United States District Court for The District of Maryland
CM/ECF Quick TipsFor Attorney Users

Step By Step Instructions On
How To Change Your Addressand Contact I nformation

Locad Rule 102.1.b.ii. requires attorneys to promptly notify the Clerk of any change of address,
including e-mail address, irrespective of any changes noted on a pleading or other document. To
change your address and/or contact information follow the steps below:

G Y ou must be aregistered user of the U.S. Didtrict Court’'s CM/ECF System to access your
address and contact information. Log into the CM/ECF system.

G Click on Utilities on the upper right hand side of the screen.

G Click on Maintain Y our Account.

G The following screen opens.

Hiizucadl Inhizued Fiqdina

Lartirasnc | Firl iuuinc |
Midbnane[ Gerematon |
[ | I arcrae[ 5]
e[ “Lpe el
st mrlhnrrl—
[ CeeT|
rnee [
|
adetrean 1
LR
Jublrear I
l:'lrg.'l— Hnrll_ T Ii
r-l'.l.lll.nl— l:\.-unmlij
P1n.-|n.'| F'n'i
Indtiale [H] Al et lnddare
Cind velaurd: | j Criminnd welawbe | j
M anmm Ii Snnm Iﬁ
Crox i ~ahioc, | [ T I
ETE ﬂ
& T




G Enter your address using only letters and numbers. Use standard postd codes. Abbreviate
dreet suffixes. Spell out numberslessthan 10. Do not use any punctuation marks or symbols.

G Always enter 1 in front of your phone and fax numbers.

An example of a correct addressand how it should betyped is shown below:

Office Fed:

Address 1 Fidd:

Address 2 Fidd:

City Feld:
State Field:
Country:
County:

Zip FHed:
Phone Field:

Fax Fdd:

John M Doe PA

The Garrison Bldg

200 E Judicia Ave Ste 123
Bdtimore

MD

USA

21202-0001
14105559999

14105552345

G Do not provide or change any information in the remaining fidds. If your name has changed
you must contact an Attorney Admissions Specidigt.

G If your e-mail address has changed, click on Email Information Make changes as you wish.
NOTE: No more than 2 additional e-mail addresses should be added. You arelimitedto a

total of 3 e-mail addresses per account.

G Click on Return to Account Screen.

G Click on Submit. Y ou must do this so that any changes you have made are uploaded into the
system. If this step is not done, the system will default to your old information.

G The system searches for existing Attorney Records, then prompts you to select the casesto be
updated. Click on Update All, then Submit, so that &l cases to which you are linked will be

updated.
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