TNMB CSO ADMINISTRATION GUIDE: PUBLIC USERS

NextGen CM/ECF:
Update Name/Address/E-Mail

Name, address and e-mail update requests for public users should be submitted
through PACER. The Court reviews the requests and processes them. You will
receive an email when your request has been completed by the Court.

The following steps outline the procedure:

1. Go to www.pacer.gov

2. SELECT Log in to... in the upper right corner

=] | og in fo...

3. SELECT Manage PACER Account

=] Log in to the federal Judiciary's electronic public access services, Close X
PACER Case Locator PACER Login Manage PACER Account
4. ENTER PACER username and password and SELECT Login

%) Login

* Required Information

Username *

Password *
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5. SELECT Maintenance tab

Maintenance Payments Usage
Change Username Update PACER Billing Email
Change Password Set PACER Billing Preferences

Set Security Information

6. SELECT the appropriate link:

Settings Payments Usage

Update Personal Information Attorney Admissions / E-File Registration
Update Address Information MNon-Attorney E-File Registration

Update E-File Email Moticing and Frequency Check E-File Status

Display Registered Courts E-File Registration/Maintenance History

Update Personal Information> Update Name, Prefix, and Suffix

Update Address Information> Update Firm Name, Address and Phone
Numbers

0 CLICK appropriate box to “Apply Updates to Selected Courts”

e Update E-Filer Email Noticing and Frequency > Update email
address, delivery method and formatting options

7. Users should expect to see their request approved, or a response to the
request, within 24 business hours
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