Additional Employment

SharePoint Process Guide

The Additional Employment SharePoint Process Guide provides instructions for managing
faculty additional employment records within a centralized SharePoint system. The guide’s
purpose is to ensure that all additional employment materials are stored consistently, securely,
and in a way that supports accurate tracking and administrative compliance.

This guide outlines the steps for creating organized folders, uploading required documents, and
creating and sharing access links into TAE.

For every additional employment appointment, a dedicated folder must be created to store
all required documents.
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Step-by-step

Refer to the TAE Additional Employment Data Entry User Guide on how to enter an
additional employment appointment into TAE.

= NOTE: A link to the TAE appointment for each faculty member is required to be

inputted into the comments in TAE.

Click the following link to access the Additional Employment SharePoint Folder
Access to the specific folder(s) is restricted to certain individuals based on their
college(s) and department(s). If you require access to upload documents, please email
your Resource Manager and FA-ATAE@calstatela.edu. Please include your college,
department, and job title in your request.

Classic vs. Current

1. Select Documents on the far-left pane to make sure you’re viewing the correct
folder. The below images show the difference between Class View and Current View.
If you’re on the Classic View, please click on Exit classic experience on the left pane.

Classic View Current View
_ Additional Employment 7 DT UNKs _ Additional Employment
Documents
Home Documents
Ho (B New B Uplosd £ e v Notebosk = Al Documents a & & =
All Documents = Find a file o | Documents | e -

v D Name oes College of Arts and Letter

College of Arts and Letter site cotents

Library

Rongxiang Xu College of Health and Human Sevices

How to Create Faculty Additional Employment Folder

2. Click on your college folder. Only your assigned college folder should be visible.

Documents
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https://csula.sharepoint.com/sites/Divisions/CAA/FacultyAffairs/AdditionalEmployment/Shared%20Documents/Forms/AllItems.aspx?viewpath=%2Fsites%2FDivisions%2FCAA%2FFacultyAffairs%2FAdditionalEmployment%2FShared%20Documents%2FForms%2FAllItems%2Easpx
mailto:FA-ATAE@calstatela.edu

3. Click on your department folder.

Additional Employment

Documents > College of Arts and Letter v

= All Documents + Add view = & @
Y  Name v Madified -

&

4. Once the department folder is selected, go to the top right and click on the+ Create

or Upload button.

5. Select Folder.

= ' ED Details

& Files upload

Cg Folder upload

6. A window will appear and use the following naming convention for the folder and

click Create.

a. Last Name_First Name_Academic Year_AE_Dates
b. Example: Eagle_Eddie_25-26_AE_4.1.26 t0 5.2.26

Create a folder X

Name

Il Eagle_Eddie_25-26_AE_4.1.26 to 5.2.26 |I

Folder color

Ceo o000 00

=
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7. Now the additional employment folder has been created, you are ready upload the
faculty additional employment documents (i.e., AE Pre-Auth Request Form,
additional documents, and Post-Additional Employment Faculty Report).

Documents > College of Arts and Letter > Arts v
. = All Documents = o [« &

\:’] Name ~ Modified ~
| L. Eagle_Eddie_25-26_AF 4.1.26t0 5.2.26 April t

Upload Documents into the Additional Employment Folder

Required documents:

e AE Pre-Authorization Request Form
e AE Lump Sum Calculator spreadsheet
e AE Outcomes and Deliverables Form — signed form once work is completed

8. Click on the Faculty additional employment folder.

Additional Employment

Documents > College of Arts and Letter > AHI > Easle Eddie 25-26 AE 4.1.26 t0 5.2.26 - Iﬁ Share

(= At pocuments v - & & 6

) Name - Modfed Modfed By ~ Add column

9. Right click in the empty space and select + Add New and select Files upload.

—+_Add New > B3 Folder

e share
=3 Copy link [ Folder upload
& Forms &l Word document

L Download @ Excel workbook

(@) Add shorteut to OneDrive ] PowerPoint presentation

B Integrate @ OneNote notebook
B Editin grid view @Y Visio drawing
1 Alert me [#] Markdown document
[+ Manage my alerts &| Clipchamp video

= Link
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10. A window will appear, select the document (e.g., Faculty Pre-Authorization Request
Form), and click Open, for document(s) to upload. Note: Upload all documents
pertaining to this additional employment appointment.

Mew folder

- @ 0o

alEm Name ~ status Type Size

1
Q 4/7/2006 2:47 DM Microsoft Edge P, |

| _an Fites

11. Verify all documents are uploaded into the additional employment folder.

Additional Employment

Documents > College of Arts and Letter > Arts > Eagle_Eddie_25-26_AE_4.1.26 to 5.2.26
(= Al Documents v ) = @ @ 6

O Name - Modified ~ Modified By ~ Add column

= Important Document.pdf

a. Do not delete any folder(s) or document(s) within the Additional
Employment SharePoint. Please contact Faculty Affairs for questions or
assistance regarding these documents at FA-ATAE@calstatela.edu.

Create URL Link

12. Next, go to your department folder, where you will see your faculty additional
employment folders. To create a shareable link, hover next to newly created Faculty
Additional Employment folder.

Documents > College of Arts and Letter > Arts v~
(= All Documents ~ ) = @ & &

D Name ~

) Ed  Eagle Eddie_25-26 AE 4.1.26t0 5.2.26 @

13. Next click on the triple dots (ellipsis) then select Copy link.

Modified ~ Modifi
5-26_AE_4.1.26 to 5.2.26 E 2 Share Dom, !
= Copy link

£ Manage access

= Forms
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mailto:FA-ATAE@calstatela.edu

14. Once selected, a new window appears that confirms the link has been copied.

© Link copied x

People with existing access can use the link 8 Settings

Pasting URL into TAE

Note: An individual URL link is required for each AE appointment a faculty member is assigned.
For example, if a faculty member is doing two AE for Fall, they will need TWO separate folders
and URL links. If you need assistance, please reach out to FA-ATAE FA-ATAE@calstatela.edu.

15. Paste the full URL link in the Comments section of faculty members additional
employment appointment in the TAE module.

P

= ?

kg Comments Ready?

] https://csula.sharepoint.com/:f:/r/sites/Divis O +
D O &

Post-Additional Employment — Faculty Report Second Page
(This page is submitted once AE work is completed)

16. After receiving the second page of the signed Faculty Report from the faculty
member, go to the corresponding additional employment folder.

Additional Employment

Documents > College of Arts and Letter » Arts } Eagle_Eddie_25-26_AE 4.1.26 to 5.2.26 l

(= MlDocuments~ ) | = | @ &

O Name - Modified ~ Modified By ~

@ “Important Documents.docx

@ AE Pre-Authorization Form.docx
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mailto:FA-ATAE@calstatela.edu

17. Right click in the empty space and select + Add New and select Files upload.

Add New > (3 Folder

& Share ol Files upload

> Copy link Eg Folder upload
(= Forms & Word document

A Download @ Excel workbook

(7] Add shortcut to OneDrive g PowerPaint presentation

P Integrate @ OneNote notebook
B3 Edit in grid view @ Visio drawing
£ Alert me % Markdown document
5 Manage my alerts | Clipchamp video

= Link

18. A window will appear, select the second page of the signed Faculty Report, and click
Open, for document to upload.

Ider =- 0O 9
Name Date modified Type Size

| @ Qutcomes and Deliverables ' 4/30/2026 412 PM Microsoft Word D... 1

nameI Qutcomes and Deliverables l | Al Files ~
Cancel

19. The document is uploaded to the folder.

Documents » College of Arts and Letter > Arts > Eagle_Eddie_25-26_AE
\: — All Documents ) ) = & <] (-5

B Name - Modified ~

@ “Outcomes and Deliverables.docx

gl ~AE Pre-Authorization Form.docx

g '\\mponzm Documents.docx
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