NextGen CM/ECF User Guide User Maintenance

USER MAINTENANCE

In NextGen CM/ECF, many of the User Maintenance features found in the Maintain
Your ECF Account menu are updated through PACER. This User Guide will assist you
in completing the following:

Change Your E-Filing Username or PasSWOrd .............uoiiiiieeeririeiiiiiinee e eeeeeeiinineens 2
Update Your Address INfOrMatioN .........cooeeeiiiiiiiiiiiee e e e e e e e e e e eeannnes 3
Update Your E-Filer Email Noticing and FreqUENCY.............euvvvviiiiiiieiiiiiiiieiieeeieeiieeeee 5
Update Your PACER Billing Email AdAreSS ..........oiiiiiiiiiiiiiiiiieee et 7
Update Your Personal INformation............ooioiiiiiiiiiiie e 8
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Change Your E-Filing Username or Password

1.
2.

ablw

8.

Access the PACER website at https://pacer.uscourts.gov.

Click the Manage Your Account box and then on the Manage My Account Login
link.

Click on the Log in to Manage My Account button.

Enter your PACER login (Username) and password.

Select the Login button

atiompls are logped.

Select either Change Username or Change Password under Settings, as shown
below.

Maintenance Payments Usage

Change Username Update PACER Billing Email
Change Password Set PACER Billing Preferences
Set Security Information

Update your New Username (or Password), per the instructions, as shown below.
o Change Username
1. Enter New Username, per the below criteria.
2. Confirm New Username
3. Submit

{ Enter a username thatis atleast8 and no I
more than 40 characters. Valid characters are 3

* Required Information letters, numbers, periods, and underscores.

Hew Username *

NOTE: Periods, underscores, and capital
Confirm New Username * letters are ignored by PACER and CM/ECF.
Example: "PACER Service Center” may be
displayed as “pacersernvicecenter”

Submit Reset Cancel

o Change Password
1. Enter Current Password.
2. Enter New Password, per the below criteria.
3. Confirm New Password.
4. Submit
|

* Required Information

Current Password * I _________ Your password must be between 8to 45
characters long and contain at least one

lowercase letter, one uppercase letter, and one
special character. Pay attention to the

Hew Password * | password strength meter
Confirm New Password * MOTE: It cannot contain any parts of your First
MName, LastName, Username or Email
address.
Submit Reset | |\

Follow the prompts to complete the change.
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Update Your Address Information

This procedure instructs you on how to update your address through PACER and
apply those updates to all cases in one or more of the NextGen courts in which you
are registered.

1. Choose one of the paths (a. through PACER website) or (b. through Utilities on
the CM/ECF Menu Bar) to update your Address Information
a. Access the PACER website at https://pacer.uscourts.gov.
1. Click the Manage Your Account link and then on the Manage My
Account Login link.
2. Click on the Log in to Manage My Account button.
3. Enter your PACER login (Username) and password.
o Select the Login button.

* Required information
Userame *
Password *
Login tear Cance
Heed an sccou word? |

HOTICE: This
ronibited

[
atlempts are logged.

b. Select Utilities on the CM/ECF Menu Bar
CM ECF Bankruptcy » Adversary~ Query Reports ~ Iutilities-I Search Help Log Out
1. Select Maintain Your ECF Account

[Utilities

Maintain Your ECF Account

View Your Transaction Log
Internet Payment History
Internet Payments Due

PACER Information
View PACER Account

2. Select the Edit my name and address information link

Edit mv name and address information

3. You will be redirected to Manage My Account.
o Reenter your PACER password and select Login

MANAGE MY ACCOUNT

fine payment, or to

prohibited and subject
attempts are logged

2. Select Maintenance, as shown below.
Settings Payments Usage

Change Usermame Update PACER Billing Email

Set PACER Billing Preferences

3. Select the Update Address Information link, as shown below.
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| Sefings | Maintenance | Payments | licage

Update Personal Information Attorney Admissions / E-File Reaistration
Update Address Information Non-Attorney E-File Registration

Update E-Filer Email Noticing and Frequen Check E-File Status

Display Registered Courls E-File Registration/Maintenance Histol

4. Update your address.
a. Enter reason for update.
b. Check box if this address update applies to the entire firm.
c. Inthe Apply update to box, select: All Cases.

sasEm—

In the first section below, you may update your address information on file 2l the PACER: Senvice Center for billng
purposes. Then you may apply those updales to open, closed. or all cases In one or more courts in which you are

registered

Addross * 325 West F Sueet
Room/Suite
City * San Diego
State * Calfomia

County * SaNDIEGO
ZpPostal Code * 92101
Country * United Statss of America
Primary Phone * 619-557-5620
Aliernate Ph
Text PRone
Fax Numbe:

Reason for update |

Apply update to Al Case

WOTE: The court has the final determination re:
‘which casels the address update will be applied to.

5. Apply Updates to Selected Courts.
PACER Billing
[v] 1 Division @ Avenue North
Grand Rapids, M| 49503
Phone: 616-456-2693
U.S. Bankruptcy Courts
Michigan Western Bankruptey Court
[«] 1Division & Avenue Naorth
Grand Rapids, M1, 49503

Phone: 6164562693

6. Select the Submit button after updating your information.

Reset Cancel

7. Click the Close button

Update Address Information

Your PACER address information has been successfully changed! Your address
change has heen sent to the selected courts for review and processing. Please note
that this process may not be immediate, and there is a possibility that the court may
not accept your change.

Close

a. Note: Naotification of this update will automatically be sent to MIWB.
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Update Your E-Filer Email Noticing and Frequency

To updated your PACER billing email address, access the Update PACER Billing
Email procedure.

1. Choose one of the paths (a. through PACER website) or (b. through Utilities on
the CM/ECF Menu Bar) to update your E-Filer Email information. Note: Updating
your Secondary email information must be done through Utilities on the CM/ECF
Menu Bar.

a. Access the PACER website at https://pacer.uscourts.gov (This path allows
you to only update your Primary email address.)
1. Click on the Manage Your Account box and then click on the Manage
My Account Login link.
2. Click on the Log in to Manage My Account button.
3. Enter your PACER login (Username) and password.
o Select the Login button.
\ |

Meed an Account? | Forgot Your Passward? | Forgot Username?

NOTICE: This is a restricted government website for official PACER use only. Unauthorized entry is
prohibited and subject to prosecution under Title 18 of the U.S. Code. All activities and access
attempts are logged.

b. Select Utilities on the CM/ECF Menu Bar (This path allows you to update your
Primary and your Secondary email address.)
CM ECF Bankruptcy » Adversary~ Query Reports I Utilitiesi Search Help LogOut

1. Select Maintain Your ECF Account
Utilities

CAUECE A i
i Maintain Your ECF Accmmtl
1ew Your lransaction Log

Internet Payment History
Internet Payments Due

PACER Information
View PACER Account

2. Select the Email information button

| Email information... || More user information... |

e To add, update, or delete secondary email address, add
address in the secondary email address field.

e Re-enter it in the second box to the right.

o Specify: “Send notices for both the Adversary Case and related
Bankruptcy case” or “Send Notices for only the Adversary Case
and not for the related Bankruptcy case.”

e Specify: “Send a notice for each filing” or “Send a Daily
Summary Report.”

e Select “Return to Account screen” button.

e Select Submit.
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o Select Next.
3. Select the Update my primary email address link.

Update mv primary email address

4. Ylau will be redirected to Manage My Account.
a. Reenter your PACER password and select Login

MANAGE MY ACCOUNT

2. Select Maintenance, as shown below.

Change Username Update PACER Billing Email
Change Password Set PACER Billing Preferences
Set Security Information

3. Select the Update E-Filer Email Noticing and Frequency link, as shown below.

Settings Maintenance Payments Usage

Update Personal Information Attorne J E-File Reqistration
Update Address Information MNon-Attorney E-File Reqistration

| Update E-Filer Email Noticing and Frequen | ‘ Check E-File Status
Display Registered Courts E-File i History

4. Follow the instructions in the below box to update your information.

o Select the Submit button after updating your information.
5. Select the Close button. )

note that this process maytake some time, andthere is a possibiliy that the court may not accept your
change

‘ Close

Note: Notification of this update will automatically be sent to MIWB.
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Update Your PACER Billing Email Address

To update your ECF Filer's email information to receive Notices of Electronic Filings,
access the Update E-Filer Email Noticing and Frequency procedure.

1. Access the PACER website at https://pacer.uscourts.gov.
2. Click the Manage Your Account box and then click on the Manage My Account
Login link
3. Click on the Log in to Manage My Account button.
4. Enter your PACER login (Username) and password.
o Select the Login button.

Ieed an Account? | Forgot Your Passwerd? | Forgot Usemame?

NOTICE: This Is a restricted government website for official PACER use only. Unauthorized entry is
prohibited and subject to prosecution under Title 18 of the U.S. Code. All activities and access
attempts are logged.

5. Select the Update PACER Billing Email link under Settings, as shown below.
Maintenance | Payments | Usage

Change Usemame Update PACER Billing Email
Change Password Set PACER Billing Preferences

Set Security Information

6. Enter your new email address in the Email box.
o Re-enter your new email address in the Confirm Email box
o You may enter additional email addresses where you would like to receive
your billing notice in the Billing Notice Emails section.
o Select the Submit button after updating your information.

Confirm Email *

NestFype INDMVIDUAL

Billing Notice Emails

(0] o cancel
7. Select the Close button.

casshily chasged
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Update Your Personal Information

1. Choose one of the paths (a. through PACER website) or (b. through Utilities on
the CM/ECF Menu Bar) to update your Address Information.
a. Access the PACER website at https://pacer.uscourts.gov.
1. Click the Manage Your Account box and then click on the Manage My
Account Login link
2. Click on the Log in to Manage My Account button.
3. Enter your PACER login (Username) and password.

o Select the Login button.
1 )

* Required Information

Password *

NOTICE: This is a restricted
prohibited and subject to pr
attempis are logged.

b. Select Utilities on the CM/ECF Menu Bar
CM ECF Bankruptcy - Adversary~ Query Reports Search Help Log Out

1. Select Maintain Your ECF Account
Utilities

nment website for official PACER use only. Unauthorized entry is
tion under Title 1 of the U.S. Code. All activities and access

i M/ECKE Accoun
View Your lransaction Log
Internet Payment History
Internet Payments Due

PACER Information
View PACER Account

2. Select the Edit my name and address information link

Edit mv name and address information

3. You will be redirected to Manage My Account.
o Reenter your PACER password and select Login

MANAGE MY ACCOUNT

Enter yo
perform

ersonal information, register to e-file, make an online payment, or to

* Required Information

Username * Attomneys
e B :‘
T el

Not Attorney6? Click here 10 login as a different user

MNeed an Account? | Forgot Your Password? | Forgot Username?

NOTICE: This s a restricted govermment website for official PACER use only. Unauthorized entry is
prohibited and subject to prosecution under Title 18 of the U.S. Code. All activities and access
attempts are logged

2. Select Maintenance, as shown below.

Update PACER Bl
Set PACER Billing.
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3. Select the Update Personal Information link, as shown below.

T T T I

te E-Filer Email Noticin requen heck E-Fil
Display Reaistered Courts: E-File Registration/Maintenance Histor

4. Update your personal information and select the Submit button.

Update your personal information with the PACER Service Center Any changes you make here will be sentto the
CoUrt(s) in which you are registered

“Required Information

Prefix W, T
First Hame * ‘Filer Name

Middle Name

Last Hame * 'Filer Last Name
Generation SelectGeneration  ~
Sufi seleatsume -

5. Click the Close button.

A Your personal information has been successfully changed!

Close

User Maintenance

Note: Notification of this update will automatically be sent to the NextGen Courts

in which you are registered.
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