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MyFSU Human Resources Training Guide 

Courtesy Onboarding Walk 
Through: External Candidate  
Perspective  
This guide will detail the steps external Courtesy Appointment candidates will take to complete 
their Courtesy onboarding process. 

 

NOTE: Please gather a Photo ID and any other documents your department may need prior to 
starting your Courtesy Onboarding process. 
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Courtesy Candidate Receives Invitation 
1. Locate the email from FSUonboarding@fsu.edu. Please note, that this email may be 

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

a. New Courtesy Appointment candidates will receive an email welcoming them to 
FSU and inviting them to log in to the onboarding portal to complete the 
electronic onboarding process. 

 
  

mailto:hr-edmdocs@fsu.edu
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2. Set up User ID 
a. New Users will receive an email with a link to the User Registration Page. 

Please create your User ID and Password in compliance with the password 
rules. 

i. User IDs will need to be all capital letters. 
ii. If you have more than one invitation pending, you may use the Returning 

User link in your onboarding email to log in to your invitations. You do not 
have to create multiple User IDs for different invitations. 

 

Once registered, you will receive a successful registration confirmation email, as 
well as a message on the self-registration page. 
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3. Log in to your Onboarding Invitation 
a. You will be automatically redirected to the login page where you will enter your 

newly created login information. 
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4. Create Challenge Questions 
a. The system will then prompt you to create security questions that will be used to 

verify your identity for future logins. 
Note: You can select a question from the drop-down or create your own security 
question by selecting the “Enter your own question” option. 
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5. Once in the portal, the home page includes a Welcome to FSU message and several 
features for the portal. To start the process, click Get Started. 

 

6. Complete the Electronic Disclosure page by attesting the information you are providing 
is true and complete. Please understand that your e-signature is legally binding. 
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7. Complete the Appointment Details page by reviewing the appointment details and start 
date. 

 

 

8. Complete the Candidate Information Page. This is where you can add or edit your 
personal information. How you insert your information here is how it will be entered into 
the system. 

a. You are required to provide a citizenship status; however, no visa, work 
authorization, or supporting documentation is required. 

b. As a courtesy appointment, you are not required to provide your social security 
number. However, if no social security number is provided, a placeholder SSN, 
referred to as a Temporary ID, is required. You will need this number to 
complete the Candidate Information page. Please reach out to your HR 
Department Representative to have one generated for you. You will also need 
the Temporary ID to activate your FSU ID later on in the process. 

c. Florida law protects certain personal information for some employees, like law 
enforcement officers, and their spouses and children, from public records 
requests. If you are exempt from public records request per Florida Statutes 
Chapter 119.07, they will need to select the Yes radio button at the bottom of the 
page. There is a link for additional resources on the page. 
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9. Complete the Education Page – if you do not have a college degree, please select your 
highest education level. Anything less than a college degree (A.A. or higher) will cause 
the Education Details section to grey out and become inactive. 

 

NOTE: Only the information included above is required – all other information is optional. This 
includes degree, major, and effective date. 
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10. Complete the Self Disclosure Questions – Disclosure is optional. Select the “I decline to 
Self-Identify” option if you wish to opt out. 

NOTE: Included in these pages are resources for you to access additional information if 
needed.  
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11. Complete the Emergency Contact page: only one emergency contact is required. 
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12. Complete the Background Check Page. 

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

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

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

• The second section will ask you questions about your criminal history. 
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13. On the next page, confirm that the information provided on the previous background 

check page is correct. 

 

14. Employment of Relatives 
In this step, you will indicate whether you have any relatives working at FSU. You do not 
need to evaluate whether the relationship is aligned with FSU’s policy – your 
supervisor/advisor/camp counselor will evaluate the appointment and approve if 
appropriate. 
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15. Confirm your appointment information by electronically acknowledging that the 
information is complete and accurate. 

NOTE: Once acknowledged, you CANNOT edit any submitted information. 

 

16. Review and acknowledge the policies listed in the memorandum of understanding. 

NOTE: The Memorandum of Understanding (Courtesy) contains multiple policies that may 
impact you. Please click through the links in each tab to review the individual policies. However, 
you are not required to review all the policies in one sitting, it can be downloaded to review 
later. 
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17. Complete the Supplemental Document step. The supplemental documents page 
provides candidates the opportunity to upload a variety of document types. 

a. To ensure your identity, a Photo ID Document Type is required. A valid Photo ID 
must be uploaded. 

b. If additional supplemental documents are required by the department, upload 
them here. 

c. Once your Document Type- Photo ID and any department-required documents 
are uploaded, click Save and Submit. 
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18.  Submit your information to HR. 
a. The Submit to HR tab allows you to review all non-confidential information 

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

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

department representative to get your paperwork restarted. Restarting your 
paperwork will not require you to reinsert all your information – you will just be 
required to reverify and update any incorrect information. 

 
  



External Courtesy Onboarding Walk Through | Last Update June 2023 18 
 
 

19. Acknowledge the final page of your onboarding process. Check the acknowledgment 
box and click the Electronic Acknowledgement button. 

 

 

You have successfully completed the Onboarding Process 

Questions on this procedure? Contact the HR-Courtesy Docs email. 

mailto:hr-courtesydocs@fsu.edu
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