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Procedure  

Step Action 
1 Sign into CUNYfirst (https://home.cunyfirst.cuny.edu ) with your CUNYfirst UserName 

and Password. 
2 a- Select Student Center                           b- Select Schedule Builder   

 
   
 
 
  

3 On the calendar schedule view, unpin the class you wish to swap from the calendar, by selecting 
the class 
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4 1- Search for the new class you want (Ex: ENG 201) 

 
 
2-The Course ENG 201 was selected 

  
 
3- Click on the recycle bin icon next to the class you want to swap 
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4 To officially swap your class, select “GET THIS SCHEDULE” 
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5 a- Make sure the previous class to swap with has “Drop” and the new class has 
drop down that indicates “Enroll” 

b- Then select “DO ACTIONS” button to finalize the class swap 
 

 
 
: 
Tuition and Fee Agreement 
Before completing any enrollment actions (add, drop, or swap), the following user agreement 
will show. There will be the option to acknowledge  ‘I,agree. to the terms via the provided link ( 
https://www.cuny.edu/about/administration/offices/legal-affairs/university-tuition-fee-manual/v-
student-liability/#general-policies) in order to proceed with enrollment or can select ‘Cancel’ to 
return to the schedule results page without enrolling.

 

 
 
 

https://www.cuny.edu/about/administration/offices/legal-affairs/university-tuition-fee-manual/v-student-liability/#general-policies
https://www.cuny.edu/about/administration/offices/legal-affairs/university-tuition-fee-manual/v-student-liability/#general-policies
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6 The class has been swapped. See confirmation.  
 

 

7 Your schedule is now updated! 
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