
 

 

  

 

 

 

  

 Search multiple schedule options 

based on your preferences 

 

 Block off days and times you would 

like to keep free 

 

 Prioritize schedules that work best 

for you 

 

 Speed up course verification and 

enrolment 
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What is Schedule Builder? 

Schedule Builder is a visual tool designed for students to explore, plan and build their class 

schedule for the upcoming semester. With this tool, students can arrange selected courses 

into a conflict-free timetable grid, making it easier to see what available options best fit into 

their personal and academic lives. 

How to Access Schedule Builder 

1. Go to the following link in your browser: home.cunyfirst.cuny.edu  

 

 

 

 
 

 

 

2. Log into CUNYfirst using your credentials and proceed to Student Center. 

 

 

 

 

 

 
 

  

3. Click the Schedule Builder tile under the Student Center Tab to access the 

application.  
*Be sure to allow pop-ups in the browser 

 

 

 

 

 

http://home.cunyfirst.cuny.edu/
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How to Use Schedule Builder 

1 Once the application opens select the 

term in which you would like to search 

for classes. Scroll Down to find the 

Upcoming Term 
 

 
 

 

 

 

 

2. By default, your home college is pre-selected. Ensure that only the college where you 

wish to enroll is selected. Next, choose your preferred instruction mode for your classes. 

Once finished, you can begin to search for classes. 
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How to Do a Search 

 

1. In the Select Course field, type 

the course number, subject 

name, title or instructor’s name. 

 

 

 

 

2. 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. 

Note: Students can save money by selecting Zero Textbook as a course attribute. 

 OR 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 5 

 

 

 

Note: Asynchronous Classes will not appear on the grid. “This schedule includes online classes” will be 

displayed along the calendar grid to alert you of this change. Make sure to turn on the Class Details 

button to see specific class information, such as meeting time, location, instructor, course attributes, and 

the number of available seats in a class. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to Search for Classes Based on Session 

For semesters with multiple sessions, select the session dropdown menu to pick the 

session in which you would like to search for classes. If a course is not available for 

multiple sessions within a term, you will not see this option available. 

 

 

 
 

 

 

Make sure the date is 

set to the first day of the 

semester for which you 

are scheduling your 

classes 
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How to Search for Classes Based on Student 

Group 

1. To search for classes reserved specifically 

for your student group, click on Advanced 

Search. In the drop-down menu under 

Course Attribute, select your student group 

and click Search. Combine additional 

requirements such as course subject or 

session to refine your search results. All 

classes reserved for your student group for 

the term will be listed below. Select the m 

classes you’d like to add to your schedule or 

classes for which you’d like more 

information. 

Note: When a course attribute is selected, 

the search returns ALL sections for that 

course, not only sections with that 

attribute. Be sure to check under class 

details that your student group is attached 

to your preferred section. 

 

 

2. For Colleges with multiple sessions, select the session dropdown menu to pick the 

session in which you’d like to search for classes. 
 

 

Note: If a course is not available for 

multiple sessions within a term, you 

will not see this option Available 
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How to Use Filters 

1. By default, closed classes are not 

included in search results. 

However, you may choose to 

include closed and/or wait-

listed classes by selecting the 

filters button. 

 

 

 

 

 

 

 

2. Sort by gives you options for searching classes 

based on the time of day. 

 

 

 

 

 

 

 

3. Select and/or drag on the 

schedule form to block out times 

that you cannot or prefer not to 

attend classes. 

 

 

 

 

 

 

 

 

 

 

Pin a specific course to the 

schedule to force the system 

to keep that course in the 

same place 
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4. Reduce your schedule results by choosing the 

session in which you would like to take classes 

in a specific term. 

 

 

 

5. 

At the bottom of the page there is a visual 

timeline which displays all the added 

classes in order, based on each session. 

Select and/or drag on the timeline to see 

your schedule from week to week. 

 
 

How to View an Advisor’s Recommendations 

After selecting the Term for which you wish to add/Drop or Swap a class (Ex.: Fall 2022) 

 

You may see that you have recommendations (which are from your advisor). If so, you 

can click the clock to see the recommendations once you get into Schedule Builder. 

Note: You can always ask questions about your recommendations. If you click Skip, you will go into 

Schedule Builder without seeing these recommendations. 
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EPermit 

 

Once your ePermit has been approved, you will 

receive instructions from the college to which 

you have applied. Both your Home College and 

Host College will appear under your list of 

colleges. To search for classes specific to a 

college, make sure only that college is selected.  
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 Note: Classes that are 

asynchronous will not appear on 

the grid. This schedule includes 

online classes will display across 

the calendar grid to alert you of 

this change 

. 

 

 

 

 

How to Add Courses from DegreeWorks Using Plan 

or Worksheet 

1. To import courses still needed 

to fulfill degree requirements, 

select Plan or Worksheet. 

 

 

 

 

 

 

 

Note: Under the field labelled Select Course, students may have a pre-arranged Plan set up by their 

college advisor through DegreeWorks. Any courses that have been included as part of a Student’s 

Education Plan will be imported into their course list to save time. 
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1. Student 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 can select classes that 

will automatically be added to their 

course list.  

 
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. 

 

 

 

 

2. 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. 

 

 

 

 

 

 

 

 

 

 

 



 12 

 

 

 

 

3. Review the generated results. Browse 

the results by clicking the right and left 

arrows on the screen or by using the 

arrows on your keyboard. 

 

 

 

4. If there is a class section you prefer, 

Pin it to ensure the class section and specific 

meeting time are always returned in the 

generated results. Pin a class to the 

schedule by selecting it directly on the grid. 

 

 
 

 

 

5. 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. 
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Asynchronous classes will not appear on the calendar grid. “This schedule includes online classes” 

will be displayed across the calendar grid to alert you of this change. 

 

How to Save a Preferred Schedule 

  

 

 

If you are unable to enroll immediately, save your 

preferred schedule as Favorite. You can have up to 

five (05) favorites saved under different names. 

Options are available for you to share this link with 

others as well as yourself. You may also print the 

schedule and keep it for your records. 
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Special Topics or Variable Topic Courses 

1. When adding special topics or variable topic courses to your schedule, note that 

you must open class details to see the title and/or description for each topic class. 

Simply select the dropdown menu under Try specific classes and select each option 

to determine which topic class and time works best for you. 
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How to Find Classes Based on Specific Course 

Attributes 

When users select a specific course attribute (Ex: Writing Intensive – Zero Textbook Cost 

(OERS) or Learning Communities, etc.) using Advanced Search, the system will generate 

a result that contains all courses with that attribute on the right-hand side of the screen. 
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From there, users can: 

1. Select the courses they are interested in. 

2. Use the View Selected Only toggle if they want to filter the list down even 

further. 

3. Click Add Selected Course(s) to add those courses to their schedule list. 

Once added, users can expand a course to view available sections. At this stage, only 

sections that contain the selected attribute will be selected by default. If you open 

class details, only these sections are included in the schedule results. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 17 

 

 

 

 

How to Enroll for Classes 

 
 

1. If you are ready to enroll and 

you have found a schedule that 

you like, select Continue. Be 

sure that your actions are all set 

to enroll, then click on Do 

Action. 

You will then be prompted to 

another pop-up screen where 

you will have to Agree with the 

University Tuition & Fee 

Agreement 

 

 

 

 

 
 

2. Upon enrolling, you 

should see the word Added in 

the Results column. If you see 

the word Failed try to resolve the 

issue in the displayed message or 

contact your academic advisor or 

the Registrar.  

3. Once you enroll with 12 

credits, an Enrollment 

Encouragement selection may 

be displayed under your classes.  
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How to Validate your Shopping Cart before Enrolling 
1. Before enrolling in 

classes, you may choose the 

option Add to Cart to add 

courses to your shopping cart. 

After completing the action, click 

on Do Actions. 

 
2. To validate the shopping cart, 

click on Return to Select Courses 

and select Validate Shopping 

Cart. 

 
3. Check your results to ensure you 

can enroll in the class in your 

Shopping Cart. 
 

Note: Not all CUNY Schools will have Enrollment Encouragement as an option 
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How to Adjust Your Schedule After Enrolling 

How to Drop a Class 

1. To Drop a class, select the Trash Can to the right of each course you plan to drop. 

 

2. Select Get This Schedule. Beside each 

course you plan to drop, the word Drop 

should be in the Action Column. 

 

3. If the class is successfully dropped, 

you will see the word Success to the right 

of the course under the results column 

which will show that the course has been 

removed from your schedule 

 

 

How to Swap a Class 

1. Search and select the course 

you would like to enroll in. 

2. Next, select the open Trash 

Can icon beside the course 

you would like Swap to Drop 

it.  

 

 
 

3. Select Get this Schedule 

and then Do Actions. 

 

 

 

 

 

 

 

 



 20 

 

 

 

How to Swap a Section 

1. Click on the dropdown button beside the section number. 

 

2. Choose the section you would like to swap for.  
 

3. Select Get this Schedule and then Do Actions.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: For any questions, concerns or issues contact your academic advisor. 
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Use the link below to access  

 the SCHEDULE BUILDER Online Training 

https://www.youtube.com/watch?v=9q6OgggRDzc&t=12s 
 

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3D9q6OgggRDzc%26t%3D12s&data=05%7C02%7Cwclement%40mec.cuny.edu%7Cecd06972901648f4a3a408ddd394e72b%7C6f60f0b35f064e099715989dba8cc7d8%7C0%7C0%7C638899358681799286%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=mHi0DZjU9bUqaazlWNSZWNqdPwSVL7OP7wWRumXjYwQ%3D&reserved=0

