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Presentation 
A great resource to use when needing to find HR-related data in Banner, is the HR Banner Forms 
and Reports page located on the HRIS Website under Training Materials and Personnel Actions. 

Use this page to locate pages or reports that can help you track down the information you need. 

Looking Up Jobs in Banner 
Use Banner form NBAJOBS. 

Training and Documentation can be found in:  

• MyCareer@PCC Training. HR 104a: JAF-M, Looking Up Jobs in Banner, Verifying 
Authorization for Pay, and the MAP. Module 2, Looking Up Jobs in Banner 

• MAP Process Guide – page 26. How to Determine if Your MAP Has Been Processed 

• NWRINAS Process Guide – page 32. NBAJOBS 

• EPAF Process Guide – page 45. Three Ways to Determine Your EPAF Has Been Processed 

https://www.pcc.edu/hr/hris/training-materials-and-personnel-actions/banner-hr-forms-and-reports/
https://www.pcc.edu/hr/hris/training-materials-and-personnel-actions/banner-hr-forms-and-reports/
https://www.pcc.edu/hr/hris/training-materials-and-personnel-actions/banner-hr-forms-and-reports/
https://www.pcc.edu/hr/wp-content/uploads/sites/49/2021/04/MAP-Process-Guide.pdf#page=26&zoom=100,45,481
https://www.pcc.edu/hr/wp-content/uploads/sites/49/2021/11/NWRINAS-Process-Guide.pdf#page=31&zoom=100,45,90
https://www.pcc.edu/hr/wp-content/uploads/sites/49/2020/12/EPAF-Process-Guide.pdf#page=43&zoom=100,45,96
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• Coffee Talk with HRIS Summary: Suffixes and Jobs in Banner 

• NBAJOBS in Spaces 

 

Step 1: Click the ID field ellipsis to search for an employee’s G Number. 

Step 2: Query Date 

- If you wish to view an employee’s current job(s), leave the Query Date to today’s date 
(default).  

- To view historical jobs, change the Query Date to a date in the past when the employee 
historically had the job. The results will show every job the employee has had at PCC 
since the Query Date. 

- To view a future job, change the Query Date to a date in the future when the employee 
will have the new job. 

Step 3: Click the Positions field ellipsis to pull up a list of the employee’s jobs. 

Step 4: Click List of Employees Jobs (NBIJLST) 

https://www.pcc.edu/hr/wp-content/uploads/sites/49/2022/01/Summary_Looking-Up-Suffixes-and-Jobs-1.13.2022.pdf
https://spaces.pcc.edu/pages/viewpage.action?spaceKey=B9P&title=NBAJOBS+-+List+of+Employee%27s+Jobs%2C+with+Details
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NBIJLST will show you the employee’s Position Numbers, Suffix Numbers, Begin Dates, End Dates,  
Effective Dates, Job Statuses, Titles, Classes, and Orgs as well as other details. 

Step 5: In NBIJLST, click on the job you wish to view details for, then click Select. 

 

You can use filters to narrow your search. 
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Looking Up Job History in Banner 
Use Banner form NBIJLST. 

Training and Documentation can be found in:  

• MyCareer@PCC Training. HR 104a: JAF-M, Looking Up Jobs in Banner, Verifying 
Authorization for Pay, and the MAP. Module 2, Looking Up Jobs in Banner 

• MAP Process Guide – page 26. How to Determine if Your MAP Has Been Processed 

• NWRINAS Process Guide – page 32. NBAJOBS 

• EPAF Process Guide – page 45. Three Ways to Determine Your EPAF Has Been Processed 

• Coffee Talk with HRIS Summary: Suffixes and Jobs in Banner 

 
Step 1: Click the ID field ellipsis to look up an employee’s G Number 

Step 2: Change the Query Date to a date in the past. To ensure you get an employee’s 
comprehensive work history at PCC, change the date to a date way in the past, prior to the 
employee’s first day at PCC (i.e. 1999 or 2000. Banner does not date back past 1999) 

Step 3: Click Go 

 

https://www.pcc.edu/hr/wp-content/uploads/sites/49/2021/04/MAP-Process-Guide.pdf#page=26&zoom=100,45,481
https://www.pcc.edu/hr/wp-content/uploads/sites/49/2021/11/NWRINAS-Process-Guide.pdf#page=31&zoom=100,45,90
https://www.pcc.edu/hr/wp-content/uploads/sites/49/2020/12/EPAF-Process-Guide.pdf#page=43&zoom=100,45,96
https://www.pcc.edu/hr/wp-content/uploads/sites/49/2022/01/Summary_Looking-Up-Suffixes-and-Jobs-1.13.2022.pdf
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NBIJLST will show you the employee’s Position Numbers, Suffix Numbers, Begin Dates, End Dates,  
Effective Dates, Job Statuses, Titles, Classes, and Orgs as well as other details. 

Looking Up Last Paid Date 
You can view an employee’s last paid date in NBAJOBS. 

Make sure you select the correct job you wish to view the last paid date on. 

 

The last paid date will appear next to the employee and job data at the top of each tab. 
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Looking Up List of Positions in your ORG 
You can look up a comprehensive list of positions under your ORG in NBIPORG. 

Training and Documentation can be found in:  

• MyCareer@PCC Training. HR 103: The PR/C and Looking Up Position Information in Banner; 
Module 1: The PR/C Part 1 

• PR/C Process Guide – page 6, step 7.  

• NBIPORG page on Spaces 

 
Positions starting with ‘S’ are Grant or Contract funded positions. If you have questions, contacts 
the Grants and Contracts Accounting Department. 

Positions starting with ‘99’ are general fund positions. If you have questions about any position 
that is not a Contracts/Grant position, contact the Budget Office. 

Step 1: Enter your ORG Code 

Step 2: To view positions from a different date in your Org’s history, change the Query Date. 

Step 3: Click Go 

https://www.pcc.edu/hr/wp-content/uploads/sites/49/2020/09/PRC-Process-Guide.pdf
https://spaces.pcc.edu/pages/viewpage.action?pageId=74065802
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You can use the filter feature to only view Active positions. 

Watch out for the position’s End Date! Some positions may appear Active, but have already ended. 
These cannot be used without contacting the Budget Office or Contracts/Grants to see if you can get 
the end date removed. 
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Looking Up an Incumbent in a Position 
You can look up a comprehensive list of incumbents to have had a position in NBIPINC. 

Training and Documentation can be found in:  
• MyCareer@PCC Training. HR 103: The PR/C and Looking Up Position Information in Banner; 

Module 1: The PR/C Part 1 
• PR/C Process Guide – page 6, step 7.  
• Spaces page for NBIPINC 

 

Step 1: Enter the Position Number into the Position Number field (use NBIPORG for a comprehensive 
list of your Org’s positions) 

Step 2: To view a list of incumbents in that Position Number up until today, leave the Query Date as 
the default date (today’s date) 

Step 3: Click Go 

 

https://www.pcc.edu/hr/wp-content/uploads/sites/49/2020/09/PRC-Process-Guide.pdf
https://spaces.pcc.edu/display/B9P/NBIPINC+-+Position+Incumbent+List
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Looking Up an Effective Date 
You can look up effective dates on a job (such as start date, annual rate increase, reclassification, 
etc.) in NBAJOBS. 

Training and Documentation can be found in:  

• MyCareer@PCC Training. HR 104a: The JAF-M, Looking Up Jobs in Banner, Verifying 
Authorization for Pay and the MAP training; Module 2 (Looking Up Jobs in Banner) 

Step 1: In NBAJOBS, enter the required job information and click Go. For instructions on how to 
locate G Number, Position Number and Suffix Number, visit Looking Up Jobs in Banner, 

Step 2: In the Jobs Detail tab, click Tools 

Step 3: Scroll down and click on View Job Detail Effective Dates 

 

  



Summary: Coffee Talk: HR Info in Banner Last Updated: 5.20.2022 Page 10 of 10 

Cofee Talk with HRIS Summary: Looking Up 
HR Info in Banner, May 12, 2022 

 

Looking Up Pay Details 
Use Banner report PWRLABD 

Training and Documentation can be found in: 

• Spaces page for PWRLABD 

Step 1: Enter your parameters according to the instructions in PWRLABD.  

a. Payroll ID: Use MO for monthly employees and BW for bi-weekly employees 

b. Pay No: Use the correct pay period from the correct payroll calendar (MO or BW) 

 

 

Announcements 
1. The new USCIS flexibility deadline to view documents electronically when verifying I-9s is 

October 31, 2022. If you view documents electronically, you will need to physically reverify the 
I-9. 

2. Check your position budgets before the end of the Fiscal Year. 

https://spaces.pcc.edu/display/B9P/PWRLABD+-+Labor+Distribution+of+Salary+and+Benefit+Expenses
https://intranet.pcc.edu/finance/payroll/calendars/
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