
Your Roadmap toYour Roadmap to
SUCCESSFUL eFILING 

Florida Courts E-Filing Portal 
6 EASY STEPS FROM START TO FINISH! 

1 CREATE YOUR PORTAL ACCOUNT 
• Go to the Florida Courts E-Filing Portal 
• Begin E-Filing 
• Choose “Self-Represented Litigant” from 

the role dropdown 
• Register using your email address 

2 GET READY BEFORE YOU FILE 
Have these items ready: 

Case Number (if existing case) 
Your documents in PDF/PDF-A format 
Payment method if fees are required 
(credit card or eCheck) 

3 CHOOSE YOUR FILING OPTION 
Navigate to the e-Filing map and 
select Trial Courts/Palm Beach 

Case Initiation 
OR 

File Document(s) on 
Existing Case to Clerk 

4 COMPLETE THE FILING SCREENS 
• Enter case number (if applicable) 

Year - Court Type - Sequence # 
Example: 2026 CA 123456 

• Click Search 
• Follow the tabs to complete all filing tasks 
• Upload your documents 
• Enter payment information if required 

5 CLICK SUBMIT 
Click SUBMIT! 
Your filing is securely transmitted to the 
Clerk of the Circuit Court & Comptroller’s 
o˜ice for review and docketing. 

6 WATCH YOUR EMAIL 
You will receive an email notification 
when your filing is: 

Accepted 
OR 

Returned for Correction 

If returned, use Alerts to replace 
the document and resubmit. 
(Replace keeps your original filing date!) 

HANDY PORTAL TOOLS 

ALERTS 
View any issues with filings 
pended back by the clerk. 

CASES 
See the cases you have filed 
documents on. 

LOG 
View/download all portal 
emails related to your account. 

FEES 
View a list of your 
payments. 

REFUNDS 
Check the status of returned 
payments. (3-5 business days) 

MANAGE ESERVICE 
Add or remove yourself 
from eService lists. 

WORKBENCH 
Open incomplete/in-process filings 
to complete the filing and resubmit. 

HELPFUL TIP 
You may also designate your filing as an 
Emergency by completing the required 
information in the Emergency section. 

Note that marking a filing as an 
emergency when it is not, may delay 
processing of your e-filing. 

NEED MORE HELP? Find resources at: Florida Courts E-Filing Portal | File Court Documents Online 




