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Introduction

All filings in the District of South Carolina are filed electronically. Filing users

receive email notifications related to filings, as well as notices and

announcements from the court. It is important that filing user information is

accurate and current.

Email Accounts

NEFs will be sent to the filing user’s primary email account. Filing users can also
add secondary email addresses to their account and these accounts will also

receive NEFs.

If a filing user changes his/her email address, it is the filing user’s responsibility to
change it in their ECF account. Here’s how.

STEP

Once logged into ECF,
choose Utilities > Your
Account > Maintain Your
Email.

RESULT
Utilities Search Logout
Your Account Maintain Your Email
~ | Miscellaneous * § Maintain Your Login/Password
7z} Troubleshooting ¥ § Maintain Your Address

Release 3.1 Menu ltems* § view Your Transaction Log
Release 4.0 Menu ltemsk Change Client Code
L& Change Your PACER Login
Review Billing History
Show PACER Account
Remove Default PACER Account
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STEP

RESULT

Select an email address to
configure.

/= EMJECF - scd-Accou

aintenance - Windows Internet Explorer

~ & |[E

+ (% SCDC % CourtMET [ weather MapQuest () WebEx 40 SDSD Home

Criminal ~ utilities ~

|
Email Information for Test Attorney TestAty
[Registered e-mail addresses

\Primary e-mail address:
triswils @hotmail com

Configuration options
Sclect an c-mail address to configure.

\Secondary e-mail addvesses:
stacev wil d.u urt:
add new c-mail address

Submit all changes

Enter/Verify the email
address.

Respond to the questions.

NOTE: If you check “no” to
the question about this e-mail
address receiving notices,
you will no longer receive
NEFs.

Filing users receive notices in
all of their cases. A filing
user can identify and list here
other cases in which they are
interested.

' [Email Informaties for Test Attoraey TestAr

Registered o mail sddresses  Coaliguration opiicas
Primary e-mail address: v ghstmad o
sy Fbotmal com

Shookd this ¢-mad addreus receive sotices” ) Yes Neo

o
. be sent o thin el ackirens” (2 Per Filing ) Summary Report

I whet foemat shoukd nosices be sent 10 this e-mall addren? <) HTML O Ten

Shoukd this ¢-mald from the 7 2 Yes O Na

Casempperific eptioms

Add skdnonal cxies fx nocny

Enter/Verify Secondary e-
mail addresses as
appropriate.

Click add new e-mail
addresses to add and
configure additional
addresses.

NOTE: Once the email
address is entered, the
remainder of the screen with
guestions will appear.

| Email Infermation for Test Attorney TestAty . |

{2 CMIEEF - sed-Account Mainlenance - Windows bnernet Explorer

He Edt pew Fgertes ook ek
G [ Fr cret e o RN 2l

e Favortes. | o - % 5T W CortET [ westher [ MapCuest () WebEx AO SCSDiMeme AD SDAD Traing 4O SDSD Coniral ] ST Web

JF IR - sod-Account Mainbenance B - = Page

Crimipal - Query Rapons - Wtilities - Search Logout

Registered e-mail addresses  Cosfiguration eptions
(Primteary @-stantl ocfdress:
mwils T hotmail com
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Email Bouncebacks

If ECF is unable to deliver to the email address(es) indicated, the court receives
a “bounceback.” Staff will attempt to contact the filing user to resolve the
situation as follows:

» If the bounceback is for the primary email account, the case manager is
notified and conducts followup with the filing user.

» If the bounceback is for the secondary email account, the secondary email
address will be removed. Notification of the bounceback and removal is sent
to the primary email address.

Maintain Your Login/Password

Your district court login is your 5-digit federal court id number plus your first name
initial and last name initial. For example, if John Doe’s federal court id number is
4295, then his ECF login will be 04295jd (use a leading ‘0" if your id is less than 5
digits.

7 CMIICT - scd-Aecount Maintesance - Windows [sernet Diplerer

It is the filing user’s
responsibility to maintain their e e e
password. The password is
easily changed by going to

Logis testaty Last loghs 06-04-2013 1100

Utilities > Maintain Your s et o o e ATl 06013013 1150
Login/Password and changing | s O o a2
the password. | Dk P

Password rules require:

e 8 or more characters,

* At least one upper case and one lower case character, and
* At least one number or special character.

Once you have entered the desired password, click Submit.

Maintain Your Address

Although ECF has a corresponding menu option for maintaining addresses, it is
not available at this time. The current procedure is to submit address changes
using the court’'s Address Update Form (in the Attorney Category of Forms).
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STEP

RESULT

On our website, select Forms
> Attorney > Address
Update Form.

.\ UNITED STATES DISTn

HOME WHAT'S NEW LINKS

Forms

ECF

Logon to ECF/PACER
Announcements
Procedures
Registration Forms
Resources
Troubleshoating

GENERAL INFORMATION RECORDS RULES STA

Forms List

- Collapse All Categories

[_Attorneys | + Expand All Gategories
Appeal

= Adtorney
— - Address Update Form (Word)

Mediation / ADR| + Address Update Form (WordPerfect)

= Application Adrmission to Practice (PDF)
: P“? Se » Application Admission to Practice (VWard)
epresenting Yourself = Application Admission to Practice (WordPerfect)

Reference - Application to Proceed Without Pay AO 240

= Certificate of Good Standing AO 136

Complete the form and follow
instructions for submission.

ATTORMEY MAME:

URITED STATES DISTRICT COURT
DISTRICT OF SOUTH CAROLIMA

ATTORNEY NAME AND ADDRESS UPDATE FORM

MWOTETO ATTORMEY: Please mmiplete this formowhen ony of the listed
information should be updated in the Court's reconds,

Faderal .0y Mumber:
FIRI:

ADDRESS:

PHOME MUNMEER:

FaX MUMEER:

Fax completed fonm to:

OR mail completed formto:

hote: Attormeys mayupdate their email address by logging into their ECF
amount and choosing “Maintain Your Email”’ under the Util ities menu,

[B03) 7655108
Attn: CW/ECF Administrator

CWI/ECF Administrator
L5, District Court
801 RichlandStreet
oolumbia, SC 29201
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