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1.  A new Appointment, an Appointment with Previous Service or Reappointment is created by the 
Department.  The following example is for a New Appointment (also referred to as Assignment and/or 
Proposed Assignment): 
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2.  Once the assignment is approved by the Dean, the Approval Status is changed to “AE”.  At this time, 
an E-Mail is sent to the Adjunct Employee requesting them to enter their workload for the semester, 
and to submit their proposed assignment. 
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3. 1   By this time, Hunter’s ICIT Department has sent an email communication concerning Hunter Net ID 
& password to the Adjunct Employee.   The adjunct employee can sign into AEMS (using their Hunter 
Net Id & password) through the link which can be found on the Hunter College Payroll Website.  Please 
note that there are two url links – one for Adjunct Employees and one for Departments.  Please select 
the one that says “Adjunct Employee – Click here to Review your Workload and Proposed 
Assignment”. 

This url will direct the Adjunct Employee to this log in screen: 
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3.2   Once logged into the system, click on first Selection<Adjunct Employee> on the left side of the 
menu selection.  This will direct you to this screen: 
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4.  Click <Review Assignment>, then the employee will view all his/her current semester assignments.  
Then the Adjunct Employee will Click <View> on the listed assignment(s) to first review the proposed 
assignment(s) and workload information.   

 

 

 

 

 

 

 



 

Training Document for AEMS - Adjunct Employee (AE) Role     Page 6 

 

5.  The Adjunct Employee will be directed to the Adjunct Employee Proposed Assignment form.  There 
are Radio Buttons across the bottom. They are Workload, Submit, Email Problem /Concern, and 
Assignment Letter. 

• Workload – for viewing Hunter College Workload and to enter other CUNY adjunct positions. 
• Submit – Employee can accept their proposed assignment for the semester. 
• Email Problem Concern – For Adjuncts to email their Supervisor’s with any problems/concerns 

on their workload or proposed assignment. 
• Assignment Letter – Can view and print proposed assignment. 
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6.  Click on <Workload> button, and the following page will appear. 

Please note that the Hunter College positions will be populated by the system. 
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7.  The Adjunct Employee can add their other CUNY adjunct positions by clicking <Add a CUNY Position> 
and using the Drop down menu to find all other CUNY Schools.  Please Click <Save> after every addition.   
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8.  Once the Workload section is entered, Adjuncts can <View/ Print Workload Form> by clicking that 
option.   
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9. This is what the CUNY Form looks like: 
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10.  Once the Adjunct Employee completes their Workload, they must Click <Finish Workload>: 
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11. The Adjunct must then <Agree> with the Workload certification.  If you select <Back> your proposed 
assignment will stay in the “AE” Status and not progress through the approval process. 
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12.  Once the Workload section is completed and the adjunct agrees to the certification, the total 
Workload Information will be inserted in the appointment record line called “Total Workload Hours” on 
the Adjunct Employee Proposed Assignment Screen. 

Please note: 

• The system will check the total Workload hours with the validation rules for the semester and if 
it is over the allowable hours, the total workload hours will be displayed in RED.  

• Adjunct employees may be required to sign the Workload form if an overload waiver is 
requested. 
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13.  The Employee can accept their assignment by clicking <Submit>.  When the assignment is 
submitted, the status will be shown on the page and it is date stamped. 

Please note:   

• The proposed Assignment is not authorized until all of the approvals have been reviewed and 
processed in the AEMS and approved by CUNY.  

• The timing of the AEMS approvals do not guarantee an effective date to be “Active” for 
payroll processing purposes. 
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14.  Once the assignment is accepted by the employee, the Status changes from “AE” to “Dept 2”.  An 
email is sent to the Chair requesting a Workload approval.  You may filter “Dept 2” assignments by using 
the drop down menu in the App Status field.   
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15.  The Chair will then enter their Net Id to approve the Workload submission.  The Status will change 
to “HR1” and it then has to go through the rest of the approval process. 

 

 


