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Reviewing Flexible Working Requests - Line Manager Oleeo User Guide

In this guide you will be shown how to:

- Review and approve/reject a flexible working request from staff you directly manage.
- Delegate the flexible working request to another manager.

Reviewing a Flexible Working Request

Important Note: You will need to be logged in on the Hiring Manager profile.
There are two ways to access a flexible working request that is awaiting your review.

STEP EXAMPLE
Method 1: Employee Name: A Husain
You will receive an email from Oleeo notifying you that a Flexible Employee ID: 147852

Workmg RequeSt (FWR) Is awaiting your approval. A flexible working request has been raised by the above employee which requires your approval.
Step 1a: Click the “Oleeo” link in the email notification to take you Please log into[Oleed]to review and action.

directly to the request form.
Mote - The link above will take you directly to the request.

Note: Provided you are logged in on the “Hiring Manager” profile, bl B ) A N NN S bersonal Settings
you will be taken straight to the Employee’s FWR application page. Asma Husain -
Your logged-in profile can be seen on the top left of your il Ll -

dashboard under your name.

If you are not in the Hiring Manager profile, you can change it by; 4 Dashboard

- clicking on the arrow next to your name,

- clicking the dropdown arrow for Recruiter Profile ¥/ MyTasks v o

- choosing the Hiring Manager profile. (See second image in 0 Applicat .
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Step 1b: Once you land on the Employee’s FWR application page,
click the green “Review” button. This will launch the “Flexible
Working Request Form”.

Step 1c: Review the form and discuss the request with your direct
line manager.

Step 1d: After discussing the request, complete the form on Oleeo.
Complete the “Approver Decision” section within the form and
“Submit”.

Please Note: When a successful FWR results in a financial impact
to QMUL—such as an increase or decrease in working hours or
salary—you (or your Faculty Hub administrative team) must raise a
contract variation request for this change via Oleeo. The FWR
approver form will request the corresponding Oleeo Application ID
for the CVR before you can submit the approval.

Application Summary

1352 - Asma Husain~

s EV - Awaiting Approval

« Review [l Delegate Tier 1 Approver

Summary

Notes | Forms(2) |

1

Date of meeting * dd v || mm V| 2022 w

Mame of Line Manager's Manager * select Value

Every Flexible Working Request must be discussed with the direct line manager's line manager. Please enter your line manager's name in the field above. If their name does not come
then they will need to request a "Hiring Manager' profile via the IT Servicedesk.
Job Title of Line Manager's Manager *

Decision *

Select

Method 2:

You can access the request by logging into Oleeo. Click on “Log in
with single sign on” to log into the system. (You are not required to
enter any log in details).

When you log into Oleeo, you will be presented with your
homepage known as your Dashboard. The view of your dashboard
will vary depending on what profile you are logged in with.

QU:‘e'ﬂame )

Password

Last updated: 10 February 2026

Page 2 of 4



https://www.qmul.ac.uk/human-resources/oleeo/oleeo-user-guides/employment-variation-guides/
https://www.qmul.ac.uk/human-resources/oleeo/oleeo-user-guides/employment-variation-guides/
https://qmul-jobs.tal.net/
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Step 2a: Ensure that you are logged in on the “Hiring Manager” =  Asma Husain (ypw430@qmul...
profile and proceed to Step 2b. Aol
Dashboard
If you are not in the Hiring Manager profile, you can change it by
. 1s . 1s My Tasks
clicking on the arrow next to your name, then clicking the
dropdown arrow for Recruiter Profile and choosing Hiring
Select Profile X

Manager.

My ount

Select Profile _ ) HR Admin Restricted -

® Hiring Manager - Hiring Manager

O sys Admin -

O senior Management / Approver - Senior Management / Approver
) Shortlister (Open) -

© senior Administration -

) HR Admin -

————
[ Select Profile Cancel
8

00 ©
“ . . ” OPPORTUNITIES | SHORTLISTING | INTERVIEWS | CONDITIONAL OFFER | PRE-EMPLOYMENT CHECKS | UNCONDITIONAL OFFER / START DATE EMPLOYMENT VARIATIONS "
Step 2b: On your Dashboard, select the “Employment Variations

tab.

Flexible Working Requests - Awaiting Approval I

Step 2c: Scroll down to the “Flexible Working Requests - Awaiting T — . e
” ) ) . . Displaying | = v._| of 2results 'Whole Table Filter | | = n =
Approval” box. You will find all the FWRs awaiting your review — —
HR MAILEOX OPPTITLE ~ APP  FIRST  LAST  ORGLEVEL ORGLEVEL3 PROPOSED 4 APPROVER DATE SENT &
here. D MAME  NAME 1 EFFECTIVE {LINE FOR
DATE MANAGER) APPROVAL
P Financial
Step 2d: Double click the request (rOW) that you want to review. pshradmin@gmul.ac.uk \n;:gljler)g 1352  Asma  Husain g:;e::;cnal Contrals and ggzs_:ep:ember Asma Husain :;giz:ﬂ};
Then follow Steps 1b-1d above. ARCHIVE 3 -

If the request is
- Rejected: the employee will get an automated email with the details that you have submitted on the form.
- Approved: a notification will go to the employee with the details of the decision and to the HR Operations team for processing. The employee will

get another notification once the HR Operations Team have processed the relevant paperwork.

IMPORTANT NOTE: If the HR Operations Team receive the approval by the 1%t of the month, then it will be processed for payroll for the same month. Otherwise, it will be
processed the following month.
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How to delegate approval for a Flexible Working Request

Step 1: Once you land on the

Employee’s flexible working application 1352 - Asma Husai
page using one of the methods above, Sl
select the blue “Delegate Tier 1 EV - Awaiting Approval

Approver” button. This will launch the il T

“FWR - Delegate Approver” Form.

Summary ‘ Notes | Forms (3) ‘ Other Applications (14) | Access Mobile App Ratings (0) | History

PR - Delegate Approver _

Eview ‘ B Print ‘ X Close I Launch Another Form
Step 2: In the “New Approver” field,
type the name of the manager that you New Approver * [ Asma Husain
want to delegate the approval request /== J
to. Then select their name from the | Lee McNally
d rop_down menu. Note - Once you click submit you will lose access to this candidate and see an "Access Denied' message. This is completely normal and signifies the delegation of approval was successful.

Please Note: If the manager’s name
does not appear in the field that means
that the individual does not have a
Hiring Manager profile. This will need
to be requested via the IT Servicedesk.

Step 3: Click “Submit”.

Once submitted, a notification will go to the delegated manager to review the request form. This request will no longer be visible on your dashboard and will

appear under the delegated manager’s dashboard. The delegate will need to follow the steps to review and submit a decision on a flexible working request
above.
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