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Figure 1

CM/ECF
Maintain User Accounts

(for Attorneys/Trustees)

All CM/ECF users will have an account with a user login and password.  Only
court staff with permissions to access the Maintain User Accounts Menu under
Utilities can create new user records.  Non-court users will be given access to
maintain their own account information through Maintain Your ECF Account. 
Using this option, users can update their mailing and e-mail addresses and phone
and fax numbers.  Users can therefore control the accuracy of their own
information in a timely manner.

This module provides functionality for attorneys and trustees to setup or modify:

‚ address information
‚ email information
‚ electronic noticing settings

STEP 1 After clicking on Utilities on the CM/ECF Main Menu bar,
select Maintain Your ECF Account, which is found under the
Your Account category. (See Figure 1.)
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Figure 2

STEP 2 Your user account screen will appear. (See Figure 2.)

‚ On this screen you can update your personal information.  If
you wish to update your email information or select options
regarding how you want to be informed about case activity,
see STEP 3.  When it is correct, click on [Submit] to save the
changes.
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Figure 3

STEP 3 If you click on Email information, your email address screen
will be displayed. (See Figure 3.)

‚ On this screen, you can update your email information and
select options regarding how you want to be informed about
case activity.  When you have entered information as desired,
click on [Return to Account screen].

NOTE: As you are involved in more cases, you can update this
screen whenever you desire.
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Figure 4

STEP 4 Your user account screen will appear again.

‚ When all of your account information is correct, click [Submit]
to save the information.

STEP 5 A list of the cases you are associated with will then appear.
(See Figure 4.)

‚ On this screen, you select the cases which you would like the
updated information to apply to.  If you want just one case,
scroll down to see it, if necessary, and click on it to highlight it. 
If you want several cases, hold down the Control key after
selecting the first one and click on the others, one at a time, to
highlight them.  If you want this new information to apply to all
of the cases, click on ***Update All*** at the top of the list.

‚ When you have all of the desired cases or ***Update All***
highlighted, click [Submit] to apply the new information.

‚ The system will update the records and inform you that they
were updated.  You can then click on another selection in the
CM/ECF Main Menu Bar, including Logout, if desired.
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