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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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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).  














































































































































































