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TeamSeer (Home Page)
The TeamSeer home page is where you can action or view team members’ planned and unplanned leave as a Line Manager or Line Manager’s Admin Assistant. 
TASKS box: Find planned and unplanned Leave request along with the 
email notification. 

TEAM OVERIVEW box: Find a 12 month summary of direct reports 
Leave or Sickness.
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RETURN TO WORK INTERVIEW FORM
Can be accessed via the email notification or within the Task box here.
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ABSENCE REQUEST WITHOUT QUICK APPROVAL TICK ICON
Click on the circle [image: ] icon and a grey box will appear with more information.  
These types of leave will need to be approved using the [image: ]button
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Types of messages that can appear:
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QUICK VIEW
To view, hover over the leave request wording of a staff member and a grey box will appear with the details of the dates and leave requested. In addition a team calendar view will appear with a red hightlighted box of the date/s and leave. 
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TEAM OVERVIEW: 
Only direct reports will appear here.

Holiday Remaining:  Will show each team members remaining leave allowance.

Sickness
For full overview of all leave and unplanned leave press [image: ] button.
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QUICK APPROVAL
For quick approval of leave press [image: ]icon
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TeamSeer creates and updates a record based on the information provided by the Staff members record from ICIS in the nightly upload;
· For support on updating ICIS records please email Staff Hub on hrstaffhub@imperial.ac.uk
· For technical issues with the system please email HR Systems team on availabilitymanagementsupport@imperial.ac.uk 
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As part of the Support Services initiative to modernise College processes, the College has. Useful Documents

Occupational Health implemented an availability and absence management system, called Teamseer. The system - Internal Welcome Email (PO

Operational Bxcellence has been developed to manage staff availabilt, e.£. oliday, sickness, and other absence - Leave type guidance (word)
types required by the College. - Managers self senice

Seaenmmaz types required by o Man: If servi

Following a successful pilot, the system was implemented College-wide on 1 February 2018, in
line with the start of the new annual leave year. Staff will need to use the system to request
and logaall leave. Family friendly leave and some other special leave types wil stil require
College processes to be followed before the leave is entered into TeamSeer. Please note,





