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ENROLLMENT APPOINTMENT 
(DAY AND TIME)

¡ After you have logged into your 
CUNYFirst account, click on the 
Student Center Tile.

¡ On the following screen click on the 
Course Planning and Enrollment Tile.

¡ Click on Enrollment Dates and Select 
the Term.

*Enrollment Date and Time can also be 
seen on when opening Schedule Builder, 
under the corresponding term.



CLEARING REGISTRATION HOLDS

¡ Check CUNYfirst > Student Center > Tasks and Holds
¡ Macaulay: all MHC First, Second and Third year students will have an MHE hold, 

preventing courses from being added or dropped.  This will be cleared once you 
have met with your advisor: Navdip Hans or Ben Ross.

¡ File FAFSA and TAP, and complete any Tasks (CUNYfirst > Student 
Center > Tasks and Holds), especially those related to financial aid.

¡ Bursar holds (BUR, BIH, others) are due to unpaid tuition/fees. Pay or 
resolve to be able to register.



DEGREE WORKS: OVERVIEW

¡ Go to degreeworks.cuny.edu and log in with your CUNYfirst username and password...



DEGREE WORKS: REQUIREMENTS

Note: DegreeWorks lags about 1 day behind CUNYfirst. Course registrations and other changes will not appear 
right away.
Questions or possible errors? Ask you Honors Advisor or Major Advisor

Completed requirement, and incomplete requirement with potential courses to fill it.

Requirement in progress – either currently being taken or registered for a future term



MACAULAY PATHWAYS COURSES

Pathways Requirement Required Course Semester

English Composition 1 ENGL 110H 1st Year Fall

English Composition 2

Mathematical and Quantitative Reasoning

Life and Physical Science

World Cultures and Global Issues

U.S. Experiences in Its Diversity HNRS 126W 1st Year Spring

Creative Expression HNRS 125 1st Year Fall

Individual and Society HNRS 226 2nd Year Spring

Scientific World HNRS 225 2nd Year Fall

One Additional Flexible Core Course



MORE 
TOOLS

¡ Major Department Advising
qc.cuny.edu/academics to find your Academic Department

¡ Degree Maps – suggested 4-year course sequences
qc.cuny.edu/aac/degree-programs-maps

¡ Catalog – official source of course and major information
qc-undergraduate.catalog.cuny.edu

¡ Pathways Requirements

¡ Look up courses in each requirement: qc-undergraduate.catalog.cuny.edu/general-
education-requirements

¡ Look up Pathways requirements for a 
course: babbage.cs.qc.cuny.edu/Curriculum/Approved_Courses/gened_courses.py

¡ Macaulay Honors Requirements on: 
https://eportfolios.macaulay.cuny.edu/queenscollegeadvisors/ 

https://www.qc.cuny.edu/academics/
https://www.qc.cuny.edu/aac/degree-programs-maps/
https://qc-undergraduate.catalog.cuny.edu/
https://qc-undergraduate.catalog.cuny.edu/general-education-requirements
https://qc-undergraduate.catalog.cuny.edu/general-education-requirements
https://babbage.cs.qc.cuny.edu/Curriculum/Approved_Courses/gened_courses.py
https://eportfolios.macaulay.cuny.edu/queenscollegeadvisors/


SCHEDULE BUILDER: 
OVERVIEW

¡ Go to sb.cunyfirst.cuny.edu and login with 
CUNYfirst username and password

OR login to CUNYfirst > click Schedule 
Builder

¡ Begin by searching for a course

*Courses can also be found on Global CUNY 
Search.



SCHEDULE BUILDER: SEARCH FOR CLASSES

¡ All possible 
sections will 
appear in the 
weekly calendar

¡ Search for 
other courses 
to complete 
your potential 
schedule



SCHEDULE BUILDER: ADVANCED SEARCH

Use advanced search for more 
options, and to search by 
Pathways requirement

Find Pathways courses by 
searching Requirement 
Designation

Find College Option by Searching:
• Course Attribute = College Option
• Then search Course Attribute Value = QC 

Language, Literature, Science, or Synthesis



SCHEDULE BUILDER: 
SAVE YOUR SEARCH

¡ Schedule Builder will log you out about every half 
hour. Save your searches so you don't lose your 
progress!

¡ Click Save as Favorite

¡ Name your search then close the Saved tab by 
clicking >>

¡ Tip: Save multiple potential schedules



SCHEDULE BUILDER: REFINE YOUR SEARCH

¡ Click the down arrow next to class to show more info

¡ Check Class Remarks for:

¡ Pre-requisites: courses that must be taken before

¡ Co-requisites: courses that must be taken at the same 
time

¡ Special sections with restricted registration for groups 
such as SEEK, Honors, FYE, College Now, etc.

¡ Click on a course to pin it to your schedule to keep 
that section only

¡ Toggle on Class Details to reveal more info: 
room, professor, remaining seats, credits, textbook

¡ Click through the Result arrows to show possible 
combinations



SCHEDULE BUILDER: 
FINALIZE YOUR 
SCHEDULE

¡ When your enrollment appointment date and time has come, 
open Schedule Builder and display your preferred schedule

¡ Click Get This Schedule
¡ On the next screen, check that your classes are correct, and the 

Action column shows Enroll for all classes
¡ If you change your schedule after enrolling, you may also see 

Drop, Swap, or None in this column

¡ Click Do Actions
¡ You should be enrolled! Check the Result column to confirm

¡ If Result displays an Error, read the description for how to resolve it, 
or ask your advisor

¡ Macaulay: Your tuition scholarship covers 8 credits of Summer 
classes, and 4 credits of Winter classes. The student must cover the 
cost of additional credits beyond those limits.



REQUIRED COURSES: 

First Year
¡ FALL: HNRS 125:  The Arts in New York City (3cr)

¡ SPRING: HNRS 126W:  The Peopling Of New York (3cr)

Second Year
¡ FALL: HNRS 225: Science and Tech in New York City (3cr)

¡ SPRING: HNRS 226: Shaping the Future of NYC (3cr)

You will register yourself on Schedule Builder during your enrollment time.

Tip:
You may not get your first or even second choice of Seminar section. Save at 
least 3 alternate schedules on Schedule Builder to ensure you will have a Spring 
schedule that works.



SPECIAL REGISTRATION: CHEMISTRY

¡ The Chemistry Department will register students early for a 
limited number of reserved seats in their courses

¡ See your advisor for the Chemistry registration form or see the 
Chemistry Dept. in Remsen 206.

¡ Chemistry seats are first-come-first-served.

¡ Send completed forms to Ms. Kelly Barth (Kelly.barth@qc.cuny.edu) or 
you can drop it in the box outside of her office in the Chemistry Dept.

¡ Department advising and info: qc.cuny.edu/academics/chem

https://www.qc.cuny.edu/academics/chem/


SPECIAL REGISTRATION: PSYCHOLOGY

¡ Seats in Psychology will be opened gradually, as few as 5 
seats/per day. If your desired section fills quickly, don’t worry, try 
again tomorrow.

¡ Most 200+ level Psych courses are only open to students who 
have declared the Psychology major or minor, or Neuroscience 
major

¡ PSYCH 213W registration is restricted to those with 60+ 
credits

¡ Courses between PSYCH 311-321: Restricted to those with 
90+ credits, with limited seats, and limited to one course in this 
range per student.

¡ Psychology department advising: 
qc.cuny.edu/academics/psychology/academic-advising-
schedule-advising/

https://www.qc.cuny.edu/academics/psychology/academic-advising-schedule-advising/
https://www.qc.cuny.edu/academics/psychology/academic-advising-schedule-advising/


SPECIAL REGISTRATION: MATHEMATICS

¡ The Math Department will register students early for math 
classes if they are officially declared with a Mathematics major or 
minor

¡ Math majors and minors will be provided with more information 
about early registration through QMail.

¡ The Math Department Pre-Registration Website: 
https://qcpages.qc.cuny.edu/~cwen/
mathematics/preregistration.html

¡ Mathematics Department Advising:
https://www.qc.cuny.edu/academics/math/

https://qcpages.qc.cuny.edu/~cwen/mathematics/preregistration.html
https://qcpages.qc.cuny.edu/~cwen/mathematics/preregistration.html
https://www.qc.cuny.edu/academics/math/


MEET WITH YOUR ADVISOR!

Mr. Navdip Hans
navdip.hans@qc.cuny.edu

Working with
• Class of 2027 students with last names K-Z
• Class of 2026 and up: worked with Ms.  Tanzman 

last year

Make your appointment on Navigate

Mr. Ben Ross
bross@qc.cuny.edu

Working with: 
• Class of 2027 students with last names A-H
• Class of 2026 and up: worked with Dr.  Weinstein 

last year

Make your appointment on Navigate

mailto:Navdip.hans@qc.cuny.edu
https://qc-cuny.navigate.eab.com/app/
mailto:Bross@qc.cuny.edu
https://qc-cuny.navigate.eab.com/app/

