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Accessing the PEOPLEADMIN system 

 

 Access the following website:  https://jobs.tbr.edu/hr.  After entering the 
URL, the ñloginò screen will appear and should appear similar to the 
following screen: 
 

 
 
 

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
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 In order to access PeopleAdmin, utilize the following steps:   
 

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

 After entering username and password, click the ñloginò box.  
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At your first login, you will be required to change your password.  Do so by 
following these steps: 
 

 In the ñCurrent Passwordò box enter the current password.   
 

 In the ñNew Passwordò box, enter a new password (must be at least six 
characters and not more than twenty characters; may be a 
combination of letters and numbers).   
 

 In the ñConfirm Passwordò box, enter the new password again.  
 

 Click the ñSubmit Password Changeò box.   
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 You will be asked to confirm your changed password.  
 

 Click ñSubmit Password Change.ò   
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 You are now in the User System for PeopleAdmin and your screen 
should appear similar to the screenshot below:   

 

 
 
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.  
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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: 
 

 Supervisor/Manager ï Personal Scope, Begin Action, Begin Hiring 
Proposal 

 Department Authority ï Department Scope, Begin Action, Begin Hiring 
Proposal 

 Approving Authority ï Department Scope, Begin Action, Begin Hiring 
Proposal 

 Budget Authority ï Department Scope 

 Executive Authority ï 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 does not reflect the level of the userôs 
authority, but rather the number of approvals required in the departmentôs 
workflow. 
 
It may be necessary to change your ñdefault viewò in order to view items 
requiring some action on your part. 
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If this is the case, (if the appropriate information is unavailable in current view), 
click on ñChange Default Viewò under the ñAdminò section of the menu.  
 

 
 

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).  
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Your current view is indicated in the red outlined box at the top of your screen 
and will say:   
 
Welcome (your username), you are logged in.ò  
 
or 
 
ñWelcome (your username), you are logged in with User (or) Department 
View.ò 
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Important Notes to Remember Regarding Navigation Within 
PeopleAdmin 

 

If you begin an action, please ensure that you complete the action by 
either saving, submitting, or cancelling the action before moving to 
another screen.  If you navigate away from the action without 
completing the process, the system could ñlock.ò  This will prevent 
any further action until our consultant at PeopleAdmin can unlock the 

action. This will cause a delay in filling your position.  

 

It is recommended that you  do not use your browserôs ñbackò, 
ñforwardò or ñrefreshò buttons to navigate the site or open a new 
browser window from your existing window.  This may cause 
unexpected results, including loss of data or being logged out of the 
system.  Please use the navigation buttons within the site.  
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Request to Fill Existing Position 
 
To fill an existing position (this electronic Requisition Form replaces the 
old paper form entitled ñPersonnel Request Formò): 
 
Under the ñPosition Descriptionsò section on the left of the screen, click ñBegin 
New Actionò to request to fill an existing position. 
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Click ñStart Actionò beneath ñRequest to Fill Existing Position.ò   
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 You should see a screen similar to the following: 
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Once you have started your action, you must find the existing position that you 
wish to fill.  You may search in several different ways: 
 

 Click the ñSearchò button to bring up all of the positions reporting to the 
hiring manager/supervisor. 
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You should see a screen with your departmental positions listed.  Example for 
a position in IT (Help Desk): 
 

  

 Select the appropriate position number for the vacancy and click ñStart 
Actionò under the title. 

 
 
 
OR 
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 If you know the position number, type the position number in the ñPosition 
Numberò box and click ñSearchò.  This will bring up that position number 
in the system.  (It is best to search using the position number to ensure 
you have the correct position.) 

 
 

  
OR 
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 You may also search for the position number by entering the current 
employeeôs name or Banner ID in the appropriate box and then clicking 
on the ñSearchò box (this will work only if the previous incumbent has not 
already been removed from the position). 
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 So that hiring supervisors/managers can differentiate between currently 
filled positions, vacant positions or new positions, HR has established the 
following naming system: 

 
o If your position is currently filled (position is being posted to be filled 

at a later date (for example, faculty positions posted for the 
following academic year)), the current incumbentôs name will be in 
the name (first and last). 

 
o If your position is vacant, the last name will be:   
ñVacated by (name of previous incumbent).ò 
First name will be the first name of the previous incumbent. 

 
o If your position is a new position, the name will be: 

Last Name:  Vacant 
First Name:  Vacant 
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OR 
 

 To search by title of the position, click the ñTitleò dropdown box.  This list 
includes all Tennessee Board of Regents titles, some of which are not 
used by APSU.   

 

 
 
 

 Select the appropriate title and click the ñSearchò button.  (Hint:  If you 
type the first letter of the title, you will be taken to the titles beginning with 
that letter and you wonôt have to scroll through all of them.) 

 

 This will bring up all of those positions with that particular title to which 
you have access. 
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 After finding and selecting the correct position (by any of the above 
methods), you will be in the ñRequest to Fill Existing Positionò screen. 

 

 Click ñStart Actionò located beneath the ñTitleò column on the screen.   
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You should see a screen similar to the following: 
 

 
 

 

 This screen contains five (5) tabs (ñCurrent Job Description,ò Position 
Details,ò ñSupplemental Documentation,ò  ñRequisition Formò and 
ñCommentsò).  In order to navigate this form, click a tab or click 
ñContinue to Next Pageò located at the bottom of the screen.  

 
You will be able to edit only the ñRequisition Formò, ñSupplemental 
Documentsò and the ñCommentsò tabs on this action.  This action 
is not intended to allow you to update the job description or 
position information. 
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 Review the job description carefully to ensure that it is accurate and 
complete.  This will be your only opportunity to correct or make changes 
to the job description.  To make changes to the job description, you must 
provide changes/updates to HR via the ñOther Attachmentò link. 
 

 In the ñSupplemental Documentationò section, you may attach: 
 

o An Organizational Chart; 
 
o A Criteria Form (explained in following documentation) and/or 
 
o Other Attachment. (For example--if minor changes to the job 

description are needed, print the job description from the HR 
webpage  http://www.apsu.edu/hrhomepage/job_descriptions.htm, 
or the PeopleAdmin Current Job Description Page, make 
handwritten changes, scan it and attach it as ñother attachmentò 
under the Supplemental Documentation section described in the 
next paragraphs.   

 
o This is not the appropriate place to include major changes to the 

job description which should involve a job reclassification study. 
 

http://www.apsu.edu/hrhomepage/job_descriptions.htm
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To attach a document, click on ñAttachò for the specific document you wish to 
attach. 
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You may attach a document in one of two ways: 
 

 Upload a new document:  Click the ñBrowseéò button.   
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 This will open your documents on your computer, share drive, etc., and 
will allow you to double click on the appropriate document.  This will 
insert the file name into the ñFile:ò box.   
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 Click the ñAttachò button. 
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 Click the ñConfirmò button.  Do not forget this step! 
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Note that the ñAttachò link has changed to ñRemoveò and that you have a 
ñViewò option under ñView Document.ò 
 

 
 

OR 
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 Paste a new document.  Copy and paste from an existing document or 
type from scratch into the text box. 

 

 
 

 Click the ñAttachò button. 
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 Click the ñConfirmò button to attach the document. 
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 Note that the ñAttachò link has changed to ñRemoveò and that you have a 
ñViewò option under ñView Document.ò 
 

 Click ñContinue to Next Page.ò 
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Criteria Form 
 
PeopleAdmin has the capability to assist departments and search committees 
in screening/ranking applicants.  Having PeopleAdmin rank applicants is an 
optional step left up to the hiring supervisor/manager.  Even if this step is used, 
it is not necessary that the supervisor/manager or search committee rely on 
this data.  It is simply a tool available for use if desired. 
 

 If you want the PeopleAdmin system to assist in screening and/or ranking 
applicants based on your criteria for the position, submit a document 
(Criteria Form) that specifies criteria (weighted by percentage for each 
criteria) that the hiring supervisor/manager or the search committee will 
use in screening applicants for interview.  The more specifically written 
the questions, the better the system will function in the screening 
process.  If the hiring supervisor/manager or search committee does this 
well, much of the time that has been spent screening applicants in the 
past can be reduced.  

 

 If you need assistance in developing your criteria, contact Human 
Resources.  
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After all attachments have been attached, click ñContinue to Next Page.ò  You 
should see a screen similar to that shown below: 
 

 
 
You are now in the Requisition Form part of the Request to Fill Existing 
Position. 
 

 Complete the following information as directed: 
 

o Posting Date & Closing Date:  PLEASE LEAVE BLANK.  Human 
Resources will complete this information upon receipt of the posting 
request.   
 

Á Clerical/support positions are posted for five working days.   




























































































































