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Maintaining Your NextGen CM/ECF Account 
NextGen CM/ECF account information is managed in your PACER account.  It is the attorney’s 
responsibility to keep name and address information up to date for compliance with LRCiv 83.3(d).  A 
separate notice must be filed in each active case within fourteen (14) days before the effective date of 
the change. 

Navigate to www.pacer.uscourts.gov and log into PACER. 

Click the links below for detailed information on maintaining your contact information: 

 Name Change 
 Update Mailing Address 
 Update Primary E-mail Address 
 Update Secondary E-mail Address 

 

Name Change 

Step Screen 

 From the PACER Maintenance 
tab, select Update Personal 
Information. 

 

 Edit applicable fields and click 
Submit. 

 

 Note: First and Last Name are 
required fields. 

 

 Your updated information will be 
sent to the court(s) in which you 
are registered. 

  

 

 Confirmation screen displayed. 
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Update Your Mailing Address 
 

Step Screen 

 From the PACER 
Maintenance tab, select 
Update Address 
Information. 

 

 Edit the applicable fields to 
update your address 
information. 

 

 Enter a Reason for Update. 

 

 Select the cases you would 
like to apply the updated 
information.  It is 
recommended that changes 
are applied to Open Cases. 

 

 Note: The court makes the 
final determination regarding 
which cases(s) an address 
update is applied to.  
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Step Screen 

 Check mark the court(s) you 
would like to apply the 
updates and click Submit. 

 

 Confirmation screens vary 
based on selections made. 
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Update Primary Email Address 
 

Step Screen 

 From the PACER 
Maintenance tab, select 
Update E-Filer Email 
Noticing and Frequency. 

 

 Apply changes to the 
selected court(s). 

 

 Check mark Arizona District 
Court. 

 

 Enter the Primary Email 
Address, Frequency, and 
Email Format. 

 

 When accurate, click Submit. 

 

 Confirmation screen 
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Update Secondary Email Address 
 
Secondary e-mail addresses are updated in the CM/ECF Utilities menu for each court.  While logged 
into PACER, select the Arizona District Court from your list of registered courts.    

Step Screen 

 From the District of Arizona’s 
Case Management / 
Electronic Case Filing home 
page. (Skip to Select the 
DISTRICT OF ARIZONA 
step). 

OR 

 From the PACER 
Maintenance tab, select 
Display Registered Courts. 

 

 

https://ecf.azd.uscourts.gov 

 

 

OR 

 

 

 Select “Display Registered 
Courts” 

 

 Select the DISTRICT OF 
ARIZONA – Document 
Filing Link. 

 

 Select the CM/ECF Utilities 
menu. 
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Step Screen 

 Select Maintain Your Email. 

 

 Under Secondary Email 
Addresses, select Add new 
E-mail Address. 

 

 Enter email address in the 
field under Configuration 
Options. 

 

 Note: To remove a 
secondary email address, 
click the applicable address 
and remove it from the 
Configuration Options field 
and click Submit All 
Changes. 

 

 When adding a secondary e-
mail address, adjust the 
Configuration Options per 
user preference. 

 

 Default settings are displayed 
and can remain as set. 

 

 When accurate, select 
Submit All Changes. 

 
 


