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You may designate up to 
five (5) secondary contacts 
in ACIS.

These secondary e-mail 
address will receive copies 
of the e-mails and e-notices 
that you receive from the 
Appellate Courts.

To begin, click on the “Your 
Account” tab.
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Scroll down to the “Your 
Secondary Contacts” 
section.

Click the “Add A Secondary 
Contact” button.
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Enter the name of your 
secondary contact, as well 
as the e-mail address for the 
contact into the “Add A 
Secondary Contact” dialog 
box.

Click the “Add Contact” 
button to continue.
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Notice the contact’s 
information now appears in 
your list of secondary 
contacts.
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To edit the contact’s 
information, simply click on 
“Edit Contact”.
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In this example we changed 
the contact’s name to “Jason 
M. Doe”.

After completing changes to 
the contact’s information, 
click the “Submit Changes” 
button to continue.
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The changes take effect 
immediately and are 
displayed in the “Your 
Secondary Contacts” 
section.
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If wish to remove someone 
from your secondary 
contacts list, click “Delete 
Contact” located to the right 
of the contact’s information.

The person will be removed 
immediately from your 
secondary contact list.   The 
person will no longer receive 
copies of your e-mails and e- 
notifications from the 
Appellate Courts.
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When the maximum five (5) 
secondary contacts have 
been added, the option to 
add contacts is no longer 
available.

If you wish to change a 
contact, simply delete one of 
the five contacts.  After 
deletion, the “Add A 
Secondary Contact” button 
will be visible again.
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