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Faculty Additional Employment 

Pre-Authorization Request Guide 

Purpose of this guide 

The Faculty Additional Employment Pre-Authorization Request form has been revised to align 
to our new process in CHRS. This form will help enter appointment information into TAE. 

 To access the Adobe power forms, click below: 
 AE Pre-Authorization Request 
 Faculty Report on Outcomes and Deliverables for AE 

1. Workflow 

The new workflow will have two to three individuals entering information, 
reviewing and approving. 

 Preparer – can be a proxy or the faculty member 
 Faculty Signature – faculty member will review, sign and acknowledge 

the 125% rule 
 Resource Manager- review and enter funding information 

2. What’s New 

Form is divided into four parts: 1) Faculty Information 2) Additional Employment Detail 
3) Faculty Signature and 4) Funding 

 Faculty Information Section 

 Faculty information now includes either CIN or CHRS ID to be entered. 

 College section is now a drop-down box. 

https://calstatela.na4.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCN8afaDen0f78SMUTaduKFDn1uTys2HI2l2xt9_3CnX5mp6UTmVWsK1RuOM-wo-ZQ*
https://calstatela.na4.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhC5BySOwHNPaNQYQXorLDmuBXAfvDA_Axa3qsJoCpwkVNBr2Loz2u4ACa8QzcqEtsE*
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 Additional Employment Detail section 
 Under the brief description of duties box, there will be an option to 

load additional documents pertaining to this specific additional 
employment request.   

 Faculty Signature section (prompt for signature will appear after form is 
submitted) 
 Faculty will be required to sign the request and acknowledge 

compliance with the 125% rule 

 Funding section 
 Resource manager will be required to fill out the funding section and 

attach the lump sum form. (email prompt will appear after form is 
submitted) 
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3. Adobe Power Form Routing Instructions 

The following prompt “Assign to next participants” will appear when the form is submitted. 
Please enter the SSO email address for Participant #2 – assigned to Faculty and 
Participant #3 assigned to Resource Manager. 

Preparer and all signing parties will receive a final copy of the signed AE request. 

4. Next Steps 

Once the request form has been revised and signed, the additional employment 
appointment request can be entered in CHRS – TAE module. Please note: AE work 
cannot begin until faculty member has received a TAE appointment notification. 
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