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

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/ .

%II\I\RFBR};[IBC?E Study at Cambridge About the University Research at Cambridge Quick links

Search

HR Systems

Services Training Systems Systems Development

University Information Services
(Management Information)

Supporting HR Systems for
Recruitment, Staff Self-Service,
Payroll, Pensions, Staff Benefits and
Record Management.

UIS (Management Information)
website

Systems Log in

CHRIS

Developing simpler HR processes : Cambridge Casual Worker System
: L (ccws)

Focus On Employee Self-Service (ESS)

Recruitment Administration System
(RAS)

Systems Development Systems Overview

Temporary Employment Service (TES)
System

Web Recruitment

Quick Links
Agile Delivery

HR Website

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

JNIVERSITY OF - -
a i o iversi i k link: Search
CAMBRIDGE Study at Cambridge About the University Research at Cambridge Quick links

! Systems

HR Systems

Home Services Training Systems . Systems Development Contact

Employee Self-Service (ESS)

HR Systems

Systems o~ . F
- Welcome to Employee Self-Service Related links
Self-service gives you direct access to some of your data held in the University HR/Payroll

Empl Self-Servi ‘ A~ o
mployee Sell-service system. Please review your data periodically to keep it up to date.

Employes Self Service Manual

> Email formats Click here to log in to Employee Self-Service A quide to downloading detailed

jithdrawl of it payslips and where to find your
> Withdrawl of the old ESS system U | is available. ¥ :
payroll/personnel number

> Frequently Asked Questions

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

B HE UNIVERSITY OF
1P CAMBRIDGE

Sign in

CRSid@cam.ac.uk or CRSid@cantab.ac.uk

Can't access your account?

Next

For help, please contact the UIS Service Desk at
servicedesk@uis.cam.ac.uk, by phone at +44 (1223)
(3)32999 or visit the website at
https://help.uis.cam.ac.uk/

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.

iTrent Home

Dr Donald Brown Dashboard

& View profile

T4 Reorder dashboard

Today |

Holiday View all holidays > Latest payslips View all pay >

™ Absence

@ iz o

Click to download

B ray

@ 26Jun2025 o

Click to download

My events
17 Sep 2025

Working day 01:00 hour

2. Employees - Entering a Holiday Request

1. Select Book Holiday.

iTrent Home

Dr Donald Brown Dashboard

2, View profile

2025 ~ | Today | < >

Holiday View all holidays > Latest payslips View all pay >

|
) Absence g
g @zsjulzozs s
’

Click to download

B ray

l@ 26Jun2025 o

Click to download

My events
175ep 2025

Working day 01:00 hour
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2. The form will display requesting Holiday details.

iTrent

< Back to Dashboard

Holiday details
*Absence type (required)

Annual Leave

*Holiday period (required)

3. Enter the holiday request details. Select Absence type Annual Leave and holiday period of
Part day, Full day or More than one day.

< Back to Dashboard

Holiday details

*Absence type (required)

Annual Leave X -

*Holiday period (required)
Please choose - |

Part day

Full day

More than one day

Copyright © 2026 University of Cambridge Last Modified: July 2026 Page 5 of 46



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

4. If more than one day is selected enter the start date and end date. Notes are optional.

K

< Back to Dashboard

Holiday details

*Absence type (required)

| Annual Leave |

*Holiday period (required)

| More than one day |

* Start date (dd/mmi/yyyy) (required)

| 2200205 | B

*Full or part day (required)

| Full day

* End date (dd/mm/yyyy) (required)

| 26002025 | @)

*Full or part day (required)

| Full day

Notes

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

q

< Back to Dashboard

Holiday details

*Absence type (required)

‘ Annual Leave |

*Holiday period (required)

‘ Part day |

* Start date (dd/mm/yyyy) (required)

| 202025 | A

*Morning or Afternoon (required)

‘ Afternoon

Naotes
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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>.

< Back to Overview

Holiday details

*Absence type (required)

‘ Annual Leave - |

*Holiday period (required)

" Full day - |

* Start date (dd/mm/yyyy) (required)

\. /e

*Position (required)

aEED >

<All Jobs>

Application Specialist (Technical Specialist 2) [Secondment] (Human Resourc...

HR Systems Service Desk Analyst (Human Resources Division, 01/05/2023) (...

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.

Annual Leave requested

This confirms that you have requested annual leave as follows. Your request has been sent to your manager, Professor Lawrence McGregor

Your name Brown, Donald
Leave start date 24/09/2025 (FULL)
Leave end date 24/09/2025 (FULL)
Leave balance before this request 18 days

Leave balance after this request 17 days

This is an automatic notification from the CHRIS system at the University of Cambridge. If you have received it in error, or you have any questions about its contents, then call
the CHRIS helpdesk on 01223 (7)60999 or send an email to chrishelpdesk@admin cam ac uk

€ Reply ~ Forward
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Re:

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.

iTrent Absence 2~

Overview Calendar

Dr Donald Brown
& View profile

My calendar  ~ Today < > September 2025

Flexitime (Hollday\ More filters

A Home

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.

‘:Mycalendar v| | Today H < ‘ b3 | September 2025

oz

Monday

Bank holidays

1

[ Holiday Research Associate O company holidays
8

Werking day 01:00 Research As

[] working patterns

Sicknesses

[] Time off in lieu

[ shifts

Performance reviews

Check-Ins

12. Once the holiday has been authorised by your manager you will receive an email
notification.
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Annual Leave request approved

The following request for annual leave has been approved:

Your name Brown, Donald
Leave start date 24/09/2025 (FULL)
Leave end date 34109/2035 (FULL)

Another email will be sent to you containing an attachment that can be used to create a calendar entry
in many types of calendar software.

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.

chrisworkflow@admin.cam.ac.uk
To Dr Donald Brown
a wid74222080uj.ics o
719 bytes

Please open the attached calendar appointment to update your diary.
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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)

iTrent Home

Dr lan C Lawson Dashboard
& View profile

i

Latest payslips

@ =N e

&R 2pmzes; s

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

Holiday View all holidays >

16

Days available

r-r - . ..
Book holida

[ R S 4

C View holiday in calendar )
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Employees and Line Managers

3. Enter the holiday details. Holiday period can be Part day, Full day or More than one day.

(See previous section for further details)

< Back to Dashboard

Holiday details
*Absence type (required)

Annual Leave

*Holiday period (required)

[Ful\ day

* Start date (dd/mm/yyyy) (required)

05/01/2026 m

Notes

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.

Holiday details have been saved

Close X

Choose from the options below to go back or book another holiday.

Book another holiday Back to Dashboard

@ changes have been saved

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.

Copyright © 2026 University of Cambridge
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-

HRIE

b Human Resources

Confirmed period of annual leave

The following annuai ieave period is confirmed (where required, it has been approved by your line manager):

Your nai Lawson, lan
Leave start date 05/01/2026 (FULL)
Leave end date 05/01/2026 (FULL)

Another email will be sent to you containing an attachment that can be used to create a calendar entry in many
types of calendar software.

This is an automatic notification from the CHRIS system at the University of Cambridge. If you have received it in error, or you have any
questions about its contents, then send an email to chrishel,

Annual leave (Trent Calendar Appointment)

chris.workflow@admin.cam.ac.uk =

C
To: @ Hazel Turton Thu 11/13/2025 10:41 AM

= wifd46787650ul.ics

743 bytes

Please open the attached calendar appointment to
update your diary.
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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.

iTrent Home

Dr Donald Brown Dashboard

2, View profile

Holiday View all holidays > Latest payslips View all pay >

) Absence
@ 26Jul2025 4
l— Click todownload —

¢
‘

B ray

m 26Jun2025 o
[ oo *

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.

* Start date (dd/mm/yyyy) (required)

18/09/2025 | [}

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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Human Resource:

Annual Leave requested

This confirms that you have requested to amend annual leave as follows. Your request has been sent
to your manager, Professor Lawrence McGregor

Your name Brown, Donald
Revised leave start date 18/09/2025 (FULL)
Revised leave end date 18/09/2025 (FULL)
Original leave start date 29/09/2025 (FULL)
Original leave end date 29/09/2025 (FULL)
Leave balance before this request 27 days
Leavebalance before this request 27 days

Leave balance after this request 24 days
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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.

iTrent Absence

Dr Donald Brown Overview Calendar

& View profile

Holiday

01 Oct 2024 - 30 Sep 2025 > I

& Your next booked holiday is
Friday 19 September 2025

2. Select the relevant Holiday year.

< Back to Overview

Holiday balances

0 The balance takes account of all recorded holidays including any awaiting authorisation.

Please select a card to view the Holiday Entitlement Summary

(*. Research Associate

Scheme name Holiday period

Academic Related & Research 1 October 01 Oct 2024 - 30 Sep 2025
Entitlement Taken

41 days 17 days

Scheduled Balance

7 days 17 days

Scheme name Holiday period

Academic Related & Research 1 October 01 Oct 2025 - 30 Sep 2026
Entitlement Taken

41 days 0 days

Scheduled Balance

11 days 30 days
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Employees and Line Managers

Re:

All your bookings are listed.

Holiday entitlement summary

Close X

Position
Research Associate

Scheme name
Academic Related & Research 1 October

Start date End date
25 Dec 2024 25 Dec 2024
26 Dec 2024 26 Dec 2024
27 Dec 2024 27 Dec 2024
30 Dec 2024 31 Dec 2024
01 Jan 2025 01 Jan 2025
18 Apr 2025 18 Apr 2025
21 Apr 2025 21 Apr 2025
05 May 2025 05 May 2025

Holiday period dates
071 Oct 2024 - 30 Sep 2025

Entitlement for period
41 days (41 days Pro Rata)

Duration Remaining entitlement
1 40
1 39
1 38
2 36
1 35
1 34
1 33
1 32
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Human Resource:

3.2 Important points when viewing your balance and bookings

e 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.

o 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 year").

¢ 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.
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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.

e 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”.

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.

o 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.

e 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.

Copyright © 2026 University of Cambridge Last Modified: July 2026 Page 18 of 46



User Guide: Recording Annual Leave and Sickness for ~m
Employees and Line Managers L H H \

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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Res

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).

Annual Leave requested

One of your employees has requested annual leave:

Employee name Foot, Lynn

Leave start date 25/06/2026 (FULL)
Leave end date 26/06/2026 (FULL)
Employee note (if any)

Leave balance before this request 6 days

Leave balance after this request 4 days

« To view and action all your outstanding leave requests, without being connected to the University's network, you can
use the Tasks tab in Employee Self Service

This is an automatic notification from the CHRIS system at the University of Cambridge. If you have received it in error, or you have any
questions about its contents, then send an email to chrishelpdesk@admin.cam.ac.uk.

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.

iTrent

Absence requesfs

hare Tyve St e &

A‘n.‘...'\.ﬂd

\l

N\

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.
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< Back to Tasks

Absence details
Name

Ms Alice Fakeperson

Type

Annual Leave

Start date (dd/mm/yyyy)

01/12/2025
End date (dd/mm/yyyy)
01/12/2025
Balance

33

*Action (required)
Jauthorised

Authorised

Not authorised

On hold

| THEEES
4. Click on the Save button.

< Back to Tasks

Absence details
Narme

Ms Alice Fakeperson

Type

Annual Leave

Start date (dd/mmiyyyy)

0111252025

End date (dd/mm/yyyy)

01/12/2025

33

* Action (required)

Authorised
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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.

< Back to Tasks

Absence details

@ Changes have been saved.

MName

Ms Alice Fakeperson

Type i

Annual Leave

Start date (dd/mmuyyyy)
01/12/2025
End date {dd/mmiyyyy)

01/12/2025

Balance

33

*mction (required)

Authorised

(==
. /"

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.
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5

Available Not connected VPN
S @
Flight mode Night light
% >
Accessibility
O ®
() L] 0>
@ 100% V74N <3

L3; FocusEE TR EST TTOU%

. 07:44
o 4
~ &R Q’) 19/09/2025

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

< O () (3 https://chris.cam.ac.uk/hrlive_web/itrent_wrd/run/etadm001gf.main

This instance 1s not available from vour location.

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.

=;p UNIVERSITY OF
¥ CAMBRIDGE

Sign in

CRSid@cam.ac.uk or CRSid@cantab.ac.uk

Can't access your account?

For help, please contact the UIS Service Desk at
servicedesk@uis.cam.ac.uk, by phone at +44 (1223)
(2)32999 or visit the website at
https://help.uis.cam.ac.uk/
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3. Click on My to do list on the welcome screen. The number in brackets indicates the number of
outstanding tasks.

. Good afternoon Hazel, welcome back! You last logged in 1 day ago

1} Reorder home page

My to do list (13) 4 Processes (0) Nobody is out of the office today
/‘ |
RO (.7‘«1 i '
4. Holiday absence details for leave that requires authorisation will be displayed.
[ select all
01/07/2026 (1 3) [ select all for 01/07/2026

@ Holiday absence details Mrs Lynn T Foot - 30006136 * University Information Services * Start date: 20/07/2026 * End date: 22/07/2026 * Due
date: 01/07/2026

REQUIRES AUTHORISATION More...

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.

All active v

Aborted
TO DO LIST (13) PROCESSES (0) Al x
[ —
i - IChange rejected -
Filter Sort by Due date v 1y ( Search Q)
IComplete  EEE—

[ Select all Lifecycle tasks
INot authorised —
01/07/2026 (13) Mot started I_ Select all for 01/07/2026 I
Holiday absence details Mrs Lynn T Foot - 30006136 * University Infor | " V1¥%ed “t date: 20/07/2026 * End date: 22/07/2026 * Due
date: 01/07/2026 on Hold
Overdue

Task type Authorisation task

Priority High

Task description Annual leave -requested V2
Start date 20/07/2026

Priority (high)
@ Priority (low)
U

Priority (medium)

End date 22/07/2026 Process chains
Re-submitted
REQUIRES AUTHQRISATION ...Less Requires authorisation
iewed I
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6. The right arrow button takes you to a Holiday absence details screen.

Holiday start type | Full day |

Holiday end

Holiday end date | 22/07/2026 |

Holiday end type | Full day |

Absence

Absence type | Annual Leave |

Authorisation |Awa‘|ting authorisation |

Senior Trainer and Support
. Specialist (University
Position | |nformation Services,
17/08/2009) (Current)

Authorisation

User name | HET27 |

Authorisation status ® | v |
Authorised
Reason
Not authorised
On hold

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.

Annual Leave request approved

This confirms that you have approved the following request for annual leave:
Employee name

Leave start date 07/05/2026 (FULL)

Leave end date 22/05/2026 (FULL)
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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

Absence details

Name

" Mrs Lynn T Foot ‘

Type

‘ Annual Leave ‘

Start date (dd/mm/yyyy)

| 23/06/2026 |

End date (dd/mm/yyyy)

| 23/062026 |

-

Authorised
‘ Not authorised ‘
On hold

Please choose N

2. Select Not authorised and Save.

3. A changes have been saved message will appear at the top of the screen.

Absence details

@ Changes have been saved.

Copyright © 2026 University of Cambridge Last Modified: July 2026 Page 26 of 46



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

An email confirming that Annual Leave has not been approved will be sent to the member of staff.

Annual Leave request not approved

The following request for annual leave has not been approved:

Your name Foot, Lynn
Leave start date 23/06/2026 (FULL)
Leave end date 23/06/2026 (FULL)

If you have any queries about this, then please contact your manager in the first
instance.
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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.

Authorised
Not authorised

On hold

Please choose -

This moves the task into a holding pen.

@ Task on hold.

@ ~uthorisation complete. No other updates available. Please log out.

Holiday absence details Miss Pauline Abbott

Holiday period

Holiday period * ‘ Full day V|
Holiday start
Holiday start date* | 29/09/2025 |
Holiday end
Absence

Absence type * ‘ Annual Leave V|

Authorisation | Awaiting authorisation |

Position

Cleaner (Department of
Training, 22/09/2018) (Current)

— Holiday balances

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.

TO DO LIST (1) : X
Filter [on Hold v| Sortby Due date v o Search existing result Q

Select all
24/09/2025 (1) Select all for 24/09/2025
O Holiday absence details Miss Pauline Abbott - 80000098 * Department of Training * Start date: 29/09/2025 * End date: 29/09/2025 * Due date:
24/09/2025

| ON HOLD More...
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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.

Annual Leave requested

One of your employees has requested an amendment to an annual leave. These
are the new details:

Employee name Turton, Hazel

Leave start date 19/06/2026 (HALF_AM)
Leave end date 19/06/2026 (HALF_AM)
Original Leave start date 19/06/2026 (HALF_PM)
Original Leave end date 19/06/2026 (HALF_PM)
Employee note (if any)

Leave balance before this request 6 days

Leave balance after this request 5.5 days

» To view and action all your outstanding leave requests, without being
connected to the University's network, you can use the Tasks tab in
Employee Self Service
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6.
individual

Managers - Checking Leave Balance for an

1. Log in to CHRIS and click on the People menu link on the Home Screen.

Q, Find iTrent pages

People

>

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

UNIVERSITY OF

cammemce [ 17/09/2025 X

SEARCH FIND ITRENT PAGES

~ Organisation

Known as Donald born on 17/11/1988

E 7 Year(s) 7 Month(s) Reckonable service

80000084 (Personal ref.)

~ People

Brown Surname -
Donald Forename VJQ + =

Results 1 Person

Calendar

Research Associate (70000092)

) (People Manager: Annual Leave/Sickness) @

Not specified | Department of

Training
| Unestablished | Non Clinical Researcher | Grade 7

4@ VIEW FULL CALENDAR

Select all Save this group
18 Sep - 01 Oct 2025
Name 3+ Unit <
mﬂ] 20 21 22 23 24 25 26 27 28 29 30 O1
@ DrDonald Brown  Department of Training
- [ ] ® 000

=
=

Calendar

LINKS

1 Oct 2024 - 30 Sep 2025

Reporting manager
Professor Lawrence McGregor
Director and Head of Department

18 Sep 2024 - 18 Sep 2025

18

of 41
days

No sickness

Holidays remaining
(as of last calculation)

(as of last calculation)

I Entitlement summary

I Holiday list
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3. The Holiday entitlement summary including bookings will be displayed.

@ Dr Donald Brown

Holiday entitlement summary vVMENU C &

Employment details

Position | Research Associate v|

Period details

Holiday period dates | 01/10/2024 - 30/09/2025  v|

Length of service at relevant date |'6 year(s) 8 month(s) O day(s) |

Scheme name | Academic Related & Research V|

Membership dates |01/10/2024 - |

Entitlement for period |\a11 days (41 days Pro Rata) |

From To Duration Remaining entitlement Type
25/12/2024 25/12/2024 1 40 Bank holiday
26/12/2024 26/12/2024 1 39 Bank holiday
27/12/2024 271272024 1 38 Company holiday
30/12/2024 31/12/2024 2 36 Company holiday
01/01/2025 01/01/2025 1 35 Bank holiday
18/04/2025 18/04/2025 1 34 Bank holiday
21/04/2025 21/04/2025 1 33 Bank holiday
05/05/2025 05/05/2025 1 32 Bank holiday
26/05/2025 26/05/2025 1 31 Bank holiday
14/07/2025 14/07/2025 1 30 Annual Leave
25/08/2025 25/08/2025 1 29 Bank holiday
01/09/2025 05/09/2025 5 24 Annual Leave
15/09/2025 15/09/2025 1 23 Annual Leave
19/09/2025 19/09/2025 1 22 Annual Leave
23/09/2025 23/09/2025 1 21 Annual Leave
24/09/2025 24/09/2025 1 20 Annual Leave
25/09/2025 26/09/2025 2 18 Annual Leave
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7.

Managers - Checking Leave Balance for the team

Click on the People menu link on the Home Screen

Q, Find iTrent pages

People >

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.

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

LINKS

= |
(—1]

I Calendar

Entitlement summary Holiday list

Use the navigation buttons to view different date ranges.

Bd ©17/092025 X [ L — )

B

A Organisation im

O Mr Bruce Boyer + 13

University of Cambridge
— Absence calendar vMivu C &

A People : “«q > »

COE==vR + ‘ occter
w17, %1%
oo 0o
27 7
2] B2
00 22
B2 22
Z17] 2]
00 0o
7Z}7] 7]
[ 217] oo
Y, 2
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RS

Human Resourcesdl

5. Mouse over a calendar dot to see more information:

VMENU C & [

Absence calendar

<« 4 | 17Sep-170ct2025 o

September October

1719 20 21 22 23 24 25 26 27 28 29 30 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17

(o &

@ Dr Donald Brown # DD # DD DD DD
© Wi paul Herbert Y, . 88 88
Personal reference: 80000084

@ Mr Douglas F Kemp Z1Z| _ Payroll reference(s): 0000084
Day: Wednesday

Date: 24/09/2025

Working pattern: Mon-Fri default (1
Hr)

. Working Pattern Start Date:
@Bank holiday " Holiday @Sickness 01/02/2018
Pasition: Research Associate
. . (90000093) .
Please click on a day for further option:oceupancy: 01/02/2018 - | D = am/pm split = Clashing events
Reporting: Director and Head of
Department - Department of Training

6. Click on a dot for more options:

Absence calendar vMENU C & [

44 € 17Sep-170ct 2025 N

September October

1719 20 21 22 23 24 25 26 27 28 29 30 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17

o )
2% 20

@ Dr Donald Brown @ D D Update/Delete this holiday absence
€ Mr Paul Herbert DD GD DD
 Mr Douglas F Kemp DD Create sickness absence DD DD

Check holiday entitlement

@3Bank holiday ' Holiday @ Sickness

Please click on a day for further options = Awaiting authorisation E =am/pm split = Clashing events
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10. Managers - Running Annual Leave Reports

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

=Q MENU [ (People Manager AL+sick) @

Good morning Lawrence, welcome back! You last logged in 1 minute

= ago

1} Reorder home page

My to do list (0) /
Processes (0)

Q, Find iTrent pages

People >

Out of office today (Dr
Donald Brown)

~

2. Search on the keywords ‘Run report’.

UNIVERSITY OF

CAMBRIDGE B 19/09/2025 X
Run report x Q
1 result

Management information > Absence reports
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.

UMD 119/09/2025 X

SEARCH FIND ITRENT PAGES

A Organisation

University of Cambridge

A Absence reports
Absence History
Holiday Entitlement Breakdown

Qutstanding Holiday Entitlement
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4. Select the Report that you wish to run, change the fields accordingly and click Run.

Outstanding holiday entitlement

Unit/Employee * ‘ Unit V|
Organisation start point* ‘ Department of Training | Q
Effective date*  19/09/2025 )

Holiday Scheme ‘ <All Holiday Schemes= V|

Reference number ‘ Personal reference V|

Minimum balance to report on ‘ |

days ‘ |

hours ‘ |

Organisation view ‘ Show all data by unit V|

Full path display [

New page for each organisation unit [

Output type ‘ PDF File V|

Report run comments

5. To view the reports there are two options:

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

CAMBRIDGE [ 19/09/2025 X ‘
SEARCH FIND ITRENT PAGES
download x Q ‘
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Il.  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.

TO DO LIST (0 PROCESSES (0) x

Report - Outstanding Holiday Entitlement, University of Cambridge

COMPLETE | 19/09/2025 09:46

Report - Holiday Entitlement Breakdown, University of Cambridge

COMPLETE | 19/09/2025 09:46

Report - Absence History, University of Cambridge

COMPLETE | 19/09/2025 09:26

6. From here you can Delete or Download the report.

<[To do list / proces...

Download output Outstanding Holiday Entitlement C

View output from

| Today V‘
Available report outputs
Run date & time Comments Download Delete
Select all
19/09/2025 09:47 ¥ O

Copyright © 2026 University of Cambridge Last Modified: July 2026 Page 37 of 46



User Guide: Recording Annual Leave and Sickness for

Employees and Line Managers

7. The file will download to your computer in pdf format.

Outstanding Holiday Entitlement

iTrent
Effective Date: 19/09/2025
Scheme: All Schemes
For outstanding entitlements >= 0.00 Days or 0.00 Hours
Employee Name: All
Scheme Name Unit Cont.
Hours

End of
Holiday Yr

Entitlement

Full
Partial
Personal

Taken

University of Cambridge

Organisational Start Point: Department of Training
‘Organisation View:
Path Display:

Reference No:

Scheduled

Qutstanding

Abbott Pauline (Cleaner; Reference Number: 80000098)

Assistant 1 October Day(s) 37
Alford Kelly {(Accounts Clerk; Reference Number: 40000008)

Assistant 1 October Day(s)
Anderson Chris (Accounts Clerk; Reference Number: 40000025)

Assistant 1 October Day(s)
Andrews Paul (Accounts Clerk; Reference Number: 40000029)

Assistant 1 October Day(s)
Ball Emma (Accounts Clerk; Reference Number: 40000005)

Assistant 1 October Day(s)
Boardman Matthew (Accounts Clerk; Reference Number: 40000031)

Assistant 1 October Day(s)
Boyer Bruce (Snr Chief Mechanical W/shop Technician; Reference Number: 80000005)

Assistant 1 October Day(s) 37
Brown Donald (Research Associate; Reference Number: 80000084)

Academic Related & Research 1 Day(s) 37
Brown Louise (Accounts Clerk; Reference Number: 40000014)

Assistant 1 October Day(s)
Casling Heather (Accounts Clerk; Reference Number: 40000028)

Assistant 1 October Day(s)
Chan Jack (Under Gardener; Reference Number: 90000002)

Assistant 1 October Day(s)
Chapman Andrew (Accounts Clerk; Reference Number: 40000004)

Assistant 1 October Day(s)

30/09/2025

30/09/2025

30/09/2025

30/09/2025

30/09/2025

30/09/2025

30/09/2025

30/09/2025

30/09/2025

30/09/2025

30/09/2025

30/09/2025

36.00

0.00

0.00

0.00

0.00

0.00

40.00

41.00

0.00

0.00

0.00

0.00

12.00

12.00

13.00

11.00

11.00

11.00

11.00

19.00

11.00

11.00

11.00

11.00

6.00

7.00

1.00

1.00

0.00

0.00

0.00

4.00

0.00

0.00

0.00

0.00

18.00

-19.00

-14.00

-12.00

-11.00

-11.00

29.00

18.00

-11.00

-11.00

-11.00

-11.00
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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

HR Systems

Training Systems Systems Development

University Information Services
(Management Information)

Supporting HR Systems for
Recruitment, Staff Self-Service,
Payroll, Pensions, Staff Benefits and
Record Management.

UIS (Management Information)
website

Systems Log in

CHRIS

Developing simpler HR processes Cambridge Casual Worker System
_ (ccws)

Focus On Employee Self-Service (ESS)

Recruitment Administration System
(RAS)

Systems Development Systems Overview

Temporary Employment Service (TES)
System

Web Recruitment

Quick Links
Agile Delivery

HR Website
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3. Click on the link to Log in:

CHRIS for Managers and Administrators

Login:
If you are a registered CHRIS user, please log in.

Do not disclose your UIS password to anyone.

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

Bl UNIVERSITY OF

» CAMBRIDGE

Sign in

CRSid@cam.ac.uk or CRSid@cantab.ac.uk

Can't access your account?

Next

For help, please contact the UIS Service Desk at
servicedesk@uis.cam.ac.uk, by phone at +44 (1223)
(3)32999 or visit the website at
https://help.uis.cam.ac.uk/

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

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

Q, FindiTrent pages

People >
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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.

L2 ¥ 017/09/2025 X

SEARCH ;

~ Organisation m

O (Peopic Monager: Annus

¢ Dr Donald Brown ]

~ People

Calendar

=@
Calenda 1 |
Entitiement summary £ Download self certificate form
9. This will open a new sickness absence details page
@ Dr Donald Brown
Sickness absence details New VMENU C & ()
Sickness period
Sickness period* l More than one day V‘
Part day
Absence start Full day
Absence start date* [MVEICRUERECIEEEN
Absence start type | Full day V‘
Absence end
Absence end date | ‘ 5
Absence end type | Full day V‘
Absence
Absence type * | Sickness Scheme V‘ Set as default O
Absence reason | <None> V‘

Save

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

Sickness absence details New vYMENU C & )

Sickness period

Sickness period * | Part day "|
Absence start
Absence start date * | | ]
Absence start type | Half Day - PM V|
Half Day - PM
Half Day - AM
Absence end
Absence
Absence type * | Sickness Scheme V| Set as default O
Absence reason | <None> V|

Save

13. If a sickness period of More than one day has been selected, enter the Absence end date.

Sickness absence details New VMENU C & [

Sickness period

Sickness period * | More than one day v|
Absence start
Absence start date * | 16/09/2025 | E
Absence start type | Full day v.|
Absence end
Absence end date | 18/09/2025 =
Absence end type | Full day V|
Absence
Absence type* | Sickness Scheme v.| Set as default ()
Absence reason [ <None> V]

Save
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14. Select the Absence reason and select Save

( Blood disease

Cancer

. . Chest/breathing difficulty -
Sickness absence details New  |SSREE—- vYMENU C & )

Sickness period Covid-19 (Coronavirus)

Dental problem
Sickness period™ | Ear nose or throat problem

Eye problem
Absence start
Gland/hormone problem

Absence start date* | Headache/migraine 5]

Heart or circulation problem

Absence start type .
P Infection

Absence end Injury

Mental health/stress

Ab d dat
SENCE ENAAate | Nerve problem B

No Medical Cert Received

Absence end type

Absence Pregnancy-related prablem
Absence type* Skin Problem Set as default O
| Stomach or gut problem v|
Absence reason | <None> v

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.

Sickness absence details New c & 0

Entitlement summary ] [ & Download self certificate form ]
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16. Viewing the calendar will show the logged sickness.

Absence calendar V¥ MENU
Position ‘ Research Associate (01/02/20° V|
“ 4 [01 - 19 September 2025 V] >
September
01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 19

5
U DY)« e @ e«

€ Dr Donald Brown

Holiday @ Sickness

@ Bank holiday
% | = Awaiting authorisation [ | = am/pm split [ 1] = Clashing events

Please click on a day for further options

c

=
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R

12. Managers - Amending or Deleting Sickness
Absence

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

Q, FindiTrent pages

People >

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.

oy O (People manager: Annual Leaversickness) €3
A Orpisation i € Dr Donald Brown c
personal Employment

- Associate (70000092) | Not specified | Department of

Known as Donald born on 17/11/1988 Res

~ People

80000084 (Personal ref)

Calendar
€ Wr Eric B Dewhurst
€ wr Phillp Henderson
€ Mr Paul Herbert
o
) Professor Sebastiaan Huijgen
L]

Copyright © 2026 University of Cambridge Last Modified: July 2026 Page 45 of 46



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

RS

Human Resourcesdl

4. Select the Absence you wish to amend from the left-hand side menu.

BENIRBSE 8 18/09/2025 X

SEARCH FIND ITRENT PAGES

A Organisation

University of Cambridge

A~ People

C OEmm 9 +

Results 14 People
Select all Save this group

O Mr Bruce Boyer

{@) Dr Donald Brown

(™) wmir Eric 8 Dewhurst

O Mr Philip Henderson
™) Mr Paul Herbert
O Professor Sebastiaan Huijgen

(™) Professor Nicholas C Irvine

A Sickness absence list

16/09/2025

Sickness absence details dr Donald Brown

Sickness period

Sickness period* | More than one day

Absence start

@ Dr Donald Brown

VMENU G B

Absence start date* | 16/09/2025 =]
Absence start type ‘ Full day V‘
Absence end
Absence end date | 18/09/2025 =]
| Absence endiype [ HalfDay- aM )
Absence
Absence type* ‘ Sickness Scheme v‘

Absence reason ‘ Other

Position

Research Associate (Department

N

of Training, 01/02/2018)
(Current)

« C ©

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