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STATE OF FLORIDA – EPORTAL  

USER DOCUMENTATION  
 
Introduction:  
The purpose of this document is to provide you, the e-Filer, with information 
necessary to file court case documents via the State of Florida’s Statewide E-
Filing Court Records Portal – commonly referred to as the “ePortal”. The 
contents of this document will step you through the process of registering as a 
new e-Filer, managing your User Account, filing documents through the ePortal, 
generating reports and making payments for filings submitted via the ePortal.  
 
As with documentation for any new system being deployed, this document will be 
revised as necessary to reflect modifications and enhancements to the ePortal.  
 
Account Registration:  
Prior to utilizing the State of Florida e-Portal filers must create an account. Filers 
can access the ePortal’s log-in page, by typing the following URL into their web 
browser: www.myflcourtaccess.com. Filers will be directed to the State of Florida 
ePortal’s Welcome Page. 
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Create an Account:  
 
To begin the account creation process, click on the Register Now! link. Filers will 
be directed to the following page which provides information on the ePortal’s 
implementation process as well as requirements for participation.  
 
If the potential filer decides to continue with registration, clicking on the “Continue 
to Registration” link will take them to the Account Registration page. 
 

 
 
Filers will be prompted to complete all available fields on the screen. Required 
fields are indicated with an asterisk. 
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1. From the Role drop down menu, select the Attorney-Florida Bar option. A 
Florida Bar Number is required.  

2. Filers are required to enter a user name and password and confirm their 
password selection by retyping it. The requirements for creating a valid 
password appear above  
the password field.  

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

4. Filers are required, at a minimum, to enter their first and last name along 
with a primary email address. All notifications to the filer are sent via 
email. The ePortal allows for three email addresses to be entered. 
Notifications sent to the filer will be sent to each email address listed.  

5.   Click on Register once all information is entered. 
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Upon successful registration filers will be taken to the Registration Complete 
screen. 
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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 FACC before approval the e-mail 
notification will indicate that the registration is pending approval. Once 
approved by FACC Support Services the filer will receive the emails 
regarding approval and activation. 

 

 
 

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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Clicking the link provided in the email takes the filer to the User Account 
Activation screen. 
 

 
 
Filers must verify their identity by selecting the security question from the drop 
down menu that they selected during the registration process. Filers must also 
provide the answer to the security question that they provided during the 
registration process. Then click Activate to complete this step.  
 
The filer is notified that their account has been successfully activated. 
 

 
 
 
ePortal Functionality:  
 
Once the account is activated, users can return to the State of Florida ePortal’s 
home / log-in page at www.myflcourtaccess.com.  
 
Filers will be prompted to enter their User Name and Password and click “Sign 
In” to enter the portal. 
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