Office of Financial Aid

GUIDE TO ENHANCED FINANCIAL AID SELF-SERVICE
INFORMATION IN CUNYfirst

The CUNYfirst Student Center provides an easy way to
access, view, and manage your financial aid information
over the Internet. This booklet provides information on
the new features in Self-Service :

CLAIMING YOUR CUNYFIRST ACCOUNT

VIEWING YOUR FINANCIAL AID “TO DO”
LIST

VIEWING YOUR FINANCIAL AID AWARDS

@ ACCEPTING OR DECLINING YOUR FEDERAL

WORK-STUDY OR FEDERAL PERKINS LOAN

VIEWING YOUR PENDING AID AND PAST
PAYMENTS

ADDING YOUR BANK ACCOUNT AND
ENROLLING IN DIRECT DEPOSIT



CLAIMING YOUR CUNYfirst
ACCOUNT

To view your financial aid payments and pending financial aid in your
Student Self-Service, you must first claim your CUNYfirst Account.

NOTE: If you have already claimed your CUNYfirst account, it is not
necessary to do the account process again. You can go to page 3 for
Viewing Your Financial Aid “To Do” List.

To claim your CUNYfirst Account:

CUNYfirst is the City University of New York's fully integrated
resources and services tool, using the latest technology to serve
our students, faculty and staff.

Signing on to CUNYired - from anywhors, armdime - wil allow sludents io manage Beir academic careens and francial
mecounts in real time and mone, i wil give taculty additicnal iools to enhance their interacBion with students. Il is aiso
designed 1o give stafl acceas ko povwerful processas at connect with the finance, studend administration and human
resources funciions necessary io oparaiing fhe nation’s larpest urban unhmrsity

Usarmarma
Password: (1)

Forgol your pagswaord?

Changs Password

Eirst Hima usars

1. Go to: https://home.cunvyfirst.cuny.edu and click "First
time users".

2. Enter the required information and click OK.

Select your Challenge Questions and Answers — you need to
select five of the questions.

4. Choose Your Password — you must then confirm your choice
of password by reentering it.

Password Requirements: at least 8 characters long, at least 1
uppercase letter AND at least one numeric OR one special character.
Your password will expire every 90 days so you will need to create a
new password at that time.

5. Your CUNYfirst account is now activated. You will get a
confirmation page which you may print for your records.


https://home.cunyfirst.cuny.edu
https://home.cunyfirst.cuny.edu

VIEWING YOUR FINANCIAL AID
“TO DO” LIST

After you have filed your financial aid applications, the “To Do” list in
your CUNYfirst Self-Service Student Center will alert you to any out-
standing items with your record that must be finalized to complete your
financial aid package.

STEP# 1: Login to CUNYfirst at https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the left menu.

STEP# 3: Navigate to Self Service followed by Student Center. In
the To Do List section, you will see a list of outstanding items. Click
the details link to see more information.

¥ To Do List

2012 Parent(s) Fed Tax Trns
2012 Std Fed Tax Trns

2012 V1 Dep Verification Wrk
CUMNY Supplement Form
General Financial Aid Reguest
Immunization - MMR

Meningitis Acknowledgement

STEP# 4: Review the current outstanding items with your financial aid
applications. You may find it helpful to sort and filter by institution to
ensure you are viewing items related to your college.

NOTE: If you will be attending NYCCT, you are only required to resolve
the items listed for NYCCT. Any unresolved items listed for other CUNY
Colleges will not prevent you from finalizing your Financial Aid or con-
ducting other business at NYCCT.

Touwr current To Do #ems are shown below. To sort or filker your To Do #2ms, change the options below snd click Go

Winw your To ks [hermns by

Chse [ ate 2,
|:|r-.|1:|n.t|q.n A |

Fun< tion o= |

T Do Thaarm D Dhwbe Stabus Ena b burbiom Acdrrinds brative Fundg tion

200k gud Fad
Taa Trog

LGS Z014 Tnakiated MY College of Tachrology |(Finanoisd sid

QLR IHRE |30/9 672014  |Initinted ME Collans of Tuchmelogy |Finanssl ald

[TAP Apgbcation [10/1072014 | Inskisted M Collage of Tachnology |Finandsl Ald

Cancel |
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By clicking on each To Do Item, you can view the details concerning
the item, including the office contact information, and instructions on
how to resolve the item.

NOTE: You must resolve each To Do item on your Item List. Failure to
resolve the items will delay final processing and awarding of your finan-
cial aid.

To D EEErv Dhsiz Date Status L Btk eosry Addmdribstrative Fune ton
iﬂ%ﬂﬂ 10f16f 2014 Initiated WS College of Technology |Finandal sid

2014 vl Indep 7 B

et g 10162014 Initiated WG Callege of Technalegy |Financial Aid
B s e } - L - 1=l lal { — LI

|THP'-!"- licgtion (117112014 |Ini|:i'l-tlld WY S Collage of Technalogy |Financal Aid

The instructions on the To Do Item Detail may ask you to download
and submit a form to the Financial Aid Office. To access the form, you
may need to copy and paste the web address in the browser. Click on
Return to go back to your Item List.

Ta Do [tem Detail

2014 V1 Indep Verification Wrk

Hid Yomr: 2008
Acsdoniis bnabituion: HE Calaga of Tadhhalagy
Admardstraties Funclion)  Finsncal fsd
[ETE BT O 10/ 8 2004
e as iz Haw Tork City College of Technolagy
opartmani: Offica of Fimandal &sd
Phazans : 1. 260,300
firnen i il i g <itgb g ch, guny £y
Firmgndi gl dig W i
Descrplion

Woie FAFEA war paladtad by the WS, Dapetmant of Educakion for revias in & process
called VERIFICATION, Yo feait cermpleta, Jign. &5d fubsmit g "2004-2045 Standard
Yarfizatian VI Indepandars Weorkthaat" o the Fnandal ald Office 8t your collegs. Tha
Form ip available on the CUNT wabeits st i divew. og edal admipsione financal-
gl Fimand s LR germ i camm o rd aemal 201 8 101 SRV, gl

Retum




VIEWING YOUR FINANCIAL AID
AWARDS

Your Student Center provides information about your financial aid
awards. These are listed for the entire academic year and also broken
down by term.

STEP# 1: Login to CUNYfirst at https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the left menu.
STEP# 3: Navigate to Self Service followed by Student Center.

STEP# 4: In the Finances section, click the View Financial Aid link.

¥ Finances

My Account

Account Ingquiry

Financial Aid

II View Financial Aid]
Accept/Decline Awards
Direct Loan Processing Form
Supplement Form

other financial... v @

STEP# 5: On the Select Aid Year to View page, you may see listings

for multiple aid years and multiple colleges. Click the link for the college
and aid year you wish to view.

Financial Ald

Select Ald Year to View

Chick the aid year you wish to view

Al Yor | IrsHbrbion . -H Toar Desorpton
e I W College of Tadhnalagy Faduersd ald Yags POL4-2013



https://home.cunyfirst.cuny.edu
https://home.cunyfirst.cuny.edu

STEP# 6: On the Award Summary page, you will be able to view the
total aid for the entire academic year and by individual terms. In the
Terms section, there are hyperlinks for more detailed information which

are discussed in the next steps.

Financial Aid

Fr— ~ )

Award Summary

Federal Aid Year 2013-2014

Select the term hyperlinks below to see more detailed information.

Currency used is US Dollar.

Full-Yr Financial Aid Summary

i ngelin

Currency used is US Dellar.

;.un.rlg Description lc:t-gm . m!;dl .lt\:tpta:i:
Federal PELL Grant Fall Grant 2,822.50 2,822.50
Federal PELL Grant Spring Grant 2,822.50 2,822.50
Federal SEOG Spring Grant 175.00 175.00
Federal SEOG Fall Grant 175.00 175.00
Federal Work Study Spring Work/Study 900.00 900.00
Federal Work Study Fall Work/Study 900.00 900.00
Initial TAP-Fall Grant 2,050.00 2,050.00
Aid Year Totals 9,845.00 9,845.00

ACCEPT/DECLINE Awmcﬂ

EE;E!WM'Ttm Vigw Schedul ighur n

Award Description |Category [ Offered i‘h'ﬁﬁtid:
Federal PELL Grant Spring Grant 2,822.50 2,822.50
Federal SEOG Spring Grant 175.00 175.00
Federal Work Study Spring Work/Study 900.00 900.00
Term Totals 3,897.50 3,897.50
2013 Fall Term hedul igbyr fn
Award Description ‘iCatlgoq D'leld Attophdi
Federal PELL Grant Fall Grant 2,822.50 2,822.30
Federal SECG Fall Grant 175.00 175.00
Federal Work Study Fall Work/Study 900.00 900.00
Initial TAP-Fall Grant 2,050.00 2,050.00
Term Totals 5,947.50 5,947.50




STEP# 7: By clicking on the Full-Yr Financial Aid Summary link, you
will be able to see your Estimated Financial Aid Budget for the aca-
demic year.

Finanecial Aid

Full-Yr Financial Aid Summary

ederal Aid Year 2013-2014

e information below is a calculation of your estimated need.

Estimated Financial Aid Budget 24,434.00
Expected Family Contribution 0.00 =
Estimated Need 24,434.00
Total Aid 9.845.00

Currency used is US Dollar.

This is your financial aid eligibility based on your estimated financial aid (budget) costs,
family contribution, and estimated need for this aid year.

STEP# 8: Click on the hyperlinked budget amount to see your Estimat-
ed Financial Aid Budget Breakdown by term.

Finanecial Aid

Estimated Financial Aid Budget

Federal Aid Year 2013-2014

Listed below is an estimate of items used to determine your costs.

2014 Spring Term

-Ea"i.:._e_;;n:{__l_-ﬁ_es:_r_iption l A.m_uun_t_|
Books and Supplies 6€24.00
Activity Fees 44.00
Conseclidated Fees 15.00
Technology Fee 100.00
Food (at home) 1,010.00
Housing 5,193.00
Lunch 574.00
Loan Fees 29.00
Medical Expenses g22.00
Personal Expenses 1,186.00
Transportation 510.00
Tuition 2,100.00
Term Total 12,217.00




STEP# 9: Return to the Award Summary page and, in the Terms section
click the View Scheduled Disbursement Dates link.

Terms

2014 Spring Term | View Scheduled Disbursement Dates
Award Description [category | Offered| Accepted |
Federal PELL Grant Spring ‘Grant ' 2,822.50 2,822.50
Federal SECG Spring Grant 175.00 175.00
Federal Work Study Spring Work/Study 900.00 900.00
Term Totals 3,897.50 3,897.50

20132 Fall Term View Scheduled Disbursement Dates
Award Description category | Offered|  Accepted|
Federal PELL Grant Fall Grant 2,822.50 2,822.50
Federal SEQG Fall Grant 175.00 175.00
Federal Work Study Fall Work/Study 900.00 500.00
Initial TAP-Fall Grant 2,050.00 2,050.00
Term Totals 3,947.50 3,947.50

The Scheduled Disbursements page displays the projected dates for dis-
bursement of your financial aid awards.

NOTE: To view your actual disbursements, access Account Inquiry from
the link at the bottom of the screen.

Finanecial Aid

Scheduled Disbursements
Federal Aid Year 2013-2014
2013 Fall Term

To view actual disbursements to your financial account, access Account Inquiry.

Award Description |Category A:ﬁ::ﬁl Fee| Net "‘m"'“"ti?;ﬂ.: ::1::
Federal PELL Grant Fall “Grant 1,411.25 0,00 1,411.25 08/19/2013

Grant 1,411.25 0.00 1,411.25 09/23/2013
Federal SEOG Fall Grant 175.00 0.00 175.00 09/23/2013
Initial TAP-Fall Grant 2,050.00 0.00 2,050.00 08/19/2013
Term Totals 5,047.50 0.00 5,047.50

Currency used is US Dollar.

If any accept amount is zero or if the scheduled disbursement date is blank, your award
viill not be disbursed. Please proceed to Award Acceptance page to accept or decline these
awards.

Account Inguiry




ACCEPTING OR DECLINING YOUR
FEDERAL WORK-STUDY AND
FEDERAL PERKINS LOAN

You are required to either accept or decline certain types of financial aid
awards, such as Federal Perkins Loan or Federal Work-Study.

STEP# 1: Login to CUNYfirst at https://home.cunyfirst.cuny.edu

STEP# 2: Select HR/Campus Solutions from the left menu
STEP# 3: Navigate to Self Service followed by Student Center

STEP# 4: In the Finances section, click the Accept/Decline Awards

. |

My Account
Account Inguiry
Financial Aid

= — = | O
Accept/Decline Awards
Uirect Loan HFrocessing

Supplement Form

Form

other financial... v @

STEP# 5: On the Select Aid Year to View page, you may see listings for
multiple aid years and multiple colleges. Click the link for the college and
aid year you wish to view.

Financial Afd

Select Aid Year to View

Click the aid year you with to view

Al Yo | I Hbubion .H Toar Descripbon
iels W College of Tedhnolagy Fadwral Ald Vass 20142013
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STEP# 6: Review your entire awards package. Notice that some of your
awards such as PELL, TAP, SEOG come pre-accepted and require no further
action by you. Note: If you wish to decline your PELL, TAP or SEOG award,
you must speak to the Financial Aid Office at your college.

If you are awarded Federal Work-Study or Federal Perkins Loan, you MUST
accept your award(s) by checking the “Accept” checkbox for each award.
After checking Accept or Decline, do not forget to hit the SUBMIT bottom
at the bottom of the page.

NOTE: If you do not indicate acceptance of your Federal Work-Study or
Federal Perkins Loan, you risk losing the awards.

Last Updated: 12/11/2013 7:16:27PM Status: New Package

Award _ [Category _.Cireer . D“ered. Accepted ;_li:i:ept }ecliru\:_Ji

E | Work Stud i I A

cidaral Wock SWY work/Study Undergraduate  900.00 soo.od O

Federal Work Study
Work/Study Undergraduate 900.00 900.00 N []

Fall

ERQRral CELL Qemnt arant Undergraduate  2,822.50 2,822.50 W

Traeca PEELBTATL grane Undergraduate  2,822.50 2,822.50

Spring

Initial TAP-Fall Grant Undergraduate 2,050.00 2,050.00 v

Federal SEQG Fall Grant Undergraduate 175.00 175.00 o

Federal SEQG

Sorin Grant Undergraduate 175.00 175.00 o d

Total 9,845.00 8,045.00

Currency used is US Dollar. accept all ] decline all ] clear all_] update tntal&]

SUEMITI

Click on the Award hyperlink to receive more detailed information about the
award and its requirements. Below is an example of the Federal Work

Study deta

il screen.

Federal Aid Year 2013-2014

Award: Federal Work Study Fall Category: Work/Study
Dishursenten_t Date :Descri_p_tiqn | .A_wa_rd A_muu_nt:
09/23/2013 2013 Fall Term 200.00

Currency used is US Dollar.

Message

- You must be registered for at least six credit hours.

- You must find an eligible part-time job (job listings are available in the financial aid
office).

- You must complete all required FWS forms.

- You must be in good academic standing in your college with a 2.0 GPA (C Average)
or higher after two years of enrollment

10




VIEWING YOUR PENDING AID AND
PAST PAYMENTS

The following steps provide instructions on how to view your pending
financial aid and past financial aid payments in CUNYfirst Self-Service.

NOTE: Financial aid that is "pending" means that you have been
awarded the aid, and it is being used as a credit towards your tuition bill,
but it hasn't actually been paid out.

STEP# 1: Login to CUNYfirst at https://home.cunyfirst.cuny.edu.

STEP# 2: Select HR/Campus Solutions from the left menu.
STEP# 3: Navigate to Self Service followed by Student Center.

STEP# 4: In the Finances section, click the Account Inquiry link to
see the details of the Account Summary.

Account Summary

You owe 2350.00.

250.00
.00

= Due Now
w Future Due

othar financial...

= ®

=* You have a past due balance of 250.00. **

Account Activity
Charges Dus
Paymants

Panding Financial Aid
othar financial...

Currency used is US Dollar.

|' Account Inquiry || Bectronic PaymentsPurchases ||

i e

Account Services
pending ald

activity |! charges due |! payThents ||
Account Summary
You owe 2,258.55. For the breakdown, access Charges Dus
* Dus Mow 138.70
* Future Due 2,119.83

=* You have a past due balance of 138.70. **

ODutstanding |
Charges &
Deposits|

Pending
Paymants

Pending

L Financial Aid

Total Due

2011 Spring

i 10.00 10.00
2044 Fatl 128.70 128.70
SOAS. ST z.,119.03 1,519.83 €00.00
_%2‘1:1 Spring 825.00

Total 2,258.55 2,344.85 7318.70

11
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STEP# 5: Under the Account Inquiry tab, you will be able to
view your pending financial aid by clicking the “pending aid” sub-
tab.

f Account Inquiny ]( Electronic Payments/Purchases ]( Account Services ]

| sUmmary || activity || charges due ” payments || pending aid |

Pending Financial Aid

View By Al Terrmns I;] ﬁ

Pending Financial Aid Find | ¥Yiew All | First K 1.7 of 7 I¥ Last
Award Term Amount
CD Faws 2012 Fall Tarm £5.,85
Fadarsl SECGE 2012 Fall Tarm 200,00
Fadaral Pall Grant 2012 Fall Tarm 1,250,00
Federal SEOG SO G e 200,00
Term

Federal Pell Grant e 312.50|
Term

Federal Pell Grant SULY i 212,50
Term

Total Pending Financial Aid for this view 2,344.85

First 0 1-7 of 7 n Last

IMPORTANT NOTE: Your financial aid awards will NOT appear on
your Account Summary page for at least 1 business day after
you complete your initial enrollment. If you make any change to
enrollment that affects your financial aid eligibility, your recalculat-
ed financial aid awards will not appear until the next business day.
If you have pending financial aid that covers your tuition and fee
charges in full, you are not required to make a payment to the Bur-
sar.

STEP# 6: Once your financial aid has been disbursed, you will see
your payment history under the “payments” sub-tab.

Account Inguing ][ Electronic PaymentsPurchases Il Account Services

sSuUmmany | activity charges due paymenis pending aid

Payment History

P — 03/01/2012 [ Jo [03/01/2012 [w go |
Posted Paymanis Find | View 5| &l First &3 1-3 of 3 B Last
Date Paid |Payment Type | Paid Amount |
03/01/2012 Subsidized Direct Loan 2.239.00
03/01/2012 Unsubsidized Direct Loan 2.985.00
Total Posted Payments for 5.224.00

this view

12



ENROLLING IN DIRECT DEPOSIT IN
CUNYfirst SELF-SERVICE

The following steps provide instructions on adding a Bank Account on Self
-Service and enrolling in Direct Deposit to receive refunds and work study
payments.

STEP# 1: Login to CUNYfirst at https://home.cunyfirst.cuny.edu.
STEP# 2: Select HR/Campus Solutions from the left menu.

STEP# 3: Navigate to Self Service followed by Campus Finances.
STEP# 4: Click Manage My Accounts.

% %
| Account Inquiry || Electronic Payments/Purchases ” Account Services

| direct deposit ” bank accounts

My Accounts

@ You have not created an account profile. Click the Add Account button to add
new account details.

ADD ACCOUNT ll

STEP# 5: On the My Accounts page, click the Add Account button.
You will then be prompted to enter your Financial Institution Details.
After entering the required account information, click the Next button at
the bottom of the screen.

Enter the account details below and click next to proceed. If your financial institution is not listed, please
contact the Bursar's Office. If you would like to learn about the Scholar Suppert Card program, please
visit the CUNY Scholar Support card site.

Financial Institution Details

Nickname Test Account
Account type El
|view Sample Check]
Routing Number |Dl 1000138 & BANK OF AMERICA, N.A.
Account Number |123456?89
Confirm Account |123455?89
Number
Account Holder |Test T. Account

13
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STEP# 6: To make the bank account you just added as your direct deposit
account, click the Enroll In Direct Deposit button.

[ Account Inquiry ](Elemnic Payments.-'Purchases][ Account Services

—

direct deposit I bank accounts

Manage My Accounts
Result

J You have successfully added the account Test Account.

Financial Institution Details

Nickname Test Account
Account Type Checking
Routing Number 011000138 BANK OF AMERICA, M.A.
Account Number XX KETBD
Account Holder Test T. Account
|ENROLL IN DIRECT DEPOSITl MANAGE MY ACCOUNTS |

STEP# 7: On the Enroll in Direct Deposit panel, select the Account Nick-
name to designate as the direct deposit account and click Next.

| direct deposit | bank accounts

Direct Deposit Distribution

Enroll in Direct Deposit

Add Direct Deposit

Select a financial institution to designate as direct deposit

Account Nickname

test account-6765 B3|

CANCEL NEXT “»I-
{

14



STEP# 8: On the Enroll in Direct Deposit Agreement page; select
the checkbox next to the statement “Yes, | agree to the terms and condi-
tions of this agreement.” and click on SUBMIT button.

Enroll in Direect Deposit
Agreement

Review the financial institution information and agreement. Click Submit to complete the Direct
Deposit enrcliment.

Financial Institution Name Distribution Type Amt. /Pct. |Priority |

test account-6789 Balance

Currency used is US Dollar

You are about to enroll in Direct Deposit for your refund and/or Work Study checks. Signing up for
direct deposit will allow excess from financial aid refunds, Work Study and over payments applied to
your student account to be deposited directly into your checking, savings or Scholar Support Card
account. You will receive your funds faster through this process instead of a check mailed to you. If
you would like information about CUNY's Scholar Support Card pregram, click the Additional Details link
below.

I hereby authorize in accordance with the rules and regulations of the National Automated
Clearinghouse Association ("MACHA") my institution to credit any reimbursements and Work Study
payments due to me via automated clearinghouse electronic fund transfer ("ACH") to the account(s)
referenced above.

You may change your account information as necessary through self-service. Payments made through
this process will be available in your account depending on timing of this submission.

We recommend that you print this page to retain a copy of this agreement for your records.

The agreement is dated: 12/12/2011

es, I agree to the terms and conditions of this agreement.

CANCEL | BACK || SUBMIT /]

STEP# 9: The process to Enroll in Direct Deposit is complete!

Enroll in Direct Deposit

Result

J Congratulations! You are now enrolled in direct deposit.

View the summary below.

Account Nickname ‘

test account-6789

MANAGE MY ACCOUNTS H
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For More Information

Learn more about the opportunities available to finance your college
education by visiting City Tech’s Office of Financial Aid Website at
http://www.citytech.cuny.edu/admissions/financialaid/index.shtml

L |

Do you have a question about your financial aid application or award

status?

E-mail us at: financialaid@citytech.cuny.edu and we will

respond promptly to your inquiry (usually 2-3 business days).

Office of Financial Aid Room NG-13 718-260-5700
Financial Aid Web Lab Room NG-08A | 718-260-5705
Admissions’ Office Room NG-17 718-260-5500
Bursar’s Office Room NG-06 718-260-5510
Registrar’s Office Room NG-15 718-260-5800
Scholarship Office Room NG-104 | 718-260-5054
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