
Effective October 1, 2010



To ensure convenience, timeliness, and 
accuracy of Banner record creation and 
contact information changes for all NSU 
constituents, the following policies and 
procedures have been approved by the 
Executive Administration and will 
become effective October 1, 2010.

2



1. The university community will use a newly defined 
process for requesting contact information 
changes. (See slides 4-5.)

2. The university community will use the NSU Web for 
Prospects form to create new Banner records. (See 

slides 6-9.)

3. Exclusive responsibility for record creation and 
contact information changes in Banner lies with 
the following units:  

Enrollment and Student Services (ESS)
Finance  
Business Services
Human Resources (HR)
Institutional Advancement  (IA)
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 NSU students, alumni, faculty, and staff will change 
their own contact information (record) via 
SharkLink.

 Authorized* staff may submit changes to contact 
information on behalf of students that do not have 
access to SharkLink by completing the new Contact 
Information Change Request Form at 
https://www.nova.edu/contactinfo. The Change Request 
Form will be processed by ESS’ Enrollment 
Processing Services (EPS).

* Access to this form will require your NSU User name and password.
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https://sharklink.nova.edu/cp/home/displaylogin
https://www.nova.edu/contactinfo


Requestor’s full name, 
email address, and 
phone extension

First name, last 
name, and NSU ID of 
individual whose 
contact information 
is to be updated
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 Prospective students and applicants use the 
online NSU Web for Prospects Form to create 
a new record at 
https://webstar.nova.edu/pls/PROD/bwskwp
ro.P_ChooseProspectType
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https://webstar.nova.edu/pls/PROD/bwskwpro.P_ChooseProspectType
https://webstar.nova.edu/pls/PROD/bwskwpro.P_ChooseProspectType
https://webstar.nova.edu/pls/PROD/bwskwpro.P_ChooseProspectType
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 NSU staff will use the link below to create 
Banner records for prospective students and 
others (i.e., University School, Mailman Segal 
Institute/Family Center)
https://webstar.nova.edu/pls/PROD/bwzkwp
ro.P_ChooseProspectType
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https:///
https://webstar.nova.edu/pls/PROD/bwzkwpro.P_ChooseProspectType
https://webstar.nova.edu/pls/PROD/bwzkwpro.P_ChooseProspectType


10

Web for Prospects 
New Record Creation - Staff
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Web for Prospects 
New Record Creation - Staff



Enrollment and Student Services:

 Imports prospect and applicant data of all 
colleges and centers every two hours

 Validates suspended prospect and applicant 
data of all colleges and centers twice daily
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Prior to October 1, 2010 New Policy October 1, 2010  

NSU staff update contact 
information directly in Banner

NSU staff will use the NEW Online 
Contact Information  Change 
Request Form at: 
https://www.nova.edu/contactinfo

NSU staff create prospect and 
applicant records in Banner

NSU staff will use the NSU Web for 
Prospects pages at 
https://webstar.nova.edu/pls/PRO
D/bwzkwpro.P_ChooseProspectTyp
e. ESS will process all recruit and 
applicant Banner records. 
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https://www.nova.edu/contactinfo
https://webstar.nova.edu/pls/PROD/bwzkwpro.P_ChooseProspectType
https://webstar.nova.edu/pls/PROD/bwzkwpro.P_ChooseProspectType
https://webstar.nova.edu/pls/PROD/bwzkwpro.P_ChooseProspectType

