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This User Manual is currently a draft versiond modified dailyd and we ask for
your input as you go about filling your vacant positions. If you find an areain
the manual that is unclear, please let us know so that we can provide better
instructions for you. If you have any questions during this process, please
contact one of the implementation committee members:

Carlene Smith, Associate Director, HR (6279) smithc@apsu.edu
Sheila Bryant, Director of Affirmative Action (7178) bryantsm@apsu.edu
Kim Kinslow, Account Clerk 3, HR (7356) kinslowk@apsu.edu
Marian Perron, Personnel Assistant, HR (6295) perronm@apsu.edu
Lisa Ramsey, Personnel Assistant, HR (7619) ramseyl@apsu.edu

PeopleAdmin Procedures
For
Hiring Managers/Directors/Department Chairs
The following information pertains to hiring supervisors/managers/directors,

departmental chairpersons, Vice-Presidents, President and others who
have been granted the needed user access to PeopleAdmin.
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{= Tennessee Board of Regents User Site - Windows Internet Explorer

Accessing the PEOPLEADMIN system

e Access the following website: https://jobs.tbr.edu/hr. After entering the

URL, the Al ogind screen wil.l appear

following screen:
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CREATE USER ACCOUNT User LOgil‘l
Please login to the system using your User Name and Password. If you do not have a User Name and
Password assigned, click the Create User Account link on the navigation bar.
This login is for internal users only. If you are an Applicant, please go to the applicant site.
Thank you !
vsertame: ||
password: [ |
‘fou are about to login to a secure system, When
you are finished, please dick the Logout link on
the navigation bar to ensure that others cannot
access the infarmation in the system.
Done & Internet 00w -

Usernames will be assigned by Human Resources. The username and
password will be provided to each user at the time of individual training.

When entering the system for the first time, the password will be the same as
the username.



https://jobs.tbr.edu/hr

e |n order to access PeopleAdmin, utilize the following steps:

Enter username and password. (The password is case sensitive!)

e After entering username and password
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CREATE USER ACCOUNT

User Login

Please login to the system using your User Name and Password. I you do not have a User Name and
Password assigned, diick the Create User Account link on the navigation bar.

This login is for internal users only. If you are an Applicant, please go to the applicant site.
Thank you !

User Name: [theone

Password: [eesses

You are about to log n to a secure system, When
you are finished, please dick the Logout link an
the navigation bar to ensure that others cannot
access the information in the system.
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At your first login, you

will be required to change your password. Do so by
following these steps:

e Il n the ACurrent Passwordo box enter t

e Il n the ANew Passwor do b(nuxstbeatndastsix a ne
characters and not more than twenty characters; may be a
combination of letters and numbers).

e Il n the AConfirm Passwordo box, enter

e Click the ASubmit Password Changeo bo
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‘CREATE USER ACCOUNT Change Password

% Your password must be changed to be different from your username. Please choose a
new password.

To change your password, please enter your current password followed by a new one.

| SUBMIT PASSWORD CHANGE || cancer |

Done
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¢ You will be asked to confirm your changed password.

e Click ASubmit Password Change

o
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Confirm Change Password

You are about to change your password. Click "Submit Password Change” to confirm.
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e You are now in the User System for PeopleAdmin and your screen
should appear similar to the screenshot below:
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ACTIVE POSTINGS ‘ « Welcome Department User. You are logged in.
PENDING POSTINGS
HISTORICAL POSTINGS

SEARCH HIRING Online System

PROPOSALS

BEGIN NEW ACTION PD-ATS User's Guide ATS User's Guide
SEARCH ACTIONS View | Donnlss PriewliDouoad
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SEARCH POSITIONS

Monday, August 25, 2008 ‘

No Active Postings

HOME
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Please remember your password. HR does not have access to your
password.

Should you forget, you may contact HR to have your password reset. It
will be reset to be the same as your username.

You will again be required to change your password upon re-entering the
system by following the same procedures as outlined above.




Human Resources will also assign you a user type to ensure you receive
the proper system-generated e-mail notifications when some action on
your part is required.

The PeopleAdmin user types and their authority to begin actions are as follows:

e Supervisor/Manager i Personal Scope, Begin Action, Begin Hiring

Proposal

e Department Authority i Department Scope, Begin Action, Begin Hiring
Proposal

e Approving Authority i Department Scope, Begin Action, Begin Hiring
Proposal

e Budget Authority i Department Scope
e Executive Authority i Department Scope, Begin Action, Begin Hiring
Proposal

Personal Scope allows the user to view and begin actions on positions that
report directly to the user.

Department Scope allows the user to view and begin actions on all positions
that report either directly or indirectly to the user.

Please note that the assigned user type doesnot r efl ect the | ev
aut hority, but rat her t he number of ap
workflow.

|t may be necessary to change your nde
requiring some action on your part.




If this is the case, (if the appropriate information is unavailable in current view),
click on AChange Default Viewo under t he

By selecting User above, the following changes will take place:

When searching Job Postings, you will be able to search and view only
Job Postings which have been assigned to you or have not been
assigned.

By selecting Department above, the following changes will take place:

When searching Job Postings, you will be able to search and view Job
Postings which have been assigned to you or your Department(s).






































































































































































































































































