‘ E Job Requisitions By Hiring Manager By Primary Location -

How to Post a Job Req in Workday

1) You will want to first look up the job req you want to post. There are two ways you can
look up your job req

e The first way you will want to look up your job req would be to type in jr:req ID —
screen shot below. If you search for your job req this way, you will then want to skip

to step 2).
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e The second way to look up your job req that you want to post would be to navigate
and click on the icon “Job Requisitions” and then click on the tab “By Primary
Location”
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e Once you are on the tab ‘By Primary Location” you will want to find the req you want
to post and then click on “Open detailed view”
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2) You will now want to click on “Job Postings”
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3) After you click on “Job Postings” the below screen will pop up and you will want to click
on “Post Job”
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4) The below screen will come up and you will want to select “All”
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5) After you click “All” the below screen will pop up and you will choose internal, Medline
(external), or both. (*Note* - do not choose Korn Ferry).
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6) After you choose internal, Medline, or both, you can click on the “Preview Job Posting”
to see what will be posted. Otherwise, you will want to click “Ok”
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7) Once you click “Ok” the below screen will pop up and you will want to click “Submit”

(*Note* - you can put an end date for internals only if need be)
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8) After you click “Submit” the below screen will pop up letting you know that your job has
been posted. (*Note* - job postings for internals will post within 5-10 mins and the link
for externals will be provided right away under “External Posting URL”
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