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Background Queensborough Community College students who wish to take a course at another CUNY school can 
fill out the ePermit application in CUNYFirst. The request will be reviewed by the QCC ePermit unit. 
Students will receive a decision regarding their request both through email and the ePermit page in 
CUNYFirst. If approved, the host college (where you want to take the course), will set up an 
enrollment appointment. The approval of an ePermit does not guarantee you a seat in a 
course/section. 

 

After the host college has set up your ePermit, you will need to register for the course. Please allow 
time for the host college to process your ePermit request after QCC has approved your ePermit. Once 
the host college completes their process, you can view your enrollment date and time by logging in 
CUNYfirst and going to Student Center > Course Planning and Enrollment > Enrollment Dates. If your 
host school(s) and the term is listed, you can view when you can register for your ePermit course at the 
host college. 

 
Procedure Please follow the steps in the table below to complete the task. 

 
Step Action 

 Sign into CUNYfirst (https://home.cunyfirst.cuny.edu) with your CUNYfirst username 
and password. 

1 Select Student Center → Course Planning and Enrollment → ePermit → Add 
ePermit with Equiv Courses 
*If you already submitted a request for an ePermit and want to either check on the 
status or cancel it, select “My ePermits” (Please refer to page 4 on this 
document for more details). 
*You will only select “Add ePermit” if the course of interest does not have an equivalent course at 
QCC. Please be sure to have approval before pursuing this method. 
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2 You will be brought to the QCC course catalog where you must select the home 
college first, then search by the subject and course you are looking to complete at 
another CUNY school.  

 

 
 

3 When searching for a course, type only the letters of the course you want (Step 1). 
Afterwards, select the course (Step 2). For example, if you are looking to take a 
course that would come into QCC as LS111, you would search LS and click LS111. 
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4 After selecting a course, you will be brought to the Course Detail screen which 
includes information such as credits, department, and the course description. To 
see the equivalent courses at other CUNY schools, you’ll need to click “fetch 
equivalent CUNY courses”. 

 

 

5 The next screen will show you a list of all CUNY schools which have an equivalent 
course. To file the ePermit, select the term, session, switch “No” to “Yes” the desired 
host college (Step 1), and then click “Apply for ePermit” (Step 2). If the course is not 
being offered, the box will be greyed out and unable to be checked (see the red 
X’s). Do not select more than one college per ePermit request. 
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6 On the ePermit request form, confirm the term (Step 1). You will input how the 
course will fulfill a degree requirement by selecting one of the options under “Permit 
Type” (General Elective, Major Elective, Pathways, etc.) (Step 2). Additional 
comments for the reviewer can also be added in the comments box. Once the form 
is filled out, you must click “Submit” (Step 3) and then “OK”. 

 

 

7 You can check the status of a submitted ePermit by choosing “My ePermits” (Step 1) 
and the semester you requested to take the class (Step 2). This page will show a list 
of all submitted ePermits for that term and its current status (Step 3). By clicking the 
arrow next to the status, you can view the full request details, any comments, and 
cancel requests if needed. 
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8 In order to cancel an ePermit, click the “My ePermits” (Step 1) button, select the 
appropriate semester (Step 2), and click the arrow next to the status of the desired 
ePermit you wish to cancel (Step 3). On the next screen, click the “Cancel” button 
on the upper-right. Please be sure to drop the course at the host college before 
canceling your ePermit. Canceling the ePermit does not automatically drop 
you from the course. 
If you no longer plan on taking courses at another CUNY via ePermit, you must 
cancel your ePermit. 

 
 

 
For questions regarding ePermits, please e-mail us at ePermit@qcc.cuny.edu. 
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