
 

 

E-Filing Instructions 

1.           Go to Florida Courts E-Filing Portal (myflcourtaccess.com) . 

2.           Click e-filing portal and Sign in (you will need to register and create an account first) 

3.           Under Trial Court, select “Pinellas” from the drop down. 

4.           Click “File Now” 

5.           In the Division box select “County Civil” from the drop down. 

6.           In the Year box enter the year the case was filed, this should be the first four digits of 
the case number.  Example: “2021” 

7.           In the Sequence box enter the next number in the case number displayed on the 
document you received from the court.  Note: you can leave off the zeros at the beginning of 
that number.   Example:  Your case shows 000927, you enter “927” 

8.           Click Search 

9.           Scroll up to verify you see your case is listed. 

10.      Scroll back all the way to the bottom and click Next. 

11.      On the new Case Parties screen click Next again. 

12.      On this screen click the blue Add button part way down the screen. 

13.      On this screen in the search type “Answer”. 

14.      Here you will see a list of options…Along the right you should see an option labeled 
Answer, select this. 

15.      Now scroll down and click the Upload button, upload the .pdf Answer you saved on your 
device. 

16.      Then click save. 

17.      Click the blue Add button again. 



18.      Now search for “Exhibit”. 

19.      Click the checkbox next to Exhibit, scroll down and click Upload, upload the signed CDC 
declaration.  Note:  BEFORE uploading the CDC form, you must write the case number 
on the top of the form.   

20.      Repeat steps 17 – 20 to upload the second CDC declaration (if applicable, one for each 
adult in the home). 

  

From this point you will see additional options to add parties, be sure to click the box next to 
opposing counsel’s name (your landlord and landlord’s attorney) then hit Submit.  It is very 
important that you are sure you selected the name of opposing counsel as all court documents 
must be submitted to the other side.  

  

If you did this correctly, you should get an email confirming your submission. 

 


