
HOW TO FILE A DOCUMENT ON FLORIDA COURTS E-FILING PORTAL ACCOUNT  
 

1. Visit www.MyFLCourtAccess.com 
 
2. Click the link “Login Now!” at the center of the page. 

 
 

3. Login to your account. If you do not have an account, register using the second dialog box.  
Under “Role” select Self-Represented Litigant and click Register. After you register, login 
to your account.  
 

 
 
 

4. Click on the drop-down menu titled "Filing Options" at the top of the page and select "E-
Filing Map" 

 
 
 
 
 
 
 
 
 

http://www.myflcourtaccess.com/


5. Under "Select Filing Jurisdiction" select "Pleading on Existing Case." Also, select the county 
you live in (Miami-Dade) by either using the drop-down menu or click on the county on 
the map. After making your selection press "File Now." 
 

 
 
 

 
 

FOR STEPS 6 AND 7 ON THE NEXT PAGE you will need to have a copy of the summons/writ of 
garnishment you received from the court with the court case information. You need to look at the 

case number. The end of the case number will have two letters followed by two numbers. Example:  
2020-12345-CC-23. In this example, you would focus on the part of the case number that says “CC-23” 
because those letters and numbers will help you complete required e-Portal information to find your 

case.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. To locate your case in the e-Portal, under “Division,” you must select from the dropdown 
menu the court that is listed on your summons, then enter the Year, Sequence #, Court 
Type in the other boxes, and press "Search." 

 
When selecting the “Division,” look at your case number.  

 
Division Code (the letters) Court Code (the last two numbers) 

CC = County Civil 
SP = County Civil 

 
 

05 = Central 
20 = Caleb 

21 = Hialeah 
23 = North Dade 

24 = Miami Beach 
25 = Coral Cables 
26 = South Dade 

CA = Circuit Civil 
 

01 = Downtown courthouse 
(but you only need to select “Circuit Civil” 

 
**ALSO, when selecting the “Court Type”: 
 
  --Choose County Civil (CC) if your case number has the letters “CC.”  

--Choose Small Claims (SC) if your case number has the letters “SP.” 
--Choose Circuit Civil (CA) if your case number has the letters “CA.”  

 

                  
 

7. Confirm that the case information under "Pleading and Existing Cases" matches your 
summons or writ. 
 

 
 

8. Scroll to the bottom of the page and select "Next."  
 

 



 

9. Under case parties, select your name and press "Next." 
 

 
 
 

 
 
 

For the following steps, you will need to have scanned the document that you are filing into a PDF or 
PDF/A format. 

 

10. Click "Add" to upload your document. 
 

 

 

 

 

 

 

 

 

 

 

 

 

Property Owner - Plaintiff 
Your Name - Defendant         
 .                                       



11. A dialog box will appear, and you can search for the name of the type of document that 
you are filing.  Potential matches will appear, and you will need to click on the name of 
the type of document from the options provided.  For example, for an answer to a 
foreclosure action, select “Answer.” Or for notice of claim of exemption, select “Claim of 
Exemption and Request for Hearing”. 
 
For an answer to a complaint:  

 

 

To file a claim of exemption:  

 

 

12. After you choose the type of document, scroll down towards the bottom of the same 
page and click "Choose File." 
 

 

 



13. Select the document you want to submit to the court from wherever you saved it on 
your computer.   
• If you do not have a prepared document, please see our "Creating and E-Filing a Court 

Document Through the Interview System." 

• If you need help uploading a paper document to your computer, see our instructions on 

"Uploading a document with a smartphone(TBD)."  

• Do not include any "confidential" information in any of the documents you file with the court. 

(Examples of information you may not include: any portion of a person’s Social Security number 

or bank account number at all. Only include the last four digits of a person’s telephone number 

or tax-payer identification number.) *This does not pertain to a fee waiver application.  

• It is recommended that you upload your file as a PDF/A. Instructions on converting an electronic 

file can be found at the bottom of the webpage. If you are unable to save your document as a 

PDF/A, just save it as a normal PDF document.  

 

 

 

14. After you have selected the file you would like to submit, click "Save." 
 

 

 

 

15. Confirm that the document you uploaded is listed and "View" the document to make 
sure it is correct and press "Next." 
 

 

 



16. Select the parties to whom you wish to have the documents electronically served by 
clicking the box next to each name and press "Next." You must serve all listed parties, and 
you should select yourself, too, so that you get an email showing the document you filed. 
 

 

 

17. Review the information on the payment screen. If you do have a filing fee, you may be 
eligible for a fee waiver. Please see our instructions on "Submitting a filing fee waiver." If 
you are just filing a Claim of Exemption or an Answer with no counterclaim, your filing fee 
should be $0.00 (no filing fee).  Click the “Next” button to get to the next page.  
 

 

 

18. BEFORE SUBMITTING YOUR FILING, REVIEW EVERY SECTION ON THE FINAL PAGE TO 
CONFIRM ALL OF YOUR INFORMATION IS CORRECT. After reviewing the information on 
the page, Press "Submit" at the bottom of the page.  
 

 

 
19. You then will receive an email confirming your filing was received at the email that you 

provided for your e-Portal account. 


