
EDIMS INSTRUCTIONS 
For Counseling Students 

 
 

Table of Contents 
 

Section Page Number 
Logging-In 
 

1 

Entering Experience  
 

1 

Adding a new site (if necessary) 
 

2 

Adding a new supervisor (if necessary) 
 

3 

Self Evaluation 
 

4 

Logging Out 
 

5 



  Rev. 20101116 Page 1 

 

LOGGING-IN 
 
1. GO TO:  
http://www.hunter.cuny.edu/edims 
 
2. Enter your Student ID (Social 
Security Number) 
 
3. Click Submit 

 
ENTERING EXPERIENCE 
 
 
 
1. Click link for Experience Submission 
Form 

2. Click on the link for your course code 

3. Select your experience type from the 
counseling options 
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4. Complete the Student Experience 
Input Form 
 
a. Program Level: Select your program 
level from the drop-down menu 
b. Time Measure: Select Hours 
c. Experience Quantity: Enter number 
hours of practice 
d. Supervised Hours: Enter number of 
hours per week you received 
supervision at your site 
e. Client load: Enter number of clients 
with whom you worked at the site 
f. Site: Click Search Site to select your 
site.  If your site is NOT in the system, 
then you will be directed to enter your 
site information  (See 4f below) 
g. Supervisor: Click List All to select 
your supervisor.  If your supervisor is 
NOT in the system, then enter his/her 
information in the fields provided on the 
bottom of the form  (See 4g below) 
 
Click Submit 
 
After completing the Student 
Experience Input Form, you will be 
directed to the Experience Report 
4f. Select Site 
 
In the search box, type a few 
characters of the site name. 
 
If your site is not found, Re-read “Step 
1” instructions for tips on finding your 
site name. 
 
ONLY if you cannot find your site 
through the search, then “click here” to 
open the screen with the new site entry 
form.  
4f continued: ONLY if your site is not in 
the search. 
 
Complete the New Site Entry Form 
-Do NOT begin the site name with 
"The." For example: for site name such 
as "The Dalton School", please enter 
only "Dalton School". 
-Do NOT use periods in the school 
name. For example, report a school 
name as PS, IS, or St--without periods. 
- For site name that starts with PS, IS, 
MS, etc., ENTER a SPACE before the 
school number and name. For 
example, PS 100, PS 28 Q, or IS 145 
Joseph Pulitzer Intermediate School 
have spaces between the PS and 
number and/or name. 
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4g. Select Supervisor 
 
-Click “List All” 
 
 
 
 
 
 
 
-A new window will open with a list of 
supervisors. 
-If your supervisor is in the system, 
then click on his/her name. 
 
-If your supervisor is NOT on the list, 
then click the “Click here” link. 
 
 
 
 
 
 
-After you “click here,” you will see an 
option to “Add Supervisor.”  Click on 
the “Add Supervisor” button. 
 
 
-Next, type your supervisor’s 
information in the blank boxes: 
First Name  
Last Name 
Title 
Telephone 
Email 
 
Click Submit. 
 
After completing the Student 
Experience Input Form, you will be 
directed to the Experience Report 
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COMPLETING SELF EVALUATION 
 
On the Experience Report (or 
Student/Candidate Self Evaluation 
Report) 
 
1. Find the entry for your current 
experience 
 
2. For that row, click on the Eval by 
Stdnt link on the right side of the 
screen 

 

3. Respond to the questions about your 
experience by using the arrow next to 
“Select one” to choose answers from 
the drop-down menu 

4. At the end of the survey, enter your 
comments 
 
5. Click submit to lock your entry 
 
NOTE: You will NOT be able to change 
your responses, after you click submit 
 
6. You will receive a confirmation of 
your submission (See below) 
 

Comments 
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7. Confirmation of submission 
 

 

LOGGING-OUT 
 
1. Click Log-Off to exit the system 

 
 

If you have additional questions, email edims@hunter.cuny.edu 
(Include your first name, last name, course/section number, and describe your concern.) 

 


