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1. The Login screen 

1. Locate the HR Systems Home page at https://www.hrsystems.admin.cam.ac.uk 
 
 

 
 

2. Log in to CHRIS from the Systems Log in section on the right-hand side. 
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3. The Login screen will be displayed.   
 

 
 
 

4. Enter your sign in details and password 
 

 

5. Then click on Sign in 

6. Verify your identity using the Multifactor authentication 
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Information regarding setting up Multi-Factor authentication is available here: 
 
Employee Self Service (ESS) and CHRIS: new way to log in from 3 February 2022 | IT Help 
and Support 

 

https://help.uis.cam.ac.uk/news/employee-self-service-ess-and-chris-new-way-log-3-february-2022
https://help.uis.cam.ac.uk/news/employee-self-service-ess-and-chris-new-way-log-3-february-2022
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7. Select your Adminster Annual Leave Role 
 

 

8. The following page will be displayed. 
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1.1. Connecting to the Virtual Private Network (VPN) 

Please note that if you are working from home or in an un-networked location you will need to 
be logged into the Virtual Private Network (VPN) to use the CHRIS System 
 
 

 
 

Instructions for setting up a Virtual Private Network (VPN) can be found here: 
 
Remote access when working away from the University | IT Help and Support 

If you see this message displayed when you attempt to log in, then you need to connect to the 
VPN 
 

 

 

https://help.uis.cam.ac.uk/service/network-services/remote-access#UAS
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2. Viewing Annual Leave entitlement and balances 

Annual leave in CHRIS is calculated in line with contractual entitlement. Where employees work 
fewer than 5 days per week or are not employed for the whole of an annual leave year, their 
entitlement is pro-rated as set out in: CHRIS Annual Leave Calculations v3 - June 2026 

Where you require details of how annual leave recording works from an employee or line 
manager’s perspective, please see: User Guide: Recording Annual Leave and Sickness for 
Employees and Line Managers. 

2.1  Viewing an employee’s annual leave entitlement 

1. Select People 
 

 
 

2. Please check that the Effective Date at the top of your screen is set to the date you wish to 
view entitlement from (if not today’s date, which will be the default).  
 

 
 
For example, if you wish to view entitlement for the start of a new annual leave year, you 
will need to change this to 1 October of the relevant year.  You can change the date by 
clicking on the date on the top left of the screen and typing or selecting a date from the 
calendar. 
 

https://universityofcambridgecloud.sharepoint.com/:b:/r/sites/myHR-readiness/Shared%20Documents/myHR%20Readiness/CHRIS%20Annual%20Leave%20Calculations%20v3%20-%20June%202026.pdf?csf=1&web=1&e=6rcuZg
https://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/employee-self-service-ess
https://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/employee-self-service-ess
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3. Search for the employee 
 

 

4. Select the employee whose record you wish to view. A summary will be displayed, 
including a dial showing their current remaining holiday entitlement. This dial is updated 
when the employee’s absence is recalculated (which happens overnight). Where a person 
is eligible for annual leave in two (or more) separate positions at the same time, the value 
shown will be the total entitlement for those two (or more) positions. 
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5. From the Annual Leave summaries link select Holiday Entitlement Summary. 
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The Holiday entitlement Summary screen will be displayed showing dates for Annual 
Leave, Bank Holiday and Company Holiday and the remaining entitlement.  
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2.2 Important points to note when viewing annual leave in CHRIS 

2.2.1 Fixed-term contracts 

o CHRIS will pro-rate entitlement for the leave year a fixed-term contract is due to end.  

Important note: this does not apply to employees who are on an open-ended with 
limited funding (OELF) contracts, which have the same legal status as open-ended 
contracts. Entitlement for those on OELF contracts is calculated based on a full leave 
year (unless the employee starts or leaves during the year) as per the standard 
entitlement calculation. 

o Fixed-term employees will still be able to book annual leave after their expected end 
date but without it being deducted from their balance.  

o It is vital to monitor fixed-term contract end dates via the monthly burst report to 
institutions (see Limit of Tenure/Funding Control | Human Resources) and to submit 
fixed-term contract extension requests (CHRIS/50 or CHRIS/53 form) as soon as an 
extension is confirmed. CHRIS will update an employee’s annual leave entitlement and 
balance after an extension has been processed (this is normally overnight but will be 
longer when CHRIS is locked for monthly payroll processing). 

o You will need to check the employee’s annual leave balance the day after an extension 
has been processed and you have received a copy of the letter from the HR 
Amendments team (or as soon as possible after that). In some cases, the employee 
may now have a negative annual leave balance (i.e. where they booked more annual 
leave after their previous expected end date than the additional pro-rated leave 
entitlement for the extension).  

o Where you identify that an employee’s fixed-term contract extension has resulted in a 
negative annual leave balance, please contact the employee and their line manager to 
make them aware of the negative balance and set out the options available to them. 
These are: 

a) Amend their annual leave booking(s) by cancelling the required number of days to 

take them back to a zero or positive annual leave balance. 

b) Amend their annual leave booking(s) by cancelling the required number of days to 

take them back to a zero or positive annual leave balance and seek approval to 

book the required days as unpaid leave.  

c) Depending on the point in the annual leave year and the number of days, the 

employee could go into the new annual leave year with the negative balance which 

will be offset by the new year’s entitlement. This must only be done if the employee 

retains a balance for the new annual leave year of at least the statutory holiday 

amount (currently 28 days, pro-rated for part-time or part year). 

d) Retain the negative balance on the understanding that any annual leave taken over 

the pro-rated entitlement may need to be paid back through a deduction from final 

pay at the termination of the fixed term contract. 

  

https://www.hr.admin.cam.ac.uk/hr-services/hr-reporting/reports-library/limit-tenurefunding-control
https://www.hr.admin.cam.ac.uk/forms
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A template is provided to assist you. It is also advisable to keep a record (e.g. email 
summary) of the course of action agreed.  

Template email to a fixed-term employee with a negative leave balance 

Dear [Name], 

You will notice that, following the recent extension of your fixed-term contract, your annual 
leave balance in CHRIS is now negative (after leave already taken and leave booked in the 
future).  

 
This has happened because you had already booked annual leave for after your previous 
fixed-term contract end date and, now that your contract has been renewed, this leave has 
been deducted from your recalculated annual leave entitlement.  
 
These future leave bookings mean that you are currently due to take more annual leave 
than you are entitled to under your contractual terms. The options open to you to 
consider are as follows:  

• You may choose to edit or cancel future bookings to reduce your balance to zero or a 
positive value. The User Guide: Recording Annual Leave and Sickness for Employees 
and Line Managers found here sets out how you can edit or cancel bookings. 

• You could discuss with your line manager whether they would support you taking some 
of your future booked annual leave as unpaid leave instead.   

If you take no action and you still have a negative leave balance: 
 

• At the end of the annual leave year – the days of overtaken leave will be deducted 
from your next leave year’s balance automatically. Please note: you must have a 
balance for the new annual leave year of at least the statutory holiday amount 
(currently 28 days, pro-rated for part-time or part year). If this will not be the case, 
please ensure that you have taken one of the options above before the end of the 
leave year. 

• At the date you leave the University – pay equivalent to the overtaken 
leave may need to be repaid through a deduction from your final pay.  

 
If you have any questions about your leave balance or the options available to you, please 
do not hesitate to get in touch. 
 
Kind regards, 

[Name] 

[Title] 

  

https://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/employee-self-service-ess
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2.2.2  Secondments 

o Book leave in both positions: 
It is recommended that employees on secondment book annual leave against both their 
substantive (home) and secondment (host) positions (if both use CHRIS annual leave). 
This ensures managers in both areas can see their bookings, and their record stays 
accurate even if their secondment dates change. Only the position they are in at the 
time the leave is taken will have a balance deduction. 

o Pro-rated entitlement for the secondment (host) position: 
While an employee is on secondment, CHRIS will pro-rate their annual leave 
entitlement in line with their secondment end date (for the leave year in which the 
secondment is due to end).  

o Entitlement for the substantive (home) position: 
If an employee’s home institution uses CHRIS annual leave, annual leave entitlement 
for their substantive (home) position will appear pro-rated in line with the date they took 
up their secondment. However, when their secondment ends and they return to their 
substantive role, their remaining entitlement for that leave year will be updated 
automatically. They can continue booking leave against their substantive position 
throughout. 

2.2.3  Leavers 

Once you have processed an employee is processed as a leaver, their annual leave 
entitlement will pro-rate automatically in an overnight process. 

2.2.4  Adjustments, overrides and carryover 

o If the entitlement has been adjusted or overridden then the ”Entitlement for period” field will 
show the revised balance and the word “adjustment” or “override”.  

o If the employee has had any leave carried over automatically from the previous annual 
leave year then the “Entitlement for period” field will contain “[number of days] brought 
forward”. 

2.2.5  Christmas closure days and bank holidays 

o Standard University Christmas closure days are displayed as ‘Company Holiday’. These, 
along with bank holidays, are pre-booked in the system automatically (unless your 
institution requested different configuration when adopting CHRIS annual leave). 

o If your institution has additional Christmas closure days which apply to everyone, please 
contact chris.helpdesk@admin.cam.ac.uk for central support on adding these to CHRIS. 

o If an employee in your institution works on standard closure days or bank holidays, please 
make a manual adjustment (see section 6 for instructions) to add the required day(s) back 
into the employee’s annual leave balance.  

  

mailto:chris.helpdesk@admin.cam.ac.uk
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2.2.6  Employees whose leave is being managed outside CHRIS 

When your department/institution adopted CHRIS annual leave, there was an opportunity to 
agree exceptional cases where it was more appropriate to continue managing an employee’s 
annual leave outside of the system. These employees will not have an annual leave balance in 
CHRIS. 

Valid reasons for offline annual leave management include that the employee: 

o Has a highly variable working pattern where the CHRIS pattern override function (see 

section 7) would not provide an effective solution. 

o Has a term-time only working pattern with no bookable leave (TTOi). 

o Is a variable hours employee with no contractual hours (these employees are paid rolled up 

holiday pay so do not have bookable leave). 

o Currently has their annual leave managed in hours rather than days. 

o Transferred to the University under TUPE arrangements and does not follow the 

University’s standard annual leave year of October to September (any difference in annual 

leave entitlement due to TUPE can be managed through a balance override in CHRIS if the 

leave year is the same). 

You will be able to identify when an employee in your institution is being managed offline 

through: 

o Seeing in the Holiday entitlement summary screen that they have a scheme name of ‘No 

leave booking – managed offline’ 

o In any annual leave reports, the scheme name will also be shown in this way and their 

entitlement and balance will show as zero. 
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3. Viewing Annual Leave using the Calendar 

1. Select Absence Calendar from the Annual Leave summaries Link 
 

 
 

2. The Absence Calendar will be displayed showing absence from today's date for the next 
month. 
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3. Use the drop down arrow to the right-hand side of the date range to change the dates viewed 
from Month from today to either a Specific Date range, or Yearly View. 
 

 
 

4. Choosing Yearly View will display the screen below. 
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4. Viewing Annual Leave for more than one employee 
 

1. You can view annual leave for the department, or for a group of employees by using the 
Advanced Search. 

2. Click the 3 dots to the right of the search bar 
 

 
 

3. Select Advanced search 
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4. Change the search criteria from Surname to Organisation Unit. 
 

 
 

5. Enter the Department Name.  This must be the full name, including the word Department, 
as it appears by Unit when you search for a person. e.g. Department of Training 
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6. In the Output Options ‘For Trent’ will automatically be selected. Click on the Search button. 
 

 
 
 

7. All employees in the Department will be displayed alphabetically in the left-hand pane. 
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8. To select a group of employees, select the first employee and then use the Control (Ctrl) 
key to select additional employees. 
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9. Then select Absence Calendar.  The selected employees will be displayed. 
 

 
 
 

10. To display the calendar for all employees, choose Select all. 
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5. Supporting employees and line managers with 
CHRIS annual leave tasks 

5.1  Adding Annual Leave Bookings on behalf of employees 

1. Search for the Employee for whom you wish to add Annual Leave and select Enter/view 
individual leave periods from the Links 
 

 
 

2. Select Add a holiday 
 

 
 
 

3. Enter the date(s) for the annual leave and click on the save button. 
 

 



Administering Annual Leave in CHRIS 

 

 

   

Copyright © 2026 University of Cambridge V1.5 Last Modified July 2026 Page 24 of 50 

 

4. The Annual Leave will be displayed in the left-hand pane. Notice that leave entered by an 
administrator shows authorisation status as Not applicable. When annual leave is entered 
by an administrator, the employee and line manager do not receive a notification from the 
system. If needed, the administrator adding leave to CHRIS will need to notify them offline 
when this has been done. 
 

 
 

5.2  Editing Annual Leave Bookings on behalf of employees 

1. Search for the Employee for whom you wish to edit Annual Leave and select Enter / view 
individual leave periods from the Links 
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2. Select Holiday absence details 
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3. The Holiday Absence list will be displayed for the employee. 
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8. Select the Annual Leave that you wish to edit. 
 

 
 
 

9. Edit the Annual Leave details as required and click on Save. 
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10. The change will be displayed in the left-hand pane. 
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5.3  Deleting Annual Leave bookings on behalf of employees 

1. Search for the Employee for whom you wish to delete Annual Leave and select Enter / view 
individual leave periods from the Links 
 

 
 
 

2. Select Holiday absence details 
 
 

 
 

3. Select the Annual Leave Booking that you wish to delete and click on the Delete button. 
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4. Click on OK to Continue. 
 

 
 
 

5. The Annual Leave will be removed from the list 
 

 
 

5.4  Managing outstanding annual leave requests in the absence of a 
line manager 

Where a line manager is unavailable to review and approve outstanding annual leave requests 
submitted by their team in a timely way (for example, due to unplanned extended absence) and 
you have been contacted for support with this, the following steps will be required: 

• You will need to confirm with another appropriate authority in your institution (e.g. the line 
manager’s manager) if the annual leave can be approved. 

• You will need to email CHRIS.Helpdesk@admin.cam.ac.uk with details of: 

o The personal reference number(s) and name(s) of the employees with unapproved 
annual leave requests 

o The dates of the unapproved annual leave request(s) that need to be actioned in the 
absence of a line manager 

• The CHRIS Helpdesk will delete the outstanding annual leave request workflows concerned 
and confirm to you when this has been done. 

• Where the annual leave requests concerned were approved offline (see first bullet), you can 
now add these into CHRIS for the employee(s). See section 5.1 for instructions. 

  

mailto:CHRIS.Helpdesk@admin.cam.ac.uk
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6. Adjusting Annual Leave Balances 

6.1  How to make an adjustment or override a balance 

1. Select the Employee for whom you wish to make an adjustment. 

2. Select Annual Leave summaries from the links. 

 

3. Select Holiday entitlement adjustment 

 

 
 

4. The Holiday entitlement adjustment screen will be displayed. 
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Select the Holiday period dates 

 

 

5. Select the Adjustment Type: 
 

• Use ‘Adjust’ to add or deduct leave without overriding CHRIS’s calculation of basic 
entitlement, ensuring it continues to recalculate if the employee’s working pattern 
changes. 

 

• Use ‘Override’ to replace CHRIS’s entitlement calculation completely when it 
doesn’t fit the employee’s circumstances, such as where they have non-standard 
contractual terms. 

 
Please note: using override means that CHRIS will not recalculate if working 
patterns change, so apply with caution and update as needed. 
 

 
 

6. Enter the Adjustment details as follows: 

a. Value – the number of days that you are adjusting the balance by.  The system will 
assume the value is a positive value.  If you need to add a negative value, you must 
enter this as a negative (e.g. -2) 

b. Reason – please record what the adjustment is for and, if there are multiple 
reasons, how the total number of days has been calculated. 

c. End date - this must be the end date of the relevant leave year (30 September). 

d. Add / Remove – If you need to add more than one adjustment for an employee you 
can use the Add (+) to add an additional line. Using the Remove (-) will remove the 
line. 
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7. Click on Save. 

8. The date and username of the person who made the adjustment will be displayed 
 

 
 

6.2  When a manual adjustment may be required 

The most common need for manual adjustments to CHRIS annual leave balances is when 
there are exceptions to the standard approach to carryover. 
 

6.2.1 What’s the standard approach to carryover? 

General Board and Council have previously approved a standard University approach to annual 
leave carryover of up to 5 days of carryover (pro-rated for part-time, if required) to be used by 
31 January (other than in the case of long-term sickness absence and family leave returners, 
or other exceptional circumstances). In normal circumstances, carryover will often be used up 
by University closure days and bank holidays over the Christmas period (if not already taken).  
 
Up to 5 days of carryover will be granted automatically by the system with an expiry date of 31 
January. Any carryover unused by 31 January will be lost. This excludes Established Academic 
staff, who have a minimum rather than maximum annual leave entitlement. Therefore, 
automated carryover arrangements in CHRIS do not apply to them. 
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6.2.2  When are there exceptions to standard carryover that may require a 
manual adjustment? 

The most common scenarios are:  
  

• Employees returning from a period of long-term sickness absence  

Employees accrue annual leave as normal during long-term sickness 
absence. Unused statutory annual leave (20 days, pro-rated for staff working fewer than 
5 days per week) can be carried forward for employees on long term sick at the end of 
the leave year. It must be used within 18 months of the end of the annual leave year in 
which it was accrued.  

• Employees returning from a period of family-related leave  
Employees accrue annual leave as normal during periods of family leave (e.g. adoption 
leave, maternity leave, shared parental leave). Annual leave accrued during family 
leave should be used within 3 months of the end of the family leave.  

 

• Exceptional circumstances  
When there is an exceptional reason agreed with your Head of Institution (or 
other appropriate authority) and your HR Business Partner that an employee should 
have longer to use remaining carryover that will expire automatically on 31 January, an 
adjustment will be needed to their annual leave balance. Payment in lieu of unused 
carryover is not available as an alternative.  

 
Important points to note: When an employee returns from a period of long-term sickness 
absence or family leave: 
 

• The manual adjustment to their annual leave balance may need to take account of any 
automated carryover of up to 5 days already provided by CHRIS at the start of a new 
leave year (1 October). 

 

• You may need to check they have not lost standard automated carryover on 31 January 
that they are still entitled to use (e.g. because they have returned from family leave 
within the last 3 months). In such cases, you will need to make a manual adjustment to 
reinstate carryover and then diarise checking that this (and any other exceptional 
carryover from their long-term sickness absence/family-related leave is used within the 
required period. 

 
Example: returner from family-related leave 
 
Scenario: 
 
• A full-time employee working 5 days per week returns from family-related leave on 1 

December. 
• They had 10 days of unused annual leave in the previous leave year before starting family-

related leave. These days need to be treated as exceptional carryover due to family-related 
leave. 

• By 31 January, they use 4 days of annual leave. By 28 February, they use 10 days. 
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Action needed by the annual leave administrator (keeping the employee and manager 
informed): 

 
1. For the employee’s return on 1 December: add 5 days of exceptional carryover to their 

annual leave balance via a manual adjustment (the other 5 days will have been carried over 
automatically by CHRIS; any leave bookings will be deducted from automated carryover 
first). 

2. On 1 February (after standard carryover has expired automatically in CHRIS on 31 
January):  

o Check if any of the 5 days of automated carryover have been lost – this is 1 day. 
o The employee has the rest of the month to use the remaining 6 days of exceptional 

carryover (1 day of lost automated carryover, plus the 5 days previously added by 
manual adjustment). 

o Add the 1 day of lost automated carryover back into their leave balance via a 
manual adjustment. 

3. On 1 March: check they have used the remaining exceptional carryover, which they have. 
No further action is required in this case (in other cases, a negative manual adjustment may 
be required to remove unused exceptional carryover as this will not expire automatically). 

 

6.2.3  When else might a manual adjustment or balance override be required?  

  
Transfers 
 
CHRIS should automate a standard balance transfer IF: 

• The other institution is using CHRIS annual leave; and  

• The annual leave scheme is the same (e.g. the employee is a member of assistant staff 
going on secondment to another assistant staff position) 

 
This means that: 

• Manual adjustments may often be needed: 
o For any unused accrued annual leave and carryover to be deducted from the 

annual leave balance of the position the employee is leaving; and 
o For this unused leave to be added to the annual leave balance of the 

employee’s new position. 

• You must always work with the sending/receiving institution (if different) to confirm the 
employee’s unused annual leave balance at the point of the transfer and the action 
needed by both annual leave administrators 

• Automated balance transfers must always be checked and verified. 
 

Secondments 
 

You will need to work with the sending/receiving institution (if different) to confirm the 
employee’s remaining annual leave balance as at the start date of the secondment and make 
manual adjustments as described below (CHRIS does not automate balance transfers for 
secondments): 

• The CHRIS annual leave administrator for the home (substantive) position will need to 
make a negative manual adjustment to the employee’s annual leave balance to remove 
any unused accrued annual leave and carryover; and 
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• The CHRIS annual leave administrator for the host (secondment) position will need to 
make a positive manual adjustment to the employee’s annual leave balance to add the 
unused annual leave from their home (substantive) position. 

See section 2.2.2 for further information on how annual leave entitlement for the host 
(secondment) position is pro-rated by CHRIS and how employees on secondment should 
record their annual leave. 

 
Variable days working patterns 
 
Where an employee has a variable days working pattern but it has been agreed that it is still 
feasible for their annual leave to be managed within CHRIS1, you will need override their 
annual leave balance at the start of the annual leave year so that their entitlement is correct. 
This is because, as CHRIS has no fixed working pattern to base its entitlement calculation on, 
the employee will have been allocated the full-time (5 days per week) entitlement for their staff 
group.  
 
The correct entitlement must be calculated based on their average working days per week and 
following the method set out in: CHRIS Annual Leave Calculations v3 - June 2026. 
 
Please note: you will need to remove the override, or make a further update to the balance, if 
the employee has contractual changes that affect annual leave entitlement (e.g. they move to a 
standard pattern with fixed working days). 

 

6.2.4  Communicating with employees 

When you make an adjustment to an employee’s annual leave balance, please ensure that 
you: 

• Email the employee (copied to their line manager) to explain how many days have been 
added to their annual leave balance and why (e.g. to take account of their family-related 
leave) and how long they have to use these days. 
 
You will need to diarise the date that adjusted leave should be used by so that you can 
follow up on this (if this is not the end of the annual leave year). A manual adjustment to 
remove any unused days may be needed.  
 
 

 

 

 

1  Where an employee has a highly variable pattern, it will often be more practical for their annual leave to be 

managed off-system. This is the default option applied by the HR Shared Services Contracts team when they are 
processing any new contracts with a variable hours pattern. 

https://universityofcambridgecloud.sharepoint.com/:b:/r/sites/myHR-readiness/Shared%20Documents/myHR%20Readiness/CHRIS%20Annual%20Leave%20Calculations%20v3%20-%20June%202026.pdf?csf=1&web=1&e=6rcuZg
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6.2.5 Time Off in Lieu (TOIL) 

CHRIS annual leave functionality is only designed to record annual leave entitlements and 
bookings. TOIL must not be added to annual leave balances as a manual adjustment. This is 
because: 

• The provisions of the Employment Rights Act 2025 require employers to keep records of 

annual leave taken, carried over and paid out (e.g. when someone leaves and is paid for 

untaken leave). Adding TOIL into annual leave balances may undermine clear and accurate 

annual leave record keeping. It may also create uncertainty about how a leave balance is 

comprised and how it should be managed (e.g. at the end of an annual leave year or when 

someone leaves the University) 

• TOIL is typically accrued – and may be taken back - in hours, which does not align with the 

days and half days used in CHRIS for managing annual leave. 

• In myHR, TOIL will (where applicable) be accrued and managed as a separate bookable 

balance. It is important that, wherever possible, we do not adopt new ways of working now 

that we will need to change again when myHR is implemented. 

Departments should continue to manage TOIL using their existing local processes or through 
offline recording arrangements, whether that is through local trackers or informal arrangements 
agreed with managers. 

This approach helps ensure that annual leave records remain accurate and that annual leave 
entitlements are clearly distinguished from time accrued through additional hours worked. 

 

6.2.6 Further guidance 
 
• For policy questions about how to manage annual leave for returners from family-related or 

long-term sickness leave, please contact your HR Business Partner in the first instance.  
 

• For questions about making manual adjustments to CHRIS annual leave balances, please 
email the CHRIS Helpdesk CHRIS.Helpdesk@admin.ac.uk   
 

 

https://www.hr.admin.cam.ac.uk/employment-rights-act-2025-era
mailto:CHRIS.Helpdesk@admin.ac.uk
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7. Using Pattern Override 

The Pattern override function can be used to control which days are treated as working days for 
annual leave bookings for a set period. It will override the normal working pattern recorded for the 
employee and can be applied before or after an annual leave booking has been made.  

• Important points to note: 

o Pattern override is most commonly used where an employee has a variable days 
working pattern and it has been agreed that their leave can still be managed within 
CHRIS. Before using the Pattern override in such cases, please ensure that the 
employee’s annual leave entitlement has been adjusted to the correct value at the start 
of the annual leave year, as explained in section 6.2.3. 

The screen below shows days worked or days not worked according to the working pattern for the 
employee. The Pattern date details will display 01:00 for a working day and 0:00 for a non-working 
day.  It does not show the number of hours each day. 
 

 

A non-working day in the annual leave period can be adjusted to 0:00. 
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8. Holiday Fast Input 

This feature enables you to record approved annual leave on behalf of staff, when required, in a 
time efficient way. It provides a faster alternative to entering multiple leave requests through the 
existing method of searching for an employee for whom you wish to enter leave. 

In the holiday fast input screen, you can enter the details of an employee and their leave dates. 
You may find this particularly useful when: 

• Your department/institution has agreed an additional closure (part) day and you need to record 
leave for multiple employees in a time efficient way; 

• A new member of staff joins your department/institution with multiple periods of pre-agreed 
annual leave. 

1. Select Holiday fast input from the Main Menu. 
 

 

2. Select the Holiday fast input link. 
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3. The Holiday fast input screen will be displayed. 

 

4. Enter the Personal reference number or use the magnifier to the right of the name field to 
search for the person by surname.   
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5. Enter the date(s) and whether a full day or Half Day. 
 

 

6. If they have multiple jobs (within the same department) select the individual job or both. 

 

 

7. Click Save and the holiday will be added to the holiday details page for the individual selected. 
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9. Running Annual Leave Reports 

1. Select Absence Reports from the Main Menu 
 

 

2. The Run reports link will be displayed and the 3 available absence reports:  Absence 
History, Holiday Entitlement Breakdown and Outstanding Holiday Entitlement. 
 

 

3. Select the Report that you wish to run and click on Run Report. 
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9.1  Absence History Report 

This report can be used to view periods of annual leave that are still awaiting line manager 
authorisation. 

1. Choose the Absence Group and Absence Type and dates if required and click on Run 
 

 
 

2. A message will be displayed confirming that the report is being generated. 
 

 
 

3. Use the menu button at the top of the screen to navigate to Download Report. 
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4. Click on the Download arrow to view the report and Open the file when prompted. 
 

 
 
The report shows an ‘hours lost’ column which should be ignored.  We don’t use CHRIS to 
record working patterns to the level of granularity that would make it meaningful.  It will 
always be the same as the number of days. 

5. The report includes a status column that identifies any leave requests that are currently 
awaiting authorisation (annotated as [1] allowing you to monitor outstanding requests. 
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9.2 Holiday Entitlement Breakdown 

This reports includes a column which indicates when adjustments and overrides have been 
entered. 

1. Select the required fields and click on Run 

 

2. A message will be displayed confirming that the report is being generated. 
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3. Use the menu button at the top of the screen to navigate to Download Report. 
 

 
 

4. Click on the Download arrow to view the report and open when prompted 

 
 

5. The report will be displayed 
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6. Adjustments and Overrides can be viewed in these columns. 
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9.3  Outstanding Holiday Entitlement 
 

1. The Outstanding Holiday Entitlement Report can be used to report on all employees in the 
Department with any outstanding holiday or to highlight employees who still have a large 
amount of leave to take by setting the Minimum balance to report on. 

 
 
 

2. Enter a minimum balance if required, and click on Run 
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3. A confirmation message will be displayed. 
 

 
 

4. Navigate to Download Report, click on the Download arrow and open the file when prompted. 
 

 
 

5. The report will be displayed. 
 

 

 


