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Introduction

The purpose of this user manual is to provide you, the Portal Filer, with the information necessary to
electronically file court case documents via the Florida Courts E-Filing Portal (Portal). This User
Manual will walk you through the process of registering as a new filer, managing your user account,
filing documents through the Portal, making payments for filings submitted via the Portal and viewing
the court file and the documents therein.

As with documentation for any evolving system, this document will be revised as necessary to reflect
modifications and enhancements to the Portal.

A link to the User Manual document is also on each page of the Portal. The link is 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.

S wolnPudo

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

Material
e E-Filing Portal Document Submission Standards (Updated June 2017)
o FAQs on PDF/A (Updated April 2021)
e E-Service User Guide (Updated October 2017)
o Portal E-Commerce Update Filer Information (Updated November 2021)

Manuals

e E-Filing Portal User Manual (Updated June 2022)

* Includes information about filing as a Self-Represented Litigant
State Agency Clerk Filer User Manual (Updated May 2022)

Portal County Administrator User Manual (Updated May 2022)
Circuit Administrator User Manual (Updated May 2022)

Judge Filer User Manual May 2022 (Updated May 2022)

Portal Organization Administrator User Manual (Updated May 2022)
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E-Filing Standards Documents

e AOSC 09-30 Electronic Filing Specifications
e Florida Supreme Court Technology Standards v. 1 (Adopted February 2021)

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 vendors that are certified by the Florida Courts E-Filing Authority and a link to each of the
vendors website so that you may contact them for more information.

Efiling Authority ~+  Upcoming Meetings | Certified Vendors | HowTo - DIV Florida BEGIN E-FILING

CERTIFIED VENDORS

Account Registration

Prior to utilizing the Florida Courts E-Filing Portal, filers must create an account. Filers can access the
Portal’s log-in page by typing the following URL into their web browser: www.myflcourtaccess.com.
The website is best viewed in Microsoft Edge, Firefox, Brave and Google Chrome. Filers will be
directed to the Florida Courts E-Filing Portal home page by selecting Begin E-Filing or Enter the Portal.
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E Filing Authority ~+  Upcoming Mectings  Cortificd Vendors ~ How To - DI Florida  BEGIN E-FILING

FLORIDA COURTS E-FILING PORTAL

FILE COURT DOCUMENTS ONLINE

Governed by the Florida Courts E-Filing Authority, the
Florida Courts [-Tiling Portal serves as a single, statewide
access point connecting thousands of users to Florida’s
court system.

ENTER THE PORTAL PUBLIC NOTICES

\DA C.
o 2%

10th ANNIVERSARY

@ FILE YOUR CASES Q\ FILE YOUR CASES FILE YOUR CASES
ANYWHERE %2 ANYTIME IN BATCHES

Create an Account

To gain access to the Portal, you must have a Portal Account. To get that account, please select the
filer role you will be using and click on the Register button to complete the Account Registration Form,
check the reCAPTCHA message box and then click the Register button.

— o===0 FLORIDA COURT

= I E-FILING PORTAL

News & Information

01 Welcome to the Florida Courts E-
Filing Portal TEST Site

This website is best viewed in Microsoft Edge, Mozilla Firefox, and Google Chrome.
Login

*Username

* Password:

Password X ® ‘

& Forgot Password? =] Signin

Do not have an account - Register Now!

Registration Role
X v

If you need a portal account, pleose indicate the filer role you need and
click Register.
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Filers will be directed to the Account Registration page based on the filer role you select.

Select Role

Afttorney — Florida Bar

Attorney - Pro Hac Vice
Attorney — Internal Counsel for a State Agency
Attorney — Prosecuting / County
Court Monitor

Court Reporter

Creditor

Media

Mediator/Arbitrator

Mental Health Professional
Process Server

Self - Represented Litigant

At the bottom of the form, you will see the reCAPTCHA message box that you must go through to finish
registering.

< "+ Verifying... cLoubFLARE
.. e st

X Cancel

All Attorney Filer Roles
For the Attorney filer role, you will complete this registration page:
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¢ Account Registration Bm?
Registration Role *ID State * Florida Bar Number
Attorney - Florida Bar x Florida X

You must provide Florida Bar Numbar

*Username

*Password: * Re-enter Password:

Re-enter Password @

d must be between & ond &4 choro with ot leost 1 nur

*Security Question * Security Answear
Select Securi ol Security Answer
*First Name Middle * Last Name Suffix
First Name Middie Name Last Name Suffix ~
* Primary Email Alternate Email 1
Primary Email ate Email 1
= Address Line 1 Address Line 2
Address Line 1 55 Line 2
*Country * City * State
United States oo~ City Select state ~

*Phone #

Effective October 22, 2019 the Portal account activation email will be sent to the email you have
registered with The Florida Bar.

Filers will be prompted to complete all required fields on the page. Required fields are indicated with a
red asterisk.

1. A Florida Bar Number is required.

2. Filers are required to enter a username and password and confirm their password selection by
retyping it. The requirements for creating a valid password are that the password must be
between six and 64 characters with at least one number which also appears below the
password field.

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

4. 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 and email address you
register matches the name and email address that you have listed with The Florida Bar. If the
name does not match, manual approval will be necessary and a delay in registering may occur.
All notifications to the filer are sent via email to the address provided in the Account Registration
page. The Portal allows for three email addresses to be entered. Notifications sent to the filer
will be sent to each email address listed.

Click on Register once all information is entered.
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Court Reporter Filer Role
For the Court Reporter filer role, you will complete the following registration page. Complete the
registration information form and click on Register.

When filing as a court reporter, you will have access to file specific documents to a case. You will not
have access to the official court file on the My Submissions page and you will not have access to the
My Cases page nor will anyone who files using a court reporter role be added to the E-service list.
Creditor Filer Role

For the Creditor filer role, you will complete the following registration page. Complete the registration
information form and click on Register.

When filing as a creditor, you will have access to file specific documents to a case. You will not have
access to the official court file on the My Submissions page and you will not have access to the My
Cases page nor will anyone filing as a creditor be added to the E-service list.

Media Filer Role
For the media filer role, you will complete the following registration page. Complete the registration
information form and click on Register.

When filing using 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 using the media filer role be added to the E-service list.

Mediator/Arbitrator Filer Role
For the Mediator filer role, you will complete the following registration page. Complete the registration
information form and click on Register.

When filing as a mediator, you will have access to file specific documents to a case. You will not have
access to the official court file on the My Submissions and the My Cases page and you will not be
added to the E-service list.

Mental Health Professional Filer Role
For the Mental Health Professional filer role, you will complete the following registration page.
Complete the registration information form and click on Register.

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 complete the following registration page. Complete the
registration information form and click on Register.

When filing as a process server, you will have access to file specific documents to a case. You will not

have access to the official court file on the My Submissions page and you will not have access to the
My Cases page nor be added to the E-service list.
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Self-Represented Litigant Filer Role
For the self-represented litigant filer role, you will complete the following registration page. Your email
address will be your username. Complete the registration information form and click on Register.

& Account Registration ‘g Ch?

Registration Role ID State ID Number

Self - Represented Litigant X

* Re-enter Password:

= Security Question

Suffix

Suffix ~

*Primary Email Alternate Email 1 Alternate Email 2

ry Email Alternate Email 1 Alternate Email 2

= Address Line 1 Address Line 2

* Country = City *Zip Code

United States X city Select state ~

= Phone #

CONSENT TO EMAIL
all future court d m

Please enter your email address in the Username field. Your email address will be your
Username.

Please Note: By electronically filing through the Portal, you are agreeing to receive service of
all future court documents submitted on your case(s) by email at the address(es) provided in
your Account Registration form.

Upon successful registration filers will be taken to the Registration Complete page.
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O30 FLORIDA COURTS ]
1 E-FILING PORTAL Q

@ {ar > User > Registration Complete
News & Information +
¢ Registration Complete @ Ch?

Tha registrotion informarti
sant to the primary email

Go to Logon Page

u have
@ss provid

been received and validated. A
nstructions in the email ta ac?

ion instructions for your occount will be

Email Notifications:
Filers will receive two (2) separate email notifications.

1. The first email notification provides the 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 filer will
receive the emails regarding approval and activation.

Registration Information For Florida Courts E-Filing Portal Received

Thu's 10:59 AM

Dear Dr. Carolyn Weber :

This email is sent to each of your email addresses as a result of your registration for electronic filing with Florida Courts E-Filing Portal on 05/26/2022
10:59:22 AM. Verify that your email addresses have been entered correctly by confirming that this email 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 will receive the account activation email to all email addresses you included, but you only have to activate your account one time and
it does not matter which activation email you use. Please activate your account within 72 hours or it will be deleted from the Portal.

Your account profile contains the following information:

Name: Dr. Carolyn Weber
User Name: MentalCarolyn
Filer role: Mental Health Professional

Email Address: cweber@flclerks.com
Alternate Email 1:
Alternate Email 2:

Phone #: 407-310-8888

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.

2. The second email notification provides the filer with an activation link which the filer must click
on to complete the registration process.
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Dear Dr. Carolyn Weher : This is a non-monitored email; please do not reply to this email. For assistance contact the service center at
support@myflcourtaccess com

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

Your account profile contains the following information:

Mame: Dr. Carolyn Weber
User Name: MentalCarolyn

Filer role: Mental Health Protessional
Emall Address: cweber@ficlerks.com

Alrarnate Fmail 1:
Alternate Email 2:

Phone # 407-310-8588

Communications are delivered via Twitter and YouTube regarding new software releases, new training material and announcements regarding system
maintcnance windows when the Portal will be unavailable.
Follow us on Twitter @FLCourtsEFiling

Subscribe to our YouTube Channel https://www.youtube.com/user/FLCrtsEFilingPortal

View the Training Manuals https://www.myflcourtaccess.com/authority/trainingmanuals.html

Thank You.
Florida Courts E Filing Portal

Clicking the link provided in the email takes the filer to the Account Activation page. 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. Accounts in the Pending
Activation status for longer than 72 hours will be deleted.

The filer is then notified in their email provided 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 username and password. Then click on Sign In to enter the Portal.

Portal Navigation

Once the account is activated, users can return to the Portal home / log in page at
www.myflcourtaccess.com. Filers will enter their Username and Password and click Sign In to enter
the Portal. Documents filed through the Portal are required to be in PDF/A format. The Portal will
accept a Word document as well for now, but the required format is PDF/A. WordPerfect documents

will not be accepted by the Portal.

IO [LORIDA COI
I’ E-FILING PORTAL Q 3

Miscallaneous > Welcoma

News & Information

~ io8fuaizn s lmportomt Update: Effective July 1, changes to correction queue reasons and document retention @
ue have been introduced by the Florida Supreme Court under SC2025-1401. For '
Opinlon hece: aros

01 Welcome to the Florida Courts E-Filing Bm?
Portal TEST Site

This website is best viewed in Microsoft Edae. Mozilla Firefox, and Gooale Chrome.

Once the filer is logged in, they are immediately taken to the Home Page selected by you the filer. The
default menu display is Horizontal. That displays the different menu options, My Account, E-Filing Map,

Portal Filer User Manual September 2025 Page 13



Portal Filer User Manual

Trial Courts, Appellate Courts, DIY Documents, and Proposed Documents horizontally across the top of
the page. The first icon to the right of the Home icon, is My Account.

oS0 FLORIDA COURT
1 E-FILING PORTAL
{a} Home

SR TETN oul = 18

& Myaccount ~ [ E-Filing Map &6 Trinicounts v~ £ Appeliate Courts ~ 4§ DIY Documents &2 Proposed Documents

"’ E-FILING POR "I EFILING PORTAL

My Account Profile ,

R NI TIPVSSION  Submissions , Cases , ome

G vome S A Alerts , Large Files , @ =
Reports

> E-FilingM A Alerts > E-Filing M

ews & Infor, & Coses News & Infori

(]

& Email Log

10 E-Fili oo E-Fili

=

Fees

L}

Manage E-Service
& profile

@ Refunds

My Account Menu
My Profile

8 MyAccount ~  [I] E-Fiing Mag

& Email Log

Fees

n e

Manage E-Service

Profile

@ o

Refunds

()

Submissions

E3 Workbench

Choosing Profile, from the drop down provides filers with the ability to manage their account
information using User Details, Change Password, Payment Accounts, User Preferences, E-
service Favorites and Case Subscriptions. If you are the Administrator of an organization (such as
your law firm) you will see additional options. Edit Organization, Manage Users, Unaffiliated Users all
fall to the Organization Administrator and are explained in the Portal Organization Administrator User

Manual.
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& My Profile Elm~?
() User Details £ Change Password = Payment Accounts vr Preferences = E-Service Fovorites = Cose Subscriptiv
Organization Status

naffiliote Active

* Registration Role ID State ID Number

*Username

mikebeckley3

* Security Question * Security Answer
Favorite Pet ®oow Kono
* First Name Middie *Lost Name Suffix
Test Middle Nome Beckley X~
* Primary Email Alternate Email 1 Alternate Email 2
mikedbeckley@gmail.com Alternate Email 1 Alternate Email 2
* Address Line 1 Address Line 2
123 main st Add Line 2
* Country * City *State *Zip Code
X Florida X v 33445
Format ###- #
*Phone #
561-991-0421
CrQY S -
User Details

The User Details option provides filers with the ability to update their profile information. Filers can
update any of their profile information present except for Organization (if you are a part of an
organization) and Role. When finished updating click on Update button at the bottom of the page to
save changes.

The Portal allows the filer to enter up to three [3] email addresses. Electronic Notifications are sent to
all email addresses on the account.

Change Password
The Change Password menu option provides filers with the ability to manage / change their password.
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& My Profile B?

(i) User Details £ Change Password £} Payment Accounts 17 Preferences = E-Service Fovorites &> Case Subscriptions

*® Current Possword
Current Password @
* New Password

X @

Password m chorooters, with

ot least 1 numbs

* Re-enter Password

Re-enter Possword X @

New passwords must meet the criteria for passwords stated on the page under the New Password
input box which is ‘Password must be between 6 and 64 characters, with at least 1 number.’

Payment Accounts
The Payment Accounts tab allows the filer to add and delete saved payment credit card and/or ACH

account information.

& My Profile En?

@ User Details £ Change Possword = Payment Accountis 1r Preferences = E-Service Favorites 12 Case Subscriptions

Add Credit Cord or Bank
Account

+

Saved Credit Cards

1 Card Payment Token

No Soved Cords

Showing O to 0 of 0 entries

Saved Accounts

1 Account Payment Token

No Soved Accounts

Showing O to 0 of 0 entries
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You may remove all accounts by selecting the Trash can icon next to ‘Account’ or you may remove

them individually by selecting the Trash can icon next to the Credit Card or ACH Account you wish to
delete.

Saved Accounts

|$ i Account Payment Token

] ount XXXXXX3333

&

ofé27dd8-d433-4006

To add additional payment accounts, click on Add Credit Card/Bank Account and complete the
required information.

B Add Credit Card/Bank Account

Card number Routing Number Account Type

Routing Mumber Checking =~ Savings

Expiry date ove oWV Account Number Re-enter Account Number

Name Printed, Address Associated with Name on Credit Card or Bank Account

First Name Last Name Business Name

Last Na

Bonk

* Address Line 1 Address Line 2

Address Line 1

* Country *City *State/Province *Zip/Postal Code

United States

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.

You will receive confirmation when the new credit card or ACH account is added to your profile.

Preferences

The Preferences tab allows you the 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.
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o
=

My Profile

@ User Details & Change Password

Home Page

Select Home Page

Last Jurisdiction Filed To

New Case Filing Poth os a Preference

= Payment

= E-Service Favorites

Email Preferences

Email Notification

Filing Received

Corrected Filing Received

Processing Completed for Filing ####5

Filing Moved to Abandoned Filing Gueus

Portal Maintenance Motifcations

Home Page

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

Home Page

45

Preferred Filing Path

Send to Email Provider

WL L1

| Select Home Page

Filing Path
From the filing path drop-down, select the filing path you wish your Portal to default to.
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Home Page Preferred Filing Path

i@ E-Filing Map ®x v

a
Trial Courts
Ko

Last Jurisdiction Filed To

Caose Initiation

New Cosa Filing Path as a Preference

Pleading on Existing Cose
I H File Documents to Multiple Coses

File Same Document to Multiple Cases -

Last Jurisdiction Filed To
From the drop-down, select the Jurisdiction you wish to default to in the Portal. By default, the
jurisdiction will show the last jurisdiction you filed to.

Home Page Preferred Filing Path
OO E-Filing Mop 2w Case Initiotion
—
Last Jurisdiction Filed To # Rows Per Page in Docur
| X W | # Rows Per Page |}
-

‘ Trial Courts

Alochuo

Bakear

Bay bt

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.
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Home Page Preferred Filing Path
00 E-Filing Map X v Case [nitiation X v
Last Jurisdiction Filed To # Rows Per Page in Document Selection Grid

X | Selact # Rows Par Page in Documant Selection Grid v

New Case Filing Path as o Preference 3

I u *

10
Email Preferences
20

4

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. It will then show in the below field.

New Case Filing Path as a Preference

To clear this information and set another case type as your default, click on Clear shown above. To set
up another new case preference, you will have to go through the Case Information page on the case
initiation filing path. Then select the Save New Case filing path as a Preference option.

NOTE: If you have both a home page and a new case filing path as a Preference option selected, the
New Case filing path 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 one or all the email notifications specified below, remove the check mark in
the box under the heading ‘Send to Email Provider’ and click on Update and from that day on you will
not receive those de-selected email notifications in your email provider.
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Email Preferences

Email Notification Send 1o Emall Provider

88668

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 during the filing process, you will be
able to add them 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 list.

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 later. To do so simply place a check in the
box under the Favorite column and that name will again appear on your E-service favorites list when
you are selecting people to be added to the E-service list.

To add a person to your E-service Favorites list, make sure you select ‘Add to E-service Favorites’
when you add that person to an E-service list using Other Attorney/Interested Party link.

Case Subscriptions

Filers now have the ability to be notified of case activity in circuit and county civil cases. When activity
occurs in any case you have listed, you will receive an email notification. To add cases to your list,
click on the +Add Case Subscription link.
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£ My Profile

© User Details £ Change

i

Case #
[@ 482024CA000001A0010X

1l CourtCase #
2024-CA-000001-0

Bnm?

1vr Preferences = E-Service Favorites [ Case Subscriptions

Search Keyword

1l Court Tl Case Title L
Crange DOE, JOHMet ol. vs. MCKENZIE, STEPHEN
Showing 1to 1 of 1 entries 1 ; 10

Fill in the information on the “Search Available Trial Court Data for adding subscription” message box

and then click on Search.

Search Available Trial Court Data for adding subscription -

Mo matching entries found

* County * Division
o v Select Division ~
* Year * Sequence # * Court Type Party Location
Identifier
Yeaar Saquence I Saelect court Type W Locotion
Party Identil
[0 seeen
# Tl Case# | Court Case# | Case Title 1| Case Status T

Showing O to 0 of O entries

The Portal will pull back the case information to allow you to select the case and then click on Select.
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Search Available Trial Court Data for adding subscription b

* County * Diwvision
Crange oo Circuit Civil X o
*Year * Sequence # *Court Type Party Location
ldentifier
20z4 1 Circuit Civil (CA) ~ Location
Party Identi
[ o]
#T.l Case # T| Court Case# T| Case Title T| Crevee Stoitiis
Z0Z4-CA DOE, JOHMNet al. vs. MCKEMNZIE
4 24CADC TAOOD s .
‘o B 4B2024CA00000TACOTOX Jors = S revained
Showing 1to 1 of 1 entries < 1 10

You will receive confirmation that you have successfully subscribed to receive Notice of Case Activity
for the specified case.

@ test. myflcourtaccess.com

Click OK and your selected case will be added to your Case Subscriptions page.

Whenever there is activity in any case on your My Subscriptions list, you will receive an email.
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Notice of Case Activity via the Portal — Case Number 482023CA000012A0010X DAVID TAPIAvs.LP,
COLONIAL MANAGEMENT GROUP

noreplytest@myflcourtaccess.com

Notice of Case Activity via the Portal

Filing Information

: 100468883
Filing Time: 04/25/2023 08:54:21 AM ET
Filer: Todd V Newberry 850-577-1234
Court: Judicial Circuit in and for Orange County, Florida
Case #: 482023CA000012A0010X
Court Case #: 2023-CA-000012-0
Case Style: DAVID TAPIAvs.LP, COLONIAL MANAGEMENT GROUP

Documents

Title File

Affidavit _PDF_A_ib.pdf

To access the document(s), please go to the County Clerk’s website and view the official court file.

This is an automatic email message generated by the Florida Courts E-Filing Portal. This email address does not
receive email.

Thank you,
The Florida Courts E-Filing Portal

Reply ‘ ‘ Reply all Forward

To view the documents filed, you will have to go to the County Clerk’s web site.

To remove a case from the Case Subscriptions list, click on the garbage can icon to the left of the Case
#.

Case Subscriptions - Unsubscribe

A Are you sure you want to unsubscribe from notic vity for Cose # '482024CA000001A0070X DOE, JOHNet al. vs. MCKENZIE, STEPHEN??

e

Email Log
Any email that you receive via your email provider will also be logged in the Email Log. To access the
Email Log, go to the My Account dropdown and select Email Log.
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{ar Home 5, Myhccount ~ [} E-Filing Map &[a Trial Courts
-

@ > E-FilingM A Alerts

=)
News & Infor| — C95eS

£ Email Log

IO E-Fili B rees

= Manage E-Service
& Profile
il '_

The Email Log will default to the last seven days however you can adjust the dates to reflect a larger
period if you are searching for a specific email. Click on the search icon on the left to get the search
options. Select the From and To dates, then select Search.

Email Log > Search Options
* From *To
03/19/2025 ﬂ 08/17/2025 ﬂ
You con only Search up 1o 90 days ol any given time
Email Type
eService ¥
[ conce | 3 et | @ suern

You can also search for the type of email by selecting your search criteria from the drop-down.

Set the number of records to show per page by selecting the number from the drop down and then click
on Refresh.
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£ Emuail Log n B~

7 Date Range 3/20/2025-4/18/2025

From Subject
Received: 06/17/2025

Submitted

Florida E-Portal Your Account For Florida Courts E-Filing Portol is ready f

0817j2025 04:49:15 PM

-
4|
]

1

M

1

s Of Use | Privacy Statement | Accessibility | Request E-Filing Jupport 202 P

w
=]

Scroll down the page and you will see the body of the email that you also received in your email
provider [i.e., yahoo, Gmail, outlook, etc.]. NOTE: The link to the document will be available in the
Service of Court Document email or the Notification of Electronic Filing (NEF) in the Email Log
for 18 days. You may only search up to 90 days at any given time.

test.myflcourtaccess.com says

Please review the following error(s) and correct them. The focus will be
set to first error in the list:

You can only search upto 90 days at any given time,

The Notice of Electronic Filing (NEF) as provided in your email provider is shown below. The name of
the document listed in the File column is the link to the document submitted. The Filing # link will give
you the option to download all document in the submission as a zip file if you filed the document. If you
were not the filer, there will be no link available to the document.
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From:  Florida E-Portal
To:  cweber@ficlerks.com
Subject:  Notice of Case Activity via the Portal — Case Number 482023CA000012A0010X DAVID TAPIAVS L. COLONIAL MANAGEMENT GROUP

Date:  04/25/2023 08:56:02 AM

Notice of Case Activity via the Portal

Filing Information

Fiing #:

Filing Time: 5:49 AMET

Filer Kyle Reichert 850-655-5555

Court Judicial Circuit in and for Orange County, Florida

Gase # 482023CA000012A0010X

Court Case # 2023-CA-000012-0

Case Style- DAVID TAPIAVS.LP. COLONIAL MANAGEMENT GROUP
Documents

Titte File
|affidavit ITEST,pm

To access the document(s), please go to the Gounty Clerk's website and view the official court file.
This is an automatic email message generated by the Florida Courts E-Filing Portal. This email address does not receive email

Thank you,
The Florida Courts E-Filing Portal

Manage My E-service
Also on the My Account menu is Manage My E-service.

OWD FLORIDA COURTS
NV E-FILING PORTAL
{@)y Home 8 Myaccount ~  [II] E-Filing Map &f6 Trial courts v
-
@ > E-FilingM A alerts
News & Infor = Cases
£ Email Log
0 E-Fili B Fees
= Manage E-Service
£ Profile
® Refunds =

Manage My E-service lets you perform maintenance actions on multiple cases at the same time.
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= Manage My E-service

W Court Id: ‘Broward), Include: ‘All

Court Case # Court

Mo items found.

Case Title Removed Profile Case-Specific

Showing 0to 0 of 0 e

Terms Of Use | Privacy Stotement | Accessibility | Reguest E-Filing Support

Email Type

(=] o JS[midg

Email Address

2025.01 MR1 Build 5.8.54.1 @ 2023 CiviTek

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.

Manage My E-service > Search Options

Case Style
e Ca: tyls
Service lists containing cose-specific email Include
address .
Active Inactive o All
Email Address

Service lists using profile email
addresses

Service lists using case-specific email
oddress

| have removed myself from the Service
List

Bounce backs received on my email
address

[x cmoe | 0 oot ] Q oo

Once you have your E-service case list, click on the maintenance icon in the top right menu and select
a Maintenance Action to perform.

You may remove yourself from an E-service List.
Update designated email addresses

User your profile email addresses for E-service
Use case specific email addresses for E-service

= Manage My E-service

7 Court Id: ‘Broward, Include: ‘Al

Court Case # Court
CACE-25-001477 Broward
e CACE-25-001474 Broword

Case Title Removed Profile Case-Specific

Mike Beckley VS TEst Backley

TEst Beckiey VS Mike Beckley

Showing 11ta 2 of 2 entries
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Service List Maintenance Actions

{{) Remove me from the E-Service fist
Updote designated email address

Change From Change To

Use my Profile email addresses for E-Service. Go to Account Tab, My Profile to change these email oddresses.

Primary Alternote Email 1 Alternate Email 2
mbeckley@ficlerks.com

Use these cose-specific email oddresses for E-service

Primary Alternate Email 1 Alternate Email 2

=

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. Once you click on Update,
the maintenance action is performed.

This feature was added to allow the filer to perform maintenance actions to multiple cases at the same

time.

Quick Links Menu
The Portal Filing Management Links are located at the top right of the page

oF==0 FLORIDA COURTS
‘ T E-FILING PORTAL 0 WoRnPuO

{@ Home 2 MyAccount v [ EFilingMap 88 TrioiCourts ~ £} Appeliote Courts ~  §4 DIY Documents  £8 Proposed Documents '

Each Quick Link option link is discussed below.
Quick Links
View NEF (Notice of Electronic Filing)

Click on the View NEF link in the Quick Links to view the Notification of Electronic Filing (NEF) that
provides E-service of the document(s) submitted. Enter in the Submission ID and click on Search.
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FLORIDA COURTS

E-FILING PORTAL

12 > Miscelloneous > NEF Search

News & Information

- 05/12/2025 Important Update: Effective July 1, changes to correction gqueue reasons and decument retention
timeline in the correction queue have been introduced by the Florida Supreme Court under SC2025-1401. For
additional information, view the SC Opinion here: Read More...

« D4/17/2024 Please do not mark emails from the Florida Courts E-Filing Portal as spam. Please refer to the
attached document as to how to opt out of official emails from the Florida Courts E-Filing Portal. Read More...

& Notice of Electronic Filing

* Submission #

This will pull up the Notice of Electronic Filing (NEF) for that Submission #.

& Notice of Electronic Filing

*Submission #

S Print
Communication frem Florida Electronic Filing Portal - Notice of Service of Court Documents
Notice of Service of Court Documents

Filing Information

Filing #: 100858167

Filing Time: ~ 07/16/2025 10:38:41 AM ET

Filer: Todd V Newberry 850-577-4545
Court: Ninth Judicial Cireuit in and for Orange County, Florida
Case #: 482024CA000032A0010X

Court Case #: 2024-CA-000032-0
Case Style: PAPSODERO, DANIELLE vs. ROMANO DO, MARKet al.
Documents

E-service recipients selected for service:

Il Name [ EmailAddress |
|[fodd v Newberryl[tnewberry@ficlerks.com]|
E-service recipients not selected for service:

This is an automatic email message generated by the Florida Courts E-Filing Portal. This email address does not receive email.

Thank you,
The Florida Courts E-Filing Portal

Tha fallawinm Ve with thie
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My Cases

To go to the My Cases page, click on the multi-folder icon highlighted below. This will take you to your
My Cases page where you have access to the court file and the documents therein by selecting the
hyperlinked case number in the Case # column and the E-service list by selecting the hyperlinked case
number in the Court Case # column. You can update the E-service list from this page. You do not
have to file a document to access the E-service page.

FTEEO FLORIDA COUR .
"M E-FILING PORTAL & Johraw®c
@ > MyAccount > Cases
News & Information i
I My Cases = ﬂ ECch?
7 Include: ‘Al
O £2 cases Court Case # Court Case Style/Docket Receiving Service Status
No ftems found,

You will also see the Case #, Court Case #, Court submitted to, Case Title, whether you are receiving
E-service in the case and the status of the case. This page is customizable in that you may select
specific search items that will control the number of records to show per page as well as whether to
display “active,” “inactive,” or “all” cases that you have filed electronically to. Once you set these
preferences, they will be retained until you change them.

& My Cases = H ElChn~?
Tlatuda o tive
[ 22 cases Court Case # Court Case Style/Docket Receiving Service Status

2 Yes Active

Y
W

2 Yas Ac

Yes Active

You may use the Search Options available to limit your My Case page display. These Search
Options are:

Court

Court Case #

Case Style

Service lists containing case-specific email address
Service lists using my profile email addresses
Service lists using case-specific email addresses

| have removed myself from the Service List
Bounce backs received on my email addresses
Added as Other Attorney/Interested Party
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Remove from E-service List when Added as Other Attorney/Interested Party

If you do a search using Added as Other Attorney/Interested Party as your search criteria, you will
get a list of all the cases in which you have been added as an Other Attorney/Interested Party by
someone else. Use the Search icon to select the search criteria.

My Cases > Search Options

Service lists using profile email addresses

Court Court Case #
— p—— Service lists using case-specific email address
o . Ihave removed myself from the Service List
Case Style containing pe
[remp— — Bounce backs received on my email address
| Added as Other Attorney/Interested Party |
Include
Active inactive () All

EE B ]

Select the Court Case # you wish to edit.

© My Cases Bm?
ot e S——

B 8 cases ot ot cosd siabodt o L S
o 122017CA0000NCARMK Colmbla_ PARKER LAND CO VS GOLUMBIA COLNTY BOARD OF COUNT o o
o FAXM! 14000057CFAXM: Columbia 'STATE OF FLORIDA VS SMITH, MARQUEZ ALEXANDER Yes Active
o 5 Columbio STATE OF FLORIDA V'S SWITH, MARQUEZ ALEXANDER ves Aene
o 122014CA0000S7CARKMK 14000057CARKMX Columbla FIRST FEDERAL BANK OF FLORIDA VS JAMES, GEORGE W ves Actve
o 122014CA000057CAAXMX 14000057CAAXMX Columbia FIRST FEDERAL BANK OF FLORIDA VS JAMES, GEORGE W Yes Active
o s Columblo FIRST FEDERAL BANK OF FLORIDA VS JAMES, GEORGE W Yes e
o 122014CA000057CARKMX 14000057CARXMX Columbla FIRST FEDERAL BANK OF FLORIDA VS JAMES, GEORGE W ves Active
[+3 122014CAD00057CAAXMX Columbia FIRST FEDERAL BANK OF FLORIDA VS JAMES, GEORGE W/ Yes Active
o 7 Columblo FIRST FEDERAL BANK OF FLORIDA VS JAMES, GEORGE W Yes acme
o 2 Orange WILLIAMS, BRENDALEE BROWNv.FLORIDA DEPARTMENT OF TRANSPORTATION Yes Active
[+3 #  482023CA000123A0010X 2023-CA-000123-0 Orange WILLIAMS, BRENDALEE BROWNvs.FLORIDA DEPARTMENT OF TRANSPORTATION Yes Active
o 2 21-CC-0000: orange RUSSELL SMITH TRUST, LAKE JOHNS MOTEL APTS AND RV PARKSVS. HOWARD RICH Yes Active
o 2 X 0f Orange STATE OF FLORIDA - VS - ROSS, CHARLES Yes Active
o 2  482020CFO00015000A0X 2020-CF-000015-A-0 Orange 'STATE OF FLORIDA - VS - ROSS, CHARLES Yes Active
o 2 2 0 orange STATE OF FLORIDA - VS - REVIS, TYQUANTIS HAKEEM Yes Active

Select your account name.

Update your information as Other Attorney/Interested Party -
122017CA000010CAAXMX

Case # Case Title

122017CA000010CAAXMX PARKER LAND CO VS COLUMBIA COUNTY BOARD OF COUNT

@ Name/ID Recipient Status Affiliation/Role Email Status.
Colin R Thacker mr FL13582 Active Reichert & Newberry Law Office Attorney — Florida Bar

D Info
Active Reichert & Newberry Law Office Attorney — Florida Bar

Dan A Joop Active Unaffiliated Users Attorney — Florida Bar
Ruth Bader 2 Ginsberg FL831662 Active Raos Law Firm Attorney - Florida Bar
Ruth McDonald FL140266 Active Unaffiliated Users Attorney — Flerida Bar
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You will then be able to update your email if you wish to use another email address or you may
remove/delete yourself from the E-service list for this case. To access the E-service list for a case click
on the Court Case # link shown above.

Other Attorneys/interested Party

To add people to the service list who have not filed to the case, use the search functions, or provide a name and up to three email addresses.
@ Search Active E-Filing Portal Users  @Search Florida Bar
—or-
Enter Information
Filer # Status

60127 Active Use Portal Filer Profile information for Service Add to E-service Favorites

*Name *Primary Email Address Status

Todd V Newberry tnewberry@ficlerks.com oK

Alternate Email 1 Alternate Email 2

Alternate Email 1 Alternate Email 2

*Case Role Other

Attorney — Florida Bar X v

If you wish to change the email addresses listed for you by the filer that added you to the E-service list,
click on your name in the Name/ID column and make any corrections necessary. If you wish to remove
yourself from the E-service list, click on the red X next to your name. Once you make your corrections,
click on Save at the bottom of the page to save your corrections.

Submit Pleading from My Cases

Also available from the My Cases page is the “Submit” icon. Once you have electronically filed to a
case, it is automatically added to your My Cases page. From then on, you have the option to file
directly to that case from the My Cases page by selecting the Submit icon That will eliminate the need
to select the county, division, enter the sequence number on the Case Information page and click on
Search to pull up your case. The Portal will retrieve the case information based on the case you select
and take you to the bottom of the Case Information page where you can enter a Matter # or mark your
filing as an Emergency and finish the submission.

When a county is ready to accept Proposed Orders/Documents electronically through the Portal, you
will also see a Submit button in the Proposed Document column. Until that time, there will be no way
to submit a Proposed Order/Document through the Portal to that county.

@ > MyAccount > Cases

§ File Documents
News & Information o Existing Case

© My Cases

[Submit Proposed
Documents to

E] o JSlmilg

Receiving Service status

% Courtid Org Incucds: Al

Court Case # Case style/Docket

% 482023CA000003A0010X
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My Submissions

The My Submissions page shows all submissions you have made over the past seven days. You
may adjust the number of days displayed by selecting the timeframe using the calendar fly-out feature.
It will also show you the following information.

e Pleading: You may submit another pleading to the case using the Submit button under the
Pleading column.

e Proposed Document: You may submit a proposed order or other documents as determined by
the circuit to this case using the Submit button under the Proposed Document column.

e Submission/NEF: The Portal assigned reference number for your filing and the Notification of
Electronic Filing [NEF] that is sent out to provide E-service of the documents you filed in that
submission.

e Case Style/Docket: The abbreviated style of the case which is the first named plaintiff versus
the first named defendant.

e Court Case #: The Case Number assigned to the filing. When the filer submits a new case, this
column will read NEW CASE until the case number is assigned by the clerk; once the Clerk
assigns a Case Number it will display.

e Status: The status will reflect one of the following: Pending Review, Being Reviewed,
Pending Filing, Filed, Correction Queue, or Abandoned Queue.

e Court: The name of the jurisdiction the case is filed in.

e Submission Date: Date the filer submitted the filing on the Portal which is the official file stamp
date and time.

o Completion Date/Remarks: Date the filing was processed by the Clerk’s office or remarks from
the Clerk/Reviewer as to why the filing was moved to the Pending Queue.

L]

You may search your My Submissions page using any of the following search criteria:

My Submissions > Search Options

Submission # Type Stotus Order & Financial ID

Salect Type X v Selact Status X v Order # Finoncial ID
Uniform Cose Number{UCN) Court Cose # Case Style
Uniform Case Mumber Court Caose # Cose Style
Court Division Matter #
Select Court X v Select Division X v Matter #
Submission Date From Submission Date To Completion Date From Completion Date To

06/12/2025 ﬂ

e Submission #

» Type

e Status

e Order#

e Financial ID

e Uniform Case Number UCN
e Court Case #
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Case Style

Court

Division

Matter #

Submission Date From
Submission Date To
Completion Date From
Completion Date To

4
o
-
o

@ My Submissions

V7 Submission Date 07/08/2025

O 2 submissioniner Case Style/Docket
o 2 PAPSODERO, DANIELLE vs. ROMANO DO, MARKet ol

Som Smith VS John Jones

PLAINTIFF, PATRICIA VS DEFENDA

% 1008579 @ Todd V Newberry VS John Test

Court Case #

2024-CA-000032-0

Status

Filed

Pending Fiing

Filed

Pend

ing Fiing

Court ‘Submission Date

Orange o7

Paim Beach

Clericus QA

Paim Beach

: To see more information about a submission, select the > next to the Filing #.

o [Slmdy

Completion Date/Remarks

16/2025 10:38:41 AM 07162025 10:47:48 AM
1:25:38 PM

07/14/2025 01:29:01 PM

07/08/2025 02:28:03 PM

Showing 110 4 of 4 entries 1 0 v

There are four tabs that appear: Filing Information, Documents, Service List and Fee Payment.

The Filing Information displays the following information.

@ My Submissions

% Submission Dat

‘Submission/NEF

[ o [Elm

Completion Date/Remarks

0% Case Style/Docket Court Case # Status. Court Submission Date
> DB 10085817 © PAPSODERO, DANIELLE vs. ROMANO DO, MARKet a 2024-CA-000032-0 Filed Orange 25 10:38:41 AM
# 100857929 © Sam Smith VS Jonn Jones NEW CASE Pending Filng PaimBeach  07/14/2025 012538 PM
o 100857928 © PLAINTIF DR File Clericus QA 07/14/2025 0122
© Filing Information | © Documents £ Servicelist 3 Fee Payment
uen Division
712024CA00001ICAAXMX Circuit Civl
Case style Matter
PLAINTIFF, PATRICIA VS DEFENDANT, DONALD SR
Filed By
Todd V Newberry FL 1234
00857199 @ Y VS John Test NEW CASE PaimBeach  07/08/2025 02:28:03 PM

The Documents tab shows you the documents submitted.
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@ My Submissions n Bm?

9 Submission Date 07/08/2025-

D) 9 submissionNEF  Case tylelDocket CourtCase # status Count submission Date Completion Date/Remarks

D 2 100858167 © PAPS

DANIELLE vs. ROMANO DO, MARKet a 2024-CA-000032-0 Filed Orange 07/16/2025 10:38:61 AM 071162025 10:47:48 AM

# 100857929 © Sam Smith VS John Jones NEW CASE Pending Filing PoimBeach  07/14/2025 01:25:38 PM

o 100857928 © PLAINTIFF, PATRIC EFENDANT, DONALD SR 2024000011CARXMX Fied Clericus QA 07/14/2025 012217 PM 07/14/2025 01:29:01 PM
© FiingInformation | © Documents | & Servicelist 5 Fee Payment
#  Stotus Document Group Document Type Document Received Time File Name
1 Fied Motion Compel 07/14/2025 01:22:17 PM _FCOC TEST FILING.docx
7 100857199 © Todd  Newberry VS John Test NEW CASE PendingFilng  PaimBeach  07/08/2025 02:28:03 PM

The Service List displays those selected for E-service and those de-selected for E-service on this
submission.

B My Submhissions n Bm?

¥ Submission Date 07/0

D 9 submissinNeF  Casestyle/Docket Court Case status Court Submission Date Completon Date/Remarks

D % 10085817 © PAPSODERO, DANIELLE vs. ROMANO DO, MARKe ol 2024-CA-000032-0 Filed orange 0771612025 10:38:41 AM 0771612025 10:47:48 AM
> 2 100857929 © Sam Smith VS John Jones. NEW CASE Pending Filing Palm Beach 07/14/2025 01:25:38 PM
v D 100857928 © PLAINTIFF, PATRICIA VS DEFENDANT, DONALD SR 2024000011CAAXMX Fied Clericus QA 07/14/2025 0122:17 PM 0771412025 01:29:01 PM

@ Filing Information  © Documents | & ServiceList | &5 FeePayment

< Documents were electronically mailed to

Name Email Address Status

Todd V Newberry tnewberry@ficlerks.com On eservice List
2 Documents were NOT electronically mailed to

Name Email Address Status

No matching entries found.

> 2 100857199 © Todd V Newberry VS John Test NEW CASE Pending Filing PolmBeach  07/08/2025 02:28:03 PM

The Fee Payment tab shows you the status of the fee and a breakdown as to how the fee was
calculated, the payment method used, the Order #, and the Financial ID.

You, as the filer, are responsible for all fee payments. If there are any issues with payment
processing, you will be contacted by the CiviTek Banking Department. If you have outstanding
balances due and no payment is received, you will not be allowed to use an ACH account for
payment of fees. You will have to use a credit card until the bad debt is resolved.
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% My Submissions n Bm?

¥ Submission Date 07/08

O & submissionNer Case Style/Docket Court Case Status Court Submission Date Sommcten
D % 100858167 © PAPSODERO, DANIELLE vs. R 2024-CA-000032-0 Filed Orange 071612025 10:38:41 AM 07/16/2025
% e i o is
> % o0 © Som Smith VS John Jones New case PendngFing  PamBeoth 0771412025 012538 PM
- 100857928 © PLAINTIF, PATRICIA DONALD SR 202400001ICARNX Fies ClorcusQh o7ej202s ov2z 7P ornerz02s 012901
® Filing Information D Documents £ service List 5 Fee Payment
Wemo FingFeo Mtion Compel Statutory Convenience Fee
5000 s000 000
Totatfes Feostatus oty order
s000 hssessea No payment rquied
Fnancil D
2 100857199 © Toda V Newberry VS John Test NEW CASE Pending Filing Paim Beach 07/08/2025 02:28:03 PM

CiviTek is the official payment processing vendor for the E-Filing Portal. If you have been contacted by
a member of the CiviTek Banking Department, by email, letter, or phone call; these are legitimate
communications concerning your E-Filing banking information. Please respond to their communications
accordingly.

Notification of Electronic Filing

Upon submission of documents, a Notification of Electronic Filing [NEF] will be sent to the selected
E-service recipients on the E-service list. Within the NEF, there will be a link to the documents filed in
that submission. To view the NEF, file envelope which is next to the Submission number and shown
below.

B My Submissions H Bm?

¥ Submission Date 07

‘Submission/NEF

D Case Style/Docket Court Case # Status Court Submission Date Compiation Date/Remarks
o 7 vcoas&*ﬂ PAPSODERO 2024-CA-000032-0 Filed orange 07/16/2025 10:38:41 AM 0711612025 10:47:48 AM
> 2 100857929 © Sam Smith VS John Janes. NEW CASE PendingFilng  PaimBeach  07/14/2025 01:25:38 PM
o 100857928 © PLAINTIFF, PATRICIA VS DEFENDAI 2024000011CAAXMX Fied Clericus@a 07 17 oM 07/14/2025 01:29:01 PM
7 100857199 O Toda V Newberry VS John Test NEW CASE PendingFilng  PaimEeach  07/08/2025 02:28:03 PM

Showing 110 4 of 4 entries

The NEF will open that will show you the E-service email as well as who was electronically notified and
who was not electronically notified.
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Notice of Electronic Filing - Submission# 100858167

& Print
Communication from Florida Electronic Filing Portal - Notice of Service of Court Documents
Notice of Service of Court Documents

Filing Information

Filing #: 100858167

Filing Time:  07/16/2025 10:38:41 AM ET

Filer: Todd V Newberry 850-577-4545

Court: Ninth Judicial Circuit in and for Orange County, Florida
Case #: 482024CA000032A0010X

Court Case #: 2024-CA-000032-0
Case Style: PAPSODERQ, DANIELLE vs. ROMANO DO, MARKet al
Documents

e |
Affidavit|_PDF_A1b.pdf]

E-service recipients selected for service: I

I Name [ Emait Address ||
[Todd v Newberry[tnewberry@ficlerks.com]|

E-service recipients not selected for service:

Name|[Email Address|
i d

This is an automatic email message generated by the Florida Courts E-Filing Portal. This email address does not receive email.

Thank you,
The Florida Courts E-Filing Portal

The contents of the NEF are also found in your Email Log. The link to the document(s) filed is also
available in the Email Log. The My Submissions list defaults to filings within the last seven days. The
filer may expand or narrow the list by using the From and To dates. This date range will be utilized to
run a report of all filings for the specified date range. Then click Refresh to generate the list for the new
date range selected.

Organization Cases and Organization Submissions are only visible if you are an organization
administrator. For more information on creating an organization, please see the Portal
Organization Administrator User Manual found on www.myflcourtaccess.com under How To,
Training Material and User Manuals.

Filings Access

The Filings Access page is available to everyone who has a Portal account. This page is available
from the Quick Links as shown below and from the Filing Options drop-down. This page will give you
access to statewide, non-confidential, Circuit and County Civil, case initiation submissions and the
documents therein before they have been accepted by the Clerk. These are not official court
documents and will contain an Unofficial Court Document watermark. The submissions will be in
reverse chronological order. The documents will be available for five (5) calendar days from the date of
submission. Upon acceptance by the Clerk the official court document will be available in the Portal on
your My Cases page, the Clerk’s website or at the Clerk’s office. As the submissions are reviewed and
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accepted by the Clerk, the status will update, the Completion Date will be available as will the UCN
(Uniform Case Number).

I’ E-FILING PORTAL o wo v |

Statewide Mon-Confidential Circuit and County Civil Filings

@ > Miscelloneous > Filing Access
News & Information +
Filings Access @ h??

only. The
% and are

Search Options =

*Submission Date From * Submission Date To Court Division
06/19/2025 E Select Court ~ v
3 soorch | 7 meset
Submission/NEF Case Style Status Court Division Submission Date gg::nlermrl UCN
am Jane Mctawrence Jerr v Universal Property  Pending - Circult
100834973 & Cosualty Insurance Company Review % il
3 [=Rn] = R Tt Pending Miami- Circuit 06/19/2025
100834570 ECM R X TR Review Dode  Civil 04:08:39 PM

You will be able to search using the following Search Options. Submission Date From, Submission
Date To, Court (county submitted to) and Division.

From this page you can view the Notice of Electronic Filing (NEF), download all documents for this
submission as a zip file, view the case style (if available), status, court submitted to, submission date,
completion date and the UCN assigned to the new case once accepted by the Clerk. To view the NEF,
click on the envelope link. To download all documents for this submission as a zip file, click on the
page icon next to the submission number.

s
» | © Bjoos7e728 WHITE. HERMAN G vs. LIEBERMAN, MARTHA M Filed Orange  10/14/2022 11:18:13 AM 10/18/2022 10:44:03 AM 482022CA006503A0010X
» | © Bjooars72s JONES, MYRNA JEANVS.VITAS Filed Orange  10/14/2022 11:10:55 AM 10/18/2022 10:44:21 AM 482022CA006504A0010X '

To view more information about the submission, click on the carat (>) next to the Submission/NEF
column. You will see three tabs: Documents, Filing Information and Service List. Click each tab for
more information.
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[NEF Case Style Status Court Division Submission Date g:::"’e“‘"' ucN
. =1 Jane Mctowrence Jerr v Uni Property Pa 5 ctevae 05/1942
100834973 & Casualty Insurance Compa R rang: 04
€ Documents T Filing Information = Service List
# Stotus Document
1 Received
2 Received Claim Compiai

The documents tab will give you access to the documents submitted. The name of the document in the
Document column will open the document so you can view, save, or print the document. The
document will carry a watermark on every page of the document as shown below.

Filing # 100377520 E-Filed 10/25/2022 01:59:08 PM

Complaint

You may view each document individually by selecting the name of the document or you may download
all documents using the Download all documents as a zip file as shown above.

The Filing Information tab gives you the Division submitted to, Case Style (if available), the UCN

(Uniform Case Number when accepted by the Clerk), Court Case # (after acceptance by the Clerk) and
the filer.
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Submission/NEF Case Style Status Court Division Submission Date c:;':’"’""" UCN
P oqn  Jone Melawrer err v Universal Pending - 06/19/2025
QB 100834573 o oty & © ity Insurance Company Review Qrange 04:43:06 PM
[ Documents (D Filing Information = Service List
Division Case Style
Circuit Civil Jana Mclawran arr v Universal Proparty & Cosucity Insuronce Company
ucH Court Case #
NEW CASE
Filed By
InfoTrack Attorney
The Service List tab shows who was selected for E-service and who was not. Not all new case
submissions will utilize the Service List.
Submission/NEF Case Style Status Court Division Submission Dote: COTPeton o
an Jone Mclowrence Jerr v Unive Crange Circuit 06/19/2025
100834973 & Cosualty Insurance Company Crang Civil 04:43:06 PM
I© Documents i) Filing Information = Service List
< Documents were electronically mailed to
Name Email Address Status
InfoTrack TPV eServiceFlorida_Test@infotrack.com

£3 Documents were NOT electronically mailed to

Name Email Address

Mo matching entries found.

InfaTrack Attorney eServiceFlorida_Te: nfotrack.com

On eService List

Status

Workbench

This link will take you to your Workbench where any submissions you have begun but not completed
or saved to the Workbench will be listed. To continue filing the submission, click on Resume
Submission which is the blue Filing ID number link and complete your filing. To delete the submission,

click on the red “x” in the Delete column.
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FEED FLORIDA COURT
I’ E-FILING PORTAL 8 Wb EEIJEIDQ >
= My AGENTE = e | There are 1 ltems in your warkbench,
News & Information +
= Workbench ﬂ Bm?

Submissions will remain on the Workbench for five days from Date Lost Updated

CourtfJudicial Circuit

1l

Emergency Resume/Delete

Case Number 1 Case Detail Filing e el

Date Last Updated 1]

06/17/2025 D2:19:464

Polm Beach NEW CASE

The submissions will remain on the Workbench for five (5) days from the Date Last Updated. After five
(5) days, they will disappear from the Workbench, and you will not be able to recover them.

My Alerts

If you have any filer Alerts pending, when you log in to the Portal, you will be taken to your My Alerts
page and not to the E-Filing Map or if you have designated another Home Page in your Preferences, to
that Home Page. The My Alerts page will be your Home Page if you have outstanding Alerts. Once
they have been resolved/cleared, you will then land at either the E-Filing Map or your designated Home
Page.

o= FLORIDA COURT
L E-FILING PORTAL
{or Home L Myaccount ~ [ E-Filing Mop

@ > E-Filing A Alerts

= .
News & Infory = Cases

£ Email Log

&

o E-Fili

Fees

[}

Manage E-Service

Profile

Refunds .
—

o

®

An Alert will be created for the following events:
¢ Filing Moved to Correction Queue
e E-Service Email Delivery Failure
¢ Removal from E-Service List Request
e Bounce back received more than 5 times
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My Alerts > Search Options

Alert Date From

Alert Created From

Alert Date To

Alert Created To

[iype of Alert

Select Alert Type

Fiing Moved 1o Correction Queue

eService Email Delivery Failure
Removal from Service List Request

Bounce back received more than 5 times.

Submission #

Submission #

= e e

The Alert will remain in the Active status until the filer clears the Alert at which time the status is
changed to cleared and it is no longer considered active. To clear an Alert, place a check in the box
under the Select column and click on Clear. To resolve the Alert by correcting the document in the
Correction Queue, click on the Filing #.

A3 My Alerts

Submission #  Case Style

100252259]  FERREIRA, ELIZABETH vs. CYPRUS AMAX MINERALS COet ol.

100829945

CourtCase #
2019-CA-000085-0
NEW CASE

Court  AlertDate

Orange 07/23/2025 01:53:24 PM

Orange 07/23/2025 01:53:51 PM

[=] - Sl

Type of Alert Remarks.

Fiing Moved to Correction Queue  Is llegible, corrupt, or blank

Filing Moved to Correction Queue  Consists of a multi-page document filed as separate documents.

Showing1t020f 2entiies <« < 1 0 o

That will take you into the Correction Queue where you can replace the deficient document. For more
information on the Correction Queue, please see the section entitied Correction Queue.

If you have active Alerts, when you log in to the Portal you will be taken to the My Alerts page. Once
all alerts have been cleared or resolved, you will then be taken to the E-Filing Map or your designated
Home Page upon logging in to the Portal.

E-Filing Map

The E-Filing Map link allows filers to access the Jurisdictional Map which allows them to select a
filing path. Select either the Trial Court or the Appellate Court filing path. To change counties in which
you are filing documents, you must return to the E-Filing Map to make a new county selection.

@

Oqre FLORIDA COURTS

E-FILING PORTAL

'@- Home g My Account

D0 E-Fiiing Map

o3

im Appellate Courts  ~

§Eﬁ Triol Courts v

> E-Filing Map

News & Information
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G} Home g My Account ~  [IT] E-Filing Map cIa Triol Courts v @ Appeliate Courts v ﬂ‘;} DIY Documents % Proposed Documents
@ > E-Filing Map

News & Information el

0 E-Filing Map @ n~?

*Type of Court

Trial Courts

*Filing Jurisdiction B First District
Miami-Dade X v I second District
Third District
I Fourth District
[ Fifth District
I sixth District

o Case Initiation
File Document(s) on Existing Case to Clerk
File Documents to Multiple Cases

File Same Documents to Multiple Cases (No Fees)

DIY Documents

The DIY (Do It Yourself) Documents link will take you to the list of interviews that are available for the
Portal users. Each link will open an interview process that will ask questions, allow you to answer
questions and populate a document that will then drop you into the filing path in the Portal so that you
can submit it to the county.
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@ Home & Myaccount v [ E-Filing Map &f6 TioiCourts v £R Appeliote Courts ~ | §#f DIY ¢4 Proposed Documents

@ > DIY Documents

News & Information +

#¢ DIY Documents Bla?

Interviews are currently available in the areas of law listed below. Click the link for the type of case you have, read the instructions page, then start your
interview.

Please provide your feedback on your experience using the DIY Florida Interviews. Click this link to complete a brief survey.
> Name Change

Please provide your feedback on your experience using the DIY Florida Interviews. Click this link to complete a brief survey.

By selecting the name of the document you wish to create, you will be taken to the Instructions page for
the interview process.

News & Information b

#¢ Petition for Change of Name (Adult) @ h?

Instructions € 12.982(a) Petition for Change of Name (ADULT}

This interview will create a Petition for Change of Name (ADULT)

This interview should be used when on adult wants the court to change his-or her name. The interview will create a Petition for Change of Name form
d in connection with o dissolution of marriage or for adoption of child{ren). If you want o chonge of nome because of

for you. This form is not 1o ba w:
dissolution of marriage or adoption of child{ren] this is not yet final, the change of name should be requested as part of that case

%

When you have read the instructions and are ready to begin the interview process, click on the blue
Start Interview button in the middle of the page and it is shown below.

This will take you into the interview process where you will answer the questions presented. After all
questions have been answered, your document will be created.
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¢ Back Next » MY PROGRESS: | Step 0 Q1: Welcome to the Florida Do It v

Welcome to the Florida Do It Yoursell medule. I
you have questions er concems about these
interviews, instructions, or your legal nights, it is
strongly recommended that you talk to an attormey.
For help finding a lawyer. please contact Legal Aid
Offices '

Other resources available:
victim Advocacy Centers (.
Domestic Violence Shelters ',
Florida Hotline # 1-800-500-1119,

National Hotline # 1-800-799-7233

Before you start. please read the instructions to
form 12.980(7) Petition for Injunction for Protection
Against Repeat Violence [ and the General

Information for Self-Represented Litigants (2

Continue

You may print your document to file later or if you are ready to file your document you will go through
the Portal tabs and submit your document to the county.

CCIS (Comprehensive Case Information System)

This tab will take you out of the Portal to the Comprehensive Case Information System.

Q) view NEF DMy Cases [Dmy submissions [ Sign Out

o-n“ro F LO Rl DA CO U RTS [3 Filings Access  F3workbeneh 2 A My Alerts  [TIJE-Filing Map

JEV E-FILING PORTAL bioconmr[Occs |

Currently, users of CCIS include the judicial community, state and local law enforcement, state
agencies, and the Florida Legislature. It is anticipated that CCIS will be available to the public at some
time in the future.

Filing Options

The My Account menu will take you to the two options available that are not included in the Quick
Links, they are My Fees and My Refunds.
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& Home 2 Myaccount ~ {1 E-Filing Map

@ > MyAccou @Emai\Log

() Fees

News & Infori

= Manage E-Service
£ Profile

My Fe
I @ Refunds I

Submissiont [ Submissions itus Am

No items four =
B Workbench

Fee $

My Fees

The My Fees page will give you access to the fees you have paid for a specified period. The Search
Options will help you to define your search.

My Fees > Search Options

Submission Date From Submission Date To Completion Dote From Completion Dote To
n Date From Submission Date To ﬂ 1 Dote From Completion Date To ﬂ

Poyment Method Saved Payment Account Memo Matter #

Salect Payment Metho® Saved Poyment Acco..X W Memao Matter #
Submission # Order # Financial ID Court Caose #

Submission # Order # Financial IO Court Cose &
Cose Style

Gaosa Style

= e

Once you have defined your search, the results will be shown. You will be able to see the Amount,
Account #, Submission #, Clerk Case #, Order #, Financial ID, Matter #, Memo (if any) and the Case
Style. You can search daily, weekly, or monthly to help you reconcile your payments to the Portal. You
can print this screen or save the information for future use.

Once you have defined your search, the results will be shown. You will be able to see the Amount,
Account #, Submission #, Clerk Case #, Order #, Financial ID, Matter #, Memo (if any) and the Case
Style. You can search daily, weekly, or monthly to help you reconcile your payments to the Portal. You
can print this screen or save the information for future use.
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@ vome & Myacesnnt v () EFiigMep 418 TioiCouts v & AossloteCouts v §@ DIvDocuments  §3 Proposec Dozuments [ Logout
@ > MyAccount > Fees

News & Information ok

B My Fees n Fm?

V7 Submission Date 08/26/2023-08/2312025

Submission Date Completion Date Fee Status Amount Account# Submission # Clerk Case # Order # Financial ID Matter # Memo Case Style
08/28/2025 Assessed $41580 Card - not savec 100882649 NEW CASE 83205 1021491
Total Fee $415.80
Showirg 1101 of 1 entries 1 0 v

By selecting the Submission # hyperlink, you will be taken to the My Submissions page for that
submission where you will find additional information about the submission.

My Refunds

This page will show the refunds you have received when a submission is sent to the Correction Queue
or the Abandoned Filing queue. The Search Options will allow you to better define the time frame you
are searching. The Search Options are shown below.

My Refunds > Search Options
Refund Date From Refund Date To Payment Method Memo

‘ Refund Date From E Refund Date To E Select Payment Method X v Memo

Matter # Submission # Order # Financial ID

Matter # Submission # Order # Financial ID

Court Case # Case Style

Court Case # Case Style

o | Qs

Once you define your options, the result set will be shown. You will see the Refund Date, Refund
Reason, Amount, Submission #, Submission Date, Clerk Case #, Order #, Financial ID, Matter # (if
provided by the filer) Memo (if provided by the filer) and Case Style.

By selecting the Submission #, you will be taken to your My Submission page where you will find more
information regarding your Submission. You may print or save this page for future use.

File Document(s) on Existing Case to Clerk
If you have not filed to a case that has an existing case number, you must begin the filing from the
Jurisdictional or E-Filing Map.
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Process

Trial Court: Select County from the drop-down or click on the County name in the map.

Appellate Court: Select the district number from the list or a District Court of Appeal from the drop-
down list which includes the Florida Supreme Court.

@ Home 2 mMyaccount v (I E-FiingMop B[ TriolCourts ~ £ Appeliote Courts v f@ DIY Documents  $3 Proposed Documents [ Log Out
@ > E-Filing Map

News & Information

M E-Filing Map

*Type of Court

‘ Trial Courts

B Ficst District
PalpBeach X~ B second District
© case nitiation [ Third District
B Fourth District
[ Fifth District
I sixth District

*Filing Jurisdiction

File Document(s) on Existing Case to Clerk
File Documents to Multiple Cases

File Same Documents to Multiple Cases (No Fees)

Then select File Document(s) on Existing Case to Clerk if the case already exists and then click on
File Now.

Case Information — Trial Court
To File Subsequent Document(s) into an existing case, the filer must know the case number.
Select the Division from the dropdown list provided. Enter the case number and click search. The
Portal will search for the case record.
e If the county’s case management system is not linked to the Portal, the search for case
information will not be initiated and no case information will be displayed to the filer.
e If the case record is located the case type and title are displayed. Please verify that you have
the case for your filing before proceeding.
e If the case record is not located a message will be presented. Please verify your case number
entry.
o If entered incorrectly click the Cancel button on the message to reenter the case
number.
o If entered correctly click the OK button on the message to continue processing.
= If the case privacy is confidential, case information may not be returned from the
county’s Case Management System.
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Select Division
Type in Year
Sequence number
Select Court Type
Search

abkwn=

[ File Document(s) on Existing Case to Clerk

B

Type County

Division Case # Status Total Fee
Trial Palm Beoch Gircuit Civil $0.00
CaseType Case Title Waork Bench #
Scoseinformation  DCasePorties I Documents  =Servicelist  CIFeesondPoyments [ Review and Submit
*Gounty *Division
Paim Beach X v Circuit Civil X~
*Year *Sequence # *Court Type Party identifier Location
2025 1 Circuit Civil (CA) ~ Party Identifier Location
# Description Amount
1 Filing Fee $0.00
Matter #
Cliant Matter

5 o | @ sove o voritmrn

The case information will be displayed [unless the case is a confidential case] so that you can verify
you are filing to the correct case. If correct, click on Next or click on Case Parties in the Menu Bar.

[ File Document(s) on Existing Case to Clerk

B

Type County Division Case # Status Total Fea
Trial Orange Gircuit Civil 482024CA000001AD010X Open $0.00
Case Type

Case Title

Work Bench #
Othar Negligence/Auto Nag

PINO, EMMANUEL vs. MCKENZIE, STEPHEN

3 Case Information (& Case Parties I© Documents = Service List = Fees and Payments [& Review and Submit
=County * Division

oOrange X v Circwit Civil X W
*Year *Sequence # *Court Type Party Identifier Location

2024 1 Circuit Civil (CA) b4 Party Identifier Location

=

Additional Filing Fees
Summeons to be issued. $10 each. Total number of Defendants

# Description Amount
1 Filing Fee $0.00
Matter #

Client Matter

[ next | @ 5ove o workbancn
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Case Information — Appellate Court
Select the Appellate court, enter the Case Year and Case # and then select Search.

The Portal will retrieve the Case Information from the Florida Supreme Court or the District Courts of
Appeal.

Server Operation in Progress

(V]
¥ Retrieving information for 2D2016-123 from Second District Court of Appeal. Please

wait __.

A message will present that asks you to choose who you represent and who you are associated with to
continue.

System can't determine who You (your firm) are representing and are associated with in case #'2D2016-123".
Please enter who You (your firm) are representing and associated with below to continue

Select OK to continue to the Case Information page where you will designate who you represent and
who you are associated with as shown below designated a Required Field as indicated by the red
asterisks.

[ File Document(s) on Existing Case to Clerk @ m?

B cCase Information

*+ Appellate court

Second District Court of Appeal X v

*Case Year *Caset

For Supreme Courtcases ld on o befoe 12/03/199,enter 1980 for Case Yeor

Case Title Proceeding Type

STEVE M. HAYWOOD VS STATE OF FLORIDA APPEAL

Case Type Case Category Case Nature
Regarding Criminal Motters 3850 SUMMARY
*You (your firm) are representing *You (your firm) are associated with

Q other ) Yourself ‘Acpel\cm X v

m £ Save to Workbench
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Case Parties — Trial Court

NOTE: Brevard and Volusia County will not allow you to add case parties so this screen will not

be available to the filer. All other counties will enter the case party information for their new
case.

Select the Party you are filing on behalf of if listed in the Current Parties section. If your party is not
listed and the county allows you to add parties to a case, click on the Add Party link.

[ File Document(s) on Existing Case to Clerk

B

Type County Division Case status Total Fee
Trial Orange Circuit Civil 482022CA000123A0010X Open $000
Case Type

Case Title Work Bench #

1248962

Contract and Indebtedness/Prom. Notes, Other Debts, Sale of Goods, Breach of o CASTILLO, MAROSAt al. vs. UNIVERSAL PROPERTY AND CASUALTY INSURANCE COMPANY

Dcaseinformation  (CaseParties  (Documents  Servicelist  EJFees andPayments [ Review and Submit

Current Parties
Please select all parties on whose behalf you are submitting this filing.

Name/Role
MAROSA CASTILLO (Plainiff]
WANDA URENA DEXTER [Plaintif]
UNIVERSAL PROPERTY AND CASUALTY INSURANCE COMPANY [Defendant]
DAVID FERNANDO GARCIA ESQ [Attorney]
CODY GOLDBERG INGALLS ESQ [Attorney]
New Parties
If your party does not appear above, add the parties here. Confidential parties will not be shown and do not need to be re-added

e Type Name
No matching entries found.

Contact Information

5o [ e [ s vororn

When adding a party, you have 2 options:
1. Selecting the Copy from Current Filer option will add the filer as a party and fill in the party
information with the filer's Portal profile information. This is used when the attorney is adding
himself to the case as counsel on behalf of a party. The attorney would not be a primary party.

2. Enter the party information after selecting the party. Type the party information directly into the
available fields.

Add/Edit Party

Party # “Role state ID/License # (O Filed On Behaif Of

O primary Party

() Ada To "My Added/Attorney/interested Paties”

You must enter either person or organization name.

“Person First Name Middie Last Name Suffix Gender Race

Midale Lost Nam x v x v x v

Alias (AKA)

<] “ Alias Type

Alias
No matching entries found,

Copy Contact Information From

“ Address Line 1 Address Line 2

Address Line 1

Address Line 2
“Country

*state/Province

United States ~ S

= Primary Phone # Ext Home # Work # Ext
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Click the Save button when the information is complete.

The pre-existing parties and the new parties will be displayed. In the listing of the new party records
the filer has the option to Edit or Remove a party they have entered on the case. Parties previously
existing on the case cannot be edited or removed. Clicking Add Party again allows the filer to add
another party to the case so that all parties may be added.

[ File Document(s) on Existing Case to Clerk Bm?
Type County Division Case status Total Fes

Triol orange Ciruit Civi 482022CA000123A0010K Open s000

Case Type Case Title Work Bench #

Contract and Indebtedness/Prom. Notes,

er Debts, Sale of Goods, Breach of Co CASTILLO, MAROSAet al. vs. UNIVERSAL PROPERTY AND CASUALTY INS!

COMPANY 1248962

Ocaselnformation ~ (CaseParties  (CDocuments  EServicelist  E3Fees andPayments [ Review and Submit

Current Parties
Please select all parties on whose behalf you are submitting this filing.

Name/Role 5
MAROSA CASTILLO [Plaintiff]

WANDA URENA DEXTER [Plaintiff]

UNIVERSAL PROPERTY AND C;

Y INSURANCE COMPANY [Defendant

DAVID FERNANDO

ESQ At

CODY GOLDBERG INGALLS ESQ

New Parties

If your party does not appear above, add the parties here. Confidential parties will not be shown and do not need to be re-added
ar  Type Name Contact Information

No n

]
T ) ey

When the filer has completed adding or editing all necessary parties to the case, click the Next button.
If you need to go back to the Case Information page, select the Back button or the Case Information
tab from the menu bar.

Case Parties — Appellate Court
For the Florida Supreme Court and the District Courts of Appeal, the Case Parties tab will not be
available. This may change in the future but for now the Case Parties tab will not be available.

Documents — Trial Court
The documents page is next. You can either click on Next at the bottom of the Case Parties tab or
click on Documents in the menu bar. Click Add to add a document to the submission.

(> File Document(s) on Existing Case to Clerk Bm?
Type County Division Case st Status Total Fee

Triol Orange Circuit Civi 482022CA00012340010% Open 5000

Case Type CaseTite Work Bench #

Contract and /Prom. Notes, Other Debls, Sale of Goods, Breach of o CASTILLO, MAROSAet ol vs. UNIVERSAL PROPERTY AND CASUALTY INSURANCE COMPANY 248962

Dcaselinformation  (CaseParties (O Documents  SServicelist  EIFeesandPayments [ Review and Submit

©  Document Group/Type Fee Pages File size(MB)

Total $0.00 0 0Documents 0.00mB

PDF/A ADVISORY: PDF

/@ complied with these rules, including
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Note: There may or may not be an exact match to the document you are filing in the list of documents available to
the filer. This list of docket codes is set up the by clerk of each county and the DCA. If the exact name of the
document you are filing is not available, select the document that most closely matches the document you are
submitting.

You may search for a document by placing your cursor in the Search field and typing in your search
criteria. Type in a unique word of the name of your document, i.e., ‘summary’ when you are filing a
Motion for Summary Judgment. Then either hit your tab or enter key to perform the search. Or you
may tab through the pages of document descriptions available by using the page number tabs at the
bottom of the screen.

Frequently Filed Documents

We now have a section on the Add/Edit Document page that displays your Frequently Filed
Documents. We added this so that you can easily find documents that you file on a regular basis
without the need to continually search. Based on the documents you file, this section will add more
documents to the list.
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Filing Fee e
Search
search Keywora WARNIN ibilty of the filer. Any document metadata remaining may become part o the public record. Click here to see
2 video o
' Frequently Filed Documents
Complaint Givil Cover Sheet
¥ Affidavits and Oaths
Affidavit Affidovit in Opposition Affidavit in Opposition to Claim of Exemption Affidovitin Support
Affidavit of Amount Due Affidovit of Attorney's Fees Affidovit of Cloim Affidovit of Compliance
Affidavit of Costs Affidavit of Counsel Affidavit of Damages Affidavit of Indebtedness
avit of Interest Affidovit of Lost/Destroyed Instrument Affidavit of Miitory Service Affidavit of Non Miitary Service
 Non Mitory Service & Proper Venue Affidavit of Non Military/Proper Venue/Support Judgment () Affidavit of Non Payment Affidavit of Non-Compliance
Affidavit of Time Affidavit Proof of Claim Affidovit Recorded Financial Affidavit
oath
' Agreements Stips and Acceptances
Acceptance Acceptance of Service Joint Stipulation Proposal for Settiement
Stipulation
1 115 entries 1 >oo» o 10
*Upload
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New Document

Document # Filing Fee

Search

earch Keywo WARNING: Remo

Frequently Filed Documents
Complaint Civil Cover Shee
Affidavits and Oaths

aim of Exemption

*Upload

[er]

Select the document you wish to file and upload the document. Then click on Save to add it to the list
of documents you will submit.

To upload your document, browse out on your computer to find your document that you have computer
generated, added the electronic signature [s/ATTORNEY NAME] and saved as a PDF/A.

> ThisPC > OS(C) > Work > _ePortalData

Organize v New folder
L Downloads Name

NoticeOfAppeal.pdf

B Documents
_01-AZ_example.pdf

B Pictures ilComplaint.pdf
@ Music 0 ilComplaint_signed.
® Videos -CivilComplaintPasswor... y =
M changes mplaintREADO... M Adol Complaint
otion.pdf s
M _ePortalData
ProofOfService.pdf
B Receipts
_03-Affidavit.pdf
W 5.5.85.0_Final_A|
'  NoticeOf Appeal.P...
_Affidavit.docx
v W ThisPC Appeal.docx

> =R OS(C) etter.pdf
> % Network heet.docx
emergencyPO.docx

emergencyPO.pdf

Wavier_IFPForm.pdf
10of 1

File name: |_01-CivilComplaint.pdf v | |Custom files (*.doc;*.doog™.tf; v

Upload from mobile [ Cancel

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
50MB.
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[ File Document(s) on Existing Case to Clerk @ u?

Type County
Triol Orange

Status Total Fee
Open $000

Case Type
Contract and Indebtedness/Prom. Notes, Other Debts, Sale of Goods, Breach of Co G

Work Bench #
NCE COMPANY 1248962

©caseInformation (3 Case Parties Documents S Service List  E3FeesandPayments (D Review and Submit

@  DocumentGroup/Type Fee Pages File Size(MB) I
|: 5000 1D 0s-Affsavits

Total 50,00 1 1Documents 0.06MB

PDF/A ADVI
WARNING:

ave complied with these

[ ) ey

If your document is larger than 50MB, break your document down into two separate files and then
submit them as individual files. A progress bar will appear when submitting the larger documents to let
you know that the upload is in progress. When the file size appears, your document has completely
uploaded, and you are ready to continue. The speed of the upload depends on your internet
connection.

NOTE: If you computer generate your document and apply the electronic signature of sS’ATTORNEY
NAME to your documents and then Print, Publish or Save them as a PDF/A document you will rarely
reach the 50MB file size. PDF/A makes a small file, and it would take many pages of document to even
get close to the 50MB file size. Please DO NOT SCAN your documents just to show a wet ink
signature. That is not the preferred way to file documents electronically. If you must scan, please set
your scanner to 300 DPI and scan in black and white and NOT in color. Scan only what you absolutely
must.

If when you perform your search no documents appear in your result set, click on Clear to clear out the

search field and try again or page through the list of documents by using the page number selection
box at the bottom of the screen to find what you wish to submit.
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Edit Document

Document #

Search

Search Keywort

“ Frequently Filed Documents
Complaint

* Affidavits and Oaths
Affidavit
Affidavit of Amount Due

Affidavit of Costs

Affidavit of Interest

Affidavit of Time

Affidavit of Non Military Service & Proper Venue

WARNING: Removal of doc:
a video on how to Remove

Civil Cover Sheet

Affidavit in Opposition
of Attorney's Fees
of Counsel

of Lost/Destroyed Instrument

Affidavit Proof of Claim

of Non Mitary/Proper Venue/Support Judgment

Filing Fee

Affidavit in Opposition to Claim of Exemption

Affdavit o Claim
Affdavit of Damages
Affdavit of Miltary Service
Affidavit of Non Payment

Affidavit Recorded

dala is the responsibility of the filer. Any document metadata remaining may become part of the public record. C

Affidovit in Support

Affidavit of Compliance

Affidavit of Indet

ss

Affidavit of

tory Service
Affidavit of Non-Compliance

Financial Affidavit

Oath

' Agreements Stips and Acceptances

owing 110 10 of 115 entries 1 2 3 4 5 5 » 0 v
Choose File file chosen
[ omcet J0 20w |

Once you find the document you are going to submit, select that document and browse out on to your
computer to locate your computer-generated document and attach it to the submission. You may
attach either a Word document or a PDF or PDF/A document to the submission. You may attach as
many documents as you wish to submit to the same filing provided they will all be filed to the same
case. The preferred file format is PDF/A as approved by the Florida Courts Technology
Commission.

The documents will be displayed in the list.

The document page also allows the filer to Edit 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. The
aggregate size of the submission is visible in the bottom right-hand corner of the screen, 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 maximum submission size for the trial court filing path is 50MB. If you attempt to attach too many
documents to the submission, and it exceeds the 50MB size limit, an error message will appear as
shown below.
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Acknowledgment

Affidavit in Oppositio

You car

Please fix the following error:

Total size of dacuments 63.50 MB excesds meximum aliowed size of 50 ME.

=0

If your document has pages that are greater than the allowed standard of 8 %2” x 11”, you will receive an
Error after the upload. You will have to remove that document, correct the pages that are not in
compliance and upload again.

The Portal does display on the document page the total submission size of all the documents you have
uploaded to file. Since PDF/A is preferred file format, the Portal will check your document and advise
whether it is a properly formatted PDF/A. If not, you may remove and reformat your document and
upload again. If you click on read more the Portal will tell you why your document is not a properly
formatted PDF/A.

If your total file size exceeds the 50MB file size limit, send off what you have uploaded and use the
Submit button on the Filing Received page to submit the remaining documents. To file documents
that are larger than 50MB, break the document down into two separate files and submit them
individually.

When the filer has completed adding all necessary document information, be sure to read the
Confidential Information 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.

PDF/A ADVIS

WARNING: A: ministration or Before you file, please ensure that you have complied with these rules, including
the

Documents — Appellate Court
The Documents page is next. Click Add to add documents to be filed to the case. The maximum file
size for the Appellate Court filing path is 200MB.
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[ File Document(s) on Existing Case to Clerk Bm?
©caseinformation  ©Documents S ServiceList @ Review and Submit

ent Group/Type Fee Pages File size(MB)

Total $0.00 0 0Documents o.00m8

PDF/A ADVISORY: PDF/A is the preferred filing form:
WARNING: As an attorney or self-represented filer,

the need to complete @ Notice of Confidential Information
Your failure to comply with these rules may subject you to s

e for a PDF FAQ and here for an online video on creating o PDF/A document
to protect I information under Florida Rules of Judicial Administration 2.420 and 2.425. Before you file, please ensure that you have complied with these rules, including
ion required under 2.420 regarding confidential information.

£ £ e

You may search for a document by selecting the Search field and typing in your search criteria or you
may search the documents available by using the page numbers at the bottom of the screen. If the
document group or type is not listed, select the document that most closely resembles the document
you are going to file.

_

Document #

New Document

Search

Filing Fee

Bearch Keyword

Brief/Record
Amended Answer Brief
Appeliont's Reply Brief
Confidential Records
Initial Brief On Merits
Received Records
Supplemental Appellant’s Reply Brief
Transcript (Redacted)

¥ Event/Miscdoc

@ video on how to Remove Met

Word Document.

Amended Initiol Brief Amended Reply Brief

Appellee/Cross-Appellant’s Reply Brief Appellee’s Answer Brief
Cross-Appellant's Initial Brief Cross-Appellee’s Answer Brief
Received Exhibits Received Record (Redacted)

Supp. Record (Redacted) Supp. Record (Unredacted/Not Fully Redacted)
Supplemental Appellee’s Answer Brief Supplemental Records

Transcript (Unredacted/Not Fully Redacted) Transcript Received

$0.00

ta s the responsibility of the filer. Any document metadata remaining may become part of the public record. Click here to see

Amicus Curige Brief
Appendix

Index

Received Record (Unredacted/Not Fully Redacted)
Supplementol Appellant’ Intial Brief

Supplemental/Amended Appendix

Certificate Certificate Of Service Designation Of 2nd Public Defender Docketing Statement
Miscellaneous Docket Entry Status Report Supplemental Certificate Of Service
¥ Motion

Accept Brief As Timely Filed Extension For Answer Brief Extension For Court Reporter Transcripts Extension For Initial Brief

Showing 110 10 of 33 entries 12 3 4 > » 10y

*Upload

Choose File | No file chosen

You can uplod POF/Word docur

m-

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 ‘amicus’
to limit the result set of our search.
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Document # Filing Fee

New Document $000
Search

omicus| WARNING: Removal of document metadata s the responsibilty of the filer. Any document metadata remaining may become part of the public record. Click here to see @

120 on how to Remove Metadata from Word Document.
¥ Brief/Record
Amended Answer Brief Amended Inital Brief Amended Reply Brief Amicus Curige Brief
Showing 101 of 1 0o

“Upload

Choose Fie ] No en

You con upload PDF Word Attached fl size must be 200MB or less

[x cncst |0 sow |

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 two 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.

To upload your document, browse out on your computer to find your document that you have computer
generated, added the electronic signature, and saved as a PDF/A. Click on Open to attach it to the
document page and then Save.

4 [ > CarolynWeber » flclerks.com » SharePoint - ePortal - Documents (1) » EPortal » efiling Test Docs

New folder

Organize v

# Quickaccess
f ficlerks.com
Portal Team - Documents
SharePoint - ePortal - Documents (1)
@ OneDrive - ficlerks.com
@ OneDrive - Personal
Documents
Email attachments
Music
Pictures
Public
= This PC
30 Objects
B Desktop
[ Documents
& Downloads
Wi
& Pictures
B videos
4 Local Disk (C)
= Google Drive (&)
= shared ©)

Name Status

Date modified

almost 200mb
PasswordProtected
PDF_A Part 3 test-Docs
PDFATestSamplesBadDocs

= - Draft Order2

) ~ Drat Order

55 ~ Motion with 2 bad name

) ~Stremely Large Doc

13 ~Stremely Large Docover 25 MB 4320 pgs

£ ~2 Signed Order

) ~test signed order

= 00 docverity Example

= 0-0rder

3 001_PDF_FAQS July 2020

55 01_Proposed VOP Warrant

53 01Proposed VOP Warrant

" otScannedCVF

" 015cannedOrdeNoOFSDT

"1 Affidavit

= 1 Official Records Stamp

" 1 petition for Administration 6 pages

= 1 Report

= 1 Will 14 pages

= 1_EFAB Update

= NoA

-

= cweber (Wfacesrihomel Z)

& Network

" 2420 QRT agenda 3-16-2021
' 21.0532 RECORD Seminole
= 99.8mb

CEDDOOOOOOOOOOOO®EODDDDODDOODDDD

Type Size
Filefolder
Filefolder
File folder
File folder
Adobe Acrobat D.
Microsof
Micr

Adobe Acrobat .

Adobe Acrobat D.
Adobe Acrobat D.
Microsoft Word .
Microsoft Word .
Adobe Acrobat D.
Adobe AcrobatD.
Adobe AcrobatD.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat .
Adobe Acrobat D.
Adobe AcrobatD.
Adobe Acrobat D,
Adobe Acrobat D.

Adobe Acrobat D.

O Search efiling Test Docs

- O @

IN THE CIRCUIT COURT IN AND FOR
THE NINTH JDICIAL CIRCUIT
(ORANGE COUNTY, FLORIDA

MARY SMITH,
Plaint,
Case No. 2013.002345-CA
'DOLLAR GENERAL, AND ROBERT
BROWN,

Defendans,

NOTICE OF APPEAL

Sample document

File name;

| Laifies v

||

Cancel

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 by selecting Add and repeating the
process explained above as long as the total file size does not exceed 200 MB
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The documents will be displayed in the list. You may also remove any document added in error by
clicking on the red X next to the word Remove.

The maximum submission size is 200 MB. If you attach too many documents to the submission, and it
exceeds the 200 MB size limit, an error message will appear as shown below.

Please review the following error(s) and correct them. The focus will be set ta first error in the list:

Total size of documents 201.99 MB exceeds maximum allowed size of 200 MB.

To file documents that are larger than 200 MB, break the document down into separate files and submit
them individually.

When the filer has completed adding or editing all necessary document information, be sure to note the
Confidential Information 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.

Frequently Filed Documents

We now have a section on the Add/Edit Document page that displays your Frequently Filed
Documents. We added this so that you could easily find documents that you file on a regular basis
without the need to Search. For more information please see Documents — Trial Court section of this
Manual.

Service List

Next you see the ServiceList page. You must select from the Service Recipient List the parties
you wish to serve by placing a check in the box next to the name of the people you wish to
serve. You may select the entire list by placing a check in the box next to ‘Serve All?’ in the
column header.

The Service List page is the same for both the Trial Court fiing path and the Appellate Court filing path.
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[ File Document(s) on Existing Case to Clerk Bm?
Type County Division status Total Fee
orange Circuit Civl open 5000
Case Type CaseTitle Work Bench #
Contract and Indebtedness/Prom ther Debis, Sale of Goods, Breach of Co  CASTILLO, MAROSAet l.vs. UNIVERSAL PROPERTY AND CASUALTY INSURANCE COMPANY 1248965
Ocaseinformation ~ (MCaseParties  CDocuments  EServicelist  EIFeesandPayments B Review and Submit
Electronic Service Recipients My Added Attomey/interested Parties My E-service Emall Addresses forthis Case
Name/iD Recipient Status EmailStatus  Email Address Email Type
" ctive primary
Alternate 1
, v v torney ~ Flrida Bar
2 Active i
Act
FLB4488 Active ney - Forido Bor
me FLIS Active ¥ Low Office Attorney - Forida Bor

Any email address that has received a bounced back email will be flagged and should not be selected
for E-service. Any person added to the E-service List that does not wish to receive E-service on this
case and has requested removal will also be flagged and should not be selected for E-service.

If you have a bounce back flag on your email address, click on the Info link. This will allow you to see
how many bounce backs and when they were received at the email address in question. You will be
able to reset that email address if you believe it to be a valid email address. The next time that email
address receives a bounce back, the Info icon will reappear until the issue is resolved. If you have
received more than five (5) bounce back emails, the icon will turn red, and a warning will be presented.
Be sure you correct the bad email address or check with your email provider to add the Portal’s E-
service email address to the white page of your provider.

You may add anyone that does not appear on the Electronic Service Recipients list to the Service List
by using the My Added Attorney/Interested Parties link.

QDCaseinformation  [CaseParties  ©Documents  SServicelist  EIFeesandPayments  ()Review and Submit

Electronic Service Recipients My Added Attorey/interested Parties My E-service Email Addresses for this Case

yTr——

© Favorite Name/ID/Edit Recipient Status Affiliation Email Status Email Address Email Type

0 r Unaffiliated Users Interest

Primary

) X ey

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
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2. Search Florida Bar
3. Free Text
4. Add from E-service Favorites List

Search Registered Filers
*Last Name First Name Bar Number
Last Name First Name Bar Number m
Name 1] Y FilerRole 1] Y Affiliation 1) Y o#1 Y Primary Email 1] Y Primary Phone 1] Y

No matching entries found.

Showing 0 to 0 of 0 entries

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.

Place a check in the appropriate box and click on Select. Then select the Case Role that this person
plays in this case 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
Favorites in the upper right-hand corner of the screen and then click on Save. If you need to add
another Other Attorney/Interested Party, click on ‘Save and Add Another Other Attorney/Interested
Party’ at the bottom of the screen.

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 the E-service recipients that you have saved to your
Favorites list for quick and easy adding to an E-service list. The Add Other Attorney/Interested Party
screen will remain, so you easily add another 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.

Other Attorneys/interested Party

To add people to the service list who have not filed to the case, use the search functions, or provide a name and up to three email addresses.
@ Search Active E-Filing Portal Users ~ @Search Florida Bar
~or-
Enter Information
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Type in The Florida Bar number of the person you are adding to the E-service recipient list and click on
Search.

Search Florida Bar File

Number

Name ] 7 FilerRole Tl T affiliation 1. Y men ¥ Pprimary Email 1, V' primary Phone | Y

MNa matching entries found.

That will pull up the attorney with that Florida Bar number. Place a check in the Select box and then
click on Select.

Search Florida Bar File

* Bar Number

Nome ] WV FilerRole 1) ¥ Affiliation 1] YV o#tl W Primary Email 1| Y Primary Phone 1| Y

@ ety Mary Betn Attorney - Florida Bar Thirteenth Judicial Circuit FL B4487 cweber0Z4@outiook.com

=

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. If you do not need to add any more E-
service recipients, uncheck the “Save and Add Another Other Attorney/interested Party.

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.

The person you selected from your E-service Favorites list will be added to the E-service list for this
case.
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My E-service Email Addresses for this Case

You may 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.

Fees and Payments

After the ServiceList page you are taken to the Fees and Payments page. If there are no statutory
fees required, select Next. If you need to return to the ServiceList, click Back. There are no fees to
file electronically, only the statutory filing fees apply. For most documents that are filed, there will be no
fee. For more information on paying a fee through the Portal, see the Case Initiation section of this
User Manual.

For the Appellate Court filing path, the Fees and Payments section is displayed on the Review and
Submit page.

() File Document(s) on Existing Case to Clerk @ m?

Type County Division Case#t Status Total Fee

Triol Circuit Civil 4820221 X Open $2000
Case Type Case Title Work Bench #
Contract and Indebtedness/Prom. Notes, Other Debts, Sale of Goods, Breach of Co  CASTILLO, MAROSAet al. vs. UNIVERSAL PROPERTY AND CASUALTY INSURANCE COMPANY 1248965

DCaseinformation [ Case Parties Documents ~ HServicelist ~ E3FeesandPayments  [Review and Submit
#  Description Amount

$0.00

$0.00

$2000
Total Filing Fees: $20.00
Statutory Convenience Fee: $0.00

Total: $20.00

[ [ ey

Review and Submit — Trial Court

Review 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. If
no one has been selected for E-service on the ServiceList page, a notice will appear in the ServiceList
section of the Review and Submit page. To add to the E-service list go back to the ServiceList page.
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Ocaselnformation ~ (CaseParties ~ ©Documents  HServicelist ~ EJFeesandPayments  [)Review and Submit

© o

PDF/A ADVISORY: PDF/A s 1 i online video on creating a PDF/A document.
WARNING: As an attorney or
the need to complete a Notic

Your failure to comply with th

Request For Emergency Filing Status

Do you wish to declare this filing an "Emergency Filing"?

ferred filing format. Click here for o PDF FAQ an
presented filer, you are responsible to protect ¢
nfidential Information form or motion required v
les may subject you to sanctions.

regarding confidential information.

ServiceList 2

Documents will be electronically mailed to:

Name Email Address Email Type Email Status

Mary Jones MaryJones@gmail.com Primary Selected for eService

Documents will not be electronically mailed to:

Name Email Address Email Type Email Status

Carolyn M Weber cweber@ficlerks.com Primary Not selected for eService
cweberl024@outlook.com Alternate 1 Not selected for eService
cweber1024@gmail.com Alternate 2 Not selected for eService

Mary Beth Kelly cweber1024@outlook.com Primary Not selected for eService
cweber1024@gmail.com Alternate 1 Not selected for eService

Carolyn M Weber cweber@ficlerks.com Primary Not selected for eService

If no E-service Recipients have been selected from the ServiceList page, and you continue through
the Review and Submit page, an alert will appear advising you one last time of the deficiency and
allow you to add E-service Recipients or continue the filing process.

Once any edits to information have been made, click Submit. At any time during the filing process, you
may select ‘Save to Workbench’ which will save your steps so far and allow you to submit your
document later.

To open any of the information on the Review and Submit page, click the arrow to the far right of the
item.

That will display all the information in that tab. If all the information shown is correct, you are ready to
submit your filing.

Review and Submit — Appellate Court

Review all information carefully, clicking Submit is FINAL. If there are any edits or changes that need
to be made, they will appear in red, and the filer may use the Revise button to go back to the location
of the error and make any changes that are necessary. You may also designate this filing as an
Emergency by completing the required information in the Emergency section.

Once any edits to information have been made and you are ready to submit your filing, click Confirm
and Submit All Now.
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The User is then taken to the Filing Received Confirmation page where you can select Submit under
the Pleading column to submit another document to the case. It also gives you access to the Notice of
Electronic Filing (NEF) that was sent out to provide E-service of your document.

@ Filing Received Confirmation H @ u?

Important: If in this fil ide this Submis uslocate this filing
You may want to print this page for your records. & Pint
Recent Filings
7 Submission Date 6/23/2
D) 4 submission/NEF  Case Style/Docket Court Case # Status  Court
> D B 100835272 CASTILLO, MAROSAet al. vs. UNIVERSAL PROPERTY AND CASUALTY INSURANCE COMPANY 2022-CA-000123-0  Received Orange  06/23/2025 04:21:34 PM

Showing 1t0 1 of 1 entries -

A Filing Confirmation email is sent to the email addresses on the filer’s profile as well as to the Email
Log in the Portal. If the filer has elected in his Email Preferences not to receive this email notification,
then they will not receive the Filing Received email.

Filing Received - Second District Court of Appeal

e (CErel | R
& ™

N
°

Dear Carolyn M Weber:

This email verifies the receipt of BRIEF, ANDERS BRIEF; BRIEF, ANDERS BRIEF submitted to the Second District Court of Appeal on 10/20/2022
01:41:41 PY.

Case Number: 2D2016-123 STEVE M. HAYWOOD vs STATE OF FLORIDA
We will notify you when processing is accomplished.

This is a non-monitored email. Do not reply directly to it. If you have any technical issues with this filing, please contact the Florida Courts E-
Filing Portal technical staff at i

If you have non-technical questions about this filing, please contact the Office of the Clerk, Second District Court of Appeal, at Support or 863
499-2290.

The Florida Courts E-Filing Portal Reference number for this filing is: 100377123. Please include this Reference Number in any
correspondence.

Follow us on Twitter @FLCourtsEFiling

Subscribe to our YouTube Channel https://www.youtub 'user/FLCrtsEFilingPortal
View the Training Manuals https://test. ces i raining-materials
Thank you.

Florida Courts E-Filing Portal

Filing to an Existing Case from the My Cases Page

Once you have filed electronically to a case, the case will be added to your My Cases page. If you
want to file to that case again, go to the My Cases page and click the Submit button next to the case
you wish to file to.
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© My Cases n Bm?
R —
O 2 cases Court Case # Court Case Style/Docket Receiving Service Status.
NEW CASE_71019 FACC Services Group snosp ves nactive
NEW CASE 70801 FACC Services Group anvsp; Yes Inactive
o 122013CA0000TICARXMX Columbia COLUMBIA BANK VS COLE, RICHARD C ves Inactive
D %  482020A000100A0010K oronge DY FOAM DESIGNS INCvs.CHARLEBOIS, CHRISTOPHER JOHN ot o, ves Inoctive
Showing 110 4of 4 entries 1 5 .

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

File Document(s) on Existing Case to Clerk °

A To File Document(s) on Existing Case DY FOAM DESIGNS INCvs.CHARLEBOIS, CHRISTOPHER JOHN et al., 2020-CA-000100-0 to clerk click ‘Continue'. To cancel, click ‘Cancel'

oo | e

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.

y e f
[ File Document(s) on Existing Case to Clerk @ (W
Type County Division Case# status Total Fee

Triol orange Circuit Civl 482020CA000100A0010X Closed 5000

Case Type Case Title Work Bench #

Real Property/Mortgage Foreclosure/Other Real Property Actions-$0-$50,000 DY FOAM DESIGNS INCvs.CHARLEBOIS, CHRISTOPHER JOHN et al.

2 Case Information

* County *Division

orange X v Gircuit Civil X v
*Year *Sequence # *Court Type Party Identifier Location

2020 000100 Cireuit Civil (CA) v Ao01 ox

Additional Filing Fees

Summons to be issued. $10 each. Total number of Defendants # of Units. Open Safe Deposit Box to Formal Administration

|

# Description Amount
1 Filing Fee $0.00
Matter #

Client Matter

m & Save to Workbench

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.
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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.

& Workbench H Bm?

the days from Date Last Updated

it 11 n Case Detail gency Fil P Date 1
STEVE M. HAYWOOD VS STATE OF FLORIDA
APPEAL Regarding Criminal Matters 3850

CASTILLO, MAROSAet al. vs. UNIVERSAL PROPERTY AND CASUALTY INSURANCE
COMPANY

Second District Court of Appeal 202016-0123 © 1248963 06/23/2025 03:39:29 PM

Orange 2022-CA-000123-0 @ 1248962 06/23/2025 03:19:42 PM

Showing 110 2 0f 2 entries 1 L

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.

1o E-Filing Map

* Type of Court

Trial Courts

* Filing Jurisdiction - First District
Orange X v I second District
[ Third District
[ Fourth District
[] Fifth District
[ sixth District

O case itiation

File Document(s) on Existing Case to Clerk
b\ Indian River

File Documents to Muitiple Cases

File Same Documents to Multiple Cases (No Fees)

The filer is taken to the Case Information page.
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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:
e Division
e Case Type
e Sub Type

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 elements vary from one division to
another.

Circuit/County Civil Information

Case Initiation ="

Type County

Division
Triol c

Case# Status Total Fee
Beach Circuit Civil New Case $0.00

Case Type Case Title Work Bench #

© Case Information

* County *Division

Paim Beach X v it Civil X v

*Case Type *Sub Type

Contract and Indebtednes: X v Prom. Notes, Other Debts, Sale of Goods, Breach of Contract, Money Lent, Evictioins, UCC X v

Additional Filing Fees

If you wish a summons to be issued, type in the number of summons you need.

Additional Filing Fees

Summons to be issued. $10 each. Total number of Defendants

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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County Civil Information
*Proceeding Type of Case

Select Proceeding Type of Ca
* Remedies Sought
Monetary [ ] Non-monetary, declaratory or injunctive refief [ ) Punitive

* Amount of Claim

$80000rless () $8,001-$30,000 () $30,001-$50,000 () $50,001- $75,000
*Number Of Causes of Action s Aiilon
1

Oro () ves

*Related Cases Filed

Known Related Cases
Ono () ves

# Description

1 Filing Fee

Matter #

If there are Additional Fees associated with the Case Type, they will automatically be displayed for
selection as necessary. The filing fee amount(s) automatically calculates based on the selections
made by the filer.

Case Initiation

* Complex Business Court Indicator
No () Yes

$75,001- 100,000 ) over $100,000.00

 dury Trial Demanded
No O Yes O () ves

Tvpe County Division Case Status. Total Fee
Triat orange County Civit s0.00
Case Type Case Title Work Bench #
County Civil (Monetary Damages)/County Civil $15,001 - $30,000

© Case information

«County “Division

orange x

+ Case Type

County Civil (M <~
Additional Filing Fees
Total number of Defendants Summons to be issued. $10 each.
|

Additional Filing Faes

Enter 1 for Foreciosure Une 1ime Clerk Fee Enter Number of Defendants over &
B

Circuit Civil Information

“Procasding Typa of Case

d indebtedness

* Remedies Souaht
Monetary | | Nen-monetary. deciaratory or injunctive relief || Punitive
+ Amaunt of Giaim

$8.000 or less

$8,001- 530,000 () $30.001-S50.000 | $50.001- $75.000
* Number Of Causes of Action

* Cluss Action
o O ne  ves
Siuiala Enan Known Retoted Gases

No ves
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$75.001 - $100,000

Open Safe Deposit Box to Formal Administration

* Compiex Business Court Indicator

x v | ONo (Yes

over $100,000.00

“ lnvelve Allegations of Sexual Abuse
N Yo
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When complete, click on the Next button. The filer may move through the process by clicking on the
Next button when each page is complete or by clicking on the tabs (Case Information, Parties,
Documents, Payments, Review and Submit) on the menu bar.

You may also Save to Workbench if you desire to complete this new case later. You may also Save
New Case Filing Path as a Preference. When you complete the Case Information page, you may
select that Division, Type and Sub-Type as a preference in the Portal. If you file a certain type of case
on a routine basis, this will help you lessen the keystrokes necessary to complete the Case Information
page. When you log into the Portal if you have selected Save New Case Filing Path as a Preference
you will be immediately taken to the completed Case Information page provided you have no Alerts
pending.

Case Information — Appellate Court
All required fields on this page are marked with a red asterisk (*). Be sure to complete each piece of
information to submit your new case.

Appellate Courts Case Initiation @ (mrd

2 case Information

* Appellate court

Second District Court of Appeal X v

*Proceeding Type *Case Type

Select X v

*Case Category *Case Nature

*You (your firm) are representing *You (your firm) are associated with

Other () Yourself 5

Lower tribunal information is not applicable for filing path selected above

* Confirm reviewing appellate court

5 v 5 i v

Please complete the required information as shown by the red asterisk. At the very bottom of the page,
you will need to confirm the reviewing appellate court by selecting the court you are submitting your
new case to from the drop down. It must match the ‘Intended reviewing appellate court’ you selected at
the top of that page.

Lower tribunal information is not applicable for filing path selected above

* Confirm reviewing appellate court

Then click on Next to get to the Documents screen. To save this filing to the Workbench to be
continued later, click on Save to Workbench.
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Adding / Editing Party Information — Trial Court

Case Initiation Bmm?

Type County
Trial Orange

Status Total Fee
$10.00
Work Bench #
1248970

an
No matching

Name Contact Information

0 X ey

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

e Role — Description of party’s involvement in the case (defendant, petitioner, etc.)

e Primary Party — Party with direct connection to the case i.e., Plaintiff, Defendant, Counter-
Plaintiff, Counter-Defendant, etc.

e Filed On Behalf of — Identifies the party that the new case is being filed on behalf of and will 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 later.

Add/Edit Party ]
Party # *Role State ID/License # (¥ Filed On Behaif Of
Plintif v v
primary Party
®c rent F

() Add To "My Added/Attorney/Interested Paties’

You

t enter either person or organization nome
*Person First Name. Middie LastName Suffix Gender Race
Fir

Middl Last Nam X v X v X v
OR Organization
Organization

Alias (AKA)

e # Alias Type Alias

Copy Contact Information From
Contact Information From Seleceted Case Participant
Email Address

Primary Email ** Caution This email address is not validated. Please ensure that you have entered the correct adaress.

* Address Line 1 Address Line 2
Address Line 1 Address Line 2

*Country ~city *State/Province *Zip/Postal Code

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.
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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.

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 number link to the left of the Party information.

Case Initiation @ u?

Type County Division Case# Status
Tria Orange ci c

Case Type Case Title
Other Negl

3 X ey

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.

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 later, click on Save to Workbench
and the submission will be save so you can resume filing later from the Workbench.

Add/Edit Case Parties at the Appellate Court
To add parties to your case, use the drop down to select the Role.

Select the Role and then complete the name and contact information.

Once you have completed the party information, you may add additional parties, or you may opt to Save
and Show Parties.

After you have added all parties, click on Next to move to the Documents tab.
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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.

Case Initiation

B

Type County Division Case#t Status Total Fee
Trial Orange Circuit Civil New Case $10.00
Case Type Case Title Work Bench #

Other Negligence/Nursing Home Negligence 1248970

QCaseinformation ~ (CaseParties  CDocuments  HServicelist ~ EIFeesandPayments  ()Review and Submit

B Document Group/Type Fee Pages File Size(MB)

Other Civil Cover Sheet $0.00 3 D CivilCoverSheet.pdf 0.0

Total $0.00 3 1Documents 0.09MB
PDF/A ADVISORY: PDF/A is the preferred filing format. Click here for a PDF FAQ and here for an online video on creating a PDF/A document.

WARNING: As an attorney or self-represented filer, you are responsible to protect confidential information under Florida Rules of Judicial Administration 2.620 and 2.425. Before you file, please ensure that you have complied with these rules, including
the need to complete a Notice of Confidential Information form or motion required under 2.420 regarding confidential information.

Your failure to comply with these rules may subject you to sanctions.

*Confidentiality Option
() the document(s) submitted contain no confidential information as defined by Rule 2.420

(b) the document(s) are accompanied in the same filing session by a Notice of Confidential Information within Court Filing as provided in Rule 2.420

(© in the same filing by aMotion to of Court Records as provided in Rule 2.420

50 [ ve [ & st e

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.

Document # Filing Fee
New Document $0.00

Search

WARNING: Removal of document metadata is the responsibility of the filer. Any document metadata remaining may become part of the public record. Click here to see

bearch Keyword
@ video on how to Remove Metadata from Word Document

Frequently Filed Documents

Affidavit of Amount Due
Affidavit of Costs
Affidavit of Interest
Affidavit of Non Miitary Service & Proper Venue
Affidavit of Time
oath

' Agreements Stips and Acceptances

Acceptance

Stipulation

*Upload

Choose File | No file chosen

You can upload PDF/Word document. Attt

e size must be SOM or less.

Affidovit of Attorney's Fees

Affidavit of Counsel

Affidavit of Lost/Destroyed Instrument

Affidavit of Non Military/Proper Venue/Support Judgment

Affidavit Proof of Claim

Acceptance of Service

Portal Filer User Manual September 2025

Affidavit of Claim
Affidavit of Damages
Afdavit of Mitary Service
Affidavit of Non Payment

Affidavit Recorded

Joint Stipulation

Showing 11010 of 115 entries

Complaint Civil Cover Sheet
' Affidavits and Oaths
Affidavit Affidavit in Opposition Affidavit in Opposition to Claim of Exemption Affidavit in Support

Affidavit of Compliance
Affidavit of Indebtedness
Affidavit of Non Military Service
Affidavit of Non-Compliance

Financial Affidavit

Proposal for Settlement

Page 75



Portal Filer User Manual

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.

New Document

Document #
New Document
Search

complaint

' Frequently Filed Documents
Complaint
¥ Answers and Replies
Answer & Third Party Complaint/Petition
Answer to Amended Complaint/Petition
* Complaints and Statement of Claim
Amended Complaint

Statement

Document #
New Document
Search

complaint

Frequently Filed Documents
O compiaint
Answers and Replies
Answer & Third Party Complaint/Petton
Answer to Amended Complaint/Petition
Complaints and Statement of Claim
Amended Complaint

Statement

Filing Fee

[~

$0.00

WARNING: Removal of document metadata is the responsibility of the filer. Any document metadata remaining may become part of the public record. Click here to see o

video on how to Remove Metadata from Word Document

Civil Cover Sheet

Answer Affirmative Defenses & Counter Claim/Counter

Peticn Answer and Cross Claim

Answer to Counter Claim/Petition Answer to Cross Claim
Amended Statement of Claim Complaint

Statement of Claim Supplemental Complaint

Answer of Garnishee

Answer to Interrogatories.

Fourth Party Complaint

Third Party Complaint

Showing 110 5 of 5 entries 1 0 v

_

Filing Fee
5000
WARNING: Removal of document metadata s the responsibilty of the filer. Any document metadata remaining may become part of the public record. Click here to see
video on how to Remove Metadata from Word Document.
Civil Cover Sheet
ive Defen: /Coun
Q) Answer affitive Defenses & Counter i/ Courter SU— P
Answer to Counter Claim/Petition Answer to Cross Claim Answer to Interrogatories
Amended Statement of Claim O compiaint Fourth Party Complaint
Statement of Claim Supplemental Complaint Third Party Complaint
Showing 110 5 of 5 entries 1 0 v

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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Document # Filing Fee
New Document $0.00
Search

complaint

WARNING: Removal of document metadata s the responsibility of the filer. Any document metadata remaining may become part of the public record. Click here to see o
video on how to Remove Metadata from Word Document.

' Frequently Filed Documents
O compicint

Answers and Replies

Civil Cover Sheet

Avswr &g Py ComplinPatiion o st Afimotiv Defonses & Counlr CIBMICOUNT ) pn o cn ross i Answr of Gamishos
Answer to Amended CompaintPetion Answr o CounterCiimPetion

Answer to Cross Cloim

Answer to Interrogatories
* Complaints and Statement of Claim

Amended Complaint Amended Statement of Claim

Fourth Party Complaint

Statement Statement of Claim ePpiemental compiamt Third Party Complaint
Showing 1105 of 5 entries 1 0 v
*Upload
Ghoose Fil ] .01-CivilComplaint pdf 0.09M8

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.

QcCaseinformation  CaseParties ([ Documents = Servicelist  (3FeesandPayments  ()Review and Submit
@  Document Group/Type Fee Pages File
Other Civil Cover Sheet

size(MB)
5000 3 D Civilcoversheet.pdf
@  Complaints and Statement of Claim Compiaint

<00 100
=]

Total s0.00

IComplaint paf

4 2Documents

0a7MB

PF/AADVISORY: PDF/A i the prefered fing format. ick herefor @ POF FAQ and here fo an online video on reating o PDF/A document

: As an attorney or self-represented filer, you are responsible o protect confidential information under Florida Rules of Judiciol Administration 2.420 and 2.425. Before you file, please ensure that you have complied with these rules, including
ikl ol b et st ok Mookt o sl et i i

Your failure to comply with these rules may subject you to sancions,

* Confidentiality Option

@ submitted information as defined by Rule 2.420
® are in ling session by a Notice of Confidential Information within Court Filing as provided in Rule 2.420
© the a

of provided in Rule 2.420

[0 ] o] & o v

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

PDFIA Conformance Check Results

PDF File: A_Plain_PDF_Coversheet08132020.pdf

Resuits: PDF/A-1 6.3 .4 Embedded font programs: Font 200's font program is not embedded PDF/A-1 6.3 4 Embedded

font programs: Font 202's font program is not embedded.PDF/A-1 6.3.4 Embedded font programs: Font 204's

font program is not embedded PDF/A-1 6.3.4 Embedded font programs: Font 13's font program is not
embedded.
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The reason why most documents are not properly formatted is because the filer does not include all 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.

Qcaselnformation  (MCaseParties  (Documents ~ EServicelist ~ EIFees andPayments [ Review and Submit
@  Document Group/Type Fee Pages File Size(MB)
Civil Cover Sheet $0.00 3D
nd Stat 2 n $0.00 1D _01-CiviiComplair
Total $0.00 4 2Documents 017M8

PDF/A ADVISORY:
WARI

diciol Administration 2.420 and Before you file, please ensure that you have complied with these rules, including

the
Your failure to comply

*Confidentiality Option

(@ s) submitted information as defined by Rule 2.420

(b) the document(s) are accompanied in the same filing session by a Notice of Confidential Information within Court Filing as provided in Rule 2.420

[ o [ e [0 o o
a Document Group/Type Fee
2] i $0.00
=

*Confidentiality Option

(@ submitted information as defined by Rule 2.420

(b) the document(s) are accompanied in the same filing session by a Notice of Confidential Information within Court Filing as provided in Rule 2.420

(@ the in the same by a Motion to of Court Records as provided in Rule 2.420

[ 2o [ e [ © oo e

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.

a PDF FAQ ond

20 and 2.425. Before you file, please ensure that you have complied with these rules, including

If your documents go over the maximum submission file size of 50 MB, you will see a message
advising you that you have exceeded the maximum submission file size limit of 50 MB and advising you
to remove documents so that you can submit your filings. Break that large document down into
separate files and file them individually.

Portal Filer User Manual September 2025 Page 78



Portal Filer User Manual

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.

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 remain there for five (5) days.

* Confidentiality Option

O (atne ) itted contain no confidential information as defined by Rule 2.420

(b) the document(s) are accompanied in the same filing session by a Notice of Confidential Information within Court Filing as provided in Rule 2.420

(¢) the document(s) are accompanied in the same filing session by a Motion to Determine Confidentiality of Court Records as provided in Rule 2.420

2o [ v [ & vt vram

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 paae is next. Click Add to add documents to the case.

® Appellate Courts Case Initiation @ u?

nent Group/Type Fee Pages File size(MB)

Total $0.00 0 0Documents 0.00MB

Before you file, please ensure that you have complied with these rules, including the

[0 [ e | st verr

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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Document #

New Document

Search

bearch keyword

WARNING: Removal of document metadata is the responsibilit of the filer. Any document metadata remaining may become part of the public record. Click here to see
avideo on how to Remove Metadata from Word Document.

¥ Brief
Amended Answer Brief
Amended Appellee Answer Brief
Ammended Initial Brief
Appeliee Answer Brief
Appendix For Reply Brief
Cross-Appellee’s Answer Brief
Record
Supplemental Appellee’s Answer Brief
¥ Event

Certificate Of Service

Miscellaneous Trial Court Order

Amended Answer Brief
Amended Initil Brief

Anders Brief
Appellee/Cross-Appellant's Reply Brief
Appendix/Attachment To Brief

Initial Appellant Brief On Merits

Reply Brief On Merits

Supplemental Record/Transcripts

Certificate Of Service

Order Appealed

Filing Fee

Amended Appellant Iitil Brief
Amended Reply Brief

Answer Brief On Merits

Appendix For Answer Brief
Cross-Appellants Iitil Brief

Inital Brief On Merits

Supplemental Appellant’ it Brief

Transcript

Lower Tribunal Insolvency

Request For Oral Argument

Showing 11010 of 59 entries

T2 TSt 08 Z00VE of 1e5%

‘Amended Appeliant Reply Brief
Amicus Curiae Brief

Appellant Reply Brief

Appendix For Initial Brief
Gross-Appellant's Reply Brief
Other Brief Not Listed

Supplemental Appeliant's Reply Brief

Miscellaneous Trial Court Document

Supplement

12 3 4 5 > »

$0.00

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.

New Document
Document # Filing Fee
New Document 5000
Search
petiton] WARNING: Removal of document metadata is the responsibilty of the filer. Any document metadata remaining may become part of the public record. Cick here to see @

video on how to Remove Metadata from Word Document.

e
¥ Petition

Amend Appendix Or Attachment
Petition
Petition For Certiorari Filed

Petition To Review Order Excluding Press

Appendix/Attachment To Petition
Petition - Ineffective Assistance Of Counsel
Petition Habeas Corpus

Petition Writ Of Error Coram Nobis

Original Appendix Or Attachment
Petition All Writs
Petition Mandamus

Petition Writ Of Quo Warranto

Original Petition Filed
Petition For Belated Appeal
Petition Prohibition

Petition/Review Of Non Final Admin. Action

Supplemental Appendix O Attachment

Showing 110 5 of 5 entries 1 > (10 o

*Upload

Choose File | No file chosen

You con upload POF/Word document. Attached il size must be 200MB or less.

E=E=]

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 200 MB, 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.
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New Document

Document # Filing Fee

$0.00
search
petition WARNING: Removal of document metadar responsibilty of the filer. Any document metadata remaining may become part of the public record. Click here
video on how to Remove Met cument
¥ petition

Amend Appendix Or Attachment Appendix/Attachment To Petition Original Appendix Or Attachment -

Petition Petition - Ineffective Assistance Of Counsel Petition All Writs O Petition For Belated Appeal

Petition For Certiorari Filed Petition Habeas Corpus Petition Mandamus Petition Prohibition

Petition To Review Order Excluding Press Petition Writ Of Erfor Coram Nobis Petition Writ Of Quo Warranto Petition/Review Of Non Final Admin. Action

entol Appendix Or Attachment
Showing 110 5 of § entries i 0

*Upload

ticeOfAppeal.paf 0.06 MB

T ATIOCHEG T SI2€ MUSt D¢ TOOVE or et

E=E=

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
200 MB.

Appellate Courts Case Initiation

Bm?
& Case Information © Documents = Service List (& Review and Submit
] Document Group/Type Fee Pages File Size(MB)
a $0.00 M
] $0.00
Total 5000 4 2Documents
The documents will be displayed in the list.
Appellate Courts Case Initiation Bm?
£ Case Information © Documents = Service List (& Review and Submit
@  Document Group/Type Fee Pages File Size(MB)
s000

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 200 MB. When the size
appears in the size column, your document has completely uploaded, and you may continue.

The maximum submission size is 200 MB. If you attach too many documents to the submission, and it
exceeds the 200 MB size limit, an error message will appear as shown below.
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5 | e T BEO
| Message from webpage b

ER L |FILH

Please review the following errorfs) and correct them. The
! focus will be set to first error in the list:

| Total size of documents 201.99 ME exceeds maximum allowed
! | size of 200 MB.
RIC'EI

|
iHEA
| |

ERS :

To file documents that are larger than 200 MB, break the document down into separate files and submit
them individually.

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
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er Attorneys/Interested Py

To add people to the service list who have not filed to the case, use the search functions, or provide a name and up to three email addresses.
@ Search Active E-Filing Portal Users ~ @Search Florida Bar
~or-
Enter Information

Filer # Status
=3 Use Portal Filer Profile information for Service Add to E-service Favorites
*Name *Primary Email Address
Name Primary Email Address
Alternate Email 1 Alternate Email 2
Alternate Email 1 Alternate Email 2
*Case Role Other

Save and Add Another Other Attorney/Interested Party

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.

Search Registel rs

*Last Name First Name Bar Number
Hetri ‘ First Name Bar Number O sacrh
Name 1] V' FilerRole 1| Y Aaffiliation 1| V o#1l Y PrimaryEmail 1 Y primary Phone 1| Y
Hetrick Jr, Bryan Neal Attorney - Florida Bar Marquis FL 556 bhetrick@flclerks.com m-1m-1mm
hetrick, Bryan Attorney - Florida Bar VickieLawFirm FL1MIM bhet@bhet.com
Hetrick, Bryan LawFirm Administrator BH Law Firm bhetrick@ficlerks.com
Hetrick, Bryan Attorney - Florida Bar Unaffiliated Users FL 869 kreicher com
Hetrick, Bryan Attorney - Florida Bar GLawFirm1110 bhetrick@ficlerks.com
Hetrick, Bryan Self - Represented Litigant GLawFirm1110 bhetrick@ficlerks.com
Hetrick, US Attorney Attorney - Assistant US Attorney Unaffiliated Users US 123456 bhetrick@ficlerks.com
Showing 1to 7 of 7 entries <« < 1 > > 0

Place a check in the appropriate box and click on Select. Then select the Case Role that this person
fulfills from the drop-down.
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Other Attorneys/Interested Party b

To add people to the service list who have not filed to the case, use the search functions, or provide a name and up to three email addresses.
@ search Active E-Filing Portal Users ~ @Search Florida Bar
~or-
Enter Information
Filer # Status
1003 Active Use Portal Filer Profile information for Service Add to E-service Favorites
*Name * Primary Email Address Status
Bryan Neal Hetrick Jr bhetrick@flclerks.com Ok
Alternate Email 1 Alternate Email 2
Alternate Email 1 Alternate Email 2
*Case Role Other
Appellant
Appellee

Attorney - Florida Bar

Attorney - Pro Hac Vice

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
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.

her Attorneys/Interested Party

To add people to the service list who have not filed to the case, use the search functions, or provide a name and up to three email addresses.
@ Search Active E-Filing Portal Users  @Search Florida Bar
b=
Enter Information

Filer # Status
34085 Active Use Portal Filer Profile information for Service Add to E-service Favorites
*Name *Primary Email Address Status
Mary Beth Kelly cweber1024@outiook.com ok
Alternate Email 1 Status Alternate Email 2
cweber1024@gmail.com Ok Alternate Email 2
*Case Role Other
Co-Counsel for Plaintiff X v

Save and Add Another Other Attorney/Interested Party

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
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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.

Other Attorneys/Interested Party

To add people to the service list who have not filed to the case, use the search functions, or provide a name and up to three email addresses.
@ Search Active E-Filing Portal Users ~ @Search Florida Bar
GF=
Enter Information

Type in The Florida Bar number of the person you are adding to the E-service recipient list and click on
Search.

*Bar Number

Name 1] Y FilerRole 1| Y Affiliation 1] Y ib#1] Y Primary Email 1] YV Primary Phone 1] Y
Kelly, Mary Beth Attorney - Florida Bar Thirteenth Judicial Circuit FL 84487 cweber1024@outlook.com
Showing 11to 1 of 1 entries 1 0

That will pull up the attorney with that Florida Bar number. Place a check in the Select box and then
click on Select.

*Bar Number

Name 1] Y FilerRole 1| Y Affiliation 1] Y #1] Y Primary Email 1] Y Primary Phone 1| Y

Kelly, Mary Beth Attorney — Florida Bar Thirteenth Judicial Circuit FL 84487 cweber1024@outlook.com

Showing 1to 1of 1 entries 1

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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Other Attorneys/Interested Party

To add people to the service list who have not filed to the case, use the search functions, or provide a name and up to three email addresses.
@ Search Active E-Filing Portal Users  @Search Florida Bar
—or-
Enter Information

Filer # Status
34085 Active Use Portal Filer Profile information for Service Add to E-service Favorites
*Name *Primary Email Address Status
Mary Beth Kelly cweber1024@outlook.com Ok
Alternate Email 1 Status Alternate Email 2
cweber1024@gmail.com Ok Alternate Email 2
*Case Role Other
Co-Counsel for Plaintiff X v

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.

Other Attorneys/Interested Party

To add people to the service list who have not filed to the case, use the search functions, or provide a name and up to three email addresses.
@ Search Active E-Filing Portal Users  @Search Florida Bar
-or-
Enter Information

Filer # Status
-1 Use Portal Filer Profile information for Service Add to E-service Favorites
*Name * Primary Email Address
John Brown JBrown1369@gmail.com
Alternate Email 1 Alternate Email 2
Alternate Email 1 Alternate Email 2
*Case Role Other
Defendant X v

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.
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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.

Add from E-service Favorites
Name/ID 1) Y Recipient Status 1| Y Affiliation 1] Y Primary Email 1] Y
Brad Bad Email Unaffiliated Users bradbad thisdomainexists.com
Gee Mail Unaffiliated Users gferrigno@gmail.com
Neil Tester Unaffiliated Users bossman@neildiaz.com
Showing 110 3 of 3 entries 1 0
< core ] + s sus

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.

Electronic Service Recipients My Added My Addresses for this Case

(O My profile Mail addresses should be used on this cose.
The email addresses listed below should be used for eService on this case.

Primary Alternate Email 1 Alternate Email 2

ry Email A ing Prof rnate1 Em ss Profile Alternat

[ [ ey

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.

Electronic My Added s MyE-service Email Addresses for this Case

My profl eMail odresses should be used on tis case
(O The emoil acesses isted below should be used for eService on thiscose.

Primary Alternate Email 1 Alternate Email 2

service@mylawfirm.com paralegol@mylowfirm.com Secy@mylawfirmlcom

2 ext ] © seve o workaene

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.

Portal Filer User Manual September 2025 Page 87



Portal Filer User Manual

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.

Case Initiation @ 7

Type County Case# status

New Case

Documents = Servicelist ~ E3FeesandPayments (2 Review and Submit

Amount
$0.00

Total Filing Fees: $10.00
Statutory Convenience Fee: $0.00
Total: $10.00

[ o [ e | st verr

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 Save Payment Information for Reuse to be able to select the newly added payment method
from the drop-down menu.
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Payments

* Select One to Continue
0 Option One: Provide Payment Information

Option Two: Request Filing Fee Waiver

Previously Saved Payments

sed poyment o

You can select from o previously ew one. For a previously stored credit card you need to enter Card CVG/CVV

Saved Credit Cords Saved Accounts

New Payment
Cord numcer Routing Number Account Type

Checking Savings

Re-enter Account Number

Expiry dote

Name Printed, Address Associated with Name on Credit Card or Bank Account

First Nome Last Name Business Nome

First Name on C rd or Bank Accaunt Last Nome an Cr Busins m d or Bank Account
* Address Line 1 Address Line 2

Addrass Line 1 Address Line 2

* Country * City * State/Province *Zip/Postal Code

Unitad States w City »

Memo

Save Payment Information for Reuse

The Portal accepts the following credit cards for payment:
e American Express

Discover

MasterCard

Visa

ACH Account

The filer may request a Waiver of the fees by selecting option two and completing the Waiver Reason
and attach the Fee Waiver form.
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Payments

*Select One to Continue
Option One: Provide Payment Information

() option Two: Request Filing Fee Waiver

Waiver Reason Attach completed Indigent Fee Waiver form

‘ X ~ ‘ Choose File
Click Hare to d

Writ of Hobeas Corpus

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

YWhatis CWVV ?ltisa 3 to 4 digit code found on the back of the credit card.

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 be 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, ServicelList 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

©caseinformation  (CaseParties  ©Documents ~ SServicelist ~ [IFees andPayments [ Review and Submit

e o s

PDF/A ADVISORY: PDF/A is the preferred filing format. Click here for a PDF FAQ and here for an online video on creating a PDF/A document

WARNING: As an attorey or self-represented filer, you are responsible to protect confidential information under Florida Rules of Judicial Administration 2.420 and 2.425. Before you file, please ensure that you have complied with these rules, including
the need to complete a Notice of Confidential Information form or motion required under 2.420 regarding confidential information.

Your failure to comply with these rules may subject you to sanctions.

Request For Emergency Filing Status

Do you wish to decare this filing an “Emergency Filing"?

ServiceList =

Documents will be electronically mailed to:

Name Email Address Email Type Email Status

No E-service Recipients have been selected! ****

Documents will not be electronically mailed to:

Name Email Address Email Type Email Status

Giuseppe P. Ferrigno gferrigno@granicus.com Primary Not selected for eService

one has been selected for E-service on the ServiceList page, you will see an alert in the

ServicelList 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.

#

Documents 2 =

Document
D Other Civil Cove
Fees —
Description Amount
Filing Fae $400.00
Other Civil Cover Sheat so.00
Total Filing Fees: $400.00
Statutory Convenience Fee: $15.80
Total: $415.80
Payments & =
Payment Option Type of Payment
Option One: Provide Payment Information Pay with Credit Card
Saved Credit Card Saved Bank Account
Payor Payor Addrass
Mike Beckley 122 main st 122 main st SUnrise FL US
Parties 7 +
Filer —
Name Phone
Mike Beckley 850-921-0808

Email Addresses
1 mbeckley@ficleris.com

Address

3544 Maclay Boulevard  Tallohhassee FL 32312 US

o=
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If the filer has failed to enter required information, they will receive a pop-up message notifying what
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 on the corresponding pencil icon to go back to the
page and make any corrections.

ServiceList ‘

Documents will be eiectronically mailed ta

Name Email Address Email Type Email Status

Mike Beckley mbeckley@ficlerks.com Primary Selected for aService
Documents will not be electronically mailed to:

Name Email Address Email Type Email Status

No matching entries found

Case Filing Path Summary &7

# Description

1 Fourth D

2 Intial Filing

3 Case Numbar

4 Case Nome

5 Case Type Regarding Circuit Civil Matters

-] ure

7 NON-FINAL

8 APPEAL

Uploaded Documents Summary 2
# Document File

1 D Brief Amended Answer Briaf

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

Payments

Payments
*Select One to Continue

0 Option One: Provide Payment Information
Option Two: Request Filing Fee Waiver

Option Three: Exempt from Fee
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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.

Previously Saved Payments

You can select from o previously used paymen

nter @ new one. For a previous dit card you need to enter Card

Saved Credit Cards Saved Accounts

New Payment

Cord numbes

Routing Number Account Type
Routing Numbe Checking | Sovings
Expiry date oit/ew Account Number Re-enter Aceount Number

Re-anter Account Number

Nome Printed, Address Associoted with Name on Credit Card or Bank Account
First Name Last Name Business Nome

First Nome of

or Bank Account Lost Nome Wk t Businass Nome on C

* Address Line 1 Address Line 2

* Country *City *State/Province *Zip/Postal Code

United Stotes v City v

Zip

Format #enen-ahit

Sove Payment Information for Reuse

Option Two: Request Filing Fee Waiver

Payments

Payments
* Select One to Continue
Option One: Provide Payment Information
0 Option Two: Request Filing Fee Waiver

Option Three: Exempt from Fee

Attach completed Indigent Fee Waiver form Attach Lower Tribunal Clerk's Certification of Insolvency

Choose File | Mo OR No file ch

Form

It applicable, enter the volume number of uploaded document (1, 2, 3, Etc.)
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Option Three: Exempt from Fee

Payments

Payments
*Select One to Continue
Option One: Provide Payment Information
Option Two: Request Filing Fee Woiver

O option Three: Exempt from Fee

By selecting Option Three, the filer is certifying legal authority for the fee ion. Any false claim of
by The Fiorida Bar.

ion could result in the imposition of sanctians, including discipline

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 to file your new case
immediately.

Request For Emergency Filing Status

Is this filing time sensitive? Critical date
ves Q) No Critical dote
1y MM/DD/YYYY
Do you wish to declare this filing an "Emergency Filing"? If yes, please select a reason justifying this declaration
Yes Q) Mo e v
© s
After the filing has been submitted, the filer will be at the Filing Received Confirmation page.
B Filing Received Confirmation ﬂ Bm?
Important: If you should is filing,
You may want to print this page for your records, & Print
Recent Filings
S— i
D 2 jesi Status Gourt
Showing 110 10of 1 entries | 0 v

Click Refresh to watch the Status of your submission change to Pending Filing.
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@ Filing Received Confirmation B?

100835367

Important: If you should contact the court about any document in this filing, please provide this Submission # to help us locate this filing.

Youmay want to print this page for your records, & Print

Recent Filings

7 Submission Date 6/24/2025-6/24/2025

D 2 case Status Court

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.

Filing received by the Portal for a Trial Court new case submission:
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Filing Received

myflcourtaccess.

ifthere are problel vith how this sage i Iayed, click here to view it in a web brow:

Dear Carolyn M Weber:

T
This email verifies the receipt of 4 documents submitted by you to Orange Circuit Civil on 10/20/2022 08:48:54 AM.

UCN:
Clerk Case #: NEW CASE
Case Style: Helen G Young VS Hospice Home of the Comforter
Document Title: Civil Cover Sheet
Complaint
Proposed Summons to be Issued by Clerk
Proposed Summons to be Issued by Clerk
Matter #:
Memo:
Filing Fee: $400.00
Complaints and Statement of Claim 50.00
Complaint:

Service Documents Proposed Summons to  $0.00
be Issued by Clerk:

Statutory Convenience Fee: $14.00
Total Fee: $414.00
Fee Status: Assessed

Fee Status: Assessed

Paid By: Pay By Credit/Debit Card
Order #: 36888

Financial ID: 107142

The E-Portal reference number of this filing is: 100377079. Please reference this Filing # in any correspondence.

You will receive a follow-up email when your filing has been docketed with the Clerk. You, as the filer are responsible for fee payment. If there are any issues
with payment processing, you will be contacted by the Civitek Banking Department.

This is a non-monitored email. Do not reply directly to it. If you have any questions about this filing please contact the Orange Circuit Civil division.

Thank you,
The Florida Courts E-Filing Portal
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From the Florida Supreme Court for a new case submission:

Filing Received - Florida Supreme Court

nyflcourtaccess.com

Dear Carolyn M Weber:

This email verifies the receipt of PEHTIIONS, PETITION FOR WRIT OF MANDAMUS submitted to the Florida Supreme Court on 10/20/2022
04:01:06 PM.

Case Number: NEW CASE William M Jones
We will notify you when processing is accomplished.

This is a non-monitored email. Do not reply directly to it. If you have any technical issues with this filing, please contact the Florida Courts E-
Filing Portal technical staff at Portal Technical Support.

If you have non-technical questions about this filing, please contact the Office of the Clerk, Florida Supreme Court, at Support or 850 488 0125.

The Florida Courts E-Filing Portal Reference number for this filing is: 100377144. Please include this Reference Number in any
correspondence.

Thank you,
Office of the Clerk
Florida Supreme Court

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.

@ My Submissions n Bm?
2 SubmiesionDete 172025-6242025
D 92 SubmissionNEF Case StylafDockat e e o
> 100835367 © NOT FOUND Validating Fing Second District Court of Appeal 06/24/2025 05:53:38 PM
> [ 2 100835272 © CASTILLO, MAROSAet al. vs. UNIVERSAL PROPERTY AND CASUALTY INSURANCE COMPANY  2022-CA-000123-0 Pending Review Orange 06/23/2025 04:21:34 PM
0 o

Showing 110 2 of 2 entries 1

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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Processing Completed for Filing # 100364051

N :frep!)"test. m
o™

wflcourtaccess.com

Dear Carolyn M Weber:

This email verifies the processing of your Filing # 100364051 with the Orange County, Florida County Civil Division.

Status: Accepted

Filing Date/Time: 08/26/2022 02:30:59 PM

UCN: 482022CC010919A0010X

Clerk Case #: 2022-CC-010919-0 [Note: Clerk Case # changed from NEW CASE]
Case Style: HENRIETTA J SMITHvs.HOMER E FUDGE

Matter #:

Memo:

Filing Fee: $400.00

Complaints and Statement of Claim $0.00

Statement of Claim:

Statutory Convenience Fee: $14.00

Total Paid: $414.00

Fee Status: Processing

Paid By: Pay By Credit/Debit Card
Order #: 35547

Financial ID: 105533

5
Documents
¢ Joocument Type [status Filing Date [Rejection Reason [our Attachment
1 [other ivil Cover sheet laccepted  [08/26/2022 CivilCoverSheet.pdf
= -
| and of Claim F laccepted log/26/2022 1_EFAB Update.pdf
Fees

Your filing has been docketed with the Clerk’s office. The fee is in the process of Processing. You, as the filer are responsible for fee payment. If
there are any issues with payment processing, you will be contacted by the Civitek Banking Department.

This is a non-monitored email. Do not reply directly to it. If you have any questions about this filing, please contact the Orange County, Florida
County Civil Division.

Thank you.

Many counties no longer require paper follow-up. To see a complete list, click on this link.

The document now appears in My Submissions with the Completion Date displayed.

Portal Filer User Manual September 2025 Page 98



Portal Filer User Manual

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.

M E-Filing Map

*Type of Court

Trial Courts
*Filing Jurisdiction
Orange X
Case Initiation
File Document(s) on Existing Case to Clerk
© File Documents to Multiple Cases

File Same Documents to Multiple Cases (No Fees)

[ First District
[ second District
[ Third District
[ Fourth District
[ Fifth District
[ sixth District

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.

© File Documents to Multiple Cases

# County Division Case#t

@1  Orange Circuit Civil 482025CA000123A0010X

Qcaselinformation  MCaseParties (O Documents = Service List

*County
orange
*Year *Sequence #

2025 123

# Deseription
1 Filing Fee
Matter #

Client Matter

Portal Filer User Manual September 2025

Case Title

JOHNSON, TAIWAN GENE vs. STATE OF FLORIDA

JOHNSON, TAIWAN GENE vs. STATE OF FLORIDA Case #: 482025CA000123A0010X Court Case #: 2025-CA-000123-0 Case Status: Closed 1 of 1

EFees and Payments () Review and Submit
*Division
X v Circuit Civil
*Court Type

Party Identifier
Circuit Civil (CA) v Party Identifier

5 ex |  sev t rkoonen

[S]mdrg

Case Status
Closed

Location

Location

Amount
$0.00
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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.

O File Documents to Multiple Cases

Sl
@1 Orange Circuit Civil 482025CA000123A0010X JOHNSON, TAIWAN GENE vs. STATE OF FLORIDA Closed
JOHNSON, TAIWAN GENE vs. STATE OF FLORIDA Case #: 482025CA000123A0010X Court Case #: 2025-CA-000123-0 Case Status: Closed 10f 1
& Case Information (@ Case Parties © Documents =2 Service List E59Fees and Payments (@ Review and Submit
PDF/A ADVISOR!

Your failure to comply with these rules may subject you to sanctions.

Do you wish to declare this filing an “Emergency Filing™?

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
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.

O File Documents to Multiple Cases

B?
# County Division Case # Case Title Case Status
@1 Orange Circuit Civil 482025CA000123A0010X JOHNSON, TAIWAN GENE vs. STATE OF FLORIDA Closed
JOHNSON, TAIWAN GENE vs. STATE OF FLORIDA Case #: 482025CA000123A0010X Court Case #: 2025-CA-000123-0 Case Status: Closed 1 of 1
T e
# Description Amount
- o]

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 next to the case information. Select that Revise button to
take you back into that submission to make any revisions necessary.
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Once you are ready to send these 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
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.

Request For Emergency Filing Status

Email Addre: Email Type Email Sta
Primary c

Email Address Email Type Email Status

a
m
0
N

@ Filing Received Confirmation

this filing, # this filing,

You may want to print this page for your records.
Recent Filings

ion/NEF Case Style/Docket Completion Date/Remarks

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.

@ My Submissions n Bm?

7 Submission De

[ 28 submission/NEF Case Style/Docket Completion Date/Remarks

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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@0 E-Filing Map B

*Type of Court

Trial Courts

*Filing Jurisdiction I First District
Orange X v I Second District
[ Third District
[ Fourth District
[ Fifth District
[ sixth District

Case Initiation
File Document(s) on Existing Case to Clerk
File Documents to Multiple Cases

o File Same Documents to Multiple Cases (No Fees)

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.

00 File Same Document to Multiple Cases (No Fees) B
# County Division Case # Case Title Case Status.
@1  oOrange Circuit Civil 482025CA000123A0010X JOHNSON, TAIWAN GENE vs. STATE OF FLORIDA Closed

JOHNSON, TAIWAN GENE vs. STATE OF FLORIDA Case #: 482025CA000123A0010X Court Case #: 2025-CA-000123-0 Case Status: Closed 1 of 1

DOcaselnformation  (CaseParties  (Documents  Servicelist  E3FeesandPayments () Review and Submit
*County *Division
orange X v Circuit Civil X v
*Year *Sequence # *Court Type Party Identifier Location
2025 123 Gircuit Civil (CA) v Party Identifier Location
#  Description Amount
1 Filing Fee 5000
Matter #

Ciient Matter

X ey
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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.

QCaseinformation [ CaseParties O Documents ~ SServicelist  E3Fees andPayments  [IReview and Submit
1 the docur ot youint A each u . You will not be able to documents to the subsequent cases.
©  Document Group/Type Fee Pages File Size(MB)
Affidavits and Oaths Affidavit $0.00 10 03
Total s0.00 1 1Documents 0.06M8

PDF/A ADVISORY:
WARNING: As

and Before you file, please ensure that you have complied with these rules, including

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.

AGUERREVERE, REINALDOet al. vs. STATE FARM FLORIDA INSURANCE COMPANY Case #: 482025CA000012A0010X Court Case #: 2025-CA-000012-0 Case Status: Closed 2 of 2

Ocaseinformation  (MCaseParties  (Documents  EServicelist  EIFeesandPayments  ()Review and Submit

 PDF FAQ and here for an
and Before you file, please ensure that you have complied with these rules, including

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.

00 File Same Document to Multiple Cases (No Fees) Bm?
#" County Divisie Case # Case Title Case Status.

@1 Orange 2 10% JOHNSON, TAIWAN GENE vs. STATE OF FLORIDA Clos

@2 Orange Circuit Civil , REINALDOet al. vs. STATE FARM FLORIDA INSURANCE COMPANY Closed

AGUERREVERE, REINALDOet al. vs. STATE FARM FLORIDA INSURANCE COMPANY Case #: 482025CA000012A0010X Court Case #: 2025-CA-000012-0 Case Status: Closed 2 of 2

Dcaselnformation  (CaseParties  (©Documents = Servicelist ~ E3FeesandPayments () Review and Submit
BE=
# Description Amount
Affidavits and Oaths Affidavit $0.00
5> e | © sov 0 workvenn

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.
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00 File Same Document to Multiple Cases (No Fees)

#  County  Division Case # Case Title Case Status
B1 Ocnge  CircuitCivi 0 JOHNSON, TAIWAN GENE vs. STATE OF FLORIDA
@2 Orange  CireuitCivil

REINALDOGt al. vs. STATE FARM FLORIDA INSURANCE COMPANY Closed

AGUERREVERE, REINALDOet al. vs. STATE FARM FLORIDA INSURANCE COMPANY Case #: 482025CA000012A0010X Court Case #: 2025-CA-000012-0 Case Status: Closed 2 of 2

BCaselnformation () Case Parties JDocuments  =Servicelist  EIFeesandPayments  (Review and Submit

o 3t you intenc ill not be able to add/remove/replace documents to the subsequent cases.
@  Document Group/Type

Fee Pages File size(MB)
Affidavits and Oaths Affidavit $0.00 10
Total 50.00 1 1Documents 0.06MB
eating a PDF/A document.
ida R Judicial Administration 2.420 and Before you file, please ensure that you have complied with these rules, including
info

) e ey

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.
D File Same Document to Multiple Cases (No Fees) - Review and Submit

Bm?

Cases

Request For Emergency Filing Status

Do you wish to declare this filing an “Emergency Filing"?

Service List

Documents will

Name Email Address Email Type Email Status
Giu

pe P. Ferrigno glerrigno@granicus.com Primary Selected for eService

will not

ically mailed to:

Name Email Address

Email Type Email Status
No matching entries found.

Documents

# Document File
D Affidavits ar

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.
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@ Filing Received Confirmation @ u?

Important contact this filing, please provide this Submission # to help us locate this filing.

You may want to print this page for your records. & Print

Recent Filings

 Submission Date 6/27/2

[ 9 submissionNer  Casestyle/Docket CourtCase status count

Orange

100835796 AGUERREVERE, REIN

Pending Review  Orange

It will appear on your My Submissions page individually as well.

@ My Submissions n Bm?
vs

% 22 Submission/NEF Case Style/Docket Court Case # Status Court

D % 10083579 © ERREVERE, REINA al. vs. STATE FARM FLORIDA INSURANCE COMPANY 2025-CA-000012-0 Pending Review Orange 06/27/2025 11:43:36 AM

D 2 100835795 HNSON, TAIWAN GENI STATE OF FLORIDA 2 -CA-0001;

Submit Proposed Order(s) to Judiciary (Court)

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.
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1o E-Filing Map

* Type of Court
Proposed Order(s) to Judiciary
*Filing Jurisdiction

Orange

© submit Proposed Order(s) to Judiciary (Court)

Read more about courts accepting Proposed Documents

I First District

X v - Second District
[ Third District
[ Fourth District
[ Fifth District
[ sixth District

S i
Enter the Case Information and then click on Search.
22 Submit Proposed Order(s) to Judiciary (Court) @ (mrd
p— Submit Proposed Order(s) to Judiciary (Court) i ——
Ninth Judicial Gircut 482024CA000123A0010 Closed
Case Type Case Title ‘Work Bench #
Other CiviOther Civ - Business Tronsactions 36 WENTWORTH ORIGINATIONS LLCvs PRUDENTIAL INSURANCE COMPANY OF AMERICA et oL
2 Case Information
~County *Division
orange x v | [crutom x v
*Year *Sequence # *Court Type Party Identifier Location
2004 123 GircuitCivil CA) « | [ Porty entiter Location

* Judicial Officer/Division

x v ]

Matter #

Client Matter

25 st | © sove o vorsbenn

Complete the case information screen click on Search. Then you need to click on the Judicial
Officer/Division drop-down and select what applies.
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N B
* Judicial Officer/Division

Munyon, Judge Lisa Taylor

5 e ] s o

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.

New Document

Document # Filing Fee
New Document
Search

earch Keyword

onsibility of the filer. Any document metadata remaining may become part of the public record. Click here to see o

¥ Judiciary

Petitior

Proposed PItt.. Witness List
Propo:

*Upload

Choose File ] No file chosen

Document Title

nent Title

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.

*Document Title

Order on Plaintiff's Motion for Continuance

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.
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[ Filing Received Confirmation H Bm?

Important: If you in this filing, # this filing.
You may want to print this page for your records. & Print
Recent Filings
7 Submisson Dote 4127/2025-42712025
Db 9 sumission/NEF Case styte/Docket Courtcase#  status court
O 2 100835797 G WENTWORTH ORIGINATIONS LLCvs.PRUDENTIAL INSURANCE COMPANY OF AMERICA et o 2024-CA-000123-0 Received Ninth Judiciol Circuit 06/27/2025 11:54:43 AM

O 2 100835796 © AGUERREVERE, REINALDOet al. vs. STATE FARM FLORIDA INSURANCE Ct

2025-CA-000012-0 Pending Review Orange 06/27/2025 11:43:36 AM
D 8 100835795 ©  JOHNSON, TAIWAN GENE vs. STATE OF FLORIDA 2025-CA-000123-0  Pending Review Orange 06/27/2025 11:43:36 AM
D 28 100835794 ©  JOHNSON, TAWAN GENE vs. STATE OF FLORIDA 2025-CA-000123-0  Pending Review Orange 06/27/2025 11:23:57 AM

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

€ Email Log n B~

7 Date Range 3/29/2025-6/27/20

From Subject
Received: 06/27/2025

Submitted

Received: 06/24/2025

Giuseppe P. Ferrigno

Gius Ferrigno
Florida E-Portal Filing R
Florida E-Portal

Florida E-Portal

Received: 06/23/2025
Florida E-Portal Filing Received
Received: 05/21/2025

Florida E-Portal
Florida E-Portal

Florida E-Portal

Received: 04/15/2025
Florida E-Portal Filing Received

04/15/2025 09:27:27 AM
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Note: If a filer deletes an email from their email client, the email 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.

My Alerts > Search Options

| Alert Date From Alert Date To Submission #

Remarks will be shown on My Submissions page and the filer is notified of the specific issue by email
notification as well.

Email received:

@ : 6Pl -leaseCorect lng inhe £ Fing Pra orecton Queue - Message (T

file  Message Help

s I & f || e

7 Mark Unread

Asign W Categorize
Policy 1 Follow Up v

Language | Z FindTime  Phishalarm

Filing # 100832829 Not Filed — Please Correct Filing in the E-Filing Portal Correction Queue

¢ Reply Al
courtaccess.com 2

Please note: this is a non-monitored email address; please do not reply to this message.
Date: 06/05/2025 10:40:43 AM

Dear Todd V Newberry:

Your filing with the Orange County, Florida Circuit Civil Division needs to be corrected before it can be filed.

Filing Reference Number #: 100832829

Status: Correction Queue

Filing Date/Time: 05/29/2025 08:53:38 AM

UCN: 482025CA000012A0010X

Clerk Case #: 2025-CA-000012-0

Case Style: AGUERREVERE, REINALDOet al. vs. STATE FARM FLORIDA INSURANCE COMPANY
Matter #:

Please be advised that Filing Reference Number 100832829 needs to be corrected and has been moved to the Correction Queue in accordance with the Florida Supreme Court Technology
Standards adopted February 2021, Section 2.2.5, Review by Clerk of Court. You will have Thirty (30) business days to correct and resubmit this filing.

|Please make the following correction(s): Consists of a multi-page document filed as separate documents

<
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The Correction Queue email is sent to all the recipients on the E-service 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.

It will also be available in the My submissions page.

B My Submissions n Bm?

Completion

C
D) 98 submission/NEF Case Style/Docket CourtCase#  Staws court SubmissionDate  Sompletion

2024-CA-0001

2 10083579 06/27/2025 11:54:43 AM

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 thirty (30) business days as specified in SC1401. The Note
From Clerk is also displayed advising of the document deficiency.

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.

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 your 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. fTo make any corrections, click on the Revise button which will take you to the

corresponding page where you can make the necessary corrections | /[ Commented [MB1]: confirm

If there is a payment of statutory fees required, select a Payment Option as shown below.

Option Two: Request Filing Fee Waiver

[ [ o o [ e v |

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 the Correction Queue has not been corrected within thirty (30)
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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@ My Submissions

ion/NEF Case Style/Docket Court Case # status Court

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

e Click on File
e 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:
e Document should be legibly typewritten or printed on only one side of letter sized (8 2 by 11
inch) paper
e Documents should have one-inch margins on all sides and on all pages and pages should be
numbered consecutively
e Reduction of legal-size (8 %2 by 14 inches) documents to letter size (8 %2 by 12 inches) is
prohibited
e Documents shall be filed in a format capable of being electronically searched and printed
o PDF/A is the official and required format for documents submitted to the Portal
e 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
e At all times possible documents should be electronically signed as defined in AO09-30,
Standards for Electronic Access to the Courts
e 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
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e 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

e 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
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