CHRS Guide: Enter TAE Appointment Data — Revision Mid Process
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 find the faculty to revise. If you have multiple areas, you can use Dept ID to view faculty by programs.
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3. Inthe appointment data entry page, you will find the employee that needs a revision in the following ways.

Scenario: Revise the data entry before the appointment notification.
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Scenario: Revise the data entry after the appointment notification ("Revision" appears in Other Action).

Search Criteria

Business Unit: CICMF | EE Group:|01 | Q, Empl ID: @, DepriD: a Term: aQ Job Code: Q Lookhaok Dr: (05012023 | —
Channel Islands Business | Lecturers | L e—
Unit

Data Entry (Lecturer Group)
Personalize | Find | 1B

ApptData || AddiDzz || Aparlog | B

| | “Emgl D ‘ETE % Mame |ET1!§—' % “Pasition Mor | Job Code | *Grade | “Base Rate gptj| Description Tem | Session %‘;E—‘l Other Action Adiust ‘ EifDt End Date | '% | W | FTE |*Entitlement ﬁ‘% Tem Rate |Unconditonal | S | Reagy?

|1|-aaamaa 2‘ a‘cmeaemhaw: |Ac‘iue |cwcr4= |mmmi alue |2 q‘ 5000 |aus?5u |Maxr P :_\" Q‘ax- c :”na'-mza ||z‘15:2023 TR '.'\| 3uunnuunuuq| a.znuuuoq‘ uua.cc‘ s O |D| 0
Save for later Add new Person Save & Submit ‘ Select All ‘ | Deselect All |

4. Make necessary correction and select "Ready".
5. Click Save & Submit for approval.

Save & Submit
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