JOB LOCATION EPAF QUICK GUIDE: HOW TO UPDATE LOCATION

1. Goto Sharklink: https://sharklink.nova.edu/
2. Onthe dashboard click on Self Service Banner
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3. Enteryour AD credentials.
H [{3 ”» H
4. Clickonthe “Employee” selection.
Browse
Welcome, , to Self-Service Banner!
Personal Information Alumni Services. Student Financial Aid Employee Finance
View or update your Register for classes; View your overall status; View your benefits Create or review financial
address(es), phone Display your class view awards, accept, information; Enroll in documents, budget
number(s), e-mail schedule; View your holds;  modify, or decline award Benefits; View your leave information, approvals
address(es), & emergency Display your grades and offers; view award payment history or balances, pay
contact information; View academic record; Request schedule; view financial aid stubs, or W-2 forms; View
name change & social a Printed Transcript; View history; view financial aid your W-4 information.
security number change 'your Degree Evaluation; holds; view standards of Note: This information is
information. Loan Deferments and academic progress stalus; available back to January
Enroliment Verification: view outstanding 1, 1999, the date the
Make credit card or e-check requirements; add external Banner Human Resources
payments i.e. tuition & fees;  resources module was implemented.
Refrieve tax information In some cases, you may
(1098-T); Graduation see start/effective dates
Application payment. prior to January 1, 1998;
however, these dates were
used for conversion

purposes only and do nat
necessarly reflect when a
particular benefif was
available to you.

5. Click on “Electronic Personnel Action Forms”> selections will appear> click on “Supervisor Change,
Terminate Job/Employee”

Student Financial Aid Employee Finance

Employee Self Service Benefits and Deductions w» Time Off Current Balances Tuition Waiv
Pay Information, Benefits an View your retirement plans, and History Tuition Waive
Deductions, Earnings, Tax Health insurance information and

Information, Job and Employee lex g accounts
Summary, Leave Balances
University Assets | Electronic Personnel Action Action Item Review w Faculty Loac
This ggetion includes those Forms Compensati
forms re main y the Submit online requests to update
Office of i ns, employee job records
and are acc
employees.
= Supervisor Change, Terminate = Personnel Update Form m  Special Payment Form
Job/Employee
n Workflow Reports m  Employee Urgent Deprovisioning
Form

6. Enter employee information and select Approval Category, “Update Employee Job Location, JBLNUP”>
click GO


https://sharklink.nova.edu/
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NSU Florida

Browse

-

Personal Information Alumni Services Student Financial Aid Employee

New EPAF Person Selection

4- Home > Supervisor Change, Terminate Job/Employee

* - indicates a required field.

10: * 1 1 & Q

Query Date: MMIDDYYYY® |02/12/2024

Approval Category: * [Update Employee Job Location, JBLNUP V]

7. Enterthe New Value from the drop down and enter User Name for the Approval Level, BANUCA4 (if not

entered already)
8. Scrollup and click SAVE

NSU Florida

Browse
@ Enter the information for the EPAF and either Save or Submit
MName and ID:
Transaction: Query Date: 02/12/2024
Transaction Status: Last Paid Date:  02/02/2024
Approval Category: Update Employee Job Location, JELNUP

| Approval Types W Routing Queue W Comments W Transaciion History

| New EPAF m EPAF Qrginator Summary

Retum to EPAF Meny

Jump to Bottom
% - indicates a required field.

Update Employee Job Location

Location Code: % 02TOWE, Tower Bldg
[2oNOC, Remote / Virtual Office ]

Routing Queue

|29 - (HR) Human Resources | Q [BANUCa | BanuCc4 BANUCA

| “IQI 1

9. You will see a message “Your change was saved successfully”, then click Submit
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NSU Florida

Browse

Personal Information | Alumni Services = Student Financial Aid Employee F

Electronic Personnel Action Form

=) Home > Electronic Personnel Action Form

& Your change was saved successiully.

P Enter the information for the EPAF and either Save or Submit.

Name and ID: Eileen Rodriguez, N01380313
Transaction: 452399 Query Date: 021212024

jon Status:  Vaiting Last Paid Date:  02/02/2024
App ory: Update Employee Job Location, JELNUP

srve T Suim oot |

10. You will see a message “The transaction has been successfully submitted.”

NSUFlorida

Browse

Personal Information | Alumni Services | Student Financial Aid Employee Finance

Electronic Personnel Action Form

= Home : Electronic Personnel Action Form

«" The transaction has been successfully submitted.

I Enter the information for the EPAF and either Save or Submit.

Name and ID: Eileen Rodnguez, N01380313
Transaction: 452399 Query Date: 02112/2024
Transaction Status: Approved Last Paid Date:  02/02/2024

Approval Category: Update Employee Job Location, JELNUP

11. Banner PEAEMPL is updated automatically. There are no notifications sent with this EPAF.



