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How to Order Your E-Certify Document 
 
Go to www.pascoclerk.com and click on E-SERVICES then E-
Certify Documents. 

  . 

 
Next click the Order E-Certify button. 
 

 
 
The Terms of Service page will open. Use the drop-down box to select Pasco County Clerk 
and Comptroller. Check the box to agree to the terms and conditions. Click CONTINUE 
SEARCHING.  

 

http://www.pascoclerk.com/
Kristen McCutcheon
Cross-Out
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Searching for Your Documents 
 
IMPORTANT NOTE: Certain documents not available online can be e-certified by completing 
a Public Records Request or by visiting the Clerk’s office. 
 
Choose Official Records or Court Records by clicking on the appropriate icon. 

 
 

NOTE: You can also verify your E-Certify document here. Please see page 13 for more 
information. 

 
 

Official Records can be searched by Instrument Number, Name, or Book & Page. 
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Instrument Number 
 
Click the Instrument Number icon, enter the instrument number, and select 
SEARCH. 

 
 

The OFFICIAL RECORDS DETAILS page will now open with the image of the document  
 that you have chosen. If this is a document you would like to purchase, click ADD TO CART.

 
 

Name 
 
Click the Name icon, enter the first and last name. Select SEARCH. 
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           The SEARCH RESULT page will populate. Click the PDF symbol to open the document. 
 

                    
 
            

The OFFICIAL RECORDS DETAILS page will now open with the image of the document that                   
you have chosen. If this is a document you would like to purchase, click ADD TO CART. 
 

   
 

        Note: To search through the other documents, click one of the PDF icons at the top of the page. 
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        Book & Page  
 
Click the Book & Page icon, enter the book number, enter the page number and click SEARCH. 

         
 

 
 

The OFFICIAL RECORDS DETAILS page will now open with the image of the document that                   
you have chosen. If this is a document you would like to purchase, click ADD TO CART. 

 
Note: If you would like to view the contents of your cart, click View Cart. 
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Court Records can be searched by Local Case Number or Uniform Case Number. 
 

Local Case Number 
 
Click the Search by Local Case Number icon. Enter the case number. Check 
the CAPTCHA box. Select SEARCH. 

 
 
 
                  Uniform Case Number 

 
Search By Uniform Case Number. Enter the case number. Check the CAPTCHA 
box and select SEARCH. 
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The COURT CASE SEARCH RESULT page will open. Choose the dockets that you would like to 
view by checking the box to the left. A DOCKET IMAGE will appear. Documents that you would like 
e-certified, click ADD TO CART.  

 
 

NOTE: For Court documents a pop-up appears asking if you would like to add items to the cart? 
Click Yes. 
 

 
 
 
        Repeat the above steps for any other Official Record/Court Record documents that are needed.
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Checking Out 
 

When you have found all the documents needed, click on your cart. 

   
 
             

If ready to checkout click PROCEED TO CHECKOUT, click CONTINUE 
SEARCHING to go back to your search. 

 
 

The contact information page will open. Fill in the appropriate information. 
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The pop-up below will appear, click OK to proceed. This will take you to the MyPaymentPortal to 
make your payment. 

 

Enter your contact information and billing address then click Continue. 

               
 
The payment page will appear. Select your method of payment. Enter your payment information 
and click Pay. 
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A page will populate, notifying you that your payment has been accepted. Click return to see 
your document information or wait and a second page will appear giving you the information 
(see below). 
 

   

    
 

NOTE: The certificate and certificate ID can be viewed from this page. 
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Receiving your E-Certify Document 
 

A receipt will be sent to the email provided. 

 
You will receive a second email with an encrypted PDF document attachment or a link, 
depending on the type of E-Certify document you have ordered. 
 

NOTE: Adobe Acrobat Reader will be required to view your documents. 
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You can print your e-certified document as many times as you need, and you can use it the 
same as you would a wet or embossed certified document. 
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Verifying Your Document 
 
Click the Verify E-Certify Documents Here button. 

 
You will be directed to the E-Certify Verification page. 
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Verify E-Certify documents two ways. 
 

1. Enter the unique code given to the E-Certified. Enter the code. Check the 
CAPTCHA box and click Verify. 

 

 
 
 

2. Go to E-Verify By File Upload and choose your file. Click on Upload image.  
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You will receive a Verification Result. 
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