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The purpose of this document is to help you 
understand the high-level Create Job Profile 
process and your role in the process. You will 
also learn how to perform the activities specific to 
your role, if applicable. 

   

Create Job Profile:  
Quick Reference Guide (QRG) for HR Atlas 
Support 
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High-level Process Flow Chart (HR Atlas Support) 
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3.1. Identify Need to Create/Select Job Profile: Process Map 
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Activity 1: HR Atlas Support Searches for Job Profile within Enterprise Job Catalog 

(EJC) 

 

Step 1 of 6: On the your Workday landing page, enter Job Profile in the Search field. 

The Search Results screen appears. 

 

Step 2 of 6: Under the Reports column, click Directory by Job Profile. The Directory 

by Job Profile screen appears. 

Step 3 of 6: Click the Prompt icon next to the All Job profiles field. The job organizer 

appears. 

Step 4 of 6: Select the required job profile category. Example: Under the Engineering 

category, click the Manufacturing division. 

Step 5 of 6: Select the Manufacturing Engineer II profile. 

Step 6 of 6: Click OK to view details of the selected profile. 
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3.2. Create/Select Job Profile: Process Map 
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3.3. Review and Manage Job Profile: Process Map 

 

 

 


