CHRS Guide: Enter TAE Appointment Data — Cancel After Loaded to Job

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: CICNP [} EE Group:|01 |y Empl ID: C,  DeprlD: (&} Term: s} Job Code: e} Lookback Di: | 03/25/2022  |[51] Search
Channel Islands Business Lecturers
Unit

3. Find an employee and enter a cancellation on existing 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 Unic CCVF_ |0 EEGroup: 01 QL | EmpliD: o Depti Q Term: a Job Code: O LookbackDe: [ROVZED |5

Channel Izlands Business Lacturers
Unit

Data Entry {Lecturer Group)

ApptData | AddiDatz | Apptlog | [FM

| ‘ *Empl ID ‘ET"‘LQLI i?': Name ETl“pt—l % 'FasinnnNur|JnhCnue‘ *Grade | *Base Rate ‘&p(ﬁ ‘ Description | Term ‘Sesswon| 'Iﬂy%;_l Other Action Adjust EfiDt | End Date ‘ '% ‘ “WTu ‘ *FTE CL&:"MP& ‘ Term Rate | Unconditional A%l Ready?

[ o[roossae | 5[0 [ctre Bemctans | e [cicwe [[orizeeTJa [pss8 By |68 |a0a7a5 [Py Y Y ol vz | | o [Ty 540500 o (o o
‘Save for later Add new Person Save & Submit \ Sekect All \ \ Deselect All \

Using the existing row, select Term for the existing appointment which you are trying to cancel. Click Yes to disregard the warning that the

term already exists in the history table.

Data Entry (Lecturer Group)

| ApptData || AddiData | ApptLlog |
. Empl | EN Empl | Business .5 . P - : “Apnt ’ :
-Empl ID Red | Seq Name Fr e Position Nbr | Job Code | *Grade Base Rate | DeptiD Description Term | Session | 2% Other Action Adjust EffDt End Date
J 1 ‘100042498 3| D!‘Clalfe Beauchamp Active |CICMP |i 10012881 Q. ‘2353 ‘ 3 & ‘ ‘303735 Psychology | 2242 Q| \Q‘ & ‘l ~] |\ v\|us:17}2023 | |
| saveforiater | | Add new Person Save & Submit | L C

Message

TERM (2242) for this EE already exists in History table, continue processing? (25115,11)

History details.

Emplid: 100042498
Empl Red 3

Appt Number: 73000097
EfiDE 2024-01-18
EfiSeq

0
Submitied By: 73003164115
Submitted Date: 2023-09-26-14.22.24.000000

ves || No
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5. Other Action field defaults to Revision and complete Term, Session, and Appointment Type. Term, session, and Appt Type fields populate the

cancelation notification.
Data Entry (Lecturer Group)

ApptData || AddiData | ApptLog
e Empl | Eff Empl | Business |,, .. q E - . *Appt y . *Multi Term
‘ Empl ID Red | Seq Name Stat Unit Position Nhr‘JobCode Grade Base Rate Ew‘ Description ‘ Term Session e Other Action Adjust ‘ EffDt ‘ End Date ‘ —M
|1‘100042498 | 3‘ D‘CIa\reBeauchamp |m|C|CMP |10012881 q|2358 ‘3 q| 5,405.00 |303?35 ‘Psychulagy |2242 o\‘1 q‘ Q| [Revision vl|[ v\‘mnafzozat |05!24f2024 |05az4¢2024 Eg|
‘ Save for later ‘ | AddnewPerson‘ | Save & Submit | | SelectAll | | Deselect All |
6. Change Other Action from Revision to Canceled and select Ready.
Data Entry {Lecturer Group)
onalize £l 1 ]
ApptData | AddiDats | Apptlog
J— -
EmalD Eﬂ—‘ f!:*; Name Es_lt:t‘ % “Posiion b |Job Code | ‘Grade | “BaseRete | DetD Deseipion Tm | Session %‘;;—‘ Oerdcion | At | Bt | Failee | WEEM oy FIE *Enttement ﬁ% Temft ooy Res?
1100042488 3| 1|Clire Besuchamp At |CICMP (10012881 |28 3 540000000 (303735 | Psyehology o i 08 Canceid v 01182024 | {Dai24rz0es ||Jaf24"2|124

7. Click Save & Submit button for cancellation approval.

| Save & Submit |
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