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How to Copy a Job Profile 

Navigate to the Job Profile you'd like to copy 

 

Select the three dots 
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Click on Copy 

 

Pop-up View 

Note: if this does not automatically open, ensure that you do not have pop-ups blocked 

 

Click on Next 

 



 

iCIMS – Copy a Job Profile              

Job Details 

Review all Job Detail fields to ensure they are still accurate, and edit as needed 

 

Click on Next 
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Job Description  

Review all Job Description fields to ensure they are still accurate, and edit as needed  

 

Click on Finish 
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Job Approvals 

 

Select Global Approval List 
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Select the appropriate Global Approval List based on the position  

 

Click Save and Begin Approval 

 


