OLEEO — LINE MANAGER USER GUIDE

GUIDE

SUBMMITTING A TEMPORARY CONTRACT REQUEST FORM

STEP

EXAMPLE

Log into Oleeo.

LINK

Click ‘Create Opportunity’
from the ‘Quick Links’ menu

Hiring Manager

Dashboard

My Tasks

Applications

Opportunities

Select ‘Temporary Contract’
from the drop-down menu.

Note: Do not click on the
‘Existing’ tile unless you
want to use a previously-
submitted request as a
carbon copy template for
your current request.

Select Template

Job Title *

Creation Date

Proposed Closing Date *

Asma Husain [ypwa30@gmul....

Template
Start with an existing template
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OPPORTUNITIES SHORTLISTING | INTER
Quick Links
Create Opportunity Online Help

Existing ‘

Copy an existing opportunity

MPLATE TATF / Other Bulk Engagements



https://qmul-jobs.tal.net/saml2

Under ‘Job Title’ write the
name of the individual and
contract type.

Put a future date that is at
least 3 months ahead in the
‘Proposed Closing Date’
field.

(Note: this field has no
bearing on this process.
However, the date needs to
be in the future.)

Select Template

Job Title *

Creation Date

Proposed Closing Date *

TEMPLATE: Temporary Contract

John Doe - Temp Part-Year Confract
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Complete the form that
comes up. Add any
notes/comments if needed.
Attach all required
documentation (like business
case, risk assessment, right
to work documents, Personal
details form)

Click ‘Create’ when you are
ready to submit the form.

Please note that once you
have submitted a form, any
new document uploads or
form edits will NOT show for
the approver.

Click 'Cancel’ to quit without
saving any information.

Click 'Save as Draft’ if you
have started but don't have
all the information to hand
and want to save your
progress. You can then
return and complete the
required fields later.
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If you have clicked ‘Save as
Draft’ you will see the screen
shown opposite.

You will need to click ‘Save
Draft’ to bring the form out
of its draft stage and
continue with the form.

If you have logged out and
then logged back in, then
search for the ‘Opportunity
ID’ (“457’ as shown in the
screen opposite) using the
Search function at the top
right. Make sure to change
the search parameter to
‘Opportunity’.

Then click on ‘Save Draft’.

Opportunity (Draft)

457 - John Doe - Contract extension Request

Overview Details I Forms I Participants I Interviews I

Summary

Applications

Current Status: Draft
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You can also find the saved
request by clicking
‘Opportunities’ in the left-
hand pane. A recent list of
Opportunities comes up for
you to choose from.

Dashboard

My Tasks

Recent Opportunities

List Opportunities

Applications

Candidates

Opportunities

Search 1ngj
Selections
Create

Templates treway 1
o notification test

If you have clicked ‘Create’,
then you will see the screen
shown opposite.

Note that the status is still
showing as ‘Draft’.

Click ‘Request Approval’ to
start the process.

Opportunity

513 - John Doe - Temp Part-Year Contract
Status Draft

+ Request Approval ¥ Cancel

Overview Forms Participants

Summary

Applications

Current Status: Draft




You will now notice the
status change to ‘Awaiting
Approval - Tier 1’,

Opportunity

513 - John Doe - Temp Part-Year Contract
Status Awaiting Approval - Tier 1

Overview Details | Forms I Participants

Summary

Interviews

Applications

Current Status: Awaiting Approval - Tier 1




FREQUENTLY ASKED QUESTIONS

1. What is the difference between an Opp ID and an App ID?

For purposes of Contract Variation requests, please note that the ‘Opportunity ID’ (457 in above example) is not
relevant. It merely acts as a placeholder for your Variation request. The App ID (‘1511 in the above example’) is what
you need to make note of when referring to Contract Variation request forms.

When using the search function to look for a Contract Variation request form, ensure that you choose the
‘Application’ parameter.

2. How do I return to the CVR form if | accidentally land on the ‘Opportunity’ page for
a CVR?

e This what the screen would look like if you accidentally land on an Opportunity page for a CVR (note that the
Status of Opportunities for all submitted CVR’s will say ‘Active’);

Opportunity

320 - John Doe - Acting Up Allowance
Status Active

Overview Details Forms Participants Interviews Applications

Summary

Current Status: Active

e In order to see the Contract variation request form, click the ‘Applications’ tab and then the Employment
Variation in the table in blue;

320 - John Doe - Acting Up Allowance
Status Active

Overview Details Forms Participants Interviews Applications

2w All

APPLICATION STATUS (LIST) TOTAL
Employment Variation - Awaiting Tier 1 Approval  1(100.0%)

Tota




e Double click on the Application displaying in the list that comes up (there should always only be one for
CVRs);

Application Search Results View AddtoSelection Status- Communication~ Bulk Actions~ Print~ Download 1§

SEARCH CRITERIA

Allowoce (320) AND Application Status (List) Any of Employment Variation - Awaiting Tier 1 Approval

Edit Search

Displaying | 100 | of 1results | 0 Selected + ter results - Default Application Layout v o = =
SUBMISSION DATE APPLICATION ID LAST NAME EMAIL ‘OPPORTUNITY TITLE ORG LEVEL1 APPLICATION STATUS
25/09/2023, T1:45 1390 Doe john.doe@gmulacuk John Doe - Acting Up Allowance Employment Variation Employment Variation - Awaiting Tier 1 Approval

e You will land on the page for the CVR form;

Application Summary

1390 - John Doe

John Doe - Acting Up Allowa

s Employment Variation - Awaiting Tier 1 Approval

Summary Notes | Forms (1) | Access

2 Application Summary

Ermail Johndoe@gmulac.uk

3. How do | delete a request that was created in error?

You will need to get in touch with your HR Operations team to request that they delete the form for you.

4. My request had been rejected. How do | update and re-submit the form?

e Search for the request via the Search function at the top right using the App ID. OR click ‘Applications’ in the
left-hand pane and then ‘Search’. This will bring up a list of all of your submitted requests. Double click the
one that you need to re-submit.

e Click the green ‘update’ button on the form that comes up.

e Make the necessary edits/updates to the form and click ‘Submit’.

e The form will now show as being at Tier 1 Approval.


https://hr.qmul.ac.uk/oleeo/recruitment--hr-operations-team/

