
 
  



 

  

Step 1 
Log into your CUNYfirst account and navigate to the Student Center.  
Locate and click on Student Tools. 

 

 

 

 

 

 

 

 

You will be directed to the following screen. 

 

 
 
 
 
 

Step 2 
Select Admissions as the Document Class. 

 

 

 



 

  

Step 3 
If uploading MMR and Meningitis, select Immunization Record as the Document Type. If 
uploading your high school diploma Select Miscellaneous / Other as the Document Type. For all 
other documents, please select the appropriate type. 

 

 
 
 

 
 
Step 4 
Click the Arrows Button and click OK when you see the message.  

 

 

 

 

 

You will be redirected to the Student Documents Repository. If you see a “popup blocked” 
message, go to your browser settings and allow pop-ups to appear on your browser. 

If you are using a mobile device, you may see the following pop-up. Select In the current 
browser, then click Continue. See below. If not, move on to Step 5. 

 
 
 



 

  

Step 5 
Note: 

If you are using a mobile device, your name and CUNYfirst ID will not be displayed. Change the 
browser settings to Desktop Mode, refresh the page, and confirm resubmission. You should see 
your name and CUNYfirst ID appear. 

Request Desktop Site for iOS  - (Android instructions on the next page) 

   

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

Note: For older iOS versions, if you do not see the screens below, 

Tap the three dots in the top right corner, or tap the “aA” icon and 
then select Request Desktop Site 

You can toggle back to the original setting when you are done 
uploading. 

 



 

  

Request Desktop Site on Android (Chrome Browser)  

            

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have an Android phone and use another browser, select the Menu icon, and you should 
see the option to request the desktop site. 

If using a computer, the login screen should already be populated with your login in credentials. 
If you don’t see it, you can type your Firstname.LastnameXX (XX is the last 2 digits of your 
CUNYfirst ID). You must use your CUNYfirst password. 

 

 

 

 

 



 

  

Step 6 
Click on Choose Files. Select your file(s) and then click Add at the bottom right of your screen. 

Note: You can choose multiple files to upload for the document type you select. Each file must 
be less than 20 MB. 

 

 

   

 

 

 

 

 

When you upload your document, you will see the message below. Click Close. 

 

 

 

 

 

 

 

 

 

Important! 
Reach out to Admissions@citytech.cuny.edu when you finish your upload, and let 
us know. 
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