Office of the Registrar

How to View & Assign Class
Permissions in CUNYfirst 9.2

Faculty Instructions

Faculty may view and assign student specific permissions for classes

online via CUNYfirst.
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HOW TO VIEW CLASS PERMISSONS IN CUNYFIRST

1. Log onto CUNYfirst and from your CUNYfirst Home Page, click on the “Faculty Center”
tile
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2. From your Faculty Center, click on the NavBar, located on the top right-hand side of
the page
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3. Once the NavBar is open, click on “Navigator”
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https://ssologin.cuny.edu/cuny.html?resource_url=https%3A%2F%2Fhome.cunyfirst.cuny.edu%252Fpsp%252Fcnyihprd%252FEMPLOYEE%252FEMPL%252Fc%252FNUI_FRAMEWORK.PT_LANDINGPAGE.GBL

4. Click on “Campus Solutions”

NavBar: Navigator

Campus Solutions >
Recent Places Financials Supply Chain >
Human Capital Management >

w

5. Click on “Records and Enroliment”

NavBar: Navigator

Recent Places CUNY Student Summary View >

* Self Service by

My Favorites

Campus Community >
Student Admissions >
Records and Enrollment >

6. Click on “Term Processing”

NavBar: Navigator

[z\ Records and Enroliment E
>

CUNY Custom Menu

Recent Places

I Enroll Students >

My Favorites Student Term Information >
E Career and Program Information >
Navigator Enroliment Summaries >

Term Processing >




7. Click on “Class Permissions”

NavBar: Navigator

E Term Processing E

Class Permissions >

Waitlist >

8. Click on “Class Permissions” again

NavBar: Navigator

o ‘ < | Class Permissions ‘ T

Class Permissions

Generate Add Permissions
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9. You will now be on the Class Permissions Page. From here, you can add this page to
your “Favorites” to create a short-cut for future use.

Click on the three dots located on the top right-hand side of the page to add this page
to your Favorites
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Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

“w Search Criteria

*Academic Institution[= v LEHO1 Q
“Term[= V] L a

T e —

Catalog Nbr | begins with + || ]

Academic Career| = ~ ~]
Campus| begins with VH \Q
Description | begins with VH ‘
Course ID[ begins with VH ‘Q
Course Offering Nbr| = ~] ] la,

Academic Organization | begins with v || |

O case sensitive



10. Click on "Add to Favorites”

‘ < Faculty Center ‘ Class Permissions

Class Permissions Add To Favorites

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

Find an Existing Value

w Search Criteria

My Preferences

Sign Out

*Academic Institution[ = v | LEHO1 Q
Tern L

*Subject Area[ = v | Q

11. Click on “Add”

Add To Favorites

*Favorite Label

[Class Permissions

12. Once you click on *Add"” you will receive a confirmation message that the page has
been added to Favorites.

Message

Added 'Class Permissions' to Favorites




HOW TO VIEW YOUR SAVED FAVORITES

1. Log onto CUNYfirst and from your CUNYfirst Home Page, click on the “Faculty Center”
tile
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2. From your Faculty Center, click on the NavBar, located on the top right-hand side of
the page
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3. Once the NavBar is open, click on “My Favorites”
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4. Once you click on My Favorites, you may look for “Class Permissions”

NavBar: My Favorites °

CS-Class Permissions

Recent Places

CS-Course Catalog

* CS-Course Equivalencies

My Favorites

CS-Enroliment Request Search
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Class Permissions

5. Once you click on Class Permissions, you will be brought to the Class Permissions Page

‘ £ Faculty Center ‘ Class Permissions

Class Permissions

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

Find an Existing Value

w Search Criteria

*Academic Institution[ = v | |LEHO1 e
Term[= V] | Q
*Subject Area[= | | la,

Catalog Nbr| begins with v || |

Academic Career| = ~| | v
Campus| begins with v || |,
Description| begins with v || |
Course ID| begins with v || |,
Course Offering Nbr| = M ey

Academic Organization | begins with v || |

O case sensitive



HOW TO ASSIGN CLASS PERMISSIONS IN CUNYFIRST

1. From the Class Permissions Page, type in the Academic Institution (For Lehman College
type in LEHO1), respective Term (i.e. 1229- Fall 2022, 1226— Summer 2022), Subject (i.e.
ENG- English), and Catalog Number (i.e. 223). Then click on “Search.”

Class Permissions

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

Find an Existing Value

Search Criteria

*Academic Institution[ = v] LEHO1
“Term[=_v] 1226
*Subject Area[=_v| ENG
Catalog Nbr_ 223
Academic Career[= v | v
Campus begins with | Q
Description
Course ID
Course Offering Nbr
Academic Organization

U case sensitive
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2. Make sure you are on the “Permission to Add” Tab (you will be defaulted to this tab)

Permission to Add Permission fo Drop

Course ID 100545 Course Offering Nbr 1
Academic Institution Lehman College
Term 2022 Summer Term  Undergrad

Subject Area ENG ENG - English
Catalog Nbr 223 English Literature
Class Section Data Find | View All First (4 10of1 (» Last
Session 4W1 Four Week - First Class Nbr 7911 Class Status Active
Class Section AD1A Class Type Enroliment Section
Component | gctyre Instructor
Student Specific Permissions
Enrl Cap: 25 Tot Enrl: 14
Wait Cap: 10 Wait Tot: 0
Defaults
Expiration Date |06/06/2022 |3
Permission Valid For
Closed Class Requisites Not Met Consent Required Career Restriction
0 IE [E I=
Assign More Permissions Generate
Class Permission Data Personalize | Find | (21| [E§ First (4 10of1 (b Last
‘ General Info Permission Comments Updated By =¥
Permission Use
Seq# Number D Name Status Date Expiration Date
‘1 ‘ ‘ Q Not Used ‘ 06/06/2022 3 | £ ‘ =




3. If there is more than one section being offered, click on the Arrow until you are on the

correct Class Session/Session

Class Section Data

Find | View All

. 5

Ifirst < 1of4 » Lastl

Session 4WA1 Four Week - First Class Nbr 7927

Class Section A03A Class Type Enroliment Section

Class Status Active

— COMPONENt Lactule TAStructor
Student Specific Permissions
Enrl Cap: 25 Tot Enrl: 3
Wait Cap: 10 Wait Tot: 0

Pafanlte

4. Under the General Info tab, you may type in a student’s EMPLID OR click on the

Magnifying Glass to search for a student by Name.

Permission to Add Permission to Drop

Course ID 100545
Academic Institution Lehman College
Term 2022 Summer Term  Undergrad
Subject Area ENG ENG - English
Catalog Nbr 223 English Literature

Course Offering Nbr 1

Class Section Data Find | View All First (4) 1of1 (}) Last
Session 4W1 Four Week - First Class Nbr 7911 Class Status  Active
Class Section AQ1A Class Type Enrollment Section
Component | gctyre Instructor
Student Specific Permissions
Enrl Cap: 25 Tot Enrl: 14
Wait Cap: 10 Wait Tot: 0
Defaults
Expiration Date 06/06/2022 [
Permission Valid For
Closed Class Requisites Not Met Consent Required Career Restriction
D D O O
Assign More Permissions Generate
Class Permission Data Personalize | Find | (2] | E First (4 10f1 (b Last
General Info Permission Comments Updated By | [F=°h
Permission Use
Seq # D Name Status Date Expiration Date
1 [123a5678] L | | Not Used ‘ 0610672022 | | = ‘ =

Look Up ID

ID| begins with v |
Campus ID
National ID[begins with v |
Last Name
First Name

Look Up Clear Cancel Basic Lookup

Searching this table may take a long time. Enter values above before requesting Lookup.
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5. Once the EMPLID is inputted, click on the “Permission” tab under Class Permission
Data

Permission to Add Permission to Drop

Course ID 100545 Course Offering Nbr 1
Academic Institution Lehman College
Term 2022 Summer Term  Undergrad

Subject Area ENG ENG - English
Catalog Nbr 223 English Literature
Class Section Data Find | View All First (4 10of1 (» Last
Session 4W1 Four Week - First Class Nbr 7911 Class Status Active
Class Section AQ1A Class Type Enroliment Section
Component | gcture Instructor
Student Specific Permissions
Enrl Cap: 25 Tot Enrl: 14
Wait Cap: 10 Wait Tot: 0
Defaults
Expiration Date 06/06/2022 5
Permission Valid For
Closed Class Requisites Not Met Consent Required Career Restriction
0 D O 0
ermissions Generate
Class Permission Ddla Personalize | Find | (2] | [5d First (4 10of1 (b Last
‘ General Info I Permission I Comments | Updated By | [F=»
Permission Use
Seq# Number ID Name Status Date Expiration Date
‘1 ‘ ‘ 12345678 O, | Not Used ‘ 06/06/2022 |[3i) ‘ ] | (=]

6. In the Permission tab, you may check off the type of permission you are granting the
student (i.e. Closed Class, Requisites Not Met, Consent Required, etc)

Class Section Data Find | View All First (4 10of1 (b Last
Session 4WA1 Four Week - First Class Nbr 7911 Class Status Active
Class Section AQ1A Class Type Enroliment Section
Component | actyre Instructor

Student Specific Permissions

Enrl Cap: 25 Tot Enrl: 14
Wait Cap: 10 Wait Tot: 0
Defaults
Expiration Date |06/06/2022 51
Permission Valid For
Closed Class Requisites Not Met Consent Required Career Restriction
0 0 I= 0
Assign More Permissions Generate
Class Permission Data Personalize | Find | (2] E First (4 1of1 (» Last
‘ General Info Permission Comments Updated By | |F==H
Consent Permission Time
Seq # Number ID Closed Class Requisites Not Met Required Career Restriction Period

‘1 ‘ 12345678 O ‘D ‘ [+ ‘ =
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7. Click on “Save”

Class Section Data Find | View All First (4 10of1 (} Last
Session 41 Four Week - First Class Nbr 7911 Class Status Active
Class Section AQ1A Class Type Enrollment Section
Component | octyre Instructor

Student Specific Permissions

Enrl Cap: 25 Tot Enrl: 14
Wait Cap: 10 Wait Tot: 0
Defaults
Expiration Date 06/06/2022 [
Permission Valid For
Closed Class Requisites Not Met Consent Required Career Restriction
0 0 [0 0
Assign More Permissions Generate
Class Permission Data Personalize | Find | (7| [E3 First (4 10f1 (» Last
| General Info Permission Comments Updated By | [F=D
Consent Permission Time
Seq # Number ID Closed Class Requisites Not Met Required Career Restriction Period
|1 ‘ 12345678 ‘C] O ‘D ‘ (# | =

# Gl save |J[@h Returnto Search ||[=] Notify

8. Once you click on Save, a Message will pop-up asking if you would like to apply this
permission to all sections of the course. If you would like the student to have permission
for all sections of the course, click on “Yes."” If you would like the student to have
permission for a single section of the course, click on “No.”

Message

Would you like to apply class permission for this student for all sections of this course? (30002,211)

9. To give permission to additional students, you may click on the “+"” icon and follow the
same steps.

Class Permission Data Personalize | Find | (2 | E First (4 10of1 (» Last
‘ General Info Permission Comments Updated By | [F=B)

Permission Use
Seq# Number ID Name Status Date Expiration Date

‘1 ‘ ‘ Q Not Used ‘OESJOG!ZOZ2 Bl I L+ I (=]
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