STEP BY STEP PROCEDURES FROM THE FAMIS PORTAL

Once you have obtained access to the FAMIS portal, please follow the steps
in order to submit the C2 form electronically.

e Enter your user ID and password
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e Click on the miscellaneous button on the left side of the column at the
bottom.

& PIC#1.JPG - Pant

NYC Department of Education

Joel 1. klein, Chancellar

Mayor's Office | DOE | DOE Ernail | Personnel Directory

(CAE A7)

. Purchasing / Payments
o Adjustrments & Payments
o Asian Library Ordering

o cert Of Delivery

@

Courier: Special Delivery

© M, g Intervention Order

°

MNon-list Requisition

o

PA/PTA Grant Program

L}

Pre-encumbrance

o

Procurernent Card

°

Purchasing

o

Report Card Ordering

@

SIPR

L}

voucher

e

v Approval

Fuel Invoice Master

9 Doc Status (5)

Edit Profile | Sign Cut

I FAMIS NEWS

The Certification Of Delivery Link Is Functioning. Please Use The Link On
The Left.

Attention Green Screen Users: Effective 05/04 The Green Screen Will Mo
Longer Accommodate Any Famis Otps Processing,Except Budget Modifications
which will Be Available On The Green Screen And Portal During The Transition
OEriod. If You Need Assistance Please Call The Famis Help Desk At
718-935-3525/Famis@Schoals.Nyc, Gov

Any School Requiring Training Please Contact Your Roc, Any Central Office,
Roc, Or Isc Requiring Training Please Contact Kim Lowry At 718-935-2841.

All Users Mease See The 5/1/07 Edition Of Principals' Weekly For Critical
Mews On Upcorming Portal Features & City Requirements Effective 5/7/07.

Please Click On The Broadcast Message On The Left Side For Detail Broadcast
Message.
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e Click on the last field “C2 form approval”
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e For security reasons, you are prompted to enter your DOE email
address and password.
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e CLICK ON FIELD ON THE LEFT SIDE, “Create new C2”

& untitled - Paint

"} Waiting List - Network Technologies

a http://projectioom A OREERSCOMP AW aitingList. asps

NYC Department of Education

L Klein, thancellor

LUk
HERE

Waiting List

Acceptad List

Rejected List

Deleted List

thange Login Passwa rd

Sign Out




e Enter employees’ EIS or social security number and click on “next”
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Once you type “next”, it will bring up the employee that corresponds to that
information provided.
e Once verified, click on “details”.
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“Employee Info List” will appear, displaying all relevant personal
information that pertains to the C2.

e Once verified, click on “Next”
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As you can see, all personal information self populates itself to the C2 form.
Proceed to enter the rest of the information on to the C2 form. Fields that
are marked with an (*) must be filled out prior to submission.

e Once C2 is filled out, click on the “submit” button.
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e You will get a message saying that the form was submitted.
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e |f you have another C2 to enter, click on “create new C2”, if not,
“sign out”.
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e Print a copy of the C2. Filling out the C2 on line is then complete.

The following steps are not available on line but still need to be

completed:
e Print and fill out other forms that are relevant (if applicable) to the

case from the following link:
http://schools.nyc.gov/Offices/DFO/BusinessOperations/WorkersCompensation/Default.htm

e Mail C2 form with other forms (if applicable) to the Law Department
at the following address:

City of New York Law Department
350 Jay Street, 9th floor
Brooklyn, NY 11201

o Keep a copy of all correspondence mailed to the Law Department for
future reference.

If any further assistance is needed, you may contact the DOE’s Workers’
Compensation Unit at 718-935-2212 and speak to Phyllis Foreman.
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