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Raising a TATF or Bulk Engagement Contract Request - Oleeo User
Guide

This document will provide you with step-by-step guidance on how to:

- Create a TATF or bulk engagement contract request including copying requests
- Reviewing a request saved as “Draft” and releasing for approval
- Give other users access to an Opportunity

Throughout this document, the words ‘request’ and ‘Opportunity’ are used interchangeably.

Important Note: The TATF/Other Bulk Engagements template should be used for raising new and
additional contract requests for bulk engagements including TATFs, Demonstrators, Student
Ambassadors, Invigilators, SU casuals, CBME Tutors etc.

Contract variations for TATFs and other Bulk engagements must also be submitted using the same
TATF/Other Bulk Engagements template.

For temporary part year contracts (different to bulk engagements, which include set hours and casual
worker agreements) use the “Temporary Contract” template and follow the “Raising a Temporary
Contract Request” guidance.

Accessing Oleeo

Step/Action

To access Oleeo, use this link: https://gmul-
jobs.tal.net/ and click on “Log in with single sign
on” to log into the system.

Example/Screenshot

Note: You must be logged in with a “Hiring ‘
Manager” or “Faculty Hub” profile to be able to
create an Opportunity.

Personal Settings

Username Email Address

When you log into Oleeo, you will be presented

with your homepage known as your Dashboard.

To switch the profile, you are on:

i. Select your name from the left-hand
menu.

ii. Under “My Profile” select the profile you
wish to switch to in the “Recruiter
Profile” field.

iii. Select “Save”.

The profile will now switch and load the
relevant dashboard.

H
I Password My Profile

DlLog Out

Recruiter Profile

iring tarager N
HR Admin Restricted -

Hiring Manager -

Sys Admin -

Senior Management / Approver - Senior Manageme.
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Creating a TATF or bulk engagement contract request

1) Select the “Create Opportunity” button in the
“Quick Links” box on your Dashboard which will
load the “Create” screen.

@ messages | 7 help guides Dlog out
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OPPORTUNITIES SHORTLISTING INTERVIEWS CONDITIONAL OFFER
EMPLOYMENT VARIATIONS TATF / TC / AW REQUESTS EHV
uick Links - .
Q Recruitment User Guides/Doc!
| Create Opportunity | Online Help To access the documents,

. Dashboard

Note: You can also select “Create” under the “Opportunities”

section in the left-hand menu. o MyTasks v
D Applications v
Quick Tip: If you are on a screen other than the
. Opportunities ~ Opportunity Overview
“Opportunities” tab on your dashboard, enter the word a e
. . Displaying -25 of 72 results whnleTabIeFiI!er < HHEH -
“create” in the search box and then click on the result Recent Opportunities v .
. . i I%pportumtyA %ﬁganumw Orglevell Orglevel2  Status HRA HR Mailbox
returned. This will launch the Opportunity Form. S e e -
ead o L - tudent .
Selections 2 School of ;:?C?::':’”a' Experience ggs‘dp"ele ;‘::’:Eﬁ pshrrecruitmentgar [
History Directorate
— 5 D Worklorce Medienes BECHCH orcalea  M% fmahmecnitmentse
. v
4 Sa—— == »

2) On the Create screen, choose either to:
i. Start with an existing template by selecting the
“Template” tile or
ii. Copy an existing Opportunity by selecting the
“Existing” tile.

Existing
Copy an existing opportunity

Template
Start with an existing template

Select Template | Select ATemplate

If you select the “Template” tile, you will need to select the
TAFT/Other Bulk Engagements template.

If you select the “Existing” tile, you will need to enter the
Opportunity number you wish to copy in the “Select
Opportunity” field. This will load a copy of your previously
submitted request. You can then proceed to editing the
form before submitting.

Template
Start with an existing template

Existing
Copy an existing opportunity

Select Opportunity * | | select value
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3) Enter the “Job Title” and “Proposed Closing Date”. Job Title * L
The proposed closing d_ate does not have an Creation Date (DD/MM/YYYY) [ 02/04/2025 ‘@ (14 V‘Zro ~|
impact on the request itself but must be at least 3 : :
months after the creation date. Proposed Closing Date (DD/MM/YYYY) * | DD/MMAYYYY ‘m | = "‘55 v)
“Creation date” is auto populated and should be
left as is.
Note: The Job Title should be appropriate to the position you
are recruiting into. Once the form is submitted, you will not
be able to amend the title. P -

Position Details
4) Complete the POSItIon Detalls' Mandatory fIEIdS Please submit separate requests for cohorts of different SE\TESTE!’SGQ‘S\.H)\T‘\Z one request for cohorts in Semester A and a separate request for cohorts in Semester B. Unless the cont actspans

. . . across all Semesters with no break.
are marked with an asterisk (*). The question mark i

K X JobType * [ select |
bubbles provide extra help if you hover over them.
Request Type * [ select |
Planned Number of Hires (Total Headcount] * | J
Location(s) * | select ‘
Main Site * [ select |

Organisation Level 1* | select J

Qrganisation Level 2* | select J

5) Once you are happy with the completed form, click orameston oo+ e ‘
“Create”. eten ‘
If you have missed any mandatory fields and wish
to return to the position, click “Save as Draft”, and
follow the “reviewing and releasing a saved draft”

guidance below. Otherwise, continue to Step 6. | Cancel |

6) You will now see the Opportunity ID, Title and
Status. Click the green “Request Approval” button.
Once selected, the status will change to “Awaiting T - Bl F = s imrs,
Tier 1 Approval” and the Tier 1 Approver will
automatically be sent an approval request email.
You will also receive an email to confirm that the
Opportunity has been submitted for approval.

FTC Reason * [ select |@

Opportunity

Status Draft

' Request Approval X Cancel Additional Documents
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Note: Once you have submitted the form for approval, you Opportunity
will not be able to make any changes. To review the form
before clicking the “Request Approval” button, go to the

M7 - Bulk Demonstrators A

“Forms” tab and click on the first row. You will be able to Status Draft

make changes to the form if you need. Ensure you click PEpN—

“Submit” at the bottom of the form to save the changes

and then click "Request Approval"_ Overview | Details Participants Interviews |  Applications

I Opportunity Form - TATF I

Additional Documents

On Oleeo, there is a 2 Tier approval system. The approver workflows are as follows:
e Research Grant funded requests will be sent to the School/Institute Manager (Tier 1) and then JRMO (Tier 2),

e Queen Mary funded requests will be sent to Finance (Tier 1) and then Faculty Director of Operations (Tier 2).
Once the post has been fully approved, it will go to HR (tatfandtempenagements@qgmul.ac.uk) to review and action.
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Reviewing a request saved as “Draft” and releasing for approval
Step/Action Example/Screenshot
1) Locate your draft Opportunity. To do so, you can
either: OPPORTUNITIES SHORTLISTING INTERVIEWS CONDITIONAL OFFER PRE-EMPLOYMENT CHECKS 9

i. Use your Dashboard. Go to the “TATF/Bulk
Engagement Requests” widget on the
“TATF/TC/AW Requests” tab and double click
on the draft Opportunity you wish to review
and edit. OR

ii. Search in the left-hand menu typing in the
Opportunity Title or ID and then single selecting
the Opportunity in the results returned.

Quick pro tip: If you know the Opportunity ID, you can go
straight to the Opportunity using the prefix “v:” followed
by the ID. For example, if the Opportunity ID is “1117”
enter “v:1117” and press enter.

2) Once you have landed on the Opportunity page,
select the “Forms” tab and click on the first row.

3) Review the form and make the necessary
changes.

4) Ensure you click “Submit” at the bottom of the
form to save the changes.

5) To move the Opportunity out of draft and start
the approval process, click the grey “Save Draft”
button. The status will remain as “Draft” but you
will be presented with the “Request Approval”
button.

6) Click the green “Request Approval” button. Once
selected, the status will change to “Awaiting Tier
1 Approval” and the Tier 1 Approver will
automatically be sent an approval request email.

Khaleda Shahid
Hiring Manager

EMPLOYMENT VARIATIONS TATF / TC / AW REQUESTS EHV

TATF / Bulk Engagement Requests

~ opiayng (Y orrresus whie ravie rver (D
Opp  OppTitle Orglevel  Orglevel Status JobType Request #0f  Proposer  Submission  Target 4 Designated
D 1 3 Type Hires Date Start Approver (Tier
' My Tasks v B )
HRST HRST
Syst Syst 3.0 trators 1N
[ Aeplications v Bulk A L2Em ermonstraters = Khaleda  15/04/2025, 1May
mr e TeSting  Tesing  Draft  (Employment Starters/ - ot
emonstratots  noNOT (DO NOT Contract) Re-Joiners ant
8 opportunities v UsE) UsE)

Opportunity (Draft)

1117 - Bulk Demonstrators A

Status Draft

Save Draft

Interviews | Applications

Overview Participants

I Opportunity Form - TATF I

Additional Documents

M7 - Bulk Demonstrators A

Status Draft

Save Draft

Status Draft

X Cancel Additional Documents

+/ Request Approval
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Giving access to others
Step/Action Example/Screenshot

To give others access to the Opportunity and Application, | [daatiltis]

you will need to add them to the “Participants” tab.

1) On the Opportunity, under the “Participants” tab,
select “Add Participant”.

+ Request Approva 4

Overview Details Forms ici Interviews Applications
2) Search for the individual you wish to add in the I e
“User/Profile” field and ensure that the Add Participant
“Category” matches. It should be a Hiring resuts rier et (I
Manager prOfIIe The "User / Profile’ and 'Category’ fields are mapped together so that you can only select a valid

combination

Note - You do not need to add recruiters here as they have default access.

3) Tick “Can View Applications”.

User / Profile | x23 Romana Ashraf [ Hiring Manager ) ‘I

4) Select “Add Participant”. Khalsds shanid ' )

Category * | Hiring Manager x|

["] co-ordinator

If an individual does not have the required profile, they
will need to contact the IT Service Desk to request it. & can View Applications

Cancel | Add Participant
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