APSU

PeopleAdmin
Hiring
Departments

User Manual

February ,2009



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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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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LOGOUT
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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 AnAChange

,: en Man indows:
@‘#4 rpslio e

Def aul

t

Vi

e wo

under

=181x|
j% #2156 vahoo! Search Pl
ra-Yr- \—«[th arch ¢ [ 3 Bookmerks - [ settngs + | (21wl = iy vehoo! = | EJ answers -
BMAVG -[ T ] seach - | &)acive el | [GUsearcshied || @AVGInfo~ | Getiore
w Tennessee Board of Regents User Site | | - B - - mrPage - (FToos -

=

e SSALTERSOUTE

S Tennessee Board of Regents Oniine Posiion and Empioyment System
ACTIVE POSTINGS ‘ « \Welcome Department User. You are logged in with Department View. Thursday, September 18, 2008 ‘
penom

16 POSTINGS
HISTORICAL POSTINGS

SEARCH HIRING Change Default View
BEGIH NEW ACTION Here you may change your
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screen.
HOME
ZHANGE DEFAULT VIEW
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LosouT

is that you see more complete information. Depending on the number of records in the system for the
0

gnanization, the information may be more than you require, and may take langer for web pages to
load as a result of more data.

Change View:
© User

& Department

| CHANGE FOR THIS SESSION 1 CHANGE FOR FUTURE SESSIONS. |

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

[ [ [ [ 3@ mtemet | Protected Mode: on [Ro% ~ 4
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« 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).

t

h €



Your current view is indicated in the red outlined box at the top of your screen
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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
compl eting the process, the system
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 br o
Aforwardo or Arefresho buttons [to
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 navgation buttons within the site.




Request to Fill Existing Position

To fill an existing position (this electronic Requisition Form replaces the
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paper form entit]
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Cl i 8tkt A¢dtion0 beneath ARequest to Fill Exi st
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You should see a screen similar to the following:

[ Tennessee Board of Regents User Site - Windows Internet Explorer

Go

m - Y[ - O et Sei’m“w Bookmarks + [ Settings + | 5] Ml + @My‘(ahnn‘ - ‘ @Aﬂswsvs + [ Games «
VG - 7] Searth | acive Guraied [k seadrsnien | @lAVGInfo | Getore

ﬂ? R'Q Tennessee Board of Regents User Site

Chattanooga S e mmers Motlow STATE )
Apusinp oo L ouesoe ETGY VO PRUSSIGIT B |

= &

L8l
j@ 4| % Imhwu‘ Search £

https:,fjobs. tbr edu/userfils fsp/shared|frameset Frameset, jsp?time=1219707331 281

Bl R G

Wavrers5ie

& Tennessee Board of Regents Onlne Pusion and Enployment Syetem

JOB POSTINGS
ACTIVE POSTINGS
PENDING POSTINGS
HISTORICAL POSTINGS

SEARCH HIRING Request to Fill Existing Position

PROPOSALS

POSITION DESCRIPTIONS
BEGIN HEW ACTION Search Positions to Begin Action On
SEARCH ACTIONS

PENDING ACTIONS

«\Velcome Department User, You are logged in.

Monday, August 25, 2008 ‘

SEARCH POSITIONS Tite [say ] poston [Ay e
Tife
HOME =
CHANGE PASSWORD :l“sg i —
L0GOUT u Number
Employee Employes
First Last
Name: Name

CANCEL ACTION

1T T T [ 6 temet [Protected Mode: on BT

‘DOﬂE
start| B @ ) ) pA Super Mo Procedr,. || & Temnessee Board o R.. e N LT

12



Once you have started your action, you must find the existing position that you
wish to fill. You may search in several different ways:

e Click the ASearcho button to bring uj
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):
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(or )

I f you know the position

in the system. (It is best to search using the position humber to ensure
you have the correct position.)
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e You may also search for the position number by entering the current
empl oyeeds name or Banner I D in the
on the ASearcho box (this will work
already been removed from the position).
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e 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
foll owing academic year)), the cur
the name (first and last).

o If your position is vacant, the last name will be:
AVacated by (name of previous incurl
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)

e TOo search by title of the position, C
includes all Tennessee Board of Regents titles, some of which are not
used by APSU.
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e Select the appropriate title and cl i
type the first letter of the title, you will be taken to the titles beginning with
that | etter and you wonodét have to scr

e This will bring up all of those positions with that particular title to which
you have access.
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o After finding and selecting the correct position (by any of the above
met hods), you wi I be in the fnNRequest

e Cl | Stkt A¢tiond | oc ad¢ &tdh bteme A Ti tl ed col umn
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You should see a screen similar to the following:
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e This screen contains five (5) tabs (
Detail s, 0 ASuppl ement al Documendt at i c
AComment so) . |l n order to navigate
AContinue to Next Pageo | ocated at th

You wi || be able to edit only the 0Re
Document so and the AComment s o actianmbs o
IS not intended to allow you to update the job description or
position information.
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e 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

e ln the fASuppl ement al Documentationo s

0 An Organizational Chart;
0 A Criteria Form (explained in following documentation) and/or

0 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
under the Supplemental Documentation section described in the
next paragraphs.

0 This is not the appropriate place to include major changes to the
job description which should involve a job reclassification study.
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You may attach a document in one of two ways:

e Upload anew document: Click t he ABrowseéo button.
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e This will open your documents on your computer, share drive, etc., and
will allow you to double click on the appropriate document. This will
I nsert the file name into the #fAFI|I
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e Click the AAttacho button.
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ote that the AAttacho | ink has <change
Vi ewo option under AView Document . o0
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e Paste a new document. Copy and paste from an existing document or

type from scratch into the text box.
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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.

e If you need assistance in developing your criteria, contact Human
Resources.
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You are now in the Requisition Form part of the Request to Fill Existing

Position.

o 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.

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