SECURE DOCUMENT UPLOAD GUIDE
FOR EMPLOYEES

Employees can follow the steps below to securely upload HR documents into CUNYfirst.

*Please note that at this time, CUNY is allowing secure uploading documents related to Benefits Open
Enrollment Season only.

1. Inyour web browser, navigate to CUNYfirst and enter your CUNYfirst login credentials.
Username is Firstname.Lastname##@login.cuny.edu, with ## representing the last 2 digits of
your CUNY EMPLID.
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2. Under the CUNYfirst menu, click on Human Capital Management.
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3. Select Self Service > Personal Information > Supporting Document Upload.
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4. Select the magnifying glass icon.
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5. A new window will pop up. Select Document Class ID HRBAD.

" Look Up Document Class ID ‘ >

Search by: [Document Class ID ~|begins with|

Look Up | Cancel | Advanced Lookup

Search Results

%‘ Benefits Documents - Open Enroliment/Transfer Pd



6. Click on the magnifying glass icon to view available document types available for submission.
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7. A new window will pop-up. Choose a document type.
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8. Click the Attach button.
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9. Click Browse to select file, then Upload.

NOTE: To view permissible file formats accepted, click on Help link.
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10. Click the Save button to submit your document(s).
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11. To add additional documents, select the + icon and repeat Steps 6-10.
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