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What is Pr-Assist?
Pr-Assist is Hunter’s internal system for tracking and managing hourly 
part-time employee’s timesheets and leave balances. Though there are 
other titles that require timesheets, Pr-Assist is only for hourly part time 
titles:

• College Assistants (C/A)
• CUNY Custodial Assistants (CCA)
• Campus Security Assistants (CSA)
• Disability Accommodations Specialist (DAS)
• IT Business Data and Reporting Analyst Hourly
• IT Support Assistant Hourly
• IT Assistant Hourly
• Lead Theater Technician (LTT)
• Student Aide (S/A)
• Sign Language Interpreter (SLI)
• Theater Technician Specialist (TH/T)1
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Accessing PR-Assist
• The form can be accessed through 

contacting payroll or on the Hunter HR 
website under forms. 

• Hourly employees cannot have access
• Should be used to add/remove access
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4Internet search bar

“Hunter Pr-assist”

Hunter HR Website
“Quicklinks”

http://www.hunter.cuny.edu/hr

Hunter HR Website
http://www.hunter.cuny.edu/payroll



Dept Operations < managing multiple depts
Payroll Processing < singular dept

Hunter affiliated NET ID and PW
1
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Creating a PAF (new hire)
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PAF Status

1. NEW - PAF is just created
2. SUPER – approved by the Super
3. DEPT –approved by Chair/Director
4. HR 1 – approved by Dean/VP/Provost
5. PR – Payroll (Last Approval)
6. ACTIVE/INACTIVE PAF

When a PAF is first created and the status is “new,” you the dept can still make changes. After the 
first signature, the PAF may need to be denied to make changes.

This applies to all PAF’s created: 

Signature Order

1. Supervisor
2. Chair/Director
3. Dean/VP/Provost
4. H/R Officer (contact your HR Coordinator)
5. Payroll
6. ACTIVE/INACTIVE1
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Revisions

1. Change Hour – add/subtract hours
2. Change Rate – increase/decrease hourly rate
3. Change Date – change the appointment start/end date
4. Separation – inactivate an employee

• Revisions are to be done on the active employee PAF:

• You can do multiple actions in one PAF dependent on this order:
Change Rate > Change Hour > Change Date

• “Other Revision” should be reserved for small changes such as address, supervisor 
changes, etc. If you are unsure please ask
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Change Hour
When doing a change hour PAF, you should enter what you want the new total hours should be. 
In the example below, the person wishes to add 80 hours to the appointment. 
The appointment is currently 594 and with the added 80 the new total is 674. 
You should enter 674 into the budget hours then the PAF would reflect 674/80 to show the increase. 
See the example below:

Original PAF
Revision PAF

PAF increased by 80 (594 + 80 = 674)

The same would be done with reducing hours. 
Entering the number you want to create a new total for the PAF:

Original PAF
Revision PAF

PAF decreased by 8 (338 – 8 = 330)

Note that you cannot decrease hours to less than what an employee has worked. 
1
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Change Rate

• Rate does affect the budget whether increasing or decreasing
• Note that if an employee is making more than the minimum or 

incumbent rates, HR should receive a justification letter for the rate 
change
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Change Date

• Doesn’t affect budget however does affect employee time entry.
• You cannot enter time before the start date or after the end date
• If they employee is new, the initial start date and appt start date should be the 

same
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Separation PAF
1. Separation dates should 

be the day after the 
employees last day 
worked. 

2. Reason is required:
1. Resignation: 

requires a letter of 
resignation

2. Expiration: 
employee worked 
until appt end 
date, not to return

3. Termination
4. Other Reason:  

Used when reasons     
above do not 
qualify. Elaborate 
in comments
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Reappointment
• Reappointments are done once in a fiscal year by creating a new PAF for an 

employee who is already in PR-Assist. 

• If you make changes from the previous appointment enter those changes in the 
comments

Ex: Reappointing employee for FY2025 for 520 hours. Increasing rate from $19.00 
to $21.00
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Time Entry
• Should be entered in military 

time 
• If an employee is working 6 or 

more hours a half hour break 
should be entered

• If work time and leave time are 
entered on the same day, they 
should add up to the employees 
regular hours worked

• You can enter previous 
timesheets by changing the pay 
period at the top if it wasn’t 
entered previously
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• CUNY pays 3 days maximum at $40.00 
per day

• Provide Jury Duty letter to payroll to 
supplement timesheet

• If they serve 4 or more days, the court 
is to pay the remainder

• Entering jury duty will populate 2 
timesheets. One with hours entered 
the other with jury duty days

1
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• Once all your timesheets are entered for 
the employees that worked have your dept 
“Supervisor” role confirm your timesheets 
whether in a batch or individually.  

• Once timesheets are confirmed, you 
cannot make changes as the supervisor 
would have to “unconfirm”

• The right image is the “Batch Report” which 
will summarize all the confirmed timesheets 
submitted. 

• Selecting the “Print Confirmed T/S” will give 
you each individual employee timesheet 

1
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• Once a payroll is posted 
(the previous is posted 
once the new one is 
open. Ex: Pr#24 is posted 
when PR#25 is open) you 
can review the posted 
timesheets as of the last 
payroll. 

• Search by Last name, 
SSN, Pay Period, Fiscal 
Year or a combination of 
them
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• ^ PAF’s listed by PR#24
• < to save or view a timesheet:

• “Export this report”
• “Choose PDF”
• “All Pages”
• “Export”

• The file will download as a .pdf file as the 
following
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Similarly, if you wanted all 
the timesheets for all your 
employees for a particular 
period or all the 
timesheets for one 
employee per your search 
parameters, you can click
“Print Confirmed T/S”
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Time and Leave
• Hourly employees must work 500 hours before annual or sick leave can be used. 

Until then, time is accrued:
• 15 hours worked = 1 hour AL
• 20 hours worked = 1 hour SL

• Available annual leave is paid out the last pay period of the fiscal year per 
the hourly payroll schedule

• Available sick leave rolls over to the next fiscal year and available for 
immediate use

• Hourly employees can check their available leave by reaching out to payroll 
or having the dept check their reports 

Exceptions

• 11 hours worked = 1 hour AL (after 5 years)
• 3 consecutive 500 hours worked = no wait for leave use1
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Reports

1
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<<<
Currently active 
employee  PAF’s with 
their appointment 
details. 

The Dept Expenditure Report shows all the PAF’s both inactive and active and how much money they have 
used. The above is for one employee who had an active PAF under one title, was separated, and then rehired 
under another title. The rehire is the current active title while the other two are inactive. 

1

23



The Encumbrance to Date Report shows similar information to the expenditure report 
but also shows estimates based on what has been used and what is left. 

Example: The same employee as the previous slide has 2 inactive PAFs and the current 
active.

• The rate times the budgeted hours (encumbered hours) is the projected amount                        
= (1480 hours x 21.30 rate = $31,524.00)

• The expended hours times the rate is the expended amount to date (the last posted 
timesheet) =   $23,344.80

• (The Projected amount + the Projected AL) – the Exp amount will equal the balance =
($31,524.00        +    $2,101.60) - $23, 344.80 = $10, 280.80
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• The “PAF Data Status 
Sheet” refers to PAF’s 
currently in the system 
both inactive and 
active. 

• It includes various 
information as well as 
appt hours, start dates, 
who created it, who 
approved at the levels 
and when. 
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