FLORIDA STATE UNIVERSITY
OFFICE OF HUMAN RESOURCES

OMNI HR Training Guide

Creating a Job Offer from an Advertised FWS Job Opening

Required Role: FSU_SS_MANAGER
Understanding the process:

Departments can create their own FWS job openings from which to recruit and hire FWS
candidates. This topic details the steps to create a job offer from an advertised FWS job
opening in OMNI HR.

The hiring department must ensure that the top candidate qualifies, is interviewed, and
pre-employment checks are completed; however, with regard to system coding, the
department does not have to request applicants to be routed, create interview evaluations,
record disposition codes, or complete the pre-employment checklist in OMNI for FWS
candidates.

e Submit Background Check through Background Check portal:
o https://hrapps.fsu.edu/background_check_portal/index.cfm?page=home#/
e Check OMNI to determine if student has active FWS record
o If active FWS record, then submit ePaf
o If not, then the candidate must complete the FWS wizard in addition to
submitting the job offer

Once the department has discussed the rate of pay and anticipated start date with the candidate. At this
stage, a formal job offer should not be made. This is because the hiring processes, to include a criminal
history background check (if needed), have yet to be completed.
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Step Action

1. Once logged into OMNI HR > select the Department Administration page >
click the Recruiting tile.

I‘I‘IyFSU w Department Administration |
HUMAN RESOURCES e O TR T R

Attendance & Leave Employees & Positions FACET Faculty Contracts
= -
1 =
HR i =
Faculty Promotion & Tenure Recruiting Payroll Query & Reports

4 o &=

Step Action

2. Click the Search Job Openings tab.

< Manager Self Service Recruiiing

2 et BB Search Job Openings

Interview Calendar #¥Recruiting Home | S Create Job Opening

7— Pending Approvals ~
~ Search Criteria (7)

_iSeait A0 Openinos Job Posting Title

i~ View References Job Opening ID Q

Status  Open

<]} L€

Most Recent Activity

L«

Job Opening Type

&

Hot Job

[«

My Association

n Hiring Manager

Recruiter

Created By

o||#|| 0|l 2

Business Unit
Department
Position Number Q

Recruitment Contact >
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Step Action

3. Enter the desired Job Opening ID.
Click the Search button.

< Manager S Recruiting

j]{reate Job Upening Search Job Openings

T Interview Calendar i Recruiting Home | S Create Job Opening

i Pending Approvals _
= Search Criteria (7

7 Search Job Openings Job Posting Title

5 View References Job Opening ID 44724 Q

Status | Open v

Most Recent Activity

K

Job Opening Type

K

Hot Job

K

My Association

u Hiring Manager

Recruiter

K

Created By

o||o||p||

Business Unit
Department
Position Number Q

Recruitment Contact ¥

s

Step Action

4, Click the desired Job Opening link.

Recruiting

i Gieale b bpaning Search Job Openings

7 Inferview Calendar fitRecruiting Home | & Create Job Opening

Z— Pending Approvals -
» Search Criteria (2

7 Search Job Openings
1 Results Found

B Vs Relerences Search Results (%)

s q
Job Opening Job ID Status Type Recruiting Location
College of Music OPS Pool, 2018-2019 44724 Open Standard Requisition Tallahassee, FL

n ¥ Group Actions
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Step Action

5. Click the Other Actions dropdown list across from the selected applicant’s name.
= Other Actions
Manage Job Opening
Manage Job Opening
dReium | @Recuing Home | SaSearch Job Openings | SCeale New | % Reliesh | A0 Hole | 88 Pant Job Opaning Peisinal
Jobx Oipening iD 44724 Status 510 Open
Job Posging Tile College of Music OF5 Pool, 20152013 Buesiness Unil FEU (FSU Busnass Undl}
Job Code AN {Ars Crafts and Reiated) Departmant 137000 (Dean Colege of Musc)
ot Familty OPS [(OPSTempaiary Emglayrent)
Applcanis ACINTY & ARgchments Dt
AR Applied Sorpen Rouis Indacvieny Ciftey Hirg Hiokd Rejac
@ (1) 1) ) i i () [t {1
Applicants ¢
5 LR R R Wiew Al
Sedect Applicand Heme - Apglicant 10 Vet Pred Application Daic Type Disposthicn Application Raute: Primi
Testing Testing 646513 N 0BE0N0 4TOPM Extemal 010-App! | = &
Step Action
6. Click the Recruiting Actions dropdown list.

Manage Job Opening
Manage Job Opening
d=fetrn | ¥Recusng Home | $Search fob Openings: | = Create New | & Refresh | 9 A0d Note | Print 200 Opening Parsond
b Opening 10 44724 Status (10 Dpen
Job Posting Titke Cofligs of Muss: OPS Pool, 2018-2010 Busirseas Unit FSU0T (FSU Business Uiy
dots Code A0 (Arts Crafts and Retmed) Department 187000 (Dean Collage: of Music)
Jub Family OF3 (OPSTempoesry Emplymen)
Applicants Aty & Aftachmonts Dietans
Al Applied Soreon Fofle Inferamee it e Hoid Fisjoct
¥l) ) ) it i 0] ) i
Applicants 1
==} 1-1 of 1[%] ow Al
Solecd Applican] Namo» Applicant I Vel Pref Application Dabe Iype Disposition Agpplication Routn Print
Tectng Tacng E48613 N DZFIBR0E 4.00P% Extemal 0M0-Appl o = a8 WM RS
Applawnt Aot
Sniecl AR Desaind A1 Guoup Actions
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Step Action
7. Click Prepare / View Job Offer.
Manage Job Opening
Manage Job Opening
anReien | AHecistng Home | $iSesich Job Ooemaigs | B Create Mew [ ZoAefesh | ' Add Mote | 5 Pinl Job Openng
Job Dpaning 1D 24724 Stabes Ti0 Open
Jelty Poiting Tithe Coliege of e OFS Peal 70432080 Buiineis Unit FSU1 FSU Busingss Und)
Job Code A1 (Arts Crafty mnd Reisied) Degarsmant 157000 (Dusn Cobege of Muic)
Job Family OFS (OFSTempotany Employment)
Applicanits Actrty S AfCTaTesnts Diaiaats
Al tor N L Hw P
2 m I
Applicants
5 Q 1 of 1w
Salnct A s NS - AppEcant ID Vit Pl Applieation Date Typs CisapscRitic Aglication Foits Prisg
Testng Temang B43611 N 2182019 4000 sl 010-Appl n iy = P Npp——
Rty et
Appheart dctmea
Sasact A Tasaton A R Ao
é=Refisn | #Focutng Home | 8 Search Job Openwgs | S Croaie Mow | "Roiesh | 33Add Moie | @i Frint Job Opening

Parsonais

apes A

Crusts Imbarvas Erslaabon

-

Vi | B Rogkeabon Dwtah
BECRUTTIA OMLY - Edit Dnposixn

Tog of Mags

Step Action
8. Begin on the Offer Details tab.
Offer Details

Note: Much of the data on the Offer Details page will populate from the job opening.

¢ Manage Job Opening

Prepare Job Offer

@&Return | B Recruiting Home

Posting Title College of Music OPS Poal, 2018-2019
Job Opening Status 010 Open
Job Title Aris Crafts and Related
Applicant Name Testing Testing

Offer Details (7

Offer Details Background Check Outside Recruifing
Job Opening 44724

Position Number

College of Music OPS Pool, 2018-2019

Job Code AO010 Arts Crafis and Related
Recruiter
Status 006 Pending Approval
Reason [v]
Created By
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Step Action

Navigate to the Job Offer Components section. Click the Component list. Click
the Base Salary Offer Component list item.

Job Offer Components ()

*Component *Offer Amount Currency Frequency

= ™ M o
Base Salary Offer Component
Add Offer Component

Step Action

10. Enter appropriate hourly rate of pay. Currency should be USD.

Job Offer Components )

*Component *Offer Amount Currency Frequency
Base Salary Offer Comy| ™| 1000/x [ | USD S V]
Add Offer Component
Step Action
11. Select an "Hourly" Frequency.
Job Offer Components @)
*Component *Offer Amount Currency Frequency
Base Salary Offer Comy[+| 10.00 & | USD [+
19.5
21.4
- 26.1
Add Offer Component Hourly

Last updated 5/26/2020



Step Action

12. Navigate to the Comments section. Enter information pertaining to the applicant
and/or job offer, such as employee ID (if a previous employee), type of
appointment (new, rehire, additional appointment), and wizard # etc.

Comments (7 Q 10f1[v] | View All

b

Added By
Last Updated By

Add Another Comment

Step Action

13. Navigate to the FSU Offer — Additional Info section. If the candidate applied as an

of this section.

The Job Code will automatically populate from the job opening.

existing or former employee, the Employee Id field and number will display at the top

FSU Offer - Additional Info
*Job Code AD10 Q, | Arts Crafts and Related *Location Code Q
Department 127000 Dean College of Music *Supervisor ID Q
*Mail Q *Weekly Std Hours *U.8. Citizen? B4 *Empl
Code Class
Pre-Mgr Approver {Optional) Q
*0Originator
Telephone
F5U Funding
B Q
< Percent of i i . Total Budget
Begin Date Distribution Combination Code Funding End Date e
1 o Q )

Calc Period Amt
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Step Action
14. The Department will automatically populate from the job opening.
F5U Offer - Additional Info
*Job Code A010 Q.| Arts Crafts and Related *Location Code Q
Department 187000 Dean Collzge of Music *Supervisor ID Q
*Mail Q *Weekly Std Hours *U.8. Citizen? ™ “Empl Ed
Code Class
Pre-Mar Approver (Optional)
*0riginator 8h0VE45-2208
Telephone
FSU Funding
5 Q 1-1 of 1[¥]
. *Percent of i i . Total Budget
Begin Date Distribution Combination Code Funding End Date At
1 ] Q 2] o -
Calc Period Amt
Step Action
15. The Location Code populates from the job opening. If needed, use the lookup button
to search for and select the desired Location Code. ‘&

FSU Offer - Additional Info

*Job Code A0 Q
Department 187000
*Mail Q
Code

Pre-Mgr Approver (Optional)

*Qriginator
Telephone
FSU Funding
B Q
Begin Date
1 ]

Arts Crafis and Related

Dean College of Music

*Weekly Std Hours

850/645-2209

*Percent of
Distribution

*Location Code 0054N0000

Q | HOUSEWRIGHT MUSIC

~ BUILDINOOOO
upervisor ID -
*U.S. Citizen? [~ *Empl ¥
Class
1-1 0f 1[v]
, Sy : Total Budget
Combination Code Funding End Date e
Q | + =

Calc Period Amt
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Step Action
16. Enter the appropriate Supervisor ID or use the lookup icon to search for the desired
Supervisor ID. Q

FSU Offer - Additional Info

*Location Code | 0054N0000

Q| HOUSEWRIGHT MUSIC

*Job Code AD1D QA Crafts and Related
: — BUILDINGQOQ
Department 127000 Dean College of Music *Supervisor ID Q
*Mail qQ *Weekly Std Hours *|.8. Citizen? [v] *Empl V]
Code Class
Pre-Mgr Approver (Optional)
*Originator 850/645-2209
Telephone
FSU Funding
B Q 1-1 of 1[¥]
s *Percent of 3 Soiio . Total Budget
Begin Date Distribution Combination Code Funding End Date P,
1 =) Q 23] + -
Calc Period Amt
Step Action
17. Enter the appropriate Mail Code or use the lookup icon to search for the desired Mail
Code.

FSU Offer - Additional Info

*Job Code AD10 Q

Department

187000

r Approver
*0riginator
Telephone

FSU Funding
B Q
Begin Date
1 =]

Arts Crafts and Related

Dean College of Music

*Weekly Std Hours

850/645-2209

*Percent of
Distribution

*Location Code  0054N0000

Q | HOUSEWRIGHT MUSIC

BUILDINOODD
*Supervisor 1D Q
*U.8. Citizen? ™ *Empl >
Class
1-10f1 ﬂ
' o : Total Budget
Combination Code Funding End Date Rt
Q e + s

Calc Period Amt
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Step Action

18.

Enter the appropriate Weekly Std Hours.

FSU Offer - Additional Info

*Job Code AD10 Q, | Arts Crafts and Related “Location Code 0054M0000 Q| HOUSEWRIGHT MUSIC
BUILDINOCOD
Department 187000 Dean College of Music =Supervisor ID Q
“Mail 180 Q “Weekly Std Hours 15.00] *U.. Citizen? ™ *Empl M
Code : Class
Pre-Mgr Approver (Optional) Q
*0Originator 850/645-2200
Telephone
FSU Funding
B Q 1-1of1[¥]
] *Percent of . e i Total Budget
Begin Date Distribution Combination Code Funding End Date A
1 3] Q ] + -
Calc Period Amt
Step Action

19.

Click the U.S. Citizen? list.
Select the appropriate answer which is indicated on the Data Entry Worksheet.

FSU Offer - Additional Info

*Job Code AO10 Q. | Ars Crafts and Related *Location Code 0054N0000 Q.| 4OUSEWRIGHT MUSIC
BUILDINO00O
Department 187000 Dean College of Music *Supervisor ID qQ
*Mail 180 Q *Weekly 5td Hours 15.00 *U.8, Citizen? *Empl ™
Code Class
Pre-Mgr Approver {Optional)
*0riginator
Telephone
FSU Funding
B QqQ 1-1of 1[v|
Begin Date Bl -Combination Code Funding End Date O Dudet
1 ] Q o - -
Calc Period Amt
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Step Action
20. The appropriate Empl Class will automatically populate based on the selected job code
("OPS" for FWS job offers).
FSU Offer - Additional Info
*Job Code AD10 Q, | Aris Crafis and Related *Location Code 0054M0000 Q. HOUSEWRIGHT MUSIC
BUILDINO0OO
Department 187000 Dean College of Music *Supervisor 1D
*Mail 1120 Q *Weekly Std Hours 15.00 *.8. Citizen? | Yes vl “Empl | OPS ¥
Class
Code
Pre-Mar Approver (Optional)
*Originator 850/645-2200
Telephone
FSU Funding
B Q 1-1 0f 1[V]
. *Percent of . S . Total Budget
Begin Date Distribution Combination Code Funding End Date e
1 lo30er2019] | Q i +
Calc Period Amt
Step Action- **Opitional
21. The Pre-Mgr Approver field is optional. Use the lookup button to search and select a
Pre-Mgr Approver, if desired. X The Originator Telephone will automatically
populate.

FSU Offer - Additional Info

*Job Code AQ10 Q, | Arts Crafts and Related

Department 187000 Dean College of Music
*Mail 1180 Q “Weekly Std Hours 15.00
Code

*Location Code 0054N0000

*Supervisor ID

“\.5. Citizen? | Yes

Pre-Mgr Approver (Optional)

*Originator &50/645-2209
Telephone
— FSU Funding
B Q
: *Percent of
Eea Bl Distribution
1 |o3r08i2019] ]|

«Combination Code

Q,

Funding End Date

Q. | HOUSEWRIGHT MUSIC

BUILDINOOOO
I *Empl  OFS [+
Class
1-1 of 1[¥]
Total Budget
Amount
| +

Calc Peniod Amt
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Step Action

22. Enter the Begin Date. Start dates should be 2 - 3 weeks out to allow time for
approvals. Reference Payroll Deadlines for Personnel Actions.

FSU Offer - Additional Info

Distribution field.

Note: The total Percent of Distribution must equal 100%.

*Joh Code AD10 Q. Arts Crafis and Related *Location Code | 0054N0000 Q| HOUSEWRIGHT MUSIC
BUILDINOOOO
Department 187000 Dean College of Music *Supervisor ID
*Mail 1180 Q *Weekly Std Hours 15.00 *.8. Citizen? | Yes iv] *Empl | OPS K4
Code Class
Pre-Mgr Approver {Optional) Q
*0riginator 850/645-2209
Telephone
F5U Funding
F Q 1-10f 1[¥]
. *Percent of ’ S - Total Budget
Begin Date Distribution Combination Code Funding End Date Amount
1 |03/08/2019| ]| Q ] -
Calc Period Amt
Step Action
23. Enter the appropriate funding distribution information into the Percent of

FSU Offer - Additional Info

*Job Code AD10

Department 187000
*Mail 1180 Q
Code

Pre-Mgr Approver (Optional)

*Qriginator
Telephone
FSU Funding
B Q
Begin Date
1 03/08/2019 ]

Q, | Arts Crafts and Related

Dean College of Music

*Weekly Std Hours

B850/645-2209

*Percent of
Distribution

100]|

15.00

*Location Code | 0054N000O

*Supervisor ID

*U.8. Citizen?

+Combination Code

Q

BUILDINDOOO
Yes [~ *Empl | OFS [~
Class
1-1 0f 1[¥]
. Total Budget
Funding End Date ATGRE
2] + -

Q| HOUSEWRIGHT MUSIC

Calc Period Amt
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Step Action

24. Enter the appropriate funding FWS Combo (budget) Code indicated on the FWS
Authorization form. “X The code must contain the letter “O” at the end the end of

budget code

FSU Offer - Additional Info

*Job Code AD10 Q, | Aris Crafts and Related *Location Code |0054M0000 Q. HOUSEWRIGHT MUSIC
BUILDINGOOO
Department 187000 Dean College of Music *Supervisor 1D
*Mail 1120 Q *Weekly Std Hours 15.00 *U.S. Citizen? | Yes £d “Empl | OPS ¥
Code Class
Pre-Magr Approver (Optional) Q
*Originator 850/645-2200
Telephone
FSU Funding
B Q 11 0f 1[¥]
E *Percent of 5 I 5 Total Budget
Begin Date Distribution Combination Code Funding End Date ey
1 03/08/2019 ‘-.] 100.000 1870001100 Q Ium&'zmgl ‘-.] e
Calc Period Amt
Step Action
25. Enter the appropriate Funding End Date. All FWS job offers must have a Funding
End Date.
FSU Offer - Additional Info
*Job Code ADTD Q | Ars Crafts and Related “Location Code | 0054N0000 Q| HOUSEWRIGHT MUSIC
BUILDINGOOO
Department 127000 Dean College of Music *Supervisor ID Q
“Mail 1180 Q *Weekly Std Hours 15.00 *U.8. Citizen? | Yes 4 *Empl | OPS5 v
Code Class
Pre-Mgr Approver (Optional) Q
*Originator 850/645-2200
Telephone
FSU Funding
m oQ 1-1 of 1[¥]
= *Percent of i el 5 Total Budget
Begin Date Distribution Combination Code Funding End Date ey
1 03/08/2019 ‘-.] 100.000 1870001100 Q IUdJEﬁ-'?_mgl ".] wie

Calc Penod Amt

LOYD, NORA | [SCHOOL]




Step Action

26. Click the Calc Period Amt button to calculate the Total Budget Amount.

Calc Period Amt

FSU Offer - Additional Info

= Job Code AD10 Q, | Arts Crafts and Related

*Location Code 0054N0000

Q. | HOUSEWRIGHT MUSIC

BUILDINOOOOD
Department 187000 Dean College of Music *Supervisor 1D Q
“Mail 1180 Q *Weekly Std Hours 15.00 *11.8. Citizen?  Yes ™ *Empl | OPS M
Class
Code
Pre-Mgr Approver (Optional) Q
*Originator 850/645-2209
Telephone
FSU Funding
B Q 1-1 of 1[¥]
. *Percent of r S . Total Budget
Begin Date Distribution Combination Code Funding End Date it
1 03/08/2019 “] 100.000 1870001100 Q 04/26/2019 “] 51,080.000000 4 —
Calc Period Amt
Step Action
27. Click the Background Check tab.
Background Check

Offer Details Background Check

Outside Recruiting

Level of Background Check
Required:

Budget Manager

Budget Manager Email

Description of Duties/Comments

BGO00, Background Check is not required.

Background Check Funding (Required)

Purchase Order #

Foundation Fund #

Q| Line#

& Save as Draft
22 Submit for Approval

[& Add Revised Offer
Ef Delete Offer
& Edit Offer

LOYD, NORA | [SCHOOL]




Step Action

28. The Level of Background Check Required will auto-populate from the Background
Check Questionnaire on the Job Opening.

Enter a Description of Duties for the appointment or state “refer to job opening”.
Enter comments as needed. Confirm the Budget Manager and Budget Manager Email
is correct. Enter or look up a valid Purchase Order # and Line # for the background
check. The Line # will generate based on purchase order selected.

Offer Details 2

Offer Details Background Check Outside Recruiting
Background Check Funding (Required)
Budget Manager Purchase Order # Q | Line# Q
Budget Manager Email houdation. und &

Description of Duties/Comments
Stagehand and technician for College of Music recital halls.

LOYD, NORA | [SCHOOL]



Step Action
29. Answer Questions 1, answer "No" for FWS job offers.

For Question 2, answer "Not Applicable" for FWS job offers.

1. Was the vacancy/position advertised outside of OMNI?

MO v

If Yes, what were the external advertisement sources?

254 characters remaining

If Yes, the department must retain a copy in their records.
2. For salaried positions, were applications, C\'s, or resumes received outside of OMNI?

Mot Applicable vl

If ¥es, ensure EEOQ solicitation has been completed and upload an Applicant Flow Log for all candidates on the Activities &
Aftachments tab of the job opening in OMMI.

LOYD, NORA | [SCHOOL]



Step

Action

30. Click Save as Draft to save
; ***new screen-
Step Action add how to save as
31. After saving as a draft, edit document to add attachments. a draft before

submitting for
approval

Prepare Job Offer

4=Return | B Recruiting Home

Posting Title College of Music OPS Fool, 2018-2019
Job Opening Status 010 Open

Job Title Arts Crafts and Related

Applicant Name Testing Testing

Offer Details (2

Offer Details Background Check Outside Recruiting

1. Was the vacancy/position advertised outside of OMNI?

NO

~

If Yes, what were the extemnal advertisement sources?

254 characters remaining

If Yes, the department must retain a copy in their records.

2. For salaried positions, were applications, CV's, or resumes received outside of OMNI?

Mot Applicable

=

If Yes, ensure EEQ solicitation has been completed and upload an Applicant Flow Log for all candidates on the Activities &
Attachments tab of the job opening in OMNI.

Job Opening ID 44724
Business Unit FSU Business Unit
Position Number
Applicant ID 648613

& Save as Draft
# Submit for Approval

[ Add Revised Offer
Ei Delete Offer
& Edit Offer

LOYD, NORA | [SCHOOL]



File Atiachment

Step Action

31. After you have submitted the job offer with attached authorization form,

a confirmation message pops up. Click the OK button.

You have successfully submitied Testing Testing's job offer. (0,0)

OK

LOYD, NORA | [SCHOOL]



Step Action

32. Navigate to the Approvals tab to review the status of the job offer in the workflow.

To insert an additional approver, click the plus sign at the desired point, ensuring that
the FWS Recruiter is listed last. Approval goes to Dept. Manger/Background Check
Approver/FWS Recruiter.

NOTE: To check the status of a job offer, go to Recruiting > Search Job Openings >
across from the candidate’s name, click Other Actions > Recruiting Actions >
Prepare/View Job Offer > Approvals tab.

To make edits, click Edit Offer and make the changes > Calc Period Amount > Submit
for Approval.

¢ Manage Job Opening Prepare Job Offer

Prepare Job Offer

4=Return | ffRecruiting Home Personalize

Posting Title College of Music OPS Pool, 2018-2019 Job Opening 1D 44724
Job Opening Status 010 Open Business Unit FSU Business Unit
Job Title Aris Crafts and Related Position Number
Applicant Name Testing Testing Applicant ID 648613

Offer Details (@) Q 10i1[v]

Offer Details Background Check Outside Recruiting Approvals

FSU Job Offer Workflow
Job Offer:Pending
FSU Job Offer Workflow
Pending Not Routed

1 Multiple Approvers
o FSU Job Offer Depe. Mgr. B+ & HRHnI;ApuE:EB i

Comments

4=Retumn | f§}Recruiting Home Top of Page

Congratulations! You have completed the topic.

Questions on this procedure? Contact FA-FWS@fsu.edu.
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