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Sections 1 to 3 of this document are instructions for employees how to book their own annual 

leave. Sections 4 to 12 are instructions for managers dealing with leave requests. 

1. Employees - the Login screen  

The Employee Self-Service (ESS) system, which provides your payslip, and the CHRIS HR system 
use multi-factor authentication (MFA) to increase security. You must log in using your University 
Microsoft account credentials (CRSid@cam.ac.uk email address and password) and have set up 
MFA. Instructions are available for first time users.  

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

 
 

2. Select Employee Self Service (ESS) from the Systems Log in section on the right-hand 
side. 

 

https://help.uis.cam.ac.uk/news/employee-self-service-ess-and-chris-new-way-log-3-february-2022
https://www.hrsystems.admin.cam.ac.uk/
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3. Click the link to log in to Employee Self-Service. 

 

4. The Login screen will be displayed. You will be asked to enter your work email and 
password. 

 

 

5. Click on Next. 
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6. After you have logged in successfully, the Employee Self Service screen will be displayed 

where you can see your outstanding balance and the link to view your bookings in the 
calendar. 

 

2. Employees - Entering a Holiday Request 

1. Select Book Holiday. 

. 
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2. The form will display requesting Holiday details.  

 

3. Enter the holiday request details. Select Absence type Annual Leave and holiday period of 
Part day, Full day or More than one day. 
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4. If more than one day is selected enter the start date and end date. Notes are optional. 

 

 

5. If Part day is selected, enter the date and then Morning or Afternoon. 
 

 
 

6. Click on the Save button.  
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7. An email will be sent confirming the holiday you have requested.  

 

 

8. To see your holiday requests, select Absence in the left navigation menu and Calendar 
from the top of the screen. You can change the view to Day, Week or Month. 

 

9. The Holiday dates entered will be coloured according to their status. Red indicates Awaiting 
authorisation and Yellow is Approved. 

 

 

10. Select More filters and use the scroll bar to filter on different categories of leave. 
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11. Once the holiday has been authorised by your manager you will receive an email 

notification. 

 
 

12. You will also receive a Trent Calendar Appointment which you can use to update your 
diary. Trent is the name of the software underpinning CHRIS. 
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2.1 Deleting or Amending a Leave Request 

Please note that if you need to amend or delete an annual leave booking starting today or in the 
past (e.g. because you agreed with your manager that you would not take the leave as planned but 
this was not updated in CHRIS), please contact your department administrator/local HR contact (or 

equivalent). 

1. Once Annual Leave has been approved you are able to amend or delete the booking if 
required, if it starts in the future. 
 

 
 

2. In the calendar on the right, navigate to and click on the absence you wish to amend. 

3. The booking form will display, amend the date(s) as required and click on Save. 
 

     

4. To delete the leave request, select the Delete button. 
 

 

 

 



Employee Self Service – Annual Leave Booking 

 

 

   

Copyright © 2025 University of  Cambridge Last Modif ied: September 2025 Page 10 of  38 

 

5. An email confirming that an annual leave amendment has been requested will be received. 
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3. Employees - Checking Holiday Balances 

1. Select Absence then View balances to check remaining holiday. 
 

 
 

2. Select the relevant Holiday year. 
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All your bookings are listed. 
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4. Managers - How to authorise holiday  

Managers – different ways of viewing and managing the annual leave of your team 

Depending on what action you want to take in relation to the annual leave of your team, CHRIS 
provides different options for you as a line manager: 
 

• If you want to view an annual leave request and approve it, the simplest ways to do 

this are: 

• Via the email request you will have received for an annual leave request; or 

• By logging into CHRIS employee self-service and viewing your tasks in the left 
menu, as show in the image below.

 

▪ If you want to carry out more advanced actions for the annual leave of your team (such 

as checking leave balances and existing bookings, running reports), you will need to do 
this in the People Manager section of CHRIS. You can approve annual leave requests 
here, too. 

Further details on how to carry out these different actions are provided in the sections that follow 
below. 

4.1 To authorise holiday from the Annual Leave requested email 

1. An email will be sent to a Manager when a member of staff requests annual leave: 
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2. To approve, select Approve this request immediately. 

 

3. An email confirming that you have authorised the annual leave will be sent. 
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4.2 Authorising Holiday via the To do List in CHRIS 

These instructions apply to Managers who can authorise holiday. This method may be preferable if 
you have several holidays to authorise as it allows you to see a list of holidays requiring 
authorisation. 

 
If you are accessing CHRIS remotely you must connect via the VPN service which joins your 
device to the university network. You can do the initial setup for yourself following these 
instructions: 
 
Configuring the UIS VPN on Windows 10 and Windows 11 or macOS devices. 
Please don’t hesitate to ask for help from the UIS Service Desk. 
 
To connect to the VPN on a Windows device, on the task bar select the network button, then VPN. 
 

   
 

Note that if you see this message displayed when you attempt to log in to CHRIS, then you need 
to connect to the VPN. 
 

 

 

 

 

 

https://help.uis.cam.ac.uk/service/network-services/remote-access/uis-vpn/windows10
https://help.uis.cam.ac.uk/service/network-services/remote-access/uis-vpn/macos
https://help.uis.cam.ac.uk/contact-us
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Log in to CHRIS, enter your username and password, you will be required to authenticate via MFA. 

 

1. Click on My to do list (1) on the welcome screen. The number in brackets indicates the 
number of outstanding tasks. 

 

2. Holiday absence details for leave that requires authorisation will be displayed.  

 

3. Selecting More . . . shows a detailed summary, see below. 
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Note the Filter drop-down to return the different status of requests; also you can select all for a 

specific date to see leave across your team. 

 

 

4. The right arrow button takes you to a Holiday absence details screen.  

 

5. Select Authorised from the list. 

 

 

 

 

 



Employee Self Service – Annual Leave Booking 

 

 

   

Copyright © 2025 University of  Cambridge Last Modif ied: September 2025 Page 18 of  38 

 

6. An email confirming that you have approved the request will be sent to the requester.  
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5. Managers - How to Decline an Annual Leave Request 

To not authorise holiday from the Annual Leave requested email, select Do not approve this 
request. 

 

You are directed to CHRIS iTrent, select Not authorised; optionally enter a reason and Save. 

 

An email confirming that Annual Leave has not been approved will be sent to the member of staff. 
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6. Managers - Placing an Annual Leave request On 
Hold 

If you wish to place a request on hold to await other Annual Leave requests, select the On Hold 

option from the To do List. 

 

 
This moves the task into a holding pen.  
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You can find it again in your CHRIS To do list by changing the filter at the top of the page to “On 

hold”.  

The task appears and you can deal with it as normal by selecting the right arrow.  
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7. Managers - Amendments to holiday 

If an employee amends their holiday before the request is approved, then an email notification will 
be sent. 
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8. Managers - Checking Leave Balance for an 
individual 

1. Click on the People menu link on the Home Screen. 

 

2. On the left-hand menu search for and select the employee. Using the links at the bottom of 
the page Select Annual leave > Entitlement summary 

 
 

 

 

 

 

 

 

 



Employee Self Service – Annual Leave Booking 

 

 

   

Copyright © 2025 University of  Cambridge Last Modif ied: September 2025 Page 24 of  38 

 

3. The Holiday entitlement summary including bookings will be displayed. 
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9. Managers - Checking Leave Balance for the team 

1. Click on the People menu link on the Home Screen 

 

2. On the left-hand menu choose Select all or you can select a number of individual 
employees by holding down the Ctrl key and selecting the team members you wish to view.  

3. Using the links at the bottom of the page Select Annual Leave > Calendar 

4. Use the navigation buttons to view different date ranges. 
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5. Mouse over a calendar dot to see more information: 

 

6. Click on a dot for more options: 
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10. Managers - Running Annual Leave Reports 

 
1. From the Home screen, select Find iTrent pages.  

 

  
  
2. Search on the keywords ‘Run report’. 

 

  
 

3. The Run reports link will be displayed, select this to view the 3 available absence reports:  
Absence History, Holiday Entitlement Breakdown and Outstanding Holiday Entitlement. 
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4. Select the Report that you wish to run, change the fields accordingly and click Run. 
 

 
 

5. To view the reports there are two options: 
 

I. Go to find iTrent pages and enter "download" to get the download output link. 
 

 
 
 
 
 
 

 
 
 

download 
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II. Alternatively, in the role switcher menu at the top right, go to "My tasks and 

processes", click on Processes which takes you to this screen, select the right arrow 
button.  

 

 
 
6. From here you can Delete or Download the report. 
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7. The file will download to your computer in pdf format. 
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11. Managers - Entering Sickness Absence 

In most institutions using CHRIS to manage annual leave, line managers will also have access to 
view and record sickness absence details for their team. However, whether you have this access – 
and whether you are expected to record sickness absence for your team – can depend on your 
institution. Please contact your department administrator/local HR contact (or equivalent) for details 
of your local sickness procedures, if required. 

If you are accessing CHRIS remotely from home or outside the univeristy network, you must 
connect via the VPN service which joins your device to the university network. See section 4.2 for 

instructions how to setup and connect to the VPN. 

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

2. Select CHRIS 
 

 
 

https://www.hrsystems.admin.cam.ac.uk/
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3. Click on the link to Log in: 

 

 

4. The Login screen will be displayed. You will be asked to enter your work email and 
password. 

 

 

5. Click on Next to go through the authentication process. 

6. Click on the People menu link on the Home Screen 
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7. On the left-hand menu search or select the employee. 

8. Using the subject boxes and links at the bottom of the page select: 
Sickness > Record New Sickness. 

 

9. This will open a new sickness absence details page 

 

10. Select whether the sickness absence is Part day, Full day or More than one day. 

11. Enter the sickness absence start date. 
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12. If Part day has been selected, enter whether Half Day – PM or Half Day – AM 

 

13. If a sickness period of More than one day has been selected, enter the Absence end date. 
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14. Select the Absence reason and select Save 

 

 

15. The Menu link at the top of this screen provides options of what to do next. You can view 
the calendar or entitlement summary. Log a new sickness for this employee or Download a 
self-certification form to give to the employee on their return. 
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16. Viewing the calendar will show the logged sickness. 
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12. Managers - Amending or Deleting Sickness 
Absence 

1. Click on the People menu link on the Home Screen 

 

2. On the left-hand menu search or select the employee  

3. Using the subject boxes and links at the bottom of the page select  
Sickness > Sickness absence list. 
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4. Select the Absence you wish to amend from the left-hand side menu. 

 

5. Amend details and Save, or Delete as required. 

 

 

 


