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Approving Hiring Documents in HRMS 
 

Please follow these instructions to approve a hiring document in our Human Resource 
Management System.  Hiring documents may include an RPS (Request for Personnel 

Services), an Assignment, or a Work Study Contract.   
 

Please note that the HRMS system can only be accessed from an MCCCD site.  It cannot 
be accessed from home.  If you have any questions, please call your College Human 
Resources Office. 

 
When a hiring document is ready for your approval, you will receive an email.  The email 

contains the document number.  You may need this number IF your document is not in 
your HRMS Worklist. 
 

 
 
To approve your hiring document, log into HRMS: 

 
1. Using Internet Explorer, go to www.my.maricopa.edu. 

2. Click the Employees tab. 

3. Click the HRMS login link. 

 

  

http://www.my.maricopa.edu/
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4. Enter your Maricopa Enterprise ID (MEID) and Password, press Enter. 

 If you need to find your MEID, please click here. 

5. On the HRMS menu, click Worklist, then click Worklist again: 

 

 The hiring documents needing your approval are listed in your Worklist.  

6. Click on the hiring document link (over to the right) to review it. 

 

 If the document is not in your Worklist, please go to the next page to search for it.  

  

http://www.maricopa.edu/training/pdf/EnterpriseID.pdf
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 If the document is not listed in your Worklist:  

 On the HRMS menu, follow this path:   

MCCD Custom > MCCD Payroll > Use > Job Hire Documents. 

 

 This path takes you to the screen where you can search for documents. 

 On the Find an Existing Value tab, click in the Document Nbr Field, (leave it 
begins with) and enter the document number listed in the email, click Search.  
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7. Carefully review the information.  

8. When reviewing an Assignment, be sure to click the "Additional Info" tab at the top of the 
Assignment to review page two.   

 

9. After reviewing the entire document, click the Approve button at the bottom. 

 

10. Repeat the steps for any additional documents.  

11. To log out of HRMS, click the Sign Out link in the upper-right corner of the page. 

 

 

 

 Please contact your College HR Department if you have any questions.  

 


