
HR Systems Overview

NSU Careers
• Position Descriptions
• Job Postings
• Recruitment
• Onboarding
• Learning
• Performance Reviews

Equifax
Electronic I-9
•New Hires & Rehires (Section 1)
•Employer Representative (Section 2)

Banner
• HR Data System of record 
(Employee & Position)

Faculty Load & 
Compensation (FLAC)

•Adjunct Payments
•Teaching & Non-Teaching 
Overloads for Faculty

EPAFs/Workflows
• Job Location Updates
• Personnel Updates (labor 

distributions, default hours, 
pay rate & reclasses)

• Special Payments (staff 
overloads)

• Student Hires*
• Supervisor Updates
• Terminations

*Submitted through JobX
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How to Submit Employment Transactions

System Submission*

• NSU Careers:
• Hire/Rehire: Adjuncts, Faculty, Staff & Temps

• Promotions & Transfers
• Banner Self-Service:

• Default Hours Updates
• Job Location Updates
• Labor Distributions
• Pay Rate Updates
• Reclasses
• Supervisor Updates
• Terminations
• Adjunct Payments (FLAC)
• Teaching & Non-Teaching Overloads for Faculty (FLAC)
• Staff Overloads

Email (hr4u@) or Other Submission**

•Title Changes (Personnel Action Form)
•Bonus Payments (Special Payment Form)
•TEMPEX Payments (Special Payment Form)

•Additional Documentation intended for Personnel File 

•Student employment changes (SEAF Updates Web Form)

**List subject to change as we continue to enhance our processes*Log into https://sharklink.nova.edu/ to access these apps



Finding HR Systems

Log into SharkLink and navigate to the areas below:



Reporting Available to HR Contacts

Banner Self-
Service

(on demand):

- FLAC Reports
- Workflow Reports (PAFs, 
Terminations & Student Hires)

Bi-Weekly Reports 
(sent via email):

- Filled/Vacant
- Leave (Balances)
- Adjunct Payments
- Overload Payments (Paid To): paid 
to your Employees from any 
Center/College
- Overload Payments (Paid From): 
paid from your Center to any 
employee in NSU)
- Temp Hours Reports

NSU Careers 
(sent via mail):

- 90-Day Review Step Status 
- Performance Review Step Status 
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HR Self-Service Systems for Employees

*Current & Historical Data
Log into https://sharklink.nova.edu/ to access these apps

NSU Careers

• LinkedIn Learning
• NSU Careers 

Journaling
• NSU Careers 

Annual 
Performance Goals 
& Reviews*

Banner Self-Service 
(Informational)

•Benefits and 
Deductions*
•Pay Stubs*
•Time Off 
Balances*
•W-2s*

•Faculty Load & 
Compensation 
(FLAC)*:
•Adjunct Payments
•Teaching & Non-
Teaching Overloads 
for Faculty

Banner Self-Service 
(Editable)

• Banner Self-
Service:
• Emergency 

Contacts
• Personal Email & 

Phone (Select 
Employee Type)

• HR/Payroll Address
• W-4 Form

• Online Tuition 
Waiver Form

Benefits Portals:

• ICUBA
• Annual Open 

Enrollment
• Life Event 

Updates
• ICUBA Benefits 

MasterCard*
• 1095 Form

• TIAA Portal:
• Retirement 

Contributions*

Visit 
https://www.nova.edu/hr/
theworknumber/

The Work Number:

• Employment Verifications
• Income Verifications
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Other Important Systems/Reports (Not Managed 
by OHR)

Student Employment
studentemployment@nova.edu

JobX

Budget

budget@nova.edu

Ariba & Concur

Banner Finance Access

Electronic Journal Entries

Electronic Budget Transfers

PFT Workflow

Payroll

payroll@nova.edu

Direct Deposit

SharkTime

Labor Distributions Report

OIIT

*Log a ticket in at 
https://nsu.service-

now.com/

Affiliates Workflow

Banner Authentication Workflow

KnowBe4

ServiceNow Tech Support
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NSU CAREERS 
REMINDERS

Offer cards are available 
through the Applicant Card 
in NSU Careers for:
• Faculty/Staff
• Temporary/Adjuncts

Offer cards are utilized for:
• Hires/Rehires
• Promotions/Transfers
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NSU CAREERS 
REMINDERS

Utilizing the offer process means that only 
a paper PAF (and transcripts if 
applicable) need to be emailed to 
hr4u@nova.edu

Note: completion of an Electronic I-9 and 
The NSU Job Candidate Covid-19 
Vaccination Confirmation & Attestation 
form are required for all new hires

Onboarding forms include:

• Acknowledgement of NSU Policies
• Affirmative Action Survey
• Benefits Enrollment Notice
• Emergency Contact
• Orientation Agreement

Onboarding workflow (Tasks) include instructions 
on where and how to:
• W4
• Direct Deposit
• NSU Job Candidate Covid-19 Vaccination Confirmation & 

Attestation Form (Manager and Onboarding Delegate Task)

Other items included within NSU Careers:

• Signed Application 
• Job Description (upload unsigned copy to offer card)
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NSU 
Career 
Updates

NEW Onboarding form: “Promotion/Transfer 
Form (Fac/Staff)” is now available in the offer 
card

Update in Applicant Portal: Verbiage added 
indicating applicant has “read and agrees to 
attached documents (if any)” upon offer 
acceptance.

Update to Onboarding Hire form 
(Faculty/Staff): Job Description 
Acknowledgement section added
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Coming Soon
NSU Careers Onboarding Interface to Electronic I-9

EPAFs/Workflows
NSU Careers Actions*

Vacation Extensions

Reporting Online Filled/Vacant Report

*Requires the use of the Offer Card(s) in NSU Careers
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Support

Employment Transactions
Shared Services:

Email: hr4u@nova.edu

HR Systems & Reporting
HRIS:

Visit: https://www.nova.edu/hr/hris/index.html

Email: hris@nova.edu
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Thank you for 
your continued 

partnership!
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