
Tuition Waiver Quick Reference Guide v1.0 

 

All benefits-eligible faculty and non-faculty employees (including part-time employees regularly working in 
excess of 19.5 hours a week) are eligible to receive a tuition waiver after successfully completing six months of 
continuous employment from his or her date of hire. Note: For TUITION WAIVER/TUITION REDUCTION POLICIES 
and also for general information regarding the tax consequences of receiving a tuition benefit please visit 
http://www.nova.edu/hr/tuition-waiver-policy.html.  

 

 

 

Tuition Waiver Access: 

1- Select a Browser – we recommend Google Chrome (tuition Waiver form is not working in any 
other browser for now).  

2- Go to http://SharkLink.nova.edu. 
3- Type Username, Password and click on Login button. 
4- Click on WEBSTAR.  
5- Click on Employee Tab Tuition Waiver Tuition Waiver/Reduction Form.  

 
The following example shows how employee submit a Tuition Waiver for himself/herself for NSU school. 

 

 

               

1- Type Telephone Number. 
2- Select Self. 
3- Choose NSU School. 
4- Select Term. 
5- Attest if the registered courses are NOT held or are held during the regularly scheduled working 

hours. 

6- Read a portion of tuition waiver policy in the form and confirm checking the box that the 

information provided in the form is true 

and accurate and acknowledge that you 

have read and agree to abide by the 

Tuition Waiver/ Reduction Policies. 

7- Click on Submit button. 
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1 Tuition Waiver/ Reduction Form 
Access

2 Tuition Waiver- Yourself- NSU

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

 

http://www.nova.edu/hr/tuition-waiver-policy.html
http://sharklink.nova.edu/


 

Family Members (Dependent) - 
For the purpose of this policy, “Family Members” are defined as an employee’s spouse, domestic partner and 
children.  Employees must complete an Affidavit of Domestic Partnership to certify domestic 
partnership.  Family Members are eligible to receive a tuition reduction after the employee’s successful 
completion of six months of continuous employment from his or her date of hire.  A child of two eligible NSU 
employees is entitled to receive only one tuition reduction per class or program.  The definition of “Family 
Member” is applicable to University School, Mailman Segal Center and Camp Nova programs. 

 

 

 

1- Type telephone number (see Tuition Waiver- Yourself- NSU). 
2- Select one of the following options: Dependent, Spouse, Domestic Partner, Child Eligible Tax 

Depended, Child Ineligible Tax dependent. 
Remember: If you select Spouse or Domestic Partner, only NSU School will be available to be 
selected. 

3- Select one of the following School: NSU, Mailman – Segal Center, University School. 
4- If you select NSU, you should select the 

Term and add the CRN (Class). 
5- If you select Mailman – Segal Center, 
you should select Program and Term.  
 Remember: The Term available, depend of 
the Program selected. 
6- If you select University Scholl, you will 
have two options: CAMP and Academic Year. 
Remember: If you select CAMP, you will need 
to select Year and Activity from the drop 
down menu list, and if you select Academic 
Year, you will need to select the year. 
 

 

In the Tuition Waiver WF, we will be receiving two different kind of emails, a. Informational email, you do not 
need to take any action.  Please review this email to ensure that there is no error or ambiguity in its 
information. B. Task Notification email, with this notifications the workflow is remind you, what task you need 
to do in order to complete your part. These tasks could be – approve or deny, complete a section in Banner, 
attach document etc.  

4 Supervisor- Information al 
Emails and Tasks

3 Tuition Waiver- Dependents-
NSU, MSC, and UNS

http://www.nova.edu/hr/benefits/forms/domesticpartner.pdf


 
1- If you receive a Task Notification email click on the WF Task Link, and you will be opening a 

webpage where you will have the information that you need in order to complete your task.  

2- Click in one of the radio button to approve/deny the Tuition waiver, or simply inform that you 

complete the task assigned to you. 

3- In some cases you have the text area to add a comment. 

4- Click on Complete button. 

Note: 

a. Save and Close button, only save data and close the task, but is not sending information to the 

next step in the workflow.  

b. Any supervisor can delegate (proxy) any task to a selected person. 

c. If the tasks is approved or 

denied, the employee will receive 

an approved or denied email.  

 

 

 

 


