
Form Location: Reports - New Item (sharepoint.com) 

Step 1: All fields are required to be filled out. 

Complete all fields 

1) Your name will appear in the Judge Email Address field after entering your nycourts.gov email address 
2) The reporting period for this 1st quarterly submission should be January-March 
3) When the final field is entered, more of the form will display. 

 

Step 2:  

If you select A or B, indicating that you have no pending matters, your form is complete and you can click “SUBMIT 
REPORT” 

If you select C or D, indicating that you do have pending matters, more of the form will display 

Step 3: You will then need to enter: 

1) The total number of pending matters. The max number that should be entered in this form is 25 – additional 
forms will have to be completed for more than 25 (e.g. 60 undecided matters would require you to enter a form 
for 25 matters, another form for 25 and then a form for 10). 

 

2) If you only have 1 pending matter, you will enter the case information and then click “SUBMIT REPORT” 
3) If you have 2 or more pending matters, you will enter the case information and click “Add Another Case”. 

Sample below. 

Step 4: When you have entered all pending matter cases to the report (the max is 25 per report), you will click “SUBMIT 
REPORT”. 

Step 5: If you have more than 25 pending matters, you will need to complete an additional form and repeat all of the 
above steps.  

Optional Step 6: Reviewing / Editing 

If you’d like to review the information submitted, or edit your submission, you can click on  “My Reports” on the 
lefthand side of the screen and then click on the pencil icon in order to change your form. 



  
 

 

SAMPLE ENTRY 

  


