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Offline Shortlisting: Application Forms and Shortlisting Decisions - Hiring Manager User Guide  

This document will provide you (Hiring Manager) with step-by-step guidance on how to: 

- Search for Applications 

- View Application Forms 

- Download Application Packs 

- Finalise shortlisting decisions 

Throughout this document, the words opportunities and vacancies are used interchangeably, and the words Applicant and candidate are used interchangeably. 

Accessing Oleeo 
Step/Action Example/Screenshot  

 
To access Oleeo, use this link: https://qmul-jobs.tal.net/ and click 
on “Log in with single sign on” to log into the system.  
 
Once logged in, you will be presented with your homepage known 
as your Dashboard. 
 
Your dashboard includes multiple tabs which help you to quickly 
locate Vacancies and Applications at different stages of the 
recruitment process.  
 
Note: You must double click the row of the specific Vacancy or 
Applicant you want to view to access the Vacancy or Applicant 
page.  

 

 
 
 

 

 

  

https://qmul-jobs.tal.net/
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Searching for Opportunities and Applications 

Step/Action Example/Screenshot 

 
There are multiple ways you can search for a Vacancy or Applicant 
in addition to using your dashboard. 
 
Method 1: Search in the left-hand menu by typing in the 
Opportunity Title or ID. Then single select the Opportunity in the 
results returned. 
 
Quick pro tip: If you know the Opportunity ID, you can navigate 
straight to the Opportunity using the prefix “v:” followed by the ID. 
For example, if the Opportunity ID is “1110” enter “v:1110” and 
press enter on your keyboard. Similarly, if you know the 
Application ID, use the prefix “a:” followed by the ID and press 
enter on your keyboard.  
 
 
 
 
 
 
 
Method 2: You can also search for vacancies and applications by 
clicking into the relevant heading in the left-hand side menu 
including recent searches. 
 
 

 

 
 



 

Page 3 of 7 
Last updated: 24 December 2025 

How to view Application Forms 
Step/Action Example/Screenshot 

 
1) Search for the Opportunity you wish to view Application 

Forms for, using the search bar in the left-hand menu of 
your dashboard. 

 
 
 
 
  
 

2) Once you land on the Opportunity page, select the 
“Applications” tab which will provide you with an overview 
of the Application Form numbers and statuses.  
 
- Application Form - Not Submitted: Refers to the 

number of incomplete/in progress Application Forms.  
- Shortlisting: Refers to the number of submitted 

Application Forms. 
 

3) Select the number next to “Shortlisting” which will take 
you to the list of all submitted Application Forms.  

 
 
 
 
 
 

4) You can view each Application Form by double clicking into 
the Applicant record.  
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Once you land on the Applicant page, you will see the Applicant’s 
name along with several tabs. 
 
- Summary: Will allow you to see whether the candidate is an 

internal or external candidate along with other relevant 
information.  

- Forms: Includes the Application Form. 
 

5) Select the “Forms” tab, “Application Form”, this will load 
the full Application Form for you to review. 
 

Note: Equality and Diversity information is restricted data in the 
Application Form. 
 
 
 

6) To move onto the next Application Form, click the arrow 
on the right of the current Applicant page you are on, 
followed by Step 5. Alternatively, you can go back to the 
Opportunity and select the Application you wish to view 
next following Steps 1-5.  
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How to download Application Packs 
Step/Action Example/Screenshot 

Important: For opportunities with a large number of submitted 
Applications, the download time is longer. It is therefore advisable 
that you download Applications in batches. 
 
Go to the list of submitted Applications by following steps 1-3 in 
the “How to view Application Forms” section above.  
 

4) Click the “Selected” button, “Select All” and then on the 
top right-hand corner of your screen select “Print”, “Print 
Book”.  
 

 
 
 

5) You will then be presented with a Print Book Option. You 
do not need to select or deselect anything. Simply scroll to 
the bottom of the page and select “Submit”. 

 
 
 
The Print Book task may take a few minutes to complete and will 
show you the progress status. Once the Print Book is ready, you 
will see the outcome and success of the task.  
 

6) Click the “Download/Open Print Book” button to access 
the PDF Application pack. This will download the file 
(Application pack) for you to view and provide to the 
shortlisting panel. 
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Providing Shortlisting Feedback and Decisions - Offline Shortlisting (Outside of Oleeo) 

Once an Opportunity has closed to advert, the system notifies all shortlisters via email that shortlisting can commence. For shortlisting/scoring that is to take place 
outside of Oleeo, the Hiring Manager should follow the steps of sharing the Application pack (outlined earlier in this document) to all shortlisters.  
In this instance, the Queen Mary Shortlisting Record Form should be used by the panel. The final Shortlisting Record Form completed outside of Oleeo, must be 
uploaded under “Additional Documents” on the Opportunity to capture individual scoring. 

Step/Action Example/Screenshot 

Once all shortlisters have completed their offline Shortlisting 
Record Forms, they should feedback their decisions to the Hiring 
Manager (HM). The HM must then: 
 

1) Locate the Application (see How to view Application 
Forms).  

 
2) Once on the Applicant page, select the “Shortlisting 

Decision” button. This will launch the “Lead Shortlister 
Decision Form”.  

 
3) Complete the form by entering the “Lead Shortlister 

Name”, “Shortlisting Decision” and “Summary 
Comments” about the Applicant and then “Submit”. 

 
For the final Shortlisting Decision: 

• Decline: the Applicant will automatically be sent a rejection 
email.  

• Progress to Interview: Applicant will NOT be notified until 
you proceed to invite the Applicant to an interview (follow 
the interview set up user guide). 

• Reserve List: The Applicant will automatically be notified of 
this decision.  See “Taking an Applicant out of Reserve user 
guide for more information. 

 
 

 

 

 

 
 

 
 
 

 
 
 
 
 
 
 
 

https://hr.qmul.ac.uk/procedures/recruit/useful-information-and-documentation/
https://www.qmul.ac.uk/human-resources/oleeo/oleeo-user-guides/recruitment-guides/
https://www.qmul.ac.uk/human-resources/oleeo/oleeo-user-guides/recruitment-guides/
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4) Once you have completed the decision forms for all 

submitted Applications, you must update the Opportunity 
status by selecting the “Shortlisting Complete” button on 
the Opportunity page. 

 
 
 
 

 

 

 


