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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 AlS:

1. ToADD:
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.

— @ Edit- Personal Iafe  + Add Address  + Add Phone ¥ Add Fax  + Add Email

Cantact Information

Address Type (U5 ] Change
Address Hon UF) Confidential Preferred Change Primary Confidential

Up Diown Edit Dielate

2. To DELETE: If only a single Mailing or Email Address is listed, the trashcan icon will be grayed out
and not available. AlS 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.

Delete

&
(*A delete reason is required then proceed.)
— # Edit- Personal Info  + Add Address  + Add Phone  + Add Fax  + Add Email
Contact Information
Address Addre:::‘)jp; L Confidential Preferred Change Primary Cn?t"l‘::lr;gr;al Up Down Edit Delete

Tempaorary
100 Main Street Mo -
WASHINGTON, DC 20002 U= No Make Private + 3 &

United States

Personal
101 HomeSweetHome Road us Yes Alternate Make Primsry Iake Public + + r

Bel Air, MD 21015
Harford, United States

Persona:

222 Wacation Home drive
Non US Yes Alternate Make Primary Make Public + r &
555215
Antigua and Barbuda
Email Confidential Preferred Change Primary Change Confidential Up Down Edit Delete
Persona - Srimarn i r3
testmi.smi@sbe.gov == L) Mske Public
Phone Confidential Preferred Change Primary Change Confidential Up Down Edit Delete
r3 ]

Mobile . =
(111) 777-0000 No Primary IMske Private

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 AlS.
a. Designate existing contact information as Primary or Alternate.
i. Selectthe Make Primary link in the Change Primary column to designate Alternate
information as Primary information.

Preferred Change Primary

Primary

Alternate Make Primary -

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

Change Confidential

Make Public

Make Private

ADMINISTRATIVE OFFICE OF THE COURTS QUICK REFERENCE GUIDE - 06/29/2021
Page | 2



(7

Attorney Information System

M ~~
DICANS

Designate the display order of multiple entries of the same type of contact information
listed.
i.

C.

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 (1%) 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.
& Edit - Personal Info + Add Address + Add Phone + Add Fax + Add Email
Contact Infermation
Address e matisy Confidential Preferred Change Primary TN - up Down  Edit  Delete
Temporary
e s O/
Urited States
i li::a",‘f‘f“':“"'“ Fiead us Yas Alwmaste Maia Frimary Make Subiic +* + r &
:u‘o'r:. _'T- ..-e:l- E:.::\e:
Personal
A Han US Yes Alternste Magis Prirar: Mlake Pyblic * ri -]
i{ii:i and Barbuds
Email Confidential Preferred Change Primary ‘Change Confidential Up Do Edit Delete
Fermen testeni smig@abe gov e Ll @
Phone Confidentisl Preferred Change Primary Change Confidential Up Dawm Ediit Delete
Mo {111) 7770000 Mpke Privede @ L
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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