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1. PROCESS OVERVIEW 
 
• Any professional services colleagues who have a leave year that ends on 31 March can, if they wish, take leave 

up to the end of the week in which Easter Monday falls, where Easter falls after the end of March.  
 

• In this situation, the relevant outstanding holiday entitlement needs to be transferred from the current leave 
year into the next leave year via your People Manager (Manger Self-Service) role. 
 

• If one of your team booked annual leave through iTrent but then did not take leave, this should be deleted via 
People Manager. If the leave dates are in the future, the employee is able to cancel the leave themselves, via 
Employee Self-Service. 

 
If you have any queries about whether it is appropriate to transfer leave from one year to the next, please contact 
the People Services Team in the first instance. (see red above) 
 

2. LOGIN TO MANAGER SELF-SERVICE 
 

• Go to the Leeds Beckett Staff site > click on System Login Links > click on iTrent Manager Self-Service. 

• Enter your University network username and pass-word. 
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•  Once you have logged in, the following desktop navigation options are displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Home Page > Handy Tips 
 

• Click on any of the sections to access related information. 

• Click on the People section to display a list of the people you line manage. 

• Most screens will require you to select an employee’s name before displaying further details. 

• To “reset” your screen/search at any point, click on the iTrent Home button  
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3. TRANSFER HOLIDAY ETITLEMENT TO THE NEXT HOLIDAY LEAVE YEAR 
 

• Click on the Holiday Absence section, then select an employee from the left-hand panel. 

• The Holiday Absence folder links are then displayed as shown below. 

• Click on the Transfer Holiday Entitlement link. 
 
   

 
 

• Clicking on Transfer Holiday Entitlement will take you to the Holiday Entitlement Adjustment screen. 
 

 
 

• It is important that you debit the current leave year before crediting the next leave year. 

• Select the current holiday year from the Holiday Period Dates drop-down list. 

• Under the Adjustment Details section, enter a new line of data. 

• For Value, enter the number of hours or days you are deducting. 

• You will need to enter this as a minus number, for example -3. 

• For Reason, enter the reason as “transferred to holiday year ending <date of year end which you are transferring 
the balance to>”, for example “transferred to holiday year ending 31/03/2021”. 

• Click on Save.  
 

• To credit the new leave year, first change the effective date at the top left-hand corner of iTrent to the start of 
the new holiday year period, for example 01/042021.  
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• Refresh the holiday adjustment screen by clicking on the circular arrow   
 

 
• Select the new holiday year from the drop-down Holiday period dates list. 

 

 
 

• Enter a new line of data. 

• Add the number of hours or days you are crediting to the value column. 

• For Reason, enter <transferred from year ending <date of year end which you are transferring the balance from> 

• Click save. 

• Once saved you will see the credit has been added to the entitlement for the next leave year as below. 
 

 
 

Handy Tips >  
 

• Navigate between employees, within the same screen, by clicking on a different name in the left-hand panel.  

• To navigate to a different Section, click on the Home button  
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4. CANCEL (DELETE) HOLIDAY WHICH HAS NOT BEEN TAKEN 
 

• Click on Holiday Absence Details. 

• Select the relevant holiday date from the left-hand panel.  

• If the holiday was not taken by the employee click on delete.  
 

 
 

• The holiday record will be removed from the list of the left-hand panel. 
 

5. FREQUENTLY ASKED QUESTIONS 
 

Manager FAQs  

 
When would I need to transfer holiday? 
Any professional services colleagues who have a leave year that ends on 31 March can, if they wish, take leave up to 
the end of the week in which Easter Monday falls, where Easter falls after the end of March. In this situation, the 
relevant holiday entitlement needs to be transferred from the current leave year into the next leave year via your 
People Manager (Manger Self-Service) role. 
 
Why do I need to debit holiday? 
If you have agreed that the employee may take their annual leave after the end of the holiday year then you will 
need to debit the current year to make sure that they do not overtake their annual leave in the current leave year.  
 
When would I need to delete a holiday record? 
If the employee had booked holiday on iTrent but this wasn’t taken, then you would need to delete the holiday 
record. If the leave dates are in the future, the employee is able to cancel the leave themselves, via Employee Self-
Service 
 
 
 
 

 
FEEDBACK 
 
We welcome feedback on this document. If you have any comments, please email hris@leedsbeckett.ac.uk 
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6. VERSION CONTROL 
 

DATE SECTION DETAILS VERSION 

January 2020 All New guide for MSS V 1.0 

January 2021 Transfer holiday entitlment Changing effective date of holiday year V 1.3 

 
 


