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WARNING!TT]

* Preferred browsers:
— Firefox, Chrome, Internet Explorer (PC only)

* You may find CUNYfirst non-intuitive in many ways,
particularly as you start.
— There will be functions that may operate more slowly and will

be less intuitive to use than using SIMS, the online CUNY
Schedule of Classes, and other current online tools...

— Many of the names menus and dialogs will use jargon unfamiliar
to academics. Part of this is because the system was adapted
from an Oracle system used in the corporate world.

— So, at times, you will just have to take a deep breath, and..... Be
patient..... We are here to help..... ©



What will you be doing for the
next 15-20 minutes or so....

Activating your CUNYfirst production account (if you haven’t
already done so)

Logging in to your CUNYfirst production account

Function #1A: Accessing student records through the
Student Summary View

Function #1B: Accessing student records through the
Advising Center

Function 2: Viewing the Schedule of Classes (OPTIONAL)
Function 3: Viewing the Course Catalog (OPTIONAL)




FERPA training

Before you look at student records using CUNYfirst PLEASE
complete the FERPA training module at....

— https://apps.ccny.cuny.edu/ferpa

You will only need to do this once....
It doesn’t take that long.....
Use your CCNY userid and password (used for email, library, etc)

By the way...
— FERPA: Federal Educational Rights and Privacy Act

TROUBLESHOOTING
— If you forgot your CCNY userid/password...go to...

e http://pelican.admin.ccny.cuny.edu

e Click on “Account Lookup.” Use the last 4 of your SS# for ID.



(if you haven’t already done so) ACUVBU ng yO ur C U NYﬁ I’St
“Production” account

* Enter this exact address in the address bar of your browser:
» https://home.cunyfirst.cuny.edu
* If you bookmark this page, MAKE SURE the address saved is the address
above. This may require manual editing!!!!

* Click on “First Time Users” and follow the prompts (activation may take a little time)
* As activation finishes, please note CUNYfirst username and EMPLID (see next page).

CUNYfirst (0 i

Fully Integrated Resources & Services Tool New | ork

Username

L . . . . Password
CUNYfirst is The City University of New York's
fully integrated resources and services tool, Log In
using the latest technology to serve our
students, faculty and staff. Forgot Your Password? | Change Pass
Signing on to CUNYfirst - from anywhere, anytime - will allow . ———
students to manage their academic careers and financial Note: Users of this system must use their individually

accounts in real time and more. It will give faculty additional assigned user ID. Sharing of user IDs and passwords is




CUNYfirst username and EMPLID

User Activation Completed Succesfully!
Your usemame |s- FrstName LasiName##

Yf ): } " !—l"l 'lf}'_}[ c"!'_~‘ I'\\. ‘“”’“

When activation is complete you will be shown your
username (which you’ll need to log in) and your
EMPLID (which is useful in certain situations).
Please write down this information!!!



Now... login to your CUNYfirst
“Production” account

* Enter exact address below in address bar (see note on bookmarks in earlier slide)
+ https://home.cunyfirst.cuny.edu

* Enter your CUNYfirst username and password:
* If you have login problems, please see Troubleshooting guide, available on this web
site.... http://forum.sci.ccny.cuny.edu/administration{shared/cunyfirst-guides

CUNYfirst R

Fully Integrated Resources & Services Tool New York

Username ||
- e Password
he City University of New York's
C nd services tool, Log In

using the latest technol to serve our
students, faculty and staff. 17 | Change Password | First Time Users
Signing on to CUNYfirst - from anywhere, anytime - will allow
students to manage their academic careers and financial Note: Users of this system must use their individually
accounts in real time and more. It will give faculty additional assigned user ID. Sharing of user IDs and passwords is 7



Something that
needs repeating......

Please remember that simply
bookmarking the CUNYfirst site can
result in login problems.

However, if you create the bookmark, you should edit it
using your browser bookmarks feature to...
https://home.cunyfirst.cuny.edu



Click on “HR/Campus

Solutions (NOTE: Do NOT

click on Self-Service on this
“Enterprise Menu”)

PERSONALIZE CONTENT LAYOUT Fn, Jan 31, 14 5:31 PM

ENTERPRISE MENU

[> Self Service
— HR / Campus Solutions
— firstSolutions Knowledge Base

Y s :
CUNY/irst = Depending on your

Personalize Content | Layout pe rm issio nS’ yo ul | I See

Menu = E

Search: some subset of the
)

Ty Favortes commands shown to

igLJ':\ISYe?Vt:JC(;entSummary\ﬁew / e laft

> Manager Self Service

> Recruiting

> Campus Community
> Records and Enroliment
> Curriculum Management

Student Financials

> Academic Advisement . . o 124

_ Set Up HRMS This is your “base” menu —
> Set Up SACR

b i ’ H .
e we’ll be returning here again
’5&?5!53&’3#% Knowledge Base and again....




Foly integraed Resawcex & Sevices Tesl

Personalize Content | Layout

Menu =]
Search:

[ My Favorites
> CUNY

> CUNY Stude
[> Self Service
[ Manager Self Sefjice
[> Recruiting
[> Campus Communi
[> Records and Enrolim¥gnt

[> Curriculum Manageméant
[> Student Financials

[» Academic Advisement
> Set Up HRMS

> Set Up SACR

[> Worklist

[> Reporting Tools

[ PeopleTools

— firstSolutions Knowledge Base

\
You can access your

“Favorites,” and edit
them, by expanding the
“My Favorites” section
on the upper left

Home | Worklist

Add to Favorites | Sign out

Special Note:
"Favorites”

If you would like to
bookmark a particular
function, click “Add to

Favorites” on upper right
part of screen

10



Function #1: Viewing Student
Records

Method 1 — CUNY Student
Summary View



CUNY T TR Accessing student

Personalize Content | Layout

Menu I records— Method 1

Search:

(»)

- My Favorites

CUNY StudntSummry Vi (\\ 1. Click to expand
Manager Self Service ”CUNY StUden t

- Recruiting

> Campus Community [

Records and Enrolimen Summary View”
> Curriculum Management

- Student Financials

- Academic Advisement

- et Up HRMS

- Set Up SACR

- Worklist

- Reporting Tools

> PeopleTools

— firstSolutions Knowledge Base

Searce . 2. Then click on
> Wy Favorfs “Student Summary

> CUNY 3
gdCUNY Student Summary Viewj ¥ 4 ”
— Student Summary View Vle W

[» Self Service
[ Manager Self Service
[» Recruiting 12

r Camniie Cnmmnity




Menu | Blanked out for

Search:
) Student Summary View - Campus reasons Of
fff: gﬂrljsvorites Enter any information you have and click Search. Leave fields bl

confidentiality

7 CUNY Student Summary View

— Student Summary View Find an Existing Value

> Self Service i i .

. Manager Self Service Maximum number of rows to return (up to 300): |300

> Recruiting ID: begins with v

» Campus Community National ID: [pegins with v

> Records and Enroliment . ‘ :

> Curriculum Management Last Name: | begins with v

> Student Financials First Name: | begins with ‘v ||Stephanie| x )
- Academic Advisement = 1. Enter a student’s
. Set Up HRMS I case Sensitive

> Set Up SACR -

i Basic Search Save Search Cr teriaﬁrSt and Ia'St name
> Reporting Tools = = =

> PeonleTools

and click “Search”

* Special Note: “The
CUNYfirst spinning whee

III

 Often, you’ll click on something and it will seem like
nothing is happening. However, you may see a spinning
“wheel” towards the upper right of the page. This is an
indication that CUNYfirst is searching (often slowly) 13



Student Summary View - Campus

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300): (300
I0:

National ID:

Last Name: [begins wih v | [l
First Name: [pegins with \ |[Stephanie

[[|case sensitive

Search | Clear |Ba5|c8earch [B) Save Search Criteria

Search Results

1D Name
122
30

hanie M Female 02/03 — 0
2 hanie Female 09/13 - 5 SSN

Note: It might be a good
idea to get students to
routinely append their
CUNY ID to all emails

You will now see all the students currently
enrolled at CCNY with the name you
specified. If several are listed, to find the
right student, you must click through the
possible students, or else get other info, .
such as their CUNY ID# (on left), birthday, Click on one of the
middle initial, or last four of SSN. students

14



.
CUNvﬂsiuv
Foly insgyand Resawrcer & Seevices Toel

e |
Search:
| ®

> My Favorites
> CUNY
» CUNY Student Summary View

— Student Summary View

> Self Service

> Manager Self Service

> Recruiting

> Campus Community

> Records and Enroliment
> Curriculum Management
> Student Financials

> Academic Advisement

> Set Up HRMS

> Set Up SACR

> Worklist

> Reporting Tools

> PeopleTools

- firstSolutions Knowledge Base

Click on the
triangles to
see/hide the
section.....

Each of the ~15 items can be revealed/
hidden by clicking on the triangles at
left (1’'ve hid them for confidentiality).

Some highlights:

Stephanie

“Affiliation Information” shows
CUNY schools attended

Birthdate: National ID:

» Aiiiliation Information
> External System Id

-
grades for every class taken in a

» Term History Information .
sortable list

» Degree Information

» Residency Information

“Term History Information” shows
GPA and credits taken for each
semester

» Service Indicator Information

> Students Groups

» Academic Standing

» Testing Information

> Addresses (Current)

» Email Addresses
» Name History Information

“Service Indicator Information”
indicates Stops/Holds on
registration

" ) C e s
QRetum to Search | +[EPrevious in List | +[ENext in List | Testing Information” indicates

Stops/Holds on registration

15



Function #1: Viewing Student
Records

Method 2 — The Advisor Center



A

CUNY 7 TR Accessing student

Personalize Content | Layout

— o1 records— Method 2

Search:

> My Favorites
> CUNY

[

[ °

[ Manager Self ice o

F Recru?ting ”S e If S ervice ”

> Campus Community
~ Rarnardes and Farnllmant

CUNY

Foly ivtogyaved Resawrcer & Swevices Toel

o ) | 2. Then click to expand
1"\)_)3] )
My Favories “Advisor Center”

» CUNY Student Summary View
7 Self Service

[> Personal Information

[> Job Information

[> Payroll and Compensation 3 ° Th e n C I i C k On

[> Learning and Development

[> Recruiting Activities V74 .
 Faatty Contr, Z" Advisee Student
Advisor Cente: =

— My Advisees /4

— Advisee Student Center Ce n te I‘

— Advisee General Info
— Advisee Transfer Credit
— Advisee Academics 17

. -




CUNY/is Y e

Foly intogyaoed Resawces & Seevices Toel

Search: Advisee's Student Center

|/»\|
I My Favorites = Enter any information you have and click Search. Leave fields blank 1

> CUNY _ _

[> CUNY Student Summary View Find an Existing Value

C T Serviee Maxi ber of rows to return (up to 300): 300 _

> Manager Self Service aximum number of rows to return (up to :

[> Recruiting ) ID: ( begins with ¢)| Q 1 o NO W, en ter
[> Campus Community Campus ID: (‘begins with ‘)| )

[> Records and Enrollment . NS Wi | v

[> Curriculum Management National ID: ("begins with %) th es tu d éen t S
[> Student Financials Last Name: (Tbegins with 2 ). d I k
[ Academic Advisement : ins with v J 00 {

[> Set Up HRMS First Name: ( begins with ¢)|Stephanie nam el an CiiC
[> Set Up SACR Y7 ”

& Worklist (] Case Sensitive S ea rch.

[> Reporting Tools
[> PeopleTools

— firstSolutions Knowledge Base Search

After the “wheel” spins for a bit, you'll see all the Stephanie

. atCUNY, not just at CCNY (!!!!) This is again why it’s useful

to have other info... 2. Click again on one of the students
Search Results

View All First K 1-4 of 4
ender [Date of Birt~ __._us ID|National ID [National ID Country [NID Short Description paztaizzz [Fir

Stephanie A Fagnale § (blank) i USA SSN D ST

Stephanie rate 01/1 (blank) i 8 USA SSN D ST

tephanie Female 07/31 (blank) - 6 USA SSN D ST

tephanie Female 08/29 (blank) i 1 USA SSN D ST




Advisee Student Center

The default view for Stephaniel
the student includes

their schedule forthe M .00 ~ Holds
Week ...... AISO, StOpS My Clazz Schedule Enoi eadlines @ URL No Holds.

. . My Planner . :
are indicated under "

“ ” 1 Class Schedule
HOIdS at rlght other academic... ¥ @ >.400M
r ! Descripticn
7:00PM
No To Do's.
[ 12:15PM
1. Click here.....
to get other —
g 11:50AM
Enrollment Appoini
: : 50PH e
CG310 e a err
kinds of info ....
weekly schedule p February 3, 2014,

Advisee Student C 2. I' k .
Clickon : 3 then click

I

|
This will Stephanie “Course :

I'(4 V/4

expand the / i on the “>>

:

|

|

|

|

ourse Histor 1 ”
dialog box...... cam shel History"...

Grades
Transcript: View Unofficial
Transfer Credit: Report

v other academic...

My Class Schedule
My Planner

( Course History 3]@



[7 Faculty Center H Advisor Center H Search I

YO u S h O u I d n OW S e e ‘ my advisees H student center H general info H transfer credit H academics |
. Advisee Course Hi
a list of courses Stephanic
. ’
(W h I C h I Ve b I O C ke d Sele Splay Option Sort results by :J

out), with sortable pidecouses o Wy Plarner oy ———

sort
@Ta«:n <= Transferred ¢ In Progress
Institutiol e Description Tel Req.u |ren-1ent
Designation
20
1 CI - (4 CTYO1  |ART 10000 RINCIPLES Fa Eige::;\t‘t?
ICK stuaen Te
[
20
CTYO1  |ART 10100  |2D DESIGN Sp Ef,%f:;\t‘t?
center” to get back =
g 20 Regular Non-
CTYO1 ART 10200 INTRO TO DRAWING Sp Liberal Arts
20
Regular Non-
to t e a St VI ew ssse CTYo1 ART 10500  |INTRO TO PAINTING _FI’_Z Liberal Arts
20 Regular Non-
CTYO1 ART 10700 INTRO CERAMIC DESIGN Fa Liberal Arts
Te

Advisee Student Ceni

Stephanie 1

3. Then click
on the “>>”

2. Go back to the little !
dialog box to the left, |
Course History pick IlTranscript: View : my gllaaziesrchedule

Exam Schedule

Grades e o y/i
Transcript: View Unofficial U”O’ .1 .'C'al

Transfer Credit: Report
v other academic...

A

[ Transcript: View Uni v Ji%?)

20




Advisee Unofficial Transcript

Stephanie

'(f a1
1. Enter “City
Choose an institution and report type and press View Report
V/4
**this process may take a few minutes to complete. please do not press any COIIege a n d
other buttons or links while processing is taking place**
“Student
Academic Institution [ City College s u en
Report Type ( Student Unofficial Transcript t) E view report | Uno'm'cial

This is an unofficial student copy of your academic record. To order an offici¥ copy p Transcrip t’” I i ke

the directions on the college website.
SO.....

View ALL REQuESTED REPORTS | 2. Then CIiCk

“view report”

Faculty Center Advisor Center Search

This should generate a nice PDF of the transcript, but note that if
pop-ups are blocked you will get nothing!!!!! If the PDF doesn’t
appear, allow pop-ups (look near top of screen) and then click
“view report” again. 21



The next two functions are optional,
and I’'m not sure your permissions
are set, but please give them a
shot!!!



Function #2: Accessing a
Schedule of Classes




A

CUNY gt 5 Accessing the

I  Schedule of Classes

- My Favorites
- CUNY

- CUNY Student Syugnmary View
- Self Service
> Manager Self
> Recruiting

Click to expand
' Recorcs and Enrolment “Self Service”

> Curriculum Management

Search: E
[> My Favorites

& ; Then click to expand
{: 83“5 Student Summary View E ”SE a r C h ”

< Self Service

> Personal Information

> Job Information

> Payroll and Compensation
> Learning and Development
> Recruiting Activities
> Faculty Center
> Advisor

Class S fees

— Class Search -

— Browse Course Catalog Th en CI I Ck On
— Review Transactions

— Community Directory ”CIaSS SearCh ” 24

[ o RN N

<]-—-—-—-—-—-—-—




Search for Classes

Enter Search Criteria S el eCt ”Ci ty COI I e ge ”
and “2014 Sp”ng

Institution ( city College ¢) Y,
Term ( 2014 spring Term $) < Term

Select at least 2 search criteria. Click Search to view your search results.

< Class Search Note that at least two
Course Subject (_Biology v . .
——  Search criteria must be

Course Number [ is exactly
ol L entered. I've entered

Course Attribute Value [

values for “Course
Subject” and “Course
Career.”

Requirement (
Designation

«#| Show Open Classes Only

<7 Additional Search Criteria

Session [
Mode of Instruction [

Meeting Start Time [ greater than or equal to

Meeting End Time (less than or equal to

Days of Week ( include only these days SeIECt IIBiOIOgy’, and

Mon Tues Wed Thurs Fri Sat Sun ”Un dergradua te ”
Class Nbr ] 2

Then click “Search” (Not shown - look
for button down below) s




The following classes match your search criteria Course Subject: Biology, Course Career:
Undergraduate, Show Open Classes Only: Yes

NEw SEARCH | MobiFy SEARCH

& Wait List

.Open DC\osed

¥ BIO 10004 - HUMAN BIOLOGY

First Kl 1-3 0f 3 1 Last

Section 06-LEC(57671 ion not shown to students ggatus .

Session Regular

Requirement Designation

Required Core -

sical Sciences

Section 07-LEC(57672) Section not shown to students ggatus .

Session

Regular

Requirement Designation

Required Core - Life and Physical Sciences

Session Regular

Requirement Designation

Section 08-LEC(57673)  Section not shown to students ggatus .

Required Core - Life and Physical Sciences

Days & Times Room Instructor ‘Meeting Dates
Th 11:00AM - 11:50AM | TBA Staff 01/27/2014 - 05/23/2014
Th £.2NDM _ O.9°NDM TOA C~FF NA/MT7/ON1A _ NEM2/OIN1A

Days & Times Room I IMeeting Dates

Tu 11:00AM - 11:50AM  [TBA Staff 7/2014 - 05/23/2014 .

Th 11:00AM - 11:50AM  |TBA Staff 01 5/23/2014 CIICk on a CO urse
Th 1:00PM - 2:50PM TBA Staff |o1/27/2o14 -

(section) to get
more info, including

Days & Times Room Instructor 'Meeting Dates—|

Tu 11:00AM - 11:50AM | TBA Staff 01/27/2014 - 05/23/2014 II t I. 't d
Th 6:30PM - 8:20PM TBA Staff 01/27/2014 - 05/23/2014 enro men 'm' an

Th 11:00AM - 11:50AM | TBA Staff 01/27/2014 - 05/23/2014

number of seats
available

26



Function #3: Browsing the course
catalog



A

FaXy integraved Resawces

Personalize Content | Layout

Menu
Search:

& Services Tewl

> My Favorites
> CUNY

> Recruiting
> Campus Community
> Records and Enroliment

[> My Favorites
[> CUNY

[> CUNY Student Summary View
< Self Service

> Personal Information

> Job Information

> Payroll and Compensation
> Learning and Development
> Recruiting Activities
> Faculty Center
> Advisor Ce

<]-—-—-—-—-—-—-—

|

Browsing the
T course catalog

Click to expand “Self

[

[

> CUNY Student mary View

[ Self Service b 4 V/4
[» Manager Self ice S e I' Vl C e

[

[

[

[

Then click to expand
“Search”

Then click on
— “Browse Course

— Class Search

— Browse Course Catalog
— Review Transactions

— Community Directory

[ o RN N

Catalog”

28



Select Institution [ City College v ] change

Select City College,
d click “change

EFGHIJKLMNOPQRSTUVWXY
2 3 45617829

CoLLAaPSE ALL ExpanD ALL

Then click “B”

Select subject code to display or hide course information.

> BCH - Biochemistry
Then click on
”Bio[ogy” The (IOng) list
of Biology

courses will

[> BCHM - Biochemistry

> BENG - Bengali

¥ BIO - Biology

A1105 1SS IN CONSERVATION ;Z':'ing ad ppea I. SEIECt
A1405 NEUROBIOL-BHVRL BIO ;Z':'mg your
A1600 ADVNCS:ENDOCRINOLGY ST
A1605 CONFOCAL MICROSCOPY ;‘::’ing cCoOuU rSE! !2!9
Fall,

A1700 'VIROI OGY



Need help? Comments?
Questions?

Contact Jay Edelman at...
jedelman@sci.ccny.cuny.edu






