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Filing Agents in NextGen 

Requirements 
 PACER account is required.
 Filing agent must be an individual.
 Filing agents can only be registered under Attorneys or Trustees.
 Pro-se debtors are not permitted to file electronically, and therefore should not use filing agent to attempt to register

for electronic filing.

Create a PACER Account and Register for Court Access
 (for individuals who do not have a PACER account)  
To create a filing agent account for an Attorney or a Trustee, use the following instructions:  

STEP SCREEN SHOT
1. Go to www.pacer.gov and click

Register for an Account >
Non-attorney Filers for
CM/ECF.
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STEP SCREEN SHOT 
2. Select Register for a PACER 

account. 

 
3. Complete all required fields 

indicated with (*). 
 
Note: The username/password 
created here will be the filing 
agent’s login going forward. 
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STEP SCREEN SHOT 
1. Select the applicable User 

Type. Scroll to the bottom for 
“Individual Accounts” options. 
 
NOTE: If you work for a 
government agency, make 
the appropriate selection from 
the Government Accounts 
category. 

 

2. Complete User Verification and 
click Next. 
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3. Create a unique Username and 
Password on the next screen 
and answer Security 
Questions. Click Next. 
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STEP SCREEN SHOT 
4. Payment information is not 

required as the Attorney or 
Trustee will grant rights for 
paying fees when adding a Filing 
Agent account to their ECF 
account. Click Next. 

5. Check the box to acknowledge 
the policies and procedures. 
Click Submit. 

 

 
6. Click Continue to submit a 

request to the Court.  
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STEP SCREEN SHOT 
7. At the screen prompt for 

Complete all sections of E-File 
Registration, select the court 
type and court to file in.  
 
For Role in Court, select Filing 
Agent. 

 
8. Select preferred Delivery 

methods and then click Next. 
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STEP SCREEN SHOT 
9. Credit card information is 

optional. Click Next. 

10. Check both boxes on the Terms 
of Use page to acknowledge the 
E-Filing Terms of Use.  Click 
Submit.  
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STEP SCREEN SHOT 
11. Click Done. Confirmation 

received. The Court will review 
and approve the request. 
 
Note:  Filer will receive email 
from PACER notifying that the 
account has been approved by 
the Court. 
  

 

 

Link a Filing Agent CM/ECF Account to an Attorney CM/ECF Account 
1. Once the account is approved 

by the court, the filer should go 
to the attorney or trustee and 
ask them to add them to their 
ECF account. 
 
The attorney or trustee should 
then log into their PACER/ECF 
account at 
https://ecf.nvb.uscourts.gov.  
 
Under the Utilities menu, select 
Maintain Your ECF Account. 
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STEP SCREEN SHOT 
2. Select More User Information 

at the bottom of the screen. 

 
3. 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 once the filing 
agent appears in the search 
results. 
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STEP SCREEN SHOT 
4. The agent has been added to 

the attorney’s/trustee’s account.  
 
Select Return to Account 
Screen. 

 
5. Click Submit. 

 
6. The filing agent may now log 

into PACER/ECF with the 
credentials that were setup on 
PACER. 
 
Once logged in, the filing agent 
should see the attorney or 
trustee they are filing on behalf 
of displayed at the top. 
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Remove a Filing Agent from an Attorney’s or Trustee’s User Account 
STEP SCREEN SHOT 

1. The attorney or trustee will need to login to 
their PACER/CMECF account to remove 
the filing agent. 
 
Follow Steps 15-16 from the instructions to 
Create a PACER Account as a Filing 
Agent.  
 
Once step 16 is complete, uncheck the 
box of the filing agent to be removed from 
the account. 
 
Select Return to Account screen. 
 

 

2. Click Submit. 
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Switch Between Attorneys/Trustees  
(For Filing Agents who file on behalf of multiple attorneys/trustees) 

STEP SCREEN SHOT 
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 
screen.  
 
The filing agent can switch between attorneys 
by selecting Change user. This will return the 
agent to the previous screen in step 2 where 
they may make a new selection. 
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