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Welcome to the Miami-Dade Clerk of Court and Comptroller’s User Management system. Using the
functionality of these pages, you will be able to register your account in support of authorized case
searches (where you are an attorney or governmental agency staff member); case bookmarks (for
criminal, civil and family court cases); and make purchases for official records searches.

First, you will need to register your account. You will be using an email account as your account
identifier. If you are an attorney or a governmental agency staff member, it is recommended that you
use the email address registered with the Florida Bar or your governmental agency email address.

REGISTRATION SCREEN:

Enter your email address under the Start Registration Process section. Click on REGISTER.
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USER MANAGEMENT SYSTEM

Registered User New Users

User ID / Email Benefits of Registration:

 Provides upgraded individual access to Court Records as Registered User, Attorey of Record or other Agency user per the Florida
Password Supreme Court Standards for Access to Electronic Court Records and the Access Security Matrix.

 Allows en agency to register and identify at least ane Gatekeeper per the terms of the Standards for Access to Electronic Court Records.
 Supports Agency Gatekeeper and Agency User management.

LOGIN Forgot Password
 Supports bookmarking Criminal Court cases by Attomeys and other interested parties.

 Supports purchasing and management of Units used in Advanced Searches of Official Records.

 Supports management of Parking Fleet information.

~/ SUpports user account management options.

Start Registration Process:

Please enter your email acdress. This should be the email address to which you will receive natifications from this system.

f you are a BellSouth customer, please use an altemate email address. BellSouth email addresses are not supported by this system.
Email

myUsar@myDomaincom|

User Guide:

User Management System

Fill in your first and last name, phone number and confirm your email address. Click on SUBMIT
REGISTRATION.
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REGISTRATION FORM

Personal Information

First Name * Last Name ™
lane Doe
Email Address Confirm Email *

myUser@myDomain com myUser@myDomain.com

Phone Number * Extension

SUBMIT REGISTRATION CANCEL REGISTRATION




You will see a message on your screen about your account being created, and a temporary password
being sent via email.
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Your account has been created. We have sent you an email with a temporary password,

USER MANAGEMENT SYSTEM

Registered User New Users
User D/ Email Benefits of Registration:

+ Provides upgraded indivicual access to Court Records as Registered User, Attomey of Record or other Agency user per the
Password

Florida Supreme Court Standards for Access to Electronic Court Records and the Access Sacurity Matrix,

+ Allows an agency to register and identify at least one Gatekeeper per the terms of the Standards for Access to Electronic
Court Recards.

+ Supparts Agency Gatekeeper and Agency User management,

LOGIN Forgot Password  Supperts baokmarking Criminal Court cases by Attorneys and other interested parties.

+ Supparts purchasing and management of Units used in Advanced Searches of Official Records.

+ Supparts management of Parking Fleet information.

+ Supparts user account management opticns.

Start Registration Process:

Please enter your email address. This should be the email address to which you will receive notifications from this system.

Email

User Guide:
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Email with the temporary password for your “first time” Login.

2 Reply fr:ca Reply All £} Forward ’:("j 1M
Tue 11/28/2023 12:42 PM

DoNotReply@miamidadeclerk.gov

Clerk Juan Fernandez-Barquin, Miami-Dade Clerk of the Court and Comptroller -
User Management System

To myUser@myDomain.com

Hello Jane Doe,

Your account has been created. Your temporary password 1s BNRTMWTQDE.
You will be asked to change 1t once vou login.

Thank You,

Office of the Miami-Dade Clerk of the Court and Comptroller




Login using the temporary password. Once you are logged in, you will see the Change Temporary

Password screen.
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ContactUs My Account E

Your account has been created. We have sent you an email with a temporary password.

USER MANAGEMENT SYSTEM

Registered User New Users

myUser@myDomain.com

Court Records.
By lagging in, you agree to the Terms and Conditions

Email

User Guide:
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User 1D/ Email Benefits of Registration:

+ Supports Agency Gatekeeper and Agency User management.

LOGIN Forgot Password + Supports baokmarking Criminal Court cases by Attorneys and other interested parties.

 Supports purchasing and management of Units used in Advanced Searches of Official Records,
 Supports management of Parking Fleet information,

 Supports user account management options.

Start Registration Process:

 Provides upgraded individual access to Court Records as Registered User, Attorney of Record or other Agency user per the
Passward Florida Supreme Court Standards for Access to Electronic Court Records and the Access Security Matrix.

 Allows an agency to register and identify at least one Gatekeeper per the terms of the Standards far Access to Electronic

Please enter your email address. This should be the email address to which you will receive notifications from this system.

CHANGE TEMPORARY PASSWORD SCREEN:

Once you have registered, you will be requested to change your temporary password to one of your
own choosing. Use the password that was emailed to you and then put in your own password.

Click on UPDATE PASSWORD.
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ContactUs My Account 1

CHANGE TEMPORARY PASSWORD

Change your password
Vour password has expired. Plesse change your password

Your password must contain at least & characters with at least one upper case letter, one number and a special character.

Old Password (use the Temporary Password we emailed you)
New Password

Confirm Password

UPDATE PASSWORD CANCEL




You will receive an email confirming your password change.

(5 Reply €3 Reply All (£ Forward G5 IM
Tue 11/28/2023 12:52 PM
DoNotReply@miamidadeclerk.gov

Clerk Juan Fernandez-Barquin, Miami-Dade Clerk of the Court and Comptroller -
Password Reset

Ta . myUser@myDomain.com

Hello Jane Doe,

Your password has been changed per vour request. If vou did not request this change, please email
us at techservices(@miamidadeclerk sov.

Thank You.

Office of the Miami-Dade Clerk of the Court and Comptroller

MY ACCOUNT SCREEN:

Once you have registered, this will become your Home screen where you can access and manage all of
the information in your account.
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Home

MANAGE ACCOUNT MY ACCOUNT

Edit Account Information

Account Information

Change Email Name: Jane Dos
Email / User ID: myUser@myDomain.com
Change Password
Account Type: Registered User
) 7
Additional Registration Phone (123] 456-7801
Available Unit(s): 0

UNITS AND MY DESK

Purchase Units.

Use the Additions| Registration menu option on the left to complete Registration per the terms of the Standards for Access to Electronic Court Records as an individusl Registered User, Attomney
Views Unit Usage History ar Agancy User, That aption will also support Registration of 2 Governmental Agency aleng with the identification of at least one Gatekeeper
If there is Pending Documentation or a Pending Invitstion shown, the action identified must be completed before any account changes are made by the Clerk's Office.

View Purchase History Use the Units menu aptions to purchase or view histary of Units as required far Advanced Searches of Official Recards.

Finally use the My Desk menu option to view bockmarked Criminal, Civil and Family Court case information.

My Desk

EXIT

Logout




EDIT ACCOUNT INFORMATION SCREEN:

You may edit your name, address and phone number. Click on UPDATE INFORMATION
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£

MANAGE ACCOUNT EDIT ACCOUNT INFORMATION

Edit Account Information q
Account Information
Change Email First Name Last Name
Jane Dos
Change Password
Phone Extension

(123) 456-789
Additional Registration (123) 456-7891

Purchase Units
View Unit Usage History
View Purchase History

My Desk

EXIT

Logout

CHANGE EMAIL ADDRESS SCREEN:

You can change your email address. Please note that this will also change your account identifier going

forward.
Write in your new email address and confirm it. Click on CHANGE EMAIL.

“% " JUAN FERNANDEZ-BARQUIN, ESO. -
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MANAGE ACCOUNT CHANGE EMAIL ADDRESS

Edit Account Information .
Change Email

Confirm Email

Change Email Email Address
myUser@myDomain.com

myUser@myDomain.com

Change Password
+ Please be aware that this will also change your existing User ID.
 We will email you a temperary password to your new email address.

Additional Registration
+ You will have to login using your new email address and the temporary password.

 You wil be asked to change the password sfter login.

UNITS AND MY DESK
Purchase Units + All other information including your units available and history will remain the same.
View Unit Usage History

CHANGE EMAIL CANCEL

View Purchase History

My Desk

EXIT

Logout




You will see a message on your screen about requesting to change your email address, and that a
temporary password will be sent via email, in order to validate this request.
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You have requested to change your email address/UserlD. Please login in using the temporary password sent to you in order to validate your new email address. You will then be asked to change your password before you can access your account.

USER MANAGEMENT SYSTEM

Registered User New Users

User D / Emil Benefits of Registration:

+ Provides upgraded individual access to Court Records as Registered User, Attomey of Record or other Agency user per the
Password Florida Supreme Court Standards for Access to Electronic Court Records and the Access Security Matrix.

+ Allows an agency to register and identify at least one Gatekesper per the terms of the Standards for Access to Electronic
Court Records.

Forgot Password + Supports Agency Gatekeaper and Agency User management.
+ Supports bookmarking Criminal Court cases by Attameys and cther interested parties.
+ Supports purchasing and management of Units used in Advanced Searches of Official Records,
+ Supports management of Parking Fleet information,

+ Supports user account management options

Start Registration Process:
Please enter your email address. This should be the email address to which you will receive notifications from this system.

If you are a BellSouth customer, please use an alternate email address. BellSouth email addresses are not supperted by this

system.

Email

User Guide:

User Management System

Email confirming your email address change.

£ Reply @_ Reply All (2} Forward QS 1M
Thu 12/14/2023 8:56 AM

DoNotReply@miamidadeclerk.gov
Clerk Juan Fernandez-Barquin, Miami-Dade Clerk of the Court and Comptroller - Email Updated

To  myuser@myDomaincom ()

Hello Jane Doe,

Your Email was modified and has to be Validated.

Your temporary password 1s UROBZMBDSQ.

You will be asked to change it once you login. If you did not request this change, please email us at techservices@miamidadeclerk gov.
Thank You,

Office of the Miami-Dade Clerk of the Court and Comptroller




CHANGE PASSWORD SCREEN:

Type in your current password in the Old Password field then type in your new password and confirm it.
Click on CHANGE PASSWORD.

P

AN
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Home

MANAGE ACCOUNT CHANGE PASSWORD

Edit Account Information
Change your password

Change Email Your password must contain at least 8 characters with at least one upper case letter, one number and  special character.

Old Password
Change Password

Additional Registration New Passiord

UNITS AND MY DESK Confirm Password

Purchase Units
View Unit Usage History
CHANGE PASSWORD CANCEL
View Purchase History
My Desl

EXIT

Logout




ADDITIONAL REGISTRATION SCREEN:

Pursuant to the terms of the Standards for Access to Electronic Court Records, certain users will have
additional access to case information based on their role. Attorneys and staff of governmental agencies
must register and provide a notarized form before their access is enhanced per the Standards. Note
that only one account registered within the Miami-Dade Clerk of Court and Comptroller’s office may use
a specific Florida Bar number. Also note that if a governmental agency has already been registered with
the Miami-Dade Clerk of Court and Comptroller’s office, then a Gatekeeper has been assigned and you
must reach out to the Gatekeeper to be added to that agency’s roster. Finally, if a user is with a
governmental agency that has NOT already been registered with the Miami-Dade Clerk of Court and
Comptroller’s office, then an additional process is necessary to register the agency and identify a
Gatekeeper.

On the Additional Registration screen, select the type of registration required.
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Home

MANAGE ACCOUNT ADDITIONAL REGISTRATION

Edit Account Information
Florida Attorney of Record

Change Email

rack

Upgrades a ata and document images
per Bar Number. Yol

Registerin ata and doc g
also nezd to submit the notarized Attom

registration s por

Change Password

Additional Registration ATTORNEY

UNITS AND MY DESK

Purchase Units

Government Agency

reement, Department of Children and Families, Office of Criminal C

View Unit Usage History
ned Gatekeepe

View Purchase History

My Desk GATEKEEPER

EXIT

Logout



https://www.flcourts.org/Resources-Services/Court-Technology/Technology-Standards

FLORIDA ATTORNEY REGISTRATION SCREEN:

Fill out the required information. Click on SUBMIT REGISTRATION.
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Home

MANAGE ACCOUNT FLORIDA ATTORNEY REGISTRATION

Edit Account Information

Florida Attorney Information

Change Email
Bussines Name * FL Bar Number *
Change Password
Address * Suite
Additional Registration
UNITS AND MY DESK Gty state Zip Code
Florida

Purchase Units

Download Form

SUBMIT REGISTRATION CANCEL REGISTRATION

My Desk You must be an Attorney with a Florida Bar Number to register for upgraded access to case data and document images on cases in which you are Attorney of Record. Only one account
may be registered to a Bar Number at a time. Click on the “Download Form” link to view the Attorney/ Public Access Request form, which must be completed, notarized and uploaded
via this site. Once received and approved by the Clerk's Office, the Attorney role will be assigned to this account for Court Records searches.

View Unit Usage History

View Purchase History

EXIT

Logout

Once you submit your registration, you will see the Pending Documents section under MY ACCOUNT,
where you can download the form. Once the form has been completed, signed and notarized, you will
need to return to this screen to upload the form for processing. You will be notified via email when your
account has been enhanced to provide Attorney of Record access to the cases on which your Florida Bar
number is related.

% JUAN FERNANDEZ-BARQUIN, ESQ.
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Home

MANAGE ACCOUNT MY ACCOUNT

Edit Account Information 5
Account Information

Change Email Name: Jane Doe
Email / User D: myUser@myDomain.com
Change Password
Account Type: Registered User
Additional Registration Business Name: My Own Firm
#LBer Number. 732516
UNITS AND MY DESK Street Address: 123 My Lane
Purchase Units City, State Zip: Miami FL 33233
Phone: (123) 456-7891
View Unit Usage History Available Uritts): o

View Purchase History

Pending Document(s)

My Desk
You have required formis) pending completion. Please download the form, cemplete all the information, and notarize. Once complete you can retum hgs o upload your completed form for approval.
Logout Document Type Require Notarization

Attamey Form Yes Download Form Upload Document

Use the Additianal Registration menu option on the left to complete Registration per the terms of the Standards for Access to Electronic Court Records as an individual Registered User, Attorney or Agency User
That aption will also support Registration of a Governmental Agency along with the identification of at least one Gatekeeper.

f there is Pending Documentation er a Pending Invitation shown, the action identified must be completed before any account changes are made by the Clerk's Office.

Use the Units menu options to purchase or view history of Units as required for Advanced Searches of Official Records.

Finally use the My Desk menu option to view bookmarked Criminal, Civil and Family Court case information.
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ATTORNEY ACCESS FORM:

Print the form, complete all information and have it notarized and scanned. Once scanned, it can be
uploaded via the Attorney Registration screen. This form will only need to be completed once per

Florida Bar number.

i- y Clerk of the Court
Online Access User ID Application Request

Attorney | Public Access

+ Members of e Pk Bar s provg e access court cases
mages baséa cn e o Access v Excioe
Coun Fetoras an In Aceess Socursy Wt

+ The Publc may et for access I CrbFamiy s descrbe oy e carerd
Version of e Foada Supe SHnaars o Access " e s Securmy Matnk

+ Mty ek v precsiod i an * Respestors a1 corgie o cttan oy
processn

. onceme . i your UMS et

account va i ncencanon.
* Last o | | - s | waae st

[——

- — oo m—

* Contact Telephone Numbsr:

* Contact eMail Address:

* Requestor's Signature: * Date:

Atton This

e E—

Law Firm Name: (i applicable}

“Motary: plet membars only:
STATE OF COUNTY OF

Swom 0 (or afemed) and subseribers _ dayel m_
By

Personaty knowntome: (1 or Produced idertibcation: [

Type of deniification Produces

[notary Seal:]

Signature of Notary:

CLRET 05 R, 04

UPLOAD DOCUMENT SCREEN:

Once the completed and notarized form has been scanned and saved to a device, you will be able to
browse the device to find the form and upload it for processing. Go to the Pending Document(s) section
and click on Upload Document. You will then be able to choose your file and upload it.

% JUAN FERNANDEZ-BARQUIN, ESQ.
| CLERK OF THE COURT AND COMPTROLLER
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ContactUs My Account !

Home

MANAGE ACCOUNT UPLOAD DOCUMENT

Edit Account Information

Attorney Form

Change Email Choose File | No file chosen

Change Password UPLOAD DOCUMENT CANCEL

Additional Registration
Click on the “Choose File” button to browse your device for the scanned, notarized Access Request form and then “Upload Document” to transmit to the Clerk's Office. Once the Access

Request form has been reviewed and approved, the correct Access Security Matrix role will be assigned to your account.
UNITS AND MY DESK
Purchase Units
View Unit Usage History
View Purchase History

My Desk

EXIT

Logout
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AGENCY GATEKEEPER REGISTRATION SCREEN:

If your agency has not been registered with the Miami-Dade Clerk of Court and Comptroller’s office, you
will need to complete the registration process. You must be a member of an agency that is recognized
within the Standards for Access to Electronic Court Records. Examples of these types of agencies,
include (but are not limited to) local or state Departments of Children and Families; School Boards; Law
Enforcement; State Attorneys Offices; Public Defenders Offices; and Guardians Ad Litem.

Please note that this list does NOT include law firms or other agencies that are not specifically identified
within the Standards.

Fill out the required information. Click on SUBMIT REGISTRATION.

‘ﬁ"’ JUAN FERNANDEZ-BARQUIN, ESQ.
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Home

MANAGE ACCOUNT AGENCY GATEKEEPER REGISTRATION

Edit Account Information

Agency Gatekeeper Information
Change Email
This registration page is to be used to establish the Gatekeeper for newly request rnment Agencies, per the Florida Supreme Court Standards for Access of Electronic Court Recards. If you
are not sure about the status of your Agency with the Miami-Dade Clerk of Court mptrollers Office, then use the Additional Registration menu option an the left to complete your Agency
Request. You will be notified as to next steps if the Agency has not been registered and needs a Gatekeeper.

Change Password

Agency Name * Agency Type ™
Additional Registration ~ ~
myAgency Genersl Government
UNITS AND MY DESK Agency Address * Agency Suite
123 My Lane
Purchase Units v
Agengy City ™ Agency State ™ Agency Zip Code ™
View Unit Usage History Miami Florida 33333

Agency Phene Number *
View Purchase History

9

My Desk Agengy eeper form download
EXIT SUBMIT REGISTRATION CANCEL REGISTRATION
Logout

12


https://www.flcourts.org/Resources-Services/Court-Technology/Technology-Standards

Once you submit your registration, you will see the Pending Documents section under MY ACCOUNT,
where you can download the form. Once the form has been completed, sighed and notarized, you are
able to upload the form there too. Please note that the form is expected to be signed by the head of the
agency and that a Gatekeeper is expected to be assigned as part of the registration process. This
Gatekeeper will be responsible for managing users within the agency going forward.

5. JUAN FERNANDEZ-BARQUIN, ESQ.
|' CLERK OF THE COURT AND COMPTROLLER
MIAMI-DADE COUNTY

Contact Us

My Account H

Home

MANAGE ACCOUNT MY ACCOUNT

Edit Account Information o
Account Information

Change Email Name: Jane Dae
Email / User ID: myUser@myDomain.com
Change Password
Account Type: Registered User
Additional Registration Agency Name: My Oun Agency
FL Bar Number; 732516
UNITS AND MY DESK Street Address: 123 My Lane

Purchase Units City, State Zip: Miami FL 33333

Phone: (123) 456-7891

View Unit Usage History

Auailable Unit(s) 0

View Purchase History

Pending Document(s)

My Desk
You have required form(s) pending completion. Please download the form, complete all the information, and notarize. Gnce complete you can return here to upload your completed form for approval.
Logout Document Type Require Notarization

Gatekeeper Form Yes Download Form Upload Document

Use the Additional Registration menu aption on th left to complete Registration per the terms of the Standards for Access to Electronic Court Recards 25 an individual Registersd User, Attorney or Agancy User)
That option will lso support Registration of a Governmental Agency along with the identification of at least one Gatekeeper.

If there is Pending Documentation or a Pending Invitation shown, the action identified must be completed before any account changes are made by the Clerk's Office.
Use the Units menu options to purchase or view histary of Units s required for Advanced Searches of Official Records.

Finally use the My Desk menu option to view bookmarked Criminal, Civil and Family Court case information,

AGENCY GATEKEEPER FORM:

Miami-Dade County Clerk of the Court and Comptroller Miami-Dade County Clerk of Courts
Online Access User ID Application Request Online Access User ID Application Request
Agency Gatekeeper Agency Gatekeeper
1. Ths Agresment = for an Agency or Company, CAGency )
« Authorized Federal, Stale or Counly Agency use s s for el Agency, tased I o Bt
Securtty O School Baard
Matrx a
 Sate Afomey's Ofice
 Flonda Afomey Genera's Ofica
« Reque: y processing. The Agency He 5 et of Crkdrenand Famies, o ausboszd e e of e sy
]
Tole may be enabled 2. W Agency neess Gateheepe o
) et Clent s Roreament
5. Clerk Responsibites
. your UMS account a Cen : etworh o power tiures,of
securty tssves
v kosper asswrds a5
Requestor via email notification. = L Confact 2065348 5000
Agency Name: | et e whch 3
s, Agency Responsiilties
Gatekesper Lasthame: | | Festhame: | ] : . s
<
Gatekeeper Tite: | | 4 . Ager
Agess: | ] o Tomt
510 il b8 tr2ckes and montored by Clek 1 enforc this proson
cay: state: ‘:’ Zip: Teiephone Number: L ol e
. Gatakssper Adminis
cmunm-lumn:| | Format oo oo Gatehaepec s charged win he folowng esponsies.
Garehecer Management Request form
Requestor's Signature: Date:
< nottying
= 4 Montoring n
W Feceral, State or Sedards o i
Florida Bar ney Bar #: | is hnown by sed o not),
raeemaee
Federal/State/County Agency Name: | | 6. mmecn‘:lx Liotwiny
2 Ouakeeger cen st
- () 0 of, o viewng o,
Notary: Thiz section must be completed: Post Notarization Use Only: Ry crsiied At e
STATE OF COUNTY OF Aoncy Hoads Printed Nam: 7. i Areament rearcionn o st s
: —
‘Swom 10 (or afirmed) and subscrbed before me s ____ day of v reach, or
 Aonoy oS Sigakae: ‘i be mantained n Miams-Dade County, Forda
i 5. oyma,or
on e Gateheeper Reauest Fom
5. Terminaton
By a ccoer
g otner remecy avalable tkaw o n ety
Personaty Known to me ] or Produced identiication ' [] [ & 5 =
— corteel over Agreement
. 2 e Clark of Courts Quislmeper St 10. 13y partof this Agrecemant s found 10 b vasd, hen f wi Nave 10 Sfact, but 19 IEMBINNg PToVISNS Wil CoMmL 1 1l orce and afect
Sty St owe e ome
Date:
Signature of Notary
. e ey e st oy
el e o o
e
CUXCT 430 e O Page 13 RS ———— e v o e
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FEDERAL, STATE OR COUNTY AGENCY FORM:

Miami-Dade County Clerk of the Court and Comptroller
Online Access User ID Application Request

Federal, State or County Agency

‘State or County use ths for
of ‘Standards for Access 10

Electronic Court Records and e Access Secuity Matrix

« Requestors falure to sign form and obtain notarization wil delay processing. The Agency Gafekeeper must appeove the request
: - s or designee must approve this feques! before access 0

el
‘court cases/mages may be granted

his form in your UMS account

« Once the form he all requited

Requestor via email notification to the registered email address.

agmeytume: [ \
! | First Name: | ] MM‘IMI;IC}
s | I — e —

Contact Telephone Number: | ] Faxumoor: [ ]

re—

Contact eMail Adaress: | ]

Requestor's Signature: Date:
Florida Bar Attorney Bar

Notary - This npleted: .

y:
STATE OF . COUNTY OF Agency Gatekeeper's Printed Name:
Swom o (or affrmed) and subscribed before me this _ayol e
ST ) Agency Gatekesper's Signature:
By

Date:

Perscnally known to me: [ or Produced identsication: [J
[ Agercyfcle [ Aegitered User Role

Type of Igentfcation Produced
] Mental Health User ficke.

©OC Gatekeeper Signature:
Signature of Notary_ . s
-
= (s rAnat ey

KT, 40 R 0124

GATEKEEPER SCREEN:

Once you become the Gatekeeper of your agency, click on the Gatekeeper button on the left-hand side
to access and manage your user list. A Gatekeeper may manage the user list by inviting users to be
added to the list, by adding or disabling users or by changing user roles to create other Gatekeepers. In

order to be able to invite a user, the user must have previously registered.

47 a% JUAN FERNANDEZ-BARQUIN, ESQ.
‘ﬁ | CLERK OF THE COURT AND COMPTROLLER
MIAMI-DADE COUTY

ContactUs My Account E

Home

MANAGE ACCOUNT GATEKEEPER

Edit Account Information

To change a User's role to an Agency rale, dlick on the “Change Role” link and download the form as instructed

Change Email
Add new User
Change Password User List
Gatekeeper Full Name User Alias Email Role
Jane Doe myUser@myDomain.com General Govemment

Additional Registration
Find User to send an invitation to join your agency.

UNITS AND MY DESK

User Email: [

SEARCH

Purchase Units
View Unit Usage History
View Purchase History will also change their login ID). You may alsa invite an already registered user to join your Agency by entering the User Email address.

My Desk

EXIT

Logout

Gatekeeper Status

Yes Active Change Role

Fer the terms of the Standards for Electronic Access to Court Records, the Gatekeeper has responsibility to manage user accounts within their Agency. If you have been designated as 2 Gatekeeper for your
Agency, this is where you will manage user accounts. You may add a new ser, change the role, or update aceount information for already registered users within your Agency or change their email address (which

14




Just enter their email address and click SEARCH.

% JUAN FERNANDEZ-BARQUIN, ESQ.
CLERK OF THE COURT AND COMPTROLLER Comrcts by
MIAMI-DADE COUNTY

Home

MANAGE ACCOUNT GATEKEEPER

Change Email

To change  ser's role t2 an Agency rak, click an the “Change Raie” rc and domnlgad the form s instnucted

Change Passwosd

User List
P— Fo e [ Esi Rele [ R— pe
wreloe  myUser@ ain.com - y eral Gverener e scve  ChangeRale

Additinal Registiation

Find User to send an invitation to join your agency.

UNITS AND MY DESK User Emit ylser2 @y Domainzon]

Purchase Units
View Unit Usage History

[ o the Standards fox Bectranic Access 1o Court Record

s v been desigrated as 3 Gatekesper for
wll s change theie

sars within your Agancy or change thir emsl sadrezs (which

My Desk

EXIT

Logout

Click on SEND INVITATION.

%, JUAN FERNANDEZ-BARQUIN, ESOQ.
'm CLERK OF THE COURT AND CONPTROLLER Comactte Wpaccont W
MIAMI-DADE COUNTY

Home

MANAGE ACCOUNT INVITATION TO JOIN

Edit Account Information

User Information

Change Ermsl hare: Justin Doe

Emal/ User ID: myUser2@myDomain com
Change Password

Account Type: Registered User
Gatekeeper Frene

(305) 249-5882
Avaitable Unit(s)

19
Additional Registration

User has to accept the invitation to join your agency.
UNITS AND MY DESK

Purchase Units.

View Unit Usage History

View Purchase History

My Desk

EXIT

Logeut

You will see a message stating that the user has been notified.

'ﬁ\\i JUAN FERNANDEZ-BARQUIN, ESQ.
CLERK OF THE COURT AND COMPTROLLER [ENTRE ]
> MIAMI-DADE COUNTY

Home K

User hes been notiied and st login t thir UMS account o accept the invitation.

MANAGE ACCOUNT
8 Accout nformation GATEKEEPER
Change Email
Yo change 2 Users e, cick anthe “Change Rol” ik and domnload the form as insirucied
Change Passmword
- User List
Full Narme User Adas Email Role -
Additona Regiaication i X
ane Coe myUser@myDomain.com myUser@myDomain.com Geraral Govermment e Chage e
UNITS AND MY DESK
R Find User to send an invitation to join your agency.
R User Bt
View Purchase History i 1y have e desigrated o » Gakesper
ed wers wetin yous Agency or change thes email adre
My Desk
EXIT
Logont

15




Please note, the user you invited will see the Pending Invitation and will have to accept or decline it. Itis
recommended that the Gatekeeper contact the invited user to ensure that the acceptance is made on a
timely basis or they will not receive the additional access as provided by the Standard.

JUAN FERNANDEZ-BARQUIN, ESQ.
| CLERK OF THE COURT AND COMPTROLLER Conite byt Y
MIAMI-DADE COUNTY

Home
MANAGE ACCOUNT
Edit Account Informati q
1t ficcount imfarmation Account Information
Change Email Name: Justin Doe
Email / User ID: myUser@myDomain.com
Change Password
Account Type: Registered User

Additional Registration Business Name:

FL Bar Number:

UNITS AND MY DESK Street Address: 175 w1 ave
Purchase Units City, State Zip: miami Florida 33128
Phone: (205) 349-5882
View Unit Usage History Available Unis): 19

View Purchase History

Pending Invitation

My Desk
You have a pending invitation to join an Agency. review and respond. Units purchased by you will bg pooled with the organization's units upon acceptance of the invitation.
EXIT
Agency Name: My Own Agency
Logout _
Gatekeeper Emall myUser@myDomain.com

Gatekeeper Name: Jzne Doe

ACCEPT DECLINE

Use the Additional Registration menu option on the left to complete Registration per the te
That option will also support Registration of  Govemmental Agancy along with the identific

the Standards for Access to Electronic Court Records as an individual Registered User, Attorney or Ageney User,
on of at least one Gatekeeper.

If there is Pending Documentation or a Pending Invitation shawn, the action identified must be completed before any account changes are made by the Clerk's Office.

Use the Units menu options to purchase o view history of Units as required for Advanced Searches of Official Records.

Finally use the My Desk menu option to view bookmarked Criminal, Civil and Family Court case information.

If the user is not registered, you will get a message and will have to create them. Click on Add new User.

. JUAN FERNANDEZ-BARQUIN, ESQ.
| CLERK OF THE COURT AND COMPTROLLER Cortcts by Accourt
MIAMI-DADE COUNTY

¥

Home The User myUser2@mybomain comas not found in the Database. You can create the user.

MANAGE ACCOUNT
Edit Account nformation GATEKEEPER

Change Email
o an Ageny role, dlick on the “Change Role" link and download the form as instructed:

To change a Us

Change Password
Add new User

User List
Gatekeeper
Full Name User Alias Email Role Gatekeeper Status
Additional Registration
Jane Doe myUser@myDomain.com myUser@myDomain.com General Government Yes Active Change Role

UNITS AND MY DESK

Find User to send an invitation to join your agency.

Purchase Units
User Email: [
View Unit Usage History EARCH
View Purchase History Per the terms of the Standards for Electronic Access to Court Records, the Gatekeeper has respansibility to manage user accounts within their Agency. If you have been designated as a Gatek

n for already registered users within your Agency or change their email addres:

Agency, this is where you will manage user accounts. You may add a

ange the role, or update account inform:
will also change their login D). You may also invite an already register: A

ncy by entering the User Email address.

My Desk

EXIT

Logout

16



GATEKEEPER ADD NEW USER SCREEN:

If the user has not previously registered, you will need to create their profile. Click on REGISTER USER.

o

% JUAN FERNANDEZ-BARQUIN, ESO.

| CLERK OF THE COURT AND COMPTROLLER Contacts  hayaccourt Y
_ MIAMI-DADE COUNTY

Home

MANAGE ACCOUNT GATEKEEPER ADD NEW USER

Edit Account Information

Personal Information

Change Email First Name = Last Name =

Change Password
Email Address: Confirm Email

Gatekeeper

Email address will need to be verified before account is enabled. An email will be sent to this account.

Additional Registration

Address * Suite
UNITS AND MY DESK
Purchase Units city* ctote Zip Code*
Florida
View Unit Usage History
Phone: Extension
View Purchase History
My Desk
Gatekeeper
Click here to add Gatekeeper authority to this account.
EXIT
The Gatekeeper can edit personal information for a selected Agency user, enable or disable the user and can choose to make a user another Gatekeeper for their Agency.
Logout

REGISTER USER CANCEL

Disabling a User:

To disable a user, go to your Gatekeeper screen. Under the User List, look for the user you want to disable
and click on the Edit Info button.

@I
{7 “% JUAN FERNANDEZ-BARQUIN
CLERK OF THE COURT AND COMPTROLLER 5 My acrt WY
N MIAMI-DADE COUNTY
Home
MANAGE ACCOUNT GATEKEEPER
£dit Account Information
Change Email -
User List
Change Password
Gatekeeper o D < s Iy
ohw Doe haUser@auDomamcom c Feppstered User Active
Additional Registration
UNITS AND MY DESK Find User to send an invitation to join your agency.
Purchase Units ez sy e
SEARCH

View Unit Usage History

e termes of the Standasds for Bectresic Access to Court Records e

View Purchase History

marage user 3o

My Desk

EXIT

Logout

17



GATEKEEPER EDIT USER SCREEN:

Click on the Disable radio button, then click on the UPDATE INFORMATION button.

*, JURN FERNANDEZ-BARQUIN

UNITS AND MY DESK

Purchase Units

View Unit Usage History

View Purchase History

My Desk

EXIT

Lagout

Click here to sdd Catebaeper autharity to tis account
The Gaseloseper can edit persanal information for  selected Agency user, ensble or disable the user and can choose ta malke  user ancther Gatekseper for their Agency.

UPDATE INFORMATION CANCEL

CLERK OF THE COURT AND COMPTROLLER mtact Account

MIAMI-DADE COUNTY
Home

GATEKEEPER EDIT USER
MANAGE ACCOUNT
Edit Account Information Personal Information
Change Email 1 Naee ™
ot oe

Change Passward
Gotekeeper
Additional Registration — :‘E‘H'

The User’s status will then change to Inactive.

CLERK OF THE COURT AND COMPTROLLER
MIAMI-DADE COUNTY

4 '}i\ JUAN FERNANDEZ-BARQUIN

Home

MANAGE ACCOUNT

Edit Account Information

Change Email

Change Passward

Gateheeper

Additions| Registration

UNITS AND MY DESK

Purchase Units

View Unit Usage History

View Purchase History

My Desk

EXIT

Lagout

GATEKEEPER

User List

are Doe

Find User to send an Invitation to join your agency.

o ma

SEARCH

* the Standards for Blectresic Access to Court Records e Gate
tece Marage User 3cCowNts. You My 330 3 Tew Ue

Inactive

18




Adding a new Gatekeeper:

To add another Gatekeeper in your agency, find the user in the User List and click on Change Role. The
Change Role, can also be used to change from a Registered User to Agency or Attorney of Record.

CLERK OF THE COURT AND COMPTROLLER P

4 ‘?& %% JUAN FERNANDEZ-BARQUIN
S5 MIAM-DADE COUNTY

Home

MANAGE ACCOUNT
it Account Information GATEKEEPER

Change Email

User List
Change Password
Gateheeper ane Doe ylinerrayOosan can LineriireyOnman e Tepsiered User Yes Actve

Additional Registration

UNITS AND MY DESK Find User to send an invitation to join your agency.

o tma

Purchasa Units
SEARCH
View Unit Usage Histary

T3 o Ihe Standasds for Blectresic Access to Court Records

marage user ou may 930 3 re

View Purchase History

My Desk

EXIT

Logout

You will see the message stating that a form will have to be downloaded, completed, signed, notarized
and then uploaded. Click on the Upload Document and it will take you to the Upload Document screen.

3% JUAN FERNANDEZ-BARQUIN
CLERK OF THE COURT AND COMPTROLLER ConciUs Myt 0
MIAMI-DADE COUNTY

Home Access Request Form

MANAGE ACCOUNT ™
Edit Account Infarmation B

Change Email

of Registered User.

Change Password

Gatekeeper

Additional Registration

UNITS AND MY DESK

Purchase Units

View Unit Usage Histery

View Purchase History

My Desk

EXIT

Logout

19



Click on Choose File then on UPLOAD DOCUMENT.

"?’; JUAN FERNANDEZ-BARQUIN
| CLERK OF THE COURT AND COMPTROLLER
MIAMI-DADE COUNTY

"

ContactUs My Account

Heme

MANAGE ACCOUNT UPLOAD DOCUMENT

Edit Account Information

Agency User Form

Choose File | UMSGatekeeperForm.pdf
UPLOAD DOCUMENT CANCEL

Change Email

'

Change Password

Gatekeeper

Additional Registration been reviewed and approved, the correct Access Security Matrix role will be assigned to your account.

UNITS AND MY DESK

Purchase Units

View Unit Usage History

View Purchase History

My Desk

EXIT

Logout

Click on the “Choose File” button to browse your device for the scanned, notarized Accass Request form and then “Upload Document” to transmit to the Clerk's Office. Once the Access Request form has

Once the form has been approved, the User’s Gatekeeper will then list Yes.

4 n "‘\ JUAN FERNANDEZ-BARQUIN
4& CLERK OF THE COURT AND COMPTROLLER
\ MIAM-DADE COUNTY

Home

MANAGE ACCOUNT

Edit Account Informatian

GATEKEEPER

Change Email "
User List

Change Password

Gatekeeper

Additional Registration

Find User to send an invitation to join r agency.
UNITS AND MY DESK -; . _M st

* the Standads for Bectresic Access to Court Re

Purchase Units

View Unit Usage History

View Purchase History

My Desk

EXIT

Logout

20




PURCHASE UNITS SCREEN:

Units need to be purchased for advanced search access for Official Records. This is typically not
necessary for the casual user interested in individual records.

Enter the quantity of units wanted. Click on PURCHASE.

P

5,

Aﬁ;{% JUAN FERNANDEZ-BARQUIN, ESQ.

| CLERK OF THE COURT AND COMPTROLLER ComactUs  MyAccount
MIAMI-DADE COUNTY

Home

MANAGE ACCOUNT PURCHASE UNITS

Edit Account Information

Select units to purchase

Change Email Select the amount of units you would like to purchase.”
Units to purchase Price per unit
Change Password 20 e

“Units are only required to perform advanced searches of County Recorder's Official Records.
Gatekeeper

Additional Registration PURCHASE CANCEL

UNITS AND MY DESK

Purchase Units
View Unit Usage History
View Purchase History
My Desk

EXIT

Logout

You will see a message stating the quantity of units you requested and to complete the transaction. Click
on the cart located in the top right corner.

JUAN FERNANDEZ-BARQUIN, ESO.
| CLERK OF THE COURT AND COMPTROLLER corsavs wyacre D
MIAMI-DADE COUNTY

K

Home 20 Units were added to the basket. Please proceed to pay before ordering any other product.

MANAGE ACCOUNT
Edit Account Information MY Accou NT

Change Email Account Information
Change Password Name: Jane Doe
Email / User ID: myUser@myDomain.com
Gatekeeper Account Type: General Government
Agency Name: My Cwn Agency
Additional Registration
FL Bar Number: 732516
Street Add 3 123 My L
UNITS AND MY DESK rest Addess wihene
City, State Zip: Miami FL 33333
Purchase Units
Phone: (123) 456-7891
Available Unitis): 0

View Unit Usage History

View Purchase History

Use the Additicnal Registration menu option on the left to complete Registration per the terms of the Standards for Access to Electronic Court Records as an individual Registered User,
Attorney or Agency User. That aption will also support Registration of a Governmental Agency along with the identification of at least one Gatekeeper.

My Desk
If there i Pending Documentation or  Pending Invitation shown, the action identified must be completed before any account changes are made by the Clerk's Office.
EXIT Use the Units menu options to purchase or view history of Units as required for Advanced Searches of Official Records
Logout Finally use the My Desk menu option to view bookmarked Criminal, Civil and Family Court case infermation.

21



You will be taken to the basket. Click on PROCEED TO CHECKOUT.
/s‘_“ .E’ﬁi"g
£ _a™% JUAN FERNANDEZ-BARQUIN, ESQ.
| | CLERK OF THE COURT AND COMPTROLLER Contact Us
A MIAMI-DADE GOUNTY
BASKET
Basket Item(s)
Product Quantity Unit Price Total
Official Records Units 20 §0.50 $10.00
Official Records Units
Total: $10.00
Fill in all the required information. Click on SUBMIT PAYMENT.
Contact Us

GANANOEE
T
%,

A
&£ N
[ A
e 2

MIAMI-DADE COUNTY

JUAN FERNANDEZ-BARQUIN, ESQ
| CLERK OF THE COURT AND COMPTROLLER

Total Amount Due: $10.00

BASKET

Billing Address

Country
United States
First Name

Jane

Email
myUser@myDomain.com

Phone Number
(123) 456-7890
Address Line #1

123 My Lane

City

Miami

Payment

Card Type
Visa
Expiration Month

12 December

Last Name
Doe

Email Confirmation
myUser@myDomain.com

Address Line #2 (Apt, floor, suite, PMB, etc)
Address 2
State Zip Code
Florida v 33333
Card W@

Card Number

Expiration Year

2027
Please click the Submit Payment button found below only once. After clicking your payment will be verified.

v
\ SUBMIT PAYMENT BACK TO BASKET




You will see the confirmation message.

/" MIAMI-DADE COUNTY

Clerk Home / Checkout Confirmation

CHECKOUT CONFIRMATION

% JUAN FERNANDEZ-BARQUIN, ESQ.

| CLERK OF THE COURT AND COMPTROLLER

Contact Us My Account ?

Your payment has been confirmed!

£n email confirmation has been sentto ~ MYUser@mybomain.com

Confirmation Number: 10351-3432

Your credit card statement will show WEBPAY-COURT/TICKET.

BILLING INFO

Jane Doe

123 My Lane
Miami, FL 33333
(123) 456-7390

CART ITEM(S)

Items

Official Records Units

PRINT RECEIPT

Print a receipt for your records.

Receipt Date: 8/23/2024 5:17:36 PM

ORDER SUMMARY

Grand Total: $10.00

Price Quantity Total

$0.50 20 §10.00

When you go back to your Home screen, you will see the amount of available units.

JUAN FERNANDEZ-BARQUIN, ESQ.
| CLERK OF THE COURT AND GOMPTROLLER
" MIAMI-DADE COUNTY

ContactUs My Account H

Home

MANAGE ACCOUNT

Edit Account Information

Change Email

Change Password

Gatekeeper

Additional Registration

UNITS AND MY DESK

Purchase Units

View Unit Usage History

View Purchase History

My Desk

EXIT

Logout

MY ACCOUNT

Account Information

Name:
Email / User ID:
Account Type:
Agency Name:
FL Bar Number:
Street Address;
City, State Zip:
Phone:

Awvailable Unit(s):

Jane Doz
myUser@myDomain.com
General Government

My Own Agency

732516

123 My Lane

Miami FL 33333

(123) 456-7801

20

Use the Additional Registration menu option on the left to complete Registration per the terms of the Standards for Access to Electronic Court Records as an individual Registered User,
Attorney or Agency User. That option will also support Registration of a Governmental Agency along with the identification of at least one Gatekeeper.

Ifthere is Pending Decumentation or a Pending Invitation shawn, the action identified must be completed before any account changes are made by the Clerk's Office.

Use the Units menu options te purchase or view history of Units as required for Advanced Searches of Official Records.

Finally use the My Desk menu option to view bookmarked Criminal, Civil and Family Court case information.
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VIEW PURCHASE HISTORY SCREEN:

Choose a date range and click on SEARCH.

. JUAN FERNANDEZ-BARQUIN, ESQ.

|" CLERK OF THE COURT AND COMPTROLLER
* MIAMI-DADE COUNTY

Contact Us

My Account

"

Home

MANAGE ACCOUNT

Edit Account Information

VIEW PURCHASE HISTORY

Search Criteria

Change Email Start Date End Date User
06/01/2024 [u] 08/23/2024 [u] All users
Change Password
Gatekeeper
Additional Registration Purchase Hlstory
UNITS AND MY DESK Crder Number Order Date Purchased By Total Amount
25 8/23/2024 5:17:35 PM JaneDoe $10.00
Purchase Units
View Unit Usage History
View Purchase History
My Desk
EXIT
Logout
UNIT USAGE HISTORY SCREEN:
[]
Choose a date range and click on SEARCH.
.
{ ~*%, JUAN FERNANDEZ-BARQUIN, ESQ.
{ | CLERK OF THE COURT AND COMPTROLLER contscts Wy account Y
! MIAMI-DADE COUNTY
Home
MANAGE ACCOUNT
Edit Account Information Search Criteria
Change Email Start Date End Date User
06/01/2024 =} 08/23/2024 =] All Users
Change Password
Gatekeeper
Usage History
Additienal Registration
User Date System Feature Unit Used Reference
UNITS AND MY DESK myUser@myDomain.com 08/23/2024 orR s 1 ~Party Name: JANE DOE
Purchase Units myUser@myDomain.com 08/23/2024 OR As 1 -Party Name: JOHN DOE

View Unit Usage History

View Purchase History

My Desk

EXIT

Logout

24



MY DESK SCREEN:

Bookmarks are available for criminal, civil and family court cases. You must have the local case number
in order to bookmark the case. Once you are in the case information page, click on BOOKMARK.

JUAN FERNANDEZ-BARQUIN, ESQ.
CLERK OF THE COURT AND COMPTROLLER comactus My
MIAMI-DADE COUNTY

¢ o

8 PRINTER FRIENDLY

Q Search Criteria

CourtCase Mozt B-XX-XXXXXX

** This case is not eligible to be paid online: For more information, please contact the Clerk's Office at (305) 275-1155 ™

= Case Information

State Case Mo XXXOXKXKXXXXXXXXKX-XX Mame: DOE, JOHN Dateof Birth:  XX/XX/XXXX
DataFiled:  XX/XX/XXXX Date Closed:
Warrant Type: & Warrant Amount: 500,00
Assessment Amount:  50.00 Balance Due:  50.00 Stay Due Date:
Judge:  DOE, JOHN Dafense Attorney:
File Section: File Loeatien: Box Ne:
Bond Amount: 5000 Bond Status:
Arresting Agency:  MIAMI DADE POLICE Arrest Date: XX/XX/XXXX
#, Hearing +
= Charges Total of Charges: 1 T
N Dockets S T T T e R ot otal of Dockets: s T

JUAN FERNANDEZ-BARQUIN, ESQ.
| CLERK OF THE COURT AND COMPTROLLER sortacts tayaccourt wyoesk YR
" MIAMI-DADE COUNTY

CIVIL, FAMILY AND PROBATE COURTS ONLINE SYSTEM

BACK TO SEARCH
LILLIE CHANEY VS EDUARDO LUIS NARANJO ET AL
Local Case Number: XXXX-XXXXXX-XX-XX Filing Date: XX/XX/XXXX
State Case Number: XOOKKXXXXXXXXXXXXX Judicial Section:  CA15 - Downfown Miami - Judge DOE, JOHN
Consolidated Case No.:  N/A Court Location: 73 West Flagler Street, Miami FL 32130
Case Status:  OPEN Case Type:  Auto Negligence

i=Related Cases Total Of Related Cases: 0 F

3% Parties Total Of Parties: 3+

* Hearing Details Total Of Hearings: 0 +

N Dockets Total Of Dockets: 33 F

HBACK T¢
Please be advised:

RCH

The Clerk's Office makes every effort to ensure the accuracy of the following information: however it makes no warranties or regarding the accuracy, or timeliness of such
information and data. Information on this website has been posted with the intent that it be readily available for personal and public non-cemmercial {educational) use and to provide the public with direct online access
to information in the Miami-Dade Clerk's Offica information systems. Other than making limited copies of this website's content, you may not reproduce, retransmit, redistribute, upload or post any part of this website,
including the contents therecf, in any form or by any means, or store it in any information storage and retrieval system, without prior written permission from the Miemi-Dade Clerk's Office.

If you are interested in ebtaining permission to repreduce, retransmit o stere any part of this website beyond that which you may use for personal use, as defined above, visit our Web APl Services. You can review the
complete Miami-Dade County Disclaimer
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Once you have cases under My Desk, you are able to choose if you would like to be notified by text
message when a hearing is scheduled (by default you will receive an email).

% JUAN FERNANDEZ-BARQUIN, ESO.
| CLERK OF THE COURT AND COMPTROLLER Contacts by accont
MIAMI-DADE COUNTY

Home
MANAGE ACCOUNT MY DESK
Edit Account Information My Desk Case List

Change Email Hearing Notification

Case Number Nefendant/Case Stvle Latest Hearing Date Email Text Delete
Change Password
9 View Case XXXK-XXXXXX-XXXX JOHN DOE VS JOE DOE AL Remove Add Delete
View Case  XXX-XXXXXX JOHN DOE VS JOE DOE Remove Remove Delete
Gatekeeper
By activatin, netifications, you consent to receive communications from the Clerk of Court and Comptroller. Standard mess nd data rates may \ake sure that the
Additional Registration phone num ve in our system is a cell phone number. If not, you may edit your phone number in the Edit Account Info n button.

UNITS AND MY DESK

Purchase Units

View Unit Usage History

View Purehase History

My Desk

EXIT

Logout

26



