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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. 

Please note: if you have more than one job in the University, the entitlement shown on this 
screen is your total entitlement for all your jobs. 

 

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. 
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6. If you hold multiple jobs a drop down menu of ‘Position’ will be displayed.  Select the 
individual job or <All Jobs>. 

  

 
 

7. Click on the Save button.  

 

8. An email will be sent confirming the holiday you have requested. If your line manager does 
not approve/reject your request within 10 calendar days, they will be sent a reminder email. 
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9. 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. 

 

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

11. Select More filters and use the scroll bar to filter on different categories of leave. 

 

 

 

 

 

 

 

12. Once the holiday has been authorised by your manager you will receive an email 
notification. 
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13. 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 Established Academic Staff Only 

This section only applies to Established Academic Staff 

1. Log into Employee Self Service (see Section 1 for details) 
 

 

The annual leave entitlement displayed is a minimum rather than maximum entitlement. As per 
established academic contracts of employment, entitlement of 28 days is granted (pro-rated if 
the employee does not work 5 days per week) in line with statutory provisions but more than 
this can be taken with no prescribed limit. This means that it will still be possible to record leave 
even if the leave balance in Employee Self Service shows as zero. 

2. Select Book Holiday 
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3. Enter the holiday details. Holiday period can be Part day, Full day or More than one day. 
(See previous section for further details) 

 

4. Where you are a senior academic colleague who also holds a separate academic 
leadership position (e.g. Head of Institution, Deputy Head of Institution, Pro-Vice-
Chancellor), please record annual leave against your Professorship only. 
 
When you enter the date(s) of annual leave that you are recording, you will see a dropdown 
menu of ‘Position’ where you will need to select your Professorship. Please do not select 
the option of ‘<All jobs>’.  (See point 6 of previous section for further details) 
 
Annual leave entitlement and recording have been made available in CHRIS for your 
Professorship position only. This is to make leave recording as simple as possible and to 
avoid unhelpful complexity (for example, in key differences between different annual leave 
schemes that may apply to different positions, and in determining the proportion of time that 
should be attributed to each position for the pro-ration of leave). 

5. Click on the Save button.  A confirmation message will appear. 

 

6. An email will be sent confirming the annual leave entered.  No approval is required. 

7. 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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2.2 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. 
 

 

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

3.1  Viewing your balance and bookings 

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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3.2  Important points when viewing your balance and bookings 

• Calculation of entitlement 

For details of how annual leave entitlement is calculated, please see the CHRIS Annual Leave 
Calculations document. 

• Fixed-term contracts 

If you are on a fixed-term contract, CHRIS will pro-rate annual leave entitlement for the leave 
year your fixed-term contract is due to end. You will still be able to book leave after your 
expected end date but without it being deducted from your balance. If your contract is 
extended, CHRIS will update your annual leave entitlement and balance overnight after your 
extension has been processed. 

• Open-ended with limited funding contracts 

If you are on an open-ended with limited funding (OELF) contract, you will not have your 
entitlement pro-rated based on your expected funding end date, as is the case for those on 
fixed-term contracts (see section above). Your entitlement will be calculated based on a full 
leave year (unless you are not employed by the University for the whole leave year1). 

• Secondments 

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

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

o Entitlement for your substantive (home) position: 
If your home institution uses CHRIS annual leave, annual leave entitlement for your 
substantive (home) position will also appear pro-rated in line with your secondment end 
date. However, when your secondment ends and you return to your substantive role, 
the remaining correct entitlement for that leave year will be updated automatically. You 
can continue booking leave against your substantive position throughout. 

  

 

 

1  That is, where you are not employed in your current position, or another University position in the same CHRIS 

annual leave scheme (i.e. Assistant, Academic-Related/Research/Unestablished Academic, or Established 
Academic) for the whole leave year. For example, because you join or leave the University during the leave year. 

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://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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Leavers 

If you are leaving the University, your annual leave entitlement will pro-rate automatically in an 
overnight process after you have been processed as a leaver. If you have taken more annual 
leave than you are entitled to, deductions may be made from your final pay for the overtaken 
days. 

• Carryover and balance adjustments 

o 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. In such cases, the “Entitlement for period” field 
will contain “[number of days] brought forward”.  

o In some cases, annual leave balances require amending manually in CHRIS (e.g. if you 
have recently returned from long-term sickness absence or family-related leave and have 
longer to use annual leave accrued in the previous leave year). Where your balance has 
been amended by an annual leave administrator, the “Entitlement for period” field will show 
the revised balance and the word “adjustment” or “override”. You should be informed when 
your annual leave balance is amended and why. If you have any questions about an 
amendment, please contact your institutional annual leave administrator in the first 
instance. 

• Christmas closure days and bank holidays 

o Standard University Christmas Closure Days are displayed as ‘Company Holiday’. These, 
along with bank holidays, are normally booked for you automatically where they fall on your 
normal working days (unless your institution has requested otherwise). If you are expected 
to work on these days, your local annual leave administrator will need to make a manual 
adjustment to add the required day(s) back into your annual leave balance. 

• Unexpected absence of your line manager 

If your line manager is unavailable to review and approve your outstanding annual leave requests 
in a timely way (for example, due to unplanned extended absence), please contact your 
department administrator/local HR contact (or equivalent) for assistance. 
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4. Managers - How to authorise holiday  

When annual leave needs to be authorised 

Established academic staff have different annual leave arrangements from other employees; they 
have a minimum rather than maximum entitlement. They can record annual leave in CHRIS by 
without line manager authorisation. 

This means that, if a member of established academic staff reports to you, you will not receive an 
approval request when they record a period of annual leave. Sections 4, 5 and 6 of this manual 
regarding authorising/not authorising leave will not apply to you. However, you can still check your 
direct report’s leave (as explained in Section 8) and their annual leave details can still be reported 
on (please see Section 10). 

Where annual leave does need to be authorised, you will be sent a reminder email if you have not 
approved or rejected a request within 10 calendar days. 

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 two different options for you as a line manager. These are explained in detail below, 
however, key things to bear in mind are: 

• Using CHRIS employee self-service is the simplest option (which can be accessed via 
mobile phone and other portable devices, where required). This allows you to view and 
authorise (or not authorise) an annual leave request. 

• Using the People Manager section of CHRIS is the better option if you want to carry out 
more advanced actions for the annual leave of your team, such as checking leave 
balances, reviewing existing bookings, and running reports. You will need to be on the 
University network to use CHRIS People Manager, which means that you will need to log in 
via the VPN if working remotely. Further details are provided below. 
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4.1  Using CHRIS employee self-service 

If you want to view an annual leave request and approve/reject it, the simplest way to do this is 
using CHRIS employee self-service (ESS). 

1. Log in via:  
https://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/employee-self-service-ess  

The link to CHRIS ESS is also provided to you in the automated email sent to you from 
CHRIS when one of your direct reports requests annual leave (other than for annual leave 
recorded by established academic staff which does not require approval in CHRIS).  
 

 
 
2. Click on your tasks in the left menu and you will see a list of ‘Absence requests’ (annual leave 

requests) from your direct reports, as shown in the image below.  
 

 

 

3. Click on the annual leave request you wish to review from the ‘Absence requests’ list. The 
details will be displayed as shown below. In the ‘Action (required)’ section, select ‘Authorised’ 
or ‘Not authorised’ to reflect your decision on the request. 

https://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/employee-self-service-ess
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4. Click on the Save button. 
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5. You will see confirmation on screen that your changes have been saved. An email confirming 
your decision on the annual leave request will be sent to the employee. 

 
 

4.2 Using the People Manager section of 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. 
 
1. If you are accessing CHRIS remotely you must connect via the VPN service which joins your 

device to the University network. If you are already connected to the University network, please 
go to step 2. 
 
You can do the initial VPN 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. 

 

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

 

 
2. Log in to CHRIS via https://www.hrsystems.admin.cam.ac.uk/chris-managers-and-

administrators. Enter your username and password; you will be required to authenticate via 
MFA. 
 

 

 

https://www.hrsystems.admin.cam.ac.uk/chris-managers-and-administrators
https://www.hrsystems.admin.cam.ac.uk/chris-managers-and-administrators


User Guide: Recording Annual Leave and Sickness for 
Employees and Line Managers 

 

 

   

Copyright © 2026 University of Cambridge Last Modified: July 2026 Page 24 of 46 

 

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

 

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

 

5. Selecting More . . . shows a detailed summary, see below. 

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

  

 

7. Select Authorised from the list and click save. 

8. An email confirming that you have approved the request will be sent to you.  The employee will 
also receive an email confirming that their request has been approved. 
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5. Managers - How to Decline an Annual Leave Request 

1. To not authorise holiday, log in to ESS and view the annual leave task you wish to decline 

 

2. Select Not authorised and Save. 

3. A changes have been saved message will appear at the top of the screen. 
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An email confirming that Annual Leave has not been approved will be sent to the member of staff. 
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4. 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 task list. 

 

 
This moves the task into a holding pen.  

 

You can find it again in your CHRIS To do list by changing the filter at the top of the page to “On 
hold”.  
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The task appears and you can deal with it as normal by selecting the right arrow.  
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5. 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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6. Managers - Checking Leave Balance for an 
individual 

1. Log in to CHRIS and 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 
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3. The Holiday entitlement summary including bookings will be displayed. 
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7. 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. 

 

 

 


