
Requesting and Approving 
Annual Leave on ESR 

GUIDANCE FOR MANAGERS & STAFF 
ON ESR SELF SERVICE 

 



How do I know if I should use ESR to 
request annual leave?  

• All areas now have ESR Self Service except Medicine and 
some Exec areas. 
 

• Where the Electronic Staff Record (ESR) has been rolled out 
and staff have Employee Self Service, this must be used to 
request and approve Annual Leave.  
 

• If ESR self service has not been rolled out to a department, 
all Annual Leave requests must be submitted on the Annual 
Leave Request Form attached to the Annual Leave 
Procedure  
 

• Any local recording systems used must be in addition to the 
standard form/ESR, not instead of it.  
 

• There are additional guidelines and on-line step by step 
guides on all elements of using ESR on the UHB website: 

 http://www.cardiffandvaleuhb.wales.nhs.uk/esr-guides 
 

 

http://www.cardiffandvaleuhb.wales.nhs.uk/esr-guides�


1. Start by logging into ESR 

Then select 
‘Employee 
Self Service’ 



3. Select ‘Absence Summary’ then ‘Create Absence’ 



5. Enter your absence details as follows 

a. click on the arrow next 
to absence type and 
select ‘Annual Leave 
Hours 1’ 

 
a. Enter the start and 

end dates 
 (n.b. if you work regular 7.5 

hour shifts ESR will 
automatically calculate the 
duration, if you work 
irregular hours you may need 
to update this calculation) 

 

c. Click ‘Next’ 
 



6. Click either of the ‘submit’ buttons - your request will then be 
sent to your line manager for approval 



7. If you make a mistake or want to cancel your annual leave you can change 
it as long as the date has not passed 

a. Log on and go to 
absence summary as 
described in steps 1-3 
 

b. You can change or 
cancel annual leave by 
clicking on the ‘update’ 
or ‘delete’ icons next to 
the relevant date 

 (n.b. you can only do this 
once your manager has 
approved the request) 
 

a. If the date has already 
passed you will need to 
contact the ESR team 
for help 
 



8. To check how much annual leave you have left click 
on the ‘entitlement balances’ tab 

This will show you how much 
Annual Leave you are entitled 
to, and how much you have left 
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