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We are excited to announce an improvement to the Long-Term Substitute Form: it has now been 
automated through an application called ProcessMaker.   
 
This will eliminate the manual process of completing the form, emailing it to the necessary parties for 
review and approval.  All these processes are now automated.   
 
What is the Long-Term Substitute Form used for? 

➢ Long-Term Substitute Service Form is used by academic departments as soon as you 
become aware of a situation that will keep a professor, whether full time or adjunct, from 
teaching classes for two weeks or more. The form is needed to authorize the coverage plan 
for temporary instructional staff (full-time faculty, adjunct faculty, or non-teaching staff) to 
fill vacancies caused by leaves of absence, emergencies, or, in some cases, while a search for 
a permanent employee is ongoing. 

 
What is ProcessMaker? 

➢ The application is a tool for mapping and executing tasks between people and systems, 
increasing efficiency. Users can use and create forms, documents, and workflows without 
extensive programming knowledge. 

 
How to get access to ProcessMaker and log in? 

➢ If you already have a ProcessMaker account, please contact the dean’s assistant for your school 
to request access to the Long-Term Substitute Service Form. 

➢ If you do not already have a ProcessMaker account, it is a three-step process: 
1. Send a request to AWMO@citytech.cuny.edu. We will work with CIS to ensure that you 

receive access. 
2. Upon receiving confirmation, sign into the application for the first time 

▪ Go to the ProcessMaker login page 
▪ Select “LOG IN WITH….SMAL.”   
▪ Log in in with your CUNYfirst credentials. You then will be directed to the 

authenticator.  

3. After your initial login, please contact the dean’s assistant for your school to request 

access to the Long-Term Substitute Service Form.   

 
 

mailto:AWMO@citytech.cuny.edu.
https://citytech.cloud.processmaker.net/login
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What does the Long-Term Substitute Form look like in Process Maker? 
The ProcessMaker form was kept very close to the original design.    
 

 

 
 

Why would the Long-Term Substitute form be sent back to the department for further review? 
➢ If the instructor(s) filling in for the leave is not in compliance with the workload policy, the 

form would be sent back with an explanation in the “Notes” section. The department would  
need to take further action and resubmit the form with updates for approvals. 
 

➢ Workload policies for CUNY Adjuncts and Full-Time Faculty Staff 

• Adjuncts: 
o Teaching Hour Limit: The maximum load is 9 hours at one unit, and if a second 

unit is involved, a maximum of one additional course, not to exceed 6 hours. 
o Non-Teaching Adjuncts: Limits are set at 225 hours per semester at one college, 

or up to 150 hours at a second college. 
o Summer Session: Teaching is capped at 105 hours, or 120 hours if teaching 4-

credit courses. Non-teaching adjuncts are limited to 175 hours in the summer. 
o Overload Waivers: If an adjunct exceeds these limits, the college must file a 

waiver request to the University and the union, which is reviewed on a case-by-
case basis. 

o Office Hours: Office hours are included in the contract and are restricted to 
meeting with students or professional development.  

• Full-time: 
o CUNY faculty filling in for adjuncts on leave are generally limited to an overload 

of eight (8) classroom contact hours total for the fall/spring semesters, with an 
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additional six (6) hours allowed for winter which is included in the fall semester 
for specific online programs.  

 
How to use: 

1. Type in instructor’s name that is on leave in the search for instructor field. The name will then 
be automatically populated in the Last_Name and First_Name fields. Please type in the CUNY ID. 
This will not be automatically populated.  If the name does not appear in the search field, please 
type it in. Keep in mind that the name you type in must be the name recorded in CUNYfirst and 
not a nickname.   

2. Select the correct department/program and title/rank for the instructor who is on leave. 
3. Select the “start_date and end_date” of absences from the drop-down calendar.   
4. Select the “reason of absence” from the drop-down menu. 
5. Under the “substitute service” section, please add the course information as well as the 

instructor(s) that will be filling in for this period of time.  
6. Then click the “Submit Substitute Service” button. 

 
Who to contact for assistance? 

➢ Login Issues:  Billy Wang @ 718 260 5626 at BWang@CityTech.Cuny.Edu 
➢ How to use form:  AWMO (Adjunct Workload Management Office) at 

AWMO@Citytech.cuny.edu or call at  718 260 5565 
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