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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

The following information pertains to hiring supervisors/managers/directors
who have been granted the needed user access to PeopleAdmin.
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Accessing the PEOPLEADMIN system

e Access the following website: https://jobs.tbr.edu/hr. After entering the
URL, t he Al ogappear asdcshoeleé appewarisimilar to the

following screen:
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{= Tennessee Board of Regents User Site - Windows Internet Explorer

@ &y~ | https:ffiobs.tbr.edufuserfiles)jspjshared/frameset/Frameset. jsprtime=12 1 78666 72656 i~ | %J X | | R
File Edit ‘jew Favorites Tools Help EE_‘,
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I 1
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

In order to access PeopleAdmin, utilize the following steps:
e Enter username and password. (The password is case sensitive!)

e After entering username and password,

e S Tennessee Board of Regents User Site - Windows Internet Explorer
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CREATE USER ACCOUNT User Login

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 !

User Name: [theone
Password: [ssssss

——
You are about to log in to & secure system, When
you are finished, please cick the Logout link on

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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% 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 PRPassword Change
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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:

'lennessee Board of Regents User Site - Windows Internet Explorer

=18l
@A I https:/fjobs. thr edu/u: ) Tameset jsp?time=1219707331281 j@ S| % |._=1: Search Pl
-y - 4 Wb Seach 3 Bookmarks » setings | 21 + @y Yoo | B3 nsers + (3 Ganes =
HAG - l—_l Search | aj.nctwe stk || g Search Shield | @1AVGInfo » | GetMore
ﬁ & Tennessee Board of Regents User Site

f - - - Page - G Tods - 7

Aml-ﬁtl'#nw G“““m{ﬂ “*(ulumhu\nr - I\é‘m“ PEHFSSIPP! %/ g

P e —_—

=
& Tenessee Board of Regents Online Posion and Employment System
ACTIVE POSTINGS ‘ « Welcome Department User. You are logged in. Monday, August 25, 2008 ‘

PENDING POSTINGS

HISTORICAL POSTINGS

SEARCH HIRING Online System
PROPOSALS

POSITION DESCRIPTIONS

BEGIN NEW ACTION I:D-»\IDS; Us:ar‘anide ::15 Pnsaeri?mde
SEARCH ACTIONS iew | Dowinioed ew | Downlozd
PENDING ACTIONS
SEARCH POSITIONS No Active Postings
HOME

CHANIGE PASSWORD

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. |t
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 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 Budget Authority i Department Scope

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.

Pl ease note that the assigned user type
authority, but rather the number of approvals required in the depart me nt 6 s
workflow.

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




If this is the case, (if the appropriate information is unavailable in current view),
click on AChange DeAdmilno VSewtdoi amdefr ftt e
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HOME
ZHANGE DEFAULT VIEW
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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).




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
completing the process, t he emnst em
any further action until our consultant at PeopleAdmin can unlock the

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

| t S recommended that y ou do not
Aforwardo or Arefresho buttomsw/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 navigation buttons within the site.




Request to Fill Existing Position

To fill an existing position (this electronic Requisition Form replaces the

ol d paper f oGeneraeCGampus Steddnt Employment Request
For mo) :

Under t he

Position Descriptionso secti
New Action '

n S
O to requetet to fill an exi sti
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HOME
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Cl i 8tkt A¢dtion0 beneath ARequest t
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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:

e Click the nSearcho button to bri

ng 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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_Becmonic 354000 Description Changed
Start 11 view Equipment Technicia View Histor
Action Summary e
g:;m;:;:lla STty Computer Access to Position
Start 1 view Laboratory 372310 Description Changed
Action Summary Technidan View History
g"";l"'.‘t.‘" Laboratory  orunyter Access to Position
Sgt nicia "" View Labaratory 372220 Description Changed —
Action Emnr Technidan View History
g::m'g;:lu Sty Computer Access to Position
Start Tl view Laboratory 331330 VACANT VACANT Description Changed
Action e Technidan View History

Search Positions to Begin Action On
v

& Internst F 00 v

e Select the appropriate positi oBtarth u mb ¢
Actiondo under the title.

OR

14



(or )

I f you know the position number

in the system. (It is best to search using the position humber to ensure
you have the correct position.)

/2 Tennessee Board of Regents User Site - Windows Internet Explorer

i8]x]
@‘-\ v I https:fiobs. tr, Tameset, spine=1219707331281
A

jw X Iraht-t-‘ Search pir
m Y7 Q7 web Search - [Gh Bookmarks~ [setngs | £ vl + My Yahoo! « ‘ [ provers + (f Games »
NG - | search | g cive s e | |\ Semehhied | @l AVGInfo - | Gettore

ﬂf '1'% Tennessee Board of Regents User Site |

APy Cots oot BTG Nl Pusein g (2

CEC o snawan oomroun ==

By - e page v O Tods - ”

- WaLTERS

/)

‘-‘_.,J" Tennessee Board Of(R_engs Online Position and Employment System

J0B POSTINGS

ACTIVE POSTINGS +Welcome Department User. You are logged n. Monday, August 25, 2008
PENDING POSTINGS

HISTORICAL POSTINGS . . e e
SEARCH HIRING Request to Fill Existing Position
PROPOSALS

POSITION DESCRIPTIONS

BEGIN HEW ACTION Search Positions to Begin Action On

SEARCH ACTIONS

PENDING ACTIONS

SEARCH POSTTIONS e A | Pt [any |
Position %ﬂp‘w!e
Number o
Employee Employee
First Last
Name: Name

CANCEL ACTION

‘Dun&

1T T T [ 6 itemet [Protected Mode: 0n ES TR
Urstart| BB 0 E]Pa Sper My Procedr.. | & Temessee Board of .. «ysd WD &5

, type
Number o box and cl i ck upataasiton @mumber T h i

C

~



To search by title of the position, c |
includes all Tennessee Board of Regents titles, some of which are not used
by APSU.

(= Tennessee Board of Regents User Site - Windows Infernet Exploren

@\g 3y~ | https:)fiobs.thr edujuserfiles/ispishared|framesst (Frameset, jsprhime= 121 78642 15964 V| g ‘ ([ X | ‘ B~
File Edit View Favorites Tools  Help Qj

= »
w o [ Tennessee Board of Regents User Site: l l ﬁ A 5| f= - |7k Page ~ {0 Tools -

. . = _ = lotlow €5
APRustmpeay Chatanooga 4 3 counbiase [ETSU  \iess  PELLISSIPPLSTAT

LIPS HEG0Cas coma

=

IS a -
%' Tennessee Board of Regents Online Position and Employment System
JOB POSTINGS
ACTIVE POSTINGS « Welcome | ‘fou are logged in as MorHelpDesk InfoTech, Monday, August 4, ZDUS|

PENDING POSTINGS
HISTORICAL POSTINGS

SEARCH HIRING Request to Fill Existing Position
PROPOSALS

nciscrions e N
SEARCH ACTIONS

PENDING ACTIONS
SEARCH POSITIONS Title Any | p v‘
A

HOME Accompanist

Empluye}x

Mumber  |Account Clerk 2

LOGOUT OF OTHER USER Account Clerk 3 | Number
Employee |Account Clerk Supervisar Employes
Mame Accountant 2 Name
Acquisitions Assistant

Administrative Assistant 1
I SEARCH Administrative Secretary

Admissions & Records Supervisor
Admissions and Records Clerk
Admissions and Records Lead Worker
Admissions Records Clerk
Advisor
Air Conditioning/Heating Mechanic 1
Air Conditioning/Heating Mechanic 3
Air Conditioning/Heating Shop Supervisor
Analyst 1
Analyst 2
Analyst 3
Assistant Athletic Director
Assistant Athletic Trainer
Assistant Business Manager
Assistant Coach 1
Assistant Coordinator
Assistant Dean
Assistant Director
Assistant Librarian 1 ey

Done & Internet LTl
e — - - - =
l'l" start €2 iTunes aft . ', prace: f... = Tel oard ... 7] ’(__}lﬂ Lo 419PM

o Selectn St udenandetpdbck the fASearcho but 1
the first letter of the title, you will be taken to the titles beginning with that
| etter and you whmoubdloffthanv)e t o scr ol |

e This will bring up all of those positions with that particular title to which
you have access.

o After finding and selecting the correct position (by any of the above
met hods), you will be in thecrdgiRequest

16



e Cl | StktActiond0 | ocated beneath the ATIi

{2 Tennessee Board of Regents User Site - Windows Internet Explorer

- | hitps://jabs.thr .edujuserfiles jspisharad|framesat [Frameset. jspPtime= 1217950276125 V| E L AIPe | ‘ P

Fle Edit Wiew Favorites Tools Help QJ
Ju— — e »

w & [ Tennessee Board of Regents User Site l l f v B = v Page - 0 Tooks -

~ .o~ E =| ll ! me? =
Ar&mﬁhm? C_:h;masta (;1_ “*(:ﬂun}[, State hé%li\};\;\’\:‘ PEIIESIPHS}FMLJE St /( W&uﬂmﬁ ATE

USSP SHAN HCROCA COMMPNITT CECLIEL =/ e
= ) »
'-\..,./" Tennessee @aafd' Ofﬁggents Online Position and Employment System

JOB POSTINGS

ACTIVE POSTINGS o Welcome . You are logged in & Tuesday, August 5, IDDS|
PENDING POSTINGS
HISTORICAL POSTINGS . . .
SEARCH HIRING Request to Fill Existing Position
PROPOSALS
POSITION DESCRIPTIONS
BEGIN NEW ACTION e . . .
SEARCH ACTIONS Choose Position Description to Begin Action On
PENDING ACTIONS
SEARCH POSITIONS 1 Record
ADMIN Position Position Employee Employee Last Employee First -
HOME i Title u Title A Number u D n Name Name i Last Action
LOGOUT
Assistant Director Assistant Position Description
Start || View Director . Update Approved
Action Summary Wiew History

Search Positions to Begin Action On

|AsswstantDirecmr v|Pcsihon |»'-\ny v‘
Title Title
Employes
Number 31540 b [ ]
Number
Employee Employee
Name Name

| search || cLEARREsuits |

CANCEL ACTION

€ mntemet 100 -

17
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You should see a screen similar to the following:

(= Tennessee Board of Regents User Site - Windows Infernet Exploren

@ &~ | https:)fiobs.thr edujuserfiles/ispishared|framesst (Frameset, jsphime= 1217950276125 V| % ‘ ([ X | ‘ B~
Eile View  Favorites  Tools  Help ‘EJ\
= »
w [ Tennessee Board of Regents User Site l l -8 =i~ |5 Page - () Tools -
Austin Peay Chattzmoo[ga Columbia State ﬁ tlow ELLISSIPPI ' 2
APt Reay TN Stafe 40 ORITESEC | oliege gﬂmmmmw’d =B
— : -
1&1 Tmnessgg (Emrd’of'q{gggnr‘; Online Position and Employment System
~
JOB POSTINGS =
ACTIVE POSTINGS | « Welcome Melissa Conwell, ‘You are logged in as Tuesday, August 5, ZDUS|
PENDING POSTINGS
HISTORICAL POSTINGS . oL .
SEARCH HIRING Create Request to Fill Existing Position
PROPOSALS
POSITION DESCRIPTIONS
BEGIN NEW ACTION Current Job
SEARCH ACTIONS Description |
PENDING ACTIONS
SEARCH POSITIONS
ADMIN
HOME Employee Details
LOGOUT
LOGOUT OF OTHER USER Employee First Name:
Employee Last Name:
Employee ID Number:
Position Title
Title: Assistant Director
Position Details
Position Title: Assistant Director
Position Mumber: 31
Pay Rate:
ElES 1
Employment Category: Professional
Regular fTemporary: Regular -
@ Internet 0% -

e This screen contains five (5) tabs (
Det ai lusp,pol e m&nt al Documentation, 0O [
AComment so) . |l n order to navigate
AContinue to Next Pageo | ocated at th

You wi || be able to edit only the 0Re
Document s0 and the ACommentso tabs on
IS not intended to allow you to update the job description or
position information.

18



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 (not used for the Student Employment
Process);

0 A Criteria Form (not used for the Student Employment Process)
and/or

0 Other Attachment. (For example--if minor changes to the job
description are needed, print the job description from the
PeopleAdmin Current Job Description Page, make handwritten
changes, scan it and attach it as
Supplemental Documentation section described in the next
paragraphs.

19



To
attach.

attach a

Tennessee Board of Regents User Sits indows Internet Explorer

@?ﬂ fttps:/fobs. o rameset jsp?iine=1218707331281
&)

d o cAttatt®&n tf ,or c It itheek s@reci f i c

=lax|

[ & J[#2 x| [reroo! searcn £

-y 4~ |web Search » [ Bockmarks
AAVG - =] search | @yective surfsiield

+ Msettings~ | & vail + @y vahoo! +
G\ Search-Shied | @l VG Info +

3 Answers = (3 Games ~

Get More

w ‘Tennesses Board of Regents User Site

fi - B

v b Page v Tooks v

Chatta solumbia Sate [otlow STATE }
APmapey Cetaer %o Sl s Bg

WarTersSi

B AL
-
= Tennessee Board of Rzgents Online: Position and Employment System
OB POSTINGS
ACTIVE POSTINGS Welcome Department User. You are logged in. Monday, August 25, 2008
PENDING POSTINGS
HISTORICAL POSTINGS . . "
SEARCH HIRING Create Request to Fill Existing Position
PROPOSALS
POSITION DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS:
SEARCH POSITIONS 3 Records
CHANGE PASSW RD
LOGOUT Attach Organizational Chart Not Attached
Attach Criteria Form Not Attached
Attach Other Attachment Not Attached
[_<<rewmnroprevions | [_conmue oweapaces> |
[_saveawosiavonmiseace |
Done

0
Listart| B @ O b)pA Super Mg Procedir.. || & Tennessee Board of R...

[ @ mtemet | Protected Mode: On

I
« = W

20
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You may attach a document in one of two ways:

e Upl oad a

ennessee Board of Regents User Site - Windows Internet Explorer

new document

: Click t

=181
@: | fttps:fiobs. br.eduuserfies sp/sharedframeset Frameset,jsp?tine=1219707331281 j@ 44l % |,ahm,‘ Search ol
m-y- CL e Search [ Bookarks + [ setings+ | (5] vl @y Yehoo! + | B ansners = (3 Games «
MAVG - 7] search | gl Surshied || gy seachnied | @lAVGInfo v | Getore
Tﬁf R'k Tennessee Board of Regents User Site | | Q v e Eéé i E}Page i é}TaoIs .7
Austin Peay - Chattanooga Columbia State bé‘.‘,l,l,‘l‘.! ELLISSIPPI } W
APEENT SRR 4y Gt el L WauresSie
- . -
x@ Tennessee (Baaraf of Rggent‘y Online Position and Employment System
4
ACTIVE POSTINGS «\elcome Department User. You are logged in. Monday, August 25, 2008‘

PENDING POSTINGS
HISTORICAL POSTINGS

SEARCH HIRING Create Request to Fill Existing Position
PROPOSALS

BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

Return to Previous

HOME
f:;‘gﬁ: PASSWORD Please choose one of the follwing methods to associate a document.

Upload a new document:

Browse below to select a document to associate

File: B"’Wil

Paste a new document:

Please either copy and paste document text or type from scratch into the box below to associate @
document.

Tert: 5|

H
Return to Previous
| <<ReTuRNTOPREVIOUS | | cowmnuetonextPacess |
| SAVE AND STAY ON THIS PAGE | F
Done [T [ | [ /@ ntemet|protected Mode: on [®0% -

[start| B @ ) U]PA_Super My Procedur. || (& Temnessee Board of ..

= ) 7PM

h e
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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

{~ Tennessee Board of Regents User Site - Windows Internet Explorer -
= j@ X I'v'ahac-‘ Search P

C)v L » Computer + Removable Disk (K:) ~

(& fseocn

My Yahoa! ~ @»\nswers - GGames -
Organize v fiViews v NewFolder @ [for | GetMore
e fied |+ - i <] - v Page v GiTods e 7
Favorite Links Nas Date modified | »| Ty Size 4] i - bPage » (0 Tooks
JMCHSodiety S project3
) Guest_User_Memo ]HIRING PROPOSAL P CTATE } w/‘f‘fkgg—
== AlE
) 7
» ) Non-Selected Candidate Letter  (]pA Procedures_HR hommrouu == 0 NEALTERSOITE
IElpA procedures Exec.doc Bpa procedures_Guestuser
T b [E)pa procedures Super Mg BH]PA Super Mgr Manal Thie C.. Sysem

lm__]PA_Super_Mgr_Pracedures_Last @]PHracedures_Appraver
@PEOPLE ADMIN PROCEDURES -,

[ searches A
Recent Places Monday, August 25, 2008

(5 Recenty Chinged

M Desitop
1 Computer sition
Folders a
Fie rame: 7| [AFiesr) |
Vi

Browse below to select a document to associate.

File: Browse.

Paste a new document:

Please either copy and paste document text or type from scratch into the box below to associate a
document.

Text: 1=

Return to Previous

| <<remwmntoPREvious | | CONTINUE TO NEXT PAGE >> |

| SAVE AND STAY ON THIS PAGE |

E
pone [ [ [ | [ [ mtemet |Protected Mode: on [Rm% -

{7start| B & ) * Ui]PA_Super Mo Procedir.. || & Tennessee Board of R... « g W) 75
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e Click the NAAttachoO

ennessee Board of Regents User Site - Windows Internet Explorer

button.

il

G- [ oo P

[ & (%) x| [reroor sewren l2H)

-¥7 - C4 - |web search <+ [2 Bockmarks - [7ettngs - | () vl - @y vahoor - | £ Answers ~ (8 Games -
MAVG - =] Search | &éctive suf-sticl | [§UScarchshield | &lAVG Info ~ | GetMore

T4 & Tennessee Board ofRegents User Site | |

B - - e - Grress - 7

APhtmezay Chattagoosn 4 3 Colmbsa Se Mol prussee g gD (2

SEARCH HIRING Create Request to Fill Existing Position
pROPOSALS
n

BEGIN NEW ACTIO!
SEARCH ACTIONS Documenta
PENDING ACTIONS

SEARCH POSITIONS.

Supplemental

Return to Previous

CHANGE PASSWORD

Please choose one of the following methods to associate a document.
LocouT

Upload a new document:

Browse below to select a document to associate.

+ [k Won-Selected Candida |_Browse.

new document:

“y and paste document text or type from seratch into the box below to associate a

Return to Previous

<< RETURN TO PREVIOUS I CONTINUE TO NEXT PAGE >> ]

[ Saveanosiavonmiseace ]

e
= Tennessee Board of Regents Online Pasition and Employment System
ACTIVE NGS « Welcome Department User. You are logged in. Manday, August 25, 2008

Listart| m @ ) E)PA_Super Mgr_Procedur... || & Tennessee Board of R...

|5 [ mnternet | Protected Mode: on

[« @ 7i5mm
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e Click the nCdodariotforgedthibstdplt on

[ Tennessee Board of Regents User Site - Windows Internet Bxplorer -8 x|
@: v I https:/fjobs. tbr.edu/userfiles fjsp/shared/frameset Frameset. jsp?time=1219707331281

ENEIE

Yzhao! Search Al

m -¥7- @~ |web Search - [T Bookmarks = Msettings ~ | & Mal - @My Yzhoo! -
MAVG - 7| search | @cive Gufael | [ghsearchsheld | @l AVG Info -

TQ? #ﬁ Tennessee Board of Regents User Site | |

@Answers M ﬁGames -
Get Mare

o - B - i - | page » G Todks <
Austinpeay Chattanooga “olurmbia State otlow GTATE 2 WateRsSie
Apiistmbeny Cattapon 4y ol e Sl PRUSSPPIOTATE G ) WaTersSie
7= ) -
= Tennessee Board of Regents Online Posiion and Employment System
J0B POSTINGS
ACTIVE POSTINGS ‘elcome Department User. You are logged in. Monday, August 25, 2008 ‘
PENDING POSTIHGS
HISTORICAL POSTINGS 3 L .
SEARCH HIRING Create Request to Fill Existing Position
PROPOSALS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS
TR | Click the Confirm button below to attach '
HOME
ri—
LOGOUT
| <<remrnTOPREVIOUS | | CONTINUE TO NEXT PAGE >> |
| SAVE AND STAY ON THIS PAGE |
lbone [T T [ @ temet | Protected Mode: on [®0% «
{istart| B @ O B)PA_super Mo Procedur... || @ Tennessee Board of R...

<= ) 7

™M
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Note that t he
AVi ewoonopunder

A
A

O =

0 | ink
ocument

ennessee Board of Regents User Site - Windows Internet Explorer

has

0

change

=l8]x|

@; ~ | hitos: o, tor.eduserflesfsojsheredframesetFrameset fo?time 121570733281

X

Yahoo! Search

L

- vyr- 4™ Wb Search [ Bookmarks = [ Settings~ | 2 vail + iy Yahoo! +

B\searchshied | @l AVGInfo ~ | Getore

AMAVG - =| search | gYrctive Gurf-sheld

[ Answers + £ Games +

% & | TemesseeBoard of Regents User Sie | £ B - M v |2hPage v (GiTods 7
Austin Peay Chattanooga Columbia State m otlow ELLISSIPPI § W
Aristtey e Goimaie ETST \Sige PHUSPISIT WALTERSST:
= e
\é‘\ Tennessee Board qf (R_egmts Online Position and Employment System
ACTIVE POSTINGS Velcome Department User. You are logged in. Monday, August 25, 2008 |
PENDING POSTINGS
HISTORICAL POSTINGS ) L "
SEARCH HIRIIG Create Request to Fill Existing Position
PROPOSALS
POSITION DESCRIPTIONS
BEGIN HEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS 3 Records
CHANGE PASSWORD
L0GOUT Attach Organizational Chart Not Attached
Attach Criteria Form Not Attached
Remove Other Attachment Attached View
| << RETURN T0 PREVIOUS | | CONTINUE TO NEXT PAGE >> |
| SAVE AND STAY ON THIS PAGE |
Done [ [ [ [ @ mtemet | Protected Mode: on [®R0% - 4

Srstart| B & () * 1) PA Super Mg Procedur... || (@ Tennessee Board of R...

(=)

=1 B

54PM

25



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

Tennessee Board of Regents User Site \dows Internet Explorer _8x|
@T\“ tips:fiobs. jspPlime=1219707331281 G |4/ x| franoo! searcn pl-
- ¥r- Q4 ~ | web Search « [Z Bookmarks » settings + | 2 mail + ) wy vahoo! +

HAVG - =] search | gactie cuf et |[GUsemcvshied | @lAVGInfo -

) Answers - (4 Games ~
GetMore

9% 4% TemesseeBoard of Regents User Site

M- B - - 2 page + {0 Tooks +

Austin Chattanooga y . [otlow @ ) -
AP R 4oy G B PrusRISTATE B WauTersSie
o=y - o
= Tennessee Board of Regents Online Pasition and Employment System
E
ACTIVE POSTINGS +Welcome Department User, You are logged n. Monday, August 25, zuus‘
PENDING POSTINGS

HISTORICAL POSTINGS . . .
SEARCH HIRING Create Request to Fill Existing Position
PROPOSALS

BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS.
SEARCH POSITIONS:

Return to Previous

HOME

fxgﬁ: PASSWORD Please choose ane of the following methods to associate a document.

Upload a new document:

Browse below to select a document to associate.

File: [K:\Won-Selected Candids _Browse...

Paste a new document:

Please either copy and paste document text or type from scratch into the box below to associate a

document.
Text: B
Return to Previous
| <<reTurnTOPREVIOUS | 1 CONTINUE TO NEXT PAGE >> |

[ Savemwosmavowmiseace |

|
[ [ /@ mtemet | Protected Mode: on [®10% -
Lrstart| W@ ) E]PA Super Mg _Procedur... || @& Tennessee Board of R...

«dgsd @ 7i6eM

e Click the AAttacho button.
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e Click the nConf

[ Tennessee Board of Regents User Site - Windows Internet Explorer

r mo

button to

attach

-18lx|
@:'I https:/ jobs. tbr.edujuserflesjsp/shared| rameset,jsp?tine=1219707331281 j@ 44{ %) |vehoo! Search Rl
- Y- 47 web Search 3 goakmarks + Msettngs+ | (vt + @ wyveheot + | ) rnswers » (3 Games
HAAG - A Search Sl
i‘.r & Termesse Board of Regents User Site | @ M - EJ{PBQG v @T‘!O'S 7
Austin Chma 1 2 Stte otlow TATE )
Arinisy Qe 4 Gl e PSP BB Wasressi
) q- ar . -
= ennessee Boar: ofﬂzgents Online Postion and Employment System
J0B POSTINGS
ACTIVE POSTINGS + Welcome Department User. You are boggedin, Manday, August 25, 2008 ‘
PENDING POSTINGS
HISTORICAL POSTINGS . L .
SEARCH HIRING Create Request to Fill Existing Position
PROPOSALS
BEGIN NNEW ACTION Supplemental
SEARCH ACTIONS Documentation
PENDING ACTIONS
SEARCH POSITIONS
Click the Confirm button below to attar*
HOME
—
LogouT
| <<rewrnToPREVIOUS | | conmmuetonexteaces> |
| saveanpstavonmhiseace |
Done [T T @ Intemet | Protected Mode: On [Ra0% -

<start| [ @ ™ W] PA_Super Mot Procedir... ﬁTuumeBoardof R.

st B Tom
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e Notethatt he fAAttacho | ink has changed to
AVi ewo option under AView Document. o

e Click nAContinue to Next Page. 0

f‘ Tennessee Board of Regents User Site - Windows Internet Explorer

@;-| s fobs. o edfuserfes fispshared, rameset fp?ine = 1210707331281 j@ Li|ed

- Yr- O e Search - [3 Bookmarks+ Misetings+ | v~ ey vahoo! + | [ answers + (1 Games +
VG - 7| Search | gecive el ‘ A search Shied ‘ GIAVGIfo ~ | GetMore

ﬂf & Tennessee Board of Regents User Site | |

=l8lx]

Yahoo! Search Pl

B v B - v P v (GhTods

Chattanooga )  E= otlow ) )
ot B+ m Yl Prssengua L WarersCis
/= ) L
‘&" ‘I'mﬂessee(Boam" Of (Rggents Online Position and Employment System

J0B POSTINGS

ACTIVE POSTINGS + Welcome Department User. You are logged in. Manday, August 25, 2008 |
PENDING POSTINGS
HISTORICAL POSTINGS ] e .
SEARCH HIRING Create Request to Fill Existing Position
PROPOSALS
POSITION DESCRIPTIONS
BEGIN HEW ACTION Supplemental Reu s
SEARCH ACTIONS Documentation Requisition Form|
PENDING ACTIONS
SEARCH POSITIONS 2 Records
HOME Attach | Remove Document Type Attached Document
CHANGE PASSWORD
LOGOUT Attach Organizational Chart Not Attached
Attach Criteria Form Not Attached
Remove Other Attachment Attached View
}
I
| <<remmnTopREVIOUS | | CONTINUE TO NEXT DAGE >>
| SAVE AND STAY ON THIS PAGE |

CANCEL PREVIEW ACTION

‘Dana ‘ ‘ ‘ ‘ ‘ D|01ntemat|PmtectedMada:On "@“100% * 4

£ 7start| B @ ) 0]pA Super My Procedir.|| 4 Tennessee Board of .. « st @ 7saem
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After al | attachments have been attachec

should see a screen similar to that shown below:

{2 Tennessee Board of Regents User Site - Windows Internet Explorer -18x

@’—\ v I hittps: fjobs. thr.edu user Tameset, jsp?time=1219707331281

- yr- 47 |Web Search [T Bookmarks - [ setings~ | 2] mal = My vahoot ~ | £ ansiers - ) Games -
SAG - v search | glyactive sinisield || Gy Searchshied || @ AVGInfo - | GetMore

. N »
W Tennessee Board of Regents User Site ) v B - - hPage v (0 Toos -

== Y r-X
Austnpeay  Chattanooga ! ColunbiaSiae [FTQU| WA PELUSSIPP o WALTERSSTE
Arsmlclmn-mq' = State *'g [ ollege ,ﬂm,..,,mm.,,m.y == \.‘-‘.“'_q, 0f WOALTERSOIATE
= i ) »
(= Tennessee Boare of Regents Online Posiiion and Employment System
x
=
ACTIVE POSTINGS | +Welcome Department User. You are logged in. Monday, August 25, 2008 ‘
PENDING POSTINGS.
HISTORICAL POSTINGS g L .
SEARCH HIRING Create Request to Fill Existing Position
PROPOSALS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS [ <<remwrntoprevious | conmnueTonexteace>> |
HOME
CHANGE PASSWORD
LOGOUT
*Required information is denoted with an asterisk.
Posting date: MM/DD/YYYY e- MM-DD-YYYY
MM/DD/YYYY - MM-DD-YYYY
Closing date:
I open Unti Filed
Check Al Clear All
™ Resume
™ Cover Letter
I Curicuum Vitze ||
r Teaching Philosophy
Required appiicant documents: [ Letter of Reference 1
I Letter of Reference 2
I™ Letter of Reference 3
™ Unoffical Transcript
I™ High Sehool Diploma/6.E.D.
I” Other Document
Check Al Clear All
I Resume
I Cover Letter
I curicum vitge
I Teaching Phiosophy
Optional applicant documents: I Letter of Reference 1
I™ Letter of Reference 2
[7 Letter of Reference 3
r Unofficial Transcript
I” High School Diploma/G.E.D.
I other Document |
[pvasaiptvoid(0); [ [ [ [ | [ mtemet | rotected Mode: on [Rw00% - 4

{7start| B @ ) i) pA_super Mgr Procecir. . |[ @ Tennessee Board of R... « =i Bl s6PM

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

e 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.
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A Student positions are posted for five working days.

o Required Applicant Documents: Required applicant documents are
NOT needed. PLEASE LEAVE BLANK.
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