
Print HR Hire/Change Forms 
 
Departments use the HR forms for the following: 

 The Hire/Rehire Form is used to hire a new employee or rehire a 
terminated/retired employee into a vacant position number. 

 The Change Form is used to process a job change for an existing 
employee. The following actions are processed on the Change Form:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The Change Position Form is used to process an existing employee’s 
move to a new position number (action = Position Change).  

 
The forms are generated in pdf format and you use Adobe Acrobat to print 
them. 
 
PS uses the Report Manager as a depository for all of your reports. You go to 
the Report Manager to retrieve and print your forms. 
 
The forms are filled in by hand, sent for the necessary approval signatures and 
forwarded to Human Resources along with all of the necessary paperwork. 
 
If you are uncertain about how to complete the forms contact the State 
Appointments staff in Human Resource Services. 
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Navigation: 
SBU > SBU Human Resources > Reports > Print Hire/Rehire Form 
SBU > SBU Human Resources > Reports > Print Change Form 
SBU > SBU Human Resources > Reports > Print Change Position 
Form 
 

 
 
If you are printing a 
Hire/Rehire Form 
enter the 8 digit vacant  
Position Number that 
you will be hiring the 
new person into and 
click Search. 
 
 
 
 
 
 
 
 

 
 

 
If you are printing a 
Change Form or 
Change Position 
Form enter the existing 
employee’s EmplID 
(Stony Brook ID) and 
click Search. 
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On the 
Hire/Rehire Form, 
enter the new 
employee’s 
EmplID if you 
know it and click 
the Print 
Hire/Rehire Form 
button. 
 
 
 
 
 

 
 

 
 
 
On the Change 
Form click the 
Print Change 
Form button. 
 
 
 
 
 
 
 

  
 
 

 
 
Your request to process is sent to the servers. 
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To retrieve your form: 

 
 
 
 

 

 

 

 

 

 

Click the Report 
Manager link on the 
page. 

This will bring you to the Report List page displaying all of the reports (forms) 
that you have generated in the last day. Your report will only be posted in the 
Report List once the process has run successfully on the server.  Report List once the process has run successfully on the server.  
  Keep clicking the 

Refresh button to 
refresh the page status.  

When the report is ready 
you will see “Posted” in the 
Status column. Click the 
Details link to retrieve the 
report. 
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A new window will open. 
 

Click the pdf file. 
If you do not see a pdf file 
and only see .log and .trc 
files then your report 
produced no output. 
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Adobe Acrobat will open in a new window displaying the form.  
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• Click the Print button in the Adobe Acrobat window to print the form. 
 
• Click the Close button (X) in the upper right corner of this window to close it. 
 
• Click Cancel at the next window. 

 
• From the Report List page you can click the Go back to Print Hire or Print 

Change Form link to return to that page. 
 
 
 
 

Complete the form by hand and send for the necessary approval 
signatures. 

 


	To retrieve your form:

