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Adding Bought Holiday to an Allowance

[bookmark: _GoBack]To access the system visit: https://saml.imperial.ac.uk/simplesaml/module.php/core/loginuserpass.php?AuthState=_f6e91c680d5293f995f00fbf1eb93f3136644cc08f%3Ahttps%3A%2F%2Fsaml.imperial.ac.uk%2Fsimplesaml%2Fsaml2%2Fidp%2FSSOService.php%3Fspentityid%3Dteamseer%26cookieTime%3D1516880222 

and enter your single sign on details. 
When logged into the system, click on the tab for “My Admin” along the top ribbon.
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This page will always display your own details as a default view. 
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You will need to bring up the record for the individual who you wish to enter bought holiday allowance for. To do this, on the right hand side of the page you should see a box for “View another user”. Enter the surname or CID of the individual whose record you need to make changes to. 
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The page will then automatically update to show the details of that individual;
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On the left hand side of this page the following menu will be displayed, and will currently be on the Account section. To add in additional bought leave to an individual’s allowance, click on the Allowances section;
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The current allowance details for that individual will be displayed. 
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To enter any additional holiday bought, scroll to the field labelled “Holiday Bought (as +ve)” and enter the number of days that have been agreed and confirmed. 
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Scroll to the bottom of the page and hit the green Submit Changes button to re-calculate the new allowance. 
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The allowance page will be refreshed and the new allowance in the Total Holiday Quota will reflect the new total;
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Need some help? Click this.
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Account Details for Laura Bailey

First Name Laura
Sumame Bailey
Location PE - Human Resources Di

User Name (Email Address) I bailey@imperial ac. uk

Ifthe user has an emal address this MUST be used as the user name.

BMIT CHANGES

View another user

Type name or select -

RETURN TO MY ACCOUNT

Not Receiving Emails?

If Laura Bailey is not receiving
approval request emails,

1. Check their email address for
typos by sending an email to
Lbailey@imperial.ac.uk

2. Ifthis works, get TeamSeer to
generate a test email which wil
be sent to them and to you

« Ifyou receive the email but they
didn't, ask them to check their
‘spam fiter and trust emils from
TeamSeer

« Ifneither of you received the
email, ask your IT department to
check global spam mailboxes
and filters (e.g. MessageLabs or
Mimecast).
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Allowances for Laura Bailey

Allowance Profile

TeamSeer Suggested
Holiday Quota

This Year's Holiday Quota

Holiday Bought (as +ve) /
Sold (as -ve)

Other Adjustments to Holiday
Allowance

Other Adjustments Reason

Prior Year Holiday Rollover

Total Holiday Quota

Remaining Holiday
Calculations

Allowance Profile 25 days v

Pick the allowance profe 0 use:

Period 1 Feb 2017 to 31 Jan 2018
Span = 247 Days (worked only)
Annual allowance = 25.00 Days.
Rounded usi
Days

method: Round up (nearest half day) = 25.0

This suggeston is calculated by TeamSeer based on the start date, end
date, allowance profie, and work pattem

2%

‘Add notes explaining the other adjustments

25
The total amount of Holiday the user s enlited o n the curent reporting
period

This Year's Holiday Quota: 25 Days.
Holiday booked: 0 Days
Remaining this year Holiday allowance: 25 Days

Areport on Holiday allowance used and remaining allowance

View another user

Type name or select -

RETURN TO MY ACCOUNT

Allowance Calculations

Unless you have exceptions to your
business rules, the TeamSeer
Suggested Holiday Quota and This
‘Years Holiday Quota should match
Where they do not match, the
employee will not see the TeamSeer
Suggested Holiday Quota or
calculation

To view all mismatching allowances
in one place, go to the Allowances
and start dates grid and set the
Filter to Mismatching allowances
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This Year's Holiday Quota

Holiday Bought (as +ve) /
Sold (as -ve)

Other Adjustments to Holiday
Allowance

Other Adjustments Reason

Prior Year Holiday Rollover

Total Holiday Quota

2%

‘Add notes explaining the other adjustments

33
The total amount of Holiday the user s enlited o n the curent reporting
period
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Need some help? Click this.

My Admin Account Information

Account Account Details for Bridget Butler R

Relationships
Type name or select. >

Key Dates First Name Bridget

Allowances

Calendar

St

outook umame Butler

System

‘Quick Login Location PE - Human Resources 1. Check your email address above
carefully for typos.

Mobile 2. Ifthis is OK, get TeamSeer to

Records User Name (Email Address) bridget buler@imperial.ac.uk generate a test email

Book Leave Settings « Ifyou don't receive the emai,
check your spam fiter and trust
emails from Teamseer

« Ifyou didn't receive the email,
ask your IT department to check

global spam mailboxes and fitrs
(e.g. MessageL abs or Mimecast)

Changing locations

Ifthe user has an emal address this MUST be used as the user name.

When changing the location of a
employee, ensure that you also
update the bank holiday layer for the
employee in Work Pattern field on My

Admin - Calendar.
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