Change Password/Personal Information

Background

The following procedure will assist you in changing your CM/ECF login and password
as well as any personal information such as address and phone number.

Procedure

Once you have logged into CM/ECF:

Step Screen
1. GO tO Maintain YOUr Criminal ~ Reports ~ Utilities ~ Search Logout
ACCOU nt Your Account ECF Lagin

Miscellaneous: Maintain Your Accoynt
Change Cliaanﬁi:b
Change Your PACER Login
Review Billing History
Show PACER Account

2. From this screen you
can change any of the
shown fields...

Maintain User Account

Last name attyss

Middle name
Gender

Title

Bar number

Prisoner id

Civil ~ Criminat Query Reports” Utilities~ Search Logout

First name
Generation

ATY Type All v

Type aty
| Add Headers to PDF Documents

Office SS (Attorney Account)

Unit
Address 1
Address 2
Address 3

City

Country

Phone

Initials DOB

Email information...

Submit Clear

State Zip
County v
Fax
End date

More user information...

Southern District of Ohio
Revised on November 23, 2015

Change Password/Personal Information
Page 1




Step

Screen

The Email information
button will allow you to
create, update and
maintain primary and
secondary emails
accounts as well as
requesting email
notification on all
cases in which you
would like to receive
notification. See Setup
Email Notification

Guide for more details.

Criminal ~

Email Information for attyss

Registered e-mail addresses

Query Reports ~ Utilities ~

Search

Logout

Configuration options

Primary e-mail address:
attyss(@youremailprovider.com

Secondary e-mail addresses:
add new e-mail address

Return to Person Information Screen Clear

attyss@ywremailproviderl.corn

Should this e-mail address receive notices? (® Yes No

How should notices be sent to this e-mail address? @ Per Filing ) Summary Report
In what format should notices be sent to this e-mail address? ® HTML ) Text

Should this e-mail address receive general announcement notices from this court? ® Yes () No

Case-specific options

Add additional cases for noticing

These cases will send notice per filing. (default method)
2:95-cr-00044-GCS-NMK-41 USA v. Williams (Closed on 04/29/1996) (interest)

The More user
information button will
allow you to change
your login and
password.

Criminal ~

More User Information for attyss

Login attyss

Query

Reports ~ Utilities ~ Search Logout

Last login 09-01-2015 12:16

Password #Hssssoson e

minimum 8; upper- & lower-case lerters; include digit or special character

Registered Y
Internet Credit Card Y
Default Printer
Additional Printers
Groups Attorney

Return to Account screen Clear

Current login 09-02-2015 12:16

Create date 10/13/2006
Update date 08/02/2013

Once you are finished
making your changes,
Click on the Submit
button on the Maintain
User Account Screen

Criminat

Query Reports- Utilities~ Search Logout

Maintain User Account

Last name attyss
Middle name

Gender v
Title
Bar number
Prisoner id
Office
Unit
Address 1
Address 2
Address 3

SS (Attorney Account)

City
Country
Phone
Initials DOB
Email information...

Submit Clear

First name
Generation

ATY Type All v

Type aty
v Add Headers to PDF Documents

State Zip
County v
Fax

End date

More user information...
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Step

Screen

6. 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

Case specific fields were not altered.

Click submit to continue with update of person.

[ Submit:| [ Clear |

You will receive a
screen showing that
the update was
successful.

Updating person record...
Update Person Prid: 1056189

The update was successful.... prid 1056189 - attyss

Updating user record
The user update was successful

The update was successful....
No e-mail edit requested.

User edit complete
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