CHRS Guide: Enter TAE Appointment Data — Existing Lecturer

1. Navigate to CSU TAE Appointment Data Entry.
Menu > CSU Temp Academic Employment > CSU TAE Appointment Data Entry.

2. Use search criteria, EE Group 01, to view the existing faculty in your respective area. If you have multiple areas, you can use Dept ID to view

faculty by programs.

Search Criteria

Business Unit: CICMP Q. EE Group: |01 | Empl ID: Q. Deptln: Q Term: Q Job Code: Q. Lookback Dr: 022512022 [z T seach |
Channel Islands Business ~ Lecturers
Unit

3. Find an employee and enter a new appointment by editing the existing row for that employee.
Note: Search result returns with only employees who are in Job Data. If an employee has worked in multiple consecutive jobs, the most

recent job is retrieved.

Search Criteria

Business Uniz: CICNF | EEGroup: 01 ) Empl ID: @ DepriD: (¢} Term: a Job Code: Q| LookhaokDr: DRD1I20Z &)
Search

Channel lslands Business | Lecturers

Enter new appointment data
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4. Select Ready when the entire row is completed. Click Save & Submit button for approval.
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