
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. 
 

• Enter your user ID and password     
 

 
 

 

 

 

 

 

 

 

 

 1



• Click on the miscellaneous button on the left side of the column at the 
bottom. 
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• Click on the last field “C2 form approval” 
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• For security reasons, you are prompted to enter your DOE email 
address and password. 
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• CLICK ON FIELD ON THE LEFT SIDE, “Create new C2” 
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• Enter employees’ EIS or social security number and click on “next” 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 6



Once you type “next”, it will bring up the employee that corresponds to that 
information provided.   

• Once verified, click on “details”. 
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“Employee Info List” will appear, displaying all relevant personal 
information that pertains to the C2. 
 

• 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.   
 

• Once C2 is filled out, click on the “submit” button.   
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• You will get a message saying that the form was submitted.  
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• If you have another C2 to enter, click on “create new C2”, if not, 
“sign out”. 

 
 

• 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: 

• 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
• 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 
 

• 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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