Fsu MyFSU Human Resources Training Guide

Courtesy Mass Appointment
Verification

Each year, many Courtesy appointments are created. The Courtesy Mass Appointment
Verification process will ensure that all active courtesy appointments are verified annually to
identify those who still have an affiliation with Florida State University. All courtesy appointments
default to Terminate at the opening of Mass. It's the department's responsibility to review and
click Retain if appointments are needed.

This job aid outlines the basic steps for verifying data in the Courtesy Mass Appointment
Verification process. Each active Courtesy appointment must be confirmed. You will be required
to designate whether a courtesy appointment should be retained because of their continued
active affiliation with Florida State University.

Department Managers and Department Representatives will need the FSU_SS_MANAGER
role to complete the Mass process.

NOTE: Throughout the year, a Department Representative can use the
FSU_COURTESY_BY_DEPT query to identify and review current courtesy appointments with
supervisors within the department. ePAFs are available to make changes and terminate
Courtesy appointments as needed.
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Department Representative Step

1. Go to Manager Self Service > Job and Personal Information

Search in Menu

{ Manager Self Service v

€ORR Online Role Request | | ePAF+ || eRDFRetro Distribution Form | | FACET | | FsuAPEmployee Contract
[ f 2

AlA *
« & C 4 =
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Recruiting | ( Reporting Tools ] ( Time Management ] ( Company Directory | ( My Team
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Job and Personal Information

] FSU Mass Appointments ~ )
Mass Appointments: Courtesy

FAC Enter Mass Appointments Find an Existing Value

Search Criteria
GA Enter Mass Appointments Enter any information you have and click Search. Leave fields blank for a list of all values.

GA Mass Appt Dept Approval ) Recent Searches [ Choose from recent searches v| # [ Saved Searches [Choose from saved searches v|

Mass Appointments: Courtesy

Search by: [Department v | begins with [ )
v Show more options

IVlass Appts: Courtesy Approval

Search Clear

J Dual Compensation (Core) ~

i View Employee Personal Info Nothing yet
Your search results will appear here
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3. Enter the department number of the Courtesy Appointment requiring review and click
Search.

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

Mass Appointments: Courtesy

&) Recent Searches [ Choose from recent searches

Search by: begins with 074000

~ Show more options

Search

Clear

Mothing yet
Your search results will appear here

v|# [ Saved Searches [Choose from saved searches v|#

4. All Courtesy Appointments are set to “Terminate” initially. To retain the Courtesy
appointment, you must Check the “Retain” box. To terminate the courtesy appointment,
you must Leave the check in the “Terminate” box.

Appointment

Terminate
1
2
3
4

Retain

<]

O o o

Empl ID&

000123456

000123455

000123454

000123453

Red

Name~
1 Samantha Seminole
3 Ronnie Renegade

3 William Bellamy

0 Pe O'Ka

Action

HIR

DTA

DTA

DTA

Last Update

07/02/2021

05/23/2022

02/14/2022

02/14/2022

Last Hire Date Empl Class

07/0272021 Courtesy

03/28/2022  Joint College

09/17/2020  Courtesy

08/20/2018  Courtesy

5. Once you have reviewed and checked either “Terminate” or “Retain” for each row, click
Save - this is located at the bottom of the screen.

f‘ Return to Search | [[=] Motify
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Department Manager Step

This step is done only by the department manager and can be completed only after the system
has been released to department managers.

Approvals: The Department Representative will have selected all courtesy appointments as
“Terminate” or “Retain.” Department Managers have the ability to change the “Terminate” or
“Retain” checkboxes. Once the courtesy appointments have been reviewed or revised, confirm
by checking Approve for each row.

1. Go to Manager Self Service > Job and Personal Information.

[ ¢ORR Online Role Request | | ePAF+ || eRDFRetro Distribution Form | | FACET | | FSUAPEmployee Contract |

& e & LS ¢

FSU Faculty Contracts FSU Onboarding Job and Personal Information Learning and Development Performance Management

° e °

= 9 @

= @

= «® i

Recruiting | ( Reporting Tools ] ( Time Management ] ( Company Directory | ( My Team
[ ]
Ala

= o % L 25

Courtesy Mass Appointment Verification | Last Update April 2026 4




2. Click FSU Mass Appointments > Mass Appts: Courtesy Approval

P ——

Job and Personal Information

1 FSU Mass Appointments -~
Mass Appt: Courtesy Approvals

FAC Enter Mass Appointments Find an Existing Value (@® Add a New Value

Search Criteria

GA Enter Mass Appointments Enter any information you have and click Search. Leave fields blank for a list of all values.

GA Mass Appt Dept Approval T) Receni Searches

Choose from recent searches v|# [ Saved Searches |Choose from saved searches v

IMass Appointments: Courtesy

Search by: | Department v | begins with

Mass Appts: Courtesy Approval ¥ EEIIERCHES

Search Clear
¥ Dual Compensation (Core) v

E~| View Employee Personal Info Nothing yet

‘Your search results will appear here

3. Enter the department number of the Courtesy appointments that require review and
approval and click Search.

Mass Appt: Courtesy Approvals

. e Add a New Value
Find an Existing Value @
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

D Recent Searches | Choose from recent searches v| & [ saved Searches [ Choose from saved searches v &

Search by: | Depariment w | begins with | 074000

~ Show more options

Search Clear

Mothing yet
Your search results will appear here

4. Review the courtesy appointments. The department manager has the ability to edit the
“Terminate” and “Retain” check boxes.

Appointment

Approve Retainv Terminate Empl ID Recd Name Last Update Action Last Hire Date Empl Class
10 O 000123456 1 Samantha Seminole 07/16/2021  HIR 07/16/2021 Courtesy
20 O 000123455 3 Ronnie Renegade 05/23/2022 DTA 03/28/2022 Joint College
iQg O 000123454 1 william Bellamy 07/02/2021  HIR 07/02/2021 Courtesy
4 O 000123453 0 peQKa 02/13/2023 HIR 02/13/2023 Courtesy
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5. Approve the Courtesy Appointments for each row. Be sure to scroll all the way down in
both windows.

Appointment

Approve Retainv Terminate Empl ID Rcd  Name

Last Update Action Last Hire Date Empl Class
1 O 000123456 1 Samantha Seminole 071612021 HIR 07M16/2021 Courtesy
2 O 000123455 3 Ronnie Renegade 05/23/2022 DTA 03/28/2022 Joint College
3 O 000123454 1 william Bellamy 07/02/2021  HIR 07/02/2021 Courtesy
4 O 000123453 0 pe O'Ka 02M13/2023 HIR 0213/2023 Courtesy

Job and Personal Information

Prnt | New Window | Help | Personaize Pag
Mass Appointments: Courtesy

Mass Appointments: Courtesy

Department: 203002 Description Medicine Pensacola

Personalize | Find | G| [ First (4 13300390 (0 Last

Terminate Retain EmpiD Red  Name Action LastUpdate 525t ire

Lo Empi Class. Job Codea Title

1 0 HIR 091152023 09/15/2023  Medicine Community Faculty H9001 Professor

2 0 HIR 06/08/2022  06/08/2022  Medicine Community Faculty H9001 Professor Paul McLeod
3 0 HIR 091132021 0911372021  Medicine Community Faculty H9001 Professor Paul McLeod

6. Once all appointments are validated and approved, click Save at the bottom of the screen.

2 @ 0

?ﬁ Return to Search || [=] Motify

NOTE: You may wish to download the results of the file and save for future reference as

needed using the Download to Excel button in Mass. £

Questions? For general questions about this procedure, email Amelia Colorado at
acolorado@fsu.edu or hr-courtesydocs@fsu.edu.
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