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Creating a Late Start Appointment

This article covers how authorized users can create a Late Start appointment in
Temporary Academic Employment (TAE).

1. Log in to the campus portal and click on Human Resource
in the Titan Online widget.

View step-by-step instructions on accessing CHRS.

Where is the appointment in the approval process?

@ View Checking the Status of a TAE Appointment and Faculty Appointment
Notices to determine where the appointment is in the approval workflow.

| am creating a new appointment with a Late Start

The instructions below are a truncated version of the full instructions on
creating TAE appointments that highlight how to mark an appointment as
Late Start. View all of the TAE guides for more specific instructions on how to
create TAE appointments in full.
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1. Use the Nav Bar to access the Menu and select CSU Temp
Academic Employment. Then select CSU TAE Appointment Entry.
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A. Click on the NavBar.

B. Select Menu.

C. Then navigate to CSU Temp Academic Employment > CSU TAE Appointment
Data Entry.

2. Enter search criteria to look up one or more employees. You can
enter multiple fields to narrow down your search results. Then click
Search.

@ You must enter FLCMP as the Business Unit and select an EE Group.
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A. REQUIRED: Enter FLCMP as the Business Unit. This is a required field, do not
remove it.
AND

B. REQUIRED: Select the EE Group.

C. Optional: Enter the Empl ID (CHRS ID) of the specific employee you want to create
an appointment for.

D. Optional: Enter a specific Dept ID to see only employees with previous
appointments in that department. If you leave this field blank, you will see
employees with previous appointments in all department IDs that you have
access to view.

E. Optional: Select a specific Term (e.g., 2237, 2243, etc.) to view existing
appointments for the selected term.

F. Optional: Select a specific Job Code to view only appointments with that job code.

G. Optional: Adjust the Lookback Dt if you want to go back further in the history.
The default date for this field is 18 months ago.

H. Click Search when you have entered all of your criteria.

3. Enter the appointment details as applicable. Select Late Start in
the Adjust menu and then enter the employee's first day of work in
the Effective Date.

Q@ 0

*Base Rate DeptID Description Term Session (*Appt Type Other Action Adjust EfiDt End Date ZWuii Term

Date

4,530.00/|10138 Human Semvices 2233 Q|1 Q||006  |Q v ||| Late Start v ||/ 01/31/2023 |[3] |05/26/2023 05/26/2023 |3

A. Select Late Start from the Adjust drop-down menu.
B. Select Effective Date for the Late Start appointment.
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4. Continue filling out the appointment details such as WTU, FTE,
Hours, etc.

@ View all of the TAE guides for more specific instructions on how to create TAE
appointments in full.

5. Place a checkmark in Ready? when you have fully reviewed the
employee's new appointment information and the appointment is
ready to be submitted for approval. Click the plus sign button to
add a new row for the employee.

The Ready? column is an easy way for you to remember which employees'

appointments that you have fully entered and reviewed. However, it is also
a required field in order for an appointment to be submitted. If an
appointment does NOT have this box checked, it will not be submitted.

ANeXcYD]

Term Rate |Unconditional ﬁ Ready?
26,635.20 [+]
4,818.27 [+]
5,436.00 +]

A. If the employee has a full-time, full year appointment, place a checkmark in
Unconditional.

B. If the employee is a rehired annuitant, place a checkmark in REH Annuit.

C. When the employee's entire row has been fully reviewed and is correct, place a
checkmark in Ready?.
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D. Need to add another employee record row/appointment row for this employee?
Click the plus sign to add another employee record row.

6. To save your changes but NOT submit them for approval, click
Save for later. To save and submit your changes for approval, click
Save & Submit.

Only rows with the Ready? column checked will be submitted if you click
y y y
Save & Submit.

26 0 0 Active  [FLCMP

27 3 0 Terminated (FLCMP

28 0 0 Active  [FLCMP

29 1 0 ¢ [FLCMP

30 0 0 FLCMP
Save for later Add new Person Save & Submit

A. Click Save for later to save your changes without submitting the appointment
for approval.

B. Click Save & Submit to save your changes AND submit the appointment for
approval.

7. CHRS will check the rows for errors when you save & submit. You
will see a window indicating if there are any rows with errors and
how many rows were successfully submitted. Click OK.

@ Note that you will not see any pop-up messages when you choose Save for
later. You will see a processing icon at the top right of the screen; once the
icon disappears, your changes have been saved.
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Message

Mbr of Rows Submitted: 1 (25115,10)

Next Steps

The department or college HR analyst will need to review and approve the
appointment.

@ Each department/college may have a different business process, but
generally you will need to notify your department/college HR analyst that
there are TAE appointments for them to review as the system does NOT sent

an approval notification to the Reviewer.

The appointment notice has been sent to the employee, but
Payroll has not processed the appointment

The appointment will need to be pushed back to the Originator so the
appointment can be revised. The appointment will then be re-submitted for

approval and go through the approval workflow.

O 1. Contact the person/group that has the appointment in their queue to
request that they push back the appointment to the Originator.
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@ Each department/college may have a different business process for
“  communications about TAE appointments. Contact your college Academic
HR analyst if you're unsure what the process is.

Is the appointment in Payroll's queue? Currently Payroll is still

developing the business process for notifying them that an appointment
in their queue needs to be pushed back. It is likely that the Reviewer
(College Analyst) will be the one to contact Payroll, so consult with your
college for assistance.

O 2.The appointment is pushed back to the Originator by the Reviewer or MPP
Approver (or other Reviewer).

These instructions show how MPP Approvers can push back
appointments, but the steps are the same for Reviewers.
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2.1. Log in to the campus portal and click Employee Homepage in the
Titan Online widget.
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View detailed instructions on accessing Employee Homepage.

2.2. Click on the CSU TAE Approval Chart.

@ Alternatively, you can navigate using the Nav Bar to: CSU Temp Academic
Employment > CSU TAE Approval Workflow > CSU TAE My Approval page.
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You will see the number and type of TAE appointments awaiting your approval.

2.3. Alist of the TAE appointments to be approved appears. Click Go to
My Approval Page.

£ Employee Self Service CSU TAE Approval
2 rows
&][a)n
Business Unit & EE Group < Job Title < Department = Step/Level & Appointment# < For Empl ID < Name <
CSU Fullerton Lecturers Lecturer AY Human Services MPP Authorization 50000009 100011053 Virrid Wayzygoose
CSU Fullerton Lecturers Lecturer AY Human Services MPP Authorization 50000012 1000093089 Galder Weathenwax

Go to My Approval Page

2.4. Check that the Business Unit is FLCMP. Select an EE Group. Then
click Search.

o You must enter FLCMP as the Business Unit and select an EE Group.

@ Typically revisions are made for a specific employee, so you may want to
“  search by Empl ID so you jump right to that employee's information.
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CSU TAE My Approval page

Search Criteria o e e D

Business Unit: FLCMP Q EE Group: 01 Q Empl 1D: |1 a, Dept ID: a, Term: a, Job Code: a,

CSU Fullerton Lecturers Esmerelda Weatherwax

Approval Level: Q Selrch

A. REQUIRED: Enter FLCMP as the Business Unit.
AND

B. REQUIRED: Select the EE Group.

Enter the Empl ID (CHRS ID) of the employee whose appointment you want to
push back.

D. Click Search when you have entered all of your criteria.

2.5. Click the Approval tab.

Data Entry (by Empl ID only)

Main Appt Data Addl Data Addl Empl Funding Appt Log Approval
3 *Empl Eff Empl
Empl | Red Seq Name Stat
1)1 2 0 (Esmereida Weathenwax Active

2.6. Click on the magnifying glass in the Pushback? column for an
appointment.

Data Entry (by Empl ID only)

Personalize | Find |

Main Appt Data Addl Data Addl Empl Funding App?

Emptip | B2 X Name s ‘Amanr aen| eher, |anorove? Comments Bushback? LastApproval By ‘ Last Approval By
| 1|1 | 2‘ U|E5merelna Weatherwax ‘H ‘5DO0D018| 2 ‘ f71] | O | —Sybi\ Vimes |09f23.'23 9:41:50AM
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2.7. Choose who you want to send the appointment back to.

@ You will only see steps in the workflow that come before you. Typically,
“  you will push back appointments to the 0 - Originator, which is the
person who created the appointment, as they are able to make revisions.

Review TAE EE Groups and Workflows to see who is at each step in the
workflow for each EE group.

Look Up Pushback?
Step
Description
Look Up Clear Cancel Basic Lookup

Search Results
View 100 First (4 1-2ofz (k) Last

2.8. Enter a reason that you are sending the appointment back. Copy
and paste the reason in the Comments box.

9 Comments

] ‘ This iz why this appt is being pushed back

Approve?

Delete? (Pushback?

0 *Reason

‘ ] ‘ 114 ‘Ths = why this appt is being pushed back

A. Enter why you are sending the appointment back in the Reason field.

B. Then copy and paste the reason into the Comments box to make it easier for
the user to see your comment.

Creating a Late Start Appointment // Downloaded: 04-19-2024 // Disclaimer: This document is only valid

Page 11
as of the day/time when it is downloaded. Please view the original web document for the current version.



https://csuf-erp.screenstepslive.com/m/117408/l/1721333-tae-ee-groups-and-workflows

EIFGTLERTON

....... (ATION TECHNOLOGY.

2.9. Click Save & Submit to finish sending the appointment(s) back.

Data Entry (by Empl ID only)

Main Appt Data Addl Data Addl Emp Funding Appt Log Approval

7 *Empl | Eff Empl| +Position
EMRLD | Red | Seq ame Stat | Nbr
| 1|1 | 2| D|Esmerelda‘ﬁ-‘eathemax |A|:1ive|1[][)04542

Save for later Save & Submit

2.10. You will see a window indicating if there are any rows with errors
and how many rows were successfully saved or submitted without
errors. Click OK. You're done!

Message

MNbr of Rows Submitted: 1 ({25115,10)

O 3. The Originator will get an automated email notification when the
appointment has been pushed back to them.

@ Note the employee ID and reason for the push back are included in the
" email.
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TAE Push Back to Originator

MNoReply@calstate.edu
To @

CSUF external service. Use caution and confirm sender.

There has been a push back by an approver to you. The employee ID i§ 100000000. The reason for the push back islPIease revise Salary Grade W

O 4. The Originator updates the appointment using CSU TAE Appointment Data
Entry and re-submits it for approval.

4.1. Use the Nav Bar to access the Menu and select CSU Temp Academic
Employment. Then select CSU TAE Appointment Entry.
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A. Click on the NavBar.

B. Select Menu.

C. Then navigate to CSU Temp Academic Employment > CSU TAE
Appointment Data Entry.
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4.2. Enter search criteria to look up one or more employees. You can
enter multiple fields to narrow down your search results. Then click
Search.

(1] You must enter FLCMP as the Business Unit and select an EE Group.

@ Typically revisions are made for a specific employee, so you may want to
" search by Empl ID as well as EE Group so you jump right to that
employee's information for that specific appointment type.

£ CSU ID Search CSU TAE Appointment Data Entry

s o ) B © D) (EJ 1 © ;

Business Unit: FLCMP Q. EE Group: |01 [T Empi 1D: 1 C, DeptiD: Q, Term: [«} Job Code: Q Lookback Dr:|03/27/2022 |5 s s “|
CSU Fullerton Lecturers Esmerelda Weatherwax

A. REQUIRED: Enter FLCMP as the Business Unit.
AND

B. REQUIRED: Select the EE Group.

C. Optional: Enter the Empl ID (CHRS ID) of the specific employee whose
appointment you want to revise.

D. Optional: Enter a specific Dept ID to see only appointments in that
department. If you leave this field blank, you will see employees in all
department IDs that you have access to view.

E. Optional: Select a specific Term to view existing appointments for the selected
term.

F. Optional: Select a specific Job Code to view only appointments with that job
code.

G. Optional: Adjust the Lookback Dt if you want to go back further in the history.
The default date for this field is 18 months ago.

H. Click Search when you have entered all of your criteria.
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4.3. The employee's current appointment row will appear. You can start
making modifications to the appointment.

Data Entry (Lecturer Group)

ApptData || AddlData | ApptLog
Efi

Empl
Rcd

Business
Unit

Empl

Stat

‘ ‘ *Empl ID

Name

*Position Nbr

Job Code

*Grade *Base Rate

Seq

Dept ID ‘ Description

1 |1 | 2| 0 | Esmerelda \Weathenwax

Acﬂve|FLCMF’ | 10004542 |Q |2358 | 2 Q| 4,774.00 |‘10138 |Hun‘|an Services

4.4. The appointment should display Revision under Other Action, but if
it doesn’t, you can select Revision. Then select Late Start in the Adjust
menu.

Term Session .?‘F;E—t Other Action Adjust
2233 g |1 |q bﬂeﬂsian v |
Q Q Q BT
Q Q Q
Q Q Q|

A. Select Revision in the Other Action drop-down menu.
B. Then select Late Start from the Adjust drop-down menu.

4.5. Update the appointment Effective Date.

*Appt - - =Multi Term
Type Other Action Adjust End Date —
008 &} | Revision v | | Late Start  w | 01172023 Eﬂ AI262023 05/26/2023 Eﬂ

4.6. Place a checkmark in the Ready? column.

Data Entry (Lecturer Group)

Personalize | Find | | | B
ApptData | AddiData || ApptLog (
“Empl ID %l';l ;{; Name j Other Action Adjust EffDt End Date 'M“&% “WTU -FTE “Entitlement iﬁ& Term Rate | Unconditional Mﬁ:‘ Ready?
101 2| 0]|Esmerelda Weatherwax 4 2, |[Revision v]|[Late Stat__~|[01/31/2023 |[5] [05/26/2023  |[05/26/2023 |5 || 15.000000000]Q || 1.000000|c, 477400|  25389.00 ] (m] 0O =
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...........................

4.7. Click Save & Submit to submit the revised appointment for
approval.

Data Entry (Lecturer Group)

Appt Data Addl Data

Appt Log

Active |FLCMP

m Empl | Ef Empl | Business
‘ ‘ Empll Red S_eq‘ Name ‘ stat ‘ Unit
| 1|1 | 2| 0 |Esmerelda Weatherwax |

Save for later

Add new Person Save & Submit

4.8. You will see a window indicating if there are any rows with errors
and how many rows were successfully submitted without errors. Click
OK.

Message

Mbr of Rows Submitted: 1 (25115,10)

O 5. The Reviewer must review/approve the revised appointment.

The TAE reviewer will need to review and approve the revised appointment.

@ Each department/college may have a different business process, but

generally you will need to notify your department/college HR analyst that
there are TAE appointments for them to review.

O 6. The revised appointment will continue through the rest of the approval

workflow (MPP, Budget Review, Enrolilment Review, Payroll) as applicable for
the EE Group (appointment type).
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@ View TAE EE Groups and Workflows to see which users/groups are part of
“ the approval workflow for each EE Group.

The MPP Approver will need to approve the revised appointment.

The appointment has been processed by Payroll

If the appointment has been processed by Payroll, the Originator can use
the CSU TAE Appointment Data Entry screen to create a revised
appointment for the employee and send it through the approval workflow.

O 1. The Originator submits a revised appointment using CSU TAE Appointment
Data Entry.
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1.1. Use the Nav Bar to access the Menu and select CSU Temp Academic
Employment. Then select CSU TAE Appointment Entry.

8 . oo

NavBar: Menu

Menu

Recently Visited CSU Temp Academic Employment

E CSU TAE Approval Workflow >

@

Favorites E CSU TAE Appt Motification >
— E CSU TAE Reports >
;u E CSU TAE Setup Table >

&E CSU TAE Appointment Data Entry

My Team

A. Click on the NavBar.

B. Select Menu.

C. Then navigate to CSU Temp Academic Employment > CSU TAE
Appointment Data Entry.

1.2. Enter search criteria to look up one or more employees. You can
enter multiple fields to narrow down your search results. Then click
Search.

(1) You must enter FLCMP as the Business Unit and select an EE Group.
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@ Typically revisions are made for a specific employee, so you may want to
" search by Empl ID as well as EE Group so you jump right to that
employee's information for that specific appointment type.

¢ CSUID Search CSU TAE Appointment Data Entry

--Q 0 © ©0 6 6 0

Business Unit: FLCMP |G EE Group: |01 Q EmpiiD: 1 G, DepriD: (s} Term: Q Job Code: (o} Lookback Dr: 02/27/2022 [

CSU Fullerton Lecturers Esmerelda Weatherwax

A. REQUIRED: Enter FLCMP as the Business Unit.
AND

B. REQUIRED: Select the EE Group.

C. Optional: Enter the Empl ID (CHRS ID) of the specific employee whose
appointment you want to revise.

D. Optional: Enter a specific Dept ID to see only appointments in that
department. If you leave this field blank, you will see employees in all
department IDs that you have access to view.

E. Optional: Select a specific Term to view existing appointments for the selected
term.

F. Optional: Select a specific Job Code to view only appointments with that job
code.

G. Optional: Adjust the Lookback Dt if you want to go back further in the history.
The default date for this field is 18 months ago.

H. Click Search when you have entered all of your criteria.

1.3. The employee’s current appointment row will appear. You can start
making modifications to the appointment.

@ Does the employee not show up? Double check where their previous
" appointment is in the approval workflow. It's possible the appointment
was not processed by Payroll yet.
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Currently, future processed appointments are not displayed. Future
enhancements will include future dated appointments.

Data Entry (Lecturer Group)

ApptData || AddiData | ApptLog

Empl Business
Red Unit

| 1|1 | 2| 0 |Esmerelda Weatherwax |A ive|FLCMP | 10004542 Q|2358 |2 Q| 4,774.00 |10138 |Human Services

Eff
Seq

Empl

Stat

*Position Nbr

‘ ‘ *Empl ID Dept ID ‘ Description

Name Job Code *Grade *Base Rate

1.4. The appointment should display Revision under Other Action, but if
it doesn’t, you can select Revision. Then select Late Start in the Adjust
menu.

Term Session Other Action Adjust

Revision v |

2233 @ |1 |a

Q Q
Q Q
Q Q |l

A. Select Revision in the Other Action drop-down menu.
B. Then select Late Start from the Adjust drop-down menu.

1.5. Update the appointment Effective Date.

=Appt - - *Multi Term
Type Other Action Adjust End Date Date
oG |3 | Revision w | | Late Start | 01/17/2023 |[57] P5/26/2023 05/26/2023 |[5]
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1.6. Place a checkmark in the Ready? column.

Data Entry (Lecturer Group)

Personalize | Find | | B B

ApptData | AddiData || Apptlog | [FE)

Eff Actual . "
S0 CompRate | TermRate |Unconditional | ;oo | Ready?

101 2|[ o] |Esmerelda Weatherwax 4 2 |[Revision ~]|[Late Start__~] |[01/31/2023 |[5] [05/26/2023  |[05/26/2023 [f5j || 15.000000000|, || 1.000000] 477400  25380.00 ] O [ (53

el N

“EmplID ER—’“E Name Other Action Adjust EffDt End Date “% “WTU FTE | *Entitlement

1.7. Click Save & Submit to submit the revised appointment for
approval.

Data Entry (Lecturer Group)

Appt Data || Add Data | ApptLog

5 Empl | Ef pl El.usmess
=TT 1)} p—— EEE
| 1|1 | 2| D|Esmerelda‘ﬁfeathem'ax | ctive (FLCMP

Save for later Add new Person Save & Submit

1.8. You will see a window indicating if there are any rows with errors
and how many rows were successfully submitted without errors. Click
OK.

Message

Mbr of Rows Submitted: 1 (25115,10)

O 2. The Reviewer must review/approve the revised appointment.

The TAE reviewer will need to review and approve the revised appointment.
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@ Each department/college may have a different business process, but
" generally you will need to notify your department/college HR analyst that
there are TAE appointments for them to review.

O 3.The revised appointment will continue through the rest of the approval
workflow (MPP, Budget Review, Enrolilment Review, Payroll) as applicable for
the EE Group (appointment type).

@ View TAE EE Groups and Workflows to see which users/groups are part of
" the approval workflow for each EE Group.

The MPP Approver will need to approve the revised appointment.

| am adding a Late Start to a current appointment in the same
department (Mid Semester Time Base Change)

If the faculty has a mid semester time base change, the Originator can use

the CSU TAE Appointment Data Entry screen to terminate the existing
appointment and create a new appointment row that starts on the first day
the faculty has additional WTUs applied.

O 1. The Originator revises the existing appointment, and creates a new
appointment row starting on the first day the faculty has additional WTUs
applied.
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EIFUTLERTON

1.1. Use the Nav Bar to access the Menu and select CSU Temp Academic
Employment. Then select CSU TAE Appointment Entry.

8 . oo

NavBar: Menu

Menu

Recently Visited CSU Temp Academic Employment

E CSU TAE Approval Workflow >

@

Favorites E CSU TAE Appt Motification >
— E CSU TAE Reports >
;u E CSU TAE Setup Table >

&E CSU TAE Appointment Data Entry

My Team

A. Click on the NavBar.

B. Select Menu.

C. Then navigate to CSU Temp Academic Employment > CSU TAE
Appointment Data Entry.

1.2. Enter search criteria to look up one or more employees. You can
enter multiple fields to narrow down your search results. Then click
Search.

(1) You must enter FLCMP as the Business Unit and select an EE Group.
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@ Typically revisions are made for a specific employee, so you may want to
" search by Empl ID as well as EE Group so you jump right to that
employee's information for that specific appointment type.

¢ CSUID Search CSU TAE Appointment Data Entry

--Q 0 © ©0 6 6 0

Business Unit: FLCMP |G EE Group: |01 Q EmpiiD: 1 G, DepriD: (s} Term: Q Job Code: (o} Lookback Dr: 02/27/2022 [

CSU Fullerton Lecturers Esmerelda Weatherwax

A. REQUIRED: Enter FLCMP as the Business Unit.
AND

B. REQUIRED: Select the EE Group.

C. Optional: Enter the Empl ID (CHRS ID) of the specific employee whose
appointment you want to revise.

D. Optional: Enter a specific Dept ID to see only appointments in that
department. If you leave this field blank, you will see employees in all
department IDs that you have access to view.

E. Optional: Select a specific Term to view existing appointments for the selected
term.

F. Optional: Select a specific Job Code to view only appointments with that job
code.

G. Optional: Adjust the Lookback Dt if you want to go back further in the history.
The default date for this field is 18 months ago.

H. Click Search when you have entered all of your criteria.

1.3. The employee’s current appointment row will appear. You can start
making modifications to the appointment.

@ Does the employee not show up? Double check where their previous
" appointment is in the approval workflow. It's possible the appointment
was not processed by Payroll yet.
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Data Entry (Lecturer Group)

Appt Data || AddiData | Appt Log

Business

Empl| Eff Empl *Positi al Description
‘ ‘ *Empl ID Red | Seq Name ‘ Stat Unit Position Nbr | Job Code *Grade Base Rate Dept ID ‘ Description
| 1|1 | 2| 0 |Es*nere|-:a Weatherwax |A|:1i\.re FLCMP | 10004542 |Q |2358 |2 Q| 4,774.00 |1-9138 |I—J|T|an Services

1.4. Re-enter the current appointment details such as Term, Session,
and Appointment Type.

*Appt
Type

|2243 q|1 q|-:ma q||

‘ Term ‘Session

1.5. Note that you may see a pop-up indicating that this appointment
already exists. Click Yes to continue.

Message

An appt for this EE already exists in History tahle, continue processing? (25115, 11)

History details:

Emplid: 1
Empl Rcd: 0
Appt Mumber: 500000179
EfDL: 2024-01-16
Effseq 0

Submitted By: 50
Submitted Date:  2023-12-13-11.09.11.000000

Yes j Mo
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INFORMATION TECHNOLOGY

1.6. In the Adjust column, select Early Term.

EffDt

011162024

Farytem 123172022

03/01/2023

081712023

1.7. Change the End Date to the last day that the faculty is doing the
lesser amount of WTUs.

Do NOT change the Multi Term Date.

Adjust EffDt ‘ End Dt ‘ *Multi Term
011162024 |5 |[03131/2024 |5 |[0520200 |5

1.8. In the Other Action column, select No Change.

@ Notice that when you select No Change, the other fields in the
“  appointment are grayed out. This is why you need to complete the

changes to the Adjust column and End Date prior to selecting the Other
Action.
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Other Action Adjust EffDt End Dt REl Tom
date
Mo Change v il EardyTerm |01/16/2024 03/31/2024 |5} |[05/24/2024 |5

1.9. Place a checkmark in the Ready? column. Then click the plus sign
button to add a new appointment row for this same employee.

EH | Diff

Unconditional Annuit| Ap

1.10. If the appointment details are not automatically added for the
second appointment row, add the Term, Session, and Appointment

Type.

*Appt
Type

243 | |1 la|foos o

Y N

Term ‘ Session

1.11. In the Adjust column, select Late Start.

Other Action Adjust
| No Change v || Early Term
| Revision v ||iLate Start
ve for later Sav%l
Other

1.12. Change the Effective Date to the first day that the faculty will
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....... (ATION TECHNOLOGY.

start teaching the increased units.

Do NOT change the Multi Term Date.
Adjust EfiDt End Dt Mt Serm
Early Term  |01/16/2024 03/31/2024 |[5] |[05/ Bl
04/01/2024 |[5]| 052412024 |[5] | 042 31

1.13. In the WTU column, enter the TOTAL WTU the faculty will be

teaching for the rest of the semester.

*WTU

12.000000000

15.000000000(C §  1.000000|C

1.14. Click on Addl Data.

Data Entry (Lecturer Group)

Appt Data

Addl Data

Appt Log

Name
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INFORMATION TECHNOLOGY

1.15. At the end of the row, enter a comment indicating that this is a
mid-semester timebase change.

Comments will be saved within the workflow until the appointment is
processed.

ltem 215 Comments Ready?

Mid-semester timebase change O |+

1.16. Click on the Appt Data tab to go back to the appointment details.

Data Entry (Lecturer Group)

Appt Data | § Addl Data | Appt Log
. Empl | Eff
Empl ID Red | Seq ‘ Name

1.17. The new appointment row should already have the Ready? column
checked. If not, make sure that both lines have the box checked.

Unconditional | ,———

U U
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1.18. Click Save & Submit to submit both appointment rows for
approval.

Data Entry (Lecturer Group)

ApptData || AddiData | ApptLog
B Empl | Eff Empl | Business 5 i . . i “Appt i
‘Empl ID Red | Seq Name Stat Unit Position Nbr | Job Code | *Grade Base Rate DeptID Description Term Session Type Other Action Adjust
11 0 0|Esmerelda Weatherwax Active |[FLCMP 10004587 2358 3 5,696.00|10138 Human Services 2243 @ (1 qloos  |a Early Term
2(1 0 0||Esmerelda Weatherwax Active |FLCMP 10004587 |Q |2358 3 Q 5.696.0010138 Human Services 2243 Q|1 @ (006 @ |[Revision ~ |nlete Start v
Add new Person Select All Deselect All Save for later Save & Submit

1.19. You will see a window indicating if there are any rows with errors
and how many rows were successfully submitted without errors. Click

OK.

Message

Mbr of Rows Submitted: 2 (25115,10)

O 2. The Reviewer must review/approve both appointment rows.

The TAE reviewer will need to review and approve both appointment rows.

@ Each department/college may have a different business process, but
generally you will need to notify your department/college HR analyst that
there are TAE appointments for them to review.

O 3. The appointment rows will continue through the rest of the approval
workflow (MPP, Budget Review, Enrolilment Review, Payroll) as applicable for

the EE Group (appointment type).
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@ View TAE EE Groups and Workflows to see which users/groups are part of
" the approval workflow for each EE Group.

The MPP Approver will need to approve both appointment rows.

O 4. The new appointment notice will include two documents since there are
two appointment rows.

The appointment notice will include two documents since there are
two appointment rows, and it should look like the sample below when
the faculty receives the appointment.

Cal State Revised

03/26/2024

Employee Name: Esmerelda Weatherwax
Employee ID: 1
Empl Red#: 0

This letter constitutes an offer of employment in Human Services, as a Lecturer AY,
Ra = = z
no

. SAMPLE

an
agreement (CBA) 12.5.

Detailed Appointment Information #1

Term Start Date: Term End Date: Appt End Date:
01/16/2024 03/31/2024 05/24/2024

Term: Appointment Type:

Spring 2024 Semester Appointment

WTU: 12.0000000 Fraction: _4/5 Time Base:  0.8000000
Base Salary Rate: 5,696.00 Monthly Pay: Term Rate: 16,466.62
Detailed Appointment Information #2

Term Start Date: Term End Date: Appt End Date:
04/01/2024 05/24/2024 05/24/2024

Term: Appointment Type:

Spring 2024 Semester Appointment

WTU: 15.0000000 Fraction: 11 Time Base:  1.0000000
Base Salary Rate: 5,696.00 Monthly Pay: Term Rate: 13,592.73

Need Help?

For specific questions about TAE appointments and processes, contact Academic HR
at academichr@fullerton.edu.
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For training and how-to assistance, contact IT Training at 657-278-5647 or
ittraining@fullerton.edu.

For technical assistance, contact the IT Help Desk at 657-278-7777 or
helpdesk@fullerton.edu.
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