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Creating Filing Agents 

First, a new Filing Agent must register for an individual Non-Attorney PACER account. 

1. To request an individual PACER account, go to 
pacer.uscourts.gov click Manage your Account > 
Register for an Account > Non-Attorney Filers 
PACER account, for the Role in Court, select Filing 
Agent 

NOTE: The username/password created here will be 
the filing agent’s login going forward. 

2. Filing Agent accounts are automatically approved by 
the Court.  

The Attorney or Trustee links the approved Filing 
Agent account to their CM/ECF account by logging 
in with their PACER/ECF account and under the 
Utilities menu; select Maintain Your ECF Account 



Creating Filing Agents 

3. Select More User Information, at the bottom of the 
Maintain User Account screen. 

4. Enter the last name of the Filing Agent that will be 
filing on behalf of the attorney or trustee. 

Click on the magnifying glass to search. 

Note: If the person does not display here; their 
PACER request has not yet been completed. The 
account MUST have a PACER record prior to 
adding it in CMECF. 

Click Select, next to the person’s name 
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5. The agent has been added to the attorney 
or trustee’s account. Select Return to 
Account Screen. 

6. Click Submit. 

7. Have the Filing Agent log into PACER/ECF with the 
credentials they setup on PACER. 

Once logged in, the attorney or trustee name 
the user is filing on behalf of will display at the 
top of the CM/ECF screen.  
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To REMOVE a Filing Agent from an Attorney/Trustee’s user account 

1. Follow Steps 1 thru 3 from the instructions to add 
the Filing Agent. 

On Step 4, under Filing agents you will see the filing 
agent’s name, address, and phone number. 

Uncheck the box to remove the filing agent and 
click Return to Account Screen. 

2. Click Submit. 
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When a Filing Agent FILES ON BEHALF OF MORE THAN ONE Attorney/Trustee, to switch between Attorney/Trustee 

1. Login as the Filing Agent 

2. Select the appropriate attorney from the Filing for 
menu. 

3. The selected attorney will show at the top of the 
CM/ECF screen. You have the ability to switch 
between attorneys by selecting Change user, 
which will return you to the previous screen 
(Step 2.) 




