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Graduate Students ONLY 

How to Apply for an ePermit (Graduate Level ONLY) 

 

An ePermit allows a Queens College graduate student to take a course at another CUNY college (the 

“host” college) and have it count toward their Queens College degree. Follow the steps below in 

CUNYfirst to submit an ePermit request. 

Step 1. Log into CUNYfirst and Open Student Center. 

Log into CUNYfirst, then click into your Student Center. 

 

Step 2. Open Course Planning and Enrollment. 

From the Student Center, click the Course Planning and Enrollment tile. 
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Step 3. Select Epermit from The Left-Hand Menu. 

In the left-hand navigation menu (the “Select a Value” panel), click ePermit to expand its sub-menu. 

 

Step 4. Choose Add ePermit. 

Under the expanded ePermit menu, click Add ePermit. 
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Step 5. Locate The Correct Term. 

The Terms Open for ePermit Application table will appear, showing the term(s) currently open for 

ePermit requests at Queens College (for example, 2026 Fall Term). Confirm the row shows Queens 

College as the institution. 

 

Step 6. Toggle The Term from N To Y. 

Click the toggle switch in the Add ePermit column to switch it from N (No) to Y (Yes). The application 

form will expand below the table. 
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Step 7. Choose the Permit Type. 

Use the *Permit Type drop-down menu and select the option that matches why you are taking the course 

(for example, General Elective). Your Program and Plan will display automatically based on your 

record. 

 

Note: If you are unsure which Permit Type applies to your course, check with your graduate advisor 

before submitting. 
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Step 8. Select the Home Course – Subject. 

Under Select Home Course, use the Subject drop-down to choose the Queens College subject area that 

the course will be equivalent to (for example, DATA – Data Analytics). 

 

Step 9. Select the Home Course – Catalog Number. 

Next, use the Catalog drop-down to select the specific Queens College catalog number and course title 

that most closely matches the host course. 
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Step 10. Confirm the Home Course. 

Once selected, the Home Course subject and catalog number and its full course description will display 

beneath the drop-downs. Confirm this is correct before continuing. 
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Note: If you do not know the correct home equivalency, you can proceed without selecting a Home 

Course. The final equivalency will be confirmed and decided by your Graduate Program Advisor. 

Step 11. Select the Host Information (Required) 

Under Select Host Information, complete the row from left to right: 

● Host College – the CUNY college where you will take the course 

● Host Career – Graduate/Undergraduate 

● Host Term – the term/semester of the host course 

● Host Session – Regular for Fall/Spring, Winter for winter session, or the matching sub-session 

● Subject and Catalog Number – exactly as they appear at the host college 

The course description will populate automatically once all fields are selected. You may add optional 

comments below the table — note that admins cannot reply to comments through the ePermit form. 
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Step 12. Submit the ePermit. 

Review all fields for accuracy, then click Submit in the upper right-hand corner. A confirmation pop-up 

reading “ePermit Successfully Submitted” will appear — click OK to close it. 

 

Step 13. Check the Status Under My ePermits. 

To check your application status at any time, return to the ePermit menu and click My ePermits. Toggle 

the relevant term from N to Y, then select the row in Select ePermit to View Details to see the current 

status (for example, Initiated). 
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Note: Your ePermit status will update as it moves through review (e.g., Initiated → 

Pending/Approved/Denied). Check back periodically or watch for an email notification from the 

Registrar. 

 

Questions? 

 

Contact the Queens College Office of the Registrar at registrar@qc.cuny.edu or (718) 997-3030, or visit 

the Registrar in the Dining Hall, Room 128. 


