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How to Access Schedule Builder

01 Go to the following link into your browser: home.cunyfirst.cuny.edu
02 Log into CUNYFirst using your credentials and proceed to Student Center.

CUNY Login

Log in with your CUNY Login credentials
ITyou do not have a CUNYTirst account, see the FAQS.

Username

@login.cuny.edu

Password

Mew User | Forgot Username | Forgot Password | Manage your Account

03 Click the Schedule Builder tile to access the application. *Be sure to allow pop-

Schedule Builder

ups in browser
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http://home.cunyfirst.cuny.edu/

How to Use Schedule Builder

01 Once the application opens, select the term in which you would like to search for classes.
ScrollDowntoFindthe Upcoming Terms.

WELCOME
This software will help you find an optimal schedule for the student you are advising.

Select a Term you wish to Enroll for:
2022 Spring

Graduate

Open Enrollment Dates:

Seven Week - Second Session May 14, 2022
Four Week - Third Session Apr 25,2022
Seven Week - First Session Mar 18, 2022
Four Week - Fourth Session  May 23, 2022
Four Week - First Session Feb 28,2022
Four Week - Second Session  Mar 28, 2022
Regular Academic Session  May 25, 2022

Winter Session Jan 25, 2022
Six Week - Second Session  Apr 25,2022
Six Week - First Session Mar 7, 2022

Enrollment Appointment:
Regular Academic Session Oct 14, 2027 4:00pm to Feb 3, 2022 11:59pm

Undergraduate

Open Enrollment Dates:

Less Than 3 Week Session  Jan 28,2022
Winter Session Jan 25, 2022
Regular Academic Session  May 1, 2022
Seven Week - Second Session May 14, 2022

2022 Summer

Graduate
Open Enrollment Dates:
Six Week - First Session  Jul 11, 2022

E T T R e ta s
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02 By default, your home college is pre-selected. Next, choose your preferred instruction
mode for your classes. Once finished, you can begin to search for classes.

SELECT COURSES

«

Colleges: School of Professional Studies (1/26) Select...

Instruction Modes: Online « (1/3) Select...
|:| In Person Online

[] Hybrid
SELECT ALL SELECT NONE

Begin typing a course code or name that
you would like to take.

Example: ACCT 230, or BIO 201

Advanced

Select Course... Search

Import My DegreeWorks: WORKSHEET

S Schedule Builder

CLOSE



How to Search

01 Inthe Select Course field, type the course number, subject name, title or instructor’s
name.

SELECT COURSES <<

Colleges: School of Professional Studies « (1/26) Select...

Instruction Modes: Online (1/3) Select...
|:| In Person Online

[ Hybrid
SELECT ALL SELECT NONE CLOSE

Begin typing a course code or name that
you would like to take.

Example: ACCT 230, or BIO 201

Select Course
[Bus 305| Advanced O.J
~

BUS 200
Introduction to Business

BUS 210
Business Mathematics

BUS 301
Managerial Economics

BUS 305

6 Schedule Builder



02 Use the Advanced Search feature for more search options. Easily search for classes by
making or combining selections to adjust your search criteria, such as your academic
career, course attribute or preferred session. Students can save money by selecting Zero
Textbook Cost as a course attribute.

Advanced Course Search

A

; . COM 110

Courses available online onl 5 y
y . = Digital Literacy
Selected colleges only(1) . q COM210
Writing at Work
Academic Career:  Undergraduate v ENG 350
L) Advanced Composition
Course Subject: v
PLA 300

; ; [J  Portfolio Development for Prior Learning
Course Attribute: ~ College Option v Assessment
Course Attribute QUAN 201

: ¥ O o ; ;
Value: Quantitative Reasoning and Society
Requirement - Vv
Designation:
Session: Seven Week - Fir Advanced Course Search
Courses available online only . [ AME_R 20(_] -

Keywords: American History

i) ;] ANTH101
Introduction to Cultural Anthropology

SEARCH

ART 201
[0  Arts and Civilization: Pre-history through
hd the Middle Ages
Course Attribute: ZERO Textbook Cost v ART 202‘ b .
[0  Arts and Civilization: Renaissance
Course Attribute through the 21st Century
'
Value:
i O AsT101
Requirement & Intreduction to Astronomy v
Designation:
View selected onl ]
Session: Regular Academic Session v %S
Keywords:

SEARCH

7 Schedule Builder




How to Search for Classes Based on Session
[

01 For semesters with multiple sessions, select the session dropdown menu to pick the
session in which you'd like to search for classes. If a course is not available for multiple
sessions within a term, you will not see this option available.

Human Resource
BUS Management

3 ~
321 CI

Try all classes (2) v

Description: Human Resource Management (HRM)
bridges policies that impact human behavior with those
that drive business strategy to make the most of an
organization's human capital. HRM includes the functions
of recruitment and selection, employment law, training,
career development, labor relations, equal employment
opportunity (EEQ), labor, affirmative action, performance
management, health and safety, compensation, and
benefits management. Through exposure to a broad
range of topics, Students are prepared to deal with a
variety of issues that may be encountered in careers such
as an HR manager or team leader. An overview of HR
Information Systems is included

Requirements: None

Session:
| All Sessions (2) v

C All Sessions (2)
2022 Summer Term - Three Week - First

2022 Summer Term - Seven Week - First

How to Find Textbook Information

=
01 Visit our online bookstore by logging in with your CUNYFirst credentials. These instructions
will be updated as more information becomes available.
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https://cunysps.textbookx.com/institutional/index.php

How to Add Courses from

DegreeWorks Using Worksheet

01 To import courses still needed to fulfill degree requirements, select Worksheet.

Worksheet
SUMMARY AUDIT STILL NEEDED
A
Legend
Complete Complete except for TR/CR Transfer Class IP In Progress
classes in-progress
[] Not Complete & Nearly complete - see @ Any course number

advisor

Year: 2021-2022U0 Credits Required: 120
CUM GPA: 0.000 Credits Applied: 75

W Degree in Bachelor of Science

Unmet conditions for this set of requirements:
120 credits are required. You currently have 75, you still need 45 more credits.

A minimum of 15 credits must be taken in residence. You currently have 3.
Click here to learn about Credit for Prior Learning options to complete degree requirements
[ 120 credits are required

[T] Your GPA is below 2.0 - please see an advisor

[] College Option Requirements

[] Major Requirements Vv

Disclaimer: This DegreeWorks Audit is not real-time and may not be up to date. CLOSE
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02 Students can view a summary of their degree audit or may select the Still Needed tab
to view courses necessary to fulfill degree requirements. From here, students are able to
select classes that will automatically add to their course list.

Worksheet

SUMMARY AUDIT STILL NEEDED

[J COLLEGE OPTION - 6 CREDITS REQUIRED 2

[ First College Option Required A

Still Needed:

3 Credits in

COM 110 SELECT
COM 210 SELECT
ENG 350 SELECT
PHIL 110 SELECT
PLA 300 SELECT
QUAN 201 SELECT

[] Second College Option Required Vv

Disclaimer: This DegreeWorks Audit is not real-time and may not be up to date. CLOSE

*Note: Elective Classes Allowed will NOT appear as "Still Needed".
Proceed to the Audit tab & calculate the number of Elective Classes Allowed that you need.

Worksheet

SUMMARY AuDIT STILL NEEDED

® Major in Business Year: 2021-2022U Credits Required: 60 (£
GPA: 0.000 Credits Applied: 42

Unmet conditions for this set of requirements:
18 Credits needed

As of Fall 2015 the minimum acceptable grade for a Business course is C or better.
[J Required Courses

The Capstone course must be taken in residence.
[] Business Math A

Accounting Fundamentals

BUS 305 Accounting Fundamentals A 3 Spring 2022U  Satisfied by
[ Foundations of Business Statistics A

Principles of Marketing
BUS 315 Principles of Marketing A 3 Spring 022U Satisfied by

Worksheet

SUMMARY AUDIT STILL NEEDED

Elective classes allowed ; 54 Credits allowed Credits Applied: 33
Classes Applied: 11

BUS 200
Introduction to Business
A

3
Spring 2022U
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03 Schedule Builder will generate schedules for the desired course(s) that have been
selected. To add or remove a course from your list, check or uncheck the box, on the left, in
front of the course name. Your generated results will show all possible schedules for the
classes you have selected.

SELECT COURSES <4

Colleges: School of Professional Studies »  (1/26) Select...

Instruction Modes: All Select...

Advanced
Select Course... Search

Import My DegreeWorks:  WORKSHEET

Digital Literacy

COM -
e e § Vv
Tryallclasses(9) ~ @&
COM Writing at Work _
my e § Vv

Tryallclasses (8) ~ @&

BUS Business Mathematics
210 E ¥ Vv
Tryallclasses (2) v @

SELECT COURSES 14

Colleges:  School of Professional Studies « (1/26) Select...

Instruction Modes: All Select...

Advanced
Select Course... e Q

Import My DegreeWorks:  WORKSHEET

Digital Literacy
CoMm -
110 & ” a
Try specific classes (1/9) v &

Description: Exploring new communication technologies and their
impact on contemporary understandings of identity and community to
discover what it means 1o inquire, to communicate, o collaborate, and
1o research online

Requirements: None
Classes:

22531-LECYR) [ 22970-LECYly [ ] 22973-LECYR
[ 22975-LECYly [] 22977-LECYR [ 22979-LECR
[[] 22981-LECY}y [ 22982-LECYy [] 22083-LECR

SELECT ALL SELECT NONE
Course Attributes: College Option

Writing at Work
COM -
0 210 & § Vv
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04 Open Class Details to see specific class information, such as meeting time,location,
instructor, course attributes, and the number of available seats in a class.

SCHEDULE
Class Details . TIPS Sort by: Sele
RESI
10t
COM 110 2022 Fall Term: Aug 25 - Dec 21
Digital Literacy Regular Academic Session
@ LEC 003 School of Professional Studies
22531 Online
® Seats: 1/25 “f0nline-Asynchronous
Wait List: None Staff
Recommendations: 0 : 0 3.0/3.0 Progress Units
Course Attributes: ZERO Textbook Cost; College Option
BUS 210 2022 Fall Term: Aug 25 - Dec 21
Business Mathematics Regular Academic Session
® LEC 002 School of Professional Studies
22849 Online
@ Seats: 7/25 “B)0nline-Asynchronous
Wait List: None Staff
Recommendations: 0: 0 3.0/3.0 Progress Units
Course Attributes: ZERO Textbook Cost
Prereq: MATH 102 OR MATH 215

Classes that are asynchronous will not appear on the calendar grid. ‘This schedule includes
online classes’ will display across the calendar grid to alert you of this change.

SCHEDULE RESULTS

Class Details e TIPS Sortby: Select... v FILTERS
RESULT
10F1
Mon Tue Wed Thu Fri Sep 2

Aug 29 Aug 30 Aug 31 Sep1 No Classes
10am
11am
12pm
T1pm
2pm

@ This schedule includes online classes
August 28 - September 3, 2022
Aug Sep Oct Nov Dec Jan ‘23
Special Topics in Business (online)
Principles of Marketing (online)
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How to Enrollfor Classes

01 If you are ready to enroll, and you’ve found a schedule that you like, select Get This
Schedule. Be sure that your actions are all set to Enroll, then click on Do Action.

SCHEDULE RESULTS

Getting Schedule

Class Action Options Result
NURS 350 None
2022 Summer Term: May 31 - Jul 18
Seven Week - First
Principles of Nursing Research
Schaoolof
@ Professional
Studies
LEC 003 unline Enroll
68“3‘1‘.‘;‘-3{!‘; 0/20 “fOrline-
® ® it List Nore R
Recommendations: 0: € 3.0/3.0
Progress:
Units:

Prarequisite’ MATH 215

NURS 461 MNone
2022 Summer Term: May 31 - Jul 18
Seven Week - First
Global Hzalth and Policy Issues: A Nursing

Perspective
School of
@ Professional

Studies Enroll

;5;’.‘0003 Online
“fj0nline-
@ e Seats: 13/20 Asynt@\roncug
Wait List: None Staff
Recommendations: 0: € 3.0/3.0
P!’HEIESS
Units

NURS 303

02 Upon enrolling, you should see the word Success in the Results column. If not, try to
resolve the issue in the displayed message or contact an Academic Advisor.

SCHEDULE RESULTS

Getting Schedule
Class Action Options Result
NURS 350 2022 Summer Term: May 31 - Jul 18 None Failed
Principles of Nursing Research Seven Week - First
. You have a hold on your record. The
@ LEC 003 School of Professional hold on your record must be removed
6887 Studies Enroll before this transaction can be pro-
Seats: 0/20 Onling cessed.
@e Wait List: None J@OmmeAsynchrog?;sf
hecommendarions: 0.0 3.0/3.0 Progress Units
Prerequisite: MATH 215
NURS 461 2022 Summer Term: May 31 - Jul 18 None Failed
Seven Week - First
Global Health and Policy Issues: A Nursing Perspective You have a hold on your record. The
q hold on your record must be removed
@ LEC 003 School ot meesslmjal before this transaction can be pro-
FiKhes Enroll cessed.
e Online
Seats: 13/20
(CK ] WaliList Nons J@OnhneAsyncnmr;?:fsf
Recommendations: 0: 0 3.0/3.0 Progress Units

NURS 303

RETURN TO 'SELECT COURSES®

Click this button to view the latest state
of your courses.
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How to Adjust your Schedule after Enrolling
How to Drop a Class

01 To drop a class, select the trash can to the right of each course you plan to drop.

SELECT COURSES <L

Colleges: School of Professional Studies (1/26) Select...

Instruction Modes: All Select...

Advanced
Select Course... oo Q

Import My DegreeWorks: WORKSHEET

Organizational Behavior and

[] ORGD Change =
w  (EHE & ¥ v
DropCourse v @
A You have not finished dropping this course.
0 BUS Global Business m -
& w Vv

gl Drop Course v @@

A You have not finished dropping this course.

02 Select Get This Schedule. Beside each course you plan to drop, the word Drop should be
in the Action column.
03 Results will show that the course is removed from your schedule.
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How to Swap a Course
[

01 Select the trash can beside the course you would like to drop.

Colleges: = School of Professional Studies » | (1/26) Select...

Instruction Modes: All Select...

Ady ed
Select Course... Sesrch

Import My DegreeWorks: WORKSHEET

Organizational Behavior and Change
0:?4‘:0 Enrolled S
22433-LECor22434-LEC v & &

BUS Global Business [{=yigell[=l]
g 331 &
Drop Course ~ @

A You have not finished dropping this course.

ECO Microeconomics
201 &
Tryallclasses (2) v @&

a)

[&]]

Class Details . TIPS Sort by: Selt
RESI
10l
ORGD 341 2022 Fall Term: Aug 25 - Dec 21

Organizational Behavior and Change
© LEC 001 REyglIlE]
22434

Regular Academic Session F ]

School of Professional Studies

Online
® e Seats: 12/25 “BOnline-Asynchronous
Wait List: None Laura Sywulak
Recommendations: 0: 0 3.0/3.0 Progress Units
Course Attributes: ZERO Textbook Cost
SHOW 1 SIMILAR OPTION
ECO 201 2022 Fall Term: Aug 25 - Dec 21

Microeconomics Regular Academic Session

Y LEC 002 School of Professional Studies
22963 Online
Seats: 2/25 “BOnline-Asynchronous

® @ \ait List: None Staff
Recommendations: 0: 0 3.0/3.0 Progress Units

Course Attributes: Introduction to Microeconomics; ZERO Textbook Cost; Introduction to
Microeconomics

or
® LEC 001 School of Professional Studies
22966 Online
® Seats: 4/25 “{)Online-Asynchronous
Wait List: None Staff
Recommendations: 0: 0 3.0/3.0 Progress Units

Course Attributes: Introduction to Microeconomics; ZERO Textbook Cost; Introduction to
Microeconomics

HIDE SIMILAR OPTIONS A~

02 Search for the new course you would like to add and select your preferred section.
03 Select Get This Schedule and then Do Actions.

Class Action Options
ORGD 341 2022 Fall Term: Aug 25 - Dec 21
Regular Academic Session
Organizational Behavior and Change &
® School of
LEC 001 [EIE e e None
22434 “By0niine- (Already envolled in this class)
® Seats: 13/25 el
Wait List: None L::r": “’"“I';i
Recommendations: 0: 0 30730 Fs’mgrues.s
Units

Course Attributes: ZERO Texthook Cost

BUS 331 2022 Fall Term: Aug 25 - Dec 21
Global Business Regular Academic Session

® School of
LEC 001 (SRR Professional Studies
36019 onine _ Drop*
Seats: 3/25 Swapping for ECO 201
® Wait List: None Arash Vakil
Recommendations: 0: 0 3.0/3.0 Progress
Units

Prerequisite: BUS 315 or BUS 325

ECO 201 2022 Fall Term: Aug 25 - Dec 21 None
Microeconomics Regular Academic Session

School of Professional

® LEC 002 Studies
22963 Online E
nroll
@ Seats: 2/25 “joniine-
@ ' wait List: None Asynchronous
Recommendations: 0: 0 Staff

3.0/3.0 Progress Units
Course Attributes: Introduction to Microeconomics; ZERQ
Textbook Cost; Introduction to Microeconomics

= oo

Result

Swapped

Success - This class is added to your
schedule.

RETURN TO "SELECT COURSES'

Click this button to view the latest state
of your courses.
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How to Swap a Section

[
01 Click on the dropdown beside the section number.

SELECT COURSES 1<4
Colleges:  Schoal of Professional Studies « (1/26) Select...
Instruction Modes: All Select...
Select Course... Mo Q
Import My DegreeWorks: ~ WORKSHEET Class Detaits @i TIPS Sortby: Select... v FILTERS
BUs | Strategic Management ([ETEITTIEIEET _ e
[ ] .
470 53778 LEC (inShoppng Car) v & & com1o T T I S N
coM Digital Literacy RSl ® ggﬂ‘;m School of Professional ““‘T?R’Z Hal
T & ] ® @SS 525 “fOnline-Asynchronous =
(Stay enrolled in 229731EC_ v|& & Recommendations:0 -0 S0R0ProgessUnts
Course Attributes: College Option; ZERO Textbook Cost 1pm
Stay enrolled in 22973-1EC or
@ LECO001 School of Professional Studies  2pm
Drop Course . i BrineAsy Sl @ This schedule includes online classes
Try all classes (9) O ® yan List None Staff August 28 - September 3, 2022
Recommendations: 0:0 3.0/3.0 Progress Units < o >
Try specitic classes (9/9) Course Attributes: ZERO Textbook Cost; Collage Option
g Sep oat Nov Dec )
22531-LEC or 22970-LEC...2-LEC or 22983-LEC ENDE SRBLAR OF (NS 7 [rr———
ADD PERSONAL TIMES v
Total Progress Units: 3.0/3.0
RECOMMEND SAVE AS FAVORITE
02 Choose the section you would like to swap for.
03 Select Get This Schedule and then Do Action.
Getting Schedule
Class Action Options Result
CcoM 110 2022 Fall Term: Aug 25 - Dec 21 —
Digital Literacy Regular Academic Session
@ LEC 002 School of Professuopal
29082 Studies Sw
Seats: 5/25 LHine * e
@e Wait List: None ﬁOnlmeAsynchrog(l)ufsf Success - This class is added to your
Recommendations: 0: 0 l schedule.

3.0/3.0 Progress Units

Course Attributes: College Option; ZERO Textbook Cost

<4 CANCEL

DO ACTIONS
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Click this button to view the latest state
of your courses.
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