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Welcome to E-Filing

Welcome!

Electronic filing of court documents (E-Filing) was a pivotal point in Palm Beach 

County’s transition to a completely “paperless court.” Filing cases electronically 

reduces the cost of  filing, eliminates much of the paper handling and allows more 

efficient court operations.  Attorneys and other filers are able to submit court 

documents electronically 24 hours a day, seven days a week from any location with 

Internet access.  

Palm Beach County Clerk & Comptroller’s Office is accepting E-Filed documents from 

registered attorneys for existing criminal cases and both new and existing civil cases.   

E-filed documents are accepted via the Florida Court Clerks & Comptrollers’ (FCCC’s) 

statewide E-Filing Portal per Supreme Court Order (AOSC 09-30). This guide will help 

you understand the E-Filing Process and navigate the FCCC E-Filing Portal.

What is the E-Filing Portal?

The E-Filing Portal web site provides E-Filing capability to users with a single statewide 

interface. Users may utilize the E-Filing Portal web interface to submit documents to 

any Clerk’s Office in the state. The E-Filing Portal supports transmissions to/from local 

case management/recording systems based on national XML standards and provides 

electronic notifications and service on behalf of filer and the Clerk’s office.

Should Original Documents be Sent?  

Pursuant to Section 5.3, Florida Supreme Court Standards for Electronic Access to the 

Courts, original documents… that contain original signatures … must be filed manually 

until further standards have been adopted.  Refer to Administrative Order No. 2.312-

9/13 for further information regarding original documents.

Proposed orders and proposed judgments are not to be electronically or paper filed 

with the Clerk of Court.
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E-Filing Process Flow

The E-Filing 

Portal receives 

eFile

Attorney 

submits eFile

Document
E-Filing Portal 

sends Receipt  of  

Filing Notice 

to Attorney and 

Parties

Clerk’s Office 

receives eFile 

Document

E-Filing Portal 

sends 

Pending Notice

to Attorney

E-Filing Portal

sends 

Acceptance Notice 

to Attorney

Clerk reviews 

eFile

Document is 

validated, 

redacted, 

released to CMS

The E-Filing Portal 

is notified of eFile 

acceptance

The E-Filing 

Portal Pending 

Queue receives 

eFile

Start

End

Accept

Return to 

Filer

Edit & Resubmit

After 5 days with no 

correction -

Abandoned Filing Queue

MM1



Slide 4

MM1 Changed from judicial review to Abandoned Filing Queue
Mary McMillan, 6/29/2016



Revision 6/29/16
5

Accessing the E-Filing Portal
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Accessing the E-Filing Portal

Type the web address for the State of Florida’s E-Filing 

portal in your computer’s internet browser:    

www.myflcourtaccess.com

*Save the website to your Favorites or create a shortcut on 

your desktop for easy access. MM2
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MM2 Change the print screen to the latest view.
Mary McMillan, 6/29/2016
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Log In / Create Account

To create a new account for E-Filing:

Select your Role from the drop down menu and click             . 

Follow the on-screen instructions to set up your account.

If you are a registered user:

Type your assigned User Name and Password.

Click             .

If you forgot your password,  click on  forgot passw to have it 

reset.

MM3
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MM3 Change print screen and the first bullet of the instructions since it's now a dropdown.
Mary McMillan, 6/29/2016
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E-Filing Options

News & Information – Updates from the portal are displayed 

when you first log-in to the E-Filing portal. 

My Account – Options to update your account information and 

case maintenance.

Filing Options – Options for new or existing filings in the portal.

Select a Filing Jurisdiction – Select the county for your filing, 

existing or new case or appellate court documents.

Proposed Order – Currently not an option in Palm Beach County.



Revision 6/29/16
9

E-Filing Options

My profile – Allows you to update your password, filing 

information, update payment accounts and user preferences. 

Email Log – Listing of emails regarding your filings. 

Edit Organization – Update your profile.

Manage Users and Unaffiliated Users – This is for use by a 

designated law firm administrator.

Manage My E-service – Remove or update a filer from an E-

service list.



Revision 6/29/16
10

E-Filing a New Case

Civil Cases 

Only
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E-Filing a New Case

Entering a New Case:

Select the county from the drop down or click the county 

on the map with jurisdiction over your new case.

Select the          New   option from the E-Filing Map screen.

Click                . 
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New Case – Case Information

Enter the New Case Information:

Select Division, Case Type and Subtype from drop down menus. 

Additional Fee Options are unique to each Case type and will 

calculate automatically.

Complete the information form for the selected Division. The 

information requested is dependant on case type.  This will create 

your Civil Cover Sheet for Circuit Civil and UFC cases.

Enter these values 

accurately to 

ensure filing 

acceptance. 

Each Division has a 

unique Information 

form.
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New Case – Emergency Filings

Check the       for Emergency Filing , if applicable. (Per AO 11.108, 

matters of extreme urgency… matters of life and death or instances of irreparable 

harm.)

Matter # is an optional internal identifier for your filing.

Click             to navigate to the next tab.

Click                           to save your work and continue the 

filing at a later time. This option is available on each tab.

Click here to 

designate your filing 

as an emergency.
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New Case – Add Parties

The Parties screen displays. Enter the case Parties:

Click                        to open the Add/Edit Party screen.

Select the party role from the drop down. Enter party details and 

click             . Repeat for as many parties as necessary.

Note: You must select at least one party as                            .

Click            after all parties have been entered. 

Tip: Use “Copy from Current Filer” to 

auto-fill Attorney Party information if 

you are the filer.
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New Case – Add Documents

The Documents screen displays. Attach the Pleadings/Documents:

Click            to open the Add/Edit Document Window.                                  

Use Search on the Add/Edit Document window to locate the document 

type you wish to file. Select the applicable document type.

Enter the # Pages in the document.

Click                  to select the document from your computer to upload. 

(Use only MS Word 97 or higher, Word Perfect, or Adobe PDF format.)

Repeat for as many documents as necessary.

Click            .
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New Case – Add Documents

The Documents screen displays. 

Your Civil Cover Sheet will automatically be loaded for Circuit Civil and 

UFC cases. Other case types may require a civil cover sheet to be 

uploaded.

Click             to see the images to verify each document for accuracy and 

to avoid errors.                                  

If your filing contains confidential information, you will need to upload a 

Notice of Confidential Information Within Court Filing Form. 

To navigate to the next tab, click           .

Make your selection here if your filing contains 

confidential information.

Maximum 

batch size is 

50 MB

Certain document 

types require an 

additional filing fee
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Notice of Confidential Information 

If any document in your E-File is confidential, edit, print and save 

the above to attach as part of your filing. 

A link to this form is found in the E-Filing portal at the bottom of 

the documents tab.
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E-Filing a Summons – Clerk Generated

E-Filing a Summons when the Clerk Generates the document:

Under the Case Information tab when you first file, indicate the 

number of summons you wish to have issued. 

The summons fee will automatically be added to the total fee.

Do not upload a summons if the clerk will issue your summons or 

it will result in a double charge.

Once the case is initiated, the summons will be emailed to the e-

filers email address provided the summons may be issued.

Note: Copies of the initial pleadings for service will not be supplied 

by the Clerk’s office.
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E-Filing a Summons – Filer Provided

E-Filing a Summons when the filer provides the document:

Select Summons as the document type in the Add/Edit Doc 

window. 

Browse and upload your summons document and then click    .      .            

You will notice the summons fee will automatically be added when 

you add your summons document.

Your summons will be electronically issued and returned to you 

via e-mail. The issued summons will be an attachment to the        

e-mail.

Note: The filer is responsible for ADA compliance when providing a 

Summons document for issuance.
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E-Service

The Service List tab allows the filer to manage e-Service.
Under the                                  tab in the               column, check        

or uncheck          the box to the left of the recipients name.  A 

checked box indicates the party will remain on the e-service list and 

an unchecked box will remove the party from the e-service list.

Service parties my be added by clicking the                                            

tab. You will be able to search for registered users and the Florida 

Bar for a parties name and e-mail address.

Use the                                                     tab to update your email 

address specific to the case you are filing.



Revision 6/29/16
21

New Case – Payments

The Payments screen displays. Pay the new case filing fees:

Select/enter the desired method of payment (Saved Credit Card, 

Saved Account, or enter new credit card/bank account information).

Note: There is a statutory convenience fee of 3.5% for payments 

made via credit card of and $5.00 for payments made via 

electronic check. Visa is not accepted for payment.

Click            to continue.
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New Case – Review & Submit

The Review And Submit screen displays. Submit the E-Filing:

Review the new case summary at the                            tab.

Click             when the verification is complete.
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Confirmations

A filer receives a total of three (3) Confirmations during the 

filing process:

1. Confirmation Screen - Immediately upon submission, a 

confirmation notice displays on the E-Filing Portal screen. This 

notice provides the filing reference number. This is the number to 

use prior to a case number being assigned by the Clerk.

2. Email confirming receipt - The filer also receives an email 

regarding the filing in their email account registered to their         

E-Filing Portal profile. This email is also listed in the Email Log 

located in the Account drop down on the E-Filing Portal.

3. Email confirming filing was accepted/processed - After the Clerk 

completes the review, the filer receives an email confirming 

acceptance by the Clerk or notification of return of the E-File to 

the filer. An accepted E-File is  assigned a case number.
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E-Filing for Existing Cases

Civil and Criminal

Cases
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Existing Case E-Filing

Existing Case E-Filing:

Select the county where your case is filed.

Select the                                 option from the E-Filing Map.

Click               . 
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Existing Case E-Filing 

To E-File a pleading(s) into an existing case:

Select the Division and Court Type from drop down menus. 

Enter the 4 digit Year and the case Sequence #. The Party Identifier

& Branch Location are optional. Click               .

The Case Number, Type, Status, Title and fees Amount display.

Check the       for Emergency Filing , if applicable. (Per AO 11.108, matters 

of extreme urgency… matters of life and death or instances of irreparable harm.)

Click             to proceed to the Parties screen. 
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Existing Case – Add Parties

The Parties screen displays. Select a party or add a party:

Click                        to open the Add/Edit Party screen.

Enter party details and click             . Repeat for as many parties as 

necessary.

Note: If your filing has fees, you must select at least one party to be                         

.                           .

Click            after your party is selected or all parties have been entered. 

Tip: Use “Copy from 

Current Filer” to auto-fill 

Attorney Party 

information if you are the 

filer.
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Existing Case – Add Documents

The Documents screen displays. Attach the Pleadings/Documents:

Click            to open the Add/Edit Document Window.                                  

Use Search on the Add/Edit Document window to locate the document 

type you wish to file. Select the applicable document type.

Enter the # Pages in the document.

Click                  to select the document from your computer to upload. 

(Use only MS Word 97 or higher, Word Perfect, or Adobe PDF format.)

Repeat for as many documents as necessary.

Click            .
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Existing Case – Add Documents

The Documents screen displays. 

Click             to see the images to verify each document for accuracy and 

to avoid errors.

If your filing contains confidential information, you will need to upload a 

Notice of Confidential Information Within Court Filing Form. 

To navigate to the next tab, click           .

Make your selection here if your filing contains 

confidential information.

Maximum 

batch size is 

50 MB

Certain document 

types require an 

additional filing fee

29



A party is exempt from paying the reopen fee for any of the following 

pleadings/motions: 

1. A writ of garnishment; 

2. A writ of replevin; 

3. A distress writ; 

4. A writ of attachment; 

5. A motion for rehearing filed within 10 days; 

6. A motion for attorney's fees filed within 30 days after entry of a judgment or final order;  

7. A motion for dismissal filed after a mediation agreement has been filed;  

8. A disposition of personal property without administration;  

9. Any probate case prior to the discharge of a personal representative; 

10. Any guardianship pleading prior to discharge;  

11. Any mental health pleading; 

12. Motions to withdraw by attorneys;  

13. Motions exclusively for the enforcement of child support orders; 

14. A petition for credit of child support;

15. A Notice of Intent to Relocate and any order issuing as a result of an uncontested relocation

16. Stipulations and motions to enforce stipulations;  

17. Responsive pleadings; or  

18. Cases in which there is no initial filing fee; or 

19. Motions for contempt.
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Civil Reopen Fee Required

As of July 1, 2012,  a reopen fee is assessed on all motions filed 90 

days or more  after a case has been disposed with the exception

of the pleadings listed below. 

The reopen fee is $50 (or $25 for some 

case types in County Civil).

If the document is not exempt, the 

filer should select the document type       

“w/ Reopen Fee.” 
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E-Filing a Summons – Clerk Generated

E-Filing a Summons when the Clerk Generates the document:

Under the Case Information tab when you first file, indicate the 

number of summons you wish to have issued. 

The summons fee will automatically be added to the total fee.

Do not upload a summons if the clerk will issue your summons or 

it will result in a double charge.

Once the case is initiated, the summons will be emailed to the e-

filers email address provided the summons may be issued.

Note: Copies of the initial pleadings for service will not be supplied 

by the Clerk’s office.
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E-Filing a Summons – Filer Provided

E-Filing a Summons when the filer provides the document:

Select Summons as the document type in the Add/Edit Doc 

window. 

Browse and upload your summons document and then click    .      .            

You will notice the summons fee will automatically be added when 

you add your summons document.

Your summons will be electronically issued and returned to you 

via e-mail. The issued summons will be an attachment to the        

e-mail.

Note: The filer is responsible for ADA compliance when providing a 

Summons document for issuance.
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E-Service

The Service List tab allows the filer to manage e-Service.
Under the                                  tab in the                column, check        

or uncheck          the box to the left of the recipients name.  A 

checked box indicates the party will remain on the e-service list and 

an unchecked box will remove the party from the e-service list.

Service parties my be added by clicking the                                            

tab. You will be able to search for registered users and the Florida 

Bar for a parties name and e-mail address.

Use the                                                     tab to update your email 

address specific to the case you are filing.
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Existing Case – Payments

The Payments screen displays. Pay the new case filing fees:

Select/enter the desired method of payment (Saved Credit Card, 

Saved Account, or enter new credit card/bank account information).

Note: There is a statutory convenience fee of 3.5% for payments 

made via credit card of and $5.00 for payments made via 

electronic check. Visa is not accepted for payment.

Click            to continue.
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Existing Case – Review & Submit

The Review And Submit screen displays. Submit the E-Filing:

Review the new case summary at the                            tab.

Click             when the verification is complete.
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Confirmations

A filer receives a total of three (3) Confirmations during the 

filing process:

1. Confirmation Screen - Immediately upon submission, a 

confirmation notice displays on the E-Filing Portal screen. This 

notice provides the filing reference number. This is the number to 

use prior to a case number being assigned by the Clerk.

2. Email confirming receipt - The filer also receives an email 

regarding the filing in their email account registered to their         

E-Filing Portal profile. This email is also listed in the Email Log 

located in the Account drop down on the E-Filing Portal.

3. Email confirming filing was accepted/processed - After the Clerk 

completes the review, the filer receives an email confirming 

acceptance by the Clerk or notification of return of the E-File to 

the filer. An accepted E-File is  assigned a case number.
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Contacts & Resources
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Contacts & Resources

Contacts: 

Clerk & Comptroller of Palm Beach County: 

Email: civil-efile@mypalmbeachclerk.com

criminal-efile@mypalmbeachclerk.com

Phone: (561) 355-2986 Circuit Civil

(561) 355-4657 Criminal

(561) 355-2500 County Civil

(561) 355-6511 Unified Family Court 

For assistance with account registration: support@flclerks.com

Resources available at www.mypalmbeachclerk.com:

Pending Queue Supplemental Guide

E-Service User Guide

Existing Case Filings with Case Recognition Error

Additional Resources: 

Florida Courts eFiling Portal : https://www.myflcourtaccess.com

Florida Supreme Court: http://www.floridasupremecourt.org

Florida State Courts: http://www.flcourts.org

The Florida Bar: http://www.floridabar.org

Florida Association of Court Clerks: http://www.flclerks.com

My Florida Clerks: http://myfloridaclerks.com


