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This tutorial will walk you through the features of “Maintain Your Account”.

1. Log in to ECF using the ECF username and password.

2. Click on the “Utilities” option.

3. Click on the “Maintain Your Account” option.
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4. Click on the “Email information” button.

5. Click on the “Add New E-mail Address” button.
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6. In the top half of the screen, type the primary e-mail address and answer the questions below the
address regarding the following:

- whether or not the e-mail address should receive notices;
- the delivery method;
- HTML, or text format;
- whether or not the e-mail address should receive general announcements from the Court;

7. In the box located in the bottom half of the screen, list any case for which you would like to receive a
NEF, but are not counsel of record.  Enter “Find This Case” and “Add Case(s)”.
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8. Add additional staff members who should also receive the NEF’s in your cases by selecting “Add New
E-mail Address” under the section for “Secondary E-mail Addresses”.  Complete steps 6 and 7 above
for each of these e-mail addresses.

9. Once the information is entered, click on the “Return to Person Information Screen”.



Effective 11/09

10. Click on the “Submit” button.

11. Click on the “Submit” button again.
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12. This final screen will confirm that the changes made have been accepted.


