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NYSCEF Instructions 

Processing Petitions 

 

Log into NYSCEF and Click on To Do List (not the EDDS To Do List).  On the To-Do List, click on the User Group you will be 

working in.  Select “Find To-Do Items.”  Click on the To-Do Item Step “Assign File Number” or “Assign Docket #.” 

 

 

By clicking on the “Assign File Number” (for Initial Petitions) or “Assign Docket #” (for Petitions) step, you have locked the 

item that no other clerk can select the same item to process.   

Now that this To-Do Item is open, you may review the filings and cross-reference, or record check the party name in UCMS.  

You may open each of the documents filed to review them, just as you would with paper filings or documents that came 

through EDDS. 

Once you’ve determined that this case should receive a File Number and Docket Number (for Initial Petitions, or just the 

docket number for Petitions), build the case as you normally would in UCMS, from entering the party names all the way 

through scheduling the first appearance.  (When entering the filed date, remember the rule that states, filings after 5PM, 

weekends or holidays are considered filed 9AM the next day the court is in session). 

 

 

 



 

 

 

 

On the NYSCEF page, click “Assign” 

 

 

 

 

 

 

 



 

 

After you have clicked “Assign,” NYSCEF will bring you to a To Do Item Complete page and will display the NYSCEF Identifier.   

Highlight and COPY (Ctrl+C on your keyboard) the NYSCEF Identifier on the NYSCEF page.  

 

PASTE (Ctrl+V on your keyboard) the identifier into the UCMS’s NYSCEF Tab in the Identifier box. 

COPY (Ctrl+C) the NYSCEF Identifier 



 

 

 

 

Click “Verify Filing.”  UCMS will show list of the party names and list the filed documents in NYSCEF.   

Compare the party names to verify that you have entered the correct NYSCEF Identifier was entered into UCMS.   

Click “Done.” 

 

UCMS will alert the filer of the documents from NYSCEF to be imported to UCMS.  Click “Yes” to Proceed: 

Verify the correct NYSCEF Identifier was entered into UCMS by confirming the NYSCEF information 

PASTE (Ctrl+V) the NYSCEF Identifier 



 

 

 

 

 

 

 

Next, go to Forms. 

 



 

 

In UCMS, generate/attach the forms (Summons, Notice to Appear, Financial Disclosure Affidavits) appropriate for the 

docket.  The form type you select will determine whether the document is visible in NYSCEF (please read Understanding 

Document Sharing and Visibility).  In addition to any form you generate or select, please select the following forms: 

From Section One: “Affidavit of Service – Unexecuted” This form is visible in NYSCEF.   

 

Make the following selections for generating this Affidavit of Service: 

 

From Section Two: “Notice of Electronic Filing.”  A link to the EF-FAM-1 form: Notice of Electronic Filing 

 

 

Click “Move to Completed” all the UCMS-generated Forms. 

https://eddsa.blob.core.usgovcloudapi.net/famdocs/EF-FAM%201%20Notice%20of%20Electronic%20Filing_EF1.0%20(9).pdf


 

 

 

Click “Finish” to exit the Forms Generator. 

Click “Done” to save and close the docket. 

 

 

 

 

 

 

 

 

 

Move Forms to Completed and click “Finish” 



 

 

Quick Steps 

1.  On the NYSCEF To-Do list, click “Assign File Number” or “Assign Docket #” 

2. Review the Petition and other documents filed, as you would an EDDS submission/paper filing. 

3. Build the case into UCMS. 

4. In NYSCEF, click “Assign” 

5. On the NYSCEF “To Do Item Complete” page, copy (Ctrl+C) the NYSCEF Identifier and paste (Ctrl+V) the identifier 

into the new NYSCEF tab. 

6. Click “Verify Filing.” UCMS will display the NYSCEF party names and documents filed.   

7. Click “Done.”   

8. Click “Yes” on the pop-up to allow UCMS link its record to the respective NYSCEF case. 

9. Go to Forms 

10. Generate the Summons, Notice to Appear and other appropriate forms.  Forms that must be selected: 

i. (from Section One) Affidavit of Service – Unexecuted (when generating this form, select the 

following documents to be served: Petition, Summons and Other Document (type in “Notice of 

Electronic Filing”) 

ii. (from Section One) Notice of Electronic Filing 

Make these selections when generating “Affidavit of Service – Unexecuted” 

 

11. Click “Move to Completed” for any UCMS-Generated Form.  Click “Finish” and then click “Done” 

 

 

 

 


