
TeamSeer Absence Reporting  
  

  
Absence reports can be run from the  
TeamSeer system using the Reports option. 
This is only available to staff with the role of 
TeamSeer Administrator.  
  
(1) Select the columns to include in the 

Excel report.  
  
NB: Reasons for sickness should be 
excluded by unticking the ‘Type & 
Category’ and ‘Notes’ boxes  
  

(2) Enter the effective dates of the report  
  

(3) Select the name of the person from the 
dropdown list.  

  
(4) Select the Type/Category of absence 

from the dropdown list, e.g. Holiday, Sick 
Days.  

  
(5) Download the report in Excel and add a 

header/title to indicate whether it is a 
Holiday or Sickness report.  

  
(6) Convert the report to PDF format.  

  
If a staff member does not use 
TeamSeer, an alternative record of 
absence should must be provided.  
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