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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: You will receive an email from Oleeo 
notifying you that a Flexible Working Request 
(FWR) is awaiting your approval. 
 
Step 1a: Click the “Oleeo” link in the email 
notification to take you directly to the request 
form.  
 
Note: Provided you are logged in on the “Hiring 
Manager” profile, you will be taken straight to 
the Employee’s FWR application page. Your 
logged in profile can be seen on the top left of 
your dashboard under your name. 
 
 
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”. 
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Step 1c: Review the form and discuss the request 
with your direct manager.  
 
Step 1d: After discussing the request, return to 
the form. Complete the “Approver Decision” 
section within the form and “Submit”. 

 

 
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. 
 
 
Step 2a: Ensure that you are logged in on the 
“Hiring Manager” profile and proceed to Step 2b. 
 
 
 
 
If you need to change the profile you are on: 

i. Select your name on the top left of your 
dashboard. 

ii. Click “Select Profile”.  
iii. Tick “Hiring Manager”. 
iv. Click “Select Profile”. 
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Step 2b: On your Dashboard, select the 
“Employment Variations” tab. 
 
 
Step 2c: Scroll down to the “Flexible Working 
Requests - Awaiting Approval” box. You will find 
all the FWRs awaiting your review here. 
 
Step 2d: Double click the request (row) that you 
want to review. Then follow Steps 1b-1d above.  

 
 

 
 

If the request is 
- Rejected: the employee will get an automated email with the details that you have submited on the form. 
- Approved: a no�fica�on will go to the employee with the details of the decision and to the HR Opera�ons team for processing. The employee 

will get another no�fica�on once the HR Opera�ons Team have processed the relevant paperwork. 
 

IMPORTANT NOTE: If the HR Operations Team receive the approval by the 1st of the month, then it will be processed for payroll for the same month. Otherwise, 
the payroll updates will be processed the following month. 
 

 

  



 
 

Page 4 of 4 
      Last updated: 25 October 2024 

How to delegate approval for a Flexible Working Request 
 

Step 1: Once you land on the Employee’s flexible 
working application page using one of the 
methods above, select the blue “Delegate Tier 1 
Approver” button. This will launch the “FWR - 
Delegate Approver” Form.  
 
 
 
Step 2: In the “New Approver” field, type the 
name of the manager that you want to delegate 
the approval request to. Then select their name 
from the drop-down menu.  
 
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. 
 
Please Note: If the name of the manager does not appear on the list, then they do not have a Hiring Manager profile on Oleeo. They will need to email IT Service 
desk to request the profile. 
 

 


