
 

CAS Student CUNYfirst Documentation Upload Instructions 

Logging into the CUNYfirst Document Upload Site 

1.  Go to cunyfirst.cuny.edu with your CUNYfirst credentials.(Fig.1) 

2. On the menu list, click on 
Document Upload (Appeals) link which appears under Self Service 
(Fig.2) 

3. Click on the magnifying glass for “Lookup Document Class ID” to 
select the Appeals Application (CAS) (Fig.3) 
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Figure 2: Cuny Login 

Figure 3: Lookup Document Class ID 

https://ssologin.cuny.edu/cuny.html?resource_url=https%3A%2F%2Fhome.cunyfirst.cuny.edu%252Fpsp%252Fcnyepprd%252FEMPLOYEE%252FEMPL%252Fh%252F%3Ftab%253DDEFAULT


 

4. Select Academic Appeals (The 
CSAA link). (Fig. 4) 

5. Click on magnifying glass  to 
identify the recommended type of 
document to upload. (Fig. 5) 

6. Select appropriate document 
from the List of Supporting 
Documentation below. (Fig.6) 

7. After selecting the appropriate document, click on  to choose file and to 
complete upload. (Note: The status of the will display Upload Pending until the 
attach button is clicked). (Fig 7) 

   

Figure 7: Attaching a file 
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Figure 5: Identify type of document 

Figure 6:Type of document to upload 



 

8. Once the document has been attached, it can be viewed or deleted. (Note: The 
status of the uploaded document has changed to Uploaded) 

 

Figure 8: Viewing and deleting a document 

9. Add new rows to upload additional documents by clicking on the  and  and  
on the right-hand side. 

10.  Once all supporting documentation has been uploaded, click the save button. 

 

11.  Each time a document is attached the following message will appear: 

 

Figure 9: Upload additional documents 


