
The Employment Authorization Form is required for your personnel files. It contains the 
Department’s authorization for employment. To view and print follow the instructions below: 

 

Use the Person Search or 
Employee Roster to view 
hired employees. 

Select the Document Tab to see if 
the form was previously generated. 

Select the links on the 
employee’s last name and their 
Person Summary appears, 



 

 

If it was, it will be shown in 
the list of generated forms, 
letters and reports.  

Click on the form name to 
generate the form as a PDF 
file. A dialogue box will 
appear asking you to Open or 
Save the file. Open and print 
the file.  



 

 

Select the printer Icon to print the 
form for the personnel file.  

If the form is not in the Documents tab, select 
the Applications Tab and click on the 
Employment Authorization Form link to 
generate the form as a PDF file. A dialogue box 
will appear asking you to Open or Save the 
file. Open and print the file. You may save the 
file if you wish but it will now be saved under 
the documents tab as well. 


