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1. Navigate to CSU TAE Appointment Data Entry:  

 
  

2. Use search criteria, EE Group 06, to view employee in your respective area. If you have multiple programs, you can use Dept ID to view 
employee by programs.   

 
  

3.   
a. If an employee has previously been employed in the specific dept, employee information is retrieved from Job Data. If an employee has 

worked multiple consecutive jobs, the most recent job is retrieved.  
b. If an employee is not in the search results or is new to your department, add an employee by using Add New Person button.  

 
  

4. Once a new row populates or employee's information is retrieved, continue with appointment data entry from the left to the right of the 
same row.  

 
  

5. Select Ready when the entire row is completed and ready for processing.  
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6. Click Save & Submit for approval.  

 
  

Substitute Faculty Appointment Data Entry Tips 
 

• Substitute faculty appointments are for short duration (20 consecutive days or fewer). 
• Verify and complete the following fields: Position Number, Grade, Base Rate, Term, Appt Type (005-Immediate Pay), EffDt, End Date, 

Lecture or Lab, and Lec/Lab Hrs.  
 

 
• Once you select the grade, lecturer or lab, and hrs, the system will auto-calculate the total amount.  
 

 


