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PROCEDURE TO ADD AN ADVISOR OR FACULTY MEMBER

1) Before a person’s record can be coded, they must be identified in Banner with a
General Person Record (SPAIDEN). HR does this for all new employees.

2) On SIAINST the person is coded as a faculty member, an advisor or both. On the
first page, the ID number and term is entered. Then page down and enter the Status
of AC for Active, click the Faculty and/or Advisor button, click on the Category
button and select one, enter Full Time (FT) or Part Time (PT) for Staff Type. Save
the record.
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3) Page down twice to go to the second page. Here the College and Department are
entered and Saved. If the codes are not known, click on the button for a list of codes.
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& n rw. " nova.edu‘reqistrar services atmi

4 Office of the University Regnw

Office of the University
Registrar

* Academic Calendars

* Commencement

* CAPP Degree Evaluation

* Degree Application

* Services

* Policles (staff only)

* Transfer Evaluation Services
* Voter Registration

* FAQs

BROCHURE

Working Yogether fer Yeu

Empowering Studenls
1o Succeed

NSU Home / Registrar
Services

The Offica of the University Registrar provides many services to both enrolied and future
sludents. Please review the imformation below in order o solve your unanswered questions

» Social Security Number or Dale of Birlh Change

+ Gender Change

b Address Change

+ Loan Deferments, Enrofimen{ and Degree Verification
b Grades

Form {Online
/- Student Transaction

/- Student Transaction
Form (Espafiol)
/- Transcript Request

Contact Us

Nova Southeastern University
Office of Ihe University Regislrar
B01Colege Aveptse




























