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How to Access the Online Termination (Job) Form

Note: Google Chrome (this is required browser for this form)

1. Select a Browser —Google Chrome is the required browser for this form.

2. Goto https://sharklinkportal.nova.edu/

3. Select account to log in with
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Select account to

Click on Self Service

Pick an account login with
E as
nova.edu
Connected to Windows
IE‘I " sl Click on View All
Applications
Banner
+ Use another account >
Employee Applications
m
Email SharkTime Office 365
SSB(webstar) @)
View All Applications
Click on Employee tab
() Home : Employee /
Personal Information Employee “

Electronic Personnel Action
Forms
Submil online reguests to update

Click on EPAF menu
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Home : Employee > EPAF Mep#
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FAF FTOXy Records
Act as a Proxy

Click on New EPAF
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1- Enter the NSU ID for the terminating employee. Then, press Tab on your keyboard.
2- Leave Query Date asis

3- Inthe Approval Category drop down menu- select Terminate JOB

Personal Information Employee

New EPAF Person Selection

() Home > New EPAF Person Selection Press Tab on your
Type Employee ID keyboard and employee
name will be displayed.

P Enter an ID, select the link to searcpbr an |D, or generaie an ID. Enier the ry Date and select the Approval Category. Select Go.

* - indicates a required fi
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Query Date: MMDDYYYY# [04/02/2018 |

Select Terminate JOB
v /

Approval Category: * | Mot ge_}l:ec_tgd

4- If you do not know the employee’s NSU ID, use the magnifying glass icon to search for it.

# - indicates a required field. 1 Search
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The person Search page will
display. Select the employee
checkbox to limit your search
to employee records and enter
the search criteria (the % sign
acts as a wildcard in the
search). Select the GO button
to initiate the search.

Person Search

Home > Person Search

" Check the box to limit the search to an Employee. Enter the Last Name and or First Name, or enter an ID, or enter the SSN/SINITIN. Select Go. A percent sign may be used as a wildcard.

Search Criteria

Employee:

LastNome:  [sooza% ]

First Name: | ]

or

or
e

Records per Page:
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