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FILING OF DOCUMENTS 
 

Since January 8, 2011, attorneys have been able to eFile most documents that do not require a filing fee, 

in the Probate Division of the Eleventh Judicial Circuit. 

This has been done through the “Florida Courts eFiling Portal”.  See the following link:   

https://www.myflcourtaccess.com/      
 

Effective April 1, 2013, attorneys will also be able to eFile initial pleadings that require a filing fee in 

Probate Division cases through the “Florida Courts eFiling Portal”. 

 

At this time, the following documents should still be filed by paper pleadings, not through the Portal: 

  

Wills 
Codicils 
Oath of Witness to Will 
Proof of Wills 
Commissions 
Caveats 
Notice of Trust 
Summonses 
Subpoenas 
Counterclaims and Cross-Claims 
Defaults 
Bonds 
Authenticated copies and Exemplified copies (have raised seals) from other jurisdictions 
Original Death Certificate:  on Estate cases, after eFiling the case through the Portal, file the 

Original Death Certificate at the Clerk window, within two (2) working days. If the Estate is 
Testate, consider paper filing the original DC when the original will is placed on deposit (before 
 electronically filing). 

 Original Birth Certificate:  on Guardianship of Minor cases, after eFiling the case through the 

Portal, file the Original birth certificate at the Clerk window, within two (2) working days. 
 

 
 

 

Self represented litigants will continue to be able to file any paper documents on Probate Division cases 

at the Clerk’s Office at Room 238 of the Dade County Courthouse.  

https://www.myflcourtaccess.com/


CLERK FILE 
 

Any document that was filed before April 1, 2013 will continue to be viewed in the paper file. 

Any document that is filed after April 1, 2013, whether it is electronically filed through the “Florida 

Courts eFiling Portal” or filed in person or by mail, will be placed into the paper file.  If an attorney 

electronically files a document, once the clerk accepts/approves the filing, the document will be printed 

and placed into the file.   If an attorney or self represented litigant files a paper document, the clerk will 

place the document into the paper file.  

 

 

VIEWING DOCUMENTS 
 

At this time, the file review process will be unchanged.   Attorneys should continue to request the paper 

file.   
 

Any document that is electronically filed after April 1, 2013, will be placed into the Justice Electronic 

Filing Application (JEFA).  These documents have limited viewing capability for the Judiciary and Court 

staff.  At this time, recorded documents filed before April 1, 2013, are not available to be viewed in JEFA. 

 

 

SIGNED ORDERS 

Orders that are signed after April 1, 2013, that are Recorded (have a book and page number), will be  

placed in the paper file and also be viewable by the court in JEFA. 

 

 

EX-PARTE DOCUMENTS 
 

Current procedures will remain in effect. 

 

 

eFiling KIOSK at the DCC, in Room 307 
 

If an attorney is at the DCC, for example at a Determination of Incapacity hearing, and then needs to 

immediately e-file a Petition for Guardianship (perhaps on a ward that is at risk/vulnerable), there is a 

KIOSK set up at the 3rd floor, Room 307, Case Manager’s area.  If the Room 307 door is closed, see the 

Bailiff for entry.  The Kiosk includes a scanner, to scan any paper document to the computer.  After e-

filing the Petition through the Portal, the attorney should take the e-filing receipt to the 2nd floor clerk 

area and ask the supervisor to review the e-filing for acceptance.  Once accepted by the clerk, the 

attorney will have a case number to take back to the Judge, to be able to have orders issued to protect 

the ward. 



BEST PRACTICES 
 

Regarding PROPOSED ORDERS, the attorney should e-file the petition/motion through the Portal.  The 

attorney should NOT e-file the proposed order.  Instead, the attorney should immediately mail or hand 

deliver a packet to the Clerk’s Office on the 2nd floor of the DCC, to include: 

a cover letter stating the case # and petition/motion that was just e-filed and the date the 

 document was e-filed (include a copy of the e-file receipt if possible); 

a proposed order with the necessary number of copies;  

the correct number of stamped envelopes; and  

a check for certified copies. 

 

If the attorney is upgrading a filing, for example from a Summary to a Formal Administration, the 

attorney should file the pleading as a SUBSEQUENT PLEADING and NOT as a new case. 
 

If the attorney will be filing one or more companion cases, the attorney should use a NOTICE OF 

COMPANION CASES on each filing, to let the clerk know that the case(s) being e-filed, are related.  Refer 

to the prior case number, or if possible, refer to the e-filed receipt number that was received on each 

case, so that the clerk will be able to more easily identify the various cases, i.e. on the last case e-filed, 

list all prior cases or receipt numbers, on the NOTICE OF COMPANION CASES.  
 

Do not e-file a testate petition for administration without first depositing the original will offered for 

probate. 
 

Make sure the case number is on all e-filed documents, and all documents are signed as required by the 

applicable rule. 
 

Do not hand file the original of e-filed documents, except in cases where originals are required (i.e. wills, 

codicils, trusts). 
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