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Approving a Job Profile (from Dashboard) 

1. Locate the My Jobs panel on the Dashboard 

 

2. Click Pending Approval 
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3. Click the job  

 

4. Click the 'Detail' tab 
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5. Review the information for accuracy 

 

6. Click the 'Description' tab 

 

 

 

 



 

iCIMS – Approving a Job Profile (from Dashboard)            4 

7. Review the Description information 

 

8. Click the 'Approval' tab 
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9. Enter any edits or notes in the Approval Notes text box 

    Utilize this area if changes are needed within the Detail or Description tabs 

 

10. Click Approve or Decline 

 


