
Faculty – Job Approvals  

Quick Reference Guide 
This reference guide covers the review and approval (or decline) of a job requisition 

 in CHRS Recruiting by a User with the HM Dashboard. 

Turn off the pop-up blocker in your browser before you begin. 

 
How to login: 

 
From the myCI page, click on  
 
 
 

Search Committee Review 

 
From the 
Dashboard, 
click on the 
Jobs awaiting 
your approval 
link 
 

 
 
Click on the 
View link next 
the job you 
wish to review 
 

 

https://myci.csuci.edu/portal
https://myci.csuci.edu/portal
https://myci.csuci.edu/portal


 
Approvers may 
want to review 
the Notes 
and/or 
Documents 
tabs for 
supporting 
information 
before 
approving 

 

 
 
Use the scroll 
bar or your 
down arrow to 
review the job 
card fields. 

 

 
 
Both the 
Resume and 
Application will 
be displayed in 
a pop-up 
window 

 

 
 
Once approved, the job will either move to the next approver or move into an Approved status, triggering a 
confirmation email to both the HR Rep and Hiring Manager. 
 

 

 


