
Curriculum Change Workflow Instructions 

Updated 5/2022 

The Curriculum Change Workflow is used to request curriculum changes to a student record.  These 
updates can include changes to the following Banner forms: SGASTDN/SFAREGS, SHAINST, 
SHADEGR, SHACRSE, and SHATRNS. Note: Any graduate withdrawals, SHADEGR changes and 
internal course transfers will require a traditional Curriculum Change Form document to be filled 
out and sent to DEQC@nova.edu. For undergraduate student withdrawals please utilize the 
Student Withdrawal Notification Workflow. 
 
Accessing the Curriculum Change Workflow (Must use Chrome Browser)  
 
1. Log into Self-Service Banner through Sharklink or by logging in directly to https://ssb.nova.edu   
2. Click on Faculty and Advising Services      Advisor Menu      Curriculum Change (see below) 

 

 
Note: The Term selected can be changed by going back to Advisor Menu and clicking on “Term 
Selection”. 
2a.  You will be directed to a second “Apex Login” to open the workflow request. 
 
 
 
3. The “Select a Term” prompt will appear. The selected term will be used as the effective term of the 

requested change. Each academic center should have policies that dictate the designation of the 
effective term that changes can take effect. 

 
 

mailto:DEQC@nova.edu
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• Changes should generally be the next available term (not the current term).  This is especially 
true for undergraduate students. 

• If the student has already been conferred, changes to Program, Major, Concentration, 
and/or Minor are not allowed.  

 

4. Enter the student’s NSU ID when prompted for the “Student or Advisor ID”, click “Start Form”. 

 
5. Select the action desired. (more than 1 request can be selected, as needed; Program Change is 

defaulted but can be unchecked) 

 
 
 

6. Curriculum Program Change: The curriculum program change is checked as a default but can be 
unchecked as needed. The following changes can be processed here: Program, adding a program as 
second priority, campus, catalog term, major, department, minor and concentration. 

 Term selected  
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• Students Current Program: On the left side of the screen, select the student’s current 

program. If the student is pursuing multiple programs of study concurrently, select the correct 
program to be changed. Once selected, the student’s current curricula information in Banner 
will display. 

• Students New Program: From the dropdown list, select the new program. 
Note: The dropdown list will only display active Program codes and the majors, 
concentrations and/or minors according to the curriculum rules tied to the program in Banner. 

• Major, Concentration, and/or Minor changes:   
▪ To Add – click on the next available field and select the correct code from the dropdown 

menu. 
▪ To Change – Click on the existing Major, Concentration, and/or Minor and select the new 

code. 
▪ To Inactivate – Click on the Inactivate check box associated with the Concentration, 

and/or Minor. 
Note: Majors with multiple dept. codes may require a dept. code change to view additional 
concentration codes. The Catalog Term for Majors, Concentrations, and Minors will be 
defaulted to the Catalog Term affiliated with the Program Code. 

• Campus Code:  To change the campus code, select from the drop down menu. 

• Change Catalog Term: Check the box and select the new catalog term. The term code 
should only be updated if the student will be following a different catalog than their original 
Catalog Term (as defined at the time of matriculation).   

• Second Priority: At the Undergraduate level, to add a second priority for minor purposes, 
update the New Program section with the second priority information needed, and check the 
“Second Priority” box to indicate this program is to be added as a second curricula priority 
in SGASTDN. 
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7. Course Level Updates:  The workflow will automatically display course level changes for students 
changing program levels, but individual course level change requests can also be submitted, as 
needed.  

• For Course Level changes, select the new course level. Then check all courses that should 
change to the new level. Check or uncheck the questions following accordingly, then submit. 
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Note: Internal course transfers will need a curriculum change form to be completed and emailed to 
DEQC@nova.edu.  
 

8. Curriculum Priority Change:  Some students may be pursuing multiple programs of study 
concurrently.  Using the drop down list provided indicate the requested priority change. Before 
providing any updates to the curriculum, the program office is to confirm with the student that 
concurrent enrollment will be pursued. The Curriculum Priority is to be set through the acceptance 
of the student in the Admissions form SAAADMS. 
 

 

 
 

9. Fee Assessment Change: This area will display any current fee assessments attached to the 
students Banner record. To add enter the rate code in the available “New rate Code” field. To remove 
check remove next to the existing code. Click “Submit” upon completion. 
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Curriculum Change Workflow Instructions 

Updated 5/2022 

10. Attribute Change: This area will display all current attributes attached to the students Banner record. 
Check the remove box next to the existing attribute to be removed and/or click on Add New Attribute 
to add a new attribute. 
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Email Confirmation: Once DEQC has processed the curriculum change request, a “Curriculum Change 

Form Confirmation…” email will be sent to the originator of the request. Please review the confirmation 
email for any comments regarding rejected requests. Follow-up with deqc@nova.edu as needed. (If the 
‘Send Student Email’ indicator was selected, the student will receive a notice of completion when DEQC 
has processed the request)   

 
Student Email Confirmation example: 

 

Curriculum Adjustment Confirmation 

 

Dear XXXXX (N00000000) : 

A curriculum adjustment has been made to your student record. Please review your Degree 

Evaluation in SharkLink to verify the change. For instructions on how to access your Degree 

Evaluation, visit www.nova.edu/registrar. 

Please direct any questions you may have regarding the adjustment to your program contact or 

academic advisor. 

 

Sincerely, 

Enrollment and Student Services 

Office of the University Registrar 

  

mailto:deqc@nova.edu
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nova.edu%2Fregistrar%2Fdegreeworks.html&data=04%7C01%7Cdeqc%40nova.edu%7C5bda4693f7684e6673a608d9f18ade09%7C2c2b2d312e3e4df1b571fb37c042ff1b%7C1%7C0%7C637806401011041517%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=jf2o8ej17vyeNA7ENt5i7knngLfRwy7nI%2B2aaVNzpPM%3D&reserved=0
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Accessing the Student Withdrawal Notification Workflow (Undergrad withdrawals): 

1. Log into Sharklink 
2. Click on APPLICATIONS 
3. Click on the WORKFLOW icon.  

4. Go to Ellucian Workflow 1.0 console 
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Traditional Curriculum Change Form Document  

Form: https://www.nova.edu/ess-communitynet/eps/forms/curriculum-change-form.xlsx 
(Manually filled out and emailed to DEQC@nova.edu) 
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The top six fields of the form (Date, Student Name, Student’s ID, Authorizing Individual (Advisor), NSU 
Email, and Phone #) are all required fields. If the curriculum change form is missing any of the required 
information, the CCF will be sent back to the program office and he/she will be asked to provide the 
missing information. 
 
Effective Term of Change:  This field only allows for numeric values; as such, the value provided is to be 
listed in Banner coding: 201320, 201330, etc.  Each academic center should have policies that dictate the 
designation of the effective term that changes can be effective.   

• If the student is being Inactivated and/or Withdrawn, the effective term would be the student’s last 
term of enrollment (students who registered, but were drop-deleted (DD) or web-dropped (DW) 
from all courses, are not considered to have been enrolled for the term).     

 
Student Status:  If the Student Status is being updated to Inactive (IS), there should be a Withdrawal 

Reason to accompany the Student Status update to indicate the reason for the student record 
being inactivated.  

Note: If the student is concurrently enrolled in more than one program at the university, the 
student cannot be inactivated nor can a Withdrawal Reason be entered unless the student is 
withdrawing from all programs of study. Program offices would confer with the student to ensure 
an understanding of the student’s enrollment intentions for all programs of study.  If the student is 
withdrawing from one program of study, but intends on remaining enrolled in another program, 
then the necessary curriculum update is to be provided in the Additional Information sections. 

 
Withdrawal Reason:  The code provided will be updated in SHAINST  
 See Note above under Student Status for students concurrently enrolled in multiple programs of 

study.   
  
End of Term Academic Standing:  This value is updated in SHAINST and is reflected on the student’s 

academic transcript.   
 
Graduate Withdrawal Example: 

 
Note: The same fields shown above should be completed for a reinstatment. (exclude withrawal 
reason) 
 

Catalog Term: The term code should only be updated if the student will be following a different catalog 
than their original Catalog Term (as was defined at the time of matriculation).  A Program Catalog 
Term update may also be necessary when the student is moving to a program that was created after 
the student’s original entry term. If this case arises, the Program Catalog Term should be the earliest 
term in which the program became available. 
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Internal Transfer Credit: A previously taken NSU course is being accepted as an ‘internal’ transfer 
course for a different program (for example, the student has taken CDM 5002 at the T2 level and is 
now enrolled in a D1 level program.  The new D1 level program will accept this course for their MI 
52015 course with a “TR” grade).  
For courses that need to be treated as ‘internal’ transfer credit, complete the rows of data similar to 
this example:   

 

    Subject Number Term    Level   Transfer   Subject Number Level   

     CDM 
 

5002 
 

201520   T2     TR      MI   5205   D1   

 
Reinstatement:  A reinstatement request is when a student is on a leave of absence or has an “IS” status 

and would like to be re-activated without re-applying. 
 
Learner Outcome (SHADEGR) Updates:  All curriculum changes provided for Program Code, Major, 

Concentration, and/or Minor changes will automatically update in SHADEGR upon the student taking 
coursework and the graded courses rolling to history.  

 
 


