FLORIDA STATE UNIVERSITY
OFFICE OF HUMAN RESOURCES

Smart Onboarding Training



Agenda

Things we will cover

 Overview of the onboarding portal

 When to submit a job offer vs when to submit an ePaf
« Candidate steps in the onboarding portal

« Department steps in the onboarding portal

 Approvals for Outside employment, Dual Comp and
Employment of relatives

e System notifications
e Tips for Success




Overview

An overview of entire process

Nn g

FINISH

Top Candidate OMNI Job Offer Hiring Paperwork
Identified Submitted and Verified
Approved

In the portal:
Employee Information Collected
Background Check Processed
Approvals for Outside Employment, Dual Comp, Employment of
Relatives and Leave Transfer
Upload required supplemental documents



Type of Hires

What type of hires go through the Smart Onboarding Portal?

What type of hires do not?

What about reappointments and appointment changes?
« Continue submitting ePAF+ for extensions/reappointments and pPAFs for
retroactive changes/fixes




ePAF

ePaf vs Job Offer

e

A

Smart
Onboarding

e OPS transfers to a compatible job code (e.g.
OPS non-exempt to OPS non-exempt, GA to
GA)

e Salaried Reclassifications

e Department Changes
e Pay Rate Changes
e FTE Changes

e Reappointments & Funding Extensions

Job Offer

e New Hires
e Rehires

e I[nternal Movement — Advertised
Positions (i.e. promotions, laterals,
demotions, etc.)

e Additional Appointments (e.g. OPS

non-exempt employee works in
English and will be hired in Chemistry
as well)



Job Offers (eRecrults)

How does the process start?

 |nitial discussion with top candidate will include an anticipated start date, job detaills, and next steps.
 Applicants apply to an Advertised Job Opening or Department Rep links an appointment to an Express Pool.

« Top candidates are selected from the opening or pool and Department Rep submits a Job Offer.

= Advertised Job Posting

Specific OPS Job(s) = Advertised Job Posting
Various OPS/Post Doc Jobs e Linked Express Pool
e Linked Express Pool
Various OPS Faculty Jobs e Linked Express Pool

= Creation of Non-Advertised Job Opening

Courtesy e Linked Express Pool



Job Offers (eRecrults)

What does a Job Offer look like?

Job Offers (eRecruits) contain details about the appointment.
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Onboarding Portal Workflow

DEPARTMENT Dept. Rep Dept. Approval Dept. Rep Post-Submit

Confirmation (Workflow Activities Submit o
Confirm Employment Igual Comp, Emgl of Rel & Upload Supplemental To HR Dept- Activities

Information Outside Employment DOCS Complete 1-9

CANDIDATE
- N JOB aad
Candidate Employee  Employment Additional Supplemental Submit Employee
Receives Information Information Candidate Docs To HR Final Tasks
- - Personal Outside Employment, Social Security Card, NEO & Form -9
anItatlon _ Information Dual Comp, Empl of Rel, Tas_ks . Loyalty Oath Y
Set Up User Login Selecifum Samiioe & Policies, Benefits

Leave Transfer & Payroll

CENTRAL HR

BGC Admin BGC Results HR Admin Checklist/ Hire
BGC Required? Prepare for Hire Processed




FSU Onboarding Portal

Candidate Demo




Welcome to FSU

Invitation to candidate is launched

Toarm: Al Hamwl,
Congratulations on yvour offer of employmant! We look forward o your contribuations ©o our unisersity commuaniby.

Departrent | hob Thie Anticipated Start Date Invitation 1D
|Physics |Resaarcher | 1O 25/2020 |OOOO01ITES

Your appointmant s contingent on your successful completicn of our electronic onboarding process.

You should begin yvour onboarding process immediately. You must swoccessfully complete the onboardine process, Inclhuding amny reguired background check, before ywou cam start woork in ywour news peostion.

The process doss not have 1o be completed In a single sassion. You may o m maltipde times using your Ussr name and password to complete the process. IF there is a break in your input, fully compisted
pages will b2 automatically saved. When you log in for your next session, you can return o whera you left off and continue. This inwitation exspires in 21 days.

MNew employees:
The mrew appoantrnent process usually Incledes a background check, employmeant papersark, and other pre-emiployment reguirements. Get started by clicking the hnk beloew to set up ywouwr yser nagme and
passwornd.

On or before your first day of work, yvou will meesed to bring personal identification for completion of the |1-5 form o youwr department riepresentative (listed below). Thea onboarding cortal will shhows you
examples of acceptablde forms of identification.

Hadoferd Tips
Allowy approximately 60 minutes for completion. Gather mecessary Informaton b=fore you start, swch as:

- Soeriad Security Mumber

- Banking information {for direct deposit)
- work authorzation doouments

Exdisting emiployees:
The abbreviated appointment process incluedes a shormtened aonboarding exparience. As a current emiployesa, ywou still must create a user mame and password unigus to the onboarding system; do Not wse
mebESL (MM credentials.

et started by clickine on the link below b create a user mame and password.

Onboarding Portal:
Mew Lisers: Click Here to create a usermamss and passwornd.
Returming Usess: Click Here to access the portal with your previsus usernamss, password, and security guestions.

if wou need to request a reasonable acocommedation at armmy time during the application, selection, or hiring process, please contact the Equity, Dversity & Iinclusion Office at B50-645-1458 or ED|6ETew. edu .

Should vwour have amy Questions or problems, please contact yvour departmeaent represantative, Emily = Lamne, at 850/933-7499 or ESLAMEE psinwalid. Feu. edu.

Thank yvou,

Office of Human Resources
Florida State Uniwersity

{850] &44-6034



User Registration

Create User ID and Password

Create an Account
Tom A. Hawk
Please create a User ID and password.

After registering, you will be prompted to confirm your account by logging in and creating challenge
questions.

If you need to request a reasonable accommodation at any time during the application, selection, or hiring
process, please contact the Equity, Diversity & Inclusion Office at (850) 645-1458 or EDI@fsu.edu.

o Create an Account

User ID:
Password:

Confirm Password:

Password Rules:

Password must be at least 8 characters in length.

Password must contain 1 upper and 1 lower case alphabetic characters (e.q. A-Z, a-z).
Password must have at least 1 numeric characters (e.g. 0-9).

Password must have at least 1 special character (e.g. ~' @ #S% "&*()-_+=).
Password can't be same as User ID.

Password can't be same as Email ID.

(Fﬁegtst@r rmw)




Successful Registration

Email confirmation and log in

& You have successfully created a username and password. Click OK to log in,
set up your challenge guestions, and complete the Onboarding process.

Welcome to Smart Onboarding™

User Name must be entered in ALL CAPS

Password

Forgot Password | Forgot Username | Forgot Answers




Security Questions

Verify your identity

Set up Challenge Questions

Mame: Tom A. Hawk

As a secunty measure, you must set up answers to three secunty questions. You may choose different
questions from the bank by using the drop-down menus below.

Please make note of these answers, as you will be required to provide them each time you log into the
Onboarding portal

£l

*Question: What was your childhood nickname?

Answer.

Hint

ar

«Question: What is your favorite sports team?

ik

“Question What was the first name of your best friend during childhood?

."?'.In'l SW ‘: |‘

Hint



77 Tom A. Hawk

' || Researcher
/" Your Anticipated Start Date is 10/25/2020

Welcome to Florida State!

FSU 15 a unigue institution: a preeminent, public research university with the cohesive community of @ much smaller school; a university that excels in
both the arts and the sciences; a community dedicated to making a difference locally and globally.

While we are always building on the university's tradition of excellence in academics, research, student success, and diversity and inclusion, we know that
our success starts with people. The combined efforts of cur faculty and staff make FSU great.

This portal will guide you through the onboarding process and get you started in your new appointment. We lock forward to having you join the Flonda
State family!

If you need assistance duning the cnboarding process, please contact the Office of Human Resources at B50-644-6034 or HR-Onboarding@fsu edu.

if you need to request a reasonable accommaodation at any time dunng the application, selection, or hiring process, please contact the Equity, Diversity &
inclusion Office at 850-645-1458 or EDi@fsu.edu.

sincerely,
Associate Vice President Renisha Gibbs

GET STARTED »




= View Process

Alerts/ Notifications

= View Menu
Inbox

Electronic Disclosure

Flease read the following statement carefully

lilik 2 S L By entering information included in this electronic onboarding process, | attest that the information provided and any accompanying documentation 1s true and complete. Janaoe Challenae Ouestiocns

10/25/2020 | understand that any false or misleading information or omissions may disqualify me from a position or employment with Flarida State University and may be grounds
for disciplinary action, up to and including dismissal, even if discovered at a later date. Invitation Perzonalization

Job Title Researcher

Progress | understand that electronic signatures are legally binding. | acknowledge that my electronic signature indicates | have accurately completed the form to the best of my
knowledge and reviewed the information, including electronically accessing and reviewing the information contained therein,

| consent to the release of any information gatherad during this cnboarding process as appropnate to Florida State University Human Resources with the understanding
that any infarmation entered and included with this process will be used for employes recards at Florida State University.

5 Completion

O compdeted [/ 32 remaining

DO MOT E-SIGN UNTIL YOU HAVE READ THE ABOVE STATEMENT.

Onboarding Tasks

O Employee Infarmatian
a | understand the terms above, and give my consent 1o use electronic signatures for my onboarding.
Employment Information

Electronically Sign

8 Folicies

8 Eenafits

ar 3yro

8 Supplemental Docum

& Submit ta HR

o Employee Final Tasks




Job Ofter Detalls

Pulls data from OMNI job offer
Job Offer

& Activity completed by Tom A Hawk on 10/01/2020 11:47 AM EDT

Congratulations again on your offer of employment at FSL!

Your job offer is contingent upon your successful completion of this electronic onboarding process before your start date, which
may include a cnminal history background check as well as other State and University requirements

Here i1s a summary of your offer:

Department Name Athletics Administration
Position Number 00065386

Job Coode Q9453

Class Title {(working title) Athletic Trainer

FIE |

Employee Class Feguiarn

SUperisor Robun Gibson

Tentative Start Date 10,/11/2020

Standard Hours 40

Salary (hourly or biweekly) 51,149.43 /Biweekly
Department Hep Email @PSINVALID.FSU.EDU

| acknowledge and accept the contingent offer of employment outlined above.



Employee Information

Personal details

e A Tom A Haw

Employee Information

Plea=se confirm or add the reguestied information abowut yourself. Reguired fieids are indicated with an asterisk (%)

Mlamme Mame Prefix -
Firs® Namme Tom
MMiddlie Mame »
Last Mame fansh
Mlame Sulffix 2
Prefermred NMame (If First Manme
—r Cifferent from Legal Az
ofs T I 1
- Marme)
- ot Mame
(]
= Personal Details “Gender Maie z
{E"l - 1 - A P b £
Fenship Status = £ -
@' BAartml Eafins = I_|'_!|-'- #
o Date of Birtk = RIS Shaw
(2]
HMational 1D ~ S G R T RA9 Show
a :
- Confirm SSM N - T I

Show

FPhone NMumbers Cell 528 Shaw

Ermuail Errasl T T R =T [
Era Shoviss

*Confirm Emai s edu 5o

Addresszses *Home Address: Mailing Address;

123 College Sorenue <+ Copy from Home Address
Tallaha=zsee, FL 32305 123 College Avenues
Leorn Uindted States Tallahasses, FL 22306

& Echt Leon United States
o Edit

da lasw protects certam pe reonal informmaton for some pos tions, ke law enforcemeant

afficers and thes spouses arkd children, from public records requestis. To determrmire f an
exemption apples o you under Florida Statutes Chapter 115

Are you exermpt from Publsc Records reqguest per Flionda Statutes Yes = Mo
Chapter T19.0772



http://www.hr.fsu.edu/PDF/Forms/ExemptionFS119_info.pdf

Employee Information

Personal details

f i~ A TomA Hawk -

Please confirm ar add the requested information ahout yourself Required fiedds are indicated with an asterisk (%)

Mame Mame Prefix ¥
e Rl *Fust Mame o
L = LAy R
| O 2R 2020 KMiddle Name
JOG Title Researcher ol
*Last Hame Hawik
Frogress
Mame Suffix ¥
= Comypietion
3 completad / 29 remaning Preferred Name (If First Name:
Different from Legal
i Middle Nam
Cnboarding Tasks HF—]F"‘[—*} Viddle Name
&) Employes Information Last Marme:
Gat Started
Personal Details Gandet Male -
« Citizenship Status 4« hOn Hesioent Afen v
Ed ﬁi'\i P :

_— . i
Adrlal Slatus

“Date of Birtl B 094 Show

Mational 1D Xxx-x- 0000 Show
“Confirm S5 Axx-¥¥- 0000 Shiow

| have not recerved a Social Security number, but
have applied at the Social Security Administration
office and can provide the receipt.



Education

Pulls data from application

= A TomA Hawk *

et

HIQhESt Education Pleaze indicate your highest level of education obtained:

L]

“Highest Education Level: G-Bachelors Level Degree

hMaiden Mame

Tom A Hawk
{If Applicable)
& Degree: Click magnifying glass = select from the list or type yvour degree in *Quick Filter” box to search = select value.
Job Title Researcher & Major. Click magnifying glass = enter your majer in “Quick Filter” box = select value. If no matching value found close pop-up
window and type your major in _Major Description” box.
Effective Date: Click calendar icon to select date degree was conferred.
Country and State: Click magnifying glasses = use “0Ouick Filter® to search » select values.
# School Code: Click magnifying glass, enter school name in *Search by Description® box, and select value. Use "Quick Filter® to
refine results if needed. If no matching value found, close pop-up window and type school name in *School Description” box.
& Graduated and Terminal Degree for Discipline: Check boxes as applicable.

pi= s Talely

T
10/25,/2020

Progress

& Completion

1 completed / 29 remaining

Onboarding Tasks Note: High school education details are not collected on this page. Chick "Save” to continue.

@ Employes Inforn
Education Detalls Add @ Delste

Employee InTormation *Education Level Deqgree

EOucation iy i -
FREAREN Specify yvour schaol location and name below:

self-ldentifi

Ethnicity/Race “Degree Q  O0_4BA Bachelor's Degree
seli-laentincation o “Major Q Al
self-ldentification of *Effective Date; 8 O0B/05/20719
Country; Q  UsA United States
Emergency Contacts
Backaround Check State: Q FL Flonda
Suibmit for Background School Code: Q 134097
Check
i@ Employment Information School Description FLORIDA STATE UNIVERSITY

& Folicies
B Eenefits
] Fayroll

Major Description:
Graduated

Terminal Degree for Discipline

& =up plemental




= ¥iaw hMenu

self-ldentification of

Uasamiity

Self-ldentification

Ethnicity/Race, Veteran Status, Disability

Voluntary Self-ldentification of Disability

‘oluntary Self-ldentification of Disability
Form CE-308 OB Control Mumber 1250-0005

Expires 06/ /202:

Mame: Torm A Hawk Diate: 09,28/ 2020
Wihy are you being ashked to complete this form?

We are a federal contractor or subcontrecior required by law to prowsde egual employment
opportunity to qualified people with dizabilities. We are also required 1o measwre cwr progress toward
having at krast 7% of our workforca be individuals with disabilities. To do thes, we must esk epplicants
and amployaes if they have a disability or have ever had & disability. Becawse a perscn may become
dizahblad at any tirme, we ask all of cur employees 1o wpdate theirinformation at least avary five years
Idantifying yourself as an mdwidual with & dizabality is voluntary, and we hope that you will choose to
dio so. Your enswer will be maintained confidentially and not be ==en by selecting officials ar anyane
efza invalved in making personnel dacisons. Completing the form will not negatively mgact you in
ary wey, regardless of whether you have salfsdentified in the past. For more mformation about this
form or the equal employment obligations of federal contractors under Section 503 of the
Fehabiliation Act, visd the U5 Depariment of Labor's Office of Federal Contract Compliance
Frograms (OFCCF) website at wenw.dol. gow/ofccr

How do you know if you have a disability?
You are considered 1o hawve a desability f you hawve a physical or mental impeairment o medical
condition thet subgtantially Bmits a major life activity, or if you have a history or record of such an
impairment or medcal condition. Dsabdites nofude bt sre nod fmdted o

®  fygtiEm ® Cerabral palsy ® |niallectual dizability

& fyrioimemune disorder, ® [eafor heed of hearng ® jdis=ing limbs or partially
for example, kapwes, ® [eprassion of enxiety migsing limbs
fibromiyalgia, rhewmatoid ® [igbetes & hervius System
arthritis, or HiV AAIDS ®  Fpilepsy conditicn for example

® Bind or low vision ® [asircantesting rmigraine headaches,

®  Cancer dizscedars, for example Farkinson's disease, or

® Cerdicvescular or heart Crohn's isease, or hultiple sclercsis (MS)
diz=azs irritable bowal syndromsa ® [Paychiatric condition, for

® Celiac dizeaze example, bipalar

dizordar, achizophrenia
FTSD, or migpor
deprassicn

Please check one of the boxes below:

es, | Hawve A Dizability, Or Have & Histony'Record Of Heving A& Disability
© Mo, | Don't Have A Disability, Or A Historg/Record OF Havimg & Disabilicy
| Dom't Wish To Answer

FUBLIC BURDEM STATEMENT: According to the Paperwork Reduction Act of 1995 no persons are
requirad to respond to a collecton of information unless such collaction displays a valid OB control
nurmber. This surway showld teke about 5 minutes to complete

Reasonable Accommodation Notice

Federal law requires employers to provide reasonable sccommodations o guealified individeals with
dizabilitsas, Fleasa tell us if you require a reesonable employment sccommodation to apply for a job
or 1o perform your job. To request & reasonable accommedation, please contact the BEguity, Diversity
& Inclusicn Gffice at (B50) 645-1458 or EDIEfsu edu

Fevisad 071002020

Electronically

= View Menu

pletion

1 completed

Voluntary Self-ldentification of Protected Veteran Status

Ta meset the University's obligations a5 a federal contracion, we reques] that you complete the following informabsn This infarmaslon
will ority be used for completng the Uriversity's Affirmative Action Plan and will not be consadesed in making any employrment
decizsons. Completion af this mimaton = vokentary and will not affect your employment appanuniles with the University, The
rifprrrateon 15 confidential and will be ept SEparale from your other applicant infadrration

| am & protecied veteran [Select all that apely)
Disablad Veieran
A veteran of the LS. military, ground, naved or air sensce who iz entitied 1o compensation {or who but for the receipt of military
retired pay would be enfitled to comgensation) under laws admnistensd by the Secretary of Velerans Affairs, or a person who
was dischanged or relegged from actwe duty becauss of a serviceconnected disabiliny. (if wou are a disahied vateran and you

wiould s 10 request a reasonable aoccommodation, pease contact the Equity, Diversity & Inclusaan Office at (850) 645-1458 or

=l
LF{alrsuedu. )

Amred Foroes Service Medal Yeteran

A veteran who, while serving on actwe duy in the LS. miitary, ground, naval or air service, partcipated n a United States
miltary operation for which an Armed Forces service medal was awarded pursuant to Executiee Order 12385 {61 FR 1209)
Active Duty 'Wartime or Campaegn Badge Veteran

A weteran who served on actne duty in the ULS. militany, ground. naval or air service dunng a war of N 3 CAmMp-aign o
eapedition for which a campaign badge has been authonzed, under the laws administered oy the Depariment of Detenze
Recently Separated Veteran

A veteran dunng the three year penod beginning on the date of such weteran's dischange ar nelease from aclive duty in the LS.
mil#ary, ground, naval or air serace

lam not a protected veteran, but | am a veteran
i@ | am not a veteran
| decline to Self-dentity.

Voluntary Self-Identification of Ethnicity/Race

Ta meet the University's obligations as a federal contractor, we request that you complete the following information. This information
will only be used for completing the University's Affirmative Acticn Plan and will not be considered in making any employment
decizicns. Completion of this information is voluntary and will not affect your employment oppartunities with the University. The
niformatian is confidential and will be kept separate from vaour other applicant infarmation

Do you cansider yourself Hispanic/Lating?

Yes @) Mo | decline to Self-ldentify

Please =elect one or more of the following racial categories to descnbe yourself:
American Indian or Alazka Native
Asian
Black or African American
Matme Hawaiian or Pacific [slander
White
| decline to Self-ldentify

# A

Tom A Hawk =

- A TomA Hawk w



Emergency Contacts

One contact is required

A4 A TomA Hawk w

= View Menu

Emergency Contacts

Contact 1
Tom A. Hawk

10/25/2020 “First Name Reghey *Last Name Renegade
Job Title Researcher “Relationship Friend i
Progress - e alls s = - - &
“Primary Phone 8530/936-9253 “Phone Type Cell s
B Completion : : "
R Alternative Phone Type ’
7 completed { 25 remaining Phone
Onboarding Tasks
® Employee Information Contact 2
Get Startec .
Get Started First Name Last Name
Job Offer
.
: Relationshi ’
Employee Information P
2 o= : : = &
Education Primary Phone Phone Type i
Self-ldentification of : 3
Ethnicity/Race Alternative Phone Type v

. L ) Phone
Self-ldentification of

veteran Status
Self-ldentification of
Disability

Emergency Contacts




Background Check

Candidate’s answers are confidential

H

A TomA Hawk -

= View Menu

Background Check

To provide a safe and secure environment for all students, faculty, staff, and visitors, all final candidates for employment (including current
employees undergoing internal movement) with Florida State University may be subject to pre-appointment criminal history background
checks in accordance with University Policy 4-0P-C-7-B11. If this position requires a valid driver's license, validity will be verified with the

Tom A Hawk Florida Department of Motor Vehicles as authorized and in accordance with University Policy 4-0OP-C-7-G8. 4 O P C B 1 1 4 O P C 7 G 8

e s
IE Iy
LUydar 22l

The existence or disclosure of criminal history will not automatically bar you from employment, however, false statements andfor
omissions on this application may be grounds for disqualification. All answers conceming your criminal history are confidential and
Progress accessible only by designated Human Resources personnel.

& Completion

& completed / 24 remaining

Onboarding Tasks If you have already answered the Criminal History Disclosure questions on this job posting’s application, your answers have been

automalically populated below. If populated, your given answers will be reviewed appropriately
@ Employea Information

Get Started

Have you ever had a felony offense which resulted in a 1) quilty conwviction, 2) adjudication of guilt Yes ) No
Jab Offer withheld, or 3) plea of nolo contendere? If "Yes”, please detail each offense (including charge, level,
Ervminee telarration degree, date, location, case outcome, ete.) in the field below.
Education
A R Hawve you ever had a misdemeanor offense which resulted in a 1) guilty conviction, 2) adjudication of Yes € No
Ethnite R e guilt withheld, or 3) plea of nolo contendere? If "Yes", please detail each offense (including charge,

_ level, degree, date, location, case outcome, etc) in the field below.
Self-laentification of Vetera

Status

Self-Identification of

Disahility Have you been convicted of a felony for the sale of or trafficking in or conspiracy to sell or traffic in a Yes ) No

controlled substance committed cn or after October 1, 1990, as defined in Chapter 893, FS.7

If your answer is no, please be advised that random reviews of the information you prowide pursuant to this document will be conducted.
Falsification will result in disqualification of your application for present and future University employment and is cause for your immediate
Submit for Background dismissal if determined after you are hired.

Check

Emergency Contacts

Background Check @

&cm ployment Information

[~ Faolicies



http://policies.vpfa.fsu.edu/policies-and-procedures/faculty-staff/employment-and-recruitment#4-OP-C-7-B11
http://policies.vpfa.fsu.edu/policies-and-procedures/faculty-staff/employee-and-labor-relations#License

Background Check

Candidate submission initiates BGC process

@ B TomA Hawk =

Submit for Background Check

If required, the information you have provided will be used to conduct a background check for your appointment. The information provided may not be changed after
submission, please verify prior to submitting.
Tom A Hawk

B B a0 e | e
0/25/2020

Johb Title Researcher # 1 confirm | have verified all information provided and understand that this information may be used to conduct a background check.

Progress submit

B Completicn

omipketed ! 23 remaining



Dual Compensation

Approval required

# B TomA Hawk =

= YView Menu

Dual Compensation

v Candidate Acknowledgement

Aot LEaaael : - y - _
Tan You must get approval to hold more than one job with FSU. We call this dual compensation. If you are currently employed, in any capacity, with the University and want to

continue with your current FSU job while working inyour new FEU job, you must get dual compensation approval before you start work in your new job. Please review the
Dual Compensation Policy at 4-0P-C-7-D5 DUAL COMPENSATION.

4-OP-C-7-D

Job Tit
| have other employment/appointment{s} with Florida State University that | wish to continue after | start work in this new Yes ) Na
appointment.

Progress

& Completion

10 completed / 22 remalming

Acknowledgement: | certify that the above information 15 correct. | have reviewed the Dual Compensation policy. if | am requesting to continue my existing appontmentis) when |
begin my new position, | certify that the hours and duties for my new position do not interfere with my existing appointment{s) and understand that approval is required before | can
Onboarding Tasks beqin secondary appointments.

ﬂ Employes Intarmation Date Acknowledged 09/28/20 3:237.08FM

@ Em ployment Information



http://policies.vpfa.fsu.edu/policies-and-procedures/faculty-staff/hiring-and-compensation#D5

leave Transfer

Approval required

A A TomAHawk~¥

Leave Transfer Request

Faculty, AEX, ARP and USPS employees may request to transfer unpaid and unused leave from employment at a State of Florida
governmental entity. OPS pay plans cannot transfer leave balances to FSU and are not eligible for leave benefits. Leave transfers are subject
Tom A Hawk to approval by the hiring department and Human Resources.

10/15/2020

Prior state service does not contribute to sick leave payout eligibility or increased annual leave accrual. If you have any questions, please

Job Title Professor @ Mo SAL contact HR- Attendance and Leave at hr-attendanceleave@fsu edu.
Progress
Are you requesting a leave transfer to FSU from ancther Florida governmental entity (State agency, ® Yes O No
& Completing university, community college, county or city)?
12 cc-rn.p-:}e’[ed [ 21 remaining Number of sick leave hours requested (maximum 240) 240.00
— Number of annual leave hours requested (maximum 80) 80.00
v Employee Information Mame of prior agency

@ Employment Information

Dual Compensation

@
Leave Transfer Request &
9]

Outside Employment

Save




iy

Tom A, Hawk

g Hesearcher

Progress

B Completion

11 completed £ 27 rémmadning

Onboarding Tasks
& mployee Infarmation

@ Emplo yment Information

i et s o b
Selective Service

Confirmn Employment

nformatlion

ﬂ Paolicies

Outside Employment

Approval required

A A TomA Hawk =

Outside Employment

An FSU employee is allowed to have a job cutside of the University if the outzide job does not cause a conflict of interest or interfere with
University work and the employee receves written approval of the outside employment from the University.

| will be appointed as faculty at Florida State University. The faculty cutside employment process is Yes = No
handied separately from the onboarding process.

If you are a candidate for a non-faculty appointment, select appropriate answer{s) below.

| have outside employment with another State Agency/University that will ocour or continue during Yes £ No
my employment with Flonda State University.

I have outside employment with an employer other than a State Agency/University that will occur or Yes £ No
continue during my employment with Flonida University.

Acknowledgement: | certify that the above information is correct. | understand | am required to disclose to Florida State University any
employment for which | am being pasd wages.

Faculty Appointments: The outside employment process is handled through the Office of Faculty Development and Advancement. Each year,
faculty members who plan to engage in outside activity must complete and submit the Florida State University Faculty Outside Activity
Staternent form for approval before any new outside activity begins. Althcugh this request is made by the FDA office cnly once a year, the
requirement to complete and submit the form prior to engaging in any outside activity or employment applies throughout the year, and the form s
available on the FD& website at hittp:/fda_fsu edu/faculty-employment/appointments.



Outside Employment

Faculty view

= View Menu

Outside Employment

An FSU employee is allowed to have a job outside of the University if the outside job does not cause a conflict of interest or interfere with
University work and the employee receives written approval of the outside employment from the University.

Tom A Hawk

| will be appointed as faculty at Florida State University. The faculty outside employment process is ® Yes (U No

R handled separately from the onboarding process.

Job Title Professor 9 Mo SAL

Progress

Acknowledgement: | certify that the above information is correct. | understand | am required to disclose to Florida State University any
employment for which | am being paid wages.

& Completion

12 completed / 21 remainin : . :
e s iekon Faculty Appointments: The outside employment process is handled through the Office of Faculty Development and Advancement. Each year,

faculty members who plan to engage in outside activity must complete and submit the Florida State University Faculty Outside Activity Statement
Onboarding Tasks form for approval before any new outside activity begins. Although this request is made by the FDA office only once a year, the requirement to

) Employee Information complete and submit the form prior to engaging in any outside activity or employment applies throughout the year, and the form is available on the

FDA website at http://fda.fsu.edu/faculty-employment/appointments.

O] Employment Information

Save

Dual Compensation

Leave Transfer Request



Employment of Relatives

Nepotism Approval Required

ifh #& B TomA Hawk =
b

= Yiew Menu

Employment of Relatives

Nep()tism P()liCV Under the University's Employment of Relatives [Mepotism) Policy, relatives [defined as individuals related to each other in one of the

' ) following ways, whether by blood, adoption, mamage {in-laws/step), or other legal action: spouses; parents; grandparents; children;

Tom A Hawk grandchildren; siblings; aunts/uncles; nieces/nephews or other persons residing in the same household, including but not limited to

domestic partners] may not be employed in positions where they will report, directly or indirectly, to each cther. Deans, Directors,

Department Heads and Principal Investigatars (Fl) are responsible for ensuring that employees in ther units do not control the scheduling,

Job Title Researcher timekeeping, performance evaluations, disciplinary actions, reporting effort, verification of research progress or other work performance,
employment, or payroll functions for their relatives. Additionally, personnel appointments on a sponsored research account are restricted to

perscns who are not relatives of the Pnncipal Investigator (FI)

T e EOY N
Urdar 22U
L s L

Progress

B Completion 38% Do you have relatives working at FsU?
1.2 completed ¢ Z0 remalring © Mo | donot have relatives employed at Flonida State University and understand that if this changes duning the course of my
employment, | have a
Onboarding Tasks responsibility to report any potential viclations of the Employment of Relatives (Nepotism) policy or conflicts of interest to my
SUpervisor.
© Employee Information Yes | have relatives employed at Florida State University. | understand that further evaluation and appraval is required. My offer of
@ Employment Information employment is contingent on such approval. If any change in my employment results in a violation of the Employment of Relatives

(Nepatism) policy, it is my responsibility to report 1o my supenasor.

Cutside Employment



http://policies.vpfa.fsu.edu/policies-and-procedures/faculty-staff/employment-relatives-nepotism-policy

Selective Service

Required by FS 110.1128

@& A TomA Hawk w

= View Menu

Selective Service

Florida Statute 110.1128 requires that you provide information about selective service registration for military service.

Who must

For more information about selective service requirements, see the Who Must Register chart at https /fwww.sss.gov/Registration/Wh

Tom A Hawk Must-Register/Chart. If you registered with Selective Service under a different name, please provide it below. reg |Ste r’)
First Mame Tom A Middle Name
Last Name Hawk
Progress
5 Completion 41 Selective Service

Can you provide proof of Selective Serace Registration?
0 Yes

Mot Applicable - | am a female.

13 completed / 19 remaining

Onboarding Tasks

@ Employee Information Not Applicable - 1 am a lawful nen-immigrant on a visa.
@ Empleyment Information Mot Applicable - | was born before January 1, 1960.
Mot Applicable - Other

Outside Employment If Other, please explain

Employment ot Relatives

Mo

Confirm Employment

mtarmation

) Polici

B Benefits



http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String&URL=0100-0199/0110/Sections/0110.1128.html
https://www.sss.gov/Registration/Who-Must-Register/Chart

onfirm Employment Info

No changes after submission

# A TomA Hawk =

Confirm Employment Information

The informaticn you have provided in this section will be used to conduct required reviews/approvals for Dual Compensation, Leave Transtfer, Outside Employrent, or an
Employment of Relatives (Nepotism) policy excepticn.

Tom A Hawk

The information provided in this section may not be changed after submission. Flease confirm that it is complete and accurate prior to submitting

1V ¥ E I.—|I—|. M

| -l R N |
0 R

Progress | confirm that | have venfied all information provided on the previous tabs in the Employment Information section. | understand that this information will be used to conduct required
reviews/approvals,

= Completion

Electronic Acknowledgement

14 completed / 18 remaining



Policles

Memorandum of Understanding

F @ A TomA Hawk w

Memorandum of Understanding

Deduction Waiver for Debts Owed to Florida State University 4-0F-D-2-J Accounts Recewable: | understand that upon termination of employment with Florida State
University, the entire balance of any and all debts owed by me to Flonda State University shall be immediately due and payable at the option of the University. | authorize
Tom A Hawk Florida State University upon termination of employment to withhold any and all sums necessary to satisfy outstanding debts owed by me to the University and incurred
during the period of my employment.

Employee Benefits Eligibility 4-0F-C-7-C Benefits: For new FSU Facuwity Executive Service A&F or USPS employee (Including those appointed in a position with
temporary, emergency, or probationary status):

Progress
1. Enrollment in the State Life and/or State Health programs must be made during the first 60 days of employment.
8 Completion Z. Participation in the flexible benefits plan (pre-tax) is automatic unless a waiver is completed within 60 days of employment
. 3. Participation in the Optianal Retirement Program (ORF) or the Florida Retirement System (FRS) for all faculty, Executive Service, and A&F employees is based on
13 completea / 17 eligibility outlined by Flonda Statute. Participation in one of these plans is mandatory. Selecticn and enroliment in ORF must be completed duning the first 90 days

of employment. Failure to do so will result in automatic participation in the FRS.
Onboarding Tasks My acknowledgment below indicates | have been advised of my options and understand the 90-day enrallment limitation, if applicable.

& employee Information OPS/Temporary employees OP-C-7-H Other Personal Services (OPS) are not covered under the Florida Retirement System. Some OPS employees (based on hours
& Employment Information waorked) may be eligible for the staff/faculty insurance group plans. OFS/Temporary employess are also ehgible far:

@ Policies e Enrollment in the State Deferred Compensation Annuity Program (457) and the 403(b) Tax Sheltered Annuity program.
e handatory enrolliment in the FICA Alternative Plan (407(a)).
e Family Medical Leave in accordance with Federal and State law and FEU critena.

Memorandum af (O]
Understanding

Memorandum af Health Coverage Options: Easic information about the Health Insurance Marketplace Coverage and employment- based health coverage can be found at

Understanding {pg 2) hitps://www.dol.gov/sites/default/files /ebsa/laws-and-requlations/laws/affordable-care-act/for-employers-and-advisers/model-notice-for-employers-who-offer-a-health-
plan-to-some-pr-all-employees pdf. A paper version of this form can be requested by contacting (850) 644-4015.

Memorandurm ot

Unaderstanding {pg 3)
Discrimination and Sexual Misconduct Policies 4-0F-C-7-| Egual Opportunity and Compliance (EOC): My acknowledgement below indicates receipt and review of the

following University policies and statements:

MMemorangum at
Understanding {pg 4]
e Sex Discriminaticn and Sexual Misconduct Policy

e Title |¥ Statement

B Benefits e MNon-Discrimination Policy 4-0F-C-7-13 Equal Opportunity, Mon-Discnmination, and Nen-Retaliation Policy & Procedures
8 pavro e Americans with Disabilities Act {ADA) Policy 4-0P-C-7-1T Amencans with Disabilities Act

Lovalty Oath

&=y pplemental Docum

& submit to HR

a | acknowledge that | have read and understood the materials above.
Employee Final Tasks

Electronic Acknowledgement




Policles

Loyalty Oath

A A TomA Hawk w

— View Menu

Loyalty Oath

Pursuant to Florida Statute 876.05, the Loyalty Oath is required for all employees. You may work with your department representative to have this document notarized on
campus, or you may upload the completed document when notanzed by an authorized individual.

Tom A. Hawk

Please review the following document(s):

FSU Loyalty Oath
451 4T KB

T A e R '-l

¥ . F,
L S

Job Title Researc

Progress

5 Completion

| acknowledge that | have read and understood the matenals above.

12 completed / 13 remaining

Electronic Acknowledgement

Onboarding Tasks




= View Menu

Tom A Hawk
10/25/2020
Jab Title Researcher

Progress

8 Completion

20 compieted / 12 remainicg

Benefits

Marketplace Notice and Benefits Links

#® A TomA Hawkw

Marketplace Notice

Under Flonda law and the Affordable Care Act, everyone must have health insurance or be subject to potential fines.

nsurance can be obtained through Flonda State University (for benefits eligible employees), through a government program {like Medicare or Medicaid), or through
COVerage you buy on your own.

FSU provades you with the health insurance Marketplace Motice linked below to make you aware of your options.

Please review the following document(s):

Marketplace Notice
101397 KE &

| acknowledge that | have read and understand the materials above.

Electronic Acknowledgement

@& B TomAHawkw

Benefit Links

Florida State gives employees the opportunity to participate in a variety of benefits programs including: health, dental, wision, disablity, long-term care, tax sheltered
annuities, and mare!

Tom & Hawk

FSU's insurance plans are administered through People First, who handles new hire enraliment.

10/25/2020
Job Title Researcher he links below wil help you get familiar with the many options available. You'll get more information and enrollment guidance during new employee arientation.

Progress Flonida State University Summary of Benefits

Tax Sheltered Annuity (403k) Companies

& Completion

Optional Retirernent Program (ORF) Approved Companies
21 completed ¢ 11 remaining

Flanda Deterred Compensation Flan

Onboarding Tasks Securian /f Life Benefits
V] Employes Information Florida Division of Retirement

@ Folicies

Employment Information Peonle Eirst

@ Benefts

| agree all information provided is true and release my data for review.

Electronic Acknowledgement

Florida State University Summary of Benefits
Tax Sheltered Annuity (403b) Companies
Optional Retirement Program (ORP) Approved Companies
Florida Deferred Compensation Plan
Securian // Life Benefits
Florida Division of Retirement
People First



https://www.dms.myflorida.com/content/download/132602/825174/2020_Market_Place_Exchange_Notice.pdf
http://www.hr.fsu.edu/PDF/Publications/Summary_of_Benefits.pdf
http://www.hr.fsu.edu/?page=benefits/retirement/retirement_tax_shelter_annuity
https://www.dms.myflorida.com/workforce_operations/retirement/optional_retirement_plans/state_university_system_optional_retirement_program
https://www.myfloridadeferredcomp.com/SOFWeb/default.aspx
https://www.mybenefits.myflorida.com/health/life_insurance_plans/
https://www.myfrs.com/NewHire.htm
https://peoplefirst.myflorida.com/peoplefirst

Benefits

Florida Retirement Plan

€

= Yiaw Menu

Flarida Retirement Plan

Name Tam A. Hawk Ratires Definition

Social Security # KX K-7564 'oas are considerad retired if:

Agency Mame Florida State University 1. You have received any benefits under the FRE Fension Plan {including DROF), or

Previous /Current FRS 2. You have taken any distnbution (including a rellover) from the FRS Investment Flan, or afternative

Employer retirermeant rame offered by state universities (SUSORP), state community colleges (SCCORP),
prog ege

Section | - | have never been & memiser of a State of Florida administered retirement plan.

Section | - | was or currenthy am a member of the following State of Florda administerad retirernent plan
(elso complete Section 1 or '..'].I

Section Il - | arm not retired from any State of Florida administerad retirement plan. | understand that if it
is later determined that | was a retiree and was reemployed during the first & calendar months after |

gtate government for senior menagers (SME0AF], or local governments for senior managers.

if wou are not retired and eamed FRS sarvice after cartain pericds in 2002 (depending on your emiployer)
wou must rejoan the FRS retiremant plan you were enrolled inowhen yvou terminated FRS5-covered employment,

retrad or after my DROP termination date, or &t any time during the 7th throusgih 12 months after | retired
or after my DROF tarmination date, | must repay all unauthorized benefits recaived {see Section IV for
details), ar, if in the Investment Plan, terminate my employment. My employer mey also be liable for
repaying any unauthorized benafits | received.

Section IV - | am retired from a State of Florida administered retrement plan. My FRS Pension Plan
retrament effective date, OROP termination date, or date | receved my first distribution from the FRS

Yo may have & one-time 2nd Election to switch FRS retiremeant plans. Also, alternative retsrament programis
are gvailable to certain employees. Contact your employer for deadline and ather informatian,

dppsitions include OFS, temporary, seasonal, substitute teachers, part-timne, full-time, reqularly establishead,
atr.

“Florida lew requires & return of &l unauthorized Pension Plan benefit payments o Inwestment Plan

> Investrment Flan, SUSORE SCCORE SMS0AF, or other plan was: fenter effective dale in feld baelow)
7 destnbutions received by & member who has viclated the FRE termination or reemployment provisions
= i _ Similar prowizions spely o unauthonzed SUSORP SCC0RF or other state-administerad plan distributions
@ Effective Julby 1, 2017, retirees of the Investment Plan, SUS0ORE SCC20RE and SME0AP are eligible for : :
o renewed membership in the Investment Plan, SUSORE or SCCSORP contact that plan's admimestrator for details
iy Retririii @ | understand that as a Pension Plan retiree: HThere is one exception 1o the restrictions on reemployment limitations after retirement. if you are a retired
- 1 - = 2 . s
during the first & calendar aw enforcement officer, vou may ondy be reemployed as & school rescurce officer by an FRS-covered

a. If I am employed by an FRS-coverad emplayer in any type of positian
manths after | retired or after my OROP termination date, my retirement and DROP status are voided,
all retirement and DAROF benefits | received must be repaid,” and | must reapply for retirement in order
to receive future bensfits.

b. If I am reemployed by an FRS-covered employer &t any time during the 7th through the 12" months
after | retired or after my DROP termination date, my monthly retirement benefit must be guapem:le-dq'
and any unautharzed benefits received must be rE|:|.s|iu:|.3 My employer may also be liable for repaying
any unauthorized benefits | received.

Flan

employer during the Tth throwgh 12th months after your retrement date or after your DROFP termanation data
and raceive both your 2alary and ratirernent benefits.

Ravized 10719

| understand that as an Investment Plan, SUSORE SCCORE or SKMSOAP ratirae:

a If I am employed by an FRS-covered emplayer in any type of |:n|:-5'rti-:|+1:'l during the first & calendar
manths after | retired, | must rE|:|~il;.'3 any benefite recaived or terminate employment for an additional m
peried ta satisfy the & calendar month termination requiremeant.
b. If I am reemployed by an FRS-covered employer &t any time during the 7ih through the 12" months
after my retirement, | will not be aligible for additional distributiens until | terminate employment or
camplete 12 calendar months of retirement A




Payroll

Form W-4, W-2 and State Tax Form

= -
e
= iaw Menu Electronic W-2 Acknowledgement
ap's DB Mo, 15450074
Form W-4 Exvipiyme s Wit iolding Laaioace FLORIDA STATE UMIVERSITY
Desartmmant of the S A Wl Ny s e SarELAkT e 2020 COMSENT TO RECEIVE FORM W-2 |HM ELECTROMIC FORMAT IM LIEL OF PAFER FORM
EYERLITErTE eI correct federal income tax from your pay.
Treasury Internal - . . . . .
HE"ETILI: ::E-r\.'i*: =Give Farm W-4 to your employer. o #.5 required by the Iimtemal Revenue Service [IRE], Florda State University must provide all ermployess a Form WW-2 Wage and Tax
- i bl = Your withhelding is subject to review by the IRS. s ; Siaterment each calendar year 1o be used by the emploves in completing their annual tax returns. The Fomm W-2 details the
) empdoyes's compensation and tax withholding amcants for the pear
Step 1: (&} First name and middle initial Last nams {b} Social uriby nurmber
Enter o e ) i i o . .
Parsonal Tom A Henk A The Imtarnal Revenue Service [IRS) allows the use and distribotion of Formn W-2 Wage and Tex Staterments in 2lectrones format m liew
Frogress information | s 28 of paper forrms cnly with the consent of the employee. To receive all future Form WW-2 Wage and Tax Statements only in electronic
A0 == |H}E:ﬂ MeEImi . . . . . . -~ - . .
Il',____: R s e o " yome E ma‘!: format, please read this entire Notice and provide your consant by dicking the Consent box, "Check hare to indicete your consant 1o
. s the “m_ me on your social recaive electronic W-2 and W-Zc formis,” and click the "SUBMIT" icon
security card? if not, to
City or tawn, state, and ZIP code answa you get cradit for Disclosure Motioas:
BB e P 1= - [ = = B T
Tl omer S 2206 T EENTHg. D e Onbaarding Tasks A employes who consants to receiving his/her Form W-2 onlime will not receive a paper copy of the W-2 from Payroll Services. &n
at 800-772-1213 or go o empdoyes can access and print his/her Form W-2 using any compatar with internet access. Tha amployee will need 1o have Adobe
W 558 row Feader installed on his/her comparter 1o view thair W-2 information. If the employes does not have this software, it can be

downloedad and matalled free of charge. The link to downlosd Adobe Reader is: hitpidiget.adobe comyresdary. If an employes does
not consent, a paper copy of the Form YW-2 will be provided to the emgloyes on or before January 31at of sach year.

i) @& Single or Married filing separately
Married filing jointly (o0 Qualifying wiadowier)]
Head of household {Check only of you're wnenamsed and pay more than half the costs of

keepang up & home for yoursedf and & qualifying mdvidual ) A terminated employves will have access to his/her Form 'W-2 online through October 15th of the year followng his/her termanatson
P : d _ N

date. If a copy of Form W-2 is needed after this date, employee must submit a written request to FPeyroll Services and a paper copy of

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. Se= page 2 for more information =aid form will be provided to the employes.

on eech step, who can claim exemgtion from withholding, when touse the online estimeator, and privecy.
3 g an employes who choosas to recaive his/her Form 'W-2 online can withdraw consent 1o online delivery. An employse migy withdraw
E"tEIp_zi Complete this step if you {1} hodd more than one job &t & time, or {2) are married filing jaintly ' i onsant by selecting the box "Gheck hers to withdraw your consent to receive alectronic W-2 and W-2c forms” and clicking tha
ohs= T e i T - o i e i = - - - . .
E:"*Euﬁ‘fg‘é and your spouse also works. The correct amount of withhol ding depends on income earned T o SLUBMIT izon. The withdrewal of consent will be effective on the date entered. If consent is withdrawn, it will only b= effective for
s o Electro V-2 ; . . .
Wor from all of these jobs thosa Fomm W-2 statements not yet issued. Once the employse enters the withdrawal of consent into the ORI system, am email

: . Acknowledgment . :
o ondy ene of the following : confirmation will be sent to the employes.
{a} Usa the estimator at W rs gorrWddos for most eccurate withlnodding for this step

[and Steps 3-4) or

.

Consant may al=o be withdrewn by prosding written notice to the following: Flonda State Unoversity, Payroll Sarvices, 282 Champions
Wey, LS A-5600, Tallahassae, FL 32306 Written notice of withdrawsal will b2 affective within three busaness days of receipt. Fayraoll
Sanvicas will also acoept email notificeton &3 a wabid withdrescal request. If withdrawing consant wia email, submit your requess 1o
peyTolli@fsu.edu and include your name as it eppsears on your W-2 form, wouwr dete of barth and the last fowr digits of your =ocia
sacurity murmbsar for identificetion purposas. Any changes in Payroll Services' contact information will be made available to employses
via the myF5U Portal Pege by updating the W-2 consent mstructions

{b} L=z the Pultiple Jobs Work=hest on page 3 and enter the result in Step 44{c) below for
raughdy accurate withholding; er

{e} If there are anly two jobs total, you mey check this box. Do the same om Form W-4 for the
oither joix. This option is accurate for jobs with similer pay; otherwise, more tex than
mecesEary meay be withheld. . . . »

TIR: To be accurate, submit a 2020 Form W4 for all other jobs. i you {or your spousea) have
seff-armployrmeant income, including as an indegsndent contracion, use the estimator

Complete Stepe 3-4{b} on Form W-4 for only ONE of these jobs. L eave thoze steps blank for tha othar
job= (Your withholding will be most accurats if you complate Steps 3-4(b) an tha Form -4 for the highest

an employes, both actve and termanated, may continue to update his/her meling eddress &s needed throwgh the myFEU Fortal

Fagea.
By checkmg the Conzent box, 71 wish to provide iy conzent and receive my W-2 electronicalhy” | acknowledge that | understand the

abowve information and hereby consent to recaive all future Form WW-2 staterments only in electranic format wia the myFS0 Portal Page

ing job) . . .

Reying | FEU offers @ peyrall service that allows you to receive your W-2 electronicalby.
Step 3 If wour income will be 200,000 or less (5400,000 or less if marriad filing i . N . i . .
claim : jointly): If wou sign up to receive an electronic ¥W-2, you may reczive it up to 2 wesks =arlier than, if you would have optad (o receive a papsr
Dependents ol th N i il ; copy in the mail. Youwr electronic W-2 will b2 made evailable to you on a secwre website in January.

kultiply the number of qualifying children undes . ) ) ) :

- IFTIIL_., &% B0 - i 3 By consanting o receive your Form WW-2 online, you will not receive a paper Fomm W-2. Consent is woluntany, and should you choosa

e - not to consant, you will recene B paper Formn W-2 thrcogh reqular mail.

-
fultioi tRerher SF tther denant s b SEHe If wou consent, you will hawve electronsc access 1o all your Fomm 'W-2= and any associated comected Foom W-2s issued by FEU ungi
i % 5 e > 3 you withdraw your consent.
L
P th b e 5 & If W hem you are no longer an employves, you will sl heave sccess to your electronic Form W-2 for the current year along with the
wid the amounis abowve and enter the total here - - Ly
previous 3 yaar W-2 Forms.
Step 4 {a} Other income {not from jobs). I youw want tax withheld for other _ . .
(opticnal): moOme wou Sxpeact this yeer that won't hawe withholding, enter the signing up for electronic access is easy! N
other o h Thi SRR ¢ i o If wou would like 1o receive fubune W-2s electronically check the first check-box below and then click on the "Bl2ctronic Signature”
Adivstments  3mount of othar moome hera ie may include interast, dvidends,
! and ratirement mvcome. .. L . 4(a) || ¥ If mext, click the second check-box below and than click on "Electronic Signature”.

a_ A TomA Hawk w

w

State Tax Form

F5SU does not withhold state income tax. Employees paying taxes in another state need to contact their local or state revenue office to make payment arrangements.

| acknowledge that | have read and understand the above.

Electronic Acknowledgement




Payroll

Direct Deposit

Direct Deposit

Direct deposat of salary payments s mandatory &3 a condition of amploymeant for all new employees. Please
provide the regusad mfoemnation for your Fenancial Institution bslow. FSU is not liable for amy incorrect
information submnattad by the employes on thes form {e.g., acoount numear, rowting number]

Once you have bean head, you can update your Derect Deposit information theowgh the Seff-Sandce maodule in
the Okt HR systam. Employes payroll payments can be distributed between teo different bank acoounts
and can & managed through the 2alf-Service module inthe Okl HE systam.

= Compietion
s completed £ & 1 i 1001
Brphied L [
Ju
PR T T
e 5
[T
ATHEIT | 15

GiddhERTASE O0O0DL2ILIRTEH® LCOL |

[ | PEEpSS P T okt 8 | | W g e it s |
d |

[ izauscvas (oo ziesetas)| ooy || oveseres |
Financial Institution Informnation
“Institution Mame s i
sAccount Type D Saving  Checking
. R4 FGR3TA
Aocount #: el
- G OOy A
“Raastinig #: :
Re-anter Information
' ST AFGET
“Confirm Account # Sk
5 . 1HHE] 12
“Confirm Rowting & bl
Diirect Deposit Agreemmant
® | Tom A Hawk, hereby authorize and request Florida State Unaversity to initiate cradit entries and if
macessary, a debit entry in accordanca with MACHA nedes reversing a credit entry made in error, o nvy
acooumnt &t the mamead finencz! institution

®  This dract deposit authonzation is to remain i effect until changed by (&) me, either thncwgh
employee salf-sarvice or in writing; {b] my legal represantative, in case of my legal mcapacity; (o} the
financia! instrbutson; or (dy Flornida State University.

= Any request bo updats my direct depasit information outside the seff-service appleations must b2 in
writing. The change will be-effactive with the next available payroll cycle. Thas election will remain in
affect until thea opbon is cancelled.

® | further undersiand | am respansible For notifyesg FSU Payroll Services in wniting i | fransfer tha ful
amount of my received direct degosit o a foreign bank eccount. Thes s in accosdance with NACHA
rubas to cormphy with the requiremeants of the Office of Foreign Aszsets Conirol {OFALC)

= Click cn “Electronic Signature” b=low to =ignify acceptance of the terms and conditions stated above




Parking

Parking deduction authorization

Parking Authorization

Who is efigible for a Virtual Farking Permit ?

With wartual parking parmit=, thers is no need for & printed parking permit Whean the wshicle's koense plate
information is registered and associated with the permat, the virtual perrmit is valid to park on FEUs main
CRIMpUsS

At Florida State University, e student, faculty and staff vehicles parked on the main campus must be
registered for &valid virtual parking psrmit

Frogress

Employees who de not work an the main campus are not required to register for a parleng permit {12,
Zatellite) Branch/Regecnal kecations outside of Tallahassee, The Rangling in Sarasots, etc.)

& Completion A4%

'T completed £ & remaining If wou are unsure if your work location requires a parkang penmit, pease contact your department

reprasentative.

onbaarding Tasks

OFS employees who are not regestered for classes are eligibie fo purchasa a wirtual permit and showld

contact Transportation and Farking Servicas to obtain information: hitpsYtransportation faueduy Transporta‘“on &

information about campus parking including permits &nd maps can be found on FSU's Transporteteon end Parklnq SEfVlceS
Farking Services webaite. https: Stransportation. fzuedu

Whio is eligible for payroll deduction for parking?

pay for parking in equal instalmeanis each pay pericd
UFS employees are not eligible for the pre-tax payroll deducton program.

Haw do | suthorize payroll deduction for parking?

If wou are an OFS employee, you are not ebgible for peyroll deducton for parking. Select SAVE to move
forward in the procass.

To authorize youwr peyroll deduction for parking, pleass completa the authorization secton bel ow:

Sutharization for ]

: Faculty, AEX, ALF and USPS employesas only
Harking Beduction

| suthorize Florida State University to meke pevroll deductons from my peycheck For mey Wirtual Parking
FParmit based on my employment classification with Florida 2tate Univarsity by sslecting Yesa B=low and
providing my vehicle's make, model, color, state, and license plate information.

If | camcel my payroll deducton or if | separate fromn FSU, | understand that my packing prvileges will be
termanated and | will no lenger be able to park omcampus.

Yes Mo
Kake

Mooe

Lo
*otate
“Lecanae Flate

Fecuity AEX, ALF and USES eamployees: Click hare to obtain a temporary parking permit Te m po rary Parkl n g Pe rm It



https://transportation.fsu.edu/

Supplemental Documents

Candidate must click Save and Submit to move forward

A A TomA Hawkw

= View Menu

Supplemental Documents

If you are a new hire or have been separated from FSU more than 30 days, a copy of your signed social security card or
application receipt is required prior to hire. If you are internally moving into a new or additional job, a social security card is not
Tom A Hawk required. If you have provided a copy to your hiring department, they can upload the document to Human Resources on your
10/25/2020 behalf. Otherwise, please upload a legible copy of your social security card or application receipt.

Job Title Researcher Additional supplemental documents may be required to verify your eligibility for the position. If you have been notified by Human
Progress Resources or your hiring department that additional supplemental documents are required for your appointment, such as a
license or certification, please upload the documentation below. Please note that candidates being hired into a Faculty position
must provide original official transcripts to the hiring department. Transcripts uploaded on this page are not considered to meet
the official requirement. If you have questions, please contact your hiring department representative.

& Compietion

28 completed / 4 remaining

Click, Save and Submit to proceed to the next step, even if no documents have been uploaded
Onboarding Tasks

& Employee Information Candidate Documents

®em ployment Information

@ rolicies

@ Benefits

Qe yroll

@ supplemental Documents

Document Type Attached File

4+ | X Upload View @

Add

supplemental Documents 0]

& submit to HR '
submit to HR Save and Submit

B Ernlovee Final Tasks



Employee Details

Ferscnal Info

PFhone Mumbers

Emnad Address

Home Address

kailing Address

Emargency Contecis

Eduscation Deteils

Download Sgmed Formis

spplscant 1
Candidate |
Hame

Gendal
riartal Status
Cate of Birth

SSN

Aoohad for S5
Citizenship Status

FL Statute 114

Call Phone

X pmfsu. aduy

123 College Avenue
Tallahasses, FL 32306
Leaon United States

123 Collegs Avenue
Tallahasses, FL 32306
Leon United States

Mame
Relationship
Fhone Typs

Fhaone

F=Z Srlactve
Service

Subvndt o HR for Review

Submit to HR

Candidate downloads signed forms

GES1TS
COo0DT 3768
Toamn A Hawk
Male

Simgle

L=l W

L
=110

Matural Citizen

g (]

R
4528

Rodney Rensgada
Friend

Call

FLORIDOA STATE LUMIVERSITY

Anthropolagy

OBEARS 200 9

YES

Mame

E Hawk,Tom A._Electronic Disclosure.pdf

E] Hawlk, Tom A._Florida Retirement Plan.pdf
E Hawk Tom A._FW4 Withholding.pdf

&) Hawk Tom A._Job Offer.pdf

E Hawk Tom A._Marketplace Notice.pdf

E] Hawlk, Tom A._Memor...rstanding (pg 2).pdf
E Hawk, Tom A._Memor...rstanding (pg 3).pdf
E] Hawk, Tom A._Memor...rstanding (pg 4).pdf
E Hawk,Tom A._Memor...f Understanding.pdf

Bachelor's Degres

E] Hawk Tom A._Self ID Disability CC305.pdf

Date Modified

Today at 7:24 PM
Today at 7:24 PM
Today at 7:24 PM
Today at /.24 PM
Today at 7:24 PM
Today at 724 PM
Today at 7:24 PM
Today at 7:24 PM
Today at 7:24 PM
Today at 7:24 PM

Kind

Adobe...

Adobe..
Adobe..

Adaobe...

Adabe..

Adobe..

Adobe...

Adaobe..

Adaobe...

Adobe..



Employee Final Tasks

-9 Requirement

® pojicias
& Benefits

@ Submit to HR

= Wiaw Menu

I-9 Reguirement

You musi still complete the |-9 process with your hiring depariment.

A LS. employers are legally required to complete & Form -9 an every individual they hire i the United States. On the form, you must
attest bo your ciizenship status and present your hinng deparimeant with acceptable documeants showing your identity and eligibility
to work i the Undtad States.

Section 1 of the form must be comgdsted on or Before your first day of employmsnt; Section 2 mast be completed by your third day
of work
Refar to the chart below for a list of acceptable documents raquired to complets the -9 process. You may present one document
frorm List A or 3 combination of one document from List B and one document from List ©. Original documenis are required
LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Empioyans iy pressent one salaction from Lsg 8
or g combination of org salection from Lt B and ane soiecion from List G

LIST A LIET B LIST &

Dpeuments that Establish Decumsnts that Estabiizh Documents that Establish
Bath kdentity amnd Idaminy Employment & wthormation
Employment Avthorization OR AND

- LIS Passpon of LIS Passpar Caed

Z  Permanen] Reswdenl Sard or Alaen

Hegebabon Reowpd Cand {Fomm 128}

% Frrcign passport Bhat rontaing a

temporany 551 slamp of femponary
120 probed mobalon w2 machee
reuatebie gl v

4 Lenphogineni fabonssion Duoamsnl

that crnfzins A phofngraph (Frm
-TRRY

B | o isEnmnegianl den gulonesd

I wenwk: or A Speific cmployTr
berstine af his or her siahes

a. Frerign pesspot and
b. Fiomm 0 oF Froem LOMA that has
the: Todloing

i1] The: same name as e passport
el

123 A el el of Ui St
ronimmigrant stahis as long as
that prricd of endnmomen Fas
ol vl eapeed A e
proposs enpianen S neln
coich with amy rescions or
Tirritadons Kentiied on the fom

& Passpail Ticm Pe Fedeialed Stales

of Mioronesa (FSM)oor the Repubic
of the Marsrall Isiands. [REL i
Fraimm |54 of Fodm |-344 indcaling
NeMETRGTAN | Sdrrscn amder e
Compesc] of Free Assnciation Behesen
the Linfled Stak=s and the FER or R

- [CHiwers s of T cand iRsed Iy 5

Shale ur oulying posmrson ol e
Unied Saales prowded 1L conlans =
phndcgraph or infmation such as
name: iak: of AN gendor, Relghk mye
woln, W ey

2 10 card rrsoed by lederdl, sbale o ocal

ATWRTHITHEEF Glear oS O ey,

prosdried It rontsing & phofograph o

Irdorrrahion such a5 nema, dabe of Birth,

yender, heghl, eve cokon, =l address
il 10 cand sl o phologeaph

Waler"s reygralialon cad

LIS PERAry rard of drait iecond

AR

-4

]

Mty cependenis 11 cand

. Waa, Camasd Caeadd Muecreanl Wames

Cand

Falree Sunercan Dbl Gecumen

- A Snwlal Secry Sctod i Bumher

. unkess the cand nckades one ol
v ooy restnchoees.

[1} MOT &1 N FIR FLM CYMPNT

[} WAl W FOAE SO OHl % WITH
M AT HORELCATER

{3 WAl I FOR WORE Ok Y WTH
MHT ALTHIRTATION

Cerbinczabion ol seprow] ol barlh reesuesd
Iry the: Nicparmen of Sitatc (Fomes
ME-1%0, FA-545 Fa-540)

Crigingl o crtied crpry of Slmh
Uetlecle resul by el
vy, s sukanlky, v
Iraicry of the: Linkcad Siafes
hesaring an officlal seal

Halese Funeracan bl dooumneri

S Ditvers Inenses Issued by & Cansdan

gEvemment authorty

Far persons under age 18 who are
unabla to presont a documant
listad abowe:

13, Echodd reoond or repoit card

B s Cyletem 1L Cand {1 carm 140

erdibalin Card o Uss ol
Rrskicnt CRzen in the Linind
States (Frm k175

10, R, Seaion, OF Posgilal iedord

1L Day-cam oF inrsany S e

. Fmplayment authotzation

ducinerd o Iy e
Crepartmmenl of Hormetanm] Seoaly

BInl 1 ir Fir 11
] E SO NIrng «

lepartmend to ==t an apgoiniment to complets the 1-9 grocess

| wndarstand that if | @moworking in the United States, | must complete the |-9 form with my hiring department, mcluding completing
Sacton 1 on or b=fore my first day of work,

Electronic Acknowledgemeant




Employee Final Tasks

New Employee Orientation

= £

= View Menu

Mew Emplavee Orientation 1s avallable online and proy

Ladidl= - - - (T [ — - [ . o - - - z . e oy - — . - - Tpl.e - Feme - T i 1 m _
Within your first 30 days of employment, compiete the New | an presentations applicable to your job classification (Faculty, Staft, OPS) on the
Tom A Hawk

gt the Certification of Completion form to receve cred

Mew Employee Information webpage ano=

10473E 0 Nate: You will receive an email with your employee ID ance your appointment 15 eftective in the system

" "
18 e TR RA

o]

lob Title Ressarcher

Progress

& Completion

Onboarding Tasks

® empl | For next steps, contact your Department Representative and refer to the New Employee Checklist
Employee Infarmation

Please click the Electronic Acknowledgement button below confirming the completion requirement for New Employee Onentation. After acknowledgement, your

@ Employment Information
£ | onbaoarding completion status will show at 100% in the upper left hand menu, and there will be no maore tasks to complete in this onboarding process.

® Falicies
@ Benefits
@ Fayrll

&: Upplemental understand that Mew Employee Orientation is mandatary for all FSU Employees.

Documeants

G =upmit to HA
@ Employee Final Tasks

Electronic Acknowledgement

= - o
I-4 HEQUIremEnt

Firal Tan (0]

.'. Tom A Hawk *


http://hr.fsu.edu/?page=neonline/neonline_home

Welcome to FSU

Candidate Complete

€

B
Ny -

e

L

®

Tam A Hawk

Final Tab

i

@ Activity completed by Tom A Hawlk on (19/28/2020 0748 P EOT

e R
LTt A REAN

MeweZinployee Orientation 1= available online and provides information on programs, services, policies, and benefits offered by the University

ob Title Researcher

within your tirst 30 days of employment, complete the New Employee Onentation presentations applicable to your job classification (Faculty, Staft, DPS} on the

Progress

New Employee information webpage and submit the Certification of Completion form o recene creai

Mate: You will receive an email with your employee |D once your appointment 15 effective In the system

Fronreza

Onboarding Tasks
Qem ployee Information
Gem ployment Information
@ Policies

& Bensfits For next steps, contact your Department Representative and refer to the New Employee Checklist

v] Fayroll Please click the Electronic Acknowledgement button below confirming the completion requirement for New Employes Onentation. After acknowledgement, your

® =y Jplemental onboarding campletion status will show at 100% in the upper left hand menu, and there will be no mare tasks to complete in this anboarding process
o e kL 3 .

Documents
ﬂ submut to HH
] Employee Final Tasks

| understand that New Employee Onientation is mandatary for all FSU Employees.

-3 Requirement

Flral Tat .ﬂ.




Abbreviated Onboarding

Additional

When is Abbreviated Onboarding used?
» Additional Jobs
» Internal Movement (Promotion, Transfer)

What Information is required?
» Employee Information — Personal Details, Education, Background Check
» Employment Information — Dual Compensation, Employment of Relatives
» Supplemental Documents — Additional hiring documents based on the
appointment.



Courtesy Onboarding

Courtesy

Courtesy appointments will complete a version of abbreviated onboarding.

What Information is required?
» Employee Information — Personal Details, Education, Background Check
» Employment Information —-Employment of Relatives
» Policies
» Supplemental Documents — Additional hiring documents based on the
appointment.

Courtesy appointments and onboarding questions:
Email HR-CourtesyDocs@fsu.edu or call 644-6846



mailto:HR-CourtesyDocs@fsu.edu

FSU Onboarding Portal

Department Rep and Approvals



Security Roles

Department Representative Access

FSU SM DEPT ADMIN

and

o Select all applicable department numbers

 You must already have the FSU SM_DEPT ADMIN role or include in the
same request for the ZSM roles to be approved



Security Roles

Department Approval Access

FSU SS MANAGER

« Access to approve onboarding actions at the supervisor or Dean, Director,
or Department head level is within the FSU SS MANAGER role

e Actions route to the primary DDDH listed on the Department Rep table.
Departments should ensure the DDDH listing is up to date. Instructions for
updating can be found here: Maintaining Department Reps Table Aid

FSU SM DEPT VIEWONLY

VIEW ONLY
For Department Heads/or Staff to track a Candidate’s progress. Cannot take action.


http://hr.fsu.edu/PDF/Publications/timeandleave/Maintaining_the_Department_Reps_Table.pdf

Department Notification

Notification sent to department HR representative and offer creator

From: FSUOnboardingi@fsu.edu <FsUOnboarding@fsu.edu>
Sent: Saturday, September 26, 2020 8:24 AM

To: April Smatt <asmatt@admin.fsu.edu>

Subject: Onboarding Launched: Testing,Upgrade; 1O 1D 47381

FSU Onboarding Notification
To: asmatt{@fsu. edu; GLESLIE@FSU EDU;

The candidate above will be going through the Smart Onboarding portal (Original invitation). The invitation 1D 0000013833 has now been launched to asmatt@fsu. edu.

» The candidate should recerve an email from FSUonboard@fsu edu:
Have the candidate check spam and junk mail folders if thev did not recerve the email.
Encourage candidates to log 1in and complete the onboarding process as soon as possible.
Candidates should close out of all FSU websites and use a fresh browser to access the portal.
New hires will need to create a user name and password unique to the onboarding system.
Emplovees, rehires, and students with an Emplovee Id number listed 1n the FSU Offer — Additional Info section of the OMNI offer will use their mvFSU credentials (FSUID and password) to
log in.
o If the Emplovee Id 1s blank 1n the OMNI offer, the candidate will be prompted to create an onboarding user name and password or log 1n with existing credentials 1f a returning user.
o The system will require the user to authenticate via Duo once logged in.
o As a department representative, be mindful of checking My Tasks regularly for action items, such as workflow acknowledgement and uploads to the Supplemental Documents page.
o Monitor the status of workflow items (dual compensation, outside employment, employment of relatives) to ensure approvers are reviewing these in a timely manner.
o Regularly monitor vour candidate’s progress via Invitation Console = View Process.
o Reference the Appointment Papers Matrix for the documentation that must be uploaded on the Supplemental Documents page.

o o o o o

This 15 an automated email. Please reach out to yvour assigned recruiter or email HE-Onboarding@fsu edu with any questions.




Invitation Console

Tracking your Candidate’s progress

v Department Administration

< Department Administration

Faculty Contracts Attendance & Leave Employees & Positions
| | Welcome Page
® .
4t o , |
— HR ﬁ- FSU On-Boarding Landing Page

1 Fsu On-Boarding Approvals e

Faculty Promotion & Tenure Recruiting Query & Reports -I View FSU On-Boarding

gt
Approvals
L =)
” s oM
Payroll FACET FSU On-Boarding m
@

)

/)




Invitation Console

Tracking your Candidate’s progress

Invitation Console

Use Saved Search: v
Empl ID equal to # Q
First Mame pagins with —
Last Namg pegins with s
Onboarding Pracess equal to . :
Business Process Status equal to : 4
Invitation ID equal to g Q
Start Date equal to H 3
Applicant ID equal to . Q
Department pegins with #
equal to 4 s

Invitation Type

Clear Advanced Search  SgveSearch Cntena  Delete Saved Search Personalize Saarch

Quick Filtes Showing 1 to 2 of 2 Rows per page | 10
Invitation 1D Name Start Date Invitation Status View Process View Historic Process(es) Info and Actions
0000013475 Tom A Hawk 08/08/2020 Invitation Completed View Process View Historic Processies) Info and Actions

Invitation Console» | My Tasks »

0000012487 1om A Hawk 08/07/2020 Inwitation Terminated View Process View Histaric Process{es) Inta and Actions




nvitation Console

FSU Onboarding View Process

Quick Filter Showing 1to 1 of 1
Invitation ID Name Start Date Invitation Status
0000013768 Tom A. Hawk 10/25/2020 Invitation Launched

7

O In Process

o

View Process

View FProcess

Rows per page | 10
View Historic Process(es) Info and Actions
View Historic Process(es) Info and Actions

FSU Onboarding

Tom A. Hawk

10252020
Job Title Researcher

Download = e

& Employee Information

&) Get Started »

Initiated on 09/ 2572020 0954 AM EDT, Completad by Tom A
Hawk on 09/25/2020 11:42 AM EDT

Job Offer »
Initiated on 09252020 11 42 AM EDT, Completed by Tom A
Hawk on 09252020 11:55 AM EDT

Employee Information »
Iriated on 09252020 1155 AM EDT, Completed by Tom A
Hawk on 09,/28/2020 02:48 PtA EDT

Education »

Inibiated on 0825/2020 1155 AM EDT, Completed by Tom A
Hawk on 09/28/2020 03:13 PM EDT

L1



Track Candidate

View Process

& Employee Final Tasks

&2 1-9 BRequirement »

Initiated on 09/28/2020 0727 PM EDT, Completed by Tom A,
Hawk on 09/28/2020 0737 PM EDT

& Final Tab »
Initiated on 09/28/2020 0727 FM EDT, Completed by Tom A,

Hawk on 09/28/2020 0746 PM EDT

@ Department Activities

(@) Supplemental Documents(Admin) »
Initiated on 09/28/2020 03:58 FM EDT is Pending, Routed to

%)

Post- Submit Department tasks

Locked

Supplemental Documents Fool

& Post-Submit HR Tasks

B HR Admin Checklist

& Prepare For Hire



Invitation Console

FSU Onboarding Invitation Summary

HR OMNI - Department Administration - FSU On-Boarding = FSU On-Boarding Landing Page -2 Invitation
Console = Click Invitation number - Click Invitation Summary

Invitation Summary

Search Clear Advanced Search Save Search Criteria Delete Saved Search Personalize Search

Invitation ID 0000013782
Sally Seminole

Quick Filter Showing 1to 1 of 1 Rows per page | 10 -
Invitation ID Name Start Date Invitation Status /iew Process View Historic Process(es) Info and Actions
Sally Seminole 10/24/2020 InvitatierCaunched View Process View Historic Process(es) Info and Actions Process Life Cycle
@
| _ - @ %
Review Invitation

User ID Last User Login Account & Invitation Created

. g e SSEMINOLE*123 10/07/2020 03:20 PM EDT Active/Unlocked ' Created by Lindsay Holzmacher on
Invitation Summary =

10/07/72020 03:15 PM EDT

. & Invitation Launched

Launched by Lindsay Holzmacher

Start Date 10/24/2020 on 10/07/2020 03:15 PM EDT

@B Candidate Progress &® HR Tasks Progress

Q Registration Completed

Completed by Sally Seminole an
10/07/2020 03:18 PM EDT

; o Process Initiated

Completed by Lindsay Holzmacher

on 10/07/2020 03:15 PM EDT
Completed Tasks: 32 Completed Tasks: 0

Remaining Tasks: 0 Remaining Tasks: 8 Q

Background Check Submitted




Invitation Console

FSU Onboarding Tracking your candidate

Various searches can be performed In Invitation Console

@ EDM Administrator =

Invitation Console

Use Saved Search: o Information Actions
E 1D equal to R Q
- @& Watch
First Marme begins with r
Last MNames begins with r
Onboarding Process egqual to o .
Business Process Status equal to e
Invitation 1D equal to Q,
Start Date equal to L e
Applicant ID equal to et (o]
Department begins with o
Invitation Type equal to v o .
& Tom A Hawk
Advanced Ssarch  Save Search Critena Delete Saved Search  Personalize Search
Infarmation Actions
Quack Filter Showang 1 to 100 of 300 Hows per page | 100 r Start Date: 10/15/2020

Employee Class:

invitation 10 Mame Start Date Inwitation Status View Process View Histornic Process{es) infe s=4 4 ~tinng Business Unit: FSUO1 FSU Business Unit

5 Job Code: 3420 Systems Administrator

0000013775 Tam 4 Hawk 10/15/2020 Imatanon Launchad View Procans WVeagy Histone Procesgas) imfo and A&ctomns

Departmant: 160000 CAPD Deans Office
HEI I 3774 T A LAt e TR Vi b 1 r I # - ey S Broe - Fém Ara ot Company: F5U Flonda State Universit
OO0DIITT4 om A Hawk 5. 202 Imetaton Lawnched Jliew Proceas Jomyw Histonc Processies info ang Act:ons pany: ¥

Location:
DOOOD 377 Tam 4 Hawk 0&/28,/2020 Imataten Lawsehad Vigw Drocegs Viaw Higlgss Drocegslas) Imfa and Actoms )

Onboarding Process: Externa
0000013772 Tom A Hawk 0&/07/2020 Invrtaton Lavnched Jiew Process Sew Historc Processies Info and Actions Applicant 1D: 033245

Job Opening I1D: 47540
DO0O013I7T T KMonica Ragans 09/30,/2020 Imataton Lawsshead S Process Voaw Higuare Processies) Infa and Actions ; >

Business Process 5t@° us; In Process
o000 3770 Sally Seminole 10/26/202 Inntaton Completed View Process Jew Histonc Processies) info and Actions Onboarding Status: Submitted to HR
000013769 Jarrod Love 10/19, 2020 Imwtaton Lawnschad View Orocens Ve Histone Processiasg info and Actions



My Tasks

Action ltems for your Candidate







My Tasks

Use Saved
Search:

Invitation Type
First Name
Last Name
Applicant ID
Start Date
National ID
Empl ID
Activity Name

Department

Citizenship Status

Search Clear Advanced Search Save Search Criteria Delete Saved Search  Personalize Seasfh

Quick Filter

Invitation ID
0000013782
0000013782
0000013782
0000013776
0000013774

0000013774

Name

Sally Seminole
Sally Seminole
Sally Seminole
Tom A Hawk
Tom A Hawk

Tom A Hawk

My Tasks

equal to
begins with
begins with
equal to
equal to
contains
contains
contains
equal to

equal to

Monitor Dally

ae

&1 3

F s
w
s
L
F
$ Q
'y il
v
FY
w
s
v
'
¥
"y
v
F Y
w

Showing 1to 10 of 13

Start Date

10/24/2020

10/24/2020

10/24/2020

10/11/2020

10/15/2020

10/15/2020

Activity Name

Dual Compensation Approval
Relatives at FSU Review/Approval
Supplemental Documents(Admin)
Supplemental Documents(Admin)
Leave Transfer Approval

Supplemental Documents(Admin)

4k

Assigned on

10/07/2020 03:44 PM EDT
10/07/2020 03:44 PM EDT
10/07/2020 03:44 PM EDT
10/01/2020 11:52 AM EDT
10/01/2020 09:00 AM EDT

10/01/2020 09:00 AM EDT

Hows per page

View Process
View Process
View Process
View Process
View Process
View Process

View Process

4

10

More Info
More Info
Mare Info
More Info
More Info
Maore Info

More Info



Onboarding Approvals

Department Approvals \Worklist

Outside Employment Employment of Relatives







On-Boarding Approvals

FSU On-Boarding Searches

Outside Employment Employment of Relatives

View FSU On-Boarding Approvals | Welcome Page
» Review items that were already approved
and forms pending approvals.

ﬁ; FSU On-Boarding Landing Page

FSU On-Boarding
Approvals is for
Department Approvers
(Supervisors and
DDDH) to approve
Onboarding tasks.

1 FSU On-Boarding Approvals

FSU On-Boarding Approvals
» Alternative navigation to Worklist for

Dual Compensation Apprv

Approvers to locate items pending their ouiside Employment Appry
apprOval . Employment of Relatives Apprv

> Approvers WI” alSO recelve an emall . | View FSU On-Boarding Click "View FSU On-
notifying them that an action requires their R Boarding Approvals”

from the Onboarding
VWelcome Page to
review approval items
in process or

Employment of Relatives Apprv | Previously approved.

approval.

Dual Compensation Apprv

Outside Employment Apprv

Must click on Task



Department Rep Responsibilities

My Tasks

Dual Compensation Submission/Review
» Candidate disclosed they have an existing active appointment with another FSU Department

= Excluding courtesy, transfers, & promotions

» Department Rep confirms existing appointment by searching Job Data for an employee |ID

Dual Compensation
2 Candidate Acknowledgement

W Departiment Representative Review

Fleass feview the active appolntments for this emploves in OMNIL Indicate below whather a dual compensation form will be required Basad on the followma
1. Combination of appointmenls 2 n excess af onal 1) Ilulktime eguivalanl ir [E)
. Comipnation of an actne salarsa FRROITIMESNTLS | 3nd an aciive WS appoantmeniis ) or

. EMPIOYTTEnT 1IN Mullpse deparimends

Tom A Hawk

‘Terminate” 1o reflect agreement with other departmenis{s). Where “Update” is selected, enter agreed upon changes tf]



Department Rep Responsibilities

My Tasks

Dual Compensation Submission/Review

» Department Rep for new appointment must
consult with Department Rep(s) for existing
appointment(s) to determine the following:
No Change, Update, or Terminate for existing
appointment(s).

Candidate Information

Name Seminole Sally Employee ID 200291525
Initiator Phone No. 850/645-8923 Initiator Name Mary Tucker
Existing Position Information
Job Detalls(Viewing) Rate/Funding
Action Empl Job Employing Job Title Position Job Code FTE FLSA
Record Indicator Department Number Code
3 Primary 233000-Career Intern T019 0.250000 Non-
Center Exempt
Secondary 064000- Business TO11 0.125000 Non-
Admissions Off Clerical Exempt
Et
Secondary 098000-Dean Business TO11 0.125000 Non-
Undergraduate Off Clerical Exempt
Stud Etc
Agreed Upon 098000-Dean Business Q TO1T 0.125000 Non-
Changes Undergraduate Off Clerical Exempt
Stud Etc
New Job
Job Details(Viewing) Rate/Funding
Employing Department JohTitle Position Number Job Code FTE FLSA Code
006002- Technicians T008 1.000000 Non-Exempt

| acknowledge that | have consulted with all other departments in which appointments exist. All changes to appointments indicated above will be
made in OMNI HR by submitting a Personnel Action Form (PAF) before the start date. | understand that approvals are required.

Comments

m Save For Later



Onboarding Approvals

Dual Compensation

Dual Comp Hiring Department

SM_OB_INVITN_ID=E7COF3D2-CC06-4FE3-AO0FA-TF1C79E2F33B:Pending
Dual Comp Hiring Department

Pending

@ DODH - Hiring Dept

\ DDDH - Existing Appointment
SM_OB_INVITN_ID=E7C0F3D2-CC06-4FE3-A0FA-7TF1C79E2F33B, EMPL_RCD=1:Initiated

DualComp Exist Appt Depart Rep
Not Routed

@ DODH-Existing Appointment

Final Approver-CHRO or FDA Adm

/ SM_OB_INVITN_ID=E7COF3D2-CC06-4FE3-AO0FA-TF1C79E2F33B:Awaiting Further Approvals
Final Approver-CHRO or FDA Adm
Not Routed Not Routed
@ FO& Administrator Review @ AVP-Faculty Dev & Advancement
Comments
p.

Existing DDDH




Department Rep Responsibilities

My Tasks

Outside Employment Submission/Review

» Candidate disclosed possible Outside Employment
» Department Rep acknowledges—YES, outside Employment exists; or NO, outside employment
does not exist

» For Staff & OPS only; Faculty outside employment process is handled separately from
onboarding process through the Office of Faculty Development & Advancement

Department Rep - Please ingicate This candidate has a job outside of the University (with another State () YES () NO
Agency/University or with an employer other than a State Agency/University).

Supervisor

*Comments - Please descnbe any modifications to the initial request that have been agreed upon by the candidate. Enter N/A if no

miodifications were needed.



Onboarding Approvals

Outside Employment

Department Rep - Pleass ingdicate This candidate has a job outside of the University (with another State {::l YES {:'J NO
Agency/University or with an employer other than a State Agency/University). - T

Supervisor

*Comments - Please describe any modifications to the imitial request that have been agreed upon by the candidate. Enter N/A if no
modifications were needead.

SM_OB_INVITN _ID=EBDC30420366-4A8A-6BAD-243559780798:Pending

supervisor Approval

Pending Not Routed Hot Routed

— —
E} Ssupsrvisor 1D - SM Invitation =a COOH {els= HR WF Admin} =8 Chief Human Resources Officer




Department Rep Responsibilities

My Tasks

Employment of Relatives Submission/Review

» Candidate disclosed the name, job title, relationship, and department of any relative(s)
working at the University

» Department Rep confirms/corrects information and sulbmits for supervisor review

Relatives Employed at FSU

Equestrian
Brother
Athletics

Supervisor selects Yes or No:

Niract "'1"""‘ Dannrt’
JITECL REDPUI




Supervisor

Onboarding Approvals

Employment of Relatives

Relatives Employed at F5U

Supena=or seflecis Yes or Mo

Supervisor must
determine If

direct/indirect
reporting exists

HMame Randy Renegade Job Title ) )
Direct'indirect Report? -
Relationship Brother Cepartment Athletics
Comments
Approve FushBack Save for Later
Supervisor : _
SM_OB_INVITHN_ID=A348F04D-91BD-4537-AEF3-592122515DE9: Pending Denial will STOP
1 n
—_ the Onboarding
Robin Gibson .
{E} Supervisor 1D - SM Inwvitation experlence
EORP Hiring Exception Approval
SM_OB INVITN 1ID=A348F04D-91BD-4537-AEF3-5921225315DE9: Awaiting Further Approvals
2z
Hot Routed Mot Routed Hot Routed Hot Routed
Charla Phi ' Multiple A : Renisha Gibbs Kyle CI
= DEpEE[rtEmentl r;dr.;En:ger — iy HE az-.-z.-:pprﬂy I iy -EhEi-I;:’SHima.ln Resources OFficer — iy "."E' Iliina:-:; & Administratiosn




Department Rep Responsibilities

My Tasks

Leave Transfer Review/Approval

» Department Rep should approve/deny the transfer based on department guidelines
» Must re-enter the hours, even if they are a duplication of what was entered by the candidate

» OPS positions should be denied

» Final HR approval may take a few weeks; not a stop for hiring

Are you requesting a leave transfer to FSU from another Florida governmental entity (State agency, Ves No
university, community college, county or city)?

I b e ik g o anasan B i R o anlon o . - "y A MY - T
Number of sick leave hours requested (maximum 240) 200.00
Aty S e e e o e e s M) = =
Number of annual leave hours requested (maximum 80) 80.00

—-q
Nan agenc esting Age

Departmental Leave Transfer Approval

(@ The request is approved up to a department maximum of 200.00 sick hours andl 80.00
annual leave hours.

T = - - - = o - P - § =
() The request to transfer leave has been denied



Background Check

Clear to proceed notification

From: FSUOnboarding@fsu.edu <FSUOnboarding@fsu.edu>
Sent: Thursday, February 28, 2015 3:37 PM

To: dI-HR-BGC <HR-BGC@fsu.edu=; <amy.espinosa@fsu.edu=
Subject: Seminole, Susie

(rood Dav Department Eepresentative.
The Standard Level Criminal History Backeround Check for this candidate has been completed and meets University guidelines.

You mav proceed with the hire 1f all other University and departmental procedures have been satisfied.

This message is confidential and intended for the recipient only.

Thank vou.,

Andrew Kapec

University Backeground Check Manager
Employment & Eecrnutment Services
Office of Human Eesources

Florida State University

A6200 Unrversity Center



Department Rep Responsibilities

My Tasks Supplemental Documents

Supplemental Documents

If this is an original invitation for the candidate, the following is reguired prior to hire: ALL N EW <

e 2 legible copy of their signed social security card or application receipt
e A legible copy of their notarized Lovalty Cath form

If the candidate has not uploaded the above documents, but instead has provided a copy to the hiring deparoment, please upload below on
their behalf.

If this iz an additional invitation for the candidate, social security card and loyalty oath are not required.

e Offer Lett
Additional supplemental documents required for the position should also be uploaded here. Refer to the Appointment Papers Matrix or the H I reS & e r e e r

step-by-step Employment Checklists on the HR website to see a complete list of required documents and/or actions required based on
classification. Candidates being hired into a Faculty postion must provide original official transcnpts to the hiring department. Transcrnipts GAS
uploaded on this page are not considered to meet the official requirement without proof of proper chain of custody.

Mote: If you haven't uploaded all required documents and must return to upload additional docurnents, please click, Save. If you are finishec Zs &P
)

- - . — e o - - - - [ [
Uplcading all r~eguired Socuments of Nd documents are reguired piegse ClICE, oaive and Submit

Candidate Documents AEX,
Document Type Attached File FaC u Ity

e Signed Contract

Department/HR Admin Documents

Faculty ~

Document Type Attached File

- X Upload View o

(4]
N

Non-U.S. ~

Citizens N

Always click “Save and Submit” after reviewing, even if no documents
are required, to submit the candidate to HR for review and approval.



Department Rep Responsibilities

Hire Date Changes

Supplemental Documents

If this is an original invitation for the candidate, the following is required prior to hire:

e Alegible copy of their signed social security card or application receipt
o Alegible copy of their notarized Loyalty Oath form

If the candidate has not uploaded the above documents, but instead has provided a copy to the hiring department, please upload below on
their behalf

If this 15 an additional invitation for the candidate, social security card and loyalty oath are not required

Additional supplemental documents required for the position should also be uploaded here. Refer to the Appointment Papers Matrix or the
step-by-step Employment Checklists on the HR website to see a complete list of required documents and/or actions required based on
classification. Candidates being hired into a Faculty position must provide original official transcripts to the hiring department. Transcripts
uploaded on this page are not considered to meet the official requirement without proof of proper chain of custody.

Note: If you haven't uploaded all required documents and must return to upload additional documents, please click, Save. If you are finished

uploading all required documents or no documents are required, please click, Save and Submit

Candidate Documents

Document Type Attached File
Department/HR Admin Documents
Document Type Attached File Click the Comments
button to enter a hire
v L. Upload View date change ﬁ =
——— o
Add

Comiment:

Hire Date Chang

ib
e
(D
i)
NN
5
L
O
{1
—t
i
i
(T
.
i~
iD
]
—t

MNew hire date: 1051/

[+J
-
[+J
(]
]




2020 PAYROLL DEADLINES FOR SMART ONBOARDING ACTIONS

Department Rep Responsibilities

Current Deadline Calendars can be found on the HR website

Pay
Period

Effective Date of
Hire Falls Within:

06/26/20 - 07/02/20
07/03/20 - 07/09/20
07/10/20 - 07/16/20

Due Date for all
appointment
documents/approvals:

06/12/203
06/26/20
07/03/201

07/17/20 - 07/23/20
07/24/20 - 07/30/20
07/31/20 - 08/06/20
08/07/20 - 08/13/20

07/10/20
07/17/203
07/24/203
07/31/203

| 08/14/20 - 08/20/20 |

07/31/203

Pay Check Date

07/17/20
07/17/20

07/31/20

08/14/20

08/28/20

To meet Payroll deadline means that the department
rep has uploaded all required documentation clicked
“Save and Submit” to send to HR and all other actions
have been approved by the specified due date.


https://hr.fsu.edu/communications/calendars
https://hr.fsu.edu/communications/calendars

Form 1-9

Compliance

Before or By DAY 3

Complete Section 1 Complete Section 2
If -9 not completed,

» HR will no longer require the completion of the |-9 prior to processing new hires, but
will continue to strictly enforce Federal Law requirements.



Form 1-9

My Tasks

> -9 reminder iIn My Tasks

» If an employee has a hire date In the future and there is no -9 iIn Guardian, HR will
set up an employee profile in Guardian.

» HR will clear the reminder If -9 Is completed before candidate Is processed.

Start Date Activity Name Assigned on View Process More Info

09/11/2020 1S Department 09/04/2020 02-32 PM EDT View Process More Info

19 Department

Al FSU employees are reguired to complete the Form -9 in the Guardian system with their Department Representative. Prior to completing the Form 1-9, employees
should be given the List of Acceptable Documents and Form 149 Instructions. Section 1 of the Form -9 must be completed by the employee on or before their first day of
work for pay. The employer must complete Section 2 by the third business day. If the employee is working remotely, please refer to the Remote Hire Form -8 Process.

Once the Form -3 has been completed with the employee, please click the 'Form -8 Completed’ button below.

[ ] Form 1-9 Completed /

Electronic Acknowledgement



Candidate Completion

Department rep emaill notification

Thu 9/13/2018 12:25 AM
F FSUOnboarding@fsu.edu

The appointment for Candidate Susie Seminole has been processed in OMNI HR.

Dear Department Representative,
The following appointment has been processed in the OMNI HR system:

Employee Name: Susie Seminole
Candidate ID: 0000000047
Employee ID: 000110850
Job Code/Description: 9226 — Business Analyst
Start date: 9/14/2018
Department #: 025000
Department Name: Human Resources
Note:
* The employee's appointment will appear on tomorrow's version of the Actives report for your department.
* New employees should receive an email to activate their FSUID or may activate by navigating to FSUID Management.

* Once new employees have successfully obtained and activated their FSUID, they will have access to an FSU email account and other University applications.
* The University's New Employee Orientation is mandatory and available online for all newly hired employees to provide them with information concerning employee benefits, rules and regulations
affecting employment, and University operating procedures.

If you have any questions about this appointment, please contact an Employee Data Management representative http://hr.fsu.edu/?page=about_hr/contact/contact&group=section




Department Rep Responsibilities

Ensuring success

o

Manage My Tasks | Monitor Approvals




Tips for Success

Important things to know

Approvers & reps should
proactively monitor their
Worklist and FSU
Onboarding Approvals.

Invitations will expire Coach Internal Transfers o
after 21 days. Please on how to appropriately
ensure candidate has answer Dual Comp x x

started the process. guestion.

Transcripts uploaded

will not be considered Stay in touch with your @
“official” without candidates. You are

proper chain of their first line of support.

custody.



o

ERS

Contact your
Recruiter
ERS Contact List

Resources

Need help? You have support

VA

Smart Onboarding Website
hr.fsu.edu/SmartOnboarding

©

EDM

Contact the appropriate
EDM processor
EDM Contact List



http://hr.fsu.edu/?page=edm/edm_home
http://hr.fsu.edu/SmartOnboarding/
http://hr.fsu.edu/?page=ers/ers_home

Questions?
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