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How to Register a Defense Attorney for a Document Exchange Portal
Account through the Registration Page

Important Notice:

e Only actual attorneys can be set up through the Registration Page on the website.
e Legal Assistants for the attorneys will need to be completed by the Web User

Administrator through the Web User Maintenance page.
See below for the instructions for Defense Attorney’s.

1. Go to www.cjis20.org

2. Click on the left hand pane, Registration button as shown in Fig. A.

Fig. A
_e Criminal Justice Information Systems (CJIS)
% Agency Links 20th Judicial Circuit of Florida

P — : Public Website

£ Contact Us Serving Charlotte, Collier, Glades, Hendry, and Lee Counties

[ Registration Thursday, 12 September 2019, 01:03:06 PM 5 Espariol / Spanish Welcome Guest!

=) Login

Registration

Please select your agency type:
- Please Select -

Disclaimer

This publication is the property of the Twentieth Judicial Circuit of Florida. The information contained in this database is not the official
court record and is not intended as an official notification of any pending court action. The Twentieth Judicial Circuit shall not be liable
for any errors or delays in the content, or for any actions taken in reliance thereon. Individuals will be required to have their own
account and account sharing is prohibited. Passwords expire after 90 days, at which point a different password must be provided. User
who have access to the Document Exchange Portal will have the ability to retrieve documents for 30 days from the sent date. We
recommend that users not solely rely on email notifications regarding new documents that are awaiting pick up.

By clicking the ‘Accept’ check box below, you acknowledge that you understand and accept the terms listed above in the disclaimer.

[ ]Accept
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How to Register a Defense Attorney for a Document Exchange Portal

Account through the Registration Page
3. Look in the Agency Section of the page and click on the dropdown menu:

a. Choose Law Office
4. Checkmark the application(s) that you would like to request
a. Document Exchange Portal and the agency/agencies you would like to
exchange data with:
i. Document Exchange with Court Administration
ii. Document Exchange with State Attorney
iii. Asshown in Fig. B.
Fig. B

# Home T Public Website

9% Agency Links

Serving Charlotte, Collier, Glades, Hendry, and Lee Counties

¢ About Us
Thursday, 12 September 2019, 01:09:14 PM 5 Espariol / Spanish Welcome Guest!
B4 Contact Us
-
Registration

=+ Login

Agency

Please select your agency type:

Please select which application(s) you are requesting:

Law Office

D Document Exchange with Court Administration @
l:‘ Document Exchange with State Attorney @

Disclaimer.

This publication is the property of the Twentieth Judicial Circuit of Florida. The information contained in this database is not the official
court record and is not intended as an official notification of any pending court action. The Twentieth Judicial Circuit shall not be liable
for any errors or delays in the content, or for any actions taken in reliance thereon. Individuals will be required to have their own
account and account sharing is prohibited. Passwords expire after 90 days. at which point a different password must be provided. User
who have access to the Document Exchange Portal will have the ability to retrieve documents for 30 days from the sent date. We
recommend that users not solely rely on email notifications regarding new documents that are awaiting pick up.

By clicking the ‘Accept’ check box below, you acknowledge that you understand and accept the terms listed above in the disclaimer.

[ ]accept
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Account through the Registration Page
5. Scroll down to the Disclaimer section

a.
b.

C.

Fig. C

Read the information.

If you agree, check mark the “Accept” as shown in Fig. C.

If you do not agree, you can close the web application.

Disclaimer

This publication is the property of the Twentieth Judicial Circuit of Florida. The information contained in this database is not the official
court record and is not intended as an official notification of any pending court action. The Twentieth Judicial Circuit shall not be liable

for any errors or delays in the content, or for any actions taken in reliance thereon. Individuals will be required to have their own
account and account sharing is prohibited. Passwords expire after 90 days, at which point a different password must be provided. User
who have access to the Document Exchange Portal will have the ability to retrieve documents for 30 days from the sent date. We

recommend that users not solely rely on email notifications regarding new documents that are awaiting pick up.

By clicking the ‘Accept’ check box below, you acknowledge that you understand and accept the terms listed above in the disclaimer.

d.

| ] Accept

Click Continue

6. Enter the following information:

a.

b.

The User’s Primary Email Address (which will be their User Name)

Secondary Email Address (if applicable)
Name of the Law Firm

Their Bar Number

First name

Middle Name (if applicable)

Last name

Suffix (if applicable)

Business Street Address

City

State

Zip code

. Office Phone Number

Edited:

September
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Account through the Registration Page
Cell Phone Number (if applicable)

>

o

Continue, as shown in Fig. D.

Fig. D

— —
—_— — —_—
Menu
# Home - -
Registration
9% Agency Links
5> About Us Previous
B3 Contact Us
=+ Login R .
Please enter your contact information. Note that your email address will also be your user name.
Primary Email Address/User Name: * Required * Street Address: * Required *
Secondary Email Address: Street Address 2:
Name of Law Firm: * Required * City: * Required *
@ Bar Number: * Required * State: * Required *
First Name: * Required * Zip: * Required *
Middle Name: Office Phone Number: * Required *
LD
Last Name: * Required * Cell Phone Number:
LD
suffix:
Previous

Website developed and maintained by CJIS, 20th Judicial Circuit of Florida. © 2016-2019, All Rights Reserved.

7. Read the Memorandum of Understanding (MOU)
a. Ifyou agree to those terms click Approve
b. Continue, as shown in Fig. E.

Fig. E.

By checking this box, | expressly agree to this Memorandum of Understanding with the State Attorney's Office; it is my intent to
affix my signature electronically as authorized by Florida Law.

l:l Approve

Previous

c. Ifyou do not agree, close the web page.
i. The MOU must be agreed to in order for Registration to be completed
and in order to utilize the DEP

d. Ifthereis a second organization then repeat step 7
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8. Review the data for accuracy

a. Ifitis correct, Click Submit
9. Ifit has an error, Click Previous until you reach the data entry page and correct the
error
a. Repeatsteps 6a—8

10. The screen will then let you know that your submission was successful, as shown in

Fig. F.

Fig. F.

Registration

Submit for Account

Successful submission for an account! If you do not receive a confirmation email response within 24 hours contact

CjisWebHelp@ca.cjis20.org for assistance.

You may view and print your signed MOU(s) using the following link(s):

View Court Administration MOU for Document Exchange
View State Attorney MOU for Document Exchange

11. If you need a copy of the MOU you signed for each agency you can click on the
hyperlink and it will bring up the document with your electronic signature with the
data and time.

a. You may save the document or print it out for your records
12. You will then receive an email thanking you for registering with the 20t Judicial

Circuit, as shown in Fig. G.
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Fig. G.

originairecipient st | N N DD

AR

20th Judicial Circult Web Access

ST

Z—Iel!o-

Thank you for registering with the 20th Judicial Cireuit. You must confirm your email address with the link below before registration can continue.

Flease click the hyperlink or copy and paste the following email confimmation link inte your browsers address bar:

To download a copy of your signed MOU(s), please copy and paste the following email confirmation link(s) info your browser's address bar:

Cout Adminitration MOU for Document Bxchange Portc: NN
State Attomey MOU for Document Exchange Porto: IS

This link will expire on 07/20/201% af 11:31 AM. If you did not make this request, please contact us af ClisWebHelp@ca.cis0.on

. s ST

20th Judicial Circuit
CJI5 Web Team
1700 Monroe 51
Fort Myers, FL 33901

cis2).local/londingPage

a. Click the hyperlink as directed in the email
i. If youdo not, the registration request will not forward to the
agencies to process
b. The user will then be directed to a Confirmation Successful page, as shown in

Fig. H.

Fig. H.

Email Confirmation

Confirmation Successful

E-mail address validation for your web account was completed successfully. Your request will be processed within 7 business days.
You will receive individual e-mails from each of the requested court agencies informing you when they approve or deny your
request.

13. Your account will be sent to the agency/agencies you chose to share data with via

the MOU(s) to approve or deny.
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14. Once you are approved, you will receive an email listing all of the access you have

been granted similar to what is shown in Fig. I.
Fig. |

Original recipicnt list: I
On 09/11/2019 vou registered for access to one or more of the 20th Judicial Circuit web applications.

You have been approved for the following role(s) from the State Attorney's Office (SA):

+ Document Exchange Portal Download from State Attorney's Office
s+ Document Exchange Portal Upload to State Attorney's Office

If this 13 a new account yvou should have recerved another email to set your password and finalize account setup.

Here is the link to log in to the website: hitps://iest.cjis20.org LandingPage/AccountLogin aspx

15. If you are denied access, it will give you a reason as to why, as shown in Fig. J.
Fig. J

Original recipient list: [N

On 09/13/2019 you registered for access to one or more of the 20th Judicial Circuit web applications.
Court Administrator's Office has demied access due to; "Does not need Access”

You may receive another email from the other agencies for websites you requested access to.
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