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Set Up E-Mail Notification 
Background 

The following procedure will assist you in creating, updating and maintaining primary 
and secondary e-mail accounts as well as requesting e-mail notification on cases in 
which are not involved but would like to receive notification. 

Procedure 
Once you have logged into CM/ECF, you can add and remove cases and/or email 
addresses as follows: 

Step Screen 

1. Go to Maintain Your 
Account 

 
2. Click on the Email 

Information button 

 
3. Click on the link under 

Primary e-mail 
address to enter or 
edit e-mail 
configuration 
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Step Screen 

4. The top right portion 
shows the 
configuration options 
available for this email 
account 

 
5. Case specific options 

can be added from the 
lower right portion 

 
6. To select a case to 

follow, first enter the 
case number and click 
the Find This Case 
button. 
 
 
Second, click on Add 
case(s) button. 
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Step Screen 

7. The system will display 
the list of cases in 
which you will receive 
notification. 
 
If you no longer wish 
to receive notification, 
highlight the case and 
click on the Remove 
selected cases button. 

 
8. To add a secondary e-

mail address, click on 
the add new e-mail 
address on the left. 
 
From here, configuring 
the account and 
following cases is the 
same as described in 
Steps 4 through 7.  

9. To delete any email 
address, click on the 
link and then delete 
the email address. 

 

10. Once you are finished, 
click on the Return to 
Person Information 
Screen button.  

 



Southern District of Ohio  Set Up E-Mail Notification 
Revised on December 22, 2015  Page 4 

Step Screen 

11. Click on the Submit 
button on the Maintain 
User Account Screen  

 
12. You will receive a 

caution as to how the 
modifications can 
affect cases to which 
you are allowed to 
have access. Review 
the screen and then 
Click on Submit. 

 

13. You will receive a 
screen showing that 
the update was 
successful, the e-mail 
configuration and the 
cases in which you will 
receive notice. 
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