Medline Jobs Hub

Overview

The Job Hubs application provides Medline employees with a personalized experience to access job openings, browse jobs, review job
alerts, access submitted applications, and review referrals, all in a centralized location.
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Access the Jobs Hub Application

1. Loginto Workday by visiting the URL:
https://wd5.myworkday.com/wday/authgwy/
medline/login.htmld

2. Onthe Jobs Hub home page, select the MENU button in the

top left corner to view your list of available applications. = MENU

3. Select the Jobs Hub application.

&) Jobs Hub
& Jobs Hub

[ o

By default, you will land on the Overview page, which
displays the job opportunities that have been most
recently added to the system.

Q  Browse Jobs
My Job Alerts

[E ™y Applications

Overview Page s whn

1. The Overview page displays Recently Added Jobs. Select the right arrow (also called
a chevron button), or the dot indicators, to advance the carousel and view additional

job postings.

Recently Added Jobs
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Job Summary Job Summary
JOB SUMMARY. Responsible for the design, development, implementation,
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Note: The Jobs Hub can display a maximum of 9 of the most recently added job

postings.

How to Browse Jobs
How to Search for Jobs
How to View My Job Alerts
How to Use My Applications ...
How to Use My Referrals

Overview Page — con’t

2. Should you identify a job posting that is
of interest to you, select the View Job link
to view the job details.

Recently Added Jobs

Sr Analyst Business Systems IT Developer Analyst IT
Job Summary Job Summary
JOB SUMMARY. Responsible for the design, development, implementation,
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3. Scroll down the page to the area just below Recently Added Jobs to view your
Recent Applications and their high-level status (e.g. “under consideration”).
Select the View All Applications button to view a list of all your job applications.

Recent Applications

(" Viewal Applicats D)
ew plications
\ J

UNDER CONSIDERATION
District Sales Manager
Applied 03/24/2025, 9:50 AM

INTERVIEWS IN PROGRESS
Demand Planner
Applied 03/24/2025,9:44 AM

&  Hiring Manager: Scott Moore 8 Hiring Manager: Vignesh Kannan
©  REMOTE- lllinois ©  CORP-Mundslel
E Res02029 E redoasza

View Application View Application
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How to How to
Browse Jobs Search for Jobs
On the Browse Jobs page, you can discover internal open jobs. You can also narrow your On the Browse Jobs page, you can achieve more targeted results by using the Search and
search using the available filters. & e . Filters options.
o Browse Jobs
1. From the MENU, select the Browse Jobs application. overview 1. Tosearch all jobs, enter a keyword, term, or phrase in the
Search All Jobs field. Then, select the Search button. e
2. By default, the Browse Jobs page will display all available jobs for hire. 2. Tofilter the jobs openings, enter keywords, terms, or phrases S
. s in any of the appropriate Filters fields. You may filter by:
& e e Filters Clear Filters
B Ovenew Q Sewch Al Jobs Jobs 115 of many resuns.
[a s = « Primary Location Primary Location
i T [ | et i « Hiring Manager a
B Ry o —_— « Job Family
— « Job Category Hiring Manager
: - " s « Job Profile a
ey Operations Business Analyst Customer Service Associate Customer Service Representative AS you enter keywords Or terms In the fllter ﬂeldsy dropdown Job F.mi”
— lists will appear to help you make available selections. Select Q
a as many filters as you choose for each field.
Job Category
Note: The Jobs Hub will return a value of “1-15 of many results’ if the total number As you filter the job postings, the list of available job Q
of job postings is greater than 15. The actual total amount of available job postings opportunities based upon your selections will update —
will not be displayed, but as you advance through the postings, you will be able to in the right panel. Fifters P
view more than 15 open roles. Primary Locaion 5
2 I
£ Jobs Hub v ke ry
B Ovenview 3 . [ B . l
== oy 3. Toview a specific job’s details, D seomere e
o — select the View Job link. 0 Aeeencs
o “ Q Search All Jobs Jobs  1-2of many results
° ik = il et Warehouse Operator Warehouse Supervisor
JZ’“W Filters Clear Filters Job Summary Job Summary
Operations Business Analyst Customer Service Associate Customer Service Representative Medline Industries, LP is the leading Job Description
Primary Location nationwide supplier of medical, surgical... Responsible for the dally administration
3. To navigate through the job postings, select the right or left arrows (chevron Q X vatems © Ky Toxas @ tatyTexss
buttons) found near the bottom of the screen. Lo g I ‘g I
Hiring Manager
1-15 of many results
Q
2
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How to Search for Jobs — con’t

4. Anew window will open, providing detailed information about the role. Scroll down
to review the job description, requirements, and additional details such as the hiring
manager and recruiter. Select the Apply button to start your job application.”

= MENU - Q search

oo
&

® =\

Developer Analyst IT

* -
ST
— AN

Job Details

Job Requisition 1D
R2405021
Job

Responsible for the design, development, implementation, and integration of new or existing applications, sys-
tems, programs, or software including

Remote Type

g users 1o understand Hybrid
requirements and translating into technical solutions. Analyze customer needs and design technical solutions 1o

meet business and technical requirements. -
Job Deseri

Mundelein, linois
MAJOR RESPONSIBILITIES:

« Research, plan, design, document, develop, 1est and deploy high quality software that meets business Posting Date

5. Use the appropriate fields in the Application Details section to add your:

« Experience
« Education
« and Language

Application Details

Experience

P P

Company *

% Global Modern Services (GMS)

If you cannot find the company, click here |j

Title *

Senior Manager Customer Service

§ . ~
) [ )
C Submit ] ( Save for Later ) ( Cancel )

6. Then, upload your resume/cover letter or other relevant documents to complete the

application process.

Medline Jobs Hub Job Aid

How to Search for Jobs — con’t

Note: Internal employee information will auto-populate if they have applied via
Workday externally, or updated their talent profile as an employee. An employee

has an

option to check “replace information in my profile with this information” to

update their information on the application (this will also update their employee
talent profile). Employees also cannot update their contact information in the
application. Their contact information will auto-populate as read-only; they must
update the information within their employee profile first, prior to applying.

7. Your job application should now be complete. You may now:

Select the Submit button to apply for the role, or

Select the Save for Later button to save your application as a draft and apply for
the job later.

Application Details

Experience

Company * | x Global Modern Services (GMS) .E‘

1f you cannot find the company, click here [

Title * | Senior Manager Customer Service ‘

Location ‘ Boston ‘
| Q| (s | (o )

Note: To check for notifications on your submitted application(s), select the
Notifications icon on the top right corner of Workday. You can locate your saved
applications by selecting the My Tasks icon.

88

MENU = Q search ﬁ &

View Job Posting Details eveloper analystim &2
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How to View

My Job Alerts

How to View My Job Alerts — con’t

5. You may also use the fields provided S

The My Job Alerts page allows you to manage and create job alerts. & sobs b |* Name Your Jo At *
. Note: You must select at least one job filter. i : =
1. From the MENU, select the My Job Alerts menu option. | ovren Compny ¥
Q  Browse Jobs
) 6. When you are finished with your entries, select ~ mmeme .
2. The Manage Job Alerts page will spawn. the OK button. A -
- gp @ Job Family =
= meny . Q search a . . R
Note: You will receive a Workday notification for s efies =
B o JobsHub " Manage Job Alerts 8 B each internal job posting that matches the e =
B b oo details of the job alert(s) you created. R -
o] rowse Jobs apro. ol 3 . Location Country =
| Z srowse Job — po— = - 7. Your new job alert will appear on the ?
o My Job Alerts
are— R —. Manage Job Alerts page.
lad B MyRefersie = MENU Q search & § a
3. Select the Create Job Alert button to create a new job alert. B i dobsHub e MeneaedobAlens s
=5 e . B overview
= & e £ P N gnro. =@
Manage Job Alerts 8 =B o e =y £
o e o |0 e o B —
(B . ‘
& B Overview B
Q Q  Browse Jobs A@Tms E = 5 My Refemala
@ I Q T My Job Mlerts  Fiers Frequency Actions
L No items available.
[E ™y Applications
r 1 MyReferrals
4. The Create Job Alert pop-up screen will appear.  create Job Alert O)
Use the form to Name Your Job Alert and P
enter a Frequency. Both are required fields. -
Frequency * =
Company ™ =
Time Type =
Hiring Manager =
Job Family =
Job Profiles E
Job Type =

Primary Location

Location Country

fii

to add additional filters for the job alert.

©)
=
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How to Use

My Applications

The My Applications page shows all active and inactive job applications, allows you to

view relevant application information, denotes items where action is required, and
completed tasks.

1. From the MENU, select the My Applications menu option. & o
2. Your applications will be listed on the page. From this list: | B
Q  Browse Jobs
£l MyJobAlerts

+ You can use the tabs at the top of the list to view

Active or Inactive applications.

« Applications that have been submitted can be either
viewed or withdrawn. Applications that have been
withdrawn, rejected, or are ready for hire appear under the Inactive tab.

« You refer to the My Application Status column to either proceed with or

remove applications in the Draft status.

[E My Applications

My Referrals

My Applcabon Status

Applacatrn Under Rev

Diate Submilted

My Applications

Thanrk you for completing your tasks! We willl contact you if additional information is needed
Actrve (2) Inactive (0)

Job Title Job Req

Human Rescurce Analyst 2 REG-103323

Dperations & Policy Analyst 2 REQ-105529

Aogust 16, 2022

How to Use My Applications — con’t

A task will be assigned to you for any application that requires that you take some
action. These tasks can be viewed under the My Tasks column of the Draft or
Submitted Applications table.

ot 1 AE=wmn. BE
-
Lot L
ooe e | o Reiton Mootcrton St | Opetemton | Locaton O ] —
PO HR IE P—— NoShmued | JuedRons © 0P Mot bt N SwedBons Soan oger e
oo
v
« »
]
Submited Apphcations 2 tems aE-emn.. 8E
a
Submited o
bue oo T Job Reuiston JR— Orpazsion Locton [ro— Recte
0322025 | DatirSos Mmoo RS Dctsoes | Undrconadertion Scohlooe REMOTE s ot Moaee -
03242025 | Dermand P [ovep—— T S © CORPMndln Ve

Note: Once the job posting closes, you will no longer have access to view it. Click on
the Job Title to save a copy for reference if you'd like to be able to refer back to the
posting and contact information.

|
Actions

My Applications

oute JobTie Job Recuis

07242025 | Jaoitor Roso1808..

Submted
Oute Job Tie

03202005 DistrictSales m..

0322025 Damand Planner

a
Job Posting Details i
Job Posting Deta District Sales Manager
Fovote
9
Job Family Fild Sales
StartDate 03/01/2025
End Date (ompry
Primary Posting No
Description
Job Description
CORE JOB RESPONSIBILITIES:
1 Meet o exceed established annual sales and strategic goals for the respectiv
polcie:
v
e
R2404924 Dermand Planner
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How to Use

My Referrals

My Referrals refers to a section within the Jobs Hub application on Workday where you
can view and manage the candidates you have referred for open positions within the
company. Medline does offer a referral bonus for each hired referral.

Create a Referral

1. Fromajob posting, select the Refer button to create a referral. (If the job
requisition does not have a Refer button, it is not open to external candidates at

that time.)
2 .
|

View Job Postil

: ﬂM‘n r'.;-
G i
' w ‘ E“

Developer Analyst IT Job Details

u — Sy
Apply (_ Roter Creste Job At ) Job Requisition 1D
—

@ R2405021

Job Summary Remote Type

Responsible for the design, development, implementation, and integration of new or existing applications, sys-

tems. oroorams. or software indluding documentation. testina and collaboratin with business users to understand Hybrid

2. When prompted, provide the contact information along with Relationship Details
for your referral.

Relationship Details

How do you know this person?

Relationship % Direct Colleague [7 =

Comments * | would like to recommend my friend for the open graphic designer position. Scooby and | intemed
together at the same ad agency when we were in college, and | can attest 1o his abilities as an
art

Candidate agrees 1o being referred * [

3. Once you submit your referral, an email invitation with a custom URL to apply to
the job will be sent for them to visit the Jobs Hub and apply for the role.

Manage Your Referrals

1.

From the MENU, select the My Referrals menu option.

View the 'My Referrals' report on the My Referral
Dashboard to view the status of your referral in the

Job Application Stage column.

&t Jobs Hub

| #H Overview
Q  Browse Jobs

£ MyJobAlerts

[E] My Applications

MEDLINE

7 tems A= @@
el Jobs Aol For a
Cansisie ReeratDte Comm ryse— ryS—— Spotiontseb
Sty Te (Reteral) C259413) osraaanes 2400160 Matenance Tech NotongerUnder Consderation Yo
(Evegren(
Notonger
Per
oper) o
R2501843 Continuous geovement fr—
o (Ope)

Dan Test (Referral) (C259414) o3/24208 cperviser

(Open)

Mister 2 s | oysms
Disgostics (Open)

Mistr Test (Refera) (259427) 0373172025 Under consideration

Note: If an candidate enters an employee’s name on the application as a referral,
those referrals will also appear in this list. If the Comments, Job Application and
Job Application Stage fields are blank, this means that the candidate was sent an
email to apply, but never submitted an application.
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