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ePermit - Current 
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ePermit - Future 
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CUNYfirst ePermit – Student Self Service 

• Allows students to select a course at one CUNY institution 

and find the equivalent course(s) at other CUNY institutions 

using delivered Transfer Credit Articulation Rule configuration, 

view the scheduled classes for that articulation at another 

CUNY and for eligible students, request / submit an ePermit.  

Once the ePermit form is submitted, an approval workflow 

process begins. 
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CUNYfirst ePermit Process Flow 
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Student browses home college course catalog to find an equivalent course at another CUNY  

Student requests permission to enroll at the host college via ePermit form in CUNYfirst 

ePermit request flows through home campus workflow approval process 

ePermit request is routed to home college registrar’s office  

Registrar’s office determines additional levels of approval (manual.) 

ePermit request routes through additional approvals.  If the request is 

rejected/denied, notification kicks back to the Registrar’s Office 

Final approval is with the home college registrar’s office 

Upon final disposition:  

Home institution Registrar’s Office is notified of final disposition 

If approved,  

Email notification for approved ePermit is sent to host college(s) Registrar’s 

Office 

Home institution Registrar’s Office, follows current CUNY business process for 

students going out on ePermit (manual.) 

Host institution creates student record and follows current CUNY business 

process for processing and enrolling an inbound ePermit student (manual.) 
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ePermit Dependencies/Business Impact 
When the student submits the ePermit form, the workflow process begins. 

The list of approvers by Institution must be accurately maintained using 

Committee functionality. 

Internal CUNY to CUNY Transfer Credit Rules must be setup and accurately 

maintained 

Any new academic organizations that are associated with an Academic Plan will 

need a Committee defined. 

System allows for the student to submit one ePermit form to multiple host 

colleges.  Upon final approval, notification could be sent to several host 

institutions. 
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ePermit – Student Self Service 

Student Center 
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ePermit – Student Self Service:  

Select ePermit Option 
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ePermit – Student Self Service 

Select the Term and ePermit Option 
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ePermit – Student Self Service 

Browse Catalog for Desired Course 
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ePermit – Student Self Service 

Find CUNY Equivalents 
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ePermit – Student Self Service 

Grid of Equivalencies is displayed to Select 
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ePermit – Student Self Service 

Make your Selection & Click ePermit form 
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ePermit – Student Self Service 

ePermit Form 
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ePermit – Student Self Service 

Select Permit Type, Verify and Submit 
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ePermit – Email Notification 

Email Alert Sent to Registrar Office - Home 

17 



ePermit – Approval / Escalation 
Registrar can Approve/Deny or Assign to Committee of Approvers (Specific Dept.) 

18 



ePermit – 2nd Level Department Approval 
If escalated for Dept Approval all approver will see it in their Worklist 

19 



ePermit – Approval / Escalation 
Workflow Routed to all the members in the committee(s) 
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ePermit – Approval & Notification 
Permit Status = Approved; Email sent to ALL Host College 
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ePermit – Approval & Notification 
Permit Status = Denied (Approval Not routed further) 
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ePermit – Approval & Notification 
Delegation 
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ePermit – Student View - Search  
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ePermit – Student - View Approval 
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ePermit – Policies 
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 Undergraduate first-year students in the Macaulay, CUNY BA, and ROTC programs 

can take e-permit courses in their first semester, and throughout their college 

careers; other undergraduate students can start taking e-permit courses in their 

second semester and can continue thereafter.  

 All undergraduate new and continuing students can take ROTC courses on e-permit 

at any point in their undergraduate careers.  

 There are no restrictions on the number of courses that students can take on e-

permit beyond residency requirements, or on the number of campuses to which 

students can apply for a course on e-permit. 

 The portion of a student’s tuition and applicable fees that are for an e-permit course 

will (by the end of the fiscal year in which the e-permit course is taken) accrue to 

the host campus of the e-permit course, not to the student’s home campus 



ePermit – Policies 
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 When a student at College A submits an e-permit to take a Pathways Common 

Core course at College B, the Registrar's office at College A will check the 

submission to ensure that there are no negative implications for the student's financial 

aid. If there are, the student will be notified there is a problem. If there are not, the 

submission will proceed to College B (with notification to the applicant).  No 

department-level approvals will be required at either college.  

 If Course X at College A and Course Y at College B are equivalent in TIPPS, when a 

student at College A submits an e-permit to take Course Y at College B instead of 

Course X at College A, the Registrar's office at College A will check the submission 

to ensure that there are no negative implications for the student's financial aid. If there 

are, the student will be notified there is a problem. If there are not, the submission 

will proceed to College B (with notification to the applicant).  No department-

level approvals will be required at either college. 
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