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Regqistering for the CUNY Portal
http://www.cuny.edu

Click on the “Log-In” link on the CUNY Portal homepage. This brings you to the Portal
Login page.

Click on the Register Now! link.

Select the option that best describes your current affiliation with the University: e.g.,
Student, Faculty, Staff.

On the User Validation screen you have to enter your Last Name, Social Security
number and Date of Birth.

Enter your Social Security Number without spaces or dashes: nnnnnnnnn
Enter your birthdate in the following format with the slashes: mm/dd/yyyy

i Next : . . . Confirm
Click 4“ then confirm the information you entered by clicking 4“

Now you will get a screen where you can change your username, create your
password and enter an e-mail address. Be sure to list an accurate e-mail address.
This is the means by which we communicate a new password to you if you ever forget
your password. Make sure that you write down your username and password and
store it in a safe place. You will need them each time you login to the portal. Once
you've entered all the needed information click the Save tab.

You will be brought back to the Portal Login screen with a message stating “You have
successfully completed the registration process. Now you can log into the
portal.”

Log In

Enter your username and the password you've created and click

“My Page” will open and you are now logged onto the CUNY Portal.



Logging onto the CUNY Portal

Step 1. Click on the Log-in link on the CUNY Portal homepage. This brings you to the Portal
Login Page.

Log |
Step 2. Enter your Username and Password in the spaces provided and click or

I Remember: If you don't have a Username and Password you must first register by
clicking on the Register Now! Link on the Portal Login page.

Portal Login Problems

e | am reqgistered but | forgot my password. - Click on the Forgot Your Password? link on the
Portal login page. A new password will be sent to you via e-mail at the address specified in
your portal profile.

e | typein the username and password but | get “Authentication failed. Please enter a
valid username and password.”

Note: Passwords are case sensitive. If you you are still unable to log in please click on
the gray web support link at the lower right of the page then the Email for more help
( Send ]

link. Fill out the online form and click . Please include your full name, Date of
Birth, portal username, and a contact phone number.

® | know my password but forgot my username - Please click on the gray web support link at
the lower right of the page then the Email for more help link. Fill out the online form

( Send J

and click . Please include your full name, Date of Birth, and a contact phone

number.



‘My Page’ on CUNY’s Portal

Now that you've logged into the Portal you can customize your “My Page” by editing the modules on
this page. Here you can add bookmarks, add text or html, create a task list and access your SSO
(single sign on) links. SSO links are accessible depending on your campus affiliation. (e.g.,
Student, faculty or staff)

Here is a view of “My Page” with the different modules.
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You can add and edit the
modules on your My
Page by clicking Edit
Content.

You can also change the
location of the modules
on you My Page by
clicking Move Content.

You can also create a task list.
Just click on Add Task and add
them one at a time.
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This is a SSO module for a Student. You can not add links to this module.
The links accessible are predetermined base on your campus affiliation.
e.g., eSIMS and CPE. are applications registered students would need.




Editing ‘My Page’ Modules

At the top right corner of the Bookmark and Text Pad modules are two ‘buttons’: ‘edit’ and ‘x’. Edit
opens a screen for you to add your bookmarks and the ‘X’ deletes the module from the page. You
can always add it back by clicking the Edit Content link on the upper right hand side of the page.

Bookmark: You can add any number of your favorite bookmarks here: Apple, CNN, NY Times, you
name it! While you can only add three at a time, you can edit the list whenever you wish to add
more of your favorite links. And of course you can delete or change these bookmarks at any time.

Updat
When you make changes to your Bookmark module, be sure to click on the P I button at the

bottom of the Edit view to save your changes.

Note: When adding the URLSs to your bookmark list you must do it in the proper format: e.g.
http://www.columbiahouse.com/

Text Pad: Write anything you please, a note to yourself, phone numbers, whatever. You can even
use simple HTML tags in the text pad. When you make changes to your Text Pad module, be sure

. Update o
to click on the button at the bottom of the Edit view to save your changes.

Task List: This list allows you to create a to do list. You may want to use it to list tasks required for
applying to CUNY, papers to write, appointments, or plans with friends. It's up to you. The Task List
Options link allows you to control how many of your tasks are displayed by default upon login. You
may want the default, which shows up to three tasks, and then use the View All link at the bottom of
the module to see a complete list of your tasks. Or you can change the default number of tasks
shown by clicking on the Options link and changing your preferences. When you make changes to

. . Save Save & Add Another
your Task List module, be sure to click on the or

the Edit view to save your changes.

button at the bottom of




Adding Modules

CUNY'’s portal hosts a tremendous amount of information related to your life at CUNY, whether
you are a student, faculty or staff. When you click on the Edit Content link at the top right of My
Page, you will see numerous categories, each with a list of links: Alumni and Visitors, Colleges
and Programs, Current Students, Faculty and Staff and Prospective Students. Each of these
categories has a number of links you will find helpful. Choose those most relevant to your
current status. You can add and change these links at any time. No more roaming around for
those critical connections!

Arranqging the Layout of Modules — Move Content

As you add and change the modules on your page, you may want to rearrange the placement of
these modules.

e Click on the Move Content link at the top right of My Page to move modules and use either of
the interfaces to move your modules around:

e Click the black arrows to move a particular module. Gray arrows indicate you cannot move a
module in this direction.



My Profile

To access your Profile you can click on the link My Profile on the lower left side on the menu bar. It
will be under the Welcome and above the Logout link. After clicking My Profile you are brought to
a screen that has your name, address, CUNY role and e-mail address. This is information that is
taken from the CUPS or SIMS systems.

To change your password, college affiliation or email address. Click the tab Modify.
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This is the view of a test user’s Profile after clicking the Modify tab. From this screen the user can
change his primary college, CUNY role, e-mail address and password. He can also enter a
graduation date and nickname. When he is done he clicks the Save

Tab.

Note:There is one located at the top of the screen and another at the bottom. He can click either
one to save his changes.

He then clicks ok in the dialog box so that his changes will be saved.
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Chanqging Primary College Affiliation

If you need to change or update your registration information in eSIMS AND you attend more than
one college, you must select your Primary College Affiliation before accessing eSIMS or ePermit.

Step 1. Log into the Portal and then click on the link My Profile.

Step 2. Click on the tab Modify the page opens, allowing you to edit your information.
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Step 4. Now click the tab Save.

Step 3. Click
the down arrow
to choose your
Primary
College.

Again, there is one located at the top of the screen and another at the bottom. You can click either

one to save your changes.

Step 5. Then click ok in the dialog box so that your change will be saved.

Step 6. Click on the MY PAGE tab in the upper right corner to access your bookmarks, tasks, and

SSO applications. eg. eSIMS, ePermit




