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Using Technology to Represent 
Yourself in Court
E-FILING, eCASEVIEW, eCERTIFY & more!

DIY WORKSHOP
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Workshop Overview

 About the Clerk of The Circuit 
Court & Comptroller’s Office

 E-filing Step by Step

 E-Service

 eCaseView Step by Step

 eCertify

 Redaction 

 Q & A
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 The Clerk of The Circuit Court & Comptroller 
is the trustee of the county’s public records 
and public funds.

 The Self-Service Center provides:

 User-friendly forms/packets
 Public access computers
 Free Navigator Appointments for 

document preparation assistance. 
 Notary services and more

 Clerk of The Circuit Court & Comptroller’s 
office can only provide ministerial 
assistance and cannot give legal advice.

The Clerk of The Circuit Court & Comptroller Self-
Service Center
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www.mypalmbeachclerk.com

E-Filing

What is e-Filing?
 It is a way in which you file your court pleadings electronically instead

 of mailing the paper to the Clerk’s office or coming to the courthouse
 to hand it to the clerk.

Who can e-File?
 Anyone (attorney or self represented party)

Where can I e-File?
 From your home, office, or in our self service center

When can I e-File?
 Anytime of the day; 24 hours a day.
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www.mypalmbeachclerk.com

How Do I E-File?
WWW.MYFLCOURTACCESS.COM
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 Must register 
and create an 
account to use.

 Requires a valid 
email address

 If you e-file you 
agree to 
receive service 
of notices and 
documents by 
email.

Registration
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www.mypalmbeachclerk.com

 First step is to click on drop down menu and choose if you are an attorney 
or self-represented (“pro se”) litigant.

Registration
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Account Registration

www.mypalmbeachclerk.com

 After you create an account, they will send you a confirmation e-mail.

 Once received you can begin e-filing.
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E-Filing Portal Example

 When you log on you will need to chose “I have my documents prepared” or “DIY 
Documents”

 DIY Documents: Eviction, Simplified Divorce, Domestic Violence, or Small Claims 
forms generator.

 Purple video camera icon on every page: YouTube tutorial.



MYPALMBEACHCLERK.COM @ClerkPBC

 Chose whether you 
are initiating a new 
case or filing 
something in an 
existing.

 Choose the county 
you are filing in.

New Case
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www.mypalmbeachclerk.com

New Case
Case Information

 Work your way across the different tabs, starting with Case Info.
 Choose the Division, Case Type and Case Subtype you are filing. 
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www.mypalmbeachclerk.com

New Case

 Choose the number of defendants.
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 Once you entered the number of defendants, you will fill in the 
information with the red asterisks (*).  It will ask you about the 
amount of your claim, whether there are related cases, whether you 
want to jury trial.

 After you fill in the information, you will see what your filing fee is.
 Click Next.

New Case
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www.mypalmbeachclerk.com

 Next tab is Case Parties. For a new case you will have to add 
yourself and at least one defendant as parties.

Case Parties
New Case
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www.mypalmbeachclerk.com

 You will fill out information about each party you are adding, 
including yourself.

Case Parties
New Case
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Case Initiation
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 On the Documents tab choose the add button to upload your documents.

Documents
New Case



MYPALMBEACHCLERK.COM @ClerkPBC

Add / Edit Document

 Choose the type of document you want to upload.  You can 
search by title. Over 7 pages of choices.
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Add / Edit Document Example

 Once you choose the 
type of document, you 
must specify how 
many pages your 
document has and 
then choose browse to 
upload it.

 Can use Word, PDF or 
PDF/a document. 
PDF/a is preferred. 

 Tutorial link 

 Can upload multiple 
documents, but no 
more than 25 MB total 
size.
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Case Initiation Example
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Pleading on Existing Case

 At the Service tab choose who you want to service electronically. 
Note: This is a brand-new case so you will have to have the Defendant/Respondent 
personally served.

 Even though there is no one else you can serve electronically at this point 
you should still choose yourself from the service list so that you get 
emailed a filed copy of your documents.
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Pleading on Existing Case Example

 On the Fees tab, it will give you the total fees and payment 
options.

 If you pay by credit card there is a 3.5% fee. If you pay by 
checking account, there is a $5 flat fee.
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Payment Example

www.mypalmbeachclerk.com
 Choose to provide payment information or to request a filing 

fee waiver.
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Payment Waiver Reasons

www.mypalmbeachclerk.com

 If you choose that you are indigent and want a fee waiver you will need 
to upload a completed application for determination of indigent status.
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Payment Fees Example
 Final tab: Review & Submit. Summary page. Once you click submit 

you will receive a confirmation number. This number will be used if 
you needed to reference your filing before it is assigned a case 
number. 
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 You must choose what county you are filing in each time. With an e-portal 
account you can file a document in any county in Florida.

Existing Case
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Tabs Example

www.mypalmbeachclerk.com

 Work your way across the various tabs in order.
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Case Information Tab In the case information tab, you will need to enter your court case 
number since you are filing into an existing case.

 PBC Court case number: 502017CA001234XXXMB. You only need 
to enter year and sequence number. 
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Pleading on Existing Case Example

www.mypalmbeachclerk.com

 The case title for the case number you entered will appear. 
Make sure you have the right case before proceeding.
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Pleading on Existing Case

 Next is the parties 
tab.

 Choose your name 
from the list or if you 
have not yet been 
added to the case 
choose “Add Party” 
and add your 
information.
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Electronic Service Recipients

www.mypalmbeachclerk.com

 Next tab is the Service List. Choose “serve all” or select individual 
parties.

 Everyone on this list has used e-portal and agreed to e-service.
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Notice of Designation of Email

 Notice of Designation of Email 
Address for E-service form.

 This form allows you to receive 
documents from the other party to 
your case and notices from the court 
by email, even if you are not e-filing 
through the portal.

 Not required if you used the e-portal.
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 Attach document in .pdf format to an email.

 The subject line must state: “SERVICE OF COURT DOCUMENT” 
followed by case number.

 The body of the email must identify the: 
 Court in which the proceeding is pending
 case number
 name of the initial party on each side
 title of each document served with that email
 senders name
 senders telephone number

 Total size of email is 5MB in size.

 Email can be signed by “/s/;  “/s”, or “s/”.

Rule of Civil Procedure 2.516  
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 eCaseView is our free public database of case information and 
documents over the internet.               

 www.mypalmbeachclerk.com. On computer, iPhone, or iPad.
 Under the Records tab, click on Court Records      

What Is eCaseView?

http://www.mypalmbeachclerk.com/


MYPALMBEACHCLERK.COM @ClerkPBC
35

What You Can and Cannot See
 The following case types are not available in eCaseView (no 

data or documents) unless you are an attorney of record on 
the case:


Only the attorney of record can see document images for 
the following case types, but anyone can still see the docket 
and other useful information about the case. Anyone can see 
the images if the are using eCaseView in our office:

 Guardianship
 Probate
 Family

 Juvenile
 Adoption
 Mental health
 Tuberculosis
 Baker Act
 Marchman Act

 Petitions for DV 
Injunctions (until the 
respondent has been 
served)
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How to Use eCaseView
 Choose Guest or Registered User.

 For public, not a significant difference. Broadens search criteria-can search by 
D.O.B. or arrest date.

36



MYPALMBEACHCLERK.COM @ClerkPBC

Registered User

37

 To become a registered user, you must request a user ID 
and password by completing a registration form.
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Registration Agreement

38
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Registered Users Example

39

 Registration form must be 
signed in presence of notary 
or deputy clerk.

 Can email, fax, or mail to 
Clerk.

 Username and password will 
be emailed to you.              
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Search Criteria

40

               

 Once you have signed in as a guest or registered user. The search screen will 
appear.
 

 Narrow search by date range, case type-even if you don’t know case #.
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Search Criteria Example
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Case Info Tab

42

               

 Once you choose a case you will see various tabs. For a Civil Case: 
Search Criteria, Search Results, Case Info, Party Names, Dockets & 
Documents, Case Fees,  and Court Events. Criminal Cases also have 
a Warrants tab and an Arrest & Bond tab.

 Case Info is the title of the case (referred to as Case Style), date case 
was first filed, division name, and whether case is open or closed.
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 Party Names tab includes parties to case, any attorneys on the 
case, and the Judge assigned to the case.
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Dockets and Documents Tab

44

 Docket & Documents tab lists every document that has been filed by anyone in this 
case and the date it was filed.

 It also lists any actions taken in the case, such as if a default was entered.                
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Icon Meaning

45

               

   means the document is available for viewing.      Means document 
is viewable on request to protect confidential information.     Means 
we are processing document. Click on icons to view, request, or be 
notified of availability.
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 If you are not 
ordering a certified 
copy, there are 
watermarks on all 
documents for 
security purposes.

 Nonmodifable PDF 
format so you can 
print or save to your 
computer but cannot 
alter.

                

Notice of Hearing
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Printing the Entire Docket             
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Case Fees & Court Events
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Criminal Cases                
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eCertify

 Clerk eCertify is a software used by the Clerk of 
the Circuit Court & Comptroller to generate 
tamper-proof and self-validating electronic 
certified copies of Court Records.

 eCertify is accessible from any computer and 
on any web-enabled smartphone or tablet. 
You access eCertify via eCaseView.

 Each electronic certified document uses 
advanced encrypted features and includes a 
unique Clerk of Court digital signature. 



MYPALMBEACHCLERK.COM @ClerkPBC

 You can order and immediately receive certified copies of 
court records through a secure web portal.

 Recipients at government agencies, public institutions, banks, 
and other entities can easily authenticate the electronic 
certificates and confirm that the documents were not altered.

 Parties who received the eCertified documents from a 
customer can authenticate them anytime from anywhere 
using a clickable link on the document's cover page or 
scanning the QR code on the cover page with their 
smartphone to authenticate the document online. 

With Clerk eCertify:
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Ordering a Certified Copy

 Once you are in eCaseView and 
have found your case, go to the 
“Docket & Documents tab.

 Click on the shopping cart icon 
that is next to image icon of the 
document you want. This will add 
it to your shopping cart.

 You can add multiple documents 
from different cases.

 Once you are done and ready to 
pay click on the shopping cart at 
the top left to checkout.
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Ordering a Certified Copy

 Here you can see all the documents you’ve chosen and delete any you 
do not want to order. Press proceed to checkout when ready.
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Payment and Fees
 Here you will 

enter your 
contact 
information and 
the email where 
you would like to 
receive your 
certified copies.

 Then select 
proceed to 
payment.
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Payment Information

 On the payment screen you can choose to pay by credit card, bank account, 
Google pay, or PayPal.

 Cost: $8- A statutory fee of $2.00 for the certification and a service fee of $6.00 
per document (regardless of number of pages). There is also a 3.5% processing 
fee if you pay by credit card.

 Once you submit the pay button you will receive a payment successful message.
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Accessing Your Certified Document

 Once you have paid you will receive 2 emails.  One is a receipt, and the 
other email is your link to your certified document.

 You have 30 days to click on the link and download the document.  
Once you have opened the document you can save it on your 
computer. Unlimited certified copies.
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Electronically Certified Court Records
 First page of the 

certified document is a 
cover sheet.

 It gives details about 
the document and 
instructions on how to 
authenticate it, if 
desired.

 It includes a QR code 
for easy authentication. 
It will take the user 
directly to the 
authentication page on 
a smartphone.  There is 
also a link to the 
authentication page 
website.
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Example of a E-Certified Document
 The certified 

document itself will 
contain a unique 
code. Anyone 
wanting to 
authenticate the 
document further will 
enter the code at the 
authentication page.

 At the bottom of the 
document, you will 
find the certification 
banner that includes 
the certification 
language, the clerk’s 
seal, and the date 
and time that the 
document was 
certified 
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Confidential Information: Florida Rules of 
General Practice and Judicial 

Administration 2.420 and 2.425
 In 2021 Florida Supreme Court changed Rule 2.420 to state that in Circuit 

and County Civil cases the clerk would only redact the information covered 
in the rule if the filer notified the clerk by filing a Notice of Confidential 
Information form. Clerk still reviews all documents for redaction in Family, 
Mental Health, Guardianship, Probate and Criminal cases.

 Filer can always redact themselves. Rules tell the filer what they can fully 
or partially redact. 

 Rule 2.420 also tells the clerk what they are allowed to redact without a 
court order. 23 things only. Incudes:
 Social Security Number
 Bank Account Number
 Credit Card Account Number
 Charge Account Number
 Debit Account Number
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Notice of Confidential Information If you did not redact and there is 
something that is statutorily confidential 
on your forms you must file the “Notice of 
Confidential Information Within Court 
Filing” form. 

  Must tell the clerk what needs to be 
redacted and where it can be specifically 
found on document.

 If what you want to be confidential is not 
listed in the rules you must file a motion 
and get a court order to have the 
information be confidential. We will notify 
you and keep the info confidential for 10 
days to allow you to file a motion.

 We have a template: “Motion to 
Determine Confidentiality of Trial Court 
Records” available at our Self Service 
Centers and on our website.
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Helpful Links

Clerk of the Circuit Court and Comptroller Palm Beach County
www.mypalmbeachclerk.com

Florida Courts E-Filing Portal
www.myflcourtaccess.com

The Florida Bar
www.myfloridabar.org *

*Rules of General Practice & Judicial Administration and Rules of 

Procedure

http://www.mypalmbeachclerk.com/
http://www.myflcourtaccess.com/
http://www.myfloridabar.org/
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Q & A

QUESTIONS?
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Thank You
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