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3. Enter your PACER login and password. 
 

 
4. If prompted, check the box indicating your understanding of the redaction rules, 

then click “Continue.” 
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5. From the menu bar at the top of the screen, click “Utilities,” then “Maintain Your 

E-Mail Address”: 
 
 

 
6. On the email information screen, click on the hyperlink for your email address: 
 

 
7. If you selected the “primary e-mail address,” the configuration options will appear 

for your primary email address: 
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11. Both civil and criminal cases may be included.  When adding a criminal case with 
multiple defendants, the “Select a case” confirmation screen requires each 
defendant to be selected as a separate case: 

 

 
 
12. To delete a case or change the method of notice, select the case and then click the 

appropriate button: 
 

 
 
13. Before navigating away from this screen, BE SURE TO CLICK THE “SUBMIT ALL 

CHANGES” BUTTON: 
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14. You will know the case(s) have been successfully added when the following screen 
is displayed: 

 

 
 
15. Once you add cases to your list for receiving notices, you will begin receiving 

Notices of Electronic Filing (“NEFs”) when documents are filed in the case.  Each 
message will display the type of docketed event (e.g., motion or order), the text of 
the docket entry, and hyperlinks to the document and case number associated with 
the filing: 

 

 
 
16. If the recipient’s email program and web browser are properly configured, clicking on 

the document hyperlink in the email message should cause the PDF document to be 
displayed. Similarly, clicking on the case number hyperlink will display the entire 
docket sheet for the case. 

 
 PACER billing fees will apply for access to both case documents and docket sheets. 
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   NOTE:  You may occasionally receive an NEF that does not 
contain a hyperlink or with hyperlinks that will not access the 
referenced document.  This may mean that the document to 
which the NEF relates is under seal or otherwise restricted and 
not available to PACER users.  Contact the CM/ECF Help Desk for 
more information on specific document restrictions. 

 
17. To view the docket sheet for a case at any time, log in, click “Reports” on the menu 

bar at the top of the screen, click “Docket Sheet,” enter the case number and any 
other desired parameters such as date ranges or document numbers, then click 
“Run Report.” 

 
 You may incur charges for viewing docket sheets using your PACER account.  You 

can view the same information at no cost using the public terminals at the public 
filing windows in the Clerk’s Office at Central District courthouses. 


