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1. Navigate to CSU TAE Appointment Data Entry:  

 
  

2. Use search criteria, EE Group 05, to view the faculty in your respective area. If you have multiple programs, you can use Dept ID to view faculty by 
programs.    

 
3. Enter the appointment fields. 

a. If the employee has taught summer stateside, the most recent job information is retrieved. Use the existing row to enter a new appointment.  
b. If the employee is not in the search results, or is new to your department, add an employee by using Add New Person button. Once a new row 

populates, continue with appointment data entry.  
 

  

 
  

4. Select Ready when the entire row is completed and ready for processing.  

 
  

5. Click Save & Submit for approval.  
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Summer Appointment Data Entry Tips 
 

• Effective Date and End Date will auto-populate based on the session you choose. 
• Use Appt Type 010 Summer Session-Immediate Pay 
• Rate per WTU will auto-populate based on the Base Rate. If Base Rate is blank, enter the faculty's AY comp rate from the entitlement sheet. For any 

question about base rate, contact Manami Gutierrez.  
• For K-factor course: If the course has enrollment of less than twenty (20) students, enter the Student Count. The system will calculate reduced rate 

based on the enrollment per the CBA (Article 21.15). The compensation will be finalized at the enrollment as determined by the final census date.  

 
• For S-factor course: Add the final workload in WTU field when the final workload is confirmed.  

 


