


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
• System notifications
• Tips for Success



Overview 
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An overview of entire process 



Type of Hires
What type of hires go through the Smart Onboarding Portal?

New Hires Rehires Additional Jobs Courtesy

What type of hires do not?

Work Study 1-Time Pay

What about reappointments and appointment changes?
• Continue submitting ePAF+ for extensions/reappointments and pPAFs for 

retroactive changes/fixes



eP
A

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

• Salaried Reclassifications
• Department Changes
• Pay Rate Changes
• FTE Changes
• Reappointments & Funding Extensions

Jo
b 

O
ffe

r • New Hires
• Rehires
• Internal Movement – Advertised 

Positions (i.e. promotions, laterals, 
demotions, etc.)

• Additional Appointments (e.g. OPS 
non-exempt employee works in 
English and will be hired in Chemistry 
as well)

ePaf vs Job Offer



Job Offers (eRecruits)
How does the process start?

• Initial discussion with top candidate will include an anticipated start date, job details, 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 PostingSpecific Salaried Position

• Advertised Job PostingSpecific OPS Job(s)

• Linked Express PoolVarious OPS/Post Doc Jobs

• Linked Express PoolVarious GA Jobs

• Linked Express Pool Various OPS Faculty Jobs

• Creation of Non-Advertised Job OpeningNon-Advertised Salaried Position

• Linked Express PoolCourtesy  



Job Offers (eRecruits)
What does a Job Offer look like?

Job Offers (eRecruits) contain details about the appointment. 
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FSU Onboarding Portal
Candidate Demo



Welcome to FSU
Invitation to candidate is launched



User Registration
Create User ID and Password

User ID All CAPS



Successful Registration
Email confirmation and log in

Username All 
CAPS



Security Questions
Verify your identity







Job Offer Details 
Pulls data from OMNI job offer



Employee Information
Personal details

Exemption from FS119

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


Employee Information
Personal details



Education
Pulls data from application



Self-Identification
Ethnicity/Race, Veteran Status, Disability



Emergency Contacts
One contact is required



Background Check
Candidate’s answers are confidential

4-OP-C-B11 & 4-OP-C-7-G8

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



4-OP-C-7-D

Dual Compensation
Approval required

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


Leave Transfer
Approval required



Outside Employment
Approval required



Outside Employment
Faculty view



Employment of Relatives
Nepotism Approval Required

Nepotism Policy

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


Selective Service
Required by FS 110.1128

Who must 
register?

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


Confirm Employment Info
No changes after submission



Policies
Memorandum of Understanding



Policies
Loyalty Oath



Benefits
Marketplace Notice and Benefits Links 

Links
 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 



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



Payroll
Direct Deposit



Parking
Parking deduction authorization

Transportation & 
Parking Services

Temporary Parking Permit

https://transportation.fsu.edu/


Supplemental Documents
Candidate must click Save and Submit to move forward



Submit to HR
Candidate downloads signed forms



Employee Final Tasks
I-9 Requirement



Employee Final Tasks
New Employee Orientation

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


Welcome to FSU
Candidate Complete



Abbreviated Onboarding 
Additional Invitation 

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 Invitation 

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

FSU_ZSM_DEPT_%%%%%%
and

• 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

• 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



Invitation Console
Tracking your Candidate’s progress



Invitation Console
Tracking your Candidate’s progress



Invitation Console
FSU Onboarding View Process

Completed

In Process

Locked



Track Candidate
View Process

Employee tasks are Completed

Department Activities in Process

Post- Submit Department tasks 
Locked



Invitation Console
FSU Onboarding Invitation Summary

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

There are two Progress percentage trackers  in the 
Invitation Summary: 
Candidate Progress Tracker- This tracks the progress 
in the Candidates portion of the hiring process. 

HR Tasks Progress Tracker- This tracks the progress in 
the Department reps and HR’s portions of the hiring 
process. 



Invitation Console
FSU Onboarding Tracking your candidate

Various searches can be performed in Invitation Console



My Tasks
Action Items for your Candidate






My Tasks
Monitor Daily



Onboarding Approvals
Department Approvals Worklist

Dual Compensation Outside Employment Employment of Relatives






On-Boarding Approvals
FSU On-Boarding Searches

Dual Compensation Outside Employment Employment of Relatives

View FSU On-Boarding Approvals
 Review items that were already approved 

and forms pending approvals. 

FSU On-Boarding Approvals
 Alternative navigation to Worklist for 

Approvers to locate items pending their 
approval.

 Approvers will also receive an email 
notifying them that an action requires their 
approval. 

Must click on Task



Department Rep Responsibilities
My Tasks Dual Compensation

Yes- Will create approval routings
No-Will cancel approval routings, but 

Onboarding will continue 

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



Department Rep Responsibilities
My Tasks Dual Compensation

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). 

The Action is just a note and does not trigger 
any automatic action to OMNI. 

DEPARTMENT MUST MANUALLY SUBMIT AN 
ACTION TO UPDATE or TERMINATE. 



Onboarding Approvals
Dual Compensation

New DDDH Existing DDDH
CHRO or  
VP-FDA

Will route to multiple DDDH’s if 
multiple appointments exists

Will route to final HR or FDA 
approval based on salary plan. 

Denial will STOP
Onboarding 
experience



Department Rep Responsibilities
My Tasks Outside Employment 

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

Yes- Will create approval routings. 
No- Will cancel approval routings, but Onboarding will continue.



Onboarding Approvals
Outside Employment

Supervisor DDDH CHRO



Department Rep Responsibilities
My Tasks Employment of Relatives

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 submits for supervisor review



Onboarding Approvals
Employment of Relatives

Department Manager HR Review CHRO VP-F&A

Supervisor must 
determine if 

direct/indirect 
reporting exists

Will generate 
if supervisor 

indicates 
reporting 

relationship

Denial will STOP
the Onboarding 

experienceSupervisor

Yes- Will create approval routings. 
No- Will cancel approval routings, but Onboarding will continue



Department Rep Responsibilities
My Tasks Leave Transfer

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

Onboarding will continue if denied, and no 
additional approvals required. 



Background Check
Clear to proceed notification



Department Rep Responsibilities
My Tasks Supplemental Documents

ALL NEW • Social Security Card/Receipt
• Notarized Loyalty Oath

Salaried 
Hires & 

GAs
• Offer Letter

A&P, 
AEX, 

Faculty
• Signed Contract

Faculty
• CV
• Reference Letters
• Transcripts

Non-U.S. 
Citizens • Work Authorization Documents

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

If a Hire Date change is needed, click 
the speech bubble in the bottom 
righthand corner, insert updated in 
comments box. An FSU Service Center 
Case is no longer needed.  
Please include the new hire date and 
reason for the change in the the 
comment field. 



Department Rep Responsibilities
Smart Onboarding Deadlines

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. 

For example, if a candidate had a start date of 
7/10/20 in Pay period B. If the Department rep 
”Saves and Submits” all required documents to 
HR by the date 7/3/20 and approvals are 
finalized on 7/3/2020, they have met deadline 
and HR will be able to process the appointment. 
Anything received in HR after that date has not 
made deadline. 

Current Deadline Calendars can be found on the HR website

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


Form I-9
Compliance

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

Before or On DAY 1

Complete Section 1

Before or By DAY 3

Complete Section 2
If I-9 not completed, 

STOP WORKING.



Form I-9
My Tasks

 I-9 reminder in My Tasks

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

 HR will clear the reminder if I-9 is completed before candidate is processed.



Candidate Completion
Department rep email notification



Department Rep Responsibilities
Ensuring Success 

Communicate 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 
after 21 days. Please 
ensure candidate has 
started the process.

If the candidate is not 
uploading any 
supplemental documents, 
they must still hit “SAVE & 
SUBMIT” to move forward.

Transcripts uploaded  
will not be considered 
“official” without 
proper chain of 
custody.

Coach Internal Transfers 
on how to appropriately 
answer Dual Comp 
question.       

Stay in touch with your 
candidates. You are 
their first line of support.



ERS EDM
Contact the appropriate 

EDM processor
EDM Contact List

Resources
Need help?  You have support

Smart Onboarding Website
hr.fsu.edu/SmartOnboardingContact your 

Recruiter
ERS 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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