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Non-Person (Job) Profile User Guide 
How to find and print a Job Profile 

08/06/22
 

Note: PeopleSoft will time 
out in 20 minutes, if 
inactive. 

 
 
 
 
 
 
 
 

After identifying the job code/title on the Job Profile page, log into 
Employee Self Service in PeopleSoft.  Select My Development. 

 

Select View Job Profiles. 
Select Advanced Search. 

 

 
 
 

https://tntoday.dot.state.tx.us/HRD/re/Pages/JobProfiles.aspx
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The Advanced Search offers users two options to locate a Job Profile.  By Job Profile Name, Group Type, or Job 
Code.  Partial information can also be entered.  For example, the beginning of the Job Code.   
Select Search.  All searches take you to this next screen.  Select the Job Profile Title. 

 
The selected Job Profile appears. 
Select Print.   
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The Job Profile will default to the current date, ensuring the most recent version of the job profile. 
Select OK. 
 

 
 
A new window will pop up, returning your search results in a PDF document. You may save it or print it. If the 
print queue returns an error, press F5 on your keyboard repeatedly to refresh the screen. 
 

 
After viewing or printing the job profile, close the window. You can search for another job profile by clicking 
on Return to Previous Page. 


