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ACTIONING ANNUAL LEAVE REQUESTS 

1. Click the ‘Absence Calendar’ link in 

the ‘My Team Personal Information’. 

2. Click the drop-down arrow in the 

‘Month’ field and amend if required 

(left).  

3. Click on a square where the absence 

is pending (partially chequered edges). 

4. The notification to approve the 

absence will be displayed (figure 8).  

5. Click on relevant notification and 

select ‘Approve’ or ‘Reject’ as      

appropriate.  
Figure 8: Approving Leave 

FREQUENTLY ASKED QUESTIONS 

Q. Why is my annual leave request calculating higher hours? 

The system includes hours over the weekends, if the leave goes over a week-

end. You should amend the total hours to exclude the weekend. 

 

Q. What do I do if my entitlement is lower than I expected? 

Contact the Workforce team as your continuous service date may require    

investigating.  

 

Q. What if I change my hours or reach five/ten years service? 

The system will update your entitlement accordingly 

 

Q. How do I amend the incorrect hours if my leave has been approved? 

Your line manager can amend via the Team Absence Calendar.  
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INTRODUCTION 

This guide summarises how employees can book annual leave and        

managers can approve/decline requests via MyESR. The system will keep 

track of remaining annual leave.  

LOGIN DETAILS (NEW USERS) 

1. Click on the ‘Forgotten Username or Password link (circled in red, figure 1 

above). You will be directed to a page resembling figure 2 (below). 

Figure 1: Login page 

Figure 2: Forgotten Username / Password 

2. Scroll to ‘Forgotten Username’ 

 

3. Enter your CCG work email address 

and date of birth 

 

4. Click ‘Forgotten Username’ (circled 

in red, figure 2) 

 

5. Click ‘OK’ when directed to figure 3a 

(next page) to return to the login screen 

IMPORTANT: WEB LINK 

Visit https://my.esr.nhs.uk/  or click on 

your desktop  

You will reach the login page as shown (figure 1) 
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13. Locate the annual leave you wish to add into MS Outlook and click ’Add to 

Outlook’. When prompted, click ’Open’ to open the meeting request. The meet-

ing request can be titled as appropriate and saved to your calendar.  

VIEWING ANNUAL LEAVE REQUESTS 

1. Click on ‘ESR Navigator’ (located on 

the left hand side, figure 5) 

 

2. Click ‘Supervisor Self-Service 

(Limited Access)’ on the next screen 

 

Figure 6: Supervisor Self-Service 

Figure 5: ESR Navigator 
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10. Click the ‘Submit’ button. A confirmation message is displayed to indicate 

that your request is with your manager for approval.  

SAVING ANNUAL LEAVE TO OUTLOOK 

11. Click on ‘View Absence My       

Absence Calendar’ on your ESR home 

page.  

12. Click on annual leave 

which has been approved 

(highlighted in blue)  

8. You can use the ‘Comments to Approver’ field to provide further details with-

in the absence request. 

9. Click the ‘Submit’ button. A warning message (below) appears if you have 

altered the length of time absent. 
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Figure 3a: Confirmation 

6. If you’re not aware of your password, 

click on the ‘Forgotten Username or 

Password’ link given on the login page 

(figure 1, previous page). 

 

7. Enter your username and email   

address and click ‘Forgotten          

Password’, circled red (figure 1,       

previous page) 

LOGIN DETAILS (EXISTING SELF SERVICE USERS) 

Enter your existing Username and Password details for Employee Self-

Service on the login page (figure 1). 

 

NOTE: If you’re unable to remember these details, please follow the steps 

for new users (previous page) 

Figure 3b: Confirmation 

8. Click on ‘OK’ (figure 3b, left) to be 

redirected back to the login page. 

 

9. You will receive an automated email 

with a link to reset your password. 

Please follow the instructions to change 

your password. 

 



4 

By now, you should have logged in and be presented with a web page        

displaying your details similar to below. 

Figure 4: Portal Page 

YOUR PORTAL PAGE 

BOOKING ANNUAL LEAVE  

Employees are able to request annual leave via Employee Self-Service. All 

annual leave requests require manager approval before being applied to your  

Employee record. 

1. Log into My ESR account. 

2. Click ’Create Annual Leave (figure 

5).  

Figure 5: Annual Leave Portlet 
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Figure 6: Create Annual Leave 

3. Enter the start date of the annual leave request. 

4. Enter the last day of the annual leave request. 

5. Enter the start time of annual leave. 

6. Enter the end time of annual leave. 

7. Click ‘Calculate duration’ button to check total hours of absence 

Important 

If the weekend or non-working days are included in the calculation, you 

will need to amend the number of hours to reflect the true duration.  


