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What is e-Recording?

Electronically submitting and processing 

documents for recording in the Clerk’s 

Official Records that would otherwise be 

manually delivered by mail, overnight 

service, or courier.
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Why e-Record?

SAVE MONEY

Delivery (Postage/Courier/Fuel), Envelopes, etc.

SAVE TIME

Documents recorded in minutes not days (reduce gap 
time), Faster Rejection/Re-submission cycle

INSTANT ACCESS 

to recorded images & receipts through your Business 
Portal account
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Secure

Document

Transit

Originals never 

leave your 

possession.

Eliminate lost, 

delayed, or 

damaged 

documents.
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How much does e-Recording cost?

The Clerk does not charge a fee for submitting 

documents for e-Recording.  Statutory recording 

fees do apply (the same as paper documents).

If you participate in Electronic Funds Transfers, 

there is a bank imposed processing fee, currently 

$0.26, per transfer (not per document).
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Where to Access eRecording
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Business Portal

E-Recording

Manage Funds: ACH/EFT Deposit

Account Overview

Edit Account Information

Add/Edit User Logins

View Account History

Manage Funds: Withdrawal

Logout

Additional Help

Questions & Answers
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eRecording Begins with Preparation: SIGNUP
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System Requirements

Internet

Browser:

Microsoft Internet Explorer version 10.x or Google Chrome are recommended 

for use with the Business Portal.  These browsers have been tested and 

provide full functionality.  You may use other browsers at your discretion; 

however, they may restrict certain functions such as uploading multiple images 

at once, or saving changes to your settings.

 

eRecording Begins with Preparation
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 Images must be scanned and saved prior to attaching them to your batch.

 All images must be scanned at their original size.  Do not scan legal documents as “letter 

size”.

 Images must be scanned as: Black and White, Single Page, 300 dpi compressed TIFF files.

Scanners are different.  You must be familiar with your own equipment; however, all scanner software 

should allow you to scan and save the resulting images as single pages with automatically 

incremented page numbers.  

 Ensure that each image is clear, legible, and complete.  

Check that images are straight and that no portion of an electronic image is “cut-off” or cropped when 

compared to the original paper document.  Confirm that 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.

eRecording Begins with Preparation
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Login

Business

Portal

10



Step 1:
Add Batch

Electronic 

Recording

11



Step 1:
Add Batch

Batch Name 

Electronic 

Recording
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Step 2:
Add Document

Upload Images

Electronic 

Recording
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Step 2:
Add Document

Party Names

Electronic 

Recording

3
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Step 2:
Add Document

Document 

Type & Fees

Electronic 

Recording
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Step 2:
Add Document

Save

Electronic 

Recording
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Step 2:
Add Document

Add More?

Electronic 

Recording
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Step 3:
Ensure 

Sufficient

Balance

• Electronic 

Recording

Electronic 

Recording
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Step 3:
Ensure 

Sufficient 

Balance

• Accounts

• Manage Funds

Electronic 

Recording
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Step 3:
Ensure 

Sufficient 

Balance

• Amount to Deposit

• Submit

Electronic 

Recording

$0.26
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Step 3:
Ensure 

Sufficient 

Balance

• Confirm

Electronic 

Recording

$0.26

$0.26

$13,100.26

$13,100.00
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Step 3:
Ensure 

Sufficient 

Balance

• Confirmation & 

Receipt

Electronic 

Recording
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Step 4:
Submit Batch

• Electronic 

Recording

• Edit (batch)

Electronic 

Recording
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Step 4:
Submit Batch

• Submit

Electronic 

Recording
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Step 5:
Monitor Status

Electronic 

Recording
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Batch Status

Blank = not yet submitted (your work in progress)

Pending Recording = submitted but not yet accepted

Pending Verification = accepted, pending final review

Rejected = Batch has been rejected without being recorded

and requires you to take further action.

IMPORTANT: 

Once submitted, batches cannot be edited or deleted by the submitter.  

Rejected batches may be edited and resubmitted or deleted by the submitter.
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Step 5:
Monitor Status

• Blank

• Pending Record

• Pending Verification

• Rejected

Electronic 

Recording
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Step 5:
Monitor Status

• History Tab

• Receipt Image

Electronic 

Recording
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Step 5:
Monitor Status

• Recording History

• Select Month/Year

• Document Image

• Receipt Image

Electronic 

Recording
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Business Portal
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E-Recording

Manage Funds: ACH/EFT Deposit

Account Overview

Edit Account Information

Add/Edit User Logins

View Account History

Manage Funds: Withdrawal

Logout

Additional Help

Questions & Answers









Home

Screen

Account

Overview

Business

Portal
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Business Portal
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E-Recording

Manage Funds: ACH/EFT Deposit

Account Overview

Edit Account Information

Add/Edit User Logins

View Account History

Manage Funds: Withdrawal

Logout

Additional Help

Questions & Answers











Accounts

Business

Portal
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Accounts

Edit

Account

Information

Business

Portal
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Accounts

Edit

Account

Information

Business

Portal
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Accounts

Edit

Account

Information

Business

Portal
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Business Portal
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E-Recording

Manage Funds: ACH/EFT Deposit

Account Overview

Edit Account Information

Add/Edit User Logins

View Account History

Manage Funds: Withdrawal

Logout

Additional Help

Questions & Answers













Accounts

Add/Edit 

User

Business

Portal
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Accounts

Add/Edit

User

Business

Portal
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Accounts

Add/Edit

User

Business

Portal
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Accounts

Add/Edit

User

Business

Portal
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Business Portal
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E-Recording

Manage Funds: ACH/EFT Deposit

Account Overview

Edit Account Information

Add/Edit User Logins

View Account History

Manage Funds: Withdrawal

Logout

Additional Help

Questions & Answers















Accounts

Business

Portal
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Accounts:

View

History

Click to view 

individual

receipts

Business

Portal
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Business Portal
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E-Recording

Manage Funds: ACH/EFT Deposit

Account Overview

Edit Account Information

Add/Edit User Logins

View Account History

Manage Funds: Withdrawal

Logout

Additional Help

Questions & Answers

















Accounts

Manage 

Funds

Business

Portal
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Accounts

Manage 

Funds

Business

Portal

$0.26

0  
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Accounts

Manage 

Funds

Business

Portal

0  
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$0.26



Business Portal
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E-Recording

Manage Funds: ACH/EFT Deposit

Account Overview

Edit Account Information

Add/Edit User Logins

View Account History

Manage Funds: Withdrawal

Logout

Additional Help

Questions & Answers























Business

Portal

Logout
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Where to Find Help 
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Financial Questions:

Acctinghelp@CollierClerk.com 

(239) 252-2734

Recording Questions:

RecordingHelp@CollierClerk.com

(239) 252-7242

Technical Support:

Your Company Support Contact(s)

Helpdesk@CollierClerk.com

(239) 252-8368

Where to Find Help 
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Common Questions & Answers

Q) I have an existing Deposit Account do I need to sign the new Account Agreement?

A) YES – ALL ACCOUNTS MUST HAVE A NEW AGREEMENT ON FILE

Q) I’m logged into the Business Portal and some of the functions don’t work?

A) CHECK YOUR INTERNET BROWSER: INTERNET EXPLORER 10.x OR GOOGLE CHROME

Q) Title company regulations prohibit me from paying in advance from my escrow 

account. How does this work with Electronic Funds Transfers?

A) ELECTRONIC FUNDS TRANSFERS ARE EQUIVALENT TO A PAPER CHECK

Q) Where do I obtain sign-up forms?

A) WWW.COLLIERCLERK.COM (Clerk to the Board – Finance)
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Thank You
COLLIER CLERK OF COURTS

AUGUST 22, 2013


