
 
 

 
Academic AAS/ASC/ASA 
This document provides quick access to CHRS training materials for individuals that perform 
Temporary Academic Employment related administrative responsibilities. This includes unit 3 and unit 
11. Additional role-specific resources are provided for administrative functions.  
 
Workforce Administration 
Job Aid Learn how to Find Employees with CSU ID Search 
Job Aid Learn how to Search Employee Job Data 
 
Temporary Academic Employment (Including Academic Student Employees (ISAs, GAs, and TAs)) 
Website Faculty Affairs Webpage for CHRS Resources  
Job Aid Learn how to Enter Appointment Data - Lecturers (01) 
Job Aid Learn how to Enter Appointment Data - Counselors (02) 
Job Aid Learn how to Enter Appointment Data - Librarians (03) 
Job Aid Learn how to Enter Appointment Data - Coaches (04)  
Job Aid Learn how to Enter Appointment Data - Summer (05) 
Job Aid Learn how to Enter Appointment Data - Substitute Faculty (06)  
Job Aid Learn how to Enter Appointment Data - Extension (07) 
Job Aid Learn how to Enter Appointment Data - Additional Employment (08)  
Job Aid Learn how to Enter Appointment Data - TA (09) 
Job Aid Learn how to Enter Appointment Data - GA (10)  
Job Aid Learn how to Enter Appointment Data - ISA (11)  
Job Aid Learn how to Enter Appointment Data - TA Substitutes (12) 
Job Aid Learn how to Enter Appointment Data - TA Summer (13) 
Job Aid Learn how to Enter Appointment Data - Extension Non-Credit (14) 
Job Aid Learn how to Approve TAE Appointment 
Job Aid Learn how to View Approval Transaction Status  
Job Aid Learn how to Revise a TAE Appointment (Mid-Process Revision)  
Job Aid Learn how to Revise a TAE Appointment (After Load to Job Revision)  
Job Aid Learn how to Cancel a TAE Appointment 
Report Learn how to Run TAE Print Appointment Notification Report 
Report Learn how to Run TAE Appointment Status Report  
Report Learn how to Run TAE Notification Summary Report  
FAQ TAE Frequently Asked Questions (FAQ)  
FAQ TAE Troubleshooting Guide 
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https://csuchrs.screenstepslive.com/a/1794953-find-employees-with-csu-id-search
https://csuchrs.screenstepslive.com/a/1794969-search-employee-job-data
https://academicaffairs.sonoma.edu/faculty-affairs/chrs
https://csuchrs.screenstepslive.com/a/1923889-enter-tae-appt-data-01-lecturers
https://csuchrs.screenstepslive.com/a/1923886-enter-tae-appt-data-02-counselors
https://csuchrs.screenstepslive.com/a/1923890-enter-tae-appt-data-03-librarians
https://csuchrs.screenstepslive.com/a/1923885-enter-tae-appt-data-04-coaches
https://csuchrs.screenstepslive.com/a/1923892-enter-tae-appt-data-05-summer
https://csuchrs.screenstepslive.com/a/1923891-enter-tae-appt-data-06-substitute-faculty
https://csuchrs.screenstepslive.com/a/1926038-enter-tae-appt-data-07-extension
https://csuchrs.screenstepslive.com/a/1923884-enter-tae-appt-08-additional-employment
https://csuchrs.screenstepslive.com/a/1925806-enter-tae-appt-data-09-ta
https://csuchrs.screenstepslive.com/a/1922993-enter-tae-appt-data-10-ga
https://csuchrs.screenstepslive.com/a/1922994-enter-tae-appt-data-11-isa
https://csuchrs.screenstepslive.com/a/1922969-enter-tae-appt-data-12-ta-substitutes
https://csuchrs.screenstepslive.com/a/1934281-enter-tae-appt-data-13-ta-summer
https://csuchrs.screenstepslive.com/a/1922949-enter-tae-appt-data-14-extension-non-credit
https://csuchrs.screenstepslive.com/a/1794472-approve-tae-appointments
https://csuchrs.screenstepslive.com/a/1924530-view-approval-transaction-status
https://csuchrs.screenstepslive.com/a/1935800-revise-a-tae-appointment-mid-process-revision
https://csuchrs.screenstepslive.com/a/1937266-revise-a-tae-appointment-after-load-to-job-revision
https://csuchrs.screenstepslive.com/a/1812938-cancel-an-appointment
https://csuchrs.screenstepslive.com/a/1924531-run-tae-print-appointment-notification-report
https://csuchrs.screenstepslive.com/a/1794491-run-tae-appointment-status-report
https://csuchrs.screenstepslive.com/a/1794487-run-tae-notification-summary-report
https://csuchrs.screenstepslive.com/a/1902444-tae-frequently-asked-questions-faq
https://csuchrs.screenstepslive.com/a/1864849-tae-troubleshooting-guide

