
How To Create A Filing AgentHow To Create A Filing Agent

• Log into ECF and Click on Utilities

• Choose “Your Accounts”

• Select “Maintain Your ECF AccountSelect  Maintain Your ECF Account
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• Select “More User Information”Select  More User Information
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• Type the last name of your employee in theType the last name of  your employee in the  
“Find filing agent”  field and then click the 
search iconsearch icon



How To Create A Filing AgentHow To Create A Filing Agent

• If no filing agents are associated with yourIf no filing agents are associated with your 
account you will see this screen…..
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• Next click the “Create a new filing agent”Next click the  Create a new filing agent  
hyperlink at the bottom of the results list
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• You will now see the Filing Agent InformationYou will now see the  Filing Agent Information 
screen
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• Create a Login and Password for the Filing AgentCreate a Login and Password for the Filing Agent

• The Password must have a minimum of 8 charactersThe Password must have a minimum of 8 characters, 

include both upper and lower case letters and 
include one digit or special characterinclude one digit or special character

[e.g., 0‐9, @, #, $, %, &, *, +}
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• Next type the Filing Agent’s  Name, Address  
Ph d F bPhone and Fax number

• DO NOT include the Country, County, 
SSN/ITIN, or DOB
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• Once you have input the Filing Agent’sOnce you have input the  Filing Agent s 
information, click “Submit”
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• An information window opens, confirming theAn information window opens, confirming the 
creation of the filing agent. 

• Click “OK” to add this filing agent to your accountg g y
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• Click “Return to Account screen” to completeClick  Return to Account screen  to complete 
the changes to the attorney record
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• Next click “Submit”Next, click  Submit
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• This screen represents the final step in theThis screen represents the final step in the 
“save process” and ensures that the attorney 
person record has been updatedperson record has been updated. 

• Click SubmitClick Submit…..



How To Create A Filing AgentHow To Create A Filing Agent

• You will receive a confirmation page that theYou will receive a confirmation page that the 
update was  successful

• Congratulations! You have now created a• Congratulations! You have now created a 
Filing Agent
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f h i d iIf you have questions or need assistance  
please contact the Clerk’s Office  

(816‐512‐1800)( )


