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Faculty Center

Navigation: Login to CUNYfirst > HR/Campus Solutions > Self Service > Faculty Center
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y Schedule
- Class Roster
— Grade Roster
— Gradebook
— Assignments
= Verification Attendance
Roster
[ Search
— Review Transactions
— Student Center
— Request Information
— Request Official Transcript
— Leaming Management
Systems

ms
— Class Search
— Browse Course Catalog

— Evaluate My Transfer Credit

@ Faculty Center
Use the Faculty center to manage all your class related activities.

[ ZMy Schedule = Class Roster
49/ View your class rosters.

View your ciass and exam schedules.

Edit "Faculty Center” Folder

= Grade Roster
‘Assign grades and post your grade rosters.

Assignments

Create, update and view Gradebook
assignments, due dates, categories and grading
scales.

= Verification Attendance Roster
Verification of Attendance Rosters

= Gradebook
Enter grades for class assignments; submit
mid-term and final grades.
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My Schedule

In order to access your schedule, you will need to click on the My Schedule link where you will

be taken to this page:
[ Faculty Center ]( Advisor Center ]( Search ]( Learning Management ] If you click on
| my schedule ” class roster ” grade roster ” verification of attendance rosters | Show Enrolled

Faculty Center

Classes Only, you
will be able to see

My Schedule

the classes that
| students have

2011 Spring Term | Queens College change term |

View Personal Data Sum
View Textbook Su
My Exam le

enrolled in.

Select display option: ® show All Classes I () Show Enrolled Classes Only I

Icon Legend: ﬁ:ﬁ Class Roster lf:P]‘ Grad

€ Roster @ Learning Mana

My Teaching Schedule > 2011 Spring Term > Queens College

Class Class Title Enrolled Days & Times

ﬁ CSCL 212-1 OBJ-ORIENT FRG JAVA 23 MoWe 10:15AM - 11:054M
(1234) {Lecture)
CSCI 212-2 OBJ-ORIENT PRG JAVA 20 MoWe 10:15AM - 11:054M
(2345) (Lecture)
CSCI 212-3 OBJ-ORIENT PRG JAVA 22 MoWe 10:15AM - 11:054M
(1236) {Lecture)
CSCI 3981-1 INTERNSHIP (Lecture)} 1 TBA

(1237)

Room
Sclence C205

Sclence C205

Sclence C205

TBA

Class Dates

Jan 28, 2011-
May 27, 2011
Jan 28, 2011-
May 27, 2011
Jan 28, 2011-
May 27, 2011
Jan 28, 2011-
May 27, 2011

Here, you will see:

The class number and titles

Number of enrolled students,

The times you are teaching the course
The room where the course meets
The term start and end dates
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By clicking on any class link, you will see extra information about that course. You will be able

to see:

CS5CI 212-1 Object-Oriented Programming in Java

ege | 2011 & Tarm | Lectura
Beturn to Faculty Center
Class Datalls
Status . Open Career Undergraduate
Class Number 1234 Dates 17282011 - 572772011
session Regular Academic Session Grading  Ungergraduate Letter Grades
Units 3 units Locatlon Main - Queens College
Instruction Mode  In Person Campus (Jueens Collage
Class Components  Lecture Reguired
Days & Timas Room Instructor Meeating Dates
MoWia 10:L5AM - a 01/28/2011 -
11 20 Sclence C205 John Smith 05/27/2011
. ) 01/28/2011 -
TuTh 12:40PM - 1:30PM | Sclence A223 Jane Doe 05/27/2011

Enroliment Requirements PRE: C5CI 111

Class Attributes Day Class
Class Avallability

Class Capacity 25 Wait List Capacity 0
Enroliment Total 3 Wait List Total a
Avallable Seats z

Object-orientad algonthmic problem salving in Java, with attention te general as well as language-
specific issues Incuding apolications, event-driven programming; elements of graphical user interfaces
[GUIs); linked lists, recursion, inheritance and polymorphism; file [/0; exception handling; packages;
applications of simple data structures; applats; concept of multi-threading; tasting and debugging.

Textbook/Other Materials

Textbook Assignment Pending ({assignments not shown be studants)

Other meeting times for the course.

The names of any other professors that are affiliated with the course.
Prerequisites for the course.

Class capacity, number of students enrolled, number of available seats
Waitlist capacity and total (Summer and Fall 2011 Semesters)

Course Description

Textbook information (Summer and Fall 2011 Semesters)
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Class Roster

In order to view your class roster, click on the Class Roster tab under the Faculty Center.

( Faculty Center ]I’ Advisor Center ]f Search W Learning Management ]

| my schedule ” class roster ” grade roster ” wverification of attendance rosters |

Class Roster

2011 Spring Term | Regular Academic Session | QL College | Un a
~ CSCI 212-1 change class |
‘Object-Oriented Programmifig ava |Leere
Days and Times Room Instructor Dates
MoWe 10:15AM-11:05AM Sclence C205 John Smith 01/28/2011 -
05/27/2011
TuTh 12:40PM-1: 30PM Sclence A223 Jane Doe 01/28/2011 -
05/27/2011
¢Enrollment Status [ Enrolied =
Enrollment Capacity 25 Enrolled 23
[4] of 23 |
Notify [ID Name e Units |Program and Plan Lewvel
Basis
Undergraduate -
=] 1
1 =] 12345678 | Doe, John Graded 3.00 Computer Science BA Upper JR
Undergraduate -
2l O 23456781 | Lee, May Graded 3.00 Computer Sclence BA Lower JR
3| [ | 34567821 | Rodriguez, Billy  |Graded | 3.pp|@roergracuate - Upper 8
= ' Computer Science BA
3 Undergraduate -
=] 45678321 | Singh, | 1
4 U izl Ll CL CCEn g Computer Science BS/Mathematics Minar et dls

For each class, you will see the information of the students who are enrolled in the class.

e CUNYID

e Full Name

e Academic Plan (Major/Minor)

e They Academic Standing (Level) — Freshman, Sophomore, Junior, Senior
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If you are teaching more than one class, you can view another class roster by clicking on the
green Change Class button.

= CSCI 212-1 I change class |I
Object-Oriented Programming In Java {Lecture

&

Days and Times Room Instructor Dates

MoWe 10:15AM-11:054M Sclence C205 John Smith 1/28/2011 -
ba/27/2011

TuTh 12:40PM-1:30PM Sclence A223 Jane Doe 01/28/2011 -
05/27/2011

I *Enrollment Status | Enrolled — f I

You will be able to click on the class you want to see by clicking on the course number under
Class.

Select display option: @ Show All Classes () Show Enrolled Classes Only
5 =]
My Teaching Schedule > 2011 Spring Term > Queens College
Class Class Title Enrolled | Days & Times Room Class Dates
ifllcscr 212-1 OBJ-ORIENT PRG JAVA 23 MoWe 10:15AM - 1L:05AM Scierce C205  Jan 28, 2011-
(1234) {Lectura} May 27, 2011
jifllcscr 2122 OBJ-ORIENT PRG JAVA 20 MoWe 10:15AM - 1L:05AM Scierce C205  Jan 28, 2011-
(1237) {Lectura} May 27, 2011
jifllcscr 2123 OBJ-ORIENT PRG JAVA 22 MoWe 10:15AM - 1L:05AM Scierce C205  Jan 28, 2011-
(1236) {Lectura} May 27, 2011
fifllcscizesi-t W INTERNSHIP (Lecture) L TEA TEA lan 28, 2011-
(1238) May 27, 2011
hing Schedule Gototop

With the Enroliment Status dropdown menu above, you can filter the students who:

e Areenrolled in the course.
e Have dropped the course.

e Are on the waitlist for the course. The waitlist function is going to be used for the
Summer 2011 and Fall 2011 semesters.
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Verification of Attendance

Select Verification of Attendance Rosters to see the attendance rosters available for the current
term.

{ Faculty Center 1( Advisor Center 1[ Search ]( Learning Management |

| my schedule || class roster || grade roster I verification of attendance rosters I

Faculty Center

Verification of Attendance Rosters ‘B3 View FERPA Ststement

2010 Fall Term | Queens College change term | View Personal Data Summar,

View Textbook Summar,

My Exam Schedule

Select display option: @ Show All Classes (7) Show Enrolled Classes Only

end: ﬁiﬁ Class Roster LE:%‘ Grade Roster @ Learning Management

My Teaching Schedule > 2010 Fall Term > Queens College

Class Class Title Enrolled | Days & Times Room Class Dates

ACCT 100-01 FIN B MGR ACCT 29 Mo 4:30PM - 5:45PM TBA Sep 1, 2010-
(1111) (Lecture) Dec 21, 2010
ARAB 101-01 ELEM ARABIC 1 21 Mo 10:15AM - 12:05PM Rathaus 201 Sep 1, 2010-
(1129 (Lecture) Dec 31, 2010

In order to submit the Verification of Attendance for one of your courses, you will have to click
on the icon that appears to the left of the class number.

2010 Fall Term - Verification of Attendance Rosters

lass Data Enrolled |Institution Submitted
CCT 100 (1111.01) FIN & MGR ACCT 29 Queens College No

o RRAE 101 (1129.01) ELEM ARABIC 1 21 Queens College No

Select the icon on the grid to navigate to the attendance verification roster.

The attendance verification rosters are due between 11/30/2010 and 12/15/2010.

return I
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After you click on the icon, the roster for the class you selected will appear. The roster contains
only students who are enrolled for the class — dropped or withdrawn students will not appear on
the roster.

Verification of Attendance Roster

Institution: Queens College
Term: 2010 Fall Term
Class Data: ACCT 100-01 FIN B MGR ACCT

Instructor: John Smith

Verification of Attendance Roster Find First [1] 1-29 of 29 [} Last

Has student attended class at least once?

12345678 Doe, Jane _ -
@ Yes () No

23456781 Doe, John Has student attended class at least once?
@ Yes @) No

23456718  Rodriguez, Billy Has student attended class at least once?
@ Yes () Mo

Has student attended class at least once?

13425678 Rodriguez, Melanie @ Yes () No

Has student attended class at least once?

13456788 Singh, Michelle _ _
@ Yes @ No

The default value for the attendance radio button is “Yes”. You will have to select the “No”
radio button for any student that has never attended the class.

After you complete the Verification of Attendance for that class, you will need to submit the
attendance. You will have three selections to choose from:

e Save - You may make changes to the roster without submitting the roster
to the Registrar by selecting the “Save” button. This will retain all changes made
and will be reflected on the roster the next time you access the roster.
S e Submit — When all changes are final, you will select this button. Once
selected, no further changes can be made.
e Return - returns the user to the previous page.

RETURN |
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Once a roster is submitted to the Registrar, you will see a message when accessing the completed
roster on future visits. Also, the “‘Save’ and ‘Submit’ buttons will not be visible.

Verification of Enrollment Roster

Institution: Queensborough CC

Term: 2009 Fall Term

Class Data: AR 22Z2-01 CERAMICS 2
Instructor: John Smith

** This roster has been submitted to the Registrar. **
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Submitting Grades

Navigation: Login to CUNYfirst > HR/Campus Solutions > Self Service > Faculty Center > My
Schedule

1 Tramsler Credd Faculty Conter
o AdrasEiong
© Shsdant Adeniagion My Schedule
o Duireach
© SwoentRecuag 2
= Facufty Cantés Aees Perpconl Dals Summar
%ﬁi‘l‘lﬂﬂ 3000 Fall Term | Quesnsborough CC

- Gradebock
; - fAREnTRnG Sbet i pliy it (&) Show All Classes ) Shaomm Enrolied Classes Ouly
| 3

nchil egards BB caes moee Bl oade onter B ias

By Tesching Schedule > 2805 Fall Term > Queeniabodowgh CC

lass Elans Tithe Enrolied Deys & Temas o Class Dates
_ m 5 M55 AR 371-07  ART TEHR CHILD 3 M 210880 - LoD CBuilding  Aug 28, 2009-
(Lactura) 104 Dec 23, 3009
— Browse Course Catsiog .
= #5 B mU 1090-01  INTR GAF-CROEFLE 5 Ny Bo DOAM - 2 D0F TEL g T8, 2005-
Expiuale Wy Trgngfar Crit| [Lmetura) Dac 23, 30488
sl st e ME THIZI-p ACTORE WORKINOP 3 13 Tis ZITPN - 4e40PN ThA Asg 38, 2000-
Sapch {Lactura) D¢ 23, 2009
> Workforoe Adminisiraton
= Campus Community e Wamsdy Taponing Sehaduls (o bo tog
' Studend Recnaling
o Rpcords and Ensolimant By L Bohaduade = 1000 Fall Tedm » Gussnabor segh CC
;M Fine v Ag anl axami scheduled 81 thia bime,
il i~

View the My Schedule section of the page.

Note: If you are a faculty member at more than one institution click on the green “Change
Term” button to select another institution/term.

Click the Grade Roster icon (@) on one of the rows where the class is not already

graded.

2009 Fall Term | Queensborough CC

Select display option: (3) show Al Classas () Show Enrolled Classes Only
fi8  Class Rostar ) Grade foster B Laarning Mansgament

My Teaching Schedule > 2005 Fall Term > Queensborough CC

I.'-"‘-'-“""J' Class Class Tithe Enrolled Days & Times Room Class Dates

i5 B ar2r1-m ART TCHR CHILD El Mo 2:10PM - 5100PM C Bullding Aug 23, 2009-

GRADE ROSTER | (234) [Lectura) 104 Dec 23, 2009
iff: @ INTR SLF-CR DEFLE 3 Mo 5:00AM - 2:008M TBA Aug 23, 2005-

4858 [Lectu rmwrﬂ (1230) (Lactura) Dac 23, 2008
i TH 132.01 ACTORS WORKSHOP 1 15 Tu Zi10PM = 4:40PM TEA Aug 23, 20009

(1235) [Lecture) Diec 23, 2009

Al
] & i fa] I Goto bop

My Exam Schedule > 2009 Fall Term > Queensborough CC

You have nofinal exams scheduled at this time.
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Display Options: Grade Roster Action:
*Grade Roster Type | Final Grade i *Approval Status Nok Raviewad W SavE |
D Display Unassigned Roster Grade Only k’

Requast Grada Changs

=%

Student Grade | ITraRSEHpENGlE"
| Roster |Official |Grade |

:IIJ Hama crade |Grade |Bnsi Program and Plan Lawvel

[l 1|23445678 | Doe, Jane ~ oy [hen g:g:: = Mot Sat

D % 13555678 Doe, John ;;'I. oy }Jl::'!:q;ff;ir::ir;g Arts AS é::l'lrmun

D 2| 12349978 Lee, May :" chy t;i::lﬂ:::::t:d-ﬂclnnc-: Ak ::?::hrm:n
ABS

[l =|8s345678 | Rodriguez, Michelle :_‘r v ':';:f;fr:;‘:f:d'w“‘“ o "F"f:s‘ﬁ’n“n

]| 5 19345678 | Singh, Patel f; Y E‘;‘ﬂ'f;‘f::::*:d‘w“u! o i
c=

[ 16345678  Patel, Imran b S b ity R s

3. Grade Roster Type should be set to “Final Grade”.

4. Enter a value for *Grade Roster Action Approval Status Type.

Note: In order to enter grades, the grade roster action approval status must be Not Reviewed. In
order to approve grades, a grade must be entered for each student otherwise the user will
receive a warning message preventing them from approving the grade roster.

5. For each student on the roster select the grade from Roster Grade drop down.
Note: To enter notes for each grade, click Transcript Note tab. Click Note link on the last
column of the row for specific student. Enter data for Note ID field or use look up icon to search
for predefined note ids. Enter data in the Transcript Note field. Click the OK button. Repeat step
if you need to add notes for any other student.

6. Click the Save button.

You have successfully submitted your grades!

Please note that you must select Approve in the Approval Status drop box and then press Save for
submission to Registrar. Grades will not be posted for students to see until Registrar approves them.
Once posted by Registrar, you will see final grades in the Official Grade column.
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Advisor Center

Navigation: Login to CUNYfirst > HR/Campus Solutions > Self Service > Advisor Center

U Payroll and Compensation | « TR T o r

[ Learning and Development
> Recruing Actves ﬁ Advisor Center
Egﬁ; Search/Browse Use the Facutty center to manage all your advises related activities.
> Academic Planning MI Advisees = Advisee Student Center m Advisee General Info
 Enrollment ;EAccess your advisee roster and view details including academic E This is the student's view of the Student Center E View Student Demographic Information
b Campus Finances —information, class schedules, degres progress and grades.
[» Campus Personal
Information
‘ = Advisee Transfer Credit = Advisee Academics
[» Academic Recards e e err———
> Degree E View a student's transfer credt summary E View a student's academic information
ProgressiGraduation

[» Transfer Credit

ge Student Center
visee General Info
= Advisee Transfer Credit
= Advisee Academics

Note: Faculty and advisors need to make sure that they are not clicking on the Self Service that
is located on the main page because that is designated for students only. In order for them to see
their information, they need to click on HR/Campus Solutions first and then Self Service.
When you reach this page, you will see that there are five choices to choose from:

1. My Advisees
2. Advisee Student Center
3. Advisee General Info

4. Advisee Transfer Credit

5. Advisee Academics
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My Advisees

My Advisees allows you to access your advisee roster and view details including academic
information, class schedules, degree progress, and grades.

Note: If no students are listed, most likely your advisees have not been assigned to you.

To Send Information to Advisees:

=

In the Notify column, click the checkbox icon of each advisee to be sent a notification.

N

Click the Notify Selected Advisees button.
3. Inthe Message Text box, enter the body of the notice.

View Send Notification Result.

>

To view information on other students click on View Data for Other Students, to search and
view new or drop-in advisees.

[ Advisor Center ]( Search ]

my advisees || student center || general info || transfer credit ” academics |

My Advisees

@ There is no information for the transaction you requested.

VIEW DATA FOR OTHER STUDENTS

Advisor Center Search

My Advisees Student Center General Info Transfer Credit Academics
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Advisee Student Center

On the Advisee Student Center page, enter search criteria into any of the following fields:

H ]
LT T e ~ Advisee's Student Center

I Recruiting Activities Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Class Search / Browse
Catalog ; Find an Existing Value

[» Academic Planning
> Enrollment

[ Campus Finances || begins with ~ Q
[ Campus Personal Campus IDt pegins with -

Information . . - -

[> Academic Records National ID: pegins with ~

[ Degree Last Name: pegins with -

Progress/Graduation )

[> Transfer Credit FirstName: pegins with -

= Advisor Center

A

- [l case sensitive
= My Advisees

e Student Center

Advisee General Info Search | Clear |Basic Search Save Search Criteria
Advisee Transfer Credit
= Advisee Academics

e ID(CUNY ID)

e Campus ID

e National ID (Social Security)
e Last Name

e First Name
Click the search button.

Note: More than one student can be a possible match for the entered search criteria. Make sure
to click on the correct advisee role.
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( Faculty Center ]f Advisor Center W Search ]f Learning Management 1

| my advizees || student center || general info || transfer credit || academics |

Advisee Student Center

‘% View FERPA Statement

-

Academics
: Skip over Cancellation
My Class Scheduls E&Eeadlnez @\ URL P
Shopping Cart details .
My Planner This Week's Schedule
Class Schedule

other academic... v (%) 5, Cl201-M1 Mo 6:40BM - 9:20PM ¥ To Do List
L= Humanities 306 No To Do's.

Mo 4:10PM - 5:530PM
Science 211 ¥ Enrollment Dates
MA 10-K1Z2B Tu 4:10PM - 5:00PM

e
R LEC Scienca 323 Open Enrollment Dates
Th 4:10PM - 5:50PM
Science 323
5 Advisor
E‘In LEC Humanities 113
[, 55610-Go4 TuTh 1:10BM - 2:25BM Program Advisor
LT Stience 430 None Assigned
weekly schedule p

The Advisee Student Center area will display a summary of their advisees Academics, Personal
Information, Holds, To Do List, Enrollment Dates, and Advisor.

1. Academics
The Academics section links to My Class Schedule that displays classes by term.

If you click on the other academic dropdown box icon, you

My Class Schedule can also view the:
Shopping Cart .
My Planner ® Course HIStory
o Degree Progress Report
{ other academic... t]@ ° Exam Schedule
Course History ° Grades
Oiegree Progress Report i i o
Exam Schadule e  Transcript: View Unofficial
rades
Transcript: View Unofficial . Transfer Credit: Report
Transfer Credit: Reiurt
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2. Personal Information

¥ Personal Information

Contact Information

Cemographic Data

g Ie -
Emergency Contact Home Address Mailing Address
Mobile Phone Campus Email
None

) Return to Search] [= T Hotity ]

In the Personal Information section, you can view the home and mailing addresses, their mobile
phone, their campus email, and a link for their emergency contact.

3. Holds
Lists positive and negative service indicators with links to details of:

e [nstitution

Start term and/or date

End term and/or date

Amount

Department that placed the hold

4. To Do List
Describes outstanding checklist items with links to details of:

e |nstitution
e Due date
e Functional area of item

5. Enrollment Dates
Use the details link to view the student’s enrollment appointment date and time and

maximum academic load.
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Advisee General Info

( Faculty Center \I( Advisor Center ]( Search ]( Learning Management ]

| my advisees ” student center || general info ” transfer credit ” academics |

Advisee General Info

“_—1_-] View FERPA Statement

Service Indicators Initiated Checklists

Student Groups Personal Data

Mational ID Hames COLLAPSE ALL |
Addresses Phones

Email Addresses EXFAND ALL |

On the Advisee General Info pages, you can find links related to:

e Service Indicators

e Initiated Checklists
e Student Groups

e Personal Data

e National ID (SSN)

e Names
e Addresses
e Phones

e Email Addresses

To see all the information on the General Information section, select the Expand All button.
To be taken to a specific portion of the information, click on any of the links (i.e. Phones or
Student Group).
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Advisee Transfer Credit

( Faculty Center ]( Advisor Center ]f Search

| my advisees ” student center ” general info ”

]r Learning Management ]

transfer credit ” academics |

Advisee Transfer Credit

‘a Wiew FERPA Staterment

Course Credits

No course credits found.

Test Credits

- . - Articulation Model
Detail ([Career Institution Program Term Status
Betail | |Undergrad Queensborough 2010 Fall

cc Undergraduate Submitted

Tearm
Cetail Undergrad foozzrsbooo o0 Undergraduate 2l SEANE gy
ZC Term

Other Credits

No other credits found.

Advisee Transfer Credit allows you to see a student’s:

e Course Credits
e Test Credits
e Other Credits
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Advisee Academics
The Advisee Academics page includes:
1. The Institution/Career/Program
Institution / Career / Program edit program data |
. Program: UGRD Undergraduate
QCC01 - Queensborough CC
Student Career Nbr: 0
UGRD - Undergraduats
i Status: i
""" UGRD - Undergraduate e Active =s of 06/01/2008
Admit Term: 1086 2008 Summer Term
Expected Graduation: 1112 2011 Spring Term
Approved Load: Full-Time
Load Determination: Ease On Units
Level Determination: Ease On Units
Plan: LA-AA Liberal Arts and Sciences AA

2.

Regquirement Term:

1086 2008 Summer Term

Term Summary Links

Term Summary

edit term data

2011 Spring Term

" QCC01 - Queensborough CC
i Eligible to Enroll: Yeas

" UGRD - Undergraduate
""" 1112 - 2011 Spring Term
1109 - 2010 Fall Term

Primary Program: UGRD

Academic Standing Status:

1106 - 2010 Summer Term

Undergraduate

Data unavailable

1102 - 2010 Spring Term ¥ Level / Load

1099 - 2009 Fall Term

Academic Level - Projectad:

10596 - 2005 Summer Term

Academic Level - Term Start:

1092 - 20095 Spring Term
1089 - 2008 Fall Term
1086 - 2008 Summer Term

Academic Level - Term End:

Approved Academic Load:

Academic Load:

Upper 5O
Upper 50
Upper 5O

Full-Time

Enrolled Full-Time

Term Summary Links include:
e Academic Level and Load
e Classes
e Credit
o GPA statistics
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After a course has been created and has become a part of the catalog, we need to schedule classes for the
students to enroll in.

To schedule a new class section from the course catalog:

Navigation: Login to CUNYfirst > HR/Campus Solutions > Curriculum Management >

Schedule of Classes > Schedule New Course

Search:
I Schedule New Course
b CUNY Enter any information you have and click Search. Leave fields blank for a list of all values
b Self Senice ¥ ¥ - :
[> Manager Self Senica
[» Recruiting { Find an Existing Value ‘
[> Campus Community
I> Records and Enroliment : _—
Academic Institution: =
= Curriculum Management M ansot Q
< Schedule of Classes Term: = - 1119 Q,
— Class Search :
— Subject Area: = -
= Schedule New Course Aedt Q
~ aintain Schedule of Catalog Nbr: begins with ~ 101
Classes Academic Career: - - -
= Schedule Class
Campus: begins with ~ Q,
Description: pegins with -
- Update Sections ofa Course ID: begins with ~ Q
Class Course Offering Nbr: = - Q,

= Class Event Table

= Print Class Schedule

= Exam Code Table

~ Exam Code Table Report

= Generate Exam
Schedule

= Class MNotes Table

= Class Motes Report

[TI case sensitive

Search | Clear |ElasicSearcn

Save Search Criteria

Step Action

1. When you open the Schedule of Classes, search the page and enter the information of the
course that you wish to schedule.

2. The Academic Institution indicates the specific college within the CUNY system.
Enter “QNS01” in the Academic Institution field for Queens College.

3. Enter Term code in the Term field.

Click the magnifying glass for a list of terms other than the example of Fall 2011.

4, Enter the Subject Area for example “Acct”, which is the subject code for Accounting.
Click the magnifying glass for a list of other subjects other than the example of
Accounting.

5. Enter class number such as “101” in the Catalog Nbr field.
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6. Click the Search button.
Search

You will be returned the following screen:

Basic Data / Basic Data {__Weetings " EnrolimentCnirl  Reserve Cap |  MNotes | Exam ) Texbook |
Tab
Course IDx: 003007 Course Offering Nbr: 1
Academic Institution:  Queens College
Term: 2011 Fall Term Undergrad
Subject Area: ACCT Accounting Auto Create Component |
Catalog Nbr: 101 INTTH& PR
Class Sections i First [ 1 of 1 Last
*Session: 1 Q Regular Academic Session Class Nbr: 0 =]
*Class Section: [ +Start/End Date:  08/26/2011 [3] 12/22/2011 [+
*Component: LEC & Lecture Event ID:
*Class Type: Enrollment -
*Associated Class: 1Q
Add Fee |
*Campus: QUEENS
R ion: MAIN Q Main - Queens College
Location: a [¥] Schedule Print
Course Administrator: [ student Specific Permissions
*Academic Organization: ACCT-QC Q Accounting & Info Systems
Academic Group: S0CSsC Division of Social Sciences Dynamic Date Calc Required
*Holiday Schedule: AHS Q CUNY Academic Holiday Schedule [¥] Generate Class Mtg Attendance
*Instruction Mode: P Q In Person Sync Attendance with Class Mtg
Primary Instr Section: 01 6L interface Required
Course Topic ID: Q. Print Topic in Schedule
Course Equivalent Course Group: [ override Equivalent Course

Class Equivalent Course Group:

Class Attributes Customize | Find | View All | i First [+ 1 of 1 [+ Last
*Course *Course Attribute

Attribute Value

D-E @ Day-Evening EVEMING| @ Ewening [=]

B save I LE\Return to Search | ENmify I

Purpose of this screen: Use the Basic Data tab to define sections, set permission
requirements, and designate any class attributes

To add a section, you need to complete the Basic Data tab. If the tab is completed with
course information, you may add an additional class section.

To add additional class sections for the course, we must add a row of data. Click the “+”
button, to the right of Class Nbr, to add a new class section. Notice how it now reads “2 of
2" — we have successfully added a row.
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Notice that many of the fields are automatically populated with information carried over
from the Course Catalog (If you wish to see explanations for the fields that are
automatically populated, see the last page of this document).

If the class section you are creating requires different input values, override the existing
values in the appropriate field(s), but the general rule of thumb is to not override any
existing data.

7. The Session field represents the start and end of the semester. For Fall or Spring, it will
automatically be set up for the Regular Academic Session, “1”. This field is required to fill
out.

NOTE: In the summer semester there are 4 options (click on magnifying glass for more
information): “Four Week 1, Six Week 1, Four Week 2, or Six Week 2”.

8. The Class Nbr the system creates a unique four digit class number that students can use
when they enroll in courses. The class number appears in the schedule of classes report. e
The Class Section field represents a unique alphanumeric designator for a class section.
Enter the value “01” since we are creating the 1st class section for this course.

(For example, a class could have 20 sections; each would have a unique section number.)

9. The following two sections should be left as is:

The Component section should be set to LEC- Lecture.
The Class Type should be set as Enroliment.

10. Associated Class: The Associated Class numbers should match the Class Section number
for every class. If section number is 01, Associated Class is 1, Section = 02 then
Associated Class = 2 etc.

The associated class number defaults to “1” whenever a new section is generated, but can
be changed to any number up to four digits in length.

IMPORTANT: Even if a course consists of only one component, each scheduled section
should have a different Associated Class number!

11. Course Administrator: The ID of the person in charge of the course (usually the primary
instructor). This field is informational only and can be left blank. Use the look up key to
select a Course Administrator; we will leave this field blank.
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12. Instructor Mode: The instruction mode indicates whether the class is taught in Person or
using Interactive TV, World Wide Web, and so on.
There are now a variety of choices for Instruction Mode :
P for In-Person - No content or assignments are online
W for Web-Enhanced - No scheduled class meetings are replaced, but some of the
course content and assignments are online
PO for Partially Online - Some class work is online
H for Hybrid - Between 33% to 80% of scheduled class meetings are replaced with
online activities or virtual meetings
O for Online - More than 80% of scheduled class meetings are replaced with online
activities or virtual meetings
FO for Fully Online - All the class work is online

13. Depending on the class section you are creating, you may need to use the checkboxes. We
will select the “Schedule Print” and the “Generate Class Mtg Attendance” checkboxes.
“Schedule Print” when selected allows this particular class to be displayed online and in
the schedule of classes report.
“Generate Class Mtg Attendance” allows this particular class to automatically generate an
attendance roster for each class meeting.

14. If the class section you are creating requires it, you can populate the following fields with
the appropriate information:

e Class Topic
e Equivalent Course Group

We will leave these fields blank.
Course Topic ID: A Course topic ID links course topics to class sections. Select a topic
ID for the section. Topic ID values are defined on the Catalog Data page. Additionally,
topics can be entered to specific class meeting patterns
Course Equivalent Course Group: Equivalent course groups are defined on the Course
Equivalencies page of Course Catalog. The course is added to a group of equivalent
courses for requisite checking and degree progress requirement purposes. If the course is
linked to an equivalent course group on the Catalog Data page, the system displays that
information in this field and the Override Equivalent Course check box becomes available
for entry.

15. Class Attributes must be filled in if the course is an evening/weekend course. Choose D-
E under Course Attribute and Evening under the Course Attribute Value.
(Weekend courses are categorized as evening courses, no matter what their start time.)
We have finished inputting information in the Basic Data tab.
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16. Click the Meetings tab.
meetings
Meetings
Tab : .
| BasicData § Meetings ' EnrolimentCntrl | Reserve Cap | Motes " Exam | Textbook |,
Course ID: 003007 Course Offering Nbr: 1
Academic Institution: Queens College
Term: 2011 Fall Term Undergrad
Subject Area: ACCT Accounting
Catalog Nbr: 101 INTTH& PR 1
Class Sections Find | View All First E 1 of 1 |I| Last
Session: 1 Regular Academic Session Class Nbr: 0
Class Section: 01 Component: Lecture Event ID:
Meeting Pattern Find | View All First [ 1 or1 [¥] Last
Facility ID Capacity Pat Mtg Start Mtg End M T W T F 5 8 *Start/End Date El
DY-GO6 Q. 23 TF3 QU 9715AM 10:30AM [ B B [ [ 08262011 [ 12222011 [
Delaney GOG Topic ID: Q, Free Format Topic:
DPrintTopicOn Transcript Contact Hours
Instructors For Meeting Pattern Customize |Eind | View Al | %8 First *© 1ef1 ° Last
r Assignment % VWorkload
(v} Name *Ins;oi:tor Print Access Contact % Job Code
12345678 Q) Smith, John Prim Ins = ‘Approve - 0Q =
Room Characteristics Customize |Find] #88  First [ 4 or4 [ Last
*Room Characteristic *Quantity
43 Q, General Classroom (Default) 1 =
B save | E\Return to Search | ElNutify |
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam | Textbook
Purpose of this screen: Use the Meetings page to define class meeting patterns and
facilities, link instructors to classes, and specify room characteristics.
Before entering meeting patterns, check to ensure that you are working on the correct
class section. (Example: 1 of 1, 2 of 2, etc.)
17. Facility ID is a value for the building and room location from the Facility Table.
For the Facility 1D, click on the magnifying glass and choose the building and room for
your classes. The list of rooms available to you will be sent out by the Registrar.
The Capacity of each facility will automatically populate after the Facility ID is entered.
For example, when the Facility ID “GY-G06” is entered, the capacity “23” will appear.
This means that GY-GO06 can only hold up to 23 seats.
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18.

You must follow schedule matrix provided.

Pat (Meeting Pattern): Click on the magnifying glass for Pat and you can choose the
correct pattern for the classes.

While the days of the week will automatically check off, you will need to go in and fill in
the correct Mtg Start time and when you tab over, the Mtg End time will automatically
populated based on the meeting pattern selected.

If you do not find the correct Pat listed, you will need to manually input the patterns for
your classes.

19.

Start/End Date: The system automatically populates these fields to the start and end date
from the Session table.

20.

If the class you are scheduling has a Topic ID enter it in the Topic ID field or fill in Free
Format Topic for variable topic courses.

The Topic ID specifies the topic for this meeting pattern.
The Free Format Topic can be entered if a predefined Topic ID is not suitable. Free format
topics can only be linked to class meeting patterns.

(To add additional meeting patterns, add a new row of data by clicking “+” to the right of
the Start/End date. For example if a course meets in different rooms on different days.)

21.

Instructors for Meeting Pattern: Either look up or enter the instructor CUNYfirst ID of
the instructor for the meeting pattern.

In the ID field, use the look up key (magnifying glass) and select your instructor, for
example, “Smith, John”.

Insert rows to add multiple instructors and their corresponding instructor roles by clicking
“+” next to job code.

22.

Instructor Role: Enter the instructor role for the corresponding ID number. Enter “Prim
Instr” in the Instructor Role field. You can select from Primary, Secondary or TA.
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23.

Access: Enter the access for this instructor. The values work in hierarchical fashion:

e Approve: Instructor can enter grades and approve the grade roster.
e Grade: Instructor can only enter grades for the class.

e Post: Instructor can enter grades, approve the roster, and post the grades.
(Registrar Only)

For Instructors that need access to enter grades and send them to registrar, enter
“Approve” in the Access List field.

For Secondary or TA that need access to enter grades only, enter “Grade” in the Access
List Field.

Post is only used for Registrar.

(To add additional instructors, add a new row of data)

For Print, when selected, the system displays the instructor’s name on the Schedule of
Classes Report. The system populates this checkbox by default. This can be unchecked if
necessary.

For Empl Rcd#, if the instructor is teaching an overload, or if the instructor has
appointments at other CUNY colleges, please click on the magnifying glass to view
available records to which the instructor’s hours can be assigned. Confirm that the record
selected is for QNSO1 (Queens College).
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24. Click on the Workload tab just above the instructor name(s). An Assign Type of
TCREG will appear, and the workload should match the number of contact hours
(typically 3.0). No further entry is needed if this information is correct.
If incorrect, uncheck the Autocalc box(es), which will cause the Load Factor box to be
ignored. The Assign Type must be changed from TCREG to a different appropriate code.
(If it is not changed, the workload will revert to its original value at a later date.)
The most commonly used codes are:
TTEAM (if more than one instructor)
TJIJUMB (for jumbo classes)
TLAB (for lab instruction)
TTUTR (tutorials, workshops)
TINST (independent study)
TSUPV (thesis supervision)
If the class is a combined section for which no workload hours are awarded, select
TXCMB, which automatically sets the workload to zero.
If none of the codes seem appropriate, use TJUMB as a default. Finally, enter the
appropriate number of hours in the Workload box.

25. Room Characteristics: This field automatically populates with defaulted data.
We have finished inputting information in the Meeting tab.
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26. Click the Enrollment Cntrl tab.
Erl’l;?'”-gi)nt | BasicData | Meetings | EnrollmentCntrl { Reserve Cap | MNotes | Exam | Tedbook
Course ID: 003007 Course Offering Nbr: 1
Academic Institution: CQueens College
Term: 2011 Fall Term Undergrad
Subject Area: ACCT Accounting
Catalog Nbr: 101 INTTH & PR 1
Enrollment Control Find| view Al First (4] 1 or1 [ Last
Session: 1 Regular Academic Session Class Nbr: 0
Class Section: 01 Component: Lecture Event ID:
*Class Status: Active v Cancel Class |
Class Type: Enroliment Enrollment Status: Closed
*Add Consent: DeptCnsnt  ~  Requested Room Capacity: 40 Total
*Drop Consent: No Consent - Enrollment Capacity: 30 0
1st Auto Enroll Section: Wait List Capacity: 5 0
2nd Auto Enroll Section: Minimum Enrollment Nbr
Resection to Section:
[¥] Auto Enroll from Wait List [“| cancel if Student Enrolled
Bsave | QReturn to search | Elnotity |
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam | Textbook
Purpose of this screen: Use the Enrollment Cntrl page to set enrollment limits and
capacity requirements, and to identify sections for which you want the system to auto
enroll students.
27. Class Status is automatically set to Active. Other options are Cancelled Section, Stop
Further Enrollment or Tentative Section. Leave as Active unless otherwise instructed by
Chair. Remember this option can be change at a later time.
Class Type: Class Type is populated from the Basic Data Tab.
28. Values for the Add Consent and Drop Consent fields default from the Catalog Data page
and indicate the type of consent, if any that is required to enroll in or drop the class.
You can override these values if necessary to either Department Consent or Instructor
Consent.
Note: If you select Instructor or Department, consent is granted either by a permission
number or a student specific permission. (Drop permissions are always student specific.)
The consent requirement can also be overridden during the enrollment process, by
selecting the permission override.
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29. Enrollment Capacity should be set to number of seats available for the class that students

can see.

Requested Room Capacity can be set to the secondary limit.

Wait List Capacity can be set to the amount of students you would like added to a wait
list. (Example: If the number 5 was entered in the Wait List Capacity box, this will allow
5 students to join a wait list for that class.)

Remember: In order for the wait list to take effect, in the Basic Data Tab the class
section MUST match the associate class section.

Note: To have students automatically enrolled from the waitlist check of the ““Auto Enroll
from Wait List™ box.

30. Minimum Enrollment Nbr: The minimum enrollment number allows the section to be
offered. If the minimum enrollment number is not realized a decision may be made to
cancel the section. This field is for informational purposes only.
Cancel if Student Enrolled: If selected, the system will process a request for a canceled
class section regardless of whether students have already enrolled in the section. If this
check box is not selected and an attempt to cancel a section in which students have
enrolled is made, the system prevents the change from posting, keeping the class status
active. Thus, by leaving the box cleared inadvertently canceling a section in which
students are enrolled is prevented.
We have finished inputting information in the Enrollment Control tab.

31. Click the Reserve Cap tab.
The Reserve Cap page is used to assign reserve capacities for class sections.
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$e;erve Cap [ BasicData | Meetings | EnrolimentCnirl | ReserveCap Y Motes ' Exam | Tesbook |
a
Course ID: 003007 Course Offering Nbr: 1
Academic Institution: Queens College
Term: 2011 Fall Term Undergrad
Subject Area: ACCT Accounting
Catalog Nbr: 101 INTTH & PR 1
Class Sections First E 1of1 E Last
Session: 1 Regular Academic Session Class Nbr: 0
Class Section: 01 Component: Lecture Event ID:
Find | View Al First [ 1 o4 (7] L ast
*Reserve Capacity Sequence: _1 Enroliment Total: 0 #[=
Customize |Find| 3 First * 1of1 ° Last
- *Requirement
Start Date Grou Cap Enrl
B Q 0 =
B save I E\Return to Search | ENmify I
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam | Textbook
32. Reserve Capacity Sequence: Sets aside a certain number of seats in a class section for
students who meet certain criteria such as GPA, number of units/credits earned etc.
Enrollment Total: The total number or students enrolled as part of the reserve capacity
sequence.
33. Start Date: The date you can set that determines when the enrollment capacity
requirement group becomes active.
Requirement Group: This is where you select what is required for the course.
Cap Enrl (Capacity Enroll) is the maximum number of seats that can be reserved for
students who satisfy the requirements.
NOTE: Reserve capacities are enrollment requirement groups that set aside a certain
number of seats in a class section for students who meet certain criteria such as academic
level, cumulative GPA, or number of units earned.
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34.

Click the Notes tab.

Notes Tab

[ BasicData | Weetings | EnrollmentCnirl | Reserve Cap | Motes Y  Exam | Texbook |

Course ID: 003007 Course Offering Nbr: 1
Academic Institution: Queens College

Term: 2011 Fall Term Undergrad

Subject Area: ACCT Accounting

Catalog Nbr: 101 INTTH & PR 1

Class Sections Eind | View All First [« 1 of1 D] Last

Session: 1 Regular Academic Session  Class Nbr: 0
Class Section: 01 Component: Lecture Event ID:

Find | View Al First ) 1 or1 [ Last

F[=

*Sequence Number: 1
*Print Location: After - [“IEven if Class Not in Schedule
Note Nbr: Q

Copy Notel

Free Format Text: For Acct Majors Only

CIearNote'

B save | E\Return to Search | EINDﬁf)" |

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam | Textbook

Purpose of this screen: Use the Notes page to attach existing class notes or free-form
text notes to class sections. Class notes are printed on the Schedule of Classes report to
provide information regarding the class.

35.

Enter Free Format Text with notes for students if needed.

NOTE: Class notes are printed in the Schedule of Classes to provide students with
information on the class, so be cautious of grammar and spelling.

Note Nbr: A note number to reference a preexisting note. To find Note Nbr click on the
magnifying glass.

Print Location: The print location of the note, either Before the class listing, or After it.

We have finished inputting information into the Notes tab.
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36. Click the Exam tab.
Exam Tab | BasicData | Meetings | EnrolimentCnirl | Reserve Cap | Motes | Exam Y Texbook ||

Course ID: 003007 Course Offering Nbr: 1

Academic Institution: Queens College

Term: 2011 Fall Term Undergrad

Subject Area: ACCT Accounting

Catalog Nbr: 101 INTTH& PR 1

Class Sections First [4] 10f1 [ Last
Session: 1 Regular Academic Session Class Nbr: 0
Class Section: 01 Component: Lecture Event ID:
Exam Seat Spacing: 1| Final Exam:

Customize |Find| 3  First [*] 4 of1 [F] Last
Exam Time Combined Exam Exam *Class - o
Code Exam Exam Date Start End Exam Type Facility ID Building Room
Q [ El Final = aQ, =]
Ezave I E\Return to Search | ElNutify |
Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Motes | Exam | Textbook
Purpose of this screen: Use the Exam page to manually schedule exam times for the
class sections.
37. Exam Seat Spacing: The system populates the Exam Seat Spacing field from the Course

Catalog Components page. This field is for informational purposes only.

Exam Time Code: Exam time values are defined on the Exam Code Table page. By
entering a pre-defined Exam Time Code, the system automatically populates Exam Date,
Exam Start, Exam End, Class Exam Type, and Facility ID.

Combined Exam: Select to indicate that this exam can share a facility with another exam.
If the Combined Exam checkbox is not selected, the system verifies that there are no
conflicts in room and time period scheduling. The stated room and time period is used for
only one class exam.

Exam Date, Exam Start, Exam End, Class Exam Type, and Facility ID: If an exam
time code is not selected, values can be entered in the Exam Date, Exam Start, Exam End,
Class Exam Type, and Facility 1D fields.
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38. Click the Textbook tab.
Textbook [ BasicData | Weetings | EnrollmentCnirl | ReserveCap | Notes | Exam | Textbook ‘|
Tab
Course ID: 003007 Course Offering Hbr: 1
Academic Institution: Cueens College
Term: 20711 Fall Term Undergrad
Subject Area: ACCT Accounting
Catalog Nbr: 101 INTTH& PR 1
Class Sections i ) First 1] 1 0of 1 [¥ Last
Session: 1 Regular Academic Session  Class Nbr: 0
Class Section: 01 Component:  Lecture Event ID:
Textbook Assignment Status @ Pending ) Textbook entry complete
[7] Mo textbooks assigned to class Copy Textbooks
i
Course Materials Y Details Y Notes ".I
. *Course
Seq “Course Material Title ISBN Author

HNo Material Type Status

1 Book - Required = Introduction to Accounting 174917461765 ) [+ =

Special Instructions

B save | E\Return to Search | ENutify |

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam | Textbook

Purpose of this screen: Textbook information pertaining to the course is entered here.

39. Enter the appropriate information (which should be provided to you) for the textbook
requirement for each class. If a class requires multiple Course Materials, use additional
rows of data.

Click on Details tab and fill out additional information.

Click on Notes tab to add notes if necessary.

Once the textbook information is complete, choose the Text Entry Complete radio button.
If no textbook is needed for the course, choose No Textbook Assigned to Class.

You have finished input for the Textbook tab.
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40. Click the Save button at the bottom of the screen.
E save
Failure to do so will negate all information you have entered.
41. You have completed the schedule new class procedure. Please make note of the new
class number.
End of Process.
42.
NOTE: If creating an additional section for the same course number, click the Basic Data
tab and click on the “+”” sign next to Class Nbr.

Basic Data tab fields that were automatically populated from the Course Cataloq:

Component: The system populates this field by default to the graded component on the Catalog
Data page (such as Lecture, Laboratory, Discussion, and so on) of the course. You can have
multiple components and sections within a course offering.

Class Type: The class type of Enrollment indicates which section is the primary section at
enrollment time. The class type of Non-Enrollment is used to indicate that the section choice is
the student's secondary enrollment option, or that the section is used in auto-enroliment. Within a
class, only one component can possess the class type of Enrollment.

Associated Class: This field should match the class section number. If you are scheduling a new
section, the system populates the Associated Class field with 1 by default. (REFER TO
APPENDIX A FOR DETAIL)

Campus: The system populates the Campus field by default from the Course Catalog - Offerings
page, indicating the campus that offers the course. You cannot revise this default. If a specific
campus was not identified in the course catalog and does not default, then you can, on a section-
by-section basis, schedule classes at various campuses.

Location: Select the location of the campus. Location values are linked to campuses on the
Campus Table page. A campus must be specified before you select a location.

Academic Organization: The system populates the academic organization by default from the
Course Catalog - Offerings page. The academic organization refers to the organization that offers
the class. You can override this value.

Academic Group: The system populates the academic group by default from the Course Catalog
- Offerings page.

Holiday Schedule: The system populated the holiday schedule by default from the Course
Catalog — Offerings page.

Instruction Mode: The system populates this field by default to In Person, but you can override
the value.

Start/End Date: The system populates this field by default to the start and end dates of the
session. You can override the dates for an individual class.
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Wait List Feature

To activate the Wait List feature in CUNYfirst navigate to HR/Campus Solution > Curriculum
Management > Schedule of Classes > Schedule New Courses.

Once on the Schedule of New Courses page, select the Enrollment Cntrl (Enrollment Control) Tab.

Search:
i- My Favorites — =
[ CUNY Course ID: 003299 Course Offering Nbr: 1
:;i‘:;‘::;:‘;‘:” Senka Academic Institution:  Queens College
. Recruiting Term: 2011 Fall Term Undergrad
i~ Campus Community Subject Area: ANTH Anthropoiogy
[ Records and Enrollment Catalog Nbr: 101 INTRO CULT ANTHRO
= Curriculum Management
< Schedule of Clgsses Erolimeny ot Find | View Al First B oria B Lost
— Class Search 3 =
New Course Sesslon: 1 Regular Academic Session Class Nbr:
— Maintain Schedule of Class Section: 01 Component: Lecture EventID: 000143585
g;f;j'e st Assoclated Class: 1 Units: 3.00
- I Q
— Adjust Class Associations *Class Status: Active N !
— Update Sections of a
Class Class Type: Enroliment Enroliment Status: Closed
— Class Event Table
— Print Class Schedule *Add Consent: No Consent | Requested Room Capacity: 100 Total
— Exam Code Table
— Exam Code Table Repori *Drop Consent: No Consent  * Enroliment Capacity: 80 &g
— Generate Exam Schedule
_ Class Notes Table 1st Auto Enroll Section: Wait List Capacity: 1] 4
— Class Notes Report
— Class Notes Table Report 2nd Auto Enroll Section: | Minimum Enroliment Nbr:
— Global Notes Table 3
— Global Notes Table Report Resection to Section:
- It €l leanup
Ezifgﬂfﬁi‘;auz Ecea U # Auto Enroll from Wait List | Cancel if Student Enrolled
— Review Message Log
[ Combined Sections.
[- Facility and Event
b gr:;“gzi’:m [ save | ELReturn to Search I |E|NotifyI !
ggz: 3; :Egg' Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | Exam | Textbook

To activate wait list:

1. Seta*“Wait List Capacity”

Wait List Capacity can be set to the amount of students you would like added to a wait list.
(Example: If the number 5 was entered in the Wait List Capacity box, this will allow 5 students to
join a wait list for that class.)

2. Select the “Auto Enroll from Wait List” (It should already be selected by default in
CUNY first and can be turned off if needed).

Auto Enroll from Wait List must be checked if you want to allow students to be automatically
enrolled from the waitlist when a student drops from a filled class. The Registrar runs the Wait List
Process, which moves qualified students from the class wait list to enrollment into that class as
space becomes available. This process, done by Registrar, is run several times throughout the day.
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Note: If students are on a wait list for one class, but decide to register for another class that meets at
the same time or overlaps, they will not be enrolled into the class they were wait listed for. In this
case, the following student on the list will be enrolled in the class.

Note: To be placed on a wait list the student must meet all the requisites of the course.

Remember: In order for the wait list to take effect, in the Basic Data Tab the class section
number MUST match the associate class section number.

If you would rather enroll students from the wait list manually, all that has to be done is, uncheck
the Auto Enroll checkbox and you can then pick from the list of students, who you want to
register.

Uncheck the Auto Enroll from Wait List box if:
e An instructor does want to use the wait list option.

¢ You decide you want to manually enter students from the wait list. For example, if a student
has a certain major, they might take priority for the class. You can manually enter these
students into the class.

NOTE: If you do not select the Auto Enroll from Wait List check box and you have students on the
wait list for the class, when the class status changes to open you cannot use the automatic wait list
process to move students from the wait list into the class. You have to move wait-listed students into
the class manually. Please be aware that students that are not on the wait list can also enroll in the
class.
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Viewing Wait List

To view the walit list:

=

Navigate to HR/Campus Solution > Curriculum Management > Class Roster > Class Roster.

2. On the Find Existing Values page, enter the Academic Institution, Term, Subject Area,
Catalog Nbr, and Class Section OR Class Nbr.

3. On the Class Roster page, select the Waiting option from the Enrollment Status drop down
menu.

4. A list of student from the Wait List will now be displayed.

Class Roster

ANTH 101 -01 INTRO CULT ANTHRO

Lecture Class Detail |

2011 Fall Term | Regular Academic Session | Gueens College | Jndergraduate

*Enroliment Status: | Waiting

Enroliment Capacity: 80 Waitlisted: 1

l}.nmﬂzalmi@]lg First B 4 or9 B ot
Status

Program and Plan Lavel Note

Undergrad.ate - Sociclogy
Doe, Jane BA/Student Servs & Counsel Fifth Year
Minor

1112345678

E\Return to Search | =] Notify |

In order for Faculty to view the students on the Wait List:

=

Navigate to HR/Campus Solution > Self Service > Faculty Center > Class Roster.

2. On the Class Roster page, select the Waiting option from the Enrollment Status drop down
menu.

3. Allist of student from the Wait List will now be displayed.
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Update Schedule of Classes

Some data may be updated in more than one section in CUNYfirst, leaving the choice of
component to the user. It will sometimes be easier and more efficient to use one of the
components rather than another, depending on the nature of the operation being performed.

Topic 1: Maintain Schedule of Classes

Data pertaining to a scheduled class can be updated using Maintain Schedule of Classes.

The Maintain Schedule of Classes component is used to:

e Add one or more sections to a class already scheduled
e Modify data in the existing sections of a scheduled class.

Note: All the pages and fields in the Maintain Schedule of Classes component are identical to
the pages and fields found in the Schedule a New Course component. The single difference is
that in the Maintain Schedule of Classes component, the Find an Existing Value page is used
to search for a class that is already scheduled.

To maintain the Schedule of Classes:

1. Navigate to the Maintain Schedule of Classes component. The Maintain Schedule of
Classes component can be found by navigating to: Curriculum Management > Schedule
of Classes >Maintain Schedule of Classes

= Curriculum Management
= Schedule of Classes
— Class Search
— Schedule New Course
— Maintain Schedule of
Classes
— Schedule Class Meetings
— Adjust Class Associations
— Update Sections ofa
Class

— Class Event Table
— Print Class Schedule
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2. Use Find an Existing Value page to search for a scheduled class.

[ |
Search:
©)

[ My Favarites
[» CUNY
[» Self Service
[ Manager Self Service
[ Recruiting
[ Campus Community
[ Records and Enroliment
[+ Curriculum Management
= Schedule of Classes
— Class Search
— Schedule New Course
— Schedule of
Classes

— Schedule Class Meetings

— Adjust Class Associations

— Update Sections ofa
Class

— Class Event Table

— Print Class Schedule

— Exam Code Table
— Exam Code Table Report
— Generate Exam Schedule
— Class Notes Table

— Class Notes Report

— Class Motes Table Report
— Global Motes Table

— Global Notes Table

Report

— Resource Queue Cleanup
Review Message Lo

Maintain Schedule of Classes

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

Find an Existing Value

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

Academic Institution: | _ < | avson Q

Term: 1119 Q
Subject Area: [soc a
Catalog Nbr: [ begins with < [101

Academic Career: | = I

Campus: [begins with Q
Description: | begins with 3 |

Course ID: | begins with + | Q
Course Offering Nbr: [ _ + | Q
[_ICase Sensitive

Search | Clear |BasicSearch S| Save Search Criteria
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3. Use the Maintain Schedule of Classes component to add sections to a scheduled class, or
to make changes to class meetings, enrollment controls, reserve capacities, notes and
exam schedules for existing sections of a scheduled class.

Course 1D: 014887 Course Offering Nor: 1

Academic Institution: Jueens Collegs

Term: 2011 Fall Term Undergrad

Bubjoct Are: soC Sociology Auto Create Campanen]

‘Catalog Nbr: 104 GEN INTRO TO S0C

Class Sectlons Find | View Al First I 1 of 20 O Last
*Sesslon: Reguiar Academic Session  Class Nbr: ==
*Class Sectlon: o *Start/End Date: | DB/2EZ011 5 | 12ZZ2011 )
*Component: LEC oy, Lecture Ewvent ID: 000141768
“clss Tpe:
‘Assoc|ated Class: Units: 300 Add Fee
*Campus: QUEENS
“Location: MAIN G Main - Queens College 4 Schedule Print
Course Administrator: Q ) Student Specific Permissions
*Academic Organization: S0C-0C @, Sociokogy
Academ|c Group: 50C5C Divigion of Social Sciences Dynamic Date Calc Required
“Holiday Schedule: AHS CUNY Academic Holiday Schedule ¥ Generate Class Mig Attendance
*Instruction Mode: [P la, in Person  Sync Attendance with Class Mig

Class Toplc

Primary Instr Section: |01

Course Topie |D: I_;_:L

) GL Interface Required

Print Topic in Schedula

Equivalent Course Group

Course Equivalent Course
Group:

~| Owverride Equivalent Course

Class Equivalent Course Group:

First K 1 of 1 B Last

WSave | | ARetum to Seard |

Thotify |

4, Save.
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Topic 2: Schedule Class Meetings

When a course is added for the first time to the Schedule of Classes in a given term and session,
the meeting patterns, instructor assignments and exam schedules for each of the created sections
can be established at that time or can be added later.

Class meeting information can be entered or modified for sections of a class already existing in
the Schedule of Classes either through the Maintain Schedule of Classes component (described
in Topic 1 above), or through the Schedule Class Meetings component discussed here.

Note: An advantage of using the Schedule Class Meetings component is that we can open,
view and modify the meeting data for a single section of a class, and then (if necessary) easily
navigate among the other sections of that class to add or update the meeting data of those
other sections.

To create or modify class meetings:

1. Navigate to the Schedule Class Meetings component. The Schedule Class Meetings
component is found by navigating to Curriculum Management > Schedule of Classes >
Schedule Class Meetings.

= Curriculum Management
= Schedule of Classes
— Class Search
— Schedule New Course
— Maintain Schedule of
Classes
— Adjust Class Associations
— Update Sections ofa
Class
— Class Event Table
— Print Class Schedule
— Exam Code Table
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2. Use the Find an Existing Value page to search for the class whose sections’ meeting
information needs to be set or modified. Enter the following fields Academic Institutions,
Term, Subject Area, and Catalog Nbr.

Note: If you have the Class Nbr and/or the Class Section, enter it on this screen. By
doing so it will bring you directly to that class.

Find an Existing Value
Maximum number of rows to return (up to 300): (300
Academic Institution: | _ | |anso1 Q
Term: (= 2] [1118 Q
Subject Area: (= =] [soc Q
Catalog Nbr: [ begins with 3 |[101
Academic Career: | _ + |
Campus: ( begins with 3 | | Q
Session: - s
Class Nbr: = t ]
Class Section: [ begins with ||
Deseription: | begins with < ||
Course ID: | begins with * || Q
Course Offering Nbr: [ _ ;) Q
|_|Case Sensitive

Search | Clear |Basic Search ﬁ Save Search Criteria

Search Results

First ] 1200f20 g Last]

Subject
Area Career ID  |Nbr
S0C 01 GEN INTRO TO S0C 014867 1
QNS01 1119 50C 101 Undergrad  MAIN Reqular 02 GEN INTRO TO SOC 014867 1
QNS01 1118 50C 101 Undergrad  MAIN  Reqular 03 GEN INTRO TO SOC 014867 1
NS01 1119 50C 101 Undergrad  MAIN Regular 04 GEN INTRO TO SOC 014867 1

3. After selecting Search you will get Search Results at the bottom of the screen. Select the
desired section you want to set or modify.

Remember: If you entered the Class Nbr and/or the Class Section, you will not get any Search
Results. It will automatically bring you to the particular class.
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Meatings Enmoliment Cntrd Exam

Course 1D: 014867 Course Offering Nbr: i
Academic Institution:  Queens College
Term: 2011 Fall Term Undergrad
Subject Area: s0cC Saciology
Catalog Mbr: 101 GEM INTRO TO SOC
Class Secflons
Session: 1 Regular Academic Session  Class Nbr:
Class Section: a1 Component: Lacture Event ID: 000141768
Associated Class: 2 Units: 3.00
Meeting Patiern Find | View Al First B0 4 o 4 D0 Lasy
Facility ID Capacity Pat Mtg Start MtigEnd M T W T F 5 S *Start/End Date L] =]
PH-113 Q. 55[MW3|C [B:00AM | [815AM | ® O @ O O O O [08/26/2011| [12/22/2011)5)
FOWDERMKER 113 Topic 1 Free Format |
1D Topic:
I Print Topic On Transcript Contact Hours

Iruiru:hra For Meeting Patiarn

12345678 <y John Doe m l_q 300008 (4 =

Room Characterisfics

43 o Ganaral Classroom [Default) 1 [+ [=]

&) Save | ARetum 1o Search | +“IPrevious in List | +EMext in List | [=] Motify |

Meetings | Enmollment Cntd | Exam

4. Add or update meeting, instructor or exam schedule information. The Meetings page of
the Schedule Class Meetings component is identical to the Meetings page of the
Maintain Schedule of Classes component and, as noted above, meeting information can
be input or modified in either place with the same result.
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5. The information on the Enrollment Cntrl page of the Schedule Class Meetings is data
that is mostly read-only and — except — the Class Status field which can be modified.

Mestings | Enroliment Crirl | Exam |

Course D 014887
Academic Institution:  Queens Collage
Term: 2011 Fall Term
Subject Area: s0C

Catalog Nbr: 101

Course Offering Mbr:

Undergrad
Sociology
GEN INTRO TO S0OC

2nd Aute Enroll Section:

Resection to Section:

Sesslomn: 1 Regular Academic Session Class Mbr:

Class Section: a4 Component: Lecture Event ID: 000141768
Assoclated Class: 2 Units: 3.00
*Class Status: [ Active 3]

Class Typa: Enmlimeant Enrollmant Status: Open

Add Consent: Mo Consent | 3| Requested Room Capacity: Total:
Drop Consent: Mo Consent | 3§ Enroliment Capacity: 40
1st Auto Enroll Section: Wait List Capacity: [}

Minimum Enrollment Nbr:

Auto Enroll from Wait List I Cancel if Student Enrclled

Enrollmant Control

B 8ave || SARetum to Search Previous in List | |#[ENext in List | [=] Natify |

Meatings | Enroliment Cntd | Exam

The Class Status may be changed here to one of the following:

Active

Cancelled Section

Stop Further Enrollment
Tentative Section
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6. The Exam page of the Schedule Class Meetings component is identical to the Exam
page of the Maintain Schedule of Classes component and, exam information can be
input  or modified in either place  with the  same result.

Meatings Enmlimant Cntri Exam

Course |D: 0148587 Course Offering Mbr: 1

Academic Institution:  Queens College

Term: 2011 Fall Tarm Undergrad

Subject Area: 50C Sociology

Catalog Nbr: 101 GEM INTRO TO S0C
Session: 1 Regular Academic Session Class Nbr:
Class Section: o Component: Lacture Event|D: 0001417688
Associated Class: 2 Units: 3.00

Exam Seat Spacing: |_1 Final Exam: Yas

& Save | L\Retum to Seanch | *EPrevious in List | #[ElNext i List | [=] Motify |

Meetings | Enrollment Cntrl | Exam

7. Press Save to save all the changes made.
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Topic 3: Update Sections of a Class

The Update Sections of a Class component is used to update the following data in the sections of a scheduled class:

e Class status
e Enrollment controls
e Class Associations

The class status, enrollment controls and class associations of the sections of a scheduled class can be updated either
in the Maintain Schedule of Classes component (described in Topic 1 above), or in the Update Sections of a Class
component discussed here.

Note: An advantage of using the Update Sections of a Class component for updating class status,
enrollment controls and/or class associations, is that the data fields are arranged in individual rows
(one for each section), making it easier to identify and update only those fields whose values are to be
changed.

Step Summary

The Update Sections of a Class component can be found by navigating to Curriculum Management > Schedule of
Classes > Update Sections of a Class.

To update the sections of a class:
1. Navigate to the Update Sections of a Class component. The Update Sections of a Class
component can be found by navigating to Curriculum Management > Schedule of Classes >
Update Sections of a Class.

= Curriculum Management
== Schedule of Classes
— Class Search
— Schedule New Course
— Maintain Schedule of
Classes

— Schedule Class Meetings
— Adjust Class Associations

— Class Event Table
— Print Class Schedule
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2. Use the Find an Existing Value page to search for the class whose sections are to be updated.
Enter the Academic Institution, Term, Subject Area, and Catalog Nbr to bring up that course’s

sections.

Update Sections of a Class

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

Find an Existing Value

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

Academic Institution: | _ .| |anso1 Q
Term: [= 2] [1119 Q
Subject Area: (= =] [soc Q
Catalog Nbr: [ begins with : |[101

Academic Career: | _ | |

Campus: (_begins with + || Q
Description: (_begins with ¢ ||

Cowrss I: | begins with || N
Course Offering Nbr: | _ t | Q
|_|Case Sensitive

Search | Clear |BasicSearch ESaveSearchCriteria

3. Update the Class Type, *Class Stat (Class Status), *Add Consent, *Drop Consent, and Schd Print
(Schedule Print) of the appropriate sections of the class accordingly.

Update Sections of a Class

Course ID:
Academic Institution:

Term:

Subject Area:
Catalog Nbr:

Class Sections
" Class Status |[JClass|Enrolment Limits

014867 Course Offering Nbr: 1
Queens College

2011 Fall Term Undergrad

s0C Sociology

101 GEN INTRO TO S0C

Section |Class Nbr|Component | Enroliment

Regular
Regular
Regular
Regular
Regular
Regular
Regular
Regular

01
02
03
04
05
06
o7
08

Status Type
Lecture Open E a

Lecture  Open E laa Iq i [ 1 Na Na
Lecture  Open E_laa la 1L I [ | Na N
Lecture  Open E lafa Iq 1 [ 1 Na Na
Lecwre  Closed [ QA Q 1L I [ | Na Na
Lecture  Open E lafa Iq 1 [ T Na Na
Lecture  Closed  [E QA Q 1 I I T Na N
Leore  Closed [ Q[aA Q 1 [ [ ] Na Na

M EEEEERER

Elsave | JS\Return to Search | [=] Notify |
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4. Click on the Class Enrollment Limits. This tab is used to edit the Enrl Cap (Enrollment
Capacity and Wait Cap (Wait List Capacity) of the courses.

Update Sections of a Class

Course ID:

Academic Institution:

Term:
Subject Area:
Catalog Nbr:

Class Sections
[iGiEss Siatis))] Class Enroliment Limits

Regular
Regular
Regular
Regular
Regular
Regular
Regular

Regular

014867
Queens College
2011 Fall Term
s50C

101

Course Offering Nbr:

Undergrad
Sociology

GEN INTRO TO 50C

01
02
03
04
05
06
07
08

desls ¥y

Find | View A1 | (2 | 2

191
178
14
45
34
50
50[ 5

First B0 1.8 or20 I Last

InnEnnaa

[F save | E\Return to Search | [=] Notify |

5. Once all the information is entered click on Save to save you changes.

50



CUNY

AS 4 G

-

L

4

Fully Integrated Resources & Services Tool

Search the Class Schedule

T
GUNY Y
by et s & Svce Tt
L ® Search for Classes

I My Favorites Enter Search Criteria

[ CUNY

[> Self Service .

[ Manager Self Service Institution _Queens College #)

[> Recruiting Term | 2011 Fall Term ]

[ Campus Community
[ Records and Enrollment
= Curriculum Management
= Schedule of Classes
— Schedule New Course
— Maintain Schedule of
Classes
— Schedule Class Meetings
— Adjust Class Associations
— Update Sections of a
Class
— Class Event Table
— Print Class Schedule
— Exam Code Table
— Exam Code Table Report
— Generate Exam Schedule
— Class Notes Table
— Class Notes Report
— Class Notes Table Report
— Global Notes Table
— Global Motes Table Report
— Resource Queue Cleanup

— Review Message Log

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

Class Search Criteria

Course Subject | Sociology 3|
Course Number | Is exactly +] o1
Course Career | undergraduate |

[2] Show Open Classes Only
[_|Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

[» Additional Search Criteria |

CLEAR CRITERIA SEARCH I

To access the Class Schedule select Curriculum Management. Next choose the Schedule of Classes
option. Finally, select the Class Search option.

To search for classes:

1. Specify an Academic Institution. (Example: Queens College)

2. Specify a Term. (Example: 2011 Fall Semester)

3. Select a Course Subject. (Example: Sociology)

4. If you have a Course Number you can enter it here. (Example: If you are looking up Sociology
101 you can 101 in the course number box to find only Sociology 101 classes).

Note: If you choose NOT to enter a number in this box, a list of all the classes for the requested
Course Subject will come up.

5. Select a Course Career. This option will allow you to see either the Undergraduate or Graduate
Courses. (Example: Undergraduate or Graduate)

51



CUNY “ 5

Fully Integrated Resources & Services Tool

6. To see all of the classes that are still open, select the Show Open Classes Only checkbox.

Note: If you want to see both open and closed classes, uncheck the Show Open Classes Only
checkbox.

7. Click on the Search button.
8. You will next see the Search Results Page.

Note: All the sections for the particular class should be listed here. These are the classes students
will see when enrolling for classes.

9. To start a new search, select the Start a New Search button.

Search for Classes

Search Resulis
When available, click View All Sections to see all sections of the course.

Queens College | 2011 Fall Term

The following classes match your search criterla Course Subject: Sociology, Course Number is exactly
'101', Course Career: Undergraduate, Show Open Classes Only: Yes

START A NEW SEARCH

Open Closed ‘Walt List
@ a A

~ S0C 101 - General Introduction to Sociology

View All Sections First [ 1-120f 12 n Last

Section D2-LEC Status @

Session Regular
Days & Times Room Instructor Meeting Dates
MoWe 9:254M - . 08/26/2011 -
10:404M e John Doe 12/22/2011

Section 03-LEC status @

Session Regular
Days & Times Room Instructor Meeting Dates
MoWe 10:504M - . 08/26/2011 -
12:05PM e John Doe 12/22/2011

Section 04-LEC status @

Session Regular
Days & Times Room Instructor Meeting Dates
MoWe 1:40PM - ! John Doe 08/26/2011 -
2:558M L GEI e 12229011
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CUNYTirst
Enrollment

Queens College ~ Office of Converging Technologies ~ Training Group
718-997-4875 ~ training@gc.cuny.edu ~ I-Bldg 214
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Enrollment

In CUNYfirst there are two ways to enroll student:

I. Through Campus Community
I1. Through Quick Enroll

I. To Enroll Students through Campus Community

Step 1:

From HR/Campus Solution, select Campus Community from the menu followed by Student
Service Ctr (Students). Enter any one of the fields to find a student.

CUNYiirst 2% q

SR Student Services Center
@ Enter any information you have and click Search. Leave fields blank for a list of all values.

[» My Favorites

P LT Find an Existing val

> Self Service anExisting Value

[ Manager Self Service

[ Reeruiting ID: [ begins with | :i

= Campus Community
[> Personal Information Campus ID: [ pegins with | =
I» Personal Information A
(Student) National ID: [ pagins with | 3!
[ Communications R -
> Service Indicators Last Name: | "hegins with [+

[- Service Indicators (Student

First Name: | ; irh
- Student Services Cir [ begins with |3
(Student) [ Case Sensitive

[» Student Admissions
[ Records and Enrollment
[» Curriculum Management Search | Clear | Basic Search Save Search Criteria
[ Set Up HRMS
[ SetUp SACR
[ Worklist
[ Reporting Tools
[» PeopleTools

ID: This is the student’s CUNYfirst ID Number or EMPL ID
National ID: This is the student’s Social Security Number
Last Name: Student’s last name

First Name: Student’s First name
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Step 2 — Student Center & Academics Tab:

On the Student Center tab, make sure you are looking at the correct student. Their name and
CUNYfirst ID Number / EMPL ID should be at the top of the page.

Note: Before you enroll a student for any class, make sure you check their course history to see if
they have all the requisites.

Select the Academics Tab from the top of the page. You’ll then see the Institution / Career /
Program section along with a Term Summary section.

fs'luden'l mnl&r]f general info W(admlsslons\lftransfer credit | flnanmwfﬂnanclal ald 1

Institution / Career / Program

QCCO01 - Queensborough CC Frogram: LGRD bnaergraduate
[ UGRD - Undergraduate Student Career Nbr: 1
UGRD - Underaracuate Status: Active as of 11/13/2010
QNS01 - Queens College Admit Term: 1055 2005 Fall Term
- UGRD - Undergraduate Expected Graduation: 1142 2014 Spring Term
“ UGRD - Undergraduate Approved Load: Full-Time
Load Determination: Base On Units
Level Determination: Base On Units
Plan: MATH-BA  Mathematics BA
Requirement Term: 1106 2010 Summer Term
Sub-Plan: MATH-SEC  Mathematics: Secondary
Educ
Requirement Term: 1056 2005 Summer Term
Term Summary
© QCCO1 - Queensborough CC 2011 Fall Term
= UGRD - Undergraduate Eligible to Enroll: Yes
" 1089 - 2009 Fall Term Primary Program: UGRD Undergraduate
fo 1096 - 2009 Summer Term Academic Standing Status: Data unavallable

’ _QNSDJ - Queens College
" UGRD - Undergraduate ¥ Level / Load
1119 - 2011 Fall Term

T 1116 - 2011 Summer Term

Academic Level - Projected: Upper 50
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In the Term Summary section you will see, on the right hand side, three drop menus already

expanded:

1. Level/Load
2. Classes

3. Statistics

Term Summary

= _QCCDl - Queensborough CC
- _UGRD - Undergraduate
© 1089 - 2008 Fall Term
" 1096 - 2005 Summer Term

QNSO1 - Queens College
" UGRD - Undergraduate
" 1119 - 2011 Fall Term

2011 Fall Term
Eligible to Enroll: Yes

Primary Program: UGRD

Academic Standing Status:

Undergraduate

Data unavaillable

¥ Level / Load

; Academic Level - Projected: Upper 50
T 1116 - 2011 Summer Term .
: Academic Level - Term Start: Lower SO
T 1112 - 2011 Spring Term .
Academic Level - Term End: Lower SO
1109 - 2010 Fall Term
1106 - 2010 Summer Term Approved Academic Load: Full-Time
: T 1102 - 2010 Spring Term Academic Load: Mo Unit Load
© 10689 - 2009 Fall Term I 1
© 1096 - 2009 Summer Term ¥ Classes I
No classes for this term.
I Quick Enr[:-llmentl
| " Statistics
Combined
2011 Fall Term Term Cumulative
Total
Units Toward GPA:
Taken 42.000
Passed 42.000
In Progress 13.000

Units Not for GPA:

In the “Class” portion click on the “Quick Enrollment” link.
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Step 3 - Class Enrollment Tab:

Quick Enrollment

Request ID: 0000000000 John Doe 1D: 12345678
Career: Undergrad Institution: QUEENS Term: 2011 FA Submit

Class Enroliment Units and Grade Other Class Info General Overrides Class Overrides

Class

*Action

E|‘.Enroll ot Q Q Q

Section Related1 Related 2

Go to: View Enroliment Access Calculate Tuition Study List Enroliment Appointments Term/Session Withdrawal

Student Services Center

e Action and a drop down menu:
o Enroll - If you are enrolling a student
0 Drop - If you are dropping a student from a class

o0 Swap - If you are replacing a student from one class and placing them into
another

e Class Nbr — The class code

e Magnify Glass Q — Use to search for the class if you don’t know the code.

We will ignore the “Unit and Grade” and “Other Class Info” Tab.
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Step 4 — General Overrides Tab:

Quick Enrollment

RequestID: 0000000000 John Doe ID: 12345678
Career: Undergrad Institution: QUEENS Term: 2011FA Submit |

Class Enrollment '/ Units and Grade | Other Class Info | General Overrides | Class Overrides

Appointment Unit Load Time Conflict  Action Dt Career Requisites
El m | | - — —

0 Appointment — Used to override student enrollment appointment date, time and
maximum enrollment units

0 Unit Load — Used to skip all unit limit check
o Time Conflict — Used to disable time conflict checking for class sections.

o Career — Used to override academic career pointers and career pointers exception
rules for the student’s academic career.

0 Requisites — Bypasses requisite checking.
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Step 5 — Class Overrides Tab:

Quick Enroliment

Request ID: 0000000000 John Doe ID: 12345678
Career: Undergrad Institution: QUEENS Term: 2011FA Submit |

Class Overrides
Class Dynamic Wait List

Class Enrollment

Units and Grade Other Class Info General Overrides

Closed Class Class Links Class Units Grading Basis WaitList Pos

Permission Dates Okay
=] O O O a a O B Waitl ist Pos

o0 Closed Class — Used to indicate the class is closed due to capacity size

o0 Class Links — Used to add/drop class sections without having to do so for required
related component sections in a class association group, to allow students to enroll in a
non-enrollment type section, and to allow multiple students enrollment in a course.

o0 Class Units — Used to override the Units Taken field value for both fixed and variable
unit classes.

o0 Grading Basis — Used to allow students to enroll into a class with a grading basis other
than the one established for the class. The Grading Basis field becomes available for edit

so that you can select a different grading basis for the class enroliment.

0 Class Permission — Used to override general permissions and student-specific
permission requirements, academic career pointers, and career pointer exception rules.

0 Dynamic Dates — Not being used at this time.
0 Wait List Okay — A link to access the Wait List Position page, where you can view the

student’s position on the wait list. This link is available only for enrollment requests in
which the student is already on the wait list for the specified class section.

Step 6 — Submitting the Changes:

Once you’ve finished selecting all the overrides on each of the tabs select the submit button.

Submit |
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B. Enrolling Students using Quick Enroll

: i —
' e
g,y,ﬂ.!ﬂlfim?’ Home | Workist
Mew &
[Search:
®

I My Favorites Quick Enroll a Student
[» CUNY
[» Self Service
- Manager Self Service J_ Eind an Existing Value " Add a New Value |
[ Recruiting
[» Campus Community ID:  —
> Student Admissions Q
[~ Records and Enroliment Academic Career: [ =g

= Enroll Students UGRE/Q
[» Block Enroliment Academic Institution: "y 504 Q

. .
~ Quick Admit a Student Term: 1116/Q
— Enroliment Request
— Enroliment Request

Search Add |
— Mass Enrollment
— Search for Classes

— Search in Catalog
[» Student Term Information

Find an Existing Value | Add a New Value

e From HR/Campus Solution, select Records and Enrollment from the menu followed by
Enroll Student. After, select Quick Enroll a Student. For this part you must know the
student CUNY first ID Number/ Empl-ID.

e See Steps 3 - 6.
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Swapping a Class through Campus Community

Step 1:

From HR/Campus Solution, select Campus Community from the menu followed by Student
Service Ctr (Students). Enter any one of the fields to find a student.

D e .

Search: Student Services Center
® Enter any information you have and click Search. Leave fields blank for a list of all values.
[ My Favorites
[ CUNY
I Self Service { Find an Existing Value \'.
[ Manager Self Service
[ Recruiting ID: | begins with | :i

= Campus Community

I Personal Infarmation Campus ID: [ hegins with | H

[ Personal Information

(Student) National ID: | pegins with [5)
[» Communications 3
I Service Indicators LastName: "hogins with |5

[ Service Indicators (Student

First Mame: | i i -
- Student Services Cir (begins with 3]
(Student) | Case Sensitive

[ Student Admissions
[» Records and Enroliment
[> Curriculum Management Search | Clear |m B Save Search Griteria
[> Set Up HRMS
[» Set Up SACR
[ Worklist
[» Reporting Tools
[ PeopleTools

0 ID: The student’s CUNY ID/Empl ID
o National ID: The student’s Social Security Number
0 Last Name: Student’s last name

o First Name: Student’s First name
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Step 2 — Student Center & Academics Tab:

On the Student Center tab, make sure you are looking at the correct student. Their name and

CUNY ID number should be at the top of the page.

Click on the Academics tab on the top of the page. You will see the Institution / Career /

Program sections along with the Term Summary section.

[sludsnl osnlsr](gsnsml Infc](admlsslcns](lmnsfsr credl ‘ academics I financial aid

Institution / Career / Program

_QCCOJ - Queensborough CC
_L.IGRD - Undergraduate
UGRD - Undergraduate
_QNSOJ - Queens College
_L.IGRD - Undergraduate

UGRD - Undergraduate

Term Summary

QCCo1L - Queensborough CC
" UGRD - Undergraduate
771088 - 2009 Fall Term

771096 - 2005 Summer Term

7 QNSOL - Queens College
" UGRD - Undergraduate

" 1119 - 2011 Fall Term

©7 1116 - 2011 Summer Term

Program: UGRD Undergraduate

Student Career Nbr: 1

Status: Active as of 11/13/2010

Admit Term: 1099 2009 Fall Term

Expected Graduation: 1142 2014 Spring Term

Approved Load: Full-Time

Load Determination: Base On Units

Level Determination: Base On Units

Plan: MATH-BA  Mathematics BA

Requirement Term: 1106 2010 Summer Term

Sub-Plan: MATH-SEC  Mathematics: Secondary
Educ

Requirement Term: 1096 2008 Summer Term

2011 Fall Term

Eligible to Enroll: Yes
Primary Program: UGRD Undergraduate
Academic Standing Status: Data unavallable

¥ Level / Load

Academic Level - Projected: Upper 50O
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In the Term Summary section you will see, on the right hand side, three drop menus already

expanded:
1. Level/Load
2. Classes

3. Statistics

Term Summary

QCCOo1 - Queensborough CC

_UGRD - Undergraduate
“T 1095 - 2008 Fall Term

" 1096 - 2008 Summer Term

_QNSOI - Queens College

UGRD - Undergraduate
1119 - 2011 Fall Term

T 1112 - 2011 Spring Term
1109 - 2010 Fall Term

1106 - 2010 Summer Term

1102 - 2010 Spring Term
1089 - 2008 Fall Term

1096 - 2009 Summer Term

2011 Fall Term
Eligible to Enroll: Yes

Primary Program: UGRD

Academic Standing Status:

Undergraduate

Data unavailable

¥ Level / Load

1116 - 2011 Summer Term

Academic Level - Projected: Upper SO
Academic Level - Term Start: Lower 50
Academic Level - Term End: Lower S0
Approved Academic Load: Full-Time
Academic Load: No Unit Load
¥ Classes
Mo classes for this term.
ulck Enrollment
¥ Statistics
Combined
2011 Fall Term Term Cumulative
Total
Units Toward GPA:
Taken 42,000
Passed 42.000
In Progress 13.000

Units Not for GPA:

In the “Class” portion, click on the Quick Enrollment link.




CUNYiirst A%

Fully Integrated Resources & Services Tool

64

Step 3 - When you click on Quick Enrollment, you will be brought to the Enrollment screen.
Here, you can swap classes from a student’s schedule.

On the drop down menu, select Swap.

Quick Enrollment

RequestID: 0000000000 John Doe Dz 12345678
Career: Undergrad Institution: QUEEMS Term: 2011FA Submit |

[=]  Enraon : . Q Pending Q. Q.

Add Grd
Change Grd
Chg WL Pos
Drrop
Drop to WL
Enroll

Morm Maint

Go to: Calculate Tuition Study List Enroliment Appointments TermiSession Withdrawal

Now, you will be able to swap two classes. To do this, you will need the 4-digit course code of the class
that the student is already enrolled for. You also need the 4-digit course code of the new class.

Type in the existing course code number into the Class Nbr field, and the new course code number into
the Change To field.

ReguestID: 0000000000 John Doe 1D: 12345678
Career: Undergrad Institution: QUEENS Term: 2011 FA Submit |

" Class Enroliment | Unitsand Grade | OtherClassinfo | General Overrides | Class Overrides

Related 2

[=] Swap ~ o001 Qo000 | CMLIT205 02 Pending  UGRD Q (o
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Step 4: General Overrides Tab:

Quick Enrollment

RequestID: 0000000000 John Doe ID: 12345678
Career: Undergrad Institution: QUEENS Term: 2011 FA Submit |

Class Errollment Units and Grade Other Class Info General Overrides

Class Overrides

Appointment Unit Load Time Conflict  Action Dt Career Requisites
EI = (] (] = =

o0 Appointment — Used to override student enrollment appointment date, time, and
maximum enrollment units

0 Unit Load — Used to override maximum credit limits.
o Time Conflict — Used to disable time conflict checking for class sections.

o Career — Used to override academic career pointers and career pointers exception rules
for the student’s academic career.

0 Requisites — Overrides co- and pre-requisites for courses.
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Step 5: Class Overrides Tab:

Quick Enrollment

RequestID: 0000000000 John Doe ID: 12345678

Career: Undergrad Institution: QUEENS Term: 2011FA |

Class Enrollment Units and Grade Other Class Info General Overrides Class Overrides
Class Dynamic Wait List
Llosed Llass Llass Links Lrading Basis —— " yvaitList Fos
Closed Class Class Links Class Units Grading Basis Permission Dates Oka WaitList Pos
= O O O O O O B WaitList Pos

0 Closed Class — Used to indicate the class is closed due to capacity size

0 Class Links — Used to add/drop class sections without having to do so for required
related component sections in a class association group, to allow students to enroll in a
non-enrollment type section, and to allow multiple students enrollment in a course.

o Class Units — Used to override the Units Taken field value for both fixed and variable
unit classes.

0 Grading Basis — Used to allow students to enroll into a class with a grading basis other
than the one established for the class. The Grading Basis field becomes available for edit
so that you can select a different grading basis for the class enroliment.

0 Class Permission — Used to override general permissions and student-specific
permission requirements, academic career pointers, and career pointer exception rules.

o Dynamic Dates — Not being used at this time.

0 Wait List Okay — A link to access the Wait List Position page, where you can view the
student’s position on the wait list. This link is available only for enrollment requests in
which the student is already on the wait list for the specified class section.

Step 6: Submitting the Changes:
Once you’ve finished selecting all the overrides on each of the tabs select the submit button.

Submit |
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Swapping a Class through Quick Enroll

From HR/Campus Solution, select Records and Enrollment from the menu followed by Enroll
Students, and then Quick Enroll a Student.

Enter the student’s CUNY ID number in the ID field, as well as the term in the Term field.

Then, click Add.

Monw &
- ®

[ My Favorites
[+ CLINY
[» Self Service
[ Manager Self Senice
[ Recruiting
[» Campus Community
=~ Records and Enrollment
= Enroll Students
[» Block Enroliment

— Quick Enroll a Student

— Quick Admit a Student

— Enroliment Reguest

— Enrollment Reguest
Search

— Mass Enrollment
— Search for Classes
— Search in Catalog
[ Career and Program
Information

Quick Enroll a Student

Find an Existing Value Add a New Value

1D: (&'}
Academic Career.  |UGRD O,
Academic Institution: QNS01 |3
Term: &}

Add

Find an Existing Value | Add a New Value

You will be brought to the Quick Enrollment screen. Then, follow Step 3 — 6 above to swap

courses.

Quick Enroliment

RequestID: 0000000000 John Doe

Career: Undergrad Institution: QUEENS

1D: 12345678

Term: 2011 FA

" Class Enroliment | Units and Grade | Other Class info | General Overrides | Class Overrides

+ [

Pending
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Dropping a Class through Campus Community

Step 1:

From HR/Campus Solution, select Campus Community from the menu followed by Student
Service Ctr (Students). Enter any one of the fields to find a student.

D e .

Search: Student Services Center
@ Enter any information you have and click Search. Leave fields blank for a list of all values.
[» My Favorites
[: CUNY
I Self Service { Find an Existing Value \'.
[> Manager Self Service
[> Recruiting 1D: | begins with | :j

= Campus Community

I Personal Infarmation Campus ID: [ pegins with [

[» Personal Infarmation

(Student) National ID: | begins with | :]
[» Communications 3 —
I» Service Indicators LastName: | pegins with | vj

[ Service Indicators (Student

First Mame: | i i -
- Student Services Ctr (begins with (3]
(Student) [ Case Sensitive

[ Student Admissions
[» Records and Enroliment
[> Curriculum Management Search | Clear | Basic Search [S] Save Search Criteria
[ Set Up HRMS
[- Set Up SACR
[ Worklist
[» Reporting Tools
[ PeopleTools

o0 ID: The student’s CUNY ID/Empl ID
o National ID: The student’s Social Security Number
0 Last Name: Student’s last name

o First Name: Student’s First name
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Step 2 — Student Center & Academics Tab:

On the Student Center tab, make sure you are looking at the correct student. Their name and
CUNY ID number should be at the top of the page.

Click on the Academics tab on the top of the page. You will see the Institution / Career /
Program sections along with the Term Summary section.

[——

[sludsnl osnlsr](gsnsml info ](admlsslcns](lmnsfsr cmdlll academics Ilnanoss financial aid

Institution / Career / Program

QCCO1 - Queensborough CC Frogram: UGRD Undergraduate
UGRD - Undergraguate Student Career Nbr: 1
UGRD - Underaraduate Status: Active as of 11/13/2010
b QNSO1 - Queens College Admit Term: 1099 2009 Fall Term
UGRD - Undergraduate Expected Graduation: 1142 2014 Spring Term
UGRD - Undergraduate Approved Load: Full-Time
Load Determination: Base On Units
Level Determination: Base On Units
Plan: MATH-BA  Mathematics BA
Requirement Term: 1106 2010 Summer Term
Sub-Plan: MATH-SEC  Mathematics: Secondary
Educ
Requirement Term: 1096 2009 Summer Term
Term Summary
QCCO1L - Queensborough CC 2011 Fall Term
UGRD - Undergraduate Eligible to Enroll: Yes
1099 - 2009 Fall Term Primary Program: UGRD Undergraduate
i Academic Standing Status: Data unavallable

1086 - 2008 Summer Term

_QNSt)l - Queens College
UGRD - Undergraduate ¥ Level / Load
1119 - 2011 Fall Term

1116 - 2011 Summer Term

Academic Level - Projected: Upper 50O
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In the Term Summary section you will see, on the right hand side, three drop menus already

expanded:
1. Level/Load

2. Classes

3. Statistics

Term Summary

_Q_CCOJ - Queensborough CC
_UGRD - Undergraduate

1085 - 2008 Fall Term

_ 1086 - 2008 Summer Term
_QNSOI - Queens College

luGRD - Undergraduate

1119 - 2011 Fall Term

1116 - 2011 Summer Term

1112 - 2011 Spring Term
1109 - 2010 Fall Term

1102 - 2010 Spring Term
1089 - 2008 Fall Term

1096 - 2009 Summer Term

1106 - 2010 Summer Term

2011 Fall Term
Eligible to Enroll: Yes

Primary Program: UGRD
Academic Standing Status:

Undergraduate

Data unavallable

¥ Level / Load

Academic Level - Projected: Upper S50
Academic Level - Term Start: Lower SO
Academic Level - Term End: Lower 50
Approved Academic Load: Full-Time
Academic Load: No Unit Load
¥ Classes
this term.
uick Enrollment
~ Statistics
Combined
2011 Fall Term Term Cumulative
Total
Units Toward GPA:
Taken 42.000
Passed 42.000
In Progress 13.000

Units Not for GPA:

In the “Class” portion, click on the Quick Enrollment link.
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Step 3 - When you click on Quick Enrollment, you will be brought to the Enrollment screen.
Here, you can drop classes from a student’s schedule.

On the *Action drop down menu, select Drop.

Quick Enrollment

RequestiD: 0000000000 John Doe 1D 12345678

2011 FA Submit |

Career: Undergrad Institution: QUEENS Term:

[=]  Enroll : Q Pending a aQ

Add Grd
Change Grd

Enroll

Morm Maint

Remove Grd
Goto: vielSWaR ks

Calculate Tuition Study List Enroliment Appointments TermiSession Withdrawal

Now, you will be able to drop classes. To do this, you will need the 4-digit course code of the class that
needs to be dropped.

Type in the existing course code number into the Class Nbr field. Then, click Submit.

Quick Enrollment

RequestID: 0000000000 John Doe I

12345678

Term: 2011 FA Submit |

" Class Enroliment | Units and Grade | Other Classnfo | GeneralOverrides | Class Overrides

Career: Undergrad Institution: CQUEENS

[=] Drop + |oo2 QL socaas 10 Pending
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Dropping a Class through Quick Enroll

From HR/Campus Solution, select Records and Enrollment from the menu followed by Enroll
Students, and then Quick Enroll a Student. Enter any one of the fields to find a student. Type
in their CUNY ID number in the ID field, as well as the term in the Term field. Then, click
Add.

Search:
@

b My Favorites Quick Enroll a Student

[ CLUNY
[ Self Service
[ Recruiting
[» Campus Community ID: Iiox
= Records and Enrollment ’
= Enroll Students Academic Career.  |UGRD O,
[ Block Enroliment Academic Institution:[anS01 |G
o o
— Quick Admit 3 Student : Q

— Enrollment Reguest
— Enr-:llmentReguest Add
Search

— Mass Enrollment

— Search for Classes

— Search in Catalog
[ Career and Program

Information

Find an Existing Value | Add a New Value

You will be brought to the Quick Enrollment screen. Then, follow Step 3 above to drop
courses.
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CUNYTirst Query

Queens College ~ Office of Converging Technologies ~ Training Group
718-997-4875 ~ training@gc.cuny.edu ~ 1-Bldg 214
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Query

Accessing Queries

To access queries, log into CUNYfirst at: https://home.cunyfirst.cuny.edu or go to the

Queens College Homepage at www.qc.cuny.edu, and select the CUNYfirst icon on the
header.

e Once you have successfully
logged into your account, select
“HR/Campus Solutions”_under the
Enterprise Menu, on left side of
screen.

ENTERPRISE MENU
[» Self Service
= ' ement
HR / Campus Solutions
L

— Heport Manager

CUNY

FaNy integraey Fesasrcer & Sarv/ices Tewl

Search:
)

[ My Favorites

[ CUNY

[> Self Service

[ Manager Self Service

[ Recruiting

[ Campus Community

[ Student Admissions

[ Curriculum Management
[ Set Up HRMS

[ SetUp SACR

PRI
-~ Reparting Tools
= Query

[- PeopleTools

e A new window will open with a Menu on the
left side of the screen. Select “Reporting Tools” from
that menu. The “Reporting Tools” drop down will
expand.

e Select the “Query” button. The “Query” drop
down will expand.

e Finally select “Query Viewer”.

Note:

If you do not see ““Reporting Tools,” “Query,” or
“Query Viewer,” you will need to fill out a User
Access Form.

(See step 4 for more information.)
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Searching for Queries

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

*Search By: [ query Name Ts) beginswith TG SR CLASS_NO_INSTR
Search | Advanced Search

Search Results

"Folder View: | __ aj Foiders -~ |+
Customize | Find | View Al First (1] 1.2 of 2 [*] Last
Runto Runto Add to
Query Name Description Owner Folder HTML Excel Schedule Favorites
CU_SR_CLASS_NO_INSTR  Classes with no instructor Public HTML Excel Schedule Fawvaorite
CU_SR_CLASS NO_INSTR_2 Classes with no instructor Public HTML Excel Schedule Favaorite

e Inthe “Search By:” drop down box, select “Query Name,” if it does not appear.
e Inthe “Begins with” box, enter the name of the query you are trying to run.
e Click “Search”

e The search results will appear under the search button.

Note: If you do not know the query name, select ““Advanced Search’ link, which will allow you
to search by description or part of the query name.

Quick Tip:

Wildcards - If you do not know the name of the query you are trying to run, just type in the
Percent Sign (%) and a one word description of the query you are trying to find into the “begins
with”” box and select search. For example “%GPA”, this will bring up all queries that either has
the word “GPA” in the Query Name or in the Description.
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Viewing and Adding Queries to “My Favorite Queries”

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

"Search By: (=" %) beginswith T "sR_CLASS_NO_INSTR
Search | Advanced Search

Search Results

Customize | Find | View Al | 88 First [1] 1.2 of2 [¥] Last
Runto Runto

Query Name Description Owner Folder — Schedule ",
CU_SR_CLASS _NO_INSTR Classes with no instructor Public HTML Excel Schedule Favorite
CU_SR_CLASS NO_INSTR_2 Classes with no instructor Public v o s ENERINEE

~ My Favorlte Querles Customize |Find | 3  First [*] 14 ofa [*] Last
Query Name Description Owner Folder E#m_o % Schedule Remove
CUNY_STUDENT_GROUP_TBL Student Group Table Public HTML Excel Schedule EI
CU_SR_BY _TERM_PLAN Plans by term Public HTML Excel Schedule E|
CU SR DEGR_CHKOUT STAT Students By Degree Chkout Stat Public HTML Excel Schedule [=]
CU_SR_SELECT MAJORS Majors / Minars List Public HTML Excel Schedule EI

Clear Favorites List

e To view the query click on “HTML” link under “Run to HTML” for the query you are
interested in. (You can also click “Excel” to open the query on an excel spreadsheet)

e A new window will appear. You must provide all the input parameters on the new
window in order to view the query report.

e To add your query to your “My Favorite Queries” list just select the “Favorite” link under
the “Add to Favorites” Section of your search result.
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CUNYTiIrst User
AcCCcess Forms

Queens College ~ Office of Converging Technologies ~ Training Group
718-997-4875 ~ training@gc.cuny.edu ~ 1-Bldg 214
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Security Access Forms: Through MYQC

I. New Faculty Members:

To request security access for CUNYfirst go to the following URL:
http://www.qc.cuny.edu/cunyfirst/faculty.

On the right side of the screen, select Request CUNYfTirst Security Access, below Are You
New to CUNYfirst?

Faculty & Staff
CUNYfirst | Students | Faculty & Staff | Need Training? |

Click here to sign on to 0

CUNY

Fully Intsgrated Resaurces & Senvices Tool

ARE YOU NEW TO CUNYFIRST?

New Faculty - CUNYfirst Access Request . Learn some features of the CUNYfirst
self-service interface.

Please note that your paperwork must be processed by Human Resources 24 hours prior . Visit the Faculty Center how-to web
to completing the steps below. page.

Step 1: +  Creating a CUNYfirst Account.

Claim your CUNYfirst account. Your CUNYfirst account allows you access to your Faculty Center + Creating a CAMS Account.
ggi:;euyr?:vzallo%L:”CL:JDN?Hlellrist ;césttfigsé submit your verification of attendance, and post grades. . Request CUNYfirst Sacurity Access.
Step 2:

Create an ADS/CAMS account. An AD account is used to login to computers on campus, Wi-Fi,
and other network resources. A CAMS account gives you access to your QC email.
Do you have your ADS/CAMS set-up?

Step 3:

Request CUNYfirst Access. If you do not have proper access once you have claimed your
account (step 1) and have logged into CUNYfirst, go to CUNYfirst Access Request farm.
For step-by-step instructions click here.

Please be sure to complete Step 1 and 2 above before continuing.

In Step 3, click on CUNYfirst Access Request form. To log into the site use must enter your
ADS account (commonly known as your QC e-mail login) and press OK.

nnect to myqc.qc.cuny.edu

Note: If you are having problems logging in
try typing ““qc\” before your username.

Connecting to myqgc.qc.cuny, edu

User name: | €% Username v

Password: | sssssssse

[ remember my password

I Ok ] [ Cancel ]
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Once you’ve logged in, you should see the following screen. After reading the instructions, press
Continue at the bottom right hand corner of the page to begin filling out the form.

| My Links = |
QUEENS —Y
TCOLLEGE Q & @

Website My Site  Help

E questForm

CUNYfirst Access Request Form

Faculty:

® This form s required to reguest access to CUNYFirst,

® The employee Information Is based on Office of Human Resources data.

® you must read and accept the terms and conditions as stated on the farm.
® Submit the form.

Chairperson:

® 0On the next page, you will see a list of pending requests assigned to you.
® Click on the name of the request you would like to process.

® Sglect the appropriate academic function(s).

® Submit the form.

| Continue |

Directory | Campus Calendar | Site Map | MyQC Suggestions | Copyright 2004-2009
Queens College, The City University of New York | 65-30 Kissena Bivd., Flushing, NY 11367 | Phone: (718) 997-5000
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Employee Information Section:

The following information will be pre-filled and grayed out so further changes cannot be made.
The information is based on the data from the Office of Human Resources so make sure all the
information is correct before proceeding.

First name

Last name

Empl Id

Job Title

Dept/Office

Business Unit/Campus
CUNY email address

You are required to enter a phone number where you can be reached with questions regarding
this form.

CUNYfirst Campus Solutions User Access Request Form

Please note: This form is required in order to request access to the PeopleSoft system. This form must be approved by the employee’s
supervisor. Employees may NOT approve or grant access for themselves. For transferring employees, a separate form must be completed from
the Campus and/or Department transferring FROM and TO in order to medify access in both areas. This request must be made in advance of
the effective date of the personnel action.

Employee Information Section

CUNY¥first (Empl ID): 12345678

Last Name: Smith First Name: John

Job Title: College Assistant H Dept / Office: Office Of Converging Tech
Business Unit / Campus: QNs01 CUNY email address:  JSMith@qc.cuny.edu

*Phone number: 5000

onfidentiality Statement (Employee must accept terms and conditions):

I understand that the data obtained from any CUNYfirst system is considered confidential and NOT to be shared with anyone who is not
authorized to receive such data.

I understand that I am individually accountable for the use of my User ID in the CUNYfirst system. Improper use of my User ID could lead to

revocation of access rights and further disciplinary proceedings in accordance with CUNY policies, rules and regulations, and applicable
collective bargaining agreements.

|_IT accept the terms and conditions.

Employee's Signature: John Smith Date: 10/24/2011

Submit
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Confidentiality Statement:

CUNYfirst Campus Solutions User Access Request Form

Please note: This form is required in order to request access to the PecpleSoft system. This form must be approved by the employee’s
supervisor. Employees may NOT approve or grant access for themselves. For transferring employees, a separate form must be completed from
the Campus and/or Department transferring FROM and TO in order to modify access in both areas. This request must be made in advance of
the effective date of the personnel action.

Employee Information Section

CUNYfirst (Empl ID): 12345678

Last Name: Smith First Name: John

Job Title: College Assistant H Dept / Office: Office Of Converging Tech
Business Unit / Campus: ONSO1 CUNY email address: JSmith@qc.cuny.edu
*Phone number: x5000

onfidentiality Statement (Employee must accept terms and conditions):

I understand that the data obtained from any CUNYfirst system is considered confidential and NOT to be shared with anyone who is not
authorized to receive such data.

I understand that I am individually accountable for the use of my User ID in the CUNYfirst system. Improper use of my User ID could lead to
revocation of access rights and further disciplinary proceedings in accordance with CUNY policies, rules and regulations, and applicable
collective bargaining agreements.

I (/1 accept the terms and conditions. I

Employee's Signature: John Smith Date: 10/24/2011

Submit

Read the terms and conditions and then click on the *“I accept the terms and conditions”
checkbox.

[EI accept the terms and conditions.

Click Submit to send your application to the head of your department. A new page will open
with a confirmation message stating form was sent.

CUNYfirst Access Request Form

|
Thank You.

The form was submitted successfully.

Once the form has been completed, the head of the department will receive an email letting them
know of the pending request in their account.
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I1. Chair Person:

After a new faculty member requests access to CUNYfirst, you (chairperson) will receive an

email with the name of the person who requested access along with a direct link as to where you
can go to approve the access.

The email will be similar to the one shown below:

CUNYfirst Access.Request Form from John Smith

CUNYfirst@qc.cuny.edu Monday, Octaber 24, 2011 03:58PM

To: AJones@dqgc.cuny.edu Show Details

John Smith has submitted a CUNYfirst Access Request form.
Please go to CUNYfirst Access Request Farm to view your pending requests,

When you click on the link it will take you to a page where you will need to use your ADS
account to log in.

i nnect to myqc.qc.cuny.edu

i

Connecting ko mygc.qc.cuny.edu

User name: €2 Username ]

Password: [ esseoeesee l

[ I remember my password

[ OK ] [ Cancel ]
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Once you’ve logged in, you should see the following screen.

Note: It will be the same screen Faculty sees when they log in.

Read the instructions for the Chairperson and then press Continue at the bottom right hand

corner of the page to proceed.

QUEENS

- COLLE

GE

CUNYfirst Access Request Form

UNYfirst Access Request form

Faculty:

® Thiz form Is required to request access to CUNYfirst.

® The employee information Is based on Office of Human Resources data.

® You must read and accept the terms and conditions as stated on the farm.

® Syomit the form.

Chairperson:

® Supmit the form,

® On the next page, you will see a list of pending reguests assigned to you.
® Click on the name of the reguest you would like to process,
® Select the appropriate academic function(s).

Directory | Campus Calendar | Site Map | MyQC Suggestions | Copyright 2004-2009
Queens College, The City University of New York | 65-30 Kissena Blvd., Flushing, NY 11367 | Phone: (718) 997-5000

| My Links = |
—
Q & O

Website My Site

| Continue |

Help

83

You will then be brought to a new window, which lists all the users who have recently requested

access. Click on the name of the person you received the email for and continue filling out the

form.

lick on a name to assign access categories:

Name

CUNY ID

Date Signed

Request Status

Chair

Job Title

Requestor Username

Phone

John Smith

12345678

10/24/2011

Pending

ajones

College Assistant H

JSmith

5000
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After clicking on the name, scroll down to the Select Academic Function(s) section. Select the
staff member’s Academic Function from the choices provided (i.e. Advisor, Department Chair,
Department Secretary, Faculty, and Scheduler).

Note: A person may have more than one academic function.

This Academic Function will determine what access the new employee will receive.

Select academic function(s):

*At least one function must be selected.
Click here to view the access roles associated with the academic functions and their description.

Academic Function

M ‘Advisor

M Department Chair

O Department Secretary

=] Faculty

@] Scheduler

‘erms and conditions:
I understand that the data obtained from any CUNYfirst system Is considered confidential and NOT to be shared with anyone who is not

authorized to receive such data.

I understand that I am accountable for the access I am granting for use in the CUNYfirst system. Improper use of this access could lead to
revocation of access rights and further disciplinary proceedings in accordance with CUNY policies, rules and regulations, and applicable
collective bargaining agreements.

|11 accept the terms and conditions.

Chair's Signature: Alan Jones Date: 10/24/2011

Submit

Confidentiality Statement:

Read the terms and conditions and then click on the *“I accept the terms and conditions”
checkbox.

[EI accept the terms and conditions.

Click Submit to send the form. A new page will open with a confirmation message stating the
form was sent to the Security Liaison.

CUNYfirst Access Request Form

Thank You.

The form was submitted successfully.

A confirmation email will be sent once Security Liaison has granted access.
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