these documents click on Review 
all and Submit.  When you are ready to submit these submissions the Review screen will display all 
the case information for each case you have entered in the table.  If you wish to make a change to any 
of the submissions, there is a Revise button nest to the case information.  Select that Revise button to 
take you back into that submission to make any revisions necessary. 

 
Once your are ready to send theses submissions off, click on Confirm and Submit all Now.  You can 
also save this entire submission to the Workbench by selecting Save All and Submit Later.  The 
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Filing Received Confirmation page will show all three submissions individually.  If any corrections 
need to be made to documents submitted, only that submission will be returned to the Correction 
Queue.  Each submission will be handled individually even though you sent them all into the Portal in 
one submission.  See below. 

 
They will also appear on your My Submission page as individual submissions so you can select to 
submit another pleading or proposed document from this page as well. 

 

File Same Document to Multiple Cases (No Fees) 
 
If you have the same document that you wish to file to multiple cases, and there are no fees required to 
submit this document, select File Same Document to Multiple Cases (No Fees).  An example of this 
type of document would be Notice of Unavailability. 
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On the Case Information page select the Division, type in the Year and Sequence # and select the 
Court Type if necessary and click on Search.  This will pull up the case information and display it at 
the top of the page along with creating the case table that you will create as you add more cases to this 
filing path.   
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Now go through the Case Parties tab to select who you are filing on behalf of, add your document(s) 
on the Document tab.  As you can see below, you will only add your documents to this first case.  As 
this filing path indicates, these documents will be added to each case you add.  You will not be able to 
add or remove documents from the other cases you add.  Only from this first case. 

 
A Notice of Unavailability was added to the Document tab. 
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Next move on to the Service List tab and select your E-service recipients and then move to the Review 
tab.  To add more cases to this submission, click Add Case. 

 
Now you are ready to enter another case that you will submit the Notice of Unavailability to.  Select a 
Division, type in the Year and Sequence # and select a Court Type if necessary.  Then click on 
Search.  This will create the table and list the first case you entered at the top of the page and display 
the case information of the second case you will be adding to this submission. 
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Select the party you are filing on behalf of from the Case Parties tab and when you move to the 
Document tab you will see that this tab is grayed out.  You will not be able to add documents to this 
submission from any subsequent case added.  You must add all the documents you wish to submit 
to the first case you create.  Those documents will be sent to each additional case you add to this 
submission. 

 
Move to the Service List tab and select your E-service recipients and finally to the Review tab where 
you can either add another case to this submission to receive the document(s) you have uploaded or 
review and submit.  You can add as many cases to this table as you need to file to.  Just remember that 
each case will receive the document(s) you add to the first case in the table. 
 
We will select Review all and Submit.  You can now review your submission and make any changes 
necessary by selecting Revise next to the case information in which you need to make a change. 
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Once you have verified that all information is correct, you click on Confirm and Submit all Now and 
that will take you to the Filing Received Confirmation page.  Each submission will be listed 
individually. 

 
It will appear on your My Submissions page individually as well. 
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Proposed Documents to Judiciary 
 
We have expanded this filing path to include documents other than proposed orders.  Proposed orders 
will still be submitted using this filing path, but each circuit will now be able to add other documents they 
wish to receive using this filing path. 
 
Documents for Judicial Review will bypass the Clerk and will go to the Judicial Circuit.  They will not be 
filed into the official court file unless submitted to the Clerk. 
 
To submit your proposed document, click on the Proposed Documents to Judiciary filing path, select 
the county and then File Now. 

 
Enter in the Case Information and then click on Search. 
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Complete the case information screen click on Search.  Then you need to click on the Judicial 
Officer/Division drop-down and select what applies. 

 
Next, on the Documents tab click Add.  This will bring up the Add/Edit Document page and the list of 
documents shown may vary circuit by circuit.  An example is shown below.  Proposed Order is an 
option and should be selected to submit a proposed order to the Judge.  Please Note:  Not all circuits 
will allow the complete list of documents shown below.  Each circuit may designate which 
proposed documents they wish to receive. 

 
The Document Title field is a required field.  Type in the name of the Order you are submitting as 
shown below.  The click on Save. 
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Next move on to the Service List tab and select your E-service recipients, if any.  Then move to 
Review and Submit and click on Submit to send your proposed order to the Judicial Circuit for the 
judicial officer to review.  The Filing Received Confirmation page will show this submission has been 
sent to the Court. 

 

Notifications 
 
The Email Log stores a record of all the filer’s emails sorted in date order. This functionality allows 
filers to be able to view all their emails generated by the Portal without requiring the filer to access an 
email client. 
 
Notifications sent by Portal include: 

• Initial notification of registration 
• Notification to activate your account 
• Notification of password change 
• Notification of document moved to pending queue 
• Notification of processed filing 
• Notification of Moved to Judicial Review 
• Notification that you have been added to an E-Service list 
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Note: If a filer deletes an email from their email client, the email still remains in the Email Log for 90 days and the 
link to the document filed is available. 

Correction Queue 
 
When filings require correction by the filer, they are moved to the Correction Queue by the Clerk’s 
office.  If a submission is returned to the Correction Queue, an Alert is automatically created in the 
Portal and when you log into the Portal, it will take you immediately to your My Alerts page.  You may 
access the Correction Queue filing path by clicking on the Filing # link as shown below. 
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Remarks will be shown on My Submissions page and the filer is notified of the specific issue by email 
notification as well.   
 
Email received: 
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The Correction Queue email is sent to all the recipients on the E-service list.  
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Email to the E-service recipient list: 
 

 
 
 
When the submission is corrected and resubmitted, another Notification of Electronic Filing (NEF) goes 
out to the E-service recipient list with a link to the document filed. 
 
The reason why the submission was returned to the Correction Queue will also be displayed on the 
My Alerts page and on the My Submissions page under the Completion Date/Remarks column.  A 
submission can be returned to the Correction Queue for a variety of reasons:  document is corrupt, 
document is unsigned, wrong case number was selected, for case initiation wrong case type was 
selected, reopen fee is required, etc.  The Clerk will explain the problem so that you are aware of what 
needs to be corrected so that you can make those changes and resubmit the document. 
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It will also be available in the My submissions page. 
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The filer will see the Filing # is hyperlinked as shown above.  Click the Filing # link to open the filing and 
make corrections. All filings sent to the Correction Queue must be corrected by the filer and 
resubmitted to the Clerk’s office within five (5) business days as specified in AO-09-30.  The Note 
From Clerk is also displayed advising of the document deficiency.  
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Portal Time Stamp on Resubmitted Documents 
 
If there is an issue with the document and you delete or add documents to the submission, you will 
receive a new file stamp date and time for the filing.  
 
If you replace the document, the official file stamp date and time will remain the same as when 
originally submitted. 

 
If you delete the document and add a new document, the official file stamp date and time will be the 
current date. 
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E-service Page 
 
Next you come to the ServiceList page.  Any attorney that has electronically filed at least one 
document to the case is automatically added to the E-service recipient list.  To provide service of the 
documents you are filing, select the names from the E-service list.  If you do not wish to serve a person 
listed in the Electronic Service recipient list, do not check that name.  To select the entire list, place a 
check in the box next to ‘Serve All?’ in the column header. 



Portal Filer User Manual 
 

Portal Filer User Manual October 2022 Page 152 
 

 

Review and Submit 
 
After the ServiceList page you will come to the Review and Submit page.  If your filing is a new case, 
you will have to resubmit your payment. When you submission was sent to the Correction Queue, 
your payment was immediately refunded.  When you resubmit the corrected new case, you will have to 
provide a new payment. 
 
After the document has been updated and is ready to be resubmitted, check your filing on the review 
and submit page.  To make any corrections, click on the Revise button which will take you to the 
corresponding page where you can make the necessary corrections. 
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If there is a payment of statutory fees required, select a Payment Option as shown below. 
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You may save your work on your corrected filing by selecting Select All and Submit Later. When you 
are ready to submit, go to your My Submissions page and select the filing ID. The status will remain 
Correction Queue until it is resubmitted or the Clerk moves it to the Abandoned Filing Queue. 

Abandoned Filing Queue 
 
If a document that has been moved to Correction Queue has not been corrected within five (5) 
business days, the county can move the filing to the Abandoned Filing Queue. Once a document has 
been moved to Abandon Filing status, no updates/corrections can be made to that submission on the 
Portal by the filer.  It is deemed to have been abandoned and unable to be filed into the official court 
record.  
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Open Multiple Portal Sessions 

When opening multiple sessions of the Portal do not open them in tabs in the same Internet Browser 
session.  Instead open a new Internet Browser Session. 

In the open browser window  

• Click on File 
• Click on New Session 

Documents Standards 
 
The following guidelines as defined in Rules of Judicial Administration 2.520 should be followed in 
preparing documents that will be attached to Portal filings: 

• Document should be legibly typewritten or printed on only one side of letter sized (8 ½ by 11 
inch) paper 

• Documents should have one-inch margins on all sides and on all pages and pages should be 
numbered consecutively 

• Reduction of legal-size (8 ½ by 14 inches) documents to letter size (8 ½ by 12 inches) is 
prohibited 

• Documents shall be filed in a format capable of being electronically searched and printed 
• PDF/A is the official and required format for documents submitted to the Portal  
• Documents that are to be recorded in the public records of any county shall leave a 3-inch by 3-

inch space at the top right-hand corner of the first page and a 1-inch by 3-inch space at the top 
right-hand corner on each subsequent page blank and reserved for use by the clerk of court 

• At all times possible documents should be electronically signed as defined in AO09-30, 
Standards for Electronic Access to the Courts 

• Black and white, non-color documents should be filed 
• OCR scanned documents should be at a resolution of 300 DPI as defined in the State of Florida 

Electronic Records and Records Management Practices 
• Multiple pleadings, motions, etc., should not be combined into one single file, but rather each 

individual document should be uploaded via the Portal document submission process 
• Deviation from these guidelines may result in the submitted filing being moved to the Correction 

Queue by the Clerk with the filer and the E-service list being notified via email and requested to 
correct the issue(s) with the document(s) and resubmit the filing 


