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Attorneys and trustees can add employees who file on behalf of them as Filing Agents in CM/ECF. 
Each Filing Agent must have his/her own individual PACER account; instructions for obtaining a 
PACER account for a Filing Agent can be found by clicking HERE. A Filing Agent may be linked to 
multiple attorneys and trustees, and attorneys and trustees may have multiple filing agents. 

The linking of a filing agent is accomplished through an attorney or trustee’s person record in the 
Maintain User Accounts utility of CM/ECF. 

When a Filing Agent files on behalf of the attorney or trustee, the docket text shows the attorney’s 
or trustee’s name; no indication is made that it was filed by an agent. However, this information is 
logged and available to court users and filers with agents. Throughout most of the application, the 
agent’s name does not appear; the exceptions are the Systems Transactions Report and the 
Transaction Log. 

If a Filing Agent works for only one filer, the agent’s transactions are always made on behalf of that 
filer. However, if a Filing Agent works for more than one filer, the agent must select the desired filer 
from a list before proceeding to the application: 

 

The name of the filer for whom the agent is currently acting is displayed on the menu bar in CM/ECF: 

 

The selection can be changed at any time by clicking the Change user button on the menu bar; it 
redisplays the list of possible filers and clicking a name on the list changes the user. 

Filing Agents have the same access permissions as the attorney or trustee for whom the agent is 
filing. 

NOTE: Although for PACER the Filing Agent must supply an email address to the PACER Service 
Center and will thus have a primary email recorded in CM/ECF, the Filing Agent will not receive 
email notifications from CM/ECF. The attorney or trustee can place the Filing Agent’s email address 
in the “Send notices to these additional addresses” section of the attorney or trustee’s email record 
in CM/ECF if the attorney or trustee wants the Filing Agent to receive email notifications. 
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STEP 1 Go to the Court’s CM/ECF site (e.g., https://ecf.gasb.uscourts.gov). Click the 
Document Filing System link:  

                       

 

STEP 2 Log in with your PACER user name and password: 

                       

 

STEP 3 Check the box to indicate that you understand, if you file, you must comply with the 
redaction rules and have read the important notice of redaction responsibility. Click 
Continue: 

To link a filing agent: 

https://ecf.gasb.uscourts.gov/
https://ecf.gasb.uscourts.gov/
https://pacer.uscourts.gov/
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STEP 4 Choose the court by clicking the drop-down list “Where would you like to go?” and 

click Submit: 

                       

 
STEP 5 Click Utilities, and then click the Maintain Your ECF Account link under Your 

Account: 

                      

 
STEP 6 Click More user information:              
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STEP 7 Under Filing agents, enter the last name of the filing agent in the box next to Find 

filing agent and click the magnifying glass: 

  

  Note: the Filing Agent must have his/her own PACER account and register for e-filing 
access with the Court prior to being linked to the attorney/trustee account. 

 
STEP 8 Review the pop-up to make sure you have the correct filing agent, then click Select: 



 

 

 
   Georgia Southern Bankruptcy Court Filing Agents                                                                                       Page 5 of 12 
 

                       

  The filing agent will now appear in this account under Filing agents: 

                        

Click on the link to the filing agent’s name to Update Filing Agent Permissions for 
Internet Payment and Groups and click Save to continue: 

 

 
STEP 9 To save the filing agent, click Return to Account screen: 
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  Finally, click Submit: 

 

 

STEP 1 Follow Steps 1-6 above of To link a filing agent to reach the More User 
Information screen in CM/ECF. 

 
STEP 2 All of the filing agents linked to the user account will be listed: 

To unlink a filing agent: 
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STEP 3 To unlink a filing agent, uncheck the box next to the filing agent’s name, then click 

Return to Account screen: 

                         

 
STEP 4 Click Submit to complete: 
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STEP 1 Follow Steps 1-6 above of To link a filing agent to reach the More User 
Information screen in CM/ECF. 

 

STEP 2 On the More User Information screen, a link to Agents previously removed 
from this account will display – click this link to view a list of Filing Agents that 
have been previously unlinked from your account: 

                         

To relink a previously used filing agent: 

https://ecf.gasb.uscourts.gov/
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STEP 3 Follow Steps 8-9 above of To link a filing agent in order to relink this Filing 
Agent to your account. 

 

 

To enable a Filing Agent to receive emailed notices of electronic filing from CM/ECF, the Filing 
Agent’s email address must be added to the attorney or trustee’s email preferences as a 
secondary address. The secondary email information screen will allow multiple email addresses, 
separate by commas or semi-colons. 

 

STEP 1 Go to the Court’s CM/ECF site (e.g., https://ecf.gasb.uscourts.gov). Click the 
Document Filing System link:  

               

 

STEP 2 Log in with your PACER user name and password: 

 

To enable a Filing Agent to receive email from CM/ECF: 

https://ecf.gasb.uscourts.gov/
https://ecf.gasb.uscourts.gov/
https://ecf.gasb.uscourts.gov/
https://pacer.uscourts.gov/
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STEP 3 Check the box to indicate that you understand, if you file, you must comply with the 

redaction rules and have read the important notice of redaction responsibility. Click 
Continue: 

 

 
STEP 4 Choose the court by clicking the drop-down list “Where would you like to go?” and 

click Submit: 
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STEP 5 Click Utilities, and then click the Maintain Your ECF Account link under Your 
Account: 

             

 
STEP 6 Click Email information:              

                        

 
STEP 7 Enter the Filing Agent’s email address in both boxes for Secondary email address. 

Check the appropriate box(es) for Send the notices specified below. Click Return 
to Account screen:          
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STEP 8 Click Submit to complete the process:          

                         

 


