Adjustments for Instructional Workload

Instructional workload is automatically assigned in CUNYfirst when instructors are assigned to
classes. Departments are responsible for ensuring workload values associated with each
instructor are accurate. In doing so, departments may need to adjust the default workload
values in CUNYfirst to account for JUMBO sections (upward adjustments) or TEAM TEACHING,
CROSS LISTED CLASSES, RESEARCH/IND STUDY CLASSES (downward adjustments). Departments
are responsible for making these adjustments within the first month of classes.

Steps to adjust workload

1. Navigate to the Schedule Class Meetings page on CUNYfirst using the following
navigation:
Curriculum Management—>Schedule of Classes—>Schedule Class Meetings

2. Enter the Academic Institution, Term, Class Nbr and Class Section fields. Hit the

“Search” button.

Schedule Class Meetings

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Academic Institution:| = v |QNS{E Q
Term: = [1189 Q
Subject Area: = [ Q
Catalog Nbr: begins with ¥
Academic Career: = v v
Campus: begins with ¥ Q
Session: = v v
Class Nbr: = v 42013
Class Section: begins with ¥ |T
Description: begins with ¥
Course ID: begins with ¥ Q
Course Offering Nbr: | = v Q
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3. Select the “Workload” tab.
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Term: 2018 Fall Term Undergrad

Subject Area: BIOL BICL - Biology

Catalog Nbr: 1" Intro to College Biology
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4. Select the drop down arrown for the “Assign Type” field to select the appropriate
reason for the adjustment. For more information on which Assign Type to select, please
refer to the CUNYFirst FWL Assignment Types document. Adjust the workload value to
the new amount.

Academic Institution: Queens Co‘Hege

Term: 2018 Fall Term Undergrad

Subject Area: BIOL BIOL - Biology

Catalog Nbr: 11 Intro to College Biology
Session: 1 Regular Academic Session Class Nbr: 42013
Class Section: 1 Component: |ecture Event ID: 000826605
Associated Class: 1 Units: 4.00 Associated Class Attributes
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5. Save the record.



