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Attorney Information System 

Modifying Contact Information in AIS 

The Attorney Information System allows users to Add, Delete and update the contact information on 

the My Profile > Update Personal Details page. *All contact information shown is for example 

purposes only. 

Follow these steps to Add, Delete and update your contact information in AIS: 

1. To ADD:   

a. Select the plus (+) buttons above the Contact Information section of the screen to add a 

physical address, phone number, fax number or email address.   

i. The Add box will display to complete and Save. 

 

2. To DELETE:  If only a single Mailing or Email Address is listed, the trashcan icon will be grayed out 

and not available. AIS will not allow the deletion of this address information if only one is listed.  

Primary Address information is used for mailings and notices. 

a. Select the trashcan icon in the Delete column of the information to be deleted. 

  (*A delete reason is required then proceed.)  

 

 
 

RULE 19-802(d): Obligation to Keep Information Current - Attorneys shall update their AIS account 

within 30 days after becoming aware of a change in the information. AIS and constituent agencies have 

the right to rely on the latest information in AIS for billing and disciplinary purposes and for other 

correspondence or communication. 
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3. To UPDATE:  There are a few ways to update contact information in AIS. 

a. Designate existing contact information as Primary or Alternate. 

i. Select the Make Primary link in the Change Primary column to designate Alternate 

information as Primary information. 

  
 

ii. Select the up or down arrows to move the contact information into the Primary (1st) 

or Alternate positions on the screen. 

  

b. Designate existing contact information as Confidential (YES) or Not Confidential (No).  

(Note: Information designated as non-confidential public information may be displayed to 

the public on the Maryland Attorney Listing on the MDCOURTS.GOV/Lawyers page.) 

 

i. Select the Make Public link in the Change Confidential column to designate the 

information as non-confidential/public information.  

 

ii. Select the Make Private link in the Change Confidential column to designate the 

information as confidential information.  
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c. Designate the display order of multiple entries of the same type of contact information 

listed.  

i. Select the up or down arrows to move the contact information position in the list up 

or down on the screen. (Note: If alternate data is moved into the Primary (1st) or 

position on the screen it will change the preference to “Primary”. ) 

 
 

d. Update existing content.   

i. Select the edit icon in the Edit column adjacent to the item that needs to be 

updated.   

 
ii. The appropriate edit window will open to allow the data to be updated. 

1. Select the Save button to save your changes. 

2. Changes will be reflected immediately on the screen. 
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