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Courtesy Onboarding Walk 
Through: Internal Candidate  
Perspective  
This guide will detail the steps internal Courtesy 
Appointment candidates will take to complete their 
Courtesy onboarding process. 
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Courtesy Candidate Receives Invitation 
1. Locate the email from FSUonboarding@fsu.edu. Please note that this email may be 

sorted in your junk or spam folder. If you do not receive this email, please contact your 
department representative. 

• Students, rehires, and current employees will receive an invitation instructing 
them to log into my.fsu.edu to complete the process. 

• OMNI HR> Employee Self Service> and select the FSU Onboarding Tile. 
NOTE: Only internal candidates that have their affiliation established in their 
courtesy job offer will receive the internal email. Please contact your department 
representative to ensure they have your correct EMPLID and FSUID. 

mailto:FSUonboarding@fsu.edu
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2. Complete the Electronic Disclosure. 
 
NOTE: Complete the Electronic Disclosure page by attesting the information you are 
providing is true & complete. Please understand that your e-signature is legally binding. 

 

3. Complete the Appointment Details page by reviewing the appointment details and start 
date. Click the Electronic Acknowledgement button to proceed. 

 

4. Review and Confirm your personal data. The information preexisting in your OMNI 
profile will automatically populate. Please review and update the information, as 
necessary. 
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5. Click Save to proceed. 
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6. Complete the Education Page - select your Highest Education level (if the data does not 
automatically populate), and confirm Degree, major, and effective date data.  

NOTE: Any data that does not populate is not currently in your OMNI file. Please update 
these fields, as necessary. 

Only the information shown below is required – all other information is optional. The 
required data includes degree, major, and effective date. 

 

7. Click Save to proceed. 
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8. Complete the Self Disclosure Questions – disclosure is optional. Select the I decline to 
Self-Identify option if you wish to opt out. 

• Click Save or Electronically Sign on each page to proceed. 

NOTE: Included in these pages are resources for you to access additional information if 
needed. 
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9. Review and confirm current emergency contact information. Update, as necessary. 

 

10.  Click Save to proceed. 
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11.  Complete the Background Check Page. 

NOTE: A background check will only need to be conducted if your appointment requires 
one. This is determined by the assigned responsibilities within your role and your level of 
system access.  

• The top portion gives you information on University policy regarding background check 
and driver’s license verification (if need for the appointment). 

o There are links for you to seek out additional resources and read the policies in 
more detail. 

• The second section will ask you questions about your criminal history. 

 

12. Click Save to proceed. 
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13. On the next page, acknowledge the information provided on the previous background 
check page is correct and click Submit. 

 

14. Employment of Relatives 

In this step, you will indicate whether you have any relatives working at FSU. You do not 
need to evaluate whether the relationship is aligned with FSU’s policy – your 
supervisor/advisor/camp counselor will evaluate the appointment and approve if appropriate. 

 

15. Click Save to proceed. 
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16. Confirm your employment information by electronically acknowledging that the 
information is complete and accurate. 
 
NOTE: Once acknowledged, you CANNOT edit any submitted information. 

 

17. Review and Acknowledge the policies listed in the memorandum of understanding. 
 
NOTE: The Memorandum of Understanding – Courtesy contains multiple policies that 
may impact you. Please click through the links in each tab to review the individual 
policies. However, you are not required to review all the policies in one sitting. It can be 
downloaded to review later. 

 

  



   
 

Document Title - Details | Last Update February 2024 12 
 
 

18. Complete the Supplemental Document step. The supplemental documents page 
provides candidates the opportunity to upload a variety of document types. 

• Confirm if you already have any additional required supplemental documents in 
your personnel file before submitting. Some documents may require updated 
documentation if they have expired (licensures, certifications, etc.) 

• If no additional supplemental documents are required, click Save and Submit. 

 

  



   
 

Document Title - Details | Last Update February 2024 13 
 
 

19. Submit your information to HR. 
• The Submit to HR tab allows you to review all non-confidential information 

provided and download a copy of the signed forms. 
• When you have reviewed all the submitted information, please click the Submit 

to HR for Review button. 
• If any of the information is incorrect, please contact central HR or your 

department representative to get your paperwork restarted. Restarting your 
paperwork will not require you to reinsert all your information – you will 
just be required to reverify and update any incorrect information. 
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20. Acknowledge the final page of your onboarding process. Check the Acknowledgement 
box and click the Electronic Acknowledgement button. 

 

 

Questions on this procedure? Please contact HR-Courtesy Docs. 

mailto:hr-courtesydocs@fsu.edu
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