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Registration Process

1) Visit https://pservers.jud11.flcourts.org to view the Process Server Portal.

\ ELE\]E NTH ADMlle‘rRATlviI;IFI;‘l::SE:F THE COURTS Process Server Portal

JUDICIAL CIRCUIT OF FLORIDA

Log In Here Register Now

Email © You are required to have an account prior to using the system. The registration process enables you
to establish your identity. Your account will allow you to revisit our site at any time.

Password

Forgot Password?

2) Click on the ‘Register’ button in order to register as a new User.

m‘ ELE\]E NTH ADMINISTRATIVE OFFICE OF THE COURTS Process Server Portal

Civil Di
JUDICIAL CIRCUIT OF FLORIDA b DT

Log In Here Register Now

Email @ You are required to have an account prior to using the system. The registration process enables you
to establish your identity. Your account will allow you to revisit our site at any time.

Forgot Password?

NOTE: IF YOU HAVE ALREADY CREATED AN ACCOUNT, PLEASE
DO NOT CREATE ANOTHER ONE.

If you have problems logging into your account please contact the
Program Coordinator at cps@judi11.flcourts.org



https://pservers.jud11.flcourts.org/

3) Enter your personal information, with a valid email address, and create a password.
o Make sure you have access to the email you enter. You will receive important information moving

forward.
|~ Register Process Server Portal X + — x
<« CG & hitps//p jud11.flcourts.org/Accou a % @

m ELE\]ENTH ADMINISTRATIVE OFFICE OF THE COURTS Process Server Portal

Civil Di
UDICIAL CIRCUIT OF FLORIDA vil Division

Back to Login

Sign Up for Your New Account

First Name E-Mail
Middle Name Address
Last Name City

Zip Code
mmy/dd/yyyy (SN
Password Confirm Password
accoun r m r t least 8 char m), one upper case I atl ase | atl

I'm not a robot

4) Before clicking on ‘Submit’ you must click on the verification ‘reCAPTCHA’ box labeled ‘I’'m not a robot’.

| Register Process Server Portal X+ = x

<« C @ httpsy//pserversjudii.ficourts.org/Account/Register.aspx * O :

& m- e ELE\]ENTH ADMINISTRATIVE OFFICE OF THE COURTS Process Server Portal

Civil Division
UDICIAL CIRCUIT OF FLORIDA

Back to Login

Sign Up for Your New Account

First Name E-Mail
Middle Name Address
Last Name City
Select Gender v Select State
Select Race v Zip Code
mm/ed/yyyy e
Password Confirm Password

u will receive an e-mail to activate your account. Your password must

ximum), one upper case let

I'm nota rabot




5) Once verification is complete, you must click the ‘Submit’ button to receive your confirmation email.
e Once you complete this step, you must login to your email account to review the activation email.
e Be sure you click the link that says ‘Activate Account.’

ELE\?ENTH ADMINISTRATIVESIF;‘IIE;:F THE COURTS Process Server Portal

JUDICIAL CIRCUIT OF FLORIDA

Your account has not been activated yet. Please check your email, spam fifter or junk mail folder and follow instructions in the confirmation email.

no-reply@jud11.flcourts.org 5 Replyall |v
Wed 12/19/2018 1:40 PM

o: Naranjo, Joel &

i DI,
4o,
“e

'"FLEVENTH

UDICIAL CIRCUIT OF FLORIDA

&

B,

Please Activate Your Account
Hello John,
‘Welcome to the Eleventh Judicial Circuit of Florida Process Server Portal provided by the 11th Judicial Circuit of Florida.

Your new account is almost ready, but before you can use the account, you must first activate it by clicking the link below. After you click the activation link, you will be redirected to
the login page.

Please Note: The generated link will expire after 24 hours,

Activate Account

6) The activate account link will redirect you to a confirmation page.
o You will see the following message in a green box with a login link.
e C(Click on ‘login’ to return to the login page.

E ’] ADMINISTRATIVE OFFICE OF THE COURTS Process Server Portal

Civil Division
JUDICIAL CIRCUIT OF FLORIDA

Verification

NOTE If you receive error message "Invalid Token", it may be because the email link that was sent, has expired {expires 24 hours after being sent)

Your account has been approved. Please login to the site.




7) Enter the email address and password you registered with into the login section to enter the Process
Server Portal.
e You will no longer need to use the Registration process.
e Anytime you visit the portal you will login with your email address and password.
o NOTE: DO NOT CREATE MULTIPLE ACCOUNTS — If you experience issues logging in you must
contact the Program Coordinator at cps@jud11.flcourts.org

| Login Process Server Portal x  +

< C @ htips//pserversjud11.flcourts.org/Account/Login.aspx?RetumUr =%2Fdefault.aspx

m ELE\]ENT 1 ADMINISTRATWE:-O-lF;IC-E OF THE COURTS Process Server Portal
JUDIGIAL GIRCUTT OF FLORIDA VBIVsion
Log In Here Register Now
Email @ You are required to have an account prior to using the system. The registration process enables you
to establish your identity. Your account will allow you to revisit our site at any time.
Password
—

Forgot Password?

Eleventh Judicial Circuit of Florida

8) Once you have successfully logged in you MUST enter your Social Security Number. Once you have
entered your Social Security Number click on ‘Submit’ to enter the Process Server Portal.
e If youreceive an error message that your Social Security Number matches a different account you
must contact the Program Coordinator at cps@jud11.flcourts.org.

<« C @& hitpsy//pserversjudiificourts.org/AddSocial.aspx?ReturnUrl=

ADMINISTRATIVE OFFICE OF THE COURTS
Civil Division
Process Server Portal




Using the Process Server Portal

(N Editing Personal Information

The Process Server Portal allows you to edit your personal information and submit documents. To edit
your personal information click on the ‘Edit’ link.

NOTE: You do NOT have access to edit your email address or your certificate number. Should you need
to update your email address please contact the Program Coordinator at cps@jud11.flcourts.org.

&Personal Information

Certificate Last Middle First
Number Name Name Name

Zip Application

Sex Race DOB Code Status

Address City State

Edit Doe John M W 3371980 Test Miami FL 33016 Submitted
Address

&Attachments

2 Upload Files

Select File Type v Browse ZUpload File
Name Description Delete

PhoneOptions.txt

Process Server Registration Manual.docx

Bond x

Payment x
Receipt



mailto:cps@jud11.flcourts.org

Il. Uploading Required Documents

You can upload files utilizing the ‘Upload Files’ section.

1. Click on the drop down labeled ‘Select File Type’ to select the type of file you will upload.

IMPORTANT: your documents must be in PDF format.

&Personal Information

Certificate Last Middle First

. Zip  Application
Number Name Name Name e ST RERI Code Status

Test

Edit Doe John M W Miami FL 33016 Submitted
Address

31311990
&Attachments

% Upload Files

Select File Type v ‘ £ | Browse 2 Upload File

Document
Bond
Payment Receipt
b Complaint Response

Description Delete
Recertification Application

PhoneQptions txt Bond Fal
R Payment
Process Server Registration Manual.docx .
Receipt




2. Once you have selected the correct File Type, click on ‘Browse’ to select the file you wish to upload from
your computer.

& Attachments

& Upload Files

Payment Receipt v Browse XUpload File

3. Search your computer for the correct files location. Once the file is selected, click ‘Open’.

€ Open X
“— v p » Computer CHC1825A » Desktop » Test Folder | D Search Test Folder »
Organize « Mew folder * [ o
A Name Date modified Type Size Application
#C e Status
- D Test File.tt: 12/19/2018 1:54 PM  Text Document TKB
3 6 Submitted
=
mc
-
v

| [ A Files v hption Delete

| Open v I Cancel ‘

File name;

PhoneOptions. txt Bond x
Process Server Registration Manual.doex Paym.ent X
Receipt

IMPORTANT NOTE: The file that you selected will replace the ‘Browse’ box. Next to the file selected you should
see a green circle. That tells you that your document is ready to be uploaded. If the circle is red or , your
document WILL NOT upload.

& Attachments

% Upload Files

Payment Receipt v E]aymenl Receipt_2025-12-29.pdf *Remou= 2Upload File

S



4. Click on the ‘Upload File’ button to upload your file.
e You should then see the uploaded file and its information at the bottom.

& Attachments

% Upload Files

Payment Recsipt v ® Payment Receipt_2025-12-29.pdf *Femove |:> e

& Attachments

& Upload Files

Select File Type v Browse LUpload File

Name Description Delete

Payment x

Payment Receipt_2025-12-29-639168613699356931_pdf .
- Receipt

IMPORTANT

IN ORDER FOR THE PORTAL TO ALLOW AN APPLICATION
SUBMISSION THE FOLLOWING DOCUMENTS MUST BE PRESENT.

NEW APPLICANTS RECERTIFICATION APPLICANTS
1. PAYMENT RECEIPT 1. PAYMENT RECEIPT
2. PROOF OF RESIDENCY 2. BOND
3. FAPPS CERTIFICATE 3. FAPPS CERTIFICATE

MAKE SURE YOU SELECT THE CORRECT FILE TYPE




5. Once all required documents have been uploaded, the portal will automatically generate your
application and display it at the top of the screen.

c s
Process Server Portal

&Personal Information

Certificate Last

Number Name
Edi Doe
@Attachments

PhoneOptions txt

Process Server Registration Manual docx

Middle First Zip Application
Name Name Sex Race DOB  Address City State Code Status
John MW a0 o Miami  FL 33016

Address

Description Delete

Bond x

Payment
Racaipt

6. Once you have reviewed your application and read the disclaimer, click the check box at the top of the
page. This will enable the ‘Submit Application’ button.

&Personal Information

Certificate
Number

Edit

&Attachments

= Upload Files

Select File Type

Last Middle
Name Name
Doe

First 5 Zip Application

Name Sex Race DOB Address City State Code Status
Test S

John M W 331990 Lo Miami =~ FL 33016

Browse

L.Upload File




7. Once you click the ‘Submit Application’ you will see a confirmation in green and your Application Status
will change to Submitted.

I C @ httpsy//pserversjud11.ficourts.org/Default.aspx

Hello, jnaranjo@jud11.ficourts.org
Log off

EL 7 I I ADMINISTRATIVE OFFICE OF THE COURTS

JUDICIAL CIRCUIT OF FLORIDA Civil Division
Process Server Portal

Your appliaction has been successfully submitted.

&Personal Information

Certificate Last Middle First . Zip Application
Number Name  Name Name SE G Bls ) (IR @0 | S5 Code Status
Test .
Edit Doe John MW 331990 Miami  FL 33016 Submitted
Address
@Attachments
= Upload Files

Select File Type v Browse 2Upload File

Name Description Delete

PhoneOptions.bet Bond x
it Payment

Process Server Registration Manual.docx N x
Receipt
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