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Manager Options  

 



Manager Options 

Process Proposals of Employees  

Approve, Decline or Request Modification of the 
Proposal 

Print Proposal (open a PDF) 

Terminate an Arrangement 

Perform Evaluation of Arrangement 

Perform a Survey 

Change Password (for non-SSO configurations). 
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NOTE: In the following slides the notes or 
annotation for the slide are text boxes 
inserted in the slide. 
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This is a sample of the notes or annotations text 

box as they will appear in the following slides – text 

is red, italic, Ariel, 12 or 14 pt. The boxes have no 

outline and vary in transparency. 



LandingPage Options 

Flexar 

The Manager Menu is 

accessed by clicking the 

“Manager Process” box. 

This is the LandingPage or the 

‘Flexar Portal’ – providing access 

to all parts of the Flexar system 

and collaborative systems like the 

Orientation and Toolkit. It is 

completely customizable. 



Manager Home 
Manager Home 

The text can be re-phrased as a “Registration 

Process” as opposed to a “Proposal Process”. 

Menu options can be excluded to meet your needs. 

The text between the “Home” bar and the “Manager 

Options Menu” is optional and customizable. 
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This banner is customized per client specifications to appear as part of their intranet 

(instead of a cloud-based service) and is presented at the top of every page. 



Process Proposal 

Processing a proposal is a 5 step process: 

1) Select the Proposal to process. 

2) Present the Arrangement Detail – change the start 
and proposed end date, if needed.  

3) Review and comment on the proposed Schedule 
(Onsite and/or Offsite) 

4) Review and comment on Employee Responses to 
Proposal Questions 

5) Provide management Decision on the Proposal.  
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Select Proposal 

The Proposals ready for management processing of 

Employees who ‘direct report’ to the current user are 

displayed. If there are more than 1 levels of management 

approval required, then proposals of ‘indirect reports’ 

ready for their level of review will also appear in the list. 

Process or Print the highlighted proposal. 

Various search options. 
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Details 

Personnel Profile may be displayed to provide additional 
information Manager may consider in their decision. 

Display the applicant Person Profile 

or  Print the current proposal. 

Modify the Proposed 

Start or End Date of 

the current proposal. 
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Details 

Personnel Profile may be displayed to provide additional 
information Manager may consider in their decision. 
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Dates can be provided using 

“date selection controls” to 

ensure valid dates. 



Person Profile 

Personnel Profile of the applicant may be used by their 

Manager in making their decision. 
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Schedule (option 1) 

Manager may comment on the schedule if they require a change 
or (if permission granted) may change the Schedule as needed.  

Manager may comment on the schedule if they require a change. They may 

change the Schedule as needed if this option is enabled in the configuration.  
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The Previous and Next buttons perform an 

implied “Save” on every panel. 



Schedule (option 2)  

Illustrates the 2 periods per day (before lunch and after lunch) Schedule 

capture option, if this level of detail is most suited to the client needs. 
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Proposal Questions 

Managers may provide comments or guidance on Employee Responses to enhance success of the Arrangement. 
Question Proposal Comments (and Employee Responses) are unique and specific to a single Arrangement. 
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The original questions and 

assisting text are displayed. 

The applicant’s answers are displayed. 

The manager may insert comments or directions for improving the proposal necessary for Approval. 



Decision 

Manager provides their decision. 

Managers provide their decision by clicking one of the buttons below. 

There may be as many Modify/Re-Submit cycles as needed to get it right.  

The Manager may leave the proposal in the Submitted status by clicking the 

Home or Logout options without providing a decision. They may have a verbal 

exchange with the applicant regarding necessary changes and the applicant 

may edit their responses. This results in quality proposals without including 

manager comments. 
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On Decision Selection 

2 things happen on Decision Selection: 

1) The Flexar database is updated to record the change. 

2) An email is created, sent to the applicant and CC’d 

their manager (and possibly others): 

a) Approved – notifying them of the Approval with instructions and/or 

attachments, if applicable. 

b) Declined – notifying them of the Decline with instructions, if applicable. 

c) Modify – notifying them of the need to Modify the proposal per the comments 

provided in the proposal. This includes a link to the process for modifying the 

proposal. Only the applicant can open the link successfully. There may be a 

standard attachment included in the email. 

 

Examples of these emails follow. 
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Email on Modify 

 above email is automatically created by Flexar.  

 “Subject:” contains the Arrangement Name.  

 “From:” is the Flexar mail administrator for the client company.  

 “To:” is the applicant/employee of the proposal. 

 “Cc:” entry values are manager(s) and/or HR personnel.  

 Text pertains to manager’s request for modification. 

 Link to Edit Proposal for the specific proposal, by the applicant only. 
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Email on Approve 

 above email is automatically created by Flexar.  

 “Subject:” contains the Arrangement Name.  

 “From:” is the Flexar mail administrator for the client company.  

 “To:” is the employee or applicant 

 “Cc:” are manager(s) and/or HR.  

 Text of email notifies parties of the Approved decision. 
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Email on Decline 

 above email is automatically created by Flexar.  

 “Subject:” contains the Arrangement Name.  

 “From:” is the Flexar mail administrator for the client company.  

 “To:” is the applicant/employee of the proposal. 

 “Cc:” entry values are manager(s) and/or HR personnel.  

 Text of email notifies parties of the Decline decision. 
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Summary of Processing Proposals 

 4 simple tabs in the wizard-based process. 

 All presented data (text and captions) are stored in the 

Flexar database to enhance customization. 

 All captured data (user input) are stored in the Flexar 

database to enhance collaboration, reporting & re-use. 

 a Proposal PDF file is accessible that records and formats 

values of the Proposal at time of submission. 

 An email is automatically created to alert the related 

parties of the outcome (see the email slides).  
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NEXT STEPS 

Flexar 

Your company could be enjoying the benefits of Flexar 

within 3 weeks for less than you expect. 
 

There is nothing to buy, no hardware or specialized software to acquire. 

Users need only a browser (on their computer, notepad or phone). 

 

You can view the Flexar Administrator Options Menu presented in the 

Walkthrough section. 

 

If you have any questions or would like to schedule a Flexar demonstration, 

please call 240-602-1127 and ask for a Flexar specialist or email 

support@pipersoft.net  with your request. 

 

If you would like a cost quote and proposal, please call the above number 

and ask for a Flexar Sales specialist or email your request. 

mailto:richard.latty@pipersoft.net

