
Filing the Designation of Email Address via the eFiling Portal 

1. Access the eFiling Portal via https://www.myflcourtaccess.com/default.aspx and logon using your 
self-represented litigant account. 

2. Once logged on, select I have my documents prepared and I’m ready to E-file and click Continue. 

 
3. From the Select a Filing Jurisdiction Trial Court, select Pleading on Existing Case and Miami-Dade 

from the dropdown then click File Now. 

 
4. Select the appropriate Division from the dropdown for your case, enter the Year, Sequence # and 

Court Type then click Search to find the case. 

 
 

  

https://www.myflcourtaccess.com/default.aspx


5. Once case is retrieved, select the Documents tab and click Add. From the Add/Edit Document dialog 
enter the word e-mail in the Search textbox and hit Enter. Select Designation of E-Mail Address, click 
Choose File to upload the pre-filled form stored in your device then click Save. 

 
6. Select the Service List tab and click Serve All then select Review and Submit tab and click Submit. 

You have now added your self to the case service list at the eFiling Portal. 


