Student Guide

1637 Bedford Avenue, S-107
Brooklyn, NY 11225



Who 1s Eligible to Apply for an E-Permit Request?

% Students who are enrolled as degree-seeking students

% Undergraduate students with a minimum cumulative GPA of 2.00

% CUNY BA students with advisor approval

¢ Graduate students with a minimum cumulative GPA of 3.0

» Newly admitted and continuing Macaulay Honors College, ROTC, and CUNY BA
students with advisor approval

% Students who do not have any holds on their records

IMPORTANT:

» Students must meet all HOME College registration requirements, such as
prerequisites, residency, and immunization.

» Newly admitted transfer students may take an ePermit class in their first
semester. To make a request, the student must contact the Office of the Registrar
to fill out a manual ePermit.

» You must check the status of your ePermit in CUNYfirst.

» Once your permit request from Medgar Evers College has been approved, please

contact the HOST College registrar’s office for registration details.

NOTE:

» Please contact the Office of the Registrar at mecreqgistrar@mec.cuny.edu if you

encounter issues filing your permit.
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e How to Imitiate an e-Permat with
"\ Equvalent Courses in CUN Yfirst

€ s

o O
7 THE 7%

X/

%* Log onto CUNYfirst and from your CUNYfirst Home Page, click on the “Student Center” tile

CUNYfirst Home v

Employee Self Service Student Center

| ]

A'A

to Attend CUNY

cuny.edu/calculator

X/

%+ Click on the “Course Planning and Enrollment” tile

Student Tools Schedule Builder Course Planning and Enrollment ‘ DegreeWorks and FACTS
A A
—_— = i =
= —

3 Active Appointments

X/

%+ Click on the ePermit drop-down arrow, select “Add ePermit with Equivalent Course” then
select “Medgar Evers College.”

Select a Value

== View My Classes/Schedule
- Eugenio Maria de Hostos Community College

::\ Enrollment Appointments
@ Fiorello H. LaGuardia Community College

Q Class Search and Enroll
Graduate School of Public Health and Health Policy

% Browse Course Catalog
Herbert H. Lehman College

ePermit A
Hunter College

Add ePermit with Equiv Courses . i
John Jay College of Criminal Justice

Add ePermit § .
Kingshorough Community College

Iy ePermits
Macaulay Honors College at CUNY

=, Course Histol
| g Medgar Evers College

(i, View Grad
g View brades New York City College of Technology

Note: Students are recommended to use this feature to log in their e-Permit requests.
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How to Imtiate an e-Permuat with
Equivalent Courses m CUN Yfirst (Cont...) .

% Search for Courses.
» 1. Click the “Search for Courses” box
» 2. Type in the class you want to permit for... Ex: ENGL 150
» 3. Use the arrow to search for the available course

Browse Course Catalog

Medgar Evers College % 2

[ Search tor Caurses @

Qﬂiﬂ

= View My Classes/Schedule

| [EnsL s 12
|5, Enroliment Appointments @ Additional ways to search
Q Class Search and Enroll ~ Recently Viewed
1 - ACCT 217
[, Browse Course Catalog Principles of Accounting |
>

3.00 Units

ePermit Y| Typically offered Fall, Spring

Course History Delete Al

*¢* Click on the desired course.

Course Search Results

v Number of Units

(0~ 3 Units

v Typically Offered
(I Fall, Spring

v Grading Basis

[ Alternate Graded

v Requirement Designation

View Search Results
1 result for keyword:"ENGL 150"

/| ]

ENGL 150 - College English Il
3 units Typically Offered Fall. Spring

§§* Review the “Course Details”

5 Course Detail
Medgar Evers College
= View My Classes/Schedule ENGL 150
feich equivalent
=" Enroliment Appointments ) | College EngiishlI
Course Detail

Q Class Search and Enroll

Course Career Undergraduate

E. Browse Course Catalog Units 3.00
Grading Altemate Graded
ePemit v
Course Component Lecture
= Course fHistory Campus Medger Evers College
— Academic Group Liberal Aris
_?e View Grades
Academic Organization English
Honors and Awards y
Enroliment Information
Milestones Typically Offered Fall, Spring
Add Consent Depariment Consent Required
.
Advisors
:.‘ Enroliment Requirement ENGL 112
View Transer Credit Report Requirement Designation Required Core - English Composition
) | Description
Evaluate My Transfer Credit
This cor course continues fhy h: n the various types of crifical and expository writing students will need in the content area courses they will take throughout their college careers. Students will improve their writing skills through

[ Law Exam Numbers

| thewriting and revision of weekly essays and the completion of a major research paper. Course readings will include fiction and non-fiction from a variety of cultures and in at least two genres, and students will be introduced to the vocabulary and
methodology of literary crificism
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How to Initiate an e-Permut with
"\ Equvalent Courses m CUNYfmrst (Cont...)

+* Then on “Fetch Equivalent CUNY Courses”
» 1. Select the Host Institution
» 2. Select the Host Term
> 3. Select the Host Session % 6

fetch equivalent CUNY courses

Medgar Evers College -
Apply for ePermit

ENGL 150 College English Il

Undergraduate
Equivalent Courses found at other Institutions Z ‘3 47 rows
Host Institution Course View Class sections  Host Term ;I::;i m E;g:z?:
l ENGL 102 - English P —
:> Queensborough CC Composition |l Intreduction to View Class sections ‘ 2025 Spring Term V| Regular v " _ Ne |
Literature . i

*** This course
Queensborough CC EN 1022 - Eng Comp2 Intr Lt has not been

scheduled. ™

*** This course
Queensborough CC EN 12 -Engl Comp 2 has not been
scheduled. ™

*** This course
Queensborough CC EN 23-Engl Comp 2 has not been

scheduled. ™™
) ** This course

Queensborough CC LE 102 - English Comp 2 has not been
scheduled. ™™

FRIAT AABAR A i ** This course
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How to Initiate an e-Permut with
"\ Equvalent Courses m CUNYfrst (Cont...)

» 4. Click to change Request E-Permit to “Yes”
» 5. Click on “Apply for e-Permit”.

NOTE: Students should not submit duplicate requests for the same course/institution.

fetch equivalent CUNY courses

L
J
Medgar Evers College N .
Close Apply for ePermit
ENGL 150 College English Il
Undergraduate
Equivalent Courses found at other Institutions 47 rows
Host Institution Course View Class sections  Host Term £i il

Sessi ePermit
h Z)
ENGL 102 - English
Queensborough CC Composition |I- Intraduction to View Class sections ‘ 2025 Spring Term V‘ ‘ Regular V‘ YB_SC]J
Literature

** This course
Queenshorough CC EN 1022 - Eng Comp2 Intr Lt has not been

scheduled. ™

** This course
Queenshorough CC EN 12 - Engl Comp 2 has not been
scheduled. ***

*** This course
Queenshorough CC EN 23 - Engl Comp 2 has not been

scheduled. ***

*** This course
Queenshorough CC LE 102 - English Comp 2 has not been

scheduled. ***

b Pl ENGL 21800 -Advanced ... is,course
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How to Immtiate an e-Permat with
Equivalent Courses mm CUN Yfirst (Cont...)

1. Note the terms open for E-Permit and filing dates

2. Select the appropriate “Permit Type”. Ex: General Elective or Major Elective

3. Verify the course information and add any comments you have for the ePermit reviewer
4. Click on “Submit”. A dialog box will appear confirming your submission.

NOTE: If you are in the CUNY Baccalaureate program, select CUNY BA as the permit type. The
CUNY Baccalaureate program is for a specific cohort of students. If you are not part of this
program, do not select this option.

SEVEN &=

Terms Open for ePermit Application

| Add ePermit Term Career Institution ePermit Begin Date ePermit End Date
‘ | Y ' 2025 Spring Term Undergraduate Medgar Evers Callage 100172024 01182026
2 Email tahara gibbs@student me. cuny du

Home College Medgar Evers College

Cumulative GPA 0.000
“Permit Type | General Elective v
Permit Method Auto

Program Undergraduate
Plan Business Adminisiration AS

Select Home Course
Subject ENGL - English
Catalog 150 - Callege English Il
ENGL 150 - College English ||

Select Host Information

“Host College “Host Career  Host Term “Host

*Subject *Catalog Number Description

English Composition Il

Queensboraugh CC Undargraduate 2025 Spring Tam Ragular  ENGL- Engish 102 Englsh Compasiton I Infoducion to Lieratre 296 Composton

3 Comments

\

ePermit Successfully Submitted

At this stage, you can check the status of your e-Permit request. Pace 6
/ | age




How to Manually mitiate an e-Pernnit
m CUNYfirst (Cont......) .

R/
0’0

Log onto CUNYfirst and from your CUNYfirst Home Page, click on the “Student Center”

tile.

Employee Self Service Student Center

Calculate Your Cost

: . B
& ' | toAttend CUNY

| A'A Wl
Ir B

% Click on the “Course Planning and Enroliment” tile

L X4

Course Planning and Enrollment ‘ DegreeWorks and FACTS

Schedule Builder

Student Tools
A
o/ -:- . o
ML _/
i T

3 Active Appointments
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How to Manually mitiate an e-Permit
m CUNYfwrst (Cont......)

+* Click on “Add ePermit”

Add ePermit

= View My Classes/Schedule

., Emolment Apponienis (3\} Terms Open for ePermit Application

AddePermit  Tem Career Insttution ePermit Begin Date ~ ePermit End Date
(Q s eannd ol
N 2005 Summer Tem Undergraduate  Medgar Evers Calege 03012025 07112025
% Biowse Course Catog
N 2025 Fal Term Undergracuate M olege 0301205 08192025
efemt " Addebemi
) eIy Clsses ched
A ePermit wih Equiv Couses .
| EnvoloetApoiiments !\ -
‘Add ePermit -
(s et vl Tems OpenforePermit g} on
AddoParmit  Temi Carer Insitution oPomitBagin Oate  aParmitEnd Date
iy ePemits EBlemeCuhalog
: N u Undergraduae  Medgar Evess Calege 03002025 iz
effemil —
‘ ¥ [ i Undergraduale  Medgar Evess Calege ~ D300202 91902
/ B P "5 |
** Pick the term you want | weeaes
. Adedumit Email amane puseyfshudent mee cunyedu
to add the ePermit for. i i
My ePemits i
o ” Cumilativa GPA 2711
Toggle on the “N
. ’=, Couse Hefay “Pamit ype v
button to Change It tO C ik Parmit Method Manualy
%
wuwr’) ao“ Program Underpaduale
Y” for “Medgar Evers |......

College”

Subinl

+* Review the Career,
the Institution, the

ePermit Start and
End Dates for
accuracy

Add ePermit
= Vew Wy Clsses Schedde
| Envolmert gpainments (3
Q Clss eaichand Ervll Tems Open for ePemit Application
Add oParmit  Torm Carnar Institution oPamit BoginDate  oParmit End Date
E Browst Gourse Citaog
: N 2025 Sumer Tem Undergroduate  Medgar Evers Calege. (3012028 U
el A
‘ Y 2025 Fal Tem Undesgracele  Wedgar Evess College 032012028 (8102028
Add ePermitvith Equ Courses
Add oPermit Email taman puseystutnt mec cu e
Home Collage: Medgar Evers Collge
My ePemits
Cumulative GPA 211
= Course Hisory “Parmilt Tk
Parmit Method Manualy
Fg View Graties
Program Undengraduate
%Hmam s Phn Pchogy BA
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How to Manually mmitiate an e-
Pernmit m CUN Yhrst (Cont......

+** 1. Click on the downward arrow to add the “ePermit Type”. Ex:
General Elective or Major Elective

¢ 2. Go to “Select Home Course”
> Subject
» Catalog

Add ePermit

View My Classes/Schedule
~ " Enrollment Appointments @
Q Class Search and Enroll

E Browse Course Catalog

ePermit ~

Add ePermit with Equiv Courses

Add ePermit

My ePermits

Course History

View Grades

Honors and Awards

. Milestones

43 Advisors

Add ePermit

= View My Classes/Schedule

. Enroliment Appaintments (5

Q, Class Search and Enroll
{8, Browse Gourse Gatalog
ePermit

Add ePermit with Equiv Courses

=

Add ePermit
My ePermits
’;. Course History
i View Grades

Honors and Awards

Milestones.

&3 Advisors

Terms Open for ePermit Application

Add ePermit  Term Career Institution ePermit Begin Date  ePermit End Date
N | 2025 SummerTerm  Undergraduate  Borough of Manhattan CC  10/28/2024 07M0/2025
[~ | 2025 SummerTerm  Undergraduate  Medgar Evers College 03/04/2025 07/07/2025
[ v [ 2025FalliTerm Undergraduate ~ Medgar Evers College 03/04/2025 08/17/2025
)~ | 2025 Spring Term Undergraduate  Guttman CC 1012112024 06/14/2025
Pl
Email 14philips@gmail
Home College Medgar Evers =iy
Cumulative GPA 0.000
*Permit Type | Major Elective v
- . "
Program Undergraduate
Plan Computer Science BS
"Permit Type | Major Elective -
Permit Method Manually
Program Undergraduate
Plan Computer Science BS
—
elect Home Course
(—
Subject | ACCT - Accounting v
Catalog | 217-Principles of Accounting | -
ACCT 217 - Principles of Accounting |
Select Host Information
o+
E ) “Host - " n "
Host College Host Career Host Term == Subject Catalog Number Description
ACG 100
Borough of Manhattan CC | | Undergraduate ~| | 1259 - 2025 Fall Term ~ | Regular ~| | ACC - Accounting | | 100 - Elementary Acct 1a ~| Elementary | —
Acctla
Comments
| cannat take ACCT at MEC due to time conflicf m
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How to Manually mitiate an e-
Permit mm CUN Yfirst (Cont......)

¢ 3. Then on “Select Host Information” to select the
» a. Host College
» b. Host Career
» c. Host Term
» d. Host Session
» e.Subject
» f. Catalog Number
» g. Comments
¢ Click on “Submit”. A dialog box will appear confirming your 4

. .
submission.
Add ePermit
5 View My Classes/Schesiie
2 evomensppanmens(3)
Terms Open for
Q Gl S vl AddePemnit  Temn Career Insituion eFermit Begin Date ePeit End Date
[T 200 summertem Undergraduate Bomugh of Manhatan CC TozB202 0702026
[P —
2025 Summer Tem Undergraduste Medgar Evers Colege: 042025 772025
ePemit ~
— | 2025 Fall Tem Undergraduste Medgar Evers Calege 03042025 owTIzs =
A ePemituith E
O oesspigTem Undergraduate Gutiman &G 2172024 oa4025

ePermit Successfully Submitted

43

At this stage, you can check the status of your e-Permit request. /'I Page 10




How to Check the Status of a
Submitted e-Permit Request

Once submitted, the status of the e-Permit can be checked through CUNYfirst at any time by
clicking the “My e-Permit” functionality

+»» Toggle View ePermits from “N” to “Y”

My ePermits A1
== View My Classes/Schedule —I‘
Open ePermit Terms for Home College
m a
(£4 Envolment Apporriments ‘\3,' Yiewerenes e vareer Home College ePermit Begin Date  ePermit End Date
Q Class Search and Enroll ]~ 2025 Spring Term Undergraduate  Medgar Evers College 1010172024 01/18/2025
&, Browse Course Catalog [Jw 2025 Summer T Undergraduale  Medgar Evers College 0310112025 071112025
ePermit A \I:\ N 2025 Fall Ter Medgar Evers College ~ 03/01/2025 08/18/2025
Add ePermit with Equiv Courses
Add ePermit
-
_E Course History
ﬁe View Grades
\
My ePermits \
[== View My Classes/Schedule
: - Open ePermit Terms for Home ege
4 Enroliment Appointments /\D vrmwr e e e ~areer Home College ePermit Begin Date ePermit End Date
Q Class Search and Enroll N \ 2025 Sprin Undergraduate Medgar Evers College 10/01/2024 01/18/2025
5 Browse Course Catalog i N | 20; erm Undergraduate ~ Medgar Evers College 03/01/2025 07/11/2025
ePermit o (=¥ erm Undergraduate ~ Medgar Evers College  03/01/2025 08/18/2025
-
Add ePermit with Equiv Courses
elact ePern  to View Details Z
Add ePermit NDr Host Institution lerm Subject Catalog Course Description ePermit Status
Q My ePermits 1 Medgar Evers College 2025 Fall Tem  PSYC 150 PSYC 150 - General Psychology Initiated >
E] Course History
1}@ View Grades
[g‘ Honors and Awards

X/

% All applicable permits will populate after you complete this step.

> Select ePermit to view its details and status
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How to Check the Status of a
¥\ Submitted e-Permit Request ( Cont......)

\E =/

O e 8¢

NOTE: “ePermit Status” will show the current status of your request. If you request is
“Approved”, this signifies that your ePermit request has been completely approved by
Medgar Evers College and you must contact the HOST College to register. If your request is
“Denied”, the reason will be in the “eRegistrar Comments”

ePermit Details

Comments

eRegistar Comments

Emall Address oman ndDic cunyedu Career Undergraduate
Home College Lehman College Program Undergraduate Ty eSS
Cum GPA 3809 Plan_Comouter Scwnce BS
Torm 2026 Speing T eParmit Status Dened

Permit Type Oeneral Elecive Croated By




\_How to Cancel an e-Permit Request

s Go to “My ePermit” on CUNYfirst. Select the appropriate term and your home college
(Medgar Evers College)

+» Select the request that you would like to cancel

) View Grades

My ePermits

Course History

E} Honors and Awards

1 Medgar Evers College

2025 FallTem  PSYC

My ePermits
[== View My Classes/Schedule
- Open ePermit Terms for Home College
D
K Erolmet Appoiiments ? ) Treer e e awee ~areer Home College ePermit Begin Date ePermit End Date

Q Class Search and Enroll N \ 2025 Spring Term Undergraduate Medgar Evers College 10/01/2024 01/18/2025
[, Browse Course Catalog ] N | 2025SummerTerm  Undergraduate  Medgar Evers College  03/01/2025 07/11/2025

ePermit Zh [ Y [jy 2025 Fall Term Undergraduate  Medgar Evers College 03/01/2025 08/18/2025

Add ePermit with Equiv Courses

elact ePern  to View Details
Add ePermit NDr Host Institution lerm Subject Catalog Course Description ePermit Status
150 PSYC 150 - General Psychology Initiated

*

ePermit Details

|:> Cancel ePermit

+» Click on the “Cancel” button located on the bottom right corner of the e-Permit form
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How to Cancel an e-Permit Request

Once the e-Permit has been canceled on CUNYfirst, ensure the course at the

HOST College has been dropped on CUNYfirst before the first day of classes to

avoid tuition liability.

Email Address tajmarie pusey@student mec cuny.edu Career Undergraduate

Home College. Medgar Evers Coliege: Program Undergraduate

Cum GPA 2,771

Plan Paychology BA

Term 2025 Fall Term ePermit Status  Iniiated

Parmit Type Major Eleciive

Created By 26278307

Permit Method Manually 0472272025 1.44.05PM

ePermits 1

LastUpdate 24278377

04222025 1.54:16PM

Home Course PSYC 150 - Genersl Peychology

Host Host  Host et Catalog y
College  MOSECACr T Secsion  SUBRCE pumper  Deseription

QO  Undergraduzie 1259 1 PSYC. 2200 PSYC. 2200 - Lifespan Development

Comments

eRegistar Comments

Are you sure you wa

Topmn y
Career Undergraduate
Home Gollege Medgar Evers Gollege Program Undergraduate
Cum GPA 2771 Plan Psychology BA
Term 2025 Fall Term ePermit Status Cancelled
Permit Type Major Elective Created By 24278327
Permit Method Manually 0472272025 1:44:09PM
ePermit# 1 LastUpdate 24278327
Home Course PSYC 150 - General Psychology 0472212025 2.05:20PM
Host Host  Host Catalog N
Coliege  HOStCareer  rorm  Session  SUPISCt Number  Deseription
Srookyn  Undergraduate 1269 1 PSYC. 2200 PSYC. 2200 - Lifespan Development
Comments.
eRegistar Comments
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"\  How to Cancel an e-Permit Request

Once the e-Permit cancellation is confirmed on CUNYfirst for the Home College,
ensure the course at the HOST College has been dropped on CUNYfirst as well
before the first day of classes to avoid tuition liability.

My ePermits

= View My Classes/Schedule

Open ePermit Terms for Home College

(54, Envoliment Appointments Q/ View ePermits  Term Career Home College ePermit Begin Date  ePermit End Date

Q Class Search and Enroll N 2025 Spring Term Undergraduate ~ Medgar Evers College 10/01/2024 01/18/2025

5 Browse Course Catalog 7 N 2025 Summer Term  Undergraduate ~ Medgar Evers College 03/01/2025 07/11/2025

ePermit E$ ' E 2025 Fall Term Undergraduate ~ Medgar Evers College ~ 03/01/2025 08/18/2025

Add ePermit with Equiv Courses
Select ePermit to View Details

Add ePermit Nbr Host Institution Term Subject Catalog Course Description ePermit Status

My ePermits > Medgar Evers College | 2025FallTem  PSYC 150 PSYC 150 - General F’Q Cancelled >

) Course History
) View Grades

E Honors and Awards

NOTE: e-Permit cancellations take 1-3 business days to process completely.

IMPORTANT: If a student enrolls in a course at the selected HOST college and

decides not to attend the course, it is the student’s responsibility to cancel the
course at the HOST campus and cancel the e-Permit request through CUNYfirst
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Having Questions or Concerns?

Contact the Registrar’s Office

At:

Phone: 718-270-6040 Email: mecreqgistrar@mec.cuny.edu

For:

s General Inquiries
s E-permit and Non-degree Registration

s Error Messages
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