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Search Committee Training Registration Instructions

Purpose

This guide explains the steps required to enroll in the Office of Human Resources
search committee training courses available to faculty and staff.

Audience

FSU Faculty search committee members and Staff hiring committee chairpersons must
complete online search training.

Procedure
Follow the steps below in order.
1. Log in to my.fsu.edu with your FSUID and password.
2. From the MyFSU Links tile, click Human Resources.
3. On the next Employee Self Service screen, click Learning and Development.
4. Click Request Training Enroliment.
5. Choose Search by Course Name or Search by Course Number.
Use the course name/number below to complete the search:

e Faculty Search Training, COFST1
e Staff Hiring Committee Training, COSST1
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6. After searching for the appropriate version of training (i.e., faculty or staff), click
on View Available Sessions.

Request Training Enrollment
Course Search

Enter a full or partial course name and select the Search button to get a list of matching courses. Leave the course name blank to get a list of all courses

Course Name |Faculty Search |

Course Details

_ Course Course . A
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7. Click the session number and follow prompts to submit the enroliment request.

Additional Information

e Refer to the HR Training Registration Guide for general enrollment questions.
o Refer to the Training Catalog for descriptions of the search training courses.

Support

e For registration assistance, email training@fsu.edu or call (850) 644-8724.

e For search committee training content questions, contact Employment Services
at jobs@fsu.edu or (850) 644-6034.
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