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¶ On-Line Deposit Accounts 

¶ E-Recording Official Records 

¶ Electronic Funds Transfers 
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SUMMARY 

The /ƭŜǊƪΩǎ Business Portal provides easy access to: 

¶ Deposit account balance information and document history 

¶ E-Recording documents in the Official Records 

¶ Electronic Funds Transfers & Account Withdrawals 

 

 

LOGIN 

 

On-line access to deposit accounts is available from the Official Records Search page on the /ƭŜǊƪΩǎ ǿŜōǎƛǘŜΥ 

www.collierclerk.com.    

Each customer/firm ƛǎ ŀǎǎƛƎƴŜŘ ŀ άtǊƛƳŀǊȅέ ƭƻƎƛƴΦ  ¢Ƙƛǎ ƛǎ ǘȅǇƛŎŀƭƭȅ ŀǎǎƛƎƴŜŘ ǘƻ ǘƘŜ ŀŎŎƻǳƴǘ ƘƻƭŘŜǊΩǎ 

finance/bookkeeping personnel responsible for monitoring the account and managing staff access.  Note: 

Customers with multiple deposit accounts may access them from a single login. 

 

 

 

  

From the Navigation Menu 
Select Login 

Password IS case 

sensitive 

Username IS NOT 

case sensitive 

http://www.collierclerk.com/
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HOME 

The home screen provides a quick overview of basic deposit account information and recent e-Recording 

history. 

 

 

 

 

 

  

Current Logged In 

User Information 

Support Contact(s) ς technical assistance 

is provided by your designated company 

support staff ς support staff in turn may 

ŎƻƴǘŀŎǘ ǘƘŜ /ƭŜǊƪΩǎ ƻŦŦƛŎŜ ŦƻǊ ŀǎǎƛǎǘŀƴŎŜΦ 

Basic deposit account(s) overview Real-time account balance and 

Projected balance (includes e-Recording 

estimates for pending submissions) 

Recent e-Recording activity 

summary with batch status 
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ACCOUNTS 

The Accounts screen provides access to deposit account management tools.  Some functions may not be 

available to all users depending on their designated permissions.  

DEPOSIT ACCOUNTS: 

1. EDIT: Deposit account billing/contact information όwŜǉǳƛǊŜǎ ά{ǳǇǇƻǊǘέ permission) 

2. VIEW HISTORY: Display account history and receipt images 

3. MANAGE FUNDS: όwŜǉǳƛǊŜǎ άCǳƴŘǎέ ǇŜǊƳƛǎǎƛƻƴ) 

a. Submit: Deposit via electronic funds transfer  

b. Withdraw: Request a refund check  

USER LOGINS: όwŜǉǳƛǊŜǎ ά{ǳǇǇƻǊǘέ ǇŜǊƳƛǎǎƛƻƴ to add new users or to edit ƻǘƘŜǊ ǳǎŜǊΩǎ logins) 

4. Add new logins to your deposit account (one for each staff member) 

5. Edit (or disable) existing logins (It is important to disable accounts when staff leave your firm) 

 

  

4 5 

1 2 3 
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ACCOUNTS: Deposit Accounts: Edit (Requires ά{ǳǇǇƻǊǘέ ǇŜǊƳƛǎǎƛƻƴ) 

 
Use this screen to maintain your company address and business contact information.  It is important to update 

this information on a regular basis to reflect any changes.  This is the contact/address used for communications 

regarding your account. 

 

 

 

 

  

If you maintain multiple accounts for different 

services (e.g. Recording vs. Courts), name your 

accounts accordingly to assist the Clerk in charging 

you correctly. 

1 

When roles change, or staff leave 

your organization, update your verbal 

passcode to limit walk-in access to 

your account.  To restrict all walk-in 

access, leave this field blank. 

Use an email address that is checked on 

a regular basis by more than one person 

(in case someone is out of the office).  

You may use multiple addresses if you 

separate them with a semi-colon 

e.g. John@email.com;Mary@email.com 
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ACCOUNTS: View History 

 
View History provides a detailed view of all transactions that affected the balance in your account for a specific 

month and year.   

 

 

 

 

 

 

  

2 

Click to view 

individual receipts 

Select the desired 

Month/Year of activity 
Click for a printable 

version of the report. 
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ACCOUNTS: Manage Funds  (ReqǳƛǊŜǎ άCǳƴŘǎέ ǇŜǊƳƛǎǎƛƻƴ) 

 
This screen and the confirmation screens that follow allow authorized users to deposit electronic funds and 

request refunds.  Only accounts with an ACH/EFT Authorization Form ƻƴ ŦƛƭŜ ǿƛǘƘ ǘƘŜ /ƭŜǊƪΩǎ ƻŦŦƛŎŜ Ƴŀȅ perform 

electronic deposits.  All accounts may request refunds.   

 

 

 

 

 

 

 

   

 

 

 

Withdraw confirmation no other screen shots 

 

  

3 

Amount to Withdraw: 

Enter the amount in US dollars and cents that you want refunded from your deposit 

account (there is no convenience fee).  Withdrawal requests are processed as part of the 

/ƭŜǊƪΩǎ ǎǘŀƴŘŀǊŘ ŀŎŎƻǳƴǘǎ ǇŀȅŀōƭŜ ŎȅŎƭŜ ŀƴŘ ŀǊŜ ƴƻǘ ƛƳƳŜŘƛŀǘŜƭȅ ǊŜŦƭŜŎǘŜŘ ƛƴ ȅƻǳǊ ŀŎŎƻǳƴǘ 

balance.  All checks are mailed USPS to the current billing address associated with your 

account.  If you submit a withdrawal request in error, ŎƻƴǘŀŎǘ ǘƘŜ /ƭŜǊƪΩs Accounting 

Department immediately to void the request.  

Current account 

balance  

Amount to Deposit: 

Enter the amount in US dollars and cents (an additional convenience 

fee will be added on the next screen). Deposits are immediately 

reflected in your account balance. 

 Once submitted, deposits cannot be cancelled. 



Collier Clerk of Courts: Business Portal Services  Updated 1/11/2016 

 

 Page: 9  
 

 

Add Funds Confirmation: 

!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ά{ǳōƳƛǘέ ǘƻ ŘŜǇƻǎƛǘ ŦǳƴŘǎ ƛƴ ȅƻǳǊ ŀŎŎƻǳƴǘΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŎƻƴŦƛǊƳŀǘƛƻƴ ǎŎǊŜŜƴ ǿƛƭƭ ŘƛǎǇƭŀȅΦ   

 

 

 

 

  

Receipt Comment:  You may enter a comment that will appear on your 

receipt.  Hint: This is a good way to track your deposits against your e-

Recording batches.  (Batch names appear on your recording receipts.) 

Click Confirm 

to process 
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 and  USER LOGINS: Add & Edit   

όwŜǉǳƛǊŜǎ ά{ǳǇǇƻǊǘέ permission ǘƻ ŀŘŘ ƴŜǿ ǳǎŜǊǎ ƻǊ ǘƻ ŜŘƛǘ ƻǘƘŜǊ ǳǎŜǊΩǎ ƭƻƎƛƴǎύ 

Each deposit account is assigned a Primary user login with both Support and Funds permissions.  Primary users 

are responsible to create, manage, and provide basic support services to other company staff as needed. 

tǊƛƳŀǊȅ ǳǎŜǊǎ Ƴŀȅ ŎƻƴǘŀŎǘ ǘƘŜ /ƭŜǊƪΩǎ ƻŦŦƛŎŜ ŦƻǊ ǎǳǇǇƻǊǘ ŀǎǎƛǎǘŀƴŎe. 

 

User Logins: 

¶ It is strongly recommended to create a separate user login for each staff member who will be accessing 
your account(s) on-lineΣ ƻǊ ŎƘŀǊƎƛƴƎ ǎŜǊǾƛŎŜǎ ŀǘ ǘƘŜ /ƭŜǊƪΩǎ ǎŜǊǾƛŎŜ ŎƻǳƴǘŜǊǎΦ  Counter customers who 
request services to be charged to a deposit account must have an enabled login. 

o Hint: if you require someone to charge services at the counter but do not wish them to have on-
line access: Create and enable a User Login, provide them with the Verbal Passcode to your 
account, but DO NOT give them the password for their login. 

¶ It is important to maintain current information for each user.  Logins are not automatically disabled.  It is 
recommended that you disable a ǳǎŜǊΩǎ login immediately when they leave your employ.   

¶ It is recommended that you ŎƘŀƴƎŜ ǘƘŜ ά±ŜǊōŀƭ tŀǎǎŎƻŘŜέ ǿƘŜƴ ŀ user leaves your employ, periodically, 
or when you feel the password may have been compromised. 

¶ Passwords do not automatically expire after a set number of days; however, you may change your 
passwords periodically to enhance your security. 

¶ Logins may be disabled but may not be deleted as they have historical information attached.   

¶ Disabled logins still appear in the list of user logins but are located at the bottom of the list.  They may 
be re-enabled. 

 

Special Permissions: Support & Funds 

¶ ¦ǎŜǊǎ ǿƛǘƘ ά{ǳǇǇƻǊǘέ ŀŎŎŜǎǎ Ƴŀȅ ŀŘŘκŜŘƛǘ deposit account information as well as all user logins.  They 
may ƎǊŀƴǘκǊŜǾƻƪŜ ōƻǘƘ ά{ǳǇǇƻǊǘέ ŀƴŘ άCǳƴŘǎέ ŀŎŎŜǎǎ ŦƻǊ ǘƘŜƳǎŜƭǾŜǎ ƻǊ ƻther users.   

¶ There must be at ƭŜŀǎǘ м ǳǎŜǊ ǿƛǘƘ ά{ǳǇǇƻǊǘέ ǇŜǊƳƛǎǎƛƻƴ for each deposit account(s).  Funds access is not 
required. 

¶ ¦ǎŜǊǎ ǿƛǘƘ άCǳƴŘǎέ ŀŎŎŜǎǎ Ƴŀȅ ŀŎŎŜǎǎ ǘƘŜ aŀƴŀƎŜ CǳƴŘǎ ǎŎǊŜŜƴ ǘƻ ƳŀƪŜ ŘŜǇƻǎƛǘǎ ŀƴŘ ǊŜǉǳŜǎǘ 
withdrawals.  

o Hint:  If your company has multiple deposit accounts and you need a staff member to have 
different levels of access for each account, create multiple logins with different access 
permissions and assign the logins to the same person.  The staff member will have to log in 
separately but it will allow you to control the access based on the account. 

4 5 
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You must save your changes.   To 

confirm changes were saved, edit 

the account again to view the 

current values. 

Check the box to enable 

this login.  Uncheck the 

box to disable the login. 

Set or Reset the User Password here.  

Password rules are shown at left.  (All 

users should reset their own password 

after a reset.) 

9ƴǘŜǊ ǘƘŜ ¦ǎŜǊΩǎ ƴŀƳŜ ƘŜǊŜ ŀǎ ƛǘ 

reasonably appears on their photo ID. 



Collier Clerk of Courts: Business Portal Services  Updated 1/11/2016 

 

 Page: 12  
 

ELECTRONIC RECORDING 

 

PREPARATION & REQUIREMENTS   

Electronic documents may be submitted to the Clerk for recording in the Official Records.  This process begins 

with good preparation.  Each submitter is responsible for their own documents.  Failure to prepare 

documents correctƭȅ Ƴŀȅ ǊŜǎǳƭǘ ƛƴ ƛƳŀƎŜǎ ōŜƛƴƎ ǎǘŀƳǇŜŘ ŀǎ άǇƻƻǊ ǉǳŀƭƛǘȅέ ƻǊ ƛƴ ōŀǘŎƘŜǎ ōŜƛƴƎ 

rejected. 

 

Document Images: 

¶ Images must be scanned and saved prior to attaching them to your batch. 

¶ All images must be scanned at their original size (exampleΥ у ѹέ Ȅ ммέ ƭŜǘǘŜǊ ǎƛze, or у ѹέ Ȅ 
мпέ ƭŜƎŀƭ ǎƛȊŜύΦ  5ƻ ƴƻǘ ǎŎŀƴ ƭŜƎŀƭ ŘƻŎǳƳŜƴǘǎ ŀǎ άƭŜǘǘŜǊ ǎƛȊŜέΦ 

¶ Images must be scanned as: Black and White, 300 dpi compressed TIF files (compression = 
Dпн5 ƛƴŘƛŎŀǘŜŘ ŀǎ ά/L¢¢ ¢сέύ.  Note: In some instances 300 dpi, black/white PDFs may be 
accepted depending on the file properties; however, PDFs are not officially supported.     

¶ It is important to ensure that each image is clear, legible, and complete.   

o /ƘŜŎƪ ǘƘŀǘ ƛƳŀƎŜǎ ŀǊŜ ǎǘǊŀƛƎƘǘ ŀƴŘ ǘƘŀǘ ƴƻ ǇƻǊǘƛƻƴ ƻŦ ŀƴ ŜƭŜŎǘǊƻƴƛŎ ƛƳŀƎŜ ƛǎ άŎǳǘ-ƻŦŦέ ƻǊ 
cropped when compared to the original paper document.   

o Confirm that all signatures, notary stamps, etc. are clear and legible.   

¶ Remember, the electronic document you submit becomes the official record.  It needs to be 
the best available image.  If you are unsure, re-scan the document/page until you are 
satisfied with the electronic image(s). 

 

Internet Browser: 

It is recommended to use Microsoft Internet Explorer version 10.x or Google Chrome as your 

Internet browser.  These browsers have been tested with the business portal and provide 

maximum functionality.  Other browsers may restrict certain functions ς example: other 

browsers may prohibit you from uploading more than one image/page at a time.   
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ELECTRONIC RECORDING: Active Batches Tab   

The Electronic Recording Summary screen (Active Batches tab) provides pending e-recording ƛƴŦƻǊƳŀǘƛƻƴ άŀǘ ŀ 

ƎƭŀƴŎŜέ ǎǳƳƳŀǊƛȊŜŘ ōȅ ŘŜǇƻǎƛǘ ŀŎŎƻǳƴǘΦ 

 

Overview: 

¶ Documents are submitted in batches.  A batch may consist of one or more individual documents.   

¶ Documents are normally recorded in the order they are submitted within a batch.  Please ensure that 
your documents are ordered correctly. 

¶ All recording fees are deducted from the associated deposit account.  It is important to ensure you have 
sufficient funds in your account BEFORE you submit a batch for e-recording. 

¶ Batches may be rejected.  In these instances, the batch is highlighted in RED and displays the reason for 
the rejection.  You may edit the contents of the batch to make necessary corrections and resubmit or 
you may delete the batch without recording it. 

¶ .ŀǘŎƘŜǎκŘƻŎǳƳŜƴǘǎ ǘƘŀǘ ǿŜǊŜ ǎǳŎŎŜǎǎŦǳƭƭȅ ǊŜŎƻǊŘŜŘ Řƻ ƴƻǘ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ά!ŎǘƛǾŜ .ŀǘŎƘŜǎέ ǘŀōΦ  ¢ƘŜȅ 

ŀǇǇŜŀǊ ƻƴ ǘƘŜ άIƛǎǘƻǊȅέ ǘŀōΦ 

 

Status Column: 

The Status column indicates the flow of the batch through the e-recording process.   

¶ Blank = not yet submitted 

¶ Pending Recording = submitted but not yet accepted 

Note: Batches that have been submitted and are pending recording or verification can no longer be 

edited or deleted by the submitter.  They may be viewed. 

¶ Pending Verification = accepted, pending final review 

Note: The recording process is not complete and documents are not released to the public record 

until they pass final review/verification. 

¶ Rejected = Batch has been rejected without being recorded and requires you to take further action. 
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ELECTRONIC RECORDING: Active Batches Tab (continued)   

 

 

 

 

 

 

 

 

  

Add a new batch of documents 
associated with this deposit account 
(See next page for additional details) 
 

Use Edit to modify or 

delete an individual 

document within a 

batch. 

Use Delete to delete 

the entire batch 

without recording it.  

Click to refresh the view 

with the most current 

information. Status column: 
(See previous page 
for explanation) 

Estimates are based on the information you 

provide for each document/batch.  Projected 

Balance includes all pending batches and displays 

in red if it is less than the preferred minimum 

that you established for your account.  Numbers 

in (brackets) are below zero. 

View a pending batch 

and its individual 

documents. 


