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Appellate Division of the Supreme Court 
First Judicial Department 

 
 
Dated: May 27, 2020  
 

Digital Submission of Documents in Non-E-filed Matters 
 

 The Court has a new portal – Digital Submission - for the secure transmission of 
digital documents to the Court.   Digital Submission is accessible via NYSCEF and will 
replace the emailing requirements of Rule 600.9(a)(1) and the requirement of submission 
of CDs for those pdfs in excess of 10 mb in size.  
 
 Via Digital Submission, the Court will be accepting all non-e-filed motions, briefs, 
records, appendices, transcripts and other documents that would, in the ordinary course 
of business, be filed with the clerk’s office.    
 
 Formatting Specifications for all documents submitted can be found on our website 
at http://www.nycourts.gov/courts/ad1/e-filing/efiling.shtml (see Attachment A and 
Technical Guidelines for e-filed documents). 
 

Guide and Instructions on the Use of Digital Submission 
 
NYSCEF (http://www.nycourts.gov/courts/ad1/e-filing/efiling.shtml) 
1.  Log in or create an account in NYSCEF:  
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2.  Click on “Digital Submission” under “File Documents”: 

 
 
3.  Click on “Submit a Digital Copy”: 
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4.  Click “Next”: 

 
5.  First Digital Submission - if this is the first document you are submitting, 
enter information in all fields and click “Next”--(For other submissions, see step 
12).  [REVISED:  Please enter an Appellate Case Number OR lower court #--do 
not leave this field blank].  
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6.  Continue to enter information in all fields: 
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7.  Enter Party Information for all parties: 
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8.  Choose which file(s) to add:  
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9.  If you are adding more than 1 document, attach each individually and 
click “Add Another Document”:  

Please use the field in “Volume Information” to describe document:  i.e.   
Volume 1 or Volume 1 of 6.   
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10.  Review your Submission and Click “Submit Digital Copies”: 

 

11.  Notifications of the submission with be emailed to you: 
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12.  When adding documents to an existing case, you will not need to enter 
Party Information again; just add your document(s): 

 

Again, please use the field in “Volume Information” to describe document:  
i.e.  Sentence minutes 1/2/2020.  


