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Approver User Guide — Forwarding Approval Requests

This document must only be applied if you (Designated Approver) are going on a period of leave and require all future Oleeo approval requests to be
forwarded to another individual (Nominated Approver) during your absence. If you have already received an Oleeo approval request and would like to
delegate the request to another Approver, please follow the “How to Delegate Approval Requests” user guide.

This document will also outlines the steps the Nominated Approver will need to follow on Oleeo.

Before you start, your Nominated Approver must:
1) Be permitted to approve recruitment and contract variation requests within your area.
2) Have an “Approver” profile on Oleeo.
3) Have the appropriate Oleeo Organisation Level 2 access to view the request.
4) Is aware of their responsibility when reviewing Oleeo approval requests

5) Ensure they follow the steps outlined on pages

For account/access queries, please contact the

Step/Action Example/Screenshot
1) Go to your mailbox on Outlook. File Home  Send /Receive  Folder  View  Help
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4) Tick the following:

i.  “Received in a specific date
span”
ii.  “With specific words in the
sender’s address”
iii. “With specific words in the
message header”
iv. “Sent only to me”

5) Click “specific words” in the
sender’s address.

6) Type “@qgmul-jobs.tal.net”
7) Click “Add” and “OK”

— .
Rules Wizard

Which condition(s) do you want to check?
Step 1: Select condition(s]

received in a specific date span
with specific words in the sender's address
with specific words in the message header

with specific words in the subject
through the specified account
where my name is in the To box
marked as importance

marked as sensitivity

flagged for action

where my name is in the Cc box

where my name is in the To or Cc box
where my name is not in the To bax

sent to people or public group

with specific words in the body

with specific words in the subject or body
with specific words in the recipient's address

(e |

Step 2! Edit the rule description (click an underlined valug)
Apply this rule after the message arrives
sent only to me

n the sender's address

n the message header

¢ date span

Cancel < Bacl

Search Text
Specifty a word or phrase to search for in the sender's address:

@gmul-jobstalnet

Search list:

Remuove

Cancel

Finish
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8) Click “specific words” in the
message header.
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Step 2: Edit the rule description (click an underlined valug)
Apply this rule after the message arrives

9) Type “Approval Request”
10) Select “Add” and then “OK”.

11) Click “in a specific date span”.

12) Enter the dates according to
your absence/leave period.

13) Click “OK” and “Next”.

sent only to me
and with[spe
and with{:
and received |n

lin the sender's address
n the message header
date span

Cancel

Finish

speciy 3 word or phrass to search for in the message header

Approval Requatt

Search fist:

Step 2: Edit the rule description (chick an underlined value)

Apply this rule after the message arrives
sent only to me

and with

in the sender’s address
L sage header

and received i1

Cancel < Back Next > Finish

el sent only to me

whers my ASme 12 in the Ta Bax
| | marked i g

| markecas| Datefeceived x
£ _| apged Iuri

| WhErE My A Aeceived

whers: my ".

[ aer: 15 March 2054
Eluefore: 16 March 2024 e

() e ™| |

Siep 2 Edit the rule description (dick an underfined vaie]
Apply this rule atter the message armes
st caly to me
and with 1pech

the sender's address
1 in1he message header
x

Cance| Fmish
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14) Tick “Forward it to people or
public group”.

15) Click “people or public group”.

16) Search for the person to whom
you wish to forward the
approval requests to during
your absence.

17) Find the recipient and double
click their name. The name
should appear in the “To” box.

18) Click “OK”.

q: ‘What do you want to do with the massage7

Step 1: Select action(s)

] move it to the
[ assign it to the ¢ catagory
[ dalato #

[ permanently delete i

' farward 10 geaple ot public ot |

T an attachmant

[ redirect o
v wsing 2 s
reply using & W
flag message for {allos up at this bme
| | ehear the Metsage Fisg

| diear message's categones

| wark it a3 importancs

[ ] print it

! play pscnd

|| mark it as read ]
[ stop processing mare rises -

Step 2 Edhi the rule description (dhok an underfned value)

Apply this rulg 3ftor the Message armves
sert anly bo

1in De senders address
n the message header

and recenpe s—— iir i hdarch 2234
tormard i peagle or pushc group |

Cancedl < ok Hed » Pk
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Flules Wizard s

& What do you want to do with the messageT
o Step 1 Sela acticaly)

an (mp et ane

| mark i 4 enat )
| stop processing mare o b

Step 2 Edd the rule descripbian (dick an enclestined value]
Apply this rule afer the message amres

n the tender's adeeess
in the message hesder

19) Select “Finish”.

You have now set up the forwarding rule within your Outlook. The Nominated Approver will receive all Oleeo approvals during the period

you indicated.

Page 5 0of 7



o

Last updated 3™ June 2024 \a, " Queen Mary

University of London
Oleeo User Guide — Nominated Approver

The below steps must be followed by the Nominated Approver to ensure approvals are captured within Oleeo correctly.

Step/Action Example/Screenshot

. EXTERNAL] EHV - 1650 - Approval Request
1) Once you have received the [ ] PP q

forwarded Approval Request, o noreply@qmul-jobs-config.tal.net
click the Oleeo link. o @ fomana penr

This will take you directly to the
approval request in Oleeo.

Im'rhis message was AutoForwarded. I

‘ CAUTION: This email originated from outside of QMUL. Do not click links, scan QR codes or open attachments unless you recognise the sender an

Please note any forwarded approval Candidate Name: Test_EHV Test_Last Name
oy e Application ID: 1650
requests will include an auto forwarded pplication
label within the email as seen here. Visiting application. This request has been raised for the above candidate which requires your approval.
0 review and action.
Note - The link above will take you directly to the request.
Dpportunity
625 - D674 Test
Awaiting Approval - Tier 1
2) Click the “Delegate Approver”  Revien  RlDelegate Tier 1 Approver
button. _ ; ' —
Overview Details | Forms Participants
Summary
Current Status: Awaiting Approval - Tier 1
This epportunity has no postings.

This opportunity has no applications
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Opportunity

625 - D674 Test a

is Awaiting Approval - Tier 1

+ peview Ml Delegate Tier 1 Approver

Overview | Details Participants

Opportunity Form - Agency Worker  [elleli]

Additional Documents

Opportunity Aporoval Form - Agsncy Worker

Delegate Tier 1 Approver (BT

EView

3) A delegation Approver Form will
be presented. Type your name
as the New Approver and click

Mew Tier 1 Approver © | romana Ashraf

“Submit”.
Opportunity
625 - DE74 Test
us Awaiting Approval - Tier 1
4) Once submitted, click the v Roview  WOciegste Tier | Approver

“Review” button. This will load
the approval request form.

Full guidance on how to review Oppartunity Form - Ageney Worker
and approve requests can be Addiions! DoGUMEnts

found here.

Overview | Details

Cpportunity Approval Form - Agsncy Worksr

Delegate Tier 1 Approver [REhy-le)

= Edit

Mew Tier 1 Approver Romana Ashraf
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