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Send an email 
request to HRComp-
group@pcc.edu and 
cc Budget Office or 
Contracts & Grants 

Verify new position 
number has been 

created and activated 
in NBIPORG and 

NBAPOSN 

Does position 
already exist and 
does it have an 
Active status? 
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Matching. Create 
G Number and 

complete 
employee’s Person 

Record in 
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Number? 

Request a Criminal 
Background Check for 
Casuals working with 

cash, keys or kids, and 
for all PT Instructors 

Collect employee’s 
hiring paperwork 
and submit to 
HRIS-
group@pcc.edu 

Submit EMPL 
EPAF and verify it 
has been 
processed the 
following day 

Submit applicable 
Authorization Form 

(EPAF, MAP or 
NWRINAS) 

Verify job record has 
been created in 

NBAJOBS 
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