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’ 
You can submit another pleadings to a case and also perform a search based on the search options 
available.  The Notice of Electronic Filing is available by clicking on the envelope icon next to the 
Submission number.  By selecting the blue hyperlinked Case Style/Docket you will be able to see the 
official court file and the documents therein.  By clicking on the carat next to the Submit button, you will 
see all the Filing Information to include the Documents, Service List and Fee Payment information if 
appropriate. 

 

My Workbench 
My Workbench can be accessed through the Clerk Filing Options menu or the Quick Links. 
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If you have a submission pending, it will appear on your Workbench as shown below. 

 
If you click on Workbench, the Portal will take you into your Workbench where you can resume sending 
in the submission by clicking on the Resume Submission blue hyperlink. 

 
You can also delete the submission by clicking on the red X.  Submissions will remain on the 
Workbench for five days from the Date Last Updated. 

Search Workbench Items 
You can search all the submissions saved to the Workbench for your organization.  Enter the Search 
Criteria, the results of your search will be displayed below. 
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My Alerts 
Your My Alerts page will become your Home Page if you have any alerts that are pending.  Clear the 
pending Alerts and the Home Page you selected in your Preferences will become your Home Page.   

 
The types of alerts that are monitored are: 

• Filing Moved to Correction Queue 
• E-service Email Delivery Failure 
• Removal from Service List Request 
• Bounce Bank Received more than 5 Times 

 
To clear an alert, select the alert you wish to clear and then click on Clear Selected Alert(s).  If you 
have a submission that was moved to the Correction Queue, click on the Submission ID to enter back 
into the filing path to correct the error or document deficiency. 
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E-Filing Map 
You may access the E-Filing Map through the Clerk Filing Options menu on the Home page or 
selecting the icon in the Quick Links located in the top right-hand corner of the screen. 

 
Either way will take you to the E-Filing Map where you may select a filing path. 

 

File to Department of Corrections 
This option will take you to the filer’s side of the Portal.  You must have a Security Role (Clerk – DOC) 
enabled to see this option.  You will file documents (Modified Conditions of Release, etc.) that need to 
go to the Department of Corrections using this link.  The list of documents you can submit are as 
follows: 

 
 



Portal County Administrator User Manual                                                                    Page 34 of 87 
 

 

File to Florida Bureau of Vital Statistics 
This option will take you to the filer’s side of the Portal.  You must have a Security Role (Can File to the 
Bureau of Vital Statistics) enabled to see this option.  You will file documents that need to go to the 
Bureau of Vital Statistics using this link.  The list of documents you can submit are as follows: 

 

 



Portal County Administrator User Manual                                                                    Page 35 of 87 
 

Submit ROA (Record on Appeal) 
This option will take you to the filer’s side of the Portal.  You must have a Security Role (Can Submit 
ROA) enabled to see this option.   

 
Type in the appellate case number and search, then on the Documents tab upload your record on 
appeal.  Select your Service List to receive notification that the record on appeal has been submitted – 
this service will not provide a copy of the record on appeal.  Then send it into the appellate court. 

Send Commitment Packets to the Sheriff 
This option will take you to the filer’s side of the Portal.  You must have a Security Role (Can Send 
commitment packets to the Sheriff) enabled to see this option.   

 



Portal County Administrator User Manual                                                                    Page 36 of 87 
 

Clerk Steps 
Create a Law Enforcement Organization 

1. Set up your Law Enforcement organizations as normal.  The Administrator of the Law 
Enforcement organization can add their users. 

2. When you create a Law Enforcement organization, specify the Judicial Circuit it belongs to as a 
“Parent” as shown below. 

 
Associating a Sheriff’s Office and a Clerk 
When you create the Law Enforcement organization and associate the Parent on their profile to the 
proper Judicial Circuit, the Portal connects the County to the Sheriff’s organization.  When you submit 
the Clerk documents to the Sheriff, the submission will go to the Sheriff organization’s workbench. 
 

 
County Users 

1. Select the users in your office that will be sending the commitment packet documents to the 
Sheriff/Jail 

a. Add the security role ‘Can send commitment packets to the Sheriff’ to those users. 
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That security role will enable the commitment packet filing path for those users.  This filing path is 
available on the Clerk Filing Options dropdown from the Clerk Review side. 

 
And from the filer’s side from the Filing Options dropdown. 
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Either option takes you to the same filing path.  From the DOC Regional Center dropdown, select the 
facility that the inmate will be sent to.  As the other Reception Centers are ready to receive the 
commitment packet electronically, they will appear in the dropdown. 

 
Then select the Division, enter the Year, Sequence # and Court Type and Search. 

 
On the Documents tab click on Add and select the documents - one at a time - that you will be sending 
to become a part of the commitment packet.  The documents should be in PDF/A or PDF format.   
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Upload your documents by repeating the above steps to add all the documents you need to send to the 
Sheriff to become part of the commitment packet.  Then click on Next. 

 
If you want to provide service, select your E-service recipients, or add anyone you wish to serve.  Then 
click on Review and Submit and click on Send to Sheriff. 
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This will pull up a list of Sheriff Organizations linked to your County.  You may select who you are 
sending your documents to from this list of organizations. 

 
After you select the organization click on Select.  The Portal will save the submission to the Workbench 
of those people within the Sheriff’s organization that have been assigned a security role to be able to 
process commitment packets.  You will then receive this message box. 

 
Click on OK.  The sheriff/jail organization commitment packet processors will then receive an email 
notification as shown below. 

 

Administration 
The Filings option provides the administrator with the following options: 

• Add Unaffiliated User 
• Add Organization 
• County Profile 
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• Manage Pro Se Filers 
• Manage Organizations 
• Work Queues 
• Rejection Reasons 
• Correction Queue Reasons 
• Official Records Document Types 
• Case Type Codes 
• Docket Codes 
• Court Document Type Codes 
• Fee Schedules 
• Fee Codes 
• Prompt Codes 

 

Add Unaffiliated User 
The Add Unaffiliated User function gives the Portal administrator the ability to add a user that is not part 
of the county staff. Complete the required (red asterisk) information on the page. 
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The Portal administrator can set the user to the defined roles established within the Portal.  

 
When you have completed the new user information, click on the + in the upper right-hand corner of the 
screen to save your new user information. 

Add Organization 
The Add Organization function gives the Portal administrator the ability to setup: 
Ø Coordinated Victim Assistance Center 
Ø Guardian Ad Litem 
Ø Insurance Agency 
Ø Law Enforcement 
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Ø Law Firms 
Ø Local Agency 
Ø Probation Office 
Ø State Agency 

 
This function allows the Portal administrator to setup an Organization Administrator that can add users 
specifically to that Organization.  The Organization Administrator can add/delete users from the 
Organization and reset their passwords.  For the Law Firm Organizations, options are available to add 
a registered E-Filer or new E-Filer, but the Law Firm Administrator must be an active member of 
The Florida Bar.  The required fields are marked with a red asterisk.   
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County Profile 
Profile 
The title of this option appears as the county name (Columbia Profile, Holmes Profile, Santa Rosa 
Profile, etc.).  The option provides the Portal administrator with the ability to activate and deactivate the 
account, update the organization profile, add and update county administrators and users, enter county 
news items to be displayed on the county’s News & Information section of the Portal, and update the 
division E-Filing options.  The administrator cannot change the profile number or organization type. 
Within the Profile update screen, the administrator can change addresses and phone numbers.  This is 
also the place where the administrator can set the organization to allow for the waiver of filing fees.  
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Administrators 
Click on the Administrators tab to view a list of administrators for the county.  The county may have one 
or multiple administrators.  The county Portal administrator is encouraged to establish at least one other 
administrator as a backup to provide coverage for the county.  Once the county’s Portal administrator is 
active, they are responsible for the county’s account and user management. 

 
Local administrator functions include adding and updating users and administrators, activating and 
inactivating user accounts, resetting passwords, adding unaffiliated users to the organization, adding 
and updating news information for the Portal and updating division E-Filing selections.   

An Unaffiliated user is one who has registered online and the organization affiliation has not been 
established.  For instance, if a lawyer registered online and now belongs to this organization (law 
firm) then the local administrator can search for the user name and affiliate them with the 
organization. 
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• Use CCIS for UCN Search (CCIS is used on case validation) 
• Park/Unpark XML Transmission for Local Review (hold submissions by division while local 

system is down and then allow submissions to come into Local Review when local system is 
available) 

• Park/Unpark XML Transmission for Portal Review (hold submissions by division while local 
system is down and then allow submissions to complete filing process in CMS when local 
system is available) 

• Accept Proposed Documents (allows the filers to submit proposed documents to the Judicial 
Viewer) 

• Can Accept PDF/A documents (check the divisions when the CMS can store PDF/A documents) 
 
To edit the Division information, click on the Division Number in the far-left hand column. 

 
That will open the Organization County # - Division Circuit Civil #1 information to allow you to edit or 
update any of the options available. 
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Make any updates or edits necessary and then click on Save.  

Manage Pro Se Filers 
This will allow the County Portal Administrator to manage the Pro Se filers in their County.  You will be 
able to restrict a Pro Se filer from filing to a single case. 

 
Search for the Pro Se filer you wish to locate by typing in the last name and then click on Search. 

 
The County Portal Administrator will be able to deactivate the Pro Se filer’s account if necessary, by 
selecting the account and then selecting Deactivate from the Menu Bar. 

 
Once Deactivate is selected a dialog box will appear allowing you to confirm this action. 
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Select ‘Deactivate User’ and say OK.  The Pro Se filer will no longer be able to file using that Username 
and Password. 
Restrict Pro Se Filer Case by Case 
Select the Pro Se filer you wish to restrict.  Then click on Edit. 

 
  You will now see an addition tab on the User Details page entitled Case Restrictions. 

 
The Menu Bar in the right corner of this page will allow you to: 

• New Case Restriction 
• Edit Case Restriction 
• Delete Selected Case Restriction 
• Delete all Case Restrictions 

 
To add a New Case Restriction, click on the + sign in the Menu Bar and then complete the case 
information as shown below. 
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Then click on Add.  The Pro Se filer is now restricted from filing to that case.  When the Pro Se filer 
goes to submit a filing to this case they will receive an error message. 
 
NOTE:  The Portal cannot reject filings.  Therefore, the Pro Se filer will be able to submit filings in this 
case, but they will also receive warnings that they are restricted from filing to this case.  The Clerk 
Reviewer will also be alerted that there is a Case Restriction for this filer on this case when reviewing 
the submission which will allow them to place the submission in the Correction Queue with the 
appropriate message. 

Manage Organizations Created 
The option allows you to see the list of all Organizations created.  It also allows you to edit any 
organization information of those organizations you have created and to change the status of the 
organization from active to inactive.  The organizations you have created will be marked with the 
organization number and it will be a blue hyperlink.  Click the organization number and it will take you 
into the organization profile so that you can update as necessary. 
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When you click on the organization number that is a blue hyperlink, it opens the organization 
information to allow you to edit any of the information available.  See below. 

 
Make any necessary changes, then be sure to click Save and then Close to embed those changes. 

Work Queues 
Work queues can be created in the Work Queues section under the Administration tab. 

 
 
Work queues can be created, cloned, edited, or deleted from this tab. 

 
From the above Menu Bar you can: 

• New Work Queue ( + ) 
• Clone Selected Work Queue 
• Edit Selected Work Queue 
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• Enable/Disable Selected Work Queue 
• Delete Selected Work Queue 
• Show Work Items 
• Print 
• Save Data as Excel 
• Refresh List 
• Close 

More information will come on this tab when it is available.  None of the functionality has changed.  Just 
the display of the message box to capture the information. 
 
If a new Work Queue is created, you will be able to add the following information: 

• Information 
• Case Type Criteria 
• Docket Code Criteria 
• Filer Role Criteria 
• User Association 
• Security Roles 

 
Information 
Select the type of Work Queue you are creating, either Official Records or Case Type and then select 
the Division you are creating the Work Queue for.  The name the Work Queue and provide a brief 
description.  If you do not want all the submissions to go to this new Work Queue, do NOT select 
Default Queue.  Leave that option blank.  This click on Save and Close. 
Case Type Criteria 
Depending on the Division you selected above, the Case Type Criteria will appear.  Select the Case 
Types that apply and then select whether to show in New Case Only, Existing Case Only or Both New 
and Existing Case. 
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Docket Code Criteria 
To route specific docket codes to a Work Queue, select this tab and select one or more docket codes 
that would be sent to this Work Queue. 
Filer Role Criteria 
Allow the County Portal Administrator to select the filer roles associated with the specific Work Queue.  
If you would like to set up a Work Queue for the Self-Represented Litigants, you can do so by 
associated only the filer role of Self-Represented Litigant to a Work Queue created to handle 
documents filed only by a Self-Represented Litigant. 
User Association 
Allow the County Portal Administrator to select Users that will be able to work a specific Work Queue. 
Security Roles 
Select the Security Roles that control access to Work Queue items.  Users that are granted the security 
roles selected will be able to access work items from this queue. 

Rejection Reasons 
Rejection Reasons are only used for Official Records. The Portal administrators can setup, delete and 
edit rejection reasons for the reviewer to pick from. These rejection reasons will be relayed back to the 
user that filed the official record when the document has been rejected. 

 
The Menu Bar in the right-hand corner of the screen will allow you to: 

 
 

• Add New Reason ( + ) 
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• Edit Selected Reason 
• Delete Selected Reason 
• Refresh List 
• Close ( X ) 

 

Correction Queue and Abandoned Filings Queue Reasons 
As a County Administrator, you can create customized reasons why a submission has been moved to 
the Correction Queue.  These reasons will appear in a drop down and allow the Reviewer to select the 
appropriate reason and edit that reason if necessary. 

 
To create a new Correction Queue reason, click on New on the menu bar. 

 
You can also edit, delete, refresh list and close from the menu bar. 
 
Complete the Description and if the reason is for changing the status to Abandoned Filing Queue, 
change the No to a Yes.  If it is for the Correction Queue, leave it as a No. 

 
Then click on Add and then Close.  You will receive a message box to accept your Correction Queue 
reason.  Click OK if you wish to add it to the list. 
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Your newly added Correction Queue reason will be added to the list as shown below. 

 
Those customized Correction Queue reasons will be available to the Clerk Reviewers for selection from 
a drop down when they return a submission to the Correction Queue.  They simply highlight the reason 
from the drop down and it will populate the Message box. 
Moving to Correction Queue 
When the submission needs to be moved to a Correction Queue, click on Move to Correction Queue 
from the Menu Bar and then from the Reason drop down select why this submission is being moved to 
the Correction Queue.  This information will be sent to the filer in the Correction Queue notification 
email. 
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Message box is populated with the customized reason. 

 
Then select the Correction Queue the submission will be moved to. 

 
Your submission will be moved to that Correction Queue. 
Contact Information to Correction Queue Email 
You can now add Contact Information to the Correction Queue message.  Type in your message in the 
Contact Information field and it will be added to the Correction Queue email. 

 
Once the Clerk Reviewer moves this submission to the appropriate Correction Queue the email 
notification will go out to the filer and the E-service Recipient List for that submission.  All the above 
information will be included in that email notification. 
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Abandoned Filings 
Each county now has the ability to opt into a process that will move files that are in the Correction 
Queue to the Abandoned Filing Queue in bulk.  A task has been created to run nightly at 1:00 A.M.  
This task will change the status of any filing in the Correction Queue for longer than seven days to 
Abandoned Filing and send out an email to the filer.  This task will run seven days a week.  The County 
may specify the default reason for moving a filing to the Abandoned Filing Queue by following the 
above instructions in the Correction Queue Reasons section.  This will move all submissions that are in 
the Correction Queue for longer than seven days.  To opt into this process, contact the Service Desk. 

This is where I stopped Todd 

Official Records Document Types 
The Official Records Document Types are used in conjunction with the E-Recording process of the 
Portal.  E-Recording is the process pertaining to the recording of official documents electronically by the 
Department of Revenue (DOR) and Simplifile.  The codes on these records must match with the codes 
provided in the file sent to the Portal by DOR and Simplifile.  Adding, removing and changing should be 
coordinated with DOR and Simplifile to ensure proper processing of the file. 
When selecting this option, the administrator is presented with a list of established Official Records 
document types. 
The administrator can create new document types, edit, or delete existing types. 

 
 

To create a new Official Records Document Type, click on New on the menu bar. 

 
 

The document type is only available for the county (organization) identified on the documentation type 
record.  If a fee is to be charged when this document type is submitted to the county, the fee amount is 
entered on the document type record.  The Code field is used when eRecords are moved into the 
Clericus ORI database.  Only counties using Clericus ORI for their official records will utilize this field. 



Portal County Administrator User Manual                                                                    Page 62 of 87 
 

 

Case Type Codes 
The Case Type Codes provide a list of all the filing types and case types codes used on the Portal. 
Case Type Codes are codes the drive the filer interface. These codes display the case type codes, 
filing types, parties, and document types. These are all configured to give the filer the information 
needed to prepare a filing. 
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The Portal administrator has the ability to search by a specific division or all divisions. 

 
The Portal administrator has the ability to add, delete, edit, clone, print, and export all case type codes. 
When codes are altered, you will need to use the refresh function.  

 
Within a specific case type code, you have the ability to update Information, Case Level Fee 
Schedules, Associated Participant Roles and Associated Event/Docket Codes.  

Information 
The Portal administrator can update information on the specific case type. This includes division, 
category, description and codes. 

 
The Portal administrator also has the ability to establish if parties are required, the code is active, use 
as default (this case type will be picked if the case number is not validated in the search), ECF Case 
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Type (determines the type of ECF case type), Bypass Clerk Review (filings submitted to this case type 
will automatically be accepted and sent to the counties CMS).  

 

Case Level Fee Schedules 
The Case Level Fee Schedule gives the Portal administrator the ability to configure the filing fees for 
the filing type. These codes are setup in the Fee Schedules section. This section only lets the Portal 
administrator associate the Fee Schedule to the case type code. 

 

Associated Participant Roles 
The function gives the Portal administrator the capability to add/delete parties to a specific filing type.  

• CMS Code (party code used by local CMS) 
• Description (party name) 
• Required During Case Initiation (party is required for new case) 



Portal County Administrator User Manual                                                                    Page 65 of 87 
 

• Can Enter Multiple (ability to add more than one party) 
• Can Enter Date of Birth (ability to add the date of birth) 
• Require Date of Birth (date of birth is required for this filing type) 
• Can Enter Date of Death (ability to add Date of Death) 
• Require Date of Death (date of death is required for this filing type) 
• ECF Role (type of party) 
• Show in New/Existing (ability to make party only in new, existing, or both types of case filings)    

 
Note: To make these changes you will have to highlight the participant role and use the edit icon or 
select the participant role id link. 
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Associated Event/Docket Codes 
This gives the Portal administrator the ability to add specific docket codes to a specific case type/filing 
type. Docket codes cannot be created here; they can only be associated to the filing type.   

 
If docket codes have additional fees or only need to be filed on specific types of filings, the Portal 
administrator has the ability to update the document code. By clicking on the associated docket code, 
the Portal administrator can edit the docket code to reflect the proper fee. They also have the ability to 
make the docket code available on new or existing case only.  
 

 
Docket level Fee schedules can also be added at this level. These Docket Level Fee Schedule codes 
need to be added in the Fee Schedules. 
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Docket Codes 
This section provides a list of docket codes for the Portal administrator to add, delete, edit, and 
associate to a case type/filing type and user role. The codes are the types of documents the filer will be 
attaching to the filing.  
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The Portal administrator has the ability to search by a specific division or all divisions. 

 
• New (Add new Docket code) 
• Edit (make updates to the docket code) 
• Delete (remove docket code) 
• Case Type Associations (gives the county administrator the ability to associate to a specific 

case type) 
• Clone (copies docket code criteria, case type associations, filer types, etc.) 
• Refresh (any time a code is edited, added, or deleted it refreshes the codes) 
• Print (give the county administrator the ability to print their docket codes) 
• Save (gives the county administrator the ability to export their docket codes to specified location 

for view in Excel) 
 

 

New or Editing 
When creating or editing a docket code, the Portal administrator can select a role to associate to the 
docket codes. It can have one or many roles associated to the docket code. 
Input the required information. Select the roles that you would like to have associated to the docket 
code. You can move them over by the “Add selected” button. You can also move the entire list of 
available roles by selecting “Add All”. You can remove by selection or all as well. These docket codes 
will only show to users within that role. 
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Auto Accept and Emergency Document 
A docket code may be set to be automatically accepted upon submission.  This will bypass Portal 
Review and go automatically into the CMS.  Place a check in the Auto Accept box and Save and then 
Close.  You may also designate a docket code as always coming into Portal Review as an emergency 
document.  Those actions are designated in each specific docket code as shown below. 

 

Case Type Associations 
If docket codes have additional fees or only need to be filed on specific types of filings, the Portal 
administrator has the ability to update the document code. By clicking on the associated docket code, 
the Portal administrator can edit the docket code to reflect the proper fee. They also have the ability to 
make the docket code available on new or existing case only. This function gives the Portal 
administrator the capability to maintain docket codes associated with case types.  
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Courts Document Type Codes 
This is Tyler Technology specific to their CMS (Odyssey). Other CMS’s will not use this function.  
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Fee Schedules 
This option provides the administrator with a list of existing fee schedules. The administrator can create 
new document types, update, delete, print, and save existing schedules. 
 
This option is only used in the context of collecting monies.  The fee schedule is dependent on the 
Case Management System (CMS) being used by the county.  If the CMS for the county needs the 
schedule values passed in when fees are collected, then the fee schedule codes must be entered into 
the Portal using this process.  The schedules allow for defining what Fee Items are tied to the schedule 
and what CMS codes ties them together.   
The need for these codes is determined at the time the county and FCCC work with the county’s CMS 
vendor for the interface.   

 
The Fee Schedule contains: 

• Organization – County name 
• Division – Court division within the County 
• Name – Name of the fee schedule 
• Description – Description of the schedule 
• CMS Code – Code corresponding to the CMS fee schedule 
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The Fee Items are the Fee Codes that have been added (see section on Fee Codes) and are available 
to be added to the Fee Schedule. 

 

Fee Codes 
This option provides the administrator with a list of existing fee codes. The administrator can create 
new codes, update, delete, print, and save existing codes. 
 
This option is only used in the context of collecting monies.  The fee schedule is dependent on the 
Case Management System (CMS) being used by the county.  If the CMS for the county needs the fee 
schedule values passed in when fees are collected, then the fee codes must be entered.   
 
The need for these codes is determined at the time the county and FCCC work with the county’s CMS 
vendor for the interface.   
 
Fee codes are entered according to the CMS needed values.  Fee codes must be entered before a fee 
schedule can be created.  
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The Fee Code contains: 

• Organization – County name 
• Division – Court division within the County 
• Name – Name of the fee code 
• Description – Description of the fee code 
• CMS Code – Code corresponding to the CMS fee code 
• Amount – dollar amount to be collected for this fee code 
• Calculation Type – There are three calculation types 

o Flat – flat fee with no calculation 
o Per Number of Items – calculates amount to be charged based on the number of 

items  
o Per percent of  

• Based On – Used to assist in the calculation of Per Number Of Items in the calculation type 
above 

o Amount 
o Names 
o Pages 

• Range From – To 
• Increment 
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• Effective Date Range – Date range that this fee code is valid 
 

Sorting and Filtering Lists 
The Portal allows for the sorting of listing by clicking on the heading row of the return grid.   

 
Results can be grouped by selecting the heading to be use for the grouping and dragging the heading 
above the grid.  To remove the grouping, select the group heading and move it back down into the 
heading row.  Clicking on the arrow beside the grouping displays the list of records within the group. 

 
The results can also be filtered.  Click the Filter icon to see the filtering options.  Select the column to 
be filtered then click on the Filter icon.  The rows can be filtered by the listing under Select All check 
box.  This listing is all the values in the column.  The remaining filters are based on that column. You 
can repeat this process on additional columns to further filter the listing. 
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Example of filtering: 
List all the new cases in probate that are in Pending review status.  Note:  The steps listed here are to 
show how the filter works not the simplest process for getting the list of records. 
Start with a File Search returning all the records for the last year to give a listing that can be used to 
show filtering options. 
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Next click on the Filter icon on the Case # column when the filtering options display select ‘Contains’ 
and enter ‘New Case’ and click on the Filter button. 

 
 



Portal County Administrator User Manual                                                                    Page 77 of 87 
 

 
Now click on the Filter icon on the Division column, when the filtering options display click on Probate.  
The results list will automatically filter. 

 
Finally, click on the Filter icon on the Status column when the filtering options display select ‘Ends with’ 
and enter ‘Review’ and click on the Filter Button. 
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You now have a list of all the new cases in Probate that are in Pending review status.  To print your 
listing click on the Print option. 

 

Retrieve Missing images for County CMS 
There are times when the image does not move into the County CMS (Case Management System).  
When this happen the FCCC Administrator or the Portal Administrator can retrieve these images. 

• Search for the filing (see Filings Section)  
• Highlight the Filing and click View 

 
• Click on Save Icon on the PDF Viewer tools 
• You are prompted to enter a location to save the image 
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Todd, the rest is done from here down. 

Account 
From the Account menu you will have access to your Portal information. 

 

My Profile 
User Details 
In User Details, under My Profile, users can update all information except Organization.  Click Save to 
save any changes.  If you do not Save before you Close, your changes will not be retained. 
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The profile allows for three email addresses.  The primary email address is required.  Additional email 
addresses may be other email accounts for the user or the email account of the user’s backup or 
supervisor.  Email notifications will be sent to all email addresses listed. 

Preferences 
You may now set your Preferences for when you log into the Portal.  You may also select which email 
notifications you will receive from this menu.   
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Select the maximum number of filings to show in your Reviewer list, select a Home Page, a Filing Path, 
and a Jurisdiction.  Then select which email notifications you wish to receive.  Once you make these 
selections and click on Save, if you have no pending alerts you will land at your designated Preferences 
when you log into the Portal.  If you have any alerts pending, you will see the My Alerts page until all 
the alerts are cleared. 
 
Next select the Email Notifications you wish to receive.  You will receive the email notification in the 
email address(es) linked to your profile. 

Division Association 
Select the Divisions you are associating this filer to.  From the Available column highlight those you 
wish to move to the Selected column and click on Add Selected. 
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That will move the selected divisions to the Selected column which will give the Reviewer access to the 
submissions for those Divisions.  Remember to click on Save and then Close to save the changes. 
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Work Queue Association 
Select the Work Queues you are associating this filer to.  From the Available column highlight those 
you wish to move to the Selected column and click on Add Selected. 

 
That will move the selected divisions to the Selected column which will give the Reviewer access to the 
submissions for those Divisions.  Remember to click on Save and then Close to save the changes. 
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Security Roles 
From the Security Roles tab select all the roles that will apply to the filer.  There are multiple pages of 
filer roles so be sure to scroll through and select all that apply.  This will affect the way the Portal looks 
to the filer.  The select the filer roles that apply and click on Add Selected then be sure to Save and 
Close. 

 

E-service Favorites 
The E-service Favorites tab shows the people the filer has added to their E-service Favorites list.  A 
filer can add E-service Favorites when they get to the ServiceList tab in the filing path.  The Add Other 
Attorney/Interested Party tab allows the filer to select additional E-service Recipients and add them to 
their E-service Favorites list.  Those added to the list are displayed in the E-service Favorites tab in the 
My Profile menu as shown below. 
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To remove them from the list, deselect the check box under the Favorite column.  They will not appear 
in the list to choose from if deselected. 

Change Password 
To change your password go to the Change Password link in the Account menu.  Type in your current 
password, your new password and then your new password again.  In any of these boxes you can view 
your typed entry by clicking on the icon near the side of the box or you place a check in Show 
Password.  The password must be between 6 and 16 characters with at least 1 number. 

 
Then click on Change Password to complete the process. 
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Email Log 
Select the date range in which you wish to view your email log.  These emails will remain in the Email 
Log for 90 days.  The types of emails will be Filing Received, Filing, Processing Completed, Removal 
From Service List, Filing Moved to Pending Queue, Filing Filed for Judicial Review, E-service Email 
Delivery Failure, and E-Service.  They will also be received by you in your email provider. 
 

 
Then click on Search.  The results of your search options will display as shown below. 

 
To view the email notification, double click on the item and the email will be displayed. 
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Help 

Version 
Help shows the user the Application, Assembly, Version, Source, Runtime Version, and System 
Version.  It also will allow you to contact support by opening your email provider and creating a new 
message with the address already filled in. 

 
 


