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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.
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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.

e Workload —for viewing Hunter College Workload and to enter other CUNY adjunct positions.

e Submit — Employee can accept their proposed assignment for the semester.

e Email Problem Concern — For Adjuncts to email their Supervisor’s with any problems/concerns
on their workload or proposed assignment.

e 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:

2 hitps://ests hunter.cuny.edu/TestAdjunct/rptVieweraspx? TYPE=10 - Windaws Internet Bxplorer a— - - ——
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Hunter College
THE CITY UNIVERSITY OF NEW YORK
ADJUNCT INSTRUCTIONAL STAFF AND GRADUATE ASSISTANT
WORKLOAD REPORTING FORM:
Sections 15.2 and 15.3 of Article 15 of the Agreement between The City University of New York and the Professional Staff
Congress/CUNY state:
15.2 WORKLOAD FOR THE PART-TIME MEMBERS OF THE INSTRUCTIONAL STAFF:

A person appointad to an Adjunct titie is not 3 fulktime smployee of The City University of New York.
Emplayment in an adjunct position or 3 combination of adjunct positions shall not constitute a fulkime
position. Adjunct lecturers or adjuncis in other fitles, excluding Graduate Assistants, shall not be assigned
a total of more than nine (3) classroom contact hours during a semester in one unit of The City University
of New York. In addition. such ajunct may be employed to teach a maximum of ane course of not mare:
than six (8) hours during a semester at anather unit of The City University of New Yark

For persons in nan-teaching adjunct titkes, the limitations noted sbove are squated to not mare than 225 hours per semester 3t on
collags and not more than 150 hours per semester at a second college of the University.

15.3 WORKLOAD FOR STAFF IN THE GRADUATE ASSISTANT TITLE SERIES:

Graduate students holding the title Graduate Assistant A shall have an assignment of a maximum of 240
cantact teaching hours or 450 hours of non-teaching assignments during the work year. Graduate students
holding the title of Graduate Assistant B shall have an assignment of 3 maximum of 120 classroom teaching
hours or 225 hours of nan-teaching assignments in the B title during the work year. If a Graduate B holds an
adjunct or other hourly positian, his or her total combined assignment may not exceed 240 contact teaching
hours or 450 hours of nan-teaching assignment during the work year. Graduats studants holding the fte
Graduate Assistant C shall have an assignment of a maximum of 180 classroam teaching hours during the
work year. If s Graduate Assistant C also hoids an Adjunct teaching pasition, his or her total combined
assignment may not excead 270 contact teaching hours during the wark year.

To be filled our by

NAME New, Adjunct SEMESTER  SPRING 2013
DEPARTMENT  GEOGRAPHY TITLE(s) NON-TEACHING ADJUN
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HC GEOGRAPHY NON-TEACHING ADJUNCT |
‘College of Staten isizng Hstory Teacner Hstory 1S

List al courses being taught or non-teaching hours (cluding Gratuate Asslstant A, B 3nd C assgnments) assigned witin The Cly Universiy:
Department Tite

1 corty tat | nave resq. wil any collegs or
unit of CUNY imitations, explicitly walved by CUHY and the
PSC. 1 furtnar cerfiy that, If there ars any cRange In thia Information during tne semestar, | wil sUDMIt an UpGatad form to the
Dapartment Char to refisct tess cnangse.

Adgunct New Dec 72012
‘Signature Dale

Revisw by Department Chalr
Testity rafiects the courasis)

Diane Breazzano Dec 10 2012
cnar signatire. Date

OFSR 506
¥ Nt to s completea by

12:56 PM
12/10/2012
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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.

mr' |E https: [ fcats. hunter .cuny. eduf Testadjunct/ermpiorkload . asp:?10=6 18068 TYP=EDI TROKEY=61806 V| % @ *2| | X

&Y Live Search

File Edit View Favorites Tools Help

x Google

v

"l Search =

ﬁ Share

Mare 22

Sign In ‘\ =

¢ Favorites | S €] ... Adjunct Emplovee Mana...

_|@:::

114 Adjunct Emploves Managment: Swstem i

| | M v B ] e v Page~ Safety~ Toos+ @+

Adjunct Employee Management System <

GEOGRAPHY Title: MON-TEACHING ADJUNCT |
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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:

e 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.
e Adjunct employees may be required to sign the Workload form if an overload waiver is

requested.
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Lzst Nama: New First Nams: Adjunct
Addrass: 1 New Adjunct Lane City: NY
Stzte: NY Zip: 99999 Met ID: naatest
Phane: Work Phona: DOB: 4/6]%%
Emp. ID: Hunter E-Mail:
F/T Faculty: No  F/T Salzry: 0,00 FT Titie:
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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:

processed in the AEMS and approved by CUNY.

payroll processing purposes.

The proposed Assignment is not authorized until all of the approvals have been reviewed and

The timing of the AEMS approvals do not guarantee an effective date to be “Active” for
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m .
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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.

T TR G, . . . . _ W e | O )
GG’"@ ttps://cats. hunter.cuny.edu/TestAdjunct/pafBrowse.aspISTATE=1 Adjunct Employee Ma... % i e o

Home Employee Assignment Records -- GEOGRAPHY [266001]
Budget Allocated: $1,258,072.69 ‘Amount Used: $484,052.54 [$193,474.36 pending approval]

Amount Available: $774,020.15

App.Date (From)f | ml[ @ F. Vear|[2013[=]

Name: (Last) | (First) | Semester =1

App. Status’| - Category’ B3] Session| B3]

EX

SUPER
Beey i Depariments "]
|G| 0 me | e e | saw |
0wtz |ae  |BRST e NON-TEACHING ADJUNCT I ADD. Wi Prev. Sevice | ACTIVE | Viewfop | Remors
w2 JAe PR e NON-TEACHING ADJUNCT II Revision DENIED | ViewAso. | Ramove
0511112 [Adv_ [acTivE Jomi ADJUNCT LECTURER i ACTIVE | wiwhpo | Ramove
11/05/12 | Aggarwal Amit ADJUNCT ASST PROFESSOR Revision NEW | VierAs. | Romoe
1002112 |Amez Lucy ADJUNCT ASST PROFESSOR ‘Appoiniment AE Viewps | Remove
1002112 |Bamey Joe NON-TEACHING ADJUNCT Il i AE View Apo. | Ramove
05/04/12 | Boatright Stephen ADJUNCT LECTURER Appointment ACTIVE | viewnop | Bamove
07/18/12 | Boatrignt Stephen ADJUNCT LECTURER App. wi Prev. Service ACTIVE | Miswipp | Remove
HUNTER |s \ 1118/12  |[BOLA H ADJUNCT ASSOC PROFESSOR App. wi Prev. Service HR 1 ViewApp. | Remove

1011142 Diane ADJUNCT ASST PROFESSOR App. wi Prev. Service PR Viax App. | Ramove

|7 05/09/12  |Buonaiuto Frank NON-TEACHING ADJUNCT IV App. i Prev. Service ACTIVE | VierAoo. | Bamove
1048112 |Combo Diane NON-TEACHING ADJUNCT IIi Revision AE visw App. | Remove
108112 |Combo Diane ADJUNCT LECTURER i ACTIVE | VierAgo. | Bamove
10/19/12 | Gombo. Diane NON-TEACHING ADJUNCT i App. wl Prev. Service ACTIVE | Viewsop | Bamove
07/30112  |Dempsey Mark ADJUNCT LECTURER App. Wil Prev. Service ACTIVE | VierAgo. | Remore
0717112 |Dorsch Michael Joseph ADJUNCT LECTURER Appoiniment ACTIVE | Viewhop | Bamove
11/0512  |Earn [ ADJUNCT COLL LAB TECH App. W Prev. Service ACTIVE | ier
073012 |Eichenbaum  |Jack ADJUNCT ASSOC PROFESSOR App. i Prev. Service ACTIVE | iew oo

Print This List
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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.

5@:' |E htkps: [ fcats, hunter, cuny eduf TestadiunctpafForm, aspx?ID=6 1 B06RACC=Appointrment&T YPE=5EL V| % @ *2| | X |:.f Live search

File Edit View Favorites Tools Help

x Go g|€ A "l Search = ﬁ Share | More 2 Signin 9 =
77 Favarites | % @ ... adionct Employes Mana. ..
‘%F @The Payroll Office |@:::..‘::: Adjunct Employe. .. 20 | | & | = @ > Fegpe SfEme TEEss ®v »
-~
nct Employee Assignment Form — GEOGRAPHY [266001]
Budget Allocated: $1,250,072.69 Amount Used: $457,943.54 [§157,365.36 pending approval] Amaunt Availale: $770,129.15
. .
Action Type: Appointment Stztus: HR 1 Semester: SPRING 2013
Dsts: 12/11/2012 Begin:1/28/2013 End:5/31/2013 Session: SPRING 2013
EE =: 454-54-6456 Perzonzl E-Mzil: djbstore@acl.com
Last Name: New First Mzme: Adjunct
Addrzss: 1 New Adjunct Lane City: NY
Statz: NY Zip: 99999 Met ID: naatest
Phone: Work Phone: DOEB: 4/6/%*
Emp. ID: Hunter E-Mail:
F/T Faculty: No  F/T Szlzry: 0.00 FT Title:
Department: 266001 Dzpt. Nzmz: GEOGRAPHY
Title: NON-TEACHING ADJUNCT I Peosition £: 90303510 Line =: 22000
Job Typa: NON_TEACH Assignmeant:
Rat=: £ 28.91 Tetzl Hours: 100 Szlzry: £ 2,891.00
Sufficizney of reg. & curriculum nesds? No
Total Workload Hours (Teaching/NonTeaching): 45.00/100.00 Assignment Accepted on 12/111/2012
I Commanis:

““mmls N Approval Signatures
B
Dezn/VP/Prov Chair/Dir-Workload
[ AR coordinator || I | BudgetController | || L4

HIR Director [ I | [ Deny assignment ]| I |

[(workioed | [assignment Letter | [_Eails | [ close |
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