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Access the following website:  https://jobs.tbr.edu/hr.  After entering the 
URL, the “login” screen will appear. 

 

 
 

• Enter guest username and password (supplied by Affirmative Action) 
and then click the “login” box.  (The password is case sensitive!) 
 

https://jobs.tbr.edu/hr


• There are eight (8) tabs at the top of the form.  Click on any one of 
these tabs to sort the active postings (applicable only if you are 
serving on more than one search committee). 

 

 
 



• Select the appropriate title and click “View’ under the title.  This will 
provide a listing of all active applicants, as well as allow you to 
see/select the tabs for “Posting Details”, “Documents”, “Comments” 
and “Notes/History”. 

 

 
 



 
 

• The up or down arrows inside the red headings for “Name”, “Score”, 
“Date Applied” and “Status” will organize the selected column.  For 
instance, by clicking on the arrow next to the “Name” column, 
applicant names will be ordered alphabetically. 

 
 

• If a rating scoring system was used, clicking on the arrow next to the 
“Score” column will order applicants and their scores from lowest to 
highest or highest to lowest. Entering a minimum score and clicking 
the “Refresh” button will show only those applicants who meet or 
exceed the minimum score.  To again see all applicants, remove the 
Minimum Score and click the “Refresh” button again. 
 



• By clicking the underlined text labeled “View Application” beneath 
each candidate’s name, that individual’s application is available for 
review.  View resumes and cover letters and any other attached 
documents by clicking the appropriate link.  
 

 
 



• Applications / documents will open in a new window. To print, select 
File > Print after documents appear in that window. 
 
Documents may take several minutes to load. 

 

 
 



• To review several applications on a single page using the scroll bar, 
click on the applicant’s check box (labeled All/None) to the far right of 
the screen (to select specific individuals) or click the underlined word 
“All” located at the top of the red column to the far right of the screen 
in the top 1/3 of the screen.  (This places checks in the boxes to the 
right of all candidates.)   

 

 

• Click the box toward the bottom of the screen labeled “View Multiple 
Applications.”  This will place the selected applicants in a new window 
(on the same page with a scroll bar).  

 

• View multiple applicant cover letters, resumes, etc., using the same 
process, however, click “View Multiple Documents” rather than “View 
Multiple Applications.” 
 

• Search committee members other than the Supervisor/Manager, 
Department Authority, Approving Authority or Executive 
Authority will only be able to view the applications using the 
guest username and password that was established in the job 
posting process. The Username and Password are supplied to the 



hiring manager within the email notification from Affirmative Action 
that applicants are available for review. 

 

• PLEASE NOTE:  Only the Hiring Manager (Supervisor/Manager, 
Department Authority, Approving Authority or Executive Authority) 
has the ability to change the status’ of the candidates selected for 
interviews from “Under Review by Department/Committee” to 
“Recommend for Interview.” 

• Once the review process is complete, search committee members 
must return their recommendations for interviews to the Hiring 
Manager, who will change the status of selected applicants to 
“Recommend for Interview.”  Once approved by the Affirmative Action 
Director, an email will be sent to the Hiring Manager that interviews 
may be conducted. 

 

Please remember that you must have an unofficial transcript for all 
selected candidates before the interviews are conducted.  

 

Once interviews have been conducted and the final candidate selected, 
contact the hiring manager and provide him/her with all interview notes and 
reference checks (in an electronic format so they can be attached to the 
hiring proposal.) 

 

Please remember that Human Resources must have an official 
transcript for the final candidate before a contract may be signed. 
 

For more information regarding the interview process, viewing applications, 
etc., please review the full PeopleAdmin manual (link to be added after final 
manual completed). 
 
 



Logging Out 
 

To ensure the security of the data provided by applicants, the system will 
automatically log you out after 60 minutes if it detects no activity.   

However, anytime you leave your computer, we strongly recommend that 
you logout of the system by clicking on the logout link located on the 
bottom left side of the screen. 
 


