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WARNING!!!!!!!	
  
•  Preferred	
  browsers:	
  	
  

–  Firefox,	
  Chrome,	
  Internet	
  Explorer	
  (PC	
  only)	
  

•  You	
  may	
  find	
  CUNYfirst	
  non-­‐intuiUve	
  in	
  many	
  ways,	
  
parUcularly	
  as	
  you	
  start.	
  
–  There	
  will	
  be	
  funcUons	
  that	
  may	
  operate	
  more	
  slowly	
  and	
  will	
  
be	
  less	
  intuiUve	
  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	
  Umes,	
  you	
  will	
  just	
  have	
  to	
  take	
  a	
  deep	
  breath,	
  and…..	
  Be	
  
paUent…..	
  We	
  are	
  here	
  to	
  help…..	
  J	
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What	
  will	
  you	
  be	
  doing	
  for	
  the	
  
next	
  15-­‐20	
  minutes	
  or	
  so….	
  

1.  AcUvaUng	
  your	
  CUNYfirst	
  producUon	
  account	
  (if	
  you	
  haven’t	
  
already	
  done	
  so)	
  

2.  Logging	
  in	
  to	
  your	
  CUNYfirst	
  producUon	
  account	
  
3.  FuncUon	
  #1A:	
  Accessing	
  student	
  records	
  through	
  the	
  

Student	
  Summary	
  View	
  
4.  FuncUon	
  #1B:	
  Accessing	
  student	
  records	
  through	
  the	
  

Advising	
  Center	
  
5.  FuncUon	
  2:	
  Viewing	
  the	
  Schedule	
  of	
  Classes	
  (OPTIONAL)	
  
6.  FuncUon	
  3:	
  Viewing	
  the	
  Course	
  Catalog	
  (OPTIONAL)	
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FERPA	
  training	
  
•  Before	
  you	
  look	
  at	
  student	
  records	
  using	
  CUNYfirst	
  PLEASE	
  

complete	
  the	
  FERPA	
  training	
  module	
  at….	
  
–  heps://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	
  EducaUonal	
  Rights	
  and	
  Privacy	
  Act	
  
•  TROUBLESHOOTING	
  

–  If	
  you	
  forgot	
  your	
  CCNY	
  userid/password…go	
  to…	
  
•  hep://pelican.admin.ccny.cuny.edu	
  
•  Click	
  on	
  “Account	
  Lookup.”	
  	
  Use	
  the	
  last	
  4	
  of	
  your	
  SS#	
  for	
  ID.	
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(if	
  you	
  haven’t	
  already	
  done	
  so)	
  AcUvaUng	
  your	
  CUNYfirst	
  	
  
“ProducUon”	
  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	
  ediKng!!!!	
  
	
  

•  Click	
  on	
  “First	
  Time	
  Users”	
  and	
  follow	
  the	
  prompts	
  (acUvaUon	
  may	
  take	
  a	
  liele	
  Ume)	
  
•  As	
  acUvaUon	
  finishes,	
  please	
  note	
  CUNYfirst	
  username	
  and	
  EMPLID	
  (see	
  next	
  page).	
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CUNYfirst	
  username	
  and	
  EMPLID	
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When	
  acUvaUon	
  is	
  complete	
  you	
  will	
  be	
  shown	
  your	
  
username	
  (which	
  you’ll	
  need	
  to	
  log	
  in)	
  and	
  your	
  
EMPLID	
  (which	
  is	
  useful	
  in	
  certain	
  situaUons).	
  	
  

Please	
  write	
  down	
  this	
  informaUon!!!	
  



Now…	
  login	
  to	
  your	
  CUNYfirst	
  	
  
“ProducUon”	
  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	
  TroubleshooKng	
  guide,	
  available	
  on	
  this	
  web	
  
site….	
  hep://forum.sci.ccny.cuny.edu/administraUon/shared/cunyfirst-­‐guides	
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Something	
  that	
  
needs	
  repeaUng……	
  

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…	
  	
  

hTps://home.cunyfirst.cuny.edu	
  



Depending	
  on	
  your	
  
permissions,	
  you’ll	
  see	
  
some	
  subset	
  of	
  the	
  
commands	
  shown	
  to	
  

the	
  lek….	
  

Click	
  on	
  “HR/Campus	
  
Solu3ons	
  (NOTE:	
  Do	
  NOT	
  
click	
  on	
  Self-­‐Service	
  on	
  this	
  

“Enterprise	
  Menu”)	
  

This	
  is	
  your	
  “base”	
  menu	
  –	
  
we’ll	
  be	
  returning	
  here	
  again	
  

and	
  again….	
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You	
  can	
  access	
  your	
  
“Favorites,”	
  and	
  edit	
  

them,	
  by	
  expanding	
  the	
  
“My	
  Favorites”	
  secUon	
  

on	
  the	
  upper	
  lek	
  	
  

Special	
  Note:	
  
	
  ”Favorites”	
  

	
  
If	
  you	
  would	
  like	
  to	
  

bookmark	
  a	
  parUcular	
  
funcUon,	
  click	
  “Add	
  to	
  

Favorites”	
  on	
  upper	
  right	
  
part	
  of	
  screen	
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FuncUon	
  #1:	
  Viewing	
  Student	
  
Records	
  

	
  
Method	
  1	
  –	
  CUNY	
  Student	
  

Summary	
  View	
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Accessing	
  student	
  
records–	
  Method	
  1	
  

1.	
  Click	
  to	
  expand	
  
“CUNY	
  Student	
  
Summary	
  View”	
  

2.	
  Then	
  click	
  on	
  
“Student	
  Summary	
  

View”	
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•  Special	
  Note:	
  “The	
  
CUNYfirst	
  spinning	
  wheel”	
  

1.	
  Enter	
  a	
  student’s	
  
first	
  and	
  last	
  name	
  
and	
  click	
  “Search”	
  

•  Oken,	
  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	
  
indicaUon	
  that	
  CUNYfirst	
  is	
  searching	
  (oken	
  slowly)	
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Blanked	
  out	
  for	
  
reasons	
  of	
  

confiden2ality	
  



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	
  lek),	
  birthday,	
  
middle	
  iniUal,	
  or	
  last	
  four	
  of	
  SSN.	
  	
  

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

Click	
  on	
  one	
  of	
  the	
  
students	
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Each	
  of	
  the	
  ~15	
  items	
  can	
  be	
  revealed/
hidden	
  by	
  clicking	
  on	
  the	
  triangles	
  at	
  
lek	
  	
  (I’ve	
  hid	
  them	
  for	
  confidenUality).	
  	
  
Some	
  highlights:	
  

“Enrollment	
  InformaUon”	
  shows	
  
grades	
  for	
  every	
  class	
  taken	
  in	
  a	
  
sortable	
  list	
  

Click	
  on	
  the	
  
triangles	
  to	
  
see/hide	
  the	
  
sec3on…..	
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“Term	
  History	
  InformaUon”	
  shows	
  
GPA	
  and	
  credits	
  taken	
  for	
  each	
  
semester	
  

“AffiliaUon	
  InformaUon”	
  shows	
  
CUNY	
  schools	
  aeended	
  

“Service	
  Indicator	
  InformaUon”	
  
indicates	
  Stops/Holds	
  on	
  
registraUon	
  

“TesUng	
  InformaUon”	
  indicates	
  
Stops/Holds	
  on	
  registraUon	
  



FuncUon	
  #1:	
  Viewing	
  Student	
  
Records	
  

	
  
Method	
  2	
  –	
  The	
  Advisor	
  Center	
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Accessing	
  student	
  
records–	
  Method	
  2	
  

1.	
  Click	
  to	
  expand	
  
“Self	
  Service”	
  

3.	
  Then	
  click	
  on	
  
“Advisee	
  Student	
  

Center”	
  

2.	
  Then	
  click	
  to	
  expand	
  
“Advisor	
  Center”	
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1.	
  Now,	
  enter	
  
the	
  student’s	
  

name,	
  and	
  click	
  
“Search.”	
  

Aker	
  the	
  “wheel”	
  spins	
  for	
  a	
  bit,	
  you’ll	
  see	
  all	
  the	
  Stephanie	
  
Montenegros	
  at	
  CUNY,	
  not	
  just	
  at	
  CCNY	
  (!!!!)	
  This	
  is	
  again	
  why	
  it’s	
  useful	
  
to	
  have	
  other	
  info…	
  	
  	
  2.	
  Click	
  again	
  on	
  one	
  of	
  the	
  students	
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The	
  default	
  view	
  for	
  
the	
  student	
  includes	
  
their	
  schedule	
  for	
  the	
  
week……	
  Also,	
  Stops	
  
are	
  indicated	
  under	
  
“Holds”	
  at	
  right	
  

1.	
  Click	
  here…..	
  
to	
  get	
  other	
  

kinds	
  of	
  info	
  ….	
  

This	
  will	
  
expand	
  the	
  
dialog	
  box……	
  

2.	
  Click	
  on	
  
“Course	
  
History”…	
  

	
  3.	
  Then	
  click	
  
on	
  the	
  “>>”	
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You	
  should	
  now	
  see	
  
a	
  list	
  of	
  courses	
  
(which	
  I’ve	
  blocked	
  
out),	
  with	
  sortable	
  
columns	
  

1.	
  Click	
  “student	
  
center”	
  to	
  get	
  back	
  
to	
  the	
  last	
  view….	
  

2.	
  Go	
  back	
  to	
  the	
  liYle	
  
dialog	
  box	
  to	
  the	
  leZ,	
  
pick	
  “Transcript:	
  View	
  

Unofficial”	
  

3.	
  Then	
  click	
  
on	
  the	
  “>>”	
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1.	
  Enter	
  “City	
  
College”	
  and	
  
“Student	
  
Unofficial	
  

Transcript”,	
  like	
  
so…..	
  

2.	
  Then	
  click	
  
“view	
  report”	
  

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.	
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The	
  next	
  two	
  funcUons	
  are	
  opUonal,	
  
and	
  I’m	
  not	
  sure	
  your	
  permissions	
  
are	
  set,	
  but	
  please	
  give	
  them	
  a	
  

shot!!!	
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FuncUon	
  #2:	
  Accessing	
  a	
  
Schedule	
  of	
  Classes	
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Accessing	
  the	
  
Schedule	
  of	
  Classes	
  

Click	
  to	
  expand	
  
“Self	
  Service”	
  

Then	
  click	
  to	
  expand	
  
“Search”	
  

Then	
  click	
  on	
  
“Class	
  Search”	
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Select	
  “City	
  College”	
  
and	
  “2014	
  Spring	
  

Term”	
  

Note	
  that	
  at	
  least	
  two	
  
search	
  criteria	
  must	
  be	
  
entered.	
  I’ve	
  entered	
  
values	
  for	
  “Course	
  

Subject”	
  and	
  “Course	
  
Career.”	
  

Select	
  “Biology”	
  and	
  
”Undergraduate”	
  

Then	
  click	
  “Search”	
  (Not	
  shown	
  –	
  look	
  
for	
  buTon	
  down	
  below)	
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Click	
  on	
  a	
  course	
  
(sec3on)	
  to	
  get	
  

more	
  info,	
  including	
  
enrollment	
  limit	
  and	
  
number	
  of	
  seats	
  

available	
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FuncUon	
  #3:	
  Browsing	
  the	
  course	
  
catalog	
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Browsing	
  the	
  
course	
  catalog	
  
Click	
  to	
  expand	
  “Self	
  

Service”	
  

Then	
  click	
  to	
  expand	
  
“Search”	
  

Then	
  click	
  on	
  
“Browse	
  Course	
  

Catalog”	
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Select	
  City	
  College,	
  
and	
  click	
  “change”	
  

Then	
  click	
  “B”	
  

Then	
  click	
  on	
  
“Biology”	
   The	
  (long)	
  list	
  

of	
  Biology	
  
courses	
  will	
  

appear.	
  Select	
  
your	
  

course!!!	
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Need	
  help?	
  Comments?	
  
QuesUons?	
  

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