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

–  Firefox,	
  Chrome	
  

•  You	
  may	
  find	
  CUNYfirst	
  non-­‐intuiQve	
  in	
  many	
  ways,	
  
parQcularly	
  as	
  you	
  start.	
  
–  There	
  will	
  be	
  funcQons	
  that	
  may	
  operate	
  more	
  slowly	
  and	
  will	
  
be	
  less	
  intuiQve	
  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	
  Qmes,	
  you	
  will	
  just	
  have	
  to	
  take	
  a	
  deep	
  breath,	
  and…..	
  Be	
  
paQent…..	
  We	
  are	
  here	
  to	
  help…..	
  J	
  

2	
  



For	
  now,	
  you	
  will	
  have	
  TWO	
  CUNYfirst	
  
accounts	
  –	
  you	
  must	
  “acQvate”	
  both	
  

•  1)	
  The	
  “regular”	
  CUNYfirst	
  account	
  
–  Also	
  known	
  as	
  the	
  “main,”	
  “producQon,”	
  “normal,”	
  “standard,”	
  

“permanent,”	
  etc.	
  account.	
  
–  This	
  is	
  the	
  account	
  that	
  can	
  be	
  used	
  at	
  CCNY	
  currently	
  to	
  access	
  your	
  

personnel	
  informaQon,	
  and	
  is	
  also	
  currently	
  (Feb.	
  2014)	
  used	
  by	
  
procurement	
  and	
  for	
  other	
  non-­‐academic	
  purposes	
  

–  In	
  early	
  April,	
  this	
  will	
  be	
  used	
  by	
  faculty	
  and	
  Dept.	
  staff	
  for	
  various	
  academic	
  
purposes	
  
•  Access	
  of	
  transcripts	
  
•  Access	
  of	
  course	
  schedules	
  
•  Enrollment	
  permissions	
  (overrides,	
  waiving	
  prerequisites,	
  etc)	
  
•  Supplying	
  textbook	
  informaQon	
  for	
  students	
  
•  Adendance	
  verificaQon	
  
•  Entering	
  grades…	
  
	
  

•  2)	
  The	
  “training”	
  CUNYfirst	
  account	
  
–  Used	
  for	
  training	
  –	
  which	
  is	
  what	
  you’re	
  about	
  to	
  do	
  

•  we’ll	
  get	
  back	
  to	
  this	
  in	
  the	
  slide	
  afer	
  next	
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What	
  will	
  you	
  be	
  doing	
  for	
  the	
  
next	
  30	
  minutes	
  or	
  so….	
  

1.  AcQvaQng	
  your	
  CUNYfirst	
  training	
  	
  account	
  (if	
  you	
  haven’t	
  
already	
  done	
  so)	
  

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

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

Advising	
  Center	
  
5.  FuncQon	
  #2:	
  GranQng	
  enrollment	
  permissions	
  
6.  FuncQon	
  3:	
  Viewing	
  the	
  Schedule	
  of	
  Classes	
  
7.  FuncQon	
  4:	
  Viewing	
  the	
  Course	
  Catalog	
  
8.  FuncQon	
  5:	
  Viewing	
  Departmental	
  Rosters	
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FERPA	
  training	
  
•  Before	
  you	
  look	
  at	
  student	
  records	
  using	
  CUNYfirst	
  PLEASE	
  

complete	
  the	
  FERPA	
  training	
  module	
  at….	
  
–  hdps://apps.ccny.cuny.edu/ferpa	
  

•  You	
  will	
  only	
  need	
  to	
  do	
  this	
  once….	
  
•  It	
  doesn’t	
  take	
  that	
  long…..	
  
•  By	
  the	
  way…	
  

–  FERPA:	
  Federal	
  EducaQonal	
  Rights	
  and	
  Privacy	
  Act	
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What	
  is	
  the	
  CUNYfirst	
  “training”	
  
environment?	
  

•  No	
  surprise	
  -­‐-­‐	
  It	
  is	
  for	
  used	
  for	
  CUNYfirst	
  training!	
  
–  This	
  allows	
  you	
  to	
  “play”	
  with	
  various	
  academic-­‐related	
  CUNYfirst	
  funcQons	
  prior	
  to	
  the	
  

switch	
  of	
  academic	
  funcQons	
  to	
  CUNYfirst	
  in	
  early	
  April.	
  
•  It	
  allows	
  you	
  to	
  access	
  real	
  CUNY	
  data	
  

–  However,	
  data	
  in	
  the	
  training	
  environment	
  may	
  be	
  outdated,	
  as	
  it	
  is	
  only	
  periodically	
  
updated	
  

•  Altering	
  data	
  in	
  the	
  training	
  environment	
  only	
  affects	
  data	
  in	
  the	
  training	
  
environment;	
  it	
  doesn’t	
  affect	
  anything	
  in	
  the	
  real	
  (“producQon”)	
  
environment.	
  
–  Thus,	
  no	
  harm	
  (or	
  benefit!)	
  can	
  result	
  from	
  your	
  acQons.	
  	
  
–  So,	
  if	
  you	
  have	
  the	
  Qme	
  and	
  inclinaQon,	
  feel	
  free	
  to	
  play	
  and	
  experiment!!!	
  

•  NOTE:	
  At	
  present,	
  THE	
  CUNYfirst	
  Training	
  
Environment	
  can	
  only	
  be	
  accessed	
  by	
  a	
  computer	
  on	
  
campus.	
  (Off-­‐campus,	
  one	
  can	
  use	
  a	
  VPN,	
  or	
  other	
  
tools	
  –	
  e.g.	
  Team	
  Viewer,	
  to	
  access	
  campus	
  
computers	
  remotely.	
  I	
  can	
  help	
  you	
  with	
  this….)	
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(if	
  you	
  haven’t	
  already	
  done	
  so)	
  AcQvaQng	
  your	
  CUNYfirst	
  	
  
“Training”	
  account	
  

•  Enter	
  this	
  exact	
  address	
  in	
  the	
  address	
  bar	
  of	
  your	
  browser:	
  	
  	
  
•  https://cnyeptst.cunyfirst.cuny.edu"
•  If	
  you	
  bookmark	
  this	
  page,	
  MAKE	
  SURE	
  the	
  address	
  saved	
  is	
  the	
  address	
  

above.	
  This	
  may	
  require	
  manual	
  ediIng!!!!	
  
	
  

•  Click	
  on	
  “First	
  Time	
  Users”	
  and	
  follow	
  the	
  prompts	
  (acQvaQon	
  may	
  take	
  a	
  lidle	
  Qme)	
  
•  As	
  acQvaQon	
  finishes,	
  please	
  note	
  CUNYfirst	
  username	
  and	
  EMPLID	
  (see	
  next	
  page).	
  
	
  

7	
  



CUNYfirst	
  username	
  and	
  EMPLID	
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When	
  acQvaQon	
  is	
  complete	
  you	
  will	
  be	
  shown	
  your	
  
username	
  (which	
  you’ll	
  need	
  to	
  log	
  in)	
  and	
  your	
  
EMPLID	
  (which	
  is	
  useful	
  in	
  certain	
  situaQons).	
  	
  

Please	
  write	
  down	
  this	
  informaQon!!!	
  



Now…	
  login	
  to	
  your	
  CUNYfirst	
  	
  
“Training”	
  account	
  

•  Enter	
  exact	
  address	
  below	
  in	
  address	
  bar	
  (see	
  note	
  on	
  bookmarks	
  in	
  earlier	
  slide)	
  
•  https://cnyeptst.cunyfirst.cuny.edu "
•  Enter	
  your	
  CUNYfirst	
  username	
  and	
  password…	
  

•  If	
  you	
  have	
  login	
  problems,	
  please	
  see	
  TroubleshooQng	
  guide,	
  available	
  on	
  this	
  web	
  
site….	
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Something	
  that	
  
needs	
  repeaQng……	
  

Please	
  remember	
  that	
  simply	
  bookmarking	
  the	
  
CUNYfirst	
  Training	
  site	
  will	
  ofen	
  not	
  work	
  to	
  

get	
  you	
  back	
  to	
  the	
  site….	
  	
  

However,	
  if	
  you	
  create	
  the	
  bookmark,	
  you	
  should	
  edit	
  it	
  
using	
  your	
  browser	
  bookmarks	
  feature	
  to…	
  	
  

hRps://cnyeptst.cunyfirst.cuny.edu	
  



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

the	
  lef….	
  

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”	
  secQon	
  

on	
  the	
  upper	
  lef	
  	
  

Special	
  Note:	
  
	
  ”Favorites”	
  

	
  
If	
  you	
  would	
  like	
  to	
  

bookmark	
  a	
  parQcular	
  
funcQon,	
  click	
  “Add	
  to	
  

Favorites”	
  on	
  upper	
  right	
  
part	
  of	
  screen	
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FuncQon	
  #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”	
  

•  Ofen,	
  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	
  
indicaQon	
  that	
  CUNYfirst	
  is	
  searching	
  (ofen	
  slowly)	
   15	
  

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	
  lef),	
  birthday,	
  or	
  
last	
  four	
  of	
  SSN.	
  	
  

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

Click	
  on	
  one	
  of	
  the	
  
students	
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You	
  will	
  now	
  see	
  informaQon	
  for	
  this	
  
student.	
  Each	
  of	
  the	
  15	
  items	
  can	
  be	
  
expanded/contracted	
  by	
  clicking	
  on	
  
the	
  lidle	
  right-­‐facing	
  triangles	
  (What	
  
you’ll	
  see	
  when	
  this	
  page	
  comes	
  up	
  is	
  different	
  -­‐-­‐	
  
I’ve	
  “contracted”	
  them	
  here	
  to	
  help	
  maintain	
  this	
  
student’s	
  confidenQality).	
  

Two	
  very	
  useful	
  items	
  here	
  are	
  
“Enrollment	
  InformaQon,”	
  which	
  
shows	
  the	
  grades	
  for	
  every	
  class	
  
taken	
  in	
  a	
  sortable	
  list,	
  and	
  “Term	
  
History	
  InformaQon,”	
  which	
  shows	
  
GPA	
  and	
  credits	
  taken	
  for	
  each	
  
semester	
  

Click	
  on	
  them	
  
to	
  expand…..	
  

17	
  



FuncQon	
  #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.”	
  

Afer	
  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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FuncQon	
  #2:	
  GranQng	
  enrollment	
  
permissions	
  

	
  
(As	
  of	
  3/9/2014,	
  you	
  can	
  only	
  do	
  
this	
  for	
  Biology	
  10100	
  and	
  Biology	
  
10200	
  in	
  the	
  Training	
  Environment)	
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NOTE:	
  How	
  enrollment	
  will	
  work	
  
under	
  CUNYfirst	
  	
  

•  Students	
  will	
  enroll	
  with	
  CUNYfirst	
  (bye,	
  bye,	
  eSIMS)	
  
•  For	
  special	
  cases	
  (overtallies,	
  waiving	
  prereqs,	
  etc),	
  advisors/

administrators	
  will	
  no	
  longer	
  enroll	
  students….	
  
•  Instead,	
  they	
  will	
  use	
  CUNYfirst	
  to	
  give	
  permissions	
  to	
  

students	
  to	
  enroll	
  in	
  individual	
  courses	
  
•  The	
  students	
  must	
  then	
  execute	
  the	
  permission,	
  generally	
  

within	
  a	
  short	
  Qme-­‐frame	
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GranQng	
  enrollment	
  
permissions	
  

1.	
  Click	
  to	
  expand	
  
“Records	
  and	
  
Enrollment”	
  

3.	
  Then	
  click	
  to	
  expand	
  
“Class	
  Permissions”	
  

2.	
  Then	
  click	
  to	
  expand	
  
“Term	
  Processing”	
  

4.	
  Then	
  click	
  on	
  “Class	
  
Permissions”	
  again!!!	
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1.	
  Click	
  on	
  the	
  magnifying	
  
glasses	
  to	
  enter	
  the	
  info	
  

shown	
  below….	
  

Note:	
  1142	
  indicates	
  Spring	
  2014	
  
	
  

1	
  	
  	
  	
  	
  	
  	
  14	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  2	
  

21st	
  
century	
  

2014	
  
Semester	
  
starts	
  in	
  
Feb.	
  (2nd	
  
month)	
  

2.	
  Click	
  Search	
  

This	
  will	
  search	
  for	
  
Biology	
  courses	
  in	
  

Spring	
  2014	
  

Another	
  e.g:	
  1139	
  =	
  
Fall	
  2013	
  

Note:	
  Most	
  
entries	
  can	
  also	
  

be	
  directly	
  
typed…	
  

Note:	
  You	
  can	
  
save	
  searches!!!	
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Click	
  on	
  Bio	
  10200	
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These	
  seqngs	
  
control	
  the	
  
default	
  

permissions	
  
(seqngs	
  here	
  will	
  control	
  

seqngs	
  for	
  all	
  new	
  
permissions	
  –	
  
permissions	
  are	
  

described	
  on	
  next	
  page	
  )	
  



•  Closed	
  Class	
  	
  -­‐-­‐	
  If	
  checked	
  you	
  give	
  permission	
  to	
  “overtally”	
  
•  Requisites	
  Not	
  Met	
  	
  -­‐-­‐	
  If	
  checked,	
  pre/co-­‐requisites	
  waived	
  
•  Consent	
  Required	
  	
  -­‐-­‐	
  If	
  checked,	
  grants	
  instructor/advisor	
  permission	
  (if	
  

such	
  permission	
  is	
  required)	
  
•  Career	
  RestricIon	
  -­‐-­‐	
  If	
  checked,	
  grad	
  students	
  can	
  take	
  undergrad	
  

courses	
  and	
  vice	
  versa	
  
•  Permission	
  Time	
  Period	
  	
  -­‐-­‐	
  For	
  technical	
  reasons,	
  please	
  make	
  sure	
  this	
  is	
  

unchecked!!!!	
  

The	
  meaning	
  of	
  Permissions	
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2.	
  Enter	
  CCNY	
  ID	
  of	
  student,	
  or	
  Click	
  
search	
  glass	
  to	
  search	
  by	
  name	
  

1.	
  Uncheck	
  “Permission	
  Time	
  Period”	
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Note	
  ExpiraQon	
  Date	
  of	
  
permission,	
  which	
  you	
  can	
  

change.	
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Note	
  the	
  three	
  tabs:	
  
General	
  Info,	
  Permissions,	
  

Comments	
  



Clicking	
  on	
  “Permission”	
  
tab	
  will	
  allow	
  you	
  to	
  set	
  
permissions	
  for	
  individual	
  
students	
  (as	
  shown	
  here)	
  

Clicking	
  on	
  “Comments”	
  
tab	
  will	
  allow	
  you	
  to	
  make	
  
comments	
  (not	
  shown)	
  

33	
  



When	
  done,	
  click	
  ‘+’	
  to	
  add	
  another	
  student,	
  or	
  
click	
  “Save”	
  to….	
  Save!	
  

Use	
  arrows	
  
here	
  for	
  
mulQple	
  
secQon	
  
courses	
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FuncQon	
  #3:	
  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	
  buRon	
  down	
  below)	
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Click	
  on	
  a	
  course	
  
(sec3on)	
  to	
  get	
  

more	
  info,	
  including	
  
enrollment	
  limit	
  and	
  
number	
  of	
  seats	
  

available	
  

38	
  



FuncQon	
  #4:	
  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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FuncQon	
  #5:	
  Accessing	
  
class	
  rosters	
  (NOTE:	
  
You	
  may	
  not	
  have	
  

access	
  to	
  this,	
  yet,	
  but	
  
please	
  try!!!)	
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Accessing	
  class	
  
rosters	
  

1.	
  Click	
  to	
  expand	
  
“CUNY”	
  

2.	
  Then	
  click	
  to	
  expand	
  
“Campus	
  Solu3ons”	
  

3.Then	
  click	
  to	
  
expand	
  “CS	
  
Extensions”	
  4.	
  Then	
  click	
  on	
  

“Departmental	
  
Class	
  Rosters”	
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1.	
  Click	
  on	
  the	
  
magnifying	
  

glasses	
  to	
  enter	
  
the	
  info	
  
shown….	
  

2.	
  Click	
  Search	
  

Note:	
  Most	
  entries	
  
can	
  also	
  be	
  directly	
  

typed…	
  

Note:	
  Search	
  
criteria	
  can	
  be	
  

saved…	
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Click	
  on	
  mul3-­‐
colored	
  icon	
  to	
  
get	
  rosters	
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Indicates	
  
enrollment	
  



That’s	
  all	
  for	
  now!!!!!!	
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Special	
  Note	
  
Reminder:	
  

	
  	
  
Don’t	
  forget	
  to	
  use	
  
“Add	
  to	
  Favorites.”	
  

Here’s	
  what	
  my	
  “My	
  
Favorites”	
  looks	
  like!!!	
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Need	
  help?	
  Comments?	
  
QuesQons?	
  

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