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Step Sheets have five features.

1. Topic Name
The topic name indicates the purpose of the procedure.
Each topic name contains key verbs that let you know what you are able to do using that procedure.
	View – display record/s
	Add – create a new record/s
	Update – modify an existing record/s
	Delete – purge an existing record/s

2. Descriptive Paragraph
The topic name is followed by a brief descriptive paragraph that states the outcome of the procedure.  Sometimes, the context for usage is described.

3. Navigate to Component
Once you are logged in and selected the HR/Campus Solutions link, then the next step shows the navigation path to the component.
The path shown starts from the home link on the first page.
Always use the Main Menu on the left.

4. What Users Needs To Do
CUNYfirst needs only a single click.
Locate or find an item to view, add or update.
Search or Look Up the range of values for that field.
Choose the correct value or code from the Search Results or dropdown box.
Infrequently, free form text is entered.

Importantly whenever you see ‘Note:’, then additional information is provided to help use CUNYfirst effectively and efficiently.


5. Finding Items on a Page
Item names are bolded.
The item name is shown exactly as it appears on the page.  Sometimes a non-standard abbreviation is shown on the page.
The item type is listed after the name.

Parts of images
may be obscured
for security reasons.








Note:  Use CUNYfirst navigation to go back within the system, do not use your browser's back button.
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Getting Started in CUNYfirst

CUNYfirst is an Internet-based application built on the PeopleSoft Enterprise platform.  You may access this application at any location with Internet access.

An Identity Management System secures all of the data.  You will be assigned a User ID and you will create your own password.

Security access allows you to use all of the functionality that you need.  Your access is restricted from any functionality that you do not need.
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Managing Mozilla Firefox Pop Up Blockers for CUNYfirst
To save or print .pdf files from CUNYfirst, pop-up blockers must be turned-off in your browser prior to beginning the transaction (step sheet).  The user will need to start again from the beginning of the transaction when the browser’s pop-up blocker is not turned off.

Some browsers allow the user to automatically allow pop-ups from specific websites.  Once these browsers are set, then the user will always be able to get .pdf files or print from CUNYfirst without making further adjustments.

Major browsers supported by CUNYfirst are Mozilla Firefox, Microsoft Internet Explorer, and Apple Safari.

Note:  Each CUNY institution schedules administrative maintenance of browser software as needed.  In that event, this procedure may need to be repeated.

	Step
	Action

	1. 
	[image: ]

In the header, click the Tools menu.

	2. 
	Select Options.

	3. 
	[image: ]

Select the Content panel.

	4. 
	Click the Block pop-up windows Exceptions button.

	5. 
	[image: ]

To add a website to the Exceptions list, on the Allowed Sites – Pop-ups dialogue box in the Address of web site field, enter home.cunyfirst.cuny.edu.

	6. 
	Click the Allow button.

	7. 
	[image: Mozilla 7]

Click the Close button.

	8. 
	[image: ]

Click the OK button.

	
	End of Procedure.
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Managing Microsoft Internet Explorer Pop Up Blockers for CUNYfirst
To save or print .pdf files from CUNYfirst, pop-up blockers must be turned-off in your browser prior to beginning the transaction (step sheet).  The user will need to start again from the beginning of the transaction when the browser’s pop-up blocker is not turned off.

Some browsers allow the user to automatically allow pop-ups from specific websites.  Once these browsers are set, then the user will always be able to get .pdf files or print from CUNYfirst without making further adjustments.

Major browsers supported by CUNYfirst are Mozilla Firefox, Microsoft Internet Explorer, and Apple Safari.

Note:  Each CUNY institution schedules administrative maintenance of browser software as needed.  In that event, this procedure may need to be repeated.

	Step
	Action

	1. 
	[image: ]

In the header, click the Tools icon.

	2. 
	From the menu, select Internet options.

	3. 
	[image: ]

Select the Privacy tab.

	4. 
	[image: ]

Select the [image: ] Turn on Pop-Up Blocker checkbox.

	5. 
	[image: ]

Select the Settings button.

	6. 
	[image: ]

In the field Address of website to allow, enter the url address home.cunyfirst.cuny.edu.

	7. 
	Click the Add button.

	8. 
	[image: IE 8]

Click the Close button.

	9. 
	[image: ]

Click the OK button.

	
	End of Procedure.
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Managing Apple Safari Pop Up Blockers for CUNYfirst
To save or print .pdf files from CUNYfirst, pop-up blockers must be turned-off in your browser prior to beginning the transaction (step sheet).  The user will need to start again from the beginning of the transaction when the browser’s pop-up blocker is not turned off.

Some browsers allow the user to automatically allow pop-ups from specific websites.  Once these browsers are set, then the user will always be able to get .pdf files or print from CUNYfirst without making further adjustments.

Major browsers supported by CUNYfirst are Mozilla Firefox, Microsoft Internet Explorer, Google Chrome, and Apple Safari.

Note:  Each CUNY institution schedules administrative maintenance of browser software as needed.  In that event, this procedure may need to be repeated.

	Step
	Action

	1. 
	[image: Description: Safari Popups]

To allow pop-ups in Safari, select Safari on the main tool bar.

	2. 
	If the Block Pop-Up Windows option is checked, select it to uncheck it and unblock pop-up windows.

Note:  This applies to all websites.  There is no site specific option in Safari.

	
	End of Procedure.
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Activate My CUNYfirst Account
In order to access CUNYfirst, users activate or claim their account through the Identity Management System (IMS).

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar.

	2. 
	[image: Claim Account 1]

On the Login page, click on First time users link.

	3. 
	[image: Description: SNAGHTML14c59337]

On the Account Activation page, enter First name, Last Name, Date of Birth, Last 4 digits of SS number, and CAPTCHA text.

Note:  Use your name of record with correct capitalization for the First Name and Last Name fields.

Note:  Date of birth should be entered in mm/dd/yyyy format e.g. 11/30/1978.

Note:  If you are not certain of the information requested, it is recommended that you contact the Office of Registrar.

	4. 
	Click the OK button.

	5. 
	[image: ]

On the Challenge Questions and Answers page, select or create five different questions and enter different answers.  In the event you forget your password, then you will be asked three of these five questions and your answers must match each character.

Note:  In CUNYfirst, users may reset their password with Challenge Questions and Answers.

	6. 
	Click the OK button.

	7. 
	[image: ]

On the Choose a Password page, enter and confirm your password.

Note:  The two entries must match or the user will have to re-enter both fields.

Note:  CUNY Password Policy when choosing a password
· 8 or more characters
· 1 or more uppercase letters
· 1 or more numeric or special characters

Note:  CUNY Password Reset Policy
· No change for 5 days after last password change
· Not one of 4 previous passwords
· Expires 90 days after the last password change
· An email notification will be sent to users whose password is going to expire in the next 7 days.
· Within the 7 days prior to the expiration of the current password, a screen displays for the user to change their password
· At 90 plus days, CUNYfirst will require the user to change their password.

	8. 
	To submit the password, click the OK button.

	9. 
	[image: Description: User Activation Completed Successfully]FirstName.LastName##
########


On the User Activation Completed Successfully! page, your Empl ID (CUNY ID) is displayed as in the example below.

Note:  The eight digit Empl ID (CUNY ID) is used to identify you in CUNYfirst.

	10. 
	When you have finished, make a record of your username, Empl ID and password.

	
	End of Procedure.
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Login to My CUNYfirst Account
CUNYfirst is an internet-based application.  Signing into CUNYfirst is just like opening a password-protected page of a website on the Internet.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar.

	2. 
	[image: ]

Enter your Username and Password and click the [image: ] Go icon.

Note:  Faculty, staff, and students are assigned a unique Username and create their own Password.  Do not share this information with anyone.

	3. 
	[image: ]

From the Enterprise Menu, select the HR/Campus Solutions link.

	
	End of Procedure.
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Sign Out of My CUNYfirst Account
To protect your privacy and prevent unauthorized use of your account, be sure to sign out and close all web browser windows to end your session.

	Step
	Action

	1. 
	[image: ]

Click the Sign Out link in the upper right corner of the screen.

	2. 
	You have successfully ended your session in CUNYfirst.

	3. 
	Close all web browser windows to clear the session information.

	
	End of Procedure.
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Change My CUNYfirst Password
A user may change their password for the CUNYfirst Portal using the Identity Management System.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter the CUNYfirst URL https://home.cunyfirst.cuny.edu in your browser’s address bar to access the CUNYfirst Portal Login page.

	2. 
	[image: Change Password 1]

Click the Change Password link.

	3. 
	[image: ]

On the Password Change page, enter the correct value for either the User ID or CUNY ID fields.

Note:
· User ID is your CUNYfirst Username, e.g. John.Smith78.
· CUNY ID is your unique eight digit Identification number, e.g. 12345678.

	4. 
	Enter the correct value for the Old Password (current password) field.

	5. 
	Enter identical values for the Password and Confirm Password fields.
Note:  CUNY Password Policy when choosing a password:
· 8 or more characters
· 1 or more uppercase letters
· 1 or more numeric or special characters
Note:  CUNY Password Reset Policy
· No change for 5 days after last password change
· Not one of 4 previous passwords
· Reminder sent 85 days after last password change
· Expires 90 days after the last password change

	6. 
	Click the OK button.

	7. 
	[image: ]

On the Challenge Questions and Answers page, you may also change any or all of the Questions 1-5 and Answer fields.

	8. 
	Click the OK button.

	9. 
	
FirstName.LastName##
########

When the process is completed, then the following confirmation message appears.

	10. 
	To login to CUNYfirst, click the Return to Log-in Page link.

	
	End of Procedure.
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I Forgot My CUNYfirst Password
This procedure describes how a user retrieves their forgotten password for the CUNYfirst Portal using the Identity Management System (IMS).

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter the CUNYfirst URL https://home.cunyfirst.cuny.edu in your browser’s address bar to access the CUNYfirst Portal Login page.

	2. 
	[image: ]

Click the Forgot your password? link.

	3. 
	[image: ]

On the Forgot Password page, enter the correct value for either the User ID or CUNY ID fields.

Note:
· User ID is your CUNYfirst Username, e.g. FirstName.LastName##.
· CUNY ID is your unique eight digit identification number, e.g. 12345678.

	4. 
	Click the OK button.

	5. 
	[image: ]

On the Answer To Challenge Questions page three of your five Challenge Questions display.  Enter your answers to the left of the displayed questions.

	6. 
	Click the OK button.

	7. 
	[image: ]

On the Choose New Password page, enter identical values for the Password and Confirm Password fields.

Note :  CUNY Password Policy when choosing a password:
· 8 or more characters
· 1 or more uppercase letters
· 1 or more numeric or special characters
Note:  CUNY Password Reset Policy
· No change for 5 days after last password change
· Not one of 4 previous passwords
· Reminder sent 85 days after last password change
· Expires 90 days after the last password change

	8. 
	Click the OK button.

Note:  Once submitted, the process may take a couple minutes.

	9. 
	
FirstName.LastName##
########


When the process is completed, then the Your Password Has Been Changed Successfully confirmation message appears.

	10. 
	To login to CUNYfirst, click the Return to Log-in Page link.

	
	End of procedure.
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Add a Favorite
My Favorites allows you to create your own list of bookmarks to commonly used components in CUNYfirst.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	When you have navigated to the first page of a frequently used component, in the Universal Navigation Header click on the Add to Favorites link.

	3. 
	On the Add to Favorites page, either leave the auto-text description or enter text to create a description of the component.

	4. 
	Click the OK button.

	
	End of procedure.



Back to Table of Contents

[bookmark: _Toc288968612][bookmark: _Toc371427051]
Delete a Favorite
My Favorites allows you to delete a bookmark.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  My Favorites > Edit Favorites.

	3. 
	On the Edit Favorites page to remove a favorite, click the Delete button on that favorite’s row.

	4. 
	On the Message from webpage window to confirm the favorite is to be deleted, click the OK button.

	5. 
	Click the Save button.

Note:  The favorite will not be deleted until you complete this step.

	
	End of procedure.



Back to Table of Contents

[bookmark: _Toc288968613][bookmark: _Toc371427052]
Sequence Favorites
On the My Favorites menu, bookmarks are listed in the order in which they were added to My Favorites.

My Favorites allows you to sequence bookmarks of commonly used components in My Favorites on the CUNYfirst Main Menu.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  My Favorites > Edit Favorites.

	3. 
	On the Edit Favorites page in the Sequence number field, enter a numeral to indicate the preferred position on the list for each favorite.

Note:  The number ‘1’ is the first favorite on the revised list.

	4. 
	Click the Save button.

Note:  The sequence of favorites will not be done until this step is completed.

	
	End of procedure.
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Student Center Summary

Students use the Student Center to manage school related activities.

Navigate to: Self Service > Student Center.

	Section
	Description

	Academics
	Provides links to academics records and enrollment self-service transactions.

Your schedule displays classes in which you are enrolled for the current term as of today's date.

If there are no such classes, the system looks at the next term in which the student is term activated for classes to display.

In addition, a link is provided to the enrollment shopping cart, where students place sections in which they would like to enroll until their enrollment appointment.

Note:  Placing a section in the enrollment shopping cart does not hold a seat in the class and is not enrollment in a section.

	Finances
	Provides links to Student Financials self-service transactions and displays account summary information.

Institutions using the Financial Aid module within CUNYfirst provide financial aid information and allow for the processing of selected transactions.

	Personal Information
	Provides links to Campus Community self-service transactions.  The Home Address, Mailing Address, Mobile Phone and Campus Email displays.

	Holds
	Provides a list of current service indicators.  Students may click the details link to get more information on their service indicators.

	To Do List
	Provides a list of to do items.  Students may click the details link to get more information on their initiated checklists items.

	Enrollment Dates
	Provides a list of enrollment dates.  Students may click the details link to view the dates they are eligible to enroll in classes via self-service.

	Advisor
	Provides assigned advisor information.  Students may click the details link to get the name and contact details of their assigned Advisor.
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[bookmark: _Toc371427054]Academics

View your weekly schedule aligned to the academic calendar on your campus.
View grades, course history, and transfer credit reports.
Contact your advisors.
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Self Service – Pathways – FAQ
Students use Self Service to complete an advisement requirement, when applicable, and to submit their Opt-In to Pathways e-form.

Students who Opt-In to Pathways use self-service to search for courses and class sections in which to enroll to meet their Pathways requirements.

Your progress on those requirements display on both the Course History page and the Student Unofficial Transcript.

Note:  Parts of images may be obscured for security reasons.

	Q.  Do I need to see an advisor about Pathways?
	Some colleges require students to see an advisor prior to deciding whether or not to Opt-In to Pathways.  If applicable, a [image: ]positive service indicator displays on the Student Center page in the Holds section.

	Q.  How do I submit the Opt-In to Pathways e-form?
	On the Student Center page in the To Do List section two items display in relation to Pathways.
1.  About Pathways, Find out more - provides links to both the Pathways email address and website .url for student to get more information.
2. Choose Pathway, Yes or No - provides a link to the Pathway My Choice e-form.

Note:  If you are required to see an advisor prior to deciding whether or not to Opt-In to Pathways, then the advisor will release the service indicator and add the checklist items to your record.

	Q.  How do I identify the requirement designation for courses or class sections to meet Pathways requirements?
	Courses in the Catalog display the requirement designation/s for the course.

The Search for Classes component includes a Class Search Criteria by Requirement Designation.

The Class Detail page Enrollment Information section displays the Requirement Designation.

	Q.  How do I see which Pathways requirements I have completed?
	On the Course History page the column to the right displays the Requirement Designation for each course.

The Student Unofficial Transcript displays the Requirement Designation for each course.

	Q.  Now that I am in Pathways, where can I find my remaining degree requirements?
	Some CUNY colleges have as policy that students use DegreeWorks as an educational planning tool.  Pathways requirements display in DegreeWorks.
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View My Weekly Schedule
Students are able to use self-service to view their weekly class schedule for a term in either a calendar or list format.  The calendar format reflects the academic calendar of your primary institution.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: View My Weekly Schedule 1]

In the Academics section click the weekly schedule link.

	4. 
	[image: View My Weekly Schedule 2]

Note:  This view displays the Academic Calendar of your primary institution.

	5. 
	Select the previous week or next week buttons to go to those schedules.

	6. 
	Alternatively, select the Show Week of [image: ]calendar icon and enter the week you wish to view.

	7. 
	As needed, enter the Start Time and End Time (format is 8:00AM or 6:00PM).

	8. 
	Click the refresh calendar button.

	9. 
	From the Display Options section:
· Uncheck the [image: ] Show AM/PM checkbox to change to a 24 hour time display (6:00PM becomes 18:00).
· Check the [image: ] Show class Title checkbox to display the course name.
· Check the [image: ] Show Instructors checkbox to display the assigned faculty.
· Check the [image: ] checkboxes of those days of the weeks you wish to display.

	10. 
	Click the refresh calendar button.

	11. 
	Select the Printer Friendly Page link and follow your browser’s prompts to print the schedule.

	
	End of Procedure.
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View My Grades
View or print a listing of your grades and check your current grade point average.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: Academics with other academic dropdown 1]

In the Academics section from the [image: ] other Academic dropdown box, select Grades and then click the [image: Description: Description: Go] Go icon.

	4. 
	[image: View My Grades 1]

The View My Grades page displays for the current term:
· The term’s Official Grades show the class by course catalog number, the description, units, grading basis, grade and grade points for the selected term.
· Term Statistics display showing units toward GPA, units not for GPA, and the GPA calculation for that term and the Cumulative Total, and
· Your Academic Standing displays.

	5. 
	Select the Printer Friendly Page link and follow your browser’s prompts to print the schedule.

	6. 
	As needed, select the change term button.

	7. 
	[image: View My Grades 3]

On the View My Grades page, select a term radio button.

	8. 
	Click the CONTINUE button.

	
	End of Procedure.
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View My Course History
Students view their academic history at CUNY.  Course History displays a grid of every course a student has previously taken (including transfer or test credit) with units and grade.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: Academics with other academic dropdown 1]

In the Academics section from the [image: ] other Academic dropdown box, select Course History and then click the [image: Description: Description: Go] Go icon.

	4. 
	[image: View My Course History 1]

Note:  The Status column right displays whether the course has been taken, transferred, is in progress or is either in your planner or shopping cart.
Note:  Although not shown above, the Requirement Designation column displays for Pathways.

	5. 
	Results may be sorted by selecting one or two of these criteria:  course, description, grade, status, term and units from the [image: ] Sort results by and Then by dropdown menus.

	6. 
	Click the sort button.

	7. 
	Alternatively, click a column header once to sort the data alphanumerically by that column.

Note:  Click a column header twice to reverse the order.

	
	End of Procedure.
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View My Transfer Credit Report
Students are able to view their Transfer Credit Report.  Course Credit details display showing the Source, receiving Institution, Program, Articulation Term, Status and Units Transferred.  Test Credits details include Transfer Term, Test ID, Test Component, Score, Status, Equivalent course, Units and Grade.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: Academics with other academic dropdown 1]

In the Academics section from the [image: ] other Academic dropdown box, select Transfer Credit:  Report and then click the [image: Description: Description: Go] Go icon.

	4. 
	[image: ]Name


[image: ]

Course Credit details display showing the Source, receiving Institution, Program, Articulation Term, Status and Units Transferred.

Note:  View the Transfer Credit Report to investigate any expected credits that did not appear on your Course History.

	
	End of Procedure.
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View and Notify Advisors
Students are able to use Self Service to identify and contact their advisors.  Within CUNYfirst, students may send a notification to their advisor.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	[image: View and Contact My Advisor 1]Name


Navigate to:  Self Service > Student Center.  If applicable, in the Advisor section your Advisor/s name/s display  Click the details link to notify your advisor/s.

	3. 
	[image: ]Name
Name


Select the [image: ] Notify checkbox of each Advisor to contact.

Note:  You may send a notification to one, any combination or all of your advisors at one time.

	4. 
	Select the Notify Selected Advisors button.

	5. 
	[image: ]Sender Email Address
Sender Email Address
Recipient’s Email Address/es
Sender Email Address
Name


Enter the content of your correspondence in the Message Text box.

Note:  The sender also receives the notification.

Note:  There is no functionality to send attachments.

	6. 
	Click the Send Notification button.

	7. 
	[image: ]Recipient’s Email Address/es


The Send Notification Result page displays.

	
	End of Procedure.
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Course and Class Search

View college catalogs and search the schedule of classes for colleges in CUNYfirst.  Shortlist courses and classes of interest to meet your academic objectives.
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View Course Catalog
Students are able to use self-service to browse the entire course catalog and add courses to their planner to take sometime in the future to complete their degree requirements.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Class Search/Browse Catalog > Browse Course Catalog.

	3. 
	[image: ]Name


On the Select Institution [image: ] dropdown menu, select the name of the correct college or school.

	4. 
	Click the change button.

	5. 
	On the Browse Course Catalog page, click the first letter in a subject’s name.

	6. 
	[image: ]

Click the correct subject code link to display courses for that subject.

	7. 
	Click either the Course Nbr or Course Title to view the Course Detail.

	8. 
	[image: ]Name


If the class is scheduled, then click the view class sections button.

	9. 
	[image: ]

Beneath the Course Detail, the Course Schedule displays. Click the Terms Offered [image: ] dropdown arrow; and then select the correct term.

	10. 
	Click the show sections button.

	11. 
	Click the Section link to display class details

	12. 
	[image: ]

The Class Details page displays including Class Details, Meeting Information, Enrollment Information, Class Availability, Description and Textbook/Other Materials.

Note:  In the Class Details section the Instructor Mode is shown.
	Instructor Mode
	Description

	In-Person
	No course content or assignments are delivered online.

	Web-enhanced
	Class meetings are as scheduled.  Some course content, assignments, and required or optional activities are online.

	Partially online
	Some class work is online.

	Hybrid (Blended)
	20-80% of class meeting time is either online activity or virtual meetings.

	Online
	Greater than 80% of class meeting time is either online activity or virtual meetings.

	Fully online
	All class work is online.




	
	End of Procedure.
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My Academic Planner
Using My Academic Planner, students may store courses to complete remaining degree requirements.  Courses in the planner are selected from a Course Catalog.

Students may assign each course in their planner to a future term with the intent of enrolling in that course once it appears in that term’s Schedule of Classes.

Information in your Academic Planner may be transferred into DegreeWorks.  However, information in DegreeWorks may not be transferred into your CUNYfirst Academic Planner.  There is an advantage to using DegreeWorks in that it shows your progress towards your degree requirements.

Note:  Some CUNY colleges have as policy that students use DegreeWorks as an educational planning tool.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: Academics with other academic dropdown 1]

In the Academics section from the [image: ] other Academic dropdown box, select Academic Planner and then click the [image: Description: Description: Go] Go icon.

	4. 
	[image: ]Name


To add courses to the Planner using, click the Browse Course Catalog button.

	5. 
	[image: ]Name


On the Browse Course Catalog page, click the first letter in a subject’s name.

	6. 
	Click the correct subject code link to display courses for that subject.

	7. 
	[image: ]

Click either the Course Nbr or Course Title to view Course Detail.

	8. 
	[image: ]Name


Click the add to planner button.

	9. 
	Click the Return to Browse Course Catalog link to go back to the previous page and repeat as needed.

	10. 
	[image: ]

Click the my planner sub-tab.

	11. 
	[image: ]Name


The My Planner page displays a list of Unassigned Courses.

	12. 
	To assign (plan to take) a course in a specific term, click the [image: ] Select checkbox for that course.

	13. 
	On the [image: ] Move selected course to Term dropdown box, select the term you wish to take the selected course and then click the move button.

	14. 
	[image: ]Name


The page refreshes and you will see the selected course/s displayed in the selected term.

	
	End of Procedure.
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View Schedule of Classes
Students are able to use self-service to view the schedule of classes for a term and add classes to their planner, shopping cart or enroll.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: Search for Classes 1]

In the upper right corner, select the SEARCH FOR CLASSES button.

	4. 
	[image: ]

On the Search for Classes page in the Enter Search Criteria section, from the Institution [image: ] dropdown arrow, select the correct college or school.

	5. 
	From the Term [image: ] dropdown arrow, select the correct term. 

	6. 
	In the Class Search Criteria section from the Course Subject [image: ] dropdown arrow, select on the correct subject.

Note:  At least two search criteria must be selected in this section.

	7. 
	Enter the Course Number shown in the Course Catalog or leave it blank to list all of that subject’s courses.

	8. 
	From the Course Career [image: ] dropdown arrow, select the correct career.

Note: Addditional criteria (i.e., Course Attribute, Course Attribute Value, or Requirement Designation) may be selected. 

	9. 
	Uncheck the [image: ]Show Open Classes Only checkbox to view both open and closed sections.

	10. 
	To narrow the search results click the [image: Description: PS_EXPAND_ICN_1] Additional Search Criteria disclosure triangle and add additional criteria.
[image: ]

Note:  Class Nbr is the section code shown in parentheses after a Course Number.

	11. 
	Click the Search button.

	12. 
	[image: ]

On the Search for Classes page in the Search Results area, courses that meet your criteria are listed in alphabetical order.  Each Section has a separate row that displays the Section, Status, Session, Requirement Designation, Days & Times, Room, Instructor and Meeting Dates.

Use the New Search button to begin a new class search. Use the Modify Search button to specific additional for the current class search.
Note:  Status displays as either an [image: ]Open icon or a [image: ] Closed icon.

	13. 
	[image: ]

Click the select class button to display the class preferences including:  Permission Nbr (number), Grading, Session, Units, Enrollment Information and Requirement Destination.

Also displayed are the Section, Component, Days & Times, Room, Instructor, and Start/End Date.

	14. 
	Click the NEXT button to add this class section to your Shopping Cart.

	15. 
	[image: ]

On the Search for Classes – Search Results page, a message displays to indicate that the class has been added to your Shopping Cart.

Note:  Adding a class to your shopping cart does not hold a seat for you and is not enrolling in a class.

	
	End of Procedure.
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Class Shopping Cart and Validation
Students may use the Enrollment Shopping Cart to save a list of their preferred class sections until it is time to enroll for the term.

Students may validate both their eligibility and the availability of a seat in a class section.

Note:  Placing a section in the shopping cart does not hold a seat in the class and it does not add the class to your schedule.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: ]

In the Academics section, click the enrollment shopping cart link.

	4. 
	[image: ]Name
####
####
Name
Name


As needed, on the Shopping Cart page, select a term radio button.

	5. 
	Click the CONTINUE button.

	6. 
	Class sections may be added to the shopping cart by searching for a class or entering the class number.

[image: ]

a.	To find a class using Class Search from the Add Classes to Shopping Cart page, click the Class Search radio button and then click the search button.

	
	[image: ]

b.	On the Shopping Cart Enter Search Criteria page in the Class Search Criteria section select at least two search criteria:
i. Click the select subject button;
ii. enter the course number shown in the Course Catalog in the Course Number field or leave the field blank to list all of the subject’s courses;
iii. select the Course Career from the [image: ] dropdown list.
iv. to show all sections uncheck the [image: ] Show Open Classes Only checkbox.
v. and/or select a Pathways category from the Requirement Designation [image: ] dropdown list.

c.	To narrow your search results, select the Additional Search Criteria link and enter additional criteria.  After selecting your search criteria, then click the Search button.

	
	[image: ]

d.	On the Search for Classes page in the Search Results area, courses that meet your criteria are listed in alphabetical order.  Each Section has a separate row that displays the Section, Status, Session, Requirement Designation, Days & Times, Room, Instructor and Meeting Dates.

Click the select class button of the section to be added to your shopping cart.
Note:  Status displays as either an [image: ]Open icon or a [image: ] Closed icon.

[image: ]

e.	On the Add Classes to Shopping page, a message displays to indicate that the class has been added to your Shopping Cart.

	7. 
	[image: ]

a.	When the class number is known, then on the Add Classes to Shopping Cart page, enter the unique four or five digit class number in the Enter Class Nbr field and then click the enter button.

[image: ]

b.	On the 1.  Select classes to add – Enrollment Preference page, review section information, and then click the NEXT button to add the class to your Shopping Cart.

	
	[image: ]

c.	On the Add Classes to Shopping Cart page, a message displays to indicate that the class has been added to your Shopping Cart.

	8. 
	[image: Student]

Prior to enrollment, select the checkbox of each class in your Shopping Cart to confirm your eligibility (i.e. prerequisites) and their availability (i.e. time conflicts).

Select the validate button.

	9. 
	[image: Student]

Note:  Review the validation status report and adjust your planned schedule as needed.
Note:  Classes in your shopping cart remain there throughout the term, until you either enroll in a class or delete the class from your Shopping Cart.  The Status column updates each time you view your Shopping Cart displaying whether the class is open or closed.

	
	End of Procedure.
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Enrollment

View appointments, enroll, drop and swap classes, and view class and exam schedules.

Back to Table of Contents
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View Enrollment Appointment
Students are able to use self-service to view both their shopping cart and enrollment appointment dates.  Shopping Cart Appointments enable a student to short-list those classes and sections for which they wish to enroll prior to seeing their Advisor if needed.  Enrollment Dates enable a student to add, drop and swap classes up to their maximum total units.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: ]

In the Enrollment Dates section, click the link to see details of your enrollment appointment.

	4. 
	[image: ]####
####
Name


On the Enrollment Dates page, select a Term radio button.

	5. 
	Click the CONTINUE button.

	6. 
	[image: ]

View Shopping Cart and Enrollment Appointments for the selected term.

Note:  Enrollment Dates are for both a date and a time on that day.  Your enrollment limits also display.

	
	End of Procedure.
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Class Enrollment
Students may use self-service to enroll in classes.  A step by step wizard guides students through the enrollment process of adding classes.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: ]

On the Student Center page in the Academics section, click the Enroll link.

	4. 
	[image: ]

The Add Classes page with the 1.  Select classes to add section displays.
Confirm that all selected sessions are on display in your Shopping Cart.
If not, use the Classes Shopping Cart step sheet to put additional preferred sections in your Shopping Cart from My Planner, using Class Search or entering class section numbers.

	5. 
	Click the PROCEED TO STEP 2 OF 3 button.

	6. 
	[image: ]

The Add Classes page, with the 2.  Confirm classes section displays.
Examine the Status icons to ensure your chosen classes are available.
Select the FINISH ENROLLING button.

	7. 
	[image: ]

The Add Classes page, with the 3.  View results section displays.

Note:  The Message column will indicate Success and the Status column will show [image: ]a green check mark in the Status column to indicate successful registration for a class.
Note:  Courses with [image: ]errors remain in your shopping cart.  You may take actions to correct these errors and enroll later.

	
	End of Procedure.
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Drop Classes
Students may use self-service to drop classes from their schedule.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: ]Name


Click the [image: ] Academic Calendar Deadlines icon of the class you wish to drop in the Upcoming Schedule section.

Note:  Once the session has begun, then the Upcoming Schedule session would be called This Week’s Schedule.

	4. 
	[image: ]Name


Identify the impacts or consequences of dropping the class based on the day you intend to drop the class.

	5. 
	[image: ]

Below the Academic Calendar Deadlines page, select the Return to Student Center link.

	6. 
	[image: Submit Meningitis Acknowledgement Form 1]

On the Student Center page in the Academics section, click the Enroll link.

	7. 
	[image: ]Name


Select the drop sub tab.  As needed, select the radio button of the term in which you would like to drop a class.

	8. 
	Click the CONTINUE button.

	9. 
	[image: ]

In the Select column, click the [image: ] checkbox next to each class to be dropped.

	10. 
	Click the DROP SELECTED CLASSES button.

	11. 
	[image: ]

Review the information on the Confirm your selection page.

	12. 
	Click the FINISH DROPPING button to drop the selected classes.

	13. 
	[image: ]

On the View results page, a green checkmark displays next to the classes that have been dropped.  Review the Message(s) under the Message column to confirm the impacts or consequences of dropping that class.

	
	End of Procedure.
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Swap Classes
Students may use self-service to swap an existing class enrollment for a different class within a term.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: ]

On the Student Center page in the Academics section, click the Enroll link.

	4. 
	[image: ]Name
####
####
Name
Name


As needed, select the radio button of the term in which you would like to swap a class.

	5. 
	Click the CONTINUE button.

	6. 
	[image: ]

The Swap a Class page 1. Select a class to swap section displays.
In the Swap This Class section on the Select from your schedule [image: ] dropdown box menu, select the class to be dropped.

	7. 
	In the With This Class section find the new class using one of these two methods:

a. From the Search for Class [image: ] dropdown list, click the select button.	 Note:  See the Classes Shopping Cart step sheet.
b. Alternatively, Enter Class Nbr by keying in the unique four or five class number that identifies a class section and click the enter button.

	8. 
	[image: ]

The 1.  Select a class to swap – Enrollment Preference page displays.  Click the NEXT button.

	9. 
	[image: ]

The 2.  Confirm your selection page displays.

Click the FINISH SWAPPING button.

	10. 
	[image: ]

The 3.  View Results page displays.

	
	End of Procedure.
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View My Class Schedule
Students are able to use self-service to view their class schedule for a term in either a list or calendar format.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: ]

In the Academics section from the [image: ] other Academic dropdown box, select Class Schedule and then click the [image: Description: Description: Go] Go icon.

	4. 
	[image: ]

The Class Schedule displays in a list format.

	5. 
	To view only enrolled, dropped, or waitlisted classes, in the Class Schedule Filter Options select the [image: ] checkboxes of those types of classes you wish to view and then click the filter button.

	6. 
	[image: ]

From Select Display Option, click the Weekly Calendar View radio button to view your schedule in a diary format.

	7. 
	Select the previous week or next week buttons to go to those schedules.

	8. 
	Alternatively, select the [image: ]calendar icon and select the week to view.

	9. 
	As needed enter the Start Time and End Time (format is 8:00AM or 6:00PM) for that week.

	10. 
	Click the refresh calendar button.

	11. 
	From the Display Options section:
· Uncheck the [image: ] Show AM/PM checkbox to change to a 24 hour time display (6:00PM becomes 18:00).
· Check the [image: ] Show class Title checkbox to display the course name.
· Check the [image: ] Show Instructors checkbox to display the assigned faculty.
· Check the [image: ] checkboxes of those days of the weeks you wish to display.

	12. 
	Click the refresh calendar button.

	13. 
	In either format, select the Printer Friendly Page link and follow your browser’s prompts to print the schedule.

	
	End of Procedure.



Back to Table of Contents

[bookmark: _Toc371427072]
View My Exam Schedule
Students may view their exam schedule in a grid format.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: Academics with other academic dropdown 1]

In the Academics section from the [image: ] other Academic dropdown box, select Exam Schedule and then click the [image: Description: Description: Go] Go icon.

	4. 
	[image: ]

The My Exam Schedule page displays.

Note:  If final exams have been scheduled for your classes, they are now displayed on the My Exam Schedule page.

	5. 
	From Select Display Option, click the Weekly Calendar View radio button to view your schedule in a diary format.

	6. 
	To view different terms at the same college or school or at other institutions click the change term button.

	
	End of Procedure.
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View your Customer Account with tuition, fees, payments, and Financial Aid information.  Make electronic payments online.
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Account Inquiry – Bills, Payments and Financial Aid
Students may use self-service to view details of their financial account.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: Account Inquiry - Bills, Payments and Financial Aid 1]

In the Finances section, click the Account Inquiry link to see the details of the Account Summary.

	4. 
	[image: Account Inquiry - Bills, Payments and Financial Aid 2]

On the Account Inquiry tab summary sub-tab, the Account Summary page displays outstanding charges and deposits, as well as, pending financial aid (if any) and Total Due.  In the What I Owe section, the Total Due amount to be paid is shown.

Note:  Amounts listed under Pending Payments have been rejected.  Please contact the Office of the Bursar.

	5. 
	Under Account Inquiry tab, select the activity sub-plan tab to view detailed information about both charges and payments.

Note:
· Within the View by section, narrow the results by selecting a date range (month, year and then day) using the From and To calendar [image: Description: Calendar] icons.  To look for transactions within a specific term, ensure the date range includes the transactions for the specific term.  Then select the Go button.
· Displayed are ten rows of charges and payments.  Select the View All link to see all rows or select the [image: ] arrow to view the next set of ten rows - in reverse chronological order.

	6. 
	Under Account Inquiry tab, select the charges due sub-tab that displays four sections.
· Summary of Charges by Due Date section displays the amount due by date and total.
· Details by Due Date section displays charges by term.
· Details by Charge section displays the detailed charges, due date, term and amount.
· Invoices Due should be disregarded for Fall 2010 invoices.  If there are questions regarding this section, please contact the Office of the Bursar.

Note:  Consult the College website to verify the bill due date and any date extensions.

	7. 
	Under Account Inquiry tab, select the payments sub-tab to view the Payment History page.

Note:
· All payments are listed here in reverse chronological order.
· Within the View by section, narrow the results by selecting a date range (month, year and then day) using the From and To calendar [image: Description: Calendar] icons.  To look for transactions applicable to a specific term, allow for a date range two months before and after the term dates.  Then select the Go button.
· Posted Payments appear in sets of five in reverse chronological order. Select the View All link to see all of the payments or select the [image: ] arrow to view the next set of five posted payments.

	8. 
	Under Account Inquiry tab, Pending aid section displays the type of award, term and amount.

Note:
· When disbursed, pending aid will appear as a payment.
· Further information about any Pending Financial Aid Award may be obtained from the Office of Financial Aid.

	
	End of Procedure.
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Make an On-Line Payment
Students are able to make electronic payments toward their account.  Students will be able to submit payment by eCheck or credit card using American Express, Visa, MasterCard or Discover Card. 

Note:  If a student pays a bill using a credit card, a non-refundable convenience fee of 2.65% will be charged to their account in addition to tuition and fees. 

Note:  Students should contact the Bursars office if they encounter any difficulties with the online payment system.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: ]

In the Finances section, click the Account Inquiry link.

	4. 
	[image: Make a Payment 1]

On the Account Summary page, select the MAKE A PAYMENT button.

	5. 
	[image: Make a Payment 1]

On the 1. Select Payment Method page, on the Pay By [image: ] dropdown box, select either Credit Card or Electronic Check.

	6. 
	Click the NEXT button.

	7. 
	[image: Make a Payment 2]Address
Credit Card Type
################
##
(###) ###-####
First Name
Last Name
Email Address
####


On the 2. Specify Payment Details page, carefully enter required details as shown by your financial institution or provider.

	8. 
	Click the NEXT button.

	9. 
	[image: Make a Payment 3]

On the 3. Specify Payment Amount page, enter the dollar and cents amount in the Payment Amount field.

	10. 
	Click the NEXT button.

	11. 
	[image: Make a Payment 4]

Click the OK button.

	12. 
	[image: Make a Payment 5]Address
Credit Card Type
################
##/####
(###) ###-####
First Name
Last Name
Email Address
Country


The 4. Confirm Payment page displays.  Review the information and make changes as needed.

	13. 
	Click the SUBMIT button.

	14. 
	[image: ]

The 5. Payment Result page displays the status of the payment with confirmation details.

If the charge is not approved, then this message displays “Your credit card has been declined.”

Note:  If the payment is declined, then you may try again or use a different accepted payment method by selecting the MAKE ANOTHER PAYMENT button.

Note:  Students are allowed to use multiple payment methods to meet the total amount entered in Step 5.

[image: Make a Payment5]1,234.56
  xx/xx/xxxx
xxxxxxxxxxxx1234


If the charge is approved, this this message displays “Your payment has been accepted.  Save the information below for your reference.”

	
	End of Procedure.
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Self Service – Student Financials – FAQ
Students may use self-service to view details of their financial account.

Note:  Parts of images may be obscured for security reasons.

	Q.  How can I see outstanding charges and amount owed?
	[image: ]

From the Student Center page, in the Finances section to see the Account Summary details, click the Account Inquiry link.

[image: ]

On the Account Inquiry tab summary sub-tab, the Account Summary page displays with outstanding charges and deposits, as well as, pending financial aid.  In the What I Owe section, the Total Due amount is shown.

	Q.  What are “Payment R” and “Return R” items in Account Activity? and Charges?
and
How can I see all the transactions for a specific term?
	[image: ]

‘Return R’ and ‘Payment R’ entries occurred during data conversion and will balance to zero.  Further information about these items may be obtained from the Office of Bursar.
Note:
· Within the View by section of Account Activity, narrow the results using the From and To calendar [image: Description: Calendar] icons to select a date range (month, year and then day).  To look for transactions within a specific term, ensure the date range includes the transactions for the specific term.  Then select the Go button.
· Charges and payments display in revere chronological order in sets of ten.  Select the View All link to see all rows or select the [image: ] Show next row icon to view the next set of ten rows.

	Q.  How can I see details about charges for a term?
	


Under Account Inquiry tab, select the charges due sub-tab that displays four sections.
· Summary of Charges by Due Date section displays the amount due by date and total.
· Details by Due Date section displays charges by term.
· Details by Charge section displays the detailed charges, due date, term and amount.
· Invoices Due should be disregarded for Fall 2010 invoices.  If there are questions regarding this section, please contact the Office of the Bursar.

Note:  The amount to be paid is listed under the Running Total section of Summary of Charges by Due Date.

Note:  Consult the College website to verify the bill due date and any date extensions.

	Q.  How can I see details about all payments?
	[image: ]

Under the Account Inquiry tab, select the payments sub-tab to view the Payment History page.

Note:
· Payments are listed reverse chronological order.
· Narrow the results using the From and To calendar [image: Description: Calendar] icons by selecting a date range (month, year and then day).  Then select the Go button.
· Posted Payments appear in sets of five in reverse chronological order.  Select the View All link to see all of the payments or select the [image: ] Show Next Row icon to view the next set of five posted payments.

	Q.  How can I see detailed information about my financial aid awards?
	


Under Account Inquiry tab Pending aid sub tab types of award, disbursement term and amount displays.

Note:
· When disbursed, pending aid will appear as a payment.
· Further information about any Pending Financial Aid Award may be obtained from the Office of Financial Aid.
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[bookmark: _Toc371427077]
Financial Aid (BCC, Lehman, Hostos, New Community College, QCC, CUNY Law students)

View your pending Financial Aid information including disbursement dates.  Indicate your acceptance or decline of Perkins Loans and Federal Work Study awards.  Complete and submit forms for Direct Loan Processing or a Perkins Loan Supplement.  Complete the Loan Counseling requirement.
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[bookmark: _Toc371427078]
View Financial Aid
Financial Aid displays:
· by year and within that year by term,
· both amounts offered and amounts accepted, and
· total estimated budget and a breakdown by category.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: View Financial Aid 1]

In the Finances section, click the View Financial Aid link.

	4. 
	[image: Description: View Financial Aid 2]

On the Select Aid Year to View page in the Aid Year column, click the link for the year that you wish to view.

	5. 
	[image: Description: View Financial Aid 3]

On the Award Summary page, view the total for the year in the Aid Year section and the total by term in the Terms section.

Click the Full-Yr Financial Aid Summary link to display a budget total and total aid.

	6. 
	[image: Description: View Financial Aid 4]

On the Full-Yr Financial Aid Summary page, click Estimated Financial Aid Budget link displayed as an amount.

	7. 
	[image: Description: View Financial Aid 5]

The Estimated Financial Aid Budget displays by term with a breakdown by category.

	8. 
	Select the Return link on both the Estimated Financial Aid Budget and Full-Yr Financial Aid Summary pages.

	9. 
	[image: Description: View Financial Aid 3]

On the Award Summary page in the Terms section, click the View Scheduled Disbursement Dates link.

	10. 
	[image: Description: View Financial Aid 6]

The Scheduled Disbursements page displays with projected dates for award disbursements.

Note:  At the time of disbursement, these amounts display as a payment.

	11. 
	Select the Return to Award Summary link.

	
	End of Procedure.
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[bookmark: _Toc371427079]Accept/Decline Awards
Students may use Self Service to accept or decline a Perkins Loan and a Work Study Award.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	[image: ]

On the Student Center page in the Finances section, click the Accept/Decline Awards link.

	3. 
	[image: ]

On the Financial Aid Select Aid Year to View page, select a link in the Aid Year column to view all awards.

	4. 
	[image: ]

On the Award Package page in the Award column, select the Federal Perkins Loan link.

	5. 
	[image: ]

The Award Detail page displays for you to review the award amount and terms of the loan.

	6. 
	Select the Return to Award Package link.

	7. 
	[image: ]

Select either the Accept or Decline [image: ]checkbox for the viewed award.

	8. 
	Click the Federal Work Study link.

	9. 
	[image: ]

The Award Detail page displays for you to review the amount and terms of the loan.

	10. 
	Select the Return to Award Package link.

	11. 
	[image: ]

Select either the Accept or Decline [image: ]checkboxes for the viewed award.

	12. 
	Select the clear all button to begin again.

	13. 
	When you have made a final decision to decline awards or accept awards and for what amount, then select the SUBMIT button.

	14. 
	[image: ]

Click the YES button to confirm submission.

	15. 
	[image: ]

Click the OK button.

	16. 
	[image: ]

The Award Package page displays with the Status Successful.

	
	End of Procedure.
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[bookmark: _Toc371427080]Submit Direct Loan Processing Form
Students may use Self Service to apply on-line for either (or both) a subsidized or unsubsidized direct loan using an electronic signature.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: View Financial Aid 1]

In the Finances section, click the Direct Loan Processing Form link.

	4. 
	[image: Description: Direct Loan Processing Form 4]

On the Direct Loan Processing Form page, click the Institution [image: Description: Look Up] Look Up icon and then select the correct Academic Institution, Description, or Short Description link.

	5. 
	On the Direct Loan Processing Form page, enter the four digit year or click the Aid Year [image: Description: Look Up] Look Up icon and then select the Aid Year or Description link.

	6. 
	Click the OK button.

	7. 
	[image: Description: Direct Loan Processing Form 5]

The Direct Loan Processing Form displays for completion.

1. Select the checkbox of the type/s of loan/s you are seeking.  For either or both loan requests, on the same line as the type of loan enter the dollar amount you are seeking.
2. Enter the number of credits you plan to take by term.
3. Select either the Yes or No radio buttons for each Loan Period question.
4. Select the checkbox to affirm that the information provided is correct and as an electronic signature for the form.

When you have completed the form, click the SAVE button to submit the form for processing.

	8. 
	[image: Description: Direct Loan Processing Form 6]

Example of a Completed Form
The example of a completed form shown above may vary from your needs for the type of loan, the anticipated credits, and answers to questions about the loan periods.

	9. 
	When you click the SAVE button, CUNYfirst returns to your Student Center page.

	
	End of Procedure.
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Submit Perkins Loan Supplement Form
Students may use Self Service to apply on-line for a supplement using an electronic signature.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: View Financial Aid 1]

In the Finances section, click the Supplement Form link.

	4. 
	[image: Description: Supplement Form 1]
On the Supplement Form page, click the Institution [image: Description: Look Up] Look Up icon and then select the correct Academic Institution, Description, or Short Description link.

	5. 
	On the Supplement Form page, enter the four digit year or click the Aid Year [image: Description: Look Up] Look Up icon and then select the Aid Year or Description link.

	6. 
	Click the OK button.

	7. 
	[image: Description: Supplement Form 2]

The Supplement Form displays for completion.
1. For questions 1, 2 and 5-8, select either the Yes or No radio button.
2. For question 3 enter a dollar amount.  If nil, enter 0.00.
3. For question 4 enter a number.  If nil, enter 0.
4. Select the checkbox to affirm that the information provided is correct and as an electronic signature for the form.

When you have completed the form, click the SAVE button to submit the form for processing.

	8. 
	[image: Description: Supplement Form 3]

The example of a completed form shown above may vary from your personal situation.

	9. 
	When you click the SAVE button, CUNYfirst returns to your Student Center page.

	
	End of Procedure.
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[bookmark: _Toc371427082]Personal Contact Information

Maintain your address information.

Back to Table of Contents

[bookmark: _Toc371427083]
View/Add/Update Addresses
Self Service may be used to view all four types of addresses in use in CUNYfirst.  Students may add their Home, Mail, and Billing addresses using Self Service.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: Student - Change Address]

In the Personal Information section, select either address link to edit or add addresses.

	4. 
	[image: ]Address
Address
Address
Address
Name


The Addresses page displays for you to view and verify current addresses on record.

	5. 
	Click the ADD A NEW ADDRESS button.

	6. 
	[image: Change Address 2]

As needed, on the Edit Address page, enter data in the Address 1, 2, or 3 fields.

	7. 
	Enter the city in the City field.

	8. 
	Enter the two-character state postal abbreviation in the State field or click the [image: ]Look up icon to select the state postal abbreviation.

	9. 
	Enter the five digit zip code in the Postal field.

	10. 
	Place the cursor in the County field to auto-display the county based on the other entered data.

	11. 
	Click the OK button. 

	12. 
	[image: Change Address 3]

In the Add a new address section, verify the accuracy of the new address.  As needed, select the Edit Address link to make corrections.

	13. 
	As needed, change the Date new address will take effect field.  Click the [image: Description: Calendar] Choose a date icon and select the correct year, month and lastly day of the month.

Note:  The current date is the default.

	14. 
	In the Address Types section, select the [image: ] checkbox of the appropriate address type.

	15. 
	Click the SAVE button.

	16. 
	[image: ]

The Add a new address page, Save Confirmation message displays.  Click the OK button.

	
	End of Procedure.
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Holds and To Do List

View holds and to dos on your record.
Complete and submit the Meningitis Acknowledgement Form in CUNYfirst.
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[bookmark: _Toc371427085]
View Holds
Students use the Student Center to view current holds (service indicators) on their record for specific services.  They may see how to resolve their holds and which institution or department to contact for additional information.

Holds from every institution with CUNYfirst may appear in a student’s Holds section.  Any hold at a CUNY institution other than your primary institution will not preventing you from registering at your primary institution.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: ]

In the Holds section, a list of current service indicators displays.

Note:  Holds may prevent you from enrolling, so it’s important to deal with this prior to your enrollment appointment.

	4. 
	Click the details link to see details of the hold and the department to contact for additional information.

	5. 
	[image: ]Name


In the Hold Item column, click the link of the item for which you wish to more information if applicable.

	6. 
	[image: ]Name


The Your Holds page displays.

	7. 
	Click the Return button to view other service indicators.

	
	End of Procedure.
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[bookmark: _Toc371427086]
View To Do List
On the Student Center page in the To Do List section, items display to direct students to complete administrative requirements.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: Meningitis To Do List]

In the To Do List section, an initiated checklist displays.  Click the details link to see more information.

Note:  There will also be a Missing Meningitis Form service indicator that prevents you from enrolling, so it’s important to deal with this To Do List item prior to your enrollment appointment.

	4. 
	[image: Advisee To Dos]Name


On the Advisee To Dos page in the Item List column, click the link of the item to see more information.

	5. 
	[image: To Do List Item Detail]Name
name@qcc.cuny.edu


The To Do Item Detail page displays.  Contact information, due dates when applicable, and a description of the item may display.

	
	End of procedure.
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Submit Immunization/Meningitis Acknowledgement Form
New York state law prohibits students from enrolling in classes until they have submitted their Meningitis Acknowledgement form online or in person.  This requirement is enforced by the placement of a Service Indicator that prevents enrollment.

On the Student Center page in the To Do List section an item displays to advise students to complete this requirement.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: Submit Meningitis Acknowledgement Form 1]

On the Student Center page in the Academics section, click the Enroll link.

	4. 
	[image: ]Name


The Enroll tab add sub-tab Add Classes page displays.  As needed, select a term radio button.

	5. 
	Click the CONTINUE button.

	6. 
	[image: ]Name






























On the 1.  Select classes to add page, click the Meningitis Acknowledgement Form link.

	7. 
	[image: Form]

After reading the form that provides critical facts about meningococcal disease, select one of the two checkboxes to create a record of your decision regarding meningitis immunization.

	8. 
	If the second radio button is selected, then a field displays to enter the date of the immunization.

	9. 
	Click the Submit button.

Note:  The Missing Meningitis Form service indicator is released upon submission of this form.

	
	End of procedure.
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[bookmark: _Toc371427088]Submit Pathways My Choice Form
Students may submit their  My Choice e-form online to confirm whether or not they have decided to Opt-In to Pathways.

Some CUNY Colleges also require students to see an advisor prior to completing the My Choice Form.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	In the To Do List section, an initiated checklist displays.  Click the details link to see more information.

Note:  When your primary institution requires you to consult an adivisor, then there will also be a Find Out More About Pathways service indicator.

	4. 
	On the Advisee To Dos page in the Item List column, click the link of the Choose Pathway, Yes or No item to see more information.

	5. 
	The To Do Item Detail page displays.  Contact information, due dates when applicable, and a description of the item may display.

	6. 
	Select the Pathways My Choice e-form link.

	7. 
	Select the radio button to indicate whether you choose to Opt-In to Pathways or choose to continue with your current Catalog Requirements.

	8. 
	Select the SUBMIT button.

Note:  An notification is sent to your Campus email to confirm your decision to Opt-In with a copy of the terms.

	
	End of procedure.
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Enrollment Verification and Transcripts

Request proof of enrollment.
Obtain unofficial transcripts and purchase official transcripts.
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[bookmark: _Toc371427090]
Request Enrollment Verification
Self-service may be used to have a verification of your enrollment mailed to selected addresses or printed from your browser.

Note:  Prior to commencing this step sheet, turn your browser’s pop-up blocker off.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: Academics with other academic dropdown 1]

In the Academics section from the [image: ] other Academic dropdown box, select Enrollment Verification and then click the [image: Description: Description: Go] Go icon.

	4. 
	[image: Request Enrollment Verification 1]

On the Request Enrollment Verification page in the Select Processing Options section from the [image: ] dropdown box, select an option to either Allow to Print from My Browser or Request Institution to Mail.

Note:  The Academic Institution will default.

	5. 
	Select the [image: ] checkboxes of the information you wish to include in the Enrollment Verification.

	6. 
	From the Select desired term or leave blank for all terms [image: ] dropdown box, select the term for which you wish to request enrollment verification.

	7. 
	[image: Request Enrollment Verification 2]Name


When Request Institution to Mail is selected, the Enter Recipient Address Information section appears.  If more than one copy is required, then in the Number of Copies Required field overwrite the numeral 1 with the correct number of copies.

	8. 
	When the Enrollment Verification is to be mailed to one of the student’s addresses, then select the [image: Unchecked Check Box] Send to My Address checkbox.

Note:  Upon selection of the Send To My Address checkbox, the student’s name automatically displays in the Send to field.

	9. 
	Upon selection of the Send to My Address checkbox, the [image: Drop Down Menu] Address Type dropdown menu appears from which the student selects the address to which the Enrollment Verification is to be mailed.

	10. 
	[image: Request Enrollment Verification 3]Number and Street
City
State
#####
County


The Verify Address page displays.  As needed, edit the address displayed.

	11. 
	Click the OK button.

	12. 
	[image: C:\Users\lsweetland\Documents\CUNYfirst\Pictures\Student QRG\Request Enrollment Verification 5.png]  Street Address
  City, State Zip Code

  County
Name


The Request Enrollment Verification page displays with the verified address.

	13. 
	[image: ]Name


Alternatively to send the Enrollment Verification to another person or institution, in the Send to field enter the name of the recipient.

	14. 
	Click the Edit Address link.

	15. 
	[image: ]Number and Street
City
State
#####
County


On the Edit Address page, enter the mailing address and then click the OK button.

	16. 
	[image: C:\Users\lsweetland\Documents\CUNYfirst\Pictures\Student QRG\Request Enrollment Verification 6.png]  Street Address
  City, State Zip Code

  County
Name


As needed, select the ADD button to send an Enrollment Verification to additional recipients

	17. 
	Click the SUBMIT button.

	18. 
	[image: ]Address
City
State
#####
State


The Save Confirmation page displays with the message The Save was successful.

	19. 
	[image: Request Enrollment Verification 1]

Alternatively, select the option Allow to Print from My Browser and click the SUBMIT button.

	20. 
	The Enrollment Verification page displays.  At the bottom of the page, click the Printer Friendly Version button.

	21. 
	[image: Request Enrollment Verification 4]Name


Follow your browser’s prompts to print the page.

	
	End of Procedure.
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View My Unofficial Transcript
Students are able to use self-service to view, print and/or save in .pdf format an unofficial copy of their transcript.

Note:  Prior to commencing this procedure, set the browser to allow pop-ups.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: ]Name


In the Academics section from the [image: ] other Academic dropdown box, select Transcript: View Unofficial and then click the [image: Description: Description: Go] Go icon.

	4. 
	[image: ]

On the View Unofficial Transcript page, click the Academic Institution [image: ] dropdown arrow; and then select the correct college or school.

	5. 
	Click the Report Type [image: ] dropdown arrow; and then select STUDENT UNOFFICIAL TRANSCRIPT.

	6. 
	Click the view report button.

	7. 
	[image: ]Name
########
Address


The Student Copy Undergraduate or Graduate Record will pop-up in .pdf file format to view, print or save as needed.

Note:  Please do not press any other buttons or links while processing is taking place.

	8. 
	[image: ]Name


Click the view report button to view a previously requested transcript.

	
	End of Procedure.
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Order Official Transcript
Students select the Transcript Ordering link on the Student Center page to be transferred to the Credentials, Inc. web page where they may order official transcripts.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: ]

In the Academic Advisement section, click Transcript Ordering link to be redirected to the Credentials, Inc. web page where you may order official transcripts.

	
	End of Procedure.
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Graduation

Apply for graduation.
Track the progress of your application.
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[bookmark: _Toc371427094]
Apply for Graduation
Student can use self-service to apply for graduation online.  Students should apply for graduation in the term prior to the term from which you intend to graduate.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Student Center.

	3. 
	[image: ]Name


In the Academics section from the [image: ] other Academic dropdown box, select Apply for Graduation and then click the [image: Description: Description: Go] Go icon.

	4. 
	[image: Description: C:\Users\VUPADH~1\AppData\Local\Temp\SNAGHTML1297ae1b.PNG]First Name Last Name


For the academic program for which you wish to apply, select the Apply for Graduation link.

Note:  Only those students who are eligible to graduate by the selected term will be able to continue with their graduation application.

	5. 
	[image: Description: C:\Users\VUPADH~1\AppData\Local\Temp\SNAGHTML1297bc3e.PNG]First Name Last Name


From the Expected Graduation Term [image: ] dropdown box, select the term for which you anticipate completing all of the requirements.

	6. 
	Click the CONTINUE button.

	7. 
	[image: Description: C:\Users\VUPADH~1\AppData\Local\Temp\SNAGHTML1297dbcf.PNG]First Name Last Name


On the Verify Graduation Data page, click the Submit Application button.

	8. 
	[image: ]

The Submit Confirmation page displays.

	
	End of Procedure.
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View My Graduation Status
Student may use self-service to track the progress of their graduation application.

Note:  Parts of images may be obscured for security reasons.

	Step
	Action

	1. 
	Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
· Enter your Username and Password and click the [image: ] Go icon.
· From the Enterprise Menu, select the HR/Campus Solutions link.

	2. 
	Navigate to:  Self Service > Degree Progress/Graduation > View Graduation Status.

	3. 
	[image: ]Name
Address
City, State, Zip Code


The Graduation Status page displays where you are able to view the current status of your graduation application.

Note:  Contact the Office of the Registrar to request the name on the degree.

	
	End of Procedure.
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2. Confirm your selection

Click Finish Dropping (at the bottom right of this page) to process your drop
request. To exit without dropping these classes, dlick Cancel.

As of the first day of classes, students who drop below their originally registered
credit level may be assessed a tuition penalty based on the effective date of the
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1. Select Payment Method

If you wish to use multiple credit cards or bank accounts to pay off your balance, you will
need to submit multiple transactions.

PayBy select Payment Mathod v
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2. Specify Payment Details

You may spacify your paymant amount sfter providing your account information.

Credit Card Detail
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3. Specify Payment Amount

Listed below are the charges you are allowed to pay online. Your other charges can be
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Currency used is US Dollar.
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By selecting the option to pay with a credit card ( MasterCard, Discover,
American Express- we do not accept VISA) you agree to a non-refundable
convenience fee of 2.65% to be added to this transaction
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electronically debits your checking or savings account, withoutany.
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4. Confirm Payment

If the information below is accurate, click the Submit button.

Payment Summary

Payment Amount

Currency used is US Dollar.

[z 5]
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Credit Card Type Master Card
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5. Payment Result

o/ Your payment has been accepted. Save the information below for your
reference.

Reference Number 000000039574 Payment Amount 2555585
Credit Card Number | X00000000CX1181 Transaction Date  04/25/2012

Transaction Status  Successfully Posted
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Following is a Running Totals summary by due date of the charges and deposits that you owe. Review
either the Details by Due Date table or the Details by Charge table to see the specific charges.

Summary of Charges by Due

e i First K 1 0r1 I (a5t
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Full-Yr Financial Aid Summary
Financial Aid Year 2012-2013
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Currency used is US Dollar.
This is your financial sid eligibiity based on your sstimated financial sid (budget)

costs, family contribution, and estimated need for this aid year.

Return
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Financial Aid

Estimated Financial Aid Budget

Financial Aid Year 2012-2013

Listad below s an stimats of items ussd to dstermine your costs.

2013 Spring Term
Category Description Amount]
Books and Suppliss 624.00
Activity Faes 54.00
Consolidated Fess 15.00
Technology Fee 100.00
Housing 843.00
Lunch s553.00
Loan Faes ss.00
Parsonal Expenses. 890.00
Transportation 493.00
Tuition 1,950.00
Term Total 5,577.00

2012 Fall Term

Category Descrip! Amount]
Books and Suppliss 624.00
Activity Faes 54.00
Consolidated Fess 15.00
Technology Fee 100.00
Housing 843.00
Lunch s553.00
Loan Faes ss.00
Parsonal Expenses. 890.00
Transportation 493.00

1,950.00
Term Total 5,577.00
Total Cost of Attendance 11,154.00

Currency used is US Dollar.

The items listed sbova are based on costs associated vith your academic
program. Thase costs are estimates only and are subject to change based on
Changes to academic standing, 25 vl as other factors impacting tuition and

faes.

Return
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Financial Aid

Scheduled Disbursements
Financial Aid Year 2012-2013
2013 Spring Term

To view actual disbursements to your financial account, access Account Inquiry.

- = o
e [ seemtedl o] e Amonnt 5
sz

T A—— 173000 000 175000 ousi2oss
R Foe o000 000 40000 ousezois
e eseen Roso e 130ce

Currancy used is US Dollar.
1f any accept amount is 2ero or if the schaduled disbursement date is blank,
your avard will not be disbursad. Please procasd to Avard Acceptanca page to

accept o dacline these awards.

Return to Avsrd Summary
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Financial Aid

Select Aid Year to View

Click the aid year you wish to view

A vear[institution

2013 Queensborough CC d Year 2012-2013
2012 Queensborough cc No salf-sarvice accass for this aid year.
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Financial Aid

Award Package

Financial Aid Year 2012-2013

You are eligible to receive the awards listed below. Please review each award and
corresponding message. You may Accept and/or Decline any or all of the awards that are
currently available.

LastUpdated: 02/27/2013 3:46:21PM  Status: NewPackage

Award [Category [career Offered| Accepted|AcceptDeciine|
federal Perking (o, Undergraduste  1,800.00 o0 @ @

Eedersl Work

Work/Study Undergraduste  2,000.00 000 [ B
federal PELL grane Undergraduste  2,775.00  2,775.00

Federal SE0G  Grant  Undergraduste  400.00  400.00

Colisas

Collsae ' Scholarship Undergraduste  5,000.00  5,000.00

Unsubsidized

Unsubsidized |, Undergraduate  4,500.00  4,500.00
Drocessed TAP: Grane  Undergraduate 1,950.00 1,950.00

— Loan Undergraduate 4,500.00 4,500.00

Prrer

Total 22,925.00 19,125.00

Curreney used is US Dallar. acceptall | _deciine all| _clear al | update totals]

susur]
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Financial Aid

Award Detail

Financial Aid Year 2012-2013

Award:  Fadaral Perkins Loan

Loan
Disburzement

Dt Description Award Amount| Fees| Net Amount|
10/02/2012 2012 Fall Term 1,800.00 0.00  1,800.00

Curraney used i US Dolar.
Message
- You must be enrolled for at lesst six credit hours per term of the losn.

- Have signed a Master Promissory Note and have successfully completed a Perkins
Entrance Interview.

Return to Avsrd Packags
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Financial Aid

Award Package

Financial Aid Year 2012-2013

You are eligible to receive the awards listed below. Please review each award and
corresponding message. You may Accept and/or Decline any or all of the awards that are
currently available.

Last Updated:  02/27/2013 314s:210m New package
Award [category [career Offered| Accepted|AcceptDeciine]
Eedarsl parking Undergraduste  1,800.00 [ 1.800.00 fa]
Federal work

= Work/Study Undergraduate  2,000.00 0.00 a
federal PELL grane Undergraduste  2,775.00  2,775.00

Federal SE0G  Grant  Undergraduste  400.00  400.00

Solleas  snolarship Undergraduate  5,000.00  5,000.00

Chotacehio

—_— Lozn Undergraduate 4,500.00 4,500.00

Directlonn

Drecessed TAP: Gini  Undergraduste 1,950.00 1,950.00

— Lozn Undergraduate 4,500.00 4,500.00

Birecttoan

Total 22,925.00 19,125.00

Curraney used i US Dalar. scceptall| _decline all| _clearall | update totals

susur]
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Financial Aid

Award Detail

Financial Aid Year 2012-2013

Award:  Fadaral Work Study

Work/study

Disbursement Date
10/02/2012 2012 Fall Term

Award Amount]

2,000.00

Curraney used i US Dalar.
Message

- You must be registered for at least six credit hours.

- You must find an eligible part-time job (job listings are available in the financial aid
office).

- You must complete all required FWS forms.
- You must be in good academic standing in your college with a 2.0 GPA (C Average)
or higher after two years of enrolment

Return to Avsrd Packags
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Financial Aid

Award Package

Financial Aid Year 2012-2013

You are eligible to receive the awards listed below. Please review each award and
corresponding message. You may Accept and/or Decline any or all of the awards that are

currently available.

LastUpdated: 02/27/2013 3:46:21PM  Status: New Package

Award [category [career | Offered| Accepted|Accept/Decline|

Eederal Perkinz 100 Undergraduate  1,800.00 [ 1,800.00

; cal Work  \york/Study Undergraduate  2,000.00 | 2,000.00

';r 2ral b Grant Undergraduate 2,775.00 2,775.00 ]

Federal SEQG Grant Undergraduate 400.00 400.00 [J] O

%ﬂ“ ;  Scholarship Undergraduate 5,000.00 5,000.00 (]
Loan 4,500.00 4,500.00 l
Grant Undergraduate 1,950.00 1,950.00 O
Loan Undergraduate 4,500.00 4,500.00 @l

22,925.00 19,125.00

Currency used is US Dollar.
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Click Yes to continue with the submit. Any changes made
will be saved. Click No to cancel the submi
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Financial Aid

Award Package

Financial Aid Year 2012-2013

Your acknowledgement and/or changes were successfully processed. Please review the
awards for correctness. Remember to 'Submit' your changes if you make further
adjustments. Otherwise, check back periodically for updates to your financial aid package.

Last Updated: 03/21/2013 4:20:56PM  Status: Successful

Award [category |career | offered| Accepted|Accept|De

Grant Undergraduate  2,775.00 2,775.00
Grant Undergraduate  400.00  400.00
Loan Undergraduate  4,500.00 4,500.00

College
Scholarship 1

Federal Perkins.

Scholarship Undergraduate 5,000.00 5,000.00

Loan Undergraduate 1,800.00 | 1,800.00 B
federal Work  \ork/Study Undergraduate  2,000.00 [ 2,000.00 B
Processed TAP-
Eatl Grant Undergraduate 1,950.00 1,950.00 [/] |
o idizs Loan Undergraduate 4,500.00 4,500.00
Total 22,925.00 22,925.00

Currency used is US Dollar. [scosptoll| [ deckne al| ["cleara|
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Student2's Direct Loan Processing Form

Tnstitution:  [2CC01Q Quasnsborough cC

NavYear: OISR radarst id vear 2012:2013
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Student2's Direct Loan Processing Form

23052481

Student2 Quesnsborough QCCo1  Quesnsborough cC 2013 Financial Aid Year 2012-2013

Borrower information to be completed by student

1. Loan Type:

Direct Subsidized Loan:

Direct Unsubsidized Loan:

2. Anticipated Credits:

3. Loan Period:

o

Selact the chack box for the loan type that you ars requasting and enter the loan amount requested. Remembar, interest is charged on the
Diract Unsubsidized loan from the day the funds ars disbursed through the day the loan is repaid in full.

The fadaral govarnmant subsidizss (pays) the intarast that accures on the loan hile = borrowsr i in at least half time, and during approved
deferment and grace periods. Eligibility for subsidized portions of the loan are based on financial neads as measured by the FAFSA.

The borrover is fully responsibla for paying the intersst that accrues on the loan vhile in school from the data of disbursement.

[T Direct subsidized Loan Loan Amount Requested ($):

[T Direct Unsubsidized Loan Loan Amount Requested ($):

summer: [ | Falc [ sprng: [ |

Loan request are procassed for the Fall /Spring semester excapt where snrollment is for one semaster. Loan disbursements vl be made in
o squal payments for the loan period certfisd.

1. Will you graduate at the end of the Summer semester?

2. Will you graduate at the end of the Fall semester?

3. Will you graduste st the and of the Spring ssmester?

You should know that loans processed for Summer/Fall/Spring are the same amount f they processed for Fall/Spring. The amount of the
loan is not greater. The disburssmant period is simply longer.vith three payments instead of two payments.

Your signaturs cartificates that you undarstand that this raquast form is not  promissory note. You must fill out, Sign and retur the actusl
promissory note at 2 later date. Further, you undarstand that sligibility for Federal Diract Stafford/Ford loans wil be datermined by tha Office
of Financial Aid based on federal lav City university of New York policy requires student to maintain half-time enrollment (6 credits) in order

to raceive the disbursemant of Diract Loan funds.

No requast for = Diract Loan can be procsssad until the office of Financial Aid has recsived the rasults of your FAFSA sither printed or in
lactranic form, collacted any raquired documentation and daterminad your spalication information to ba corract.

The applicant affirms that the information hers is true and accurate.By chacking the box you are providing your electronic signaturs for the Direct Loan Form.

save

cancEL
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Student2's Direct Loan Processing Form

23092481 Student? Queensborough QCCo1  Quesnsborough cC 2013 Financial Aid Year 2012-2013

Borrower information to be completed by student

1. Loan Type:

Direct Subsidized Loan:

Direct Unsubsidized Loan:

2. Anticipated Credits:

3. Loan Period:

Selact the chack box for the loan type that you ars requasting and enter the loan amount requested. Remembar, interest is charged on the
Diract Unsubsidized loan from the day the funds ars disbursed through the day the loan is repaid in full.

The fadaral govarnmant subsidizss (pays) the intarast that accures on the loan hile = borrowsr i in at least half time, and during approved
deferment and grace periods. Eligibility for subsidized portions of the loan are based on financial neads as measured by the FAFSA.

The borrover is fully responsibla for paying the intersst that accrues on the loan vhile in school from the data of disbursement.

[l Direct Subsidized Loan Loan Amount Requested ($):

rect Unsubsidized Loan Loan Amount Requested ($): [2500.00

Summer

Loan request are procassed for the Fall /Spring semester excapt where snrollment is for one semaster. Loan disbursements vl be made in
o squal payments for the loan period certfisd.

1. Will you graduate at the end of the Summer semester?

2. Will you graduate at the end of the Fall semester?

3. Will you graduste st the and of the Spring ssmester?

You should know that loans processed for Summer/Fall/Spring are the same amount f they processed for Fall/Spring. The amount of the
loan is not greater. The disburssmant period is simply longer.vith three payments instead of two payments.

Your signaturs cartificates that you undarstand that this raquast form is not  promissory note. You must fill out, Sign and retur the actusl
promissory note at 2 later date. Further, you undarstand that sligibility for Federal Diract Stafford/Ford loans wil be datermined by tha Office
of Financial Aid based on federal lav City university of New York policy requires student to maintain half-time enrollment (6 credits) in order

to raceive the disbursemant of Diract Loan funds.

No requast for = Diract Loan can be procsssad until the office of Financial Aid has recsived the rasults of your FAFSA sither printed or in
lactranic form, collacted any raquired documentation and daterminad your spalication information to ba corract.

The applicant affirms that the information hers is true and accurate.By chacking the box you are providing your electronic signaturs for the Direct Loan Form.

save cancEL
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Student2's Supplement Form

Tnstitution:  [2CC01Q Quasnsborough cC

Aid Year: 2013/Q  Financial Aid Year 2012-2013
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Contact Information

Home Addrezs
1 Lehman
New York, Y 11237
Kings

Mobil Phone
None

Mailing Address
2 Education Lane

Bronx, 1Y 10485
Bronx.

Campus Email
Student@lehman.edu
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Rj Aggarwal

Addresses

View, add, change or delete an address.

Address Type [Address

Homs

il

Billing

Parmanent

211 Cornuell Avenus
Valley Stream, WY 11580-4741
Nazssu

211 Cornuell Avenus

Valley Stream, Y 11580-4741
Nassau

211 Cornuell Avenus

Valley Stream, NY 11580-4741
Nassau

211 Cornuell Avanus

Valley Stream, WY 11580-4741
Nassau

-
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Edit Address

Country:  United States Change Country
Adiress 1: [BLeaming Expressway

Address 2 |

Address 3 |

city: [usens | stateNQ Newvork postatTT |
County: loueens
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Student Lehman
Addresses

Add a new address

Verify your address information below and select the address type(s) associated with it on the right.

An asterisk (*) to the right of a type indicates that another address is already associated with this type. If you
choose this type, you will automatically override the previous address. Any type that is grayed out is for
display only or is otherwise unavailable for association with an address.

Add a new add;

8 Learning Expressway

Edit address
Queens, NY 11111

Date new address will take effect [05/07/2012]( (example: 12/31/2000)

Return to Current Addresses
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Add a new address

Save Confirmation

v

The Save ves successful.
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Rj Aggarwal goto -®
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Your Holds

Hold Item
Rj Aggarwal

Advisement Required

Reason and Contact

Description: Quasns Callage.
StartTerm 3013 Spring Term
Start Date

Reason:  Advisament Required

Department: Registrar's Office

Contact:

Instructions

e |
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You can specify which web sites are allowed to open pop-up windows. Type
the exact address of the site you want to allow and then click Allow.

Address of web site:

Thomecunyfsteny <3

Site

Status

Remove Site | | Remove All Sites
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~ To Do List

Immunization - MMR
Meningitis Acknowledgement

details b
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Advisee To Dos

Harouna Tiemtore

Below is a list of your current To Do items. To sort or filter your list of To
Do items, change the options below and click Search.

View your To Do Ttems by

Q

Due Date
Institution

Function

To Do Item

Immunization

Due Date

Status

Institution

ative Function

MMR
Meninaitis

02/28/2012

Initiated

Queensborough CC

General

Acknowledgement

02/28/2012

Initiated

‘Queensborough CC

General
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To Do List

To Do Item Detail

Harouna Tiemtore

Meningitis Acknowledgement

Contact

Academic Institution:
Admi

Queensborough CC

General
Due Date: 02/28/2012
Contact: Your Name

donna lipper@ac.edu

Description

New York State Public Health Law 2167 requires all students to acknowledge receiving information
about meningitis. Students must submit the Meningitis Acknowledgement Form prior to being

allowed to register for classes. If you have any questions, please contact your campus Health
Services Office.
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Rj Aggarwal

(oo, +®

—

1

=

Enroll My Academics

] | aon || sws | ear | termmormaton|
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Select Term
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o

Leroy Leslie
[ Search I Plan | Enroll
| my class schedule || add I drop I swap || edit || term information |

Add Classes m_@_@

1. Select classes to add

To select classes for another term, select the term and click Change. When you are
satisfied with your class selections, proceed to step 2 of 3.

2011 Fall Term | Undergraduate | Queens College

@ [ Closed AVt st
e
Enter Class Nbr.
[ ] e Your enrollment shopping cart is empty.
Find Classes
'® Class Search
My Planner

Mening!

My 2011 Fall Term Class Schedule

You are not registered for dlasses in this term.
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Online Meningitis Acknowledgement Form

What is meningococcal disease?
Meningococcal disease is a severe bacterial infection of the bloodstream or meninges (a thin lining covering the
brain and spinal cord)

Who gets meningococcal disease?
Anyone can get meningococcal disease, but it is more common in infants and children. For some college
students, such as freshman living in dormitories, there is an increased risk of meningococcal disease. Between
100 and 125 cases occur on college campuses every year in the United States; between 5 and 15 college
students die each year as a result of infection. Other persons at increased risk include household contacts with a
jperson known to have had this disease, and people traveling to parts of the world where meningitis is prevalent.

How s the germ meningococcus spread?
The meningococcus germ is spread by direct close contact with nose or throat dischargs
person. Many people carry this germ in their nose and throat without any signs of il
develop serious symptoms.

of an infected

while others may

Whatare the symptoms?
High fever, headache, vomiting, stiff neck and a rash are symptoms of meningococcal di
who develop meningococcal diseat
permanent brain damage, hearing loss, kidney failure, loss of arms or legs, or chronic nervous system problems
(seizures) can occur.

How $00n to the symptoms appear?
The symptoms may appear two to ten days after exposure, but usually within five day

What s the treatment for meningococcal disease?
Antibiotics, such as penicillin G or ceftriaxone, can be used to treat people with meningococcal disease.

Is there a vaccine to prevent meningococcal meningitis?

Yes, a safe and effective vaccine is available. The vaccine is 85% to 100% effective in preventing four kinds of
bacteria (serogroups A, C, Y, W-135) that cause about 70% of the disease in the United States. The vaccine is
safe, with mild and infrequent side effects such as redness and pain at the injection site, lasting up to two days.
After vaccination, immunity develops within 7 to 10 days and remains effective for approximately 3 to 5 years. As
with any vaccine, vaccination against meningitis may not protect 100% of all susceptible individuals.

How do | get more information about meningococcal dise e and vaccination?

Contact your family physician. Additional information is also available on the Web sites of the New York State
Department of Health, . health.state.ny.us; the Centers for Disease Control and Prevention,

www.cde. govincid/dbmd/diseasainfo or call them at 1-800-232-2522 (English, 0233 (Spanish); and the
American College Health Association, yww.acha.org.

Check one box and click submit.

[E]1 have received the information regarding meningococcal meningitis disease and vaccine, including
information regarding the availabiity and cost of the meningococcal meningitis vaccine. | have decided that
limy child (for students under the age of 18) will not obtain immunization against meningococcal meningitis
disease at this time.

[E]1 have received the information regarding meningococeal meningitis disease and vaccine, including
information regarding the availability and cost of the meningococcal meningitis vaccine. | have (or my child
has - for students under the age of 18) received the meningococcal meningitis immunization (Menomune ™)
within the past 10 years.
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Request Enrollment Verification

Allow to Print from My Brovser v

ic Institution Queens College

[@ 1nclude My Program and Plan
Include My Earned Degrees

Include My Term and Cum GPA

Select desired term or leave blank for all terms.

2008 Fall Term
2008 Summer Term
_svaurr | 2005 Fahl Tarm
2005 Spring Term
2005 Sormmer Tarm
2010 Fall Term
12010 Spring Term
2010 Sormmar Tarm
2011 Fall Term
I 2011 Spring Term
soto - ® 2011 Sommer Tarm
2012 Fall Term
2012 Spring Term
2012 Sommar Tarm
2013 Spring Term
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Request Enrollment Verification

Select Processing Options

- Date to be Printed [03/11/2013 |

ns Coll

Request Institution to Mail

Qu:

Academic Instituti
Include My Program and Plan
Include My Earned Degrees
Include My Term and Cum GPA

Select desired term or leave blank for all terms.

To enter additional addresses to this request, click Add. To review other
addresses in this request, use the navigation links.
*Incomplete address information will delay your request**

Enter Recipient Address Information

*Number of Copies Required | 1]

Send To My Address Address Type
Sendto [Jenna Hurley
Country: United States
Address:
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Verify Address:

Country: United States Change Country

Addross1: 594 Ascan Stest

Address2 |

Address3: |
city: Valley Stream State:NY QU Newvork Postal{11580-1521

County:  [Nassau
oK | |_Carca

[”] override Address Verification
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Request Enrollment Verification

Request Institution to Mail - Date to be P

Academic tnstitution [Quesns College 7]

Include My Program and Plan

wed[03/12/2013 )

Include My Earned Degrees.

Include My Term and Cum GPA

Select desired term or leave blank for all terms.

To enter additional addresses to this raquest, click Add. To raview other
‘addresses in this request, use the navigation links.

*Incomplete address information will delay your request.

AddressType Home v
Danna Hurlsy
Country: United States
Jnne— 894 Ascan Street
* Valley Stream, NY 115801521 Edit Address.
Nassau
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Enter Recipient Address Information

b ofCopes Raguived [T | |

Send To My Address.

Sendto [Parent's Employer's| Insurance |

Country:

s Edit Address
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Edit Address.

Country: United States Ol Catint
Address1:  [No. 1 Talent Boulevard

Address2: [

Address3: [

cfcaQ Postal{30210
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Send To My Address

Sendto [My Parent's Employer

Country: United States
Address: =
3006 Y 10465 Edit Address
Bronx.
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Request Enrollment Verification

Save Confirmation

V' e save was successiul.

Enroliment Verification Send-To Addresses

Send to Parent’s Employer's Insurance
Address1 MNo. 1 Talent Boulevard .
city Bevery Hills State CA  postal s0210

Country United states.
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Queens College

65-30 Kissena Blva

Flushing, NY 11367-1597

United States

United States

Enrollment Verification as of Mar 11, 2013

Jenna Hurley D Wbr: 12013162

SSN: 085-78-8535

Current Program of Study

career Academic Program Exp Comp Dt
Undergrauate Undergrauate 02/01/2013
Academic Plan Degree Declare Dt Sub-Plan

Spanish 7-12 A 2N 04/30/2012

Business & Liberal Arcs Minor 12/03/2010

Enroliment History

Term Career Begin Date End Date Units Status
2008 Sunmer Term UGRD  06/01/2008 08/15/2008 No Unics
2008 Fall Term UGRD  03/01/2008 12/31/2008  15.00 Full-Time
2009 Spring Term UGRD  02/01/2009 05/31/2008  14.00 Full-Time
2009 Summer Term UGRD  06/01/2009 08/15/2008 No Unics
2009 Fall Term UGRD  03/01/2009 12/31/2008  15.00 Full-Time
2010 Spring Term UGRD  02/01/2010 05/31/2010  16.00 Full-Time
2010 Summer Term UGRD  06/01/2010 08/05/2010 No Unics
2010 Fall Term UGRD  03/01/2010 12/31/2010  14.00 Full-Time
2011 Spring Term UGRD  01/28/2011 05/27/2011  15.00 Full-Time
2011 Summer Term UGRD  06/06/2011 08/15/2011 No Unics
2011 Fall Temm UGRD  08/26/2011 12/22/2011  11.00 3/4 Time
2012 Spring Term UGRD  01/27/2012 05/24/2012  14.00 Full-Time
2012 Summer Term UGRD  06/04/2012 08/16/2012  3.00 Less 1/2
2012 Fall Temm UGRD  08/27/2012 12/21/2012  15.00 Full-Time

2013 Spring Term UGRD  01/28/2013 05/24/2013  10.00 3/4 Time




image6.png
@ Allowed Sites - Pop-ups

You can specify which web sites are allowed to open pop-up windows. Type.
the exact address of the site you want to allow and then click Allow.

Address of web ste:

Allow

Site Status

home cunyfist.cuny.edu Allow
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Rj's Student Center

:;e:,,rch @ You are not enrolled in classes.
Enroll
My Academics
enrollment shopping cart b

[other academic... v ()

Account Summary
You owe 117.50.

= Due Now 117.50
= Future Due 0.00

** You have a past due balance of 117.50. **

Currency used is US Dollar.
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iew Unofficial Transeript

Choose an institution and report typ and press View Report
“this process may take a few minutes to complete. please do not press
‘any other buttons or links while processing is taking place™

Academic Institution Queens Collage E9

Report Type ‘STUDENT UNOFFICIAL TRAN v _view report |

Information For Students
This is an unofficial studant copy of your academic record. To order an official copy.
please fallow the diractions on ths collsgs website.
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STUDENT COPY UNDERGRADUATE RECORD

DName: K Aggarwal
StudentID: 12267037

Birtate 0320
Student Addess: 211 Comurel Avente

Valley Stea, NY 11580-4741
Print Date o6mEr2011
Otter nstitutions Atended:

Test Scores

Testin TestDate  TestScon
CPE CPETack 1 Totl 03002000 2600
CPE CPETak2Toll 03092000 1000
CPE CEE Totl 03092000 2800

(Weighted)

Beginning of Undergraduate Record -

2007 Fall Term
Plan: Undeclared Major Msjor

Couse Description Eam G
ANTH 104 LANGICULTURESOCIETY 300 B
Contact Hows: 200

Course Aftiutes: Dey Class

Taskrackir S den Bk

Comse Description

Couwse Atirbuts: Day Class

Instructor: Lucien Makalanda

MISIC_8 FOLITICS OF MUSIC

Contact Hows: 300

Couwse Atibutes DayClass

Tnstructor Cathy Callis

SPAN 41 HISP LITIN TRANS

Contact Hows: 300

Couwse Atibuts: DayClass

Instructor: Batban Sinerke

Term Honor: Deaxis List

TemGPA: 3740 Term Total:

Tom Cum GPA: 3740 Tena Cum Total:
CombCuwaGPA: 3300 Comb Credit:

Page 10f3

200

Atempt
1500
1500

3000

Eam
1500
1500
00

2008 Fall Term
Hlax: Accounting Major

Couse Description

ACCT 102 INTTH& PR2

Confact Hows: 4m

Couwse Atibutes DayClass

Tnstructor David Erlach

CLAS 250W ANCIENT EFICITRAGEDY

ooy ool ot

200

o+
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View Unofficial Transeript

Previous Requests

Find | View All

ReauestDate [Description [tnstitwtion |User 0 |Future Release B
Prin Date
sromT
iewrepor og/0z/z011 nordiGaL qusor 12267037 tmmediate processing os/08/2011
R
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Alexander Suleymanov soto .. -®

= T = [ &= g

Apply for Graduation

Submit an Application for Graduation

‘Apoly for Gradustion

Degrae: Bachslor of Science
Major: Graphic Design BS.
Minor: Businass & Libaral Arts Minor
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Alexander Suleymanov soto ... -®

= T = [ =

Apply for Graduation

Select Graduation Term

The acadamic program listed below vas sslected to spply for gradustion. If this is not
correct, ratum to the previous page and select 3 diffarant academic program.

graduat

‘Queens College | Undergraduate

Degrae: Bachslor of Science
Major: Graphic Design BS.
Minor: Businass & Liberal Arts Minor

Expected Graduation Term 2012 Fall Term -
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Alexander Suleymanov soto .. -®
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Apply for Graduation

Verify Graduation Data

Pr
‘Queens College | Undergraduate

ram: Undergradua

Degrae: Bachslor of Science
Major: Graphic Design BS.

Minor: Businass & Liberal Arts Minor

Expected Graduation Term 2012 Fall Term

Sevccr orranen Tenu
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safety
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F12 developer tools
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Apply for Graduation

Submit Confirmation

&/ You have successfully applied for graduation.
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Graduation Status

ram: Und

graduat
‘Queens College | Undergraduate

Degrae: Bachslor of Arts
Major: Spanish 7-12 BA
‘Busins & Liberal Arts Minor

Status: Applied for Graduation
Expacted Graduation Term: 2013
Summer Tarm

Student Information

Plasse contact the Offics of the Registrar if sither the name or sddress

Edit Name.

Janna Hurley
854 Ascan Strast

Valley Stream, NY 115801521
Nassau
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Popups are curently bocked. You can alow popups from specfic

webstes by addng the ste to the ist belon
‘Address of webste to alow:

'home cunyfist cuny.edul

Alowed stes:
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Remove

Remove al.

Notfications and blocking level
Play a sound when a popup is blocked.
‘Show Notfication bar when  pop-up i blocked.
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Leam more about Pop-up Blocker
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@ ECIEUN File Edit View History Bookmarks Window Help
About Safari |
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Preferences..
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First time users
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Account Activation

Please provide the required information in the following fields to activate your CUNY account

First Narme™  Brookiyn
Last Name™  Sudent

DOB. (mmddlyyyy)™

SS# (jast 4 digits)” eess

oK
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Challenge Questions And Answers

Please select a question from each of the drop down menus below, and provide the answers of your choice to be
used in the future for password changes

Question 1" —Please Select— =

Answer™: \Whatis your mother's maiden name?

. Whatis your favorite color?

Question 2*: |Whatis the name of your pet?

Whatis the city of your birth?

Answer™:  |Whatis your favorite vacation destination?

Whatwas the name of the first school you attended?

Question 3* |Whatis your father's middle name?

Whatis your mother's middle name?

Answer™ |Whatis your pateral grandfather's first name?

What is your maternal grandmother's first name?
3 «.|Who was your first employer?

Queston .- Whatis the name of your first school teacher?

Whatis your favorite movie?

Who is your favorite author?

Who is your favorite athlete?

Who was you first crush?

.. |Whatis yourfavorite book?

Answer™: |Whatis your favorite food?

In what city was your mother born?

In what city was your father born?

Answer®:

Question 5*:
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Choose a Password
Choose a password below. For password policy details, please click here

Password* ey

Confirm Password*: e,

*Denotes required field

Once submitted, the update process may take a couple minutes. Please wait.
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User Activation Completed Succesfully!
Your usemname is:  Matt Fox

Your EMPLID is: 00256481
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Usemame:

Password
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Change Password
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Password Change

Please provide the required information in the following fields to reset your password
For password policy detail. please click here

User ID.
OR

CUNY ID:

Old Password™:

Password™

Confirm Password™
oK

*Denotes required field
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Challenge Questions And Answers

If you would like to change your challenge questions and anwers, please select again from each of the drop down
menus below:

Question 1 Whatis the name of your pet? -

Answer”: patthe Dog

Question 2*: Whatis your matemal grandmother's firstname? ~ ~
Answer*Jasmine

Question 3*

Answer* Rigby

Question 4% Whatis yourfavorite color? 5

Answer* skyBlue

Question 5 Whatis your mother's maiden name? -

Answer*:  Stavinski

oK
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Your Password Has Been Changed Successfully!
Your username is:  Vivek Upadhyay75

Your CUNY ID is: 12345678

Return to Log-in Page
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Forgot Password
Please provide the required information in the following fields to change your password

User ID:

OR
CUNY ID:

oK
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Answer To Challenge Questions
Please answer the following questions to reset your password

What is the name of your pet?*
What is your matemal grandmother's first name?*
What s the city of your birth?*

OK

*Denotes required field




image31.jpeg
Choose New Password
Choose a new password below. For password policy details please click here

Password™ |es.

Confirm Password™: e,

oK

*Denotes required field





image32.jpg




image33.png
Boesdiines

Bure

Search
Blan
Enroll This ul
E— Class. Schedule
MoTuweTh
Csct 182 9:00AM - 12:508M
LEC (4328) Povdermker 212
‘weekly schedule b

enrollment shopping cart b




image34.png
My Class Schedule

Select Display Option O List View  © Weekly Calendar View

Week of 6/25/2012 - 7/1/2012

Show etk of (277012 B start Tione 100N | e T 61005 |
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Brinter Friendly Page
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Search

Plan

Enroll

My Academics

other academic...

Academic Planner
Apply for Graduation
Class Schedule

-

&Deadlmes

G URL

2012 Fall Term Schedule

Class

AAS 166-01
LEC (7554)

ACC 440-01
LEC (8541)

ENW 300-01
LEC (7832)

SOC 166-02FY
LEC (9191)

Schedule

Sa 12:00PM -
2:40PM

Room: TBA

Mo 5:00PM -
5:50PM
Room: TBA
‘We 5:00PM -
5:50PM

Room: TBA

Th 9:30AM -
10:45AM
Room: TBA
Tu 9:30AM -
10:45AM
Room: TBA

MoWe 11:00AM -
12:15PM
Carman 327

weekly schedule P

enrollment shopping cart b
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View My Grades

2010 Fall Term | Undergraduate | Queens College _change term |

¥ Class Grades - 2010 Fall Term

3 Grade
Class u Grading |Grade| ST2de
INTRO CoLL .
sloL 11 [eTRolCe 4.00 Conversion B 12.000
VAR, .
Enes 12 T CEm— 1.00 Convarsion P
DEVELOP & .
Sevarzz T ceveroek 3.00 Conversion A~ 11.100
SEYS 340 LANG,LIT & CULT  3.00 Conversion A 12.000
SPAN 250 SURVEY SPANLITI  3.00 Conversion W
SPAN 351  ART & IDEOL IN LIT 3.00 Conversion B~ s8.100
¥ Term Statistics - 2010 Fall Term
From Cumulative

Units Toward GPA:
Taken
Passed

Units Not for GPA:
Taken
Passed

GPA Calculation

Total Grade Points
/ Units Taken Toward GPA
pA

Enrollment

13.000
13.000

1.000
1.000

43.200
13.000
2323

Academic Standing  Good Standing

Total

69.000
69.000

5.000,
5.000.

239.300
69.000
32.468.

Printer Friendly Page
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View My Grades

© [2010 Fall Tarm Undergraduate Quasns Collzge
© 2010 Spring Term Undergraduate Quesns College
© |2009 Fall Tarm Undergraduate Quasns Collzge
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© |2008 Fall Tarm Undergraduate Quasns Collsge
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Rj Aggarwal soto...
[ Search i Plan I Enroll Uy Academics
My Advisors

Academic Program  Undargraduste

Major  Accounting BA

oty Rdvisor Name
Micky Dsuber
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Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.
Notification from Rj Aggarwal

From: ragganal100@qc.cuny.edu

- raggarval100@ac.cuny.edu >

cpasxam@asl.com T

Bee:

Subject: [<From the desk of Rj Agganal> ]

Message Text: | This confirms that 1 will come to your office Tuesday at 10:00am for
Advisament.

Rt to' My Advisors’
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My Advisors

Send Notification Result

E-mail sent to:
raggarwal100@qc.cuny.edu, cpaexam@aol.com

Return to My Advisors




image50.png
Rid9-0Is

Presentationl. - Microsoft PowerPoint

o @%. =2

€] sy /crydeuhclcunyfirs cunyedupsp/cryhccu/ EMPLOYEE/HRMS/c/Sh LEARNER_SERVICES 555 BROWSE_CATLG.P.GBLIFolder? »

B2

9 ing

1 TentDirecion -

ENNO0O -

E] Layout ~

MEIMP WA

File

Edit View Favorites Tools

Help

2 shape Outiine -

B Z U S e Aa|A-

A1LL Lo
2 < Format Painter | sjige ~ "5 Section - ) Convert to smartart - || % ML ¥ oy

Sytes - @ Shape Effects -

S Favorites | 5 ] IEAdd-onsite 2] Suggested Sites » 2] Get More Add-ons +

@ Browse Course Cotalog

< Class Search /Browse
Catalog
~ Class Search

> Academic Planning

© Enroliment

b Campus Finances

b Campus Personal
Information

b Academic Records.

b Degree
Progress/Graduation

b Transfer Credit

Rj Aggarwal

-® -

f Searcn I Fian I

Enrol I

iy Acscemics |

| i ]

Browse Course Catalog

browse course catalog

Course List

Select Institution

Funter College

[Baruch Collage
[Borough of Manhattan CC
[Bronx Community Callege
[Brookiyn Callege

|CURY Law Schaal

Gity College

(College of Staten Island
Fostos Community Collsge
Funter Callage

20hn Jay Collage
Kingsbarough CC

LaGuardia Community Collage
Cehman Collage

Medgar Evers College

NYC Collage of Tachnology

Ooco

coLLars

Select subject cod

|Quasnsborough CC
The Graduste Canter

AcsK - Acad
4 [York College

Eusruvwxvl

tion.

D ADSUP - Curric & Teach(Admin & superv)

D AFPRL- A

Click to add notes

icana, P R/Latino Studies

() (3

D AHSA - Allied Health Services Admin

e T | | oo T mi0% -




image51.jpeg
Select subject code to display or hide course information.

D AccT - Accounting

D ACE - Adult Collegiate Education

D AcSKL - Academic skills

7 AFST - Africana Studies
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250 |BLK ED IN AMERICA

300 Seminarin Africana Studies
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