Summer Intern Portal Management

How to Add an Assignment, Mark it Complete, and Cancel an Assighment

1. Sign-in to https://portal.micronapps.com/. Your username will be your Law Department email address and the
password will be “Password1”.

() https://portsl micronapps.com’
(O Micron Pertal x
File Edit View Favorites Tools Help
fiv B~ @ v Pagev Sty Toosv @~ fl [§

Micron Portal

Sign In
; lievans@law.nyc.gov x
‘Foroot vour password?

OMICRON

2. To add a new project click “Add New Project” on your homepage.
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3. This will take you to a new page
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4. For each assignment, you need to include:
a. “Project Title” - case name, index #, and court or a descriptive title of the project,
“Project Status” — should remain “In Progress” until you complete the project or it is cancelled,
“Client Name” - the City agency involved,
“Description” - a description of the assignment,
“Deadline” —the date it is due, if you were given one,
“Evaluating Attorneys” - the name of your evaluating attorney(s) (whoever will complete the evaluation
of your work for the project, most likely not your summer coordinator), and
g. Then click Save at the bottom of the page.
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5. Once saved, your assignment will appear on your “My Projects” tab when you log in and you can edit the
assignment by clicking on the ID number next to the project name
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6. When you are done with the assignment or if it is cancelled for some reason, click on the ID # next to the
assignment on your “My Projects” list to edit the assignment. Then click the drop down menu next to “Project
Status.” If the assignment is complete, change the project status to “Complete.” Click Save and an evaluation

will go directly to your evaluating attorney(s). If the assignment was cancelled for some reason, change the
project status to “Cancelled.”
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How to Print Out a Conflict List at the End of the Summer

1. Go to the “My Projects” tab, click off the box next to every project that you worked on over the summer and
then click “Print”.
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2. A box should appear with “Options,” you should select “Project Details Report” and then “Continue.”
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3. A new window should appear with a list of your projects. You should click “Select a Format” and select “Acrobat
(PDF) file” and then click “Export.” A PDF document should appear, which you can save and email to yourself or
print off from your computer.
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