
 HR BANNER EMPLOYMENT- CIVIL SERVICE REASSIGNMENT PROCESS

HR Compensation reviews/approves  
position - NBAPOSN, sets up salary - 
NBAPBUD, sets up job - NBAJOBS.

Unit submits DART for Employee 
Requisition  to Central HR 
Compensation indicating employee 
reassignment.

HR Compensation forwards requisition to 
HR Employment for recruitment placement.

HR Employment Officer contacts the 
department once the requisition is received. 
Verifies reassignment and makes sure 
employee is on Transfer Register.

HR Employment Officer submits 
requisition to the Testing department. 
Requisition is logged in and employee is 
verified/selected from Transfer Register.

Via e-mail Campus HR Employment Officer 
establishes a hire date, notes salary retained 
and sends employment referral form to new 
department.  

Current Unit initiates PITR to end the current job and forwards PITR to the 
future Unit.  Future Unit adds new job for employee on PITR, sends to 
approvers and forwards to Central HR for support staff changes.    

HR Employment Officer contacts 
employee, who must provide e-mail 
verification of notice of reassignment 
to current department.  

HR Employment receives PITR and reviews and applies information using 
the - NBA POSN, NBAPBUD, NBAJOBS and PEAEMPL to direct enter into 
Banner. HR Employment will end the employee's current job and then adds 
the new job and update employee information, PEAEMPL, if applicable.    

The NZIESUM is reviewed and data 
is saved into Banner.  

Same Unit 
send PITR

New Unit
sends PITR
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