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Course Repeat Request

Student Instructions

The Course Repeat Request allows students to initiate a request to repeat a
course in which they have previously earned a passing grade. Students
may wish to repeat certain courses for a variety of reasons, including
satisfying departmental grade requirements or to show proficiency of the
course subject content. All requests submitted will be reviewed by the
appropriate advising unit for approval.
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HOW WILL REPEATING A COURSE AFFECT MY RECORD?

Students who repeat a course must be mindful of the following conditions:

+ You will not earn additional credits for repeating the course

+ The new grade will NOT be factored intfo your cumulative Grade Point

Average (GPA) unless the original grade was a “D"” grade earned at

Lehman*

+ The credits from this course cannot be included in credits covered by

financial aid funds T

* D grades can only be repeated once

T Exceptin cases where a higher grade is required by the program, as per the

Undergraduate Bulletin



HOW TO INITIATE A COURSE REPEAT REQUEST?

1. From the Lehman College Home Page,
click LOGIN and select LEHMAN 360

2. Enter your Lehman Account credentials:
A) FirstName.LastName*
B) Password

o« New Freshmen / Transfer students who
have not registered (claimed) their
Lehman Account: Follow instructions on
page 5 and return to Step 2.

« Continuing Students: Login using your
Lehman Account credentials.

*Note: In some cases, your Lehman
Account username will be followed by a
digit in the format of firstname.lasthame#,
where # is your assigned digit.

3. From the 360 Dashboard, click on
Course Repeat Request, located on the left
side of your homepage and click

New Request.

Information For Quick Links Login Directory Give to Lehman

Lehman Login Access

Lehman Logins

Faculty & Staff Office 365 + Lehman 360 (Now includes Lehman One Access) I
Migration -

» Faculty/Staff Email (Note: new landing page as of 3/16/2020)
» Faculty/Staff Office MS 365 Email

» Note: for migrated users only

Login Information

Blackboard Support

CUNYfirst

Lehman 360 » Log-in to your email with your CUNYfirst username and password

+ Click here to report problems with your faculty and staff email migration to MS Office 365.

Password Manager

®
&

+ Click here to report problems with your departmental/functional email migration to MS
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Lehman 360 now includes Lehman One
Access!

Log in using your Lehman Account
username and password.

firstname.lastname

Password

LOGIN

@ Need Help Logging in? Click Here
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4. You will see the Permission to Repeat

information.

request form with your student academic
i Permission to Repeat a Cours

Enfer a contact number where you can
be reached if the phone number being | ...
displayed is incorrect.

Sl cours you uld kst gt

If you have not declared a major or are
currently awaiting approval for a submit-
ted iDeclare request, please select an
intended major.

5. You will see a large table listing the
courses taken at Lehman or accepted
for transfer credit. Check the course(s) . ' .
that you are requesting to repeat. Use
the page navigation tool to view all
courses taken, or sort by any of the -

— | 0
columns. : —

Indicate the reason for repeating the
course from the drop down menu,

and then select the section you wish to
enroll in.

Fa2019 B0 181- 1FLC Analomy and Physicogy | [
Sping 2020 8O 182-01FC Analomy and Pysiogy R

Fal 2019 ENG 111 - 06FY Engish Composiion | B

Sping 2020 ENG 121- 10FY Engish Composiion ! [

. | ooitse |
6. Carefully review the statement and o

type your full name, today’s date and
click SUBMIT to submit your request. To
check the status of your request and — .
next steps, refer to page 5.

te and complete and il be fi for only. | acknowledge and agree by signing this form te folowing condtions:

grade eamed intis course was 2 D.
nds

CONGRATULATIONS! Your request is submitted and will be reviewed by the respective
academic advising unit for approval.

If approved, your request will be forwarded to the Office of the Registrar and you will
be registered in the requested section of the course.




Frequently Asked Questions
What Happens Next?

o Yourrequest will be forwarded to the respective advising unit for approval.

« If yourrequestis approved, it will be processed by the Office of the Registrar.

e You willreceive an automated email notification informing you that you have been
enrolled in the requested section.
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How do | check the status of my submitted request?

Login to Lehman 360 and select click “*Course
Repeat Request” located in the left side menu in
Lehman 360 and select “Status” Status

New Request

If my request is still pending, what can | do?

If your request is still pending, you can contact the respective advising unit to inquire
about the status of your request at hittp://www.lehman.edu/adyvising

Do not submit a duplicate request; it delays the approval process and increase processing
times.

New Freshmen / Transfer students who have not registered (claimed) their
Lehman Account:

Fromm Lehman 360 login, select the “Click Here” link below LOG IN to access the Lehman
College Password Manager.

1. Select “Register Your Lehman Account”
2. Enferyour:

Lehman Account Username: “FirstName.LastName*”

*Note: In some cases, your Lehman Account username will be followed by a digit in
the format of firsthame.lasthame#, where # is your assigned digit.

Lehman Account Default Password:

« The initial of your first and last name in upper case letters (i.e. Jane Doe = JD)
o Followed by the year and month of your birth in the format “YYYYMM"
« Followed by the 4th and 5th digits of you CUNYfirst EMPLID (i.e. 12345678)

3. Register your security questions and click “SUBMIT”

4. Return to Lehman 360 login to enter your newly registered (claimed) Lehman Account
credentials.



