CHRS Guide: TAE Appointment Approval

1. Navigate to CSU TAE My Approval page by using navigation bar or click CSU TAE Approval Chart under Employee Self Service.

Menu > CSU Temp Academic Employment > CSU TAE Approval Workflow >
CSU TAE My Approval page
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2. Select EE Group to find appointments, then click Search. You may use other search criteria to narrow down your search.

Search Criteria

Business Unit: CICMP | EE Group: 01 | Q Empl ID: @, DeptiD: Q

Channel Islands Business Lecturers
Unit

. . . (0312521
Term: Q Job Code: Q. Lookback Dr: 032512022 [ Search
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3. Review the information on the Appt Data.

Search Criteria

Business Unit: CCMP 4 EEGroup: 011 |Q Empl ID: A DepriD: Q Tem: Q Job Code: Q Approval Level: O
Channel Islands Business Lecturers

Unit

Data Entry {Lecturer Group)

ApptData | AddiData || Apptlog || Approval || Notfication | [F7h
“EmplID EFL%‘ % Mame ETE'I % “Positon Mbor | Job Code | “Grads | ‘BzseFRate | DeptlD Description Tem | Session 'ﬁ%_g—t Other Action Adiust EfDt | EndDate '% Wiy FTE |*Entilement iﬂ%ﬂle TemhRate |Uncondifonal| S| ect2
1| 100042408 4] 0f|Clsie Beauchamp Actie |CICMP | 10012720 @ | 2268 3 Q[ 540500303740 |History 23 Q1 [Q|oe |a Il w(0aTana 12152003 (121502023 |G (|2 0ooooono]a (| 0.133382)Q e 0
2| 100042400 3|[ 0] |[Jamie Frezer Aot |CICMP |[10012720 |, | 2368 3 Q[ 540500 |303740  |Histery 2% o ([T Ja | o | Vl(0aTa0e  |12na0003  |[12152023 |5 (2 oo00coooo]q | 0.13%35]a o884l O 0
3100042500 3{[ 0f|Brinna Fraser Active CICMP (10013038 @ [2258 7 Q| 4E000) |0 |Hstry 2% [ (1 ] o | w(0anTanz  |12ma2023  |[12152023 |G (| 2oo00coooo]q | 0.13333]Q 6400 3838 O 0
Saveforleter | | Saue & Submit Selection by: ¥ SelctAl | [ DesslectAl |
4. Go to Approval tab, click Approve check box, and click Save & Submit button.
Search Criteria
i :[cichP ;[0 : : : : :
Business Unit: Q. EEGroup: Q Empl ID: O Deptip: Q Term: Q Job Code: Q Approval Laval: Q
Channel Islands Business Lecturers
Unit
Data Entry (Lecturer Group)
Personalize | Find i
ApptData || AddiData | Appt L Approval ofification
*Empl ID Eﬂ—icg—‘ % Name % +Posifion Nbr | Job Code | *Grade | *Base Rate | DeptlD Description Appt Nbr %ﬂ 'éﬁg:‘ | Approve? Comments Delete? (Pushback? *Reason Last App
1/100042438 4| 0] |Claire Beauchamp cicuP (10012720 | 2358 3 5,405.00/[303740  |History 73000106 1 | i@ o b [m] Q
2| 100042499 3|[ 0] |Jamie Fraser cicMP (10012720 Q 2358 R+ 5,405.00/|303740  |Histary 73000107| 1 | @ ] 0 Q
3| 100042500 3|[ 0| |Brianna Fraser cicmp (10013038 | |2358 F =Y 4530.00] 303740 [History 001s| 1 | i [m [m] Q
Save for later ‘ ‘ Save & Submil | Selection by: v | Select All ‘ ‘ Deselect All |

=
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Tip: If you have multiple appointments to approve, you may select Approve from the drop-down menu where indicated "Selection by:" and click

Select All to approve all that are pending in your approval page. Once Approve box is checked for all that are ready to be approved, click Save &

Submit.
Data Entry (Lecturer Group)

Data Entry (Lecturer Group)

ApptData || AddiData | Apptlog | Approval || Mofification | |E=K
Empl | Eff Empl | Business . 2 - Stepl| Appt
*Empl ID Red | Seq Name Stat Unit *Posifion Nbr | Job Code | *Grade *Base Rate Dept 1D Diescription Appt Nbr Level| Chart Approve?
1/100042498 4 0||Claire Beauchamp Active |CICMP 10012720 |Q, |2358 3 Q 540500 303740  |History F3000106| 1 ik O
2100042499 3 0||Jamie Fraser Active |CICMP 10012720 |Q 2358 3 Q 540500303740  |History 73000107 1 i d
3100042500 3 0||Erianna Fraser Active |CICMP 10013038 | (2358 2 Q 4,530.00)(303740  |History 73000108 1 it O
Save for later | | Save & Submit Selectioh by: |Approve v} | Select All | | Deselect Al |

ApptData || AddiData | Apptlog | Approval || Mofification -

*Empl ID E?EI gil Name ETitapt_l % *Position Nbr | Job Code | *Grade | *Basze Rate Dept ID Description Appt Nbr I%:ﬂ gﬁlt_l Approve?
1100042495 4 0| |Claire Beauchamp Active |CICMP 10012720 |3 (2358 3 Q 5,405.00((303740  |History 73000106| 1 &b _:
2100042499 3 0| [Jamie Fraser Active |CICMP 10012720 | (2358 3 Q 5.405.00([303740  |History 73000107 | 1 1 _:
3100042500 3 0| |Brianna Fraser Active |CICMP 10013038 |Q (2338 2 Q 4530.00((303740  |History 73000108 1 & _:

Save for later | | Save & Submit | h Selection by: 1APEIOVE W | selectAl | Daselect Al
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If you need to make any edits to the appointment (Revise or Cancel), you may choose to do the following:

Option 1 (for Chairs)- Make necessary updates to the editable fields. Go to Approval tab and click Approve check box and click Save & Submit.

Search Criteria

Business Unit: CICMP Q EE Group: 01 |Q Empl 1D: @, DeptiD: Q, Term: Q, Job Code: Q Approval Level: Q

Channel Islands Business Lecturers
Unit

Search

Data Entry (Lecturer Group)

Appt Data || AddlData | ApptLlog || Approval || Notification

Business
Unit

Stepl

Empl
Red Level

Name *Position Nbr | Job Code | *Grade *Base Rate DeptID Description Appt Nbr

Eff
Seq

‘ *Empl ID

Appt

Chart ﬁnmy Comments

| 1|1oun42493 | 2| 0|Claire Beauchamp » |Ac1ive |CICMF’ |1uo12734 Q‘ZBS& |2 q| 4,530.oo|303750 |Matn |T300|]l]95| 1 | IS @ |

| saveforiater | | save & Submit | Selection by: | v [ Seleaal | [ DeselectAl | Use comments box for any edits

If you need to cancel appointment before the appointment notice is sent out, go to Approval tab and check Delete check box, add a reason, and
click Save & Submit.

Data Entry (Lecturer Group)

ApptData | Addl Data AppiLungNotiﬁcation

Empl | Eff Empl | Business iti P! infi Step/| Appt
‘ +Empl 1D Red | e Name ‘ Tt Unit +Position Nhr‘JubCude‘ Grade | *BaseRate | DeptlD Description Appt Nbr Level Chart \Approve? Comments Delete? : *Reason
aire Beauchamp ve 530, g 1) il
1{100042498 2| 0||Claire Beauch Active |CICMP [ 10012734 Q |2358 2 4530.00(303750  |Math 73000095| 1 0 \

| Save for later | || Save & Submit || Selectionby: [ V| ‘ Select All | | Deselect All | adare

Option 2 (for Chairs & Deans)- On Approval tab, click the Pushback lookup to select a prior step in the workflow. Select the appropriate step in the

workflow to push back. Do not forget to add a revision reason in both Reason and Comments boxes. Click Save & Submit.
Data Entry (Lecturer Group)

ApptData | AddlData | Apptlog]| Approval afion
*Empl 1D Empl | EA Name Empl M *Posifion Nbr | Job Code | *Grade | *Base Rate | DeptlD Description Appt Nbr Step! | Appt Approve? Comments Delete? | Pushback? *Reason
Red | Seq Stat | Unit Level| Chart —
‘ 1‘100042493 ‘ 2‘ 0| |Claire Eeauchamp Active ‘C\CMP ‘10012?34 Q‘2358 ‘2 Q‘ 4530.00‘303750 ‘Maih ‘73000095‘ 1 ‘ i 0 ‘ 0 ‘ 0 |
| saefrigkr | | | Saved Submi PP I N 7. N W ™7 | Actd 2 revision reason, s is visible to the approvers Addare
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