
Employee Leave Request
Instructions



Access the Leave Requesting system 
through myYC Experience.

o Access myYC at https://yc.edu

o Enter your network username and 
password. 

o Click on “Employee Dashboard” 
on the “Employee Resources” card.

https://yc.edu/


• Click “Request Time Off” to enter new Leave Request. Leave Requests 
may be entered up to 12 months in advance.



• After you’ve clicked “Request Time Off”, the periods that are open 
for leave requesting are displayed. 

• Prior Leave Requests can be viewed by clicking on “Prior Periods”.
•  Click “Start Leave Request” for the pay period you are requesting.



• Navigate to the day you want to request leave and click on that day. 
• Click the drop-down for “Earn Code” to choose the type of leave you are requesting.
• You can click on “Leave Balances” to view your current leave balances.



• Enter the number of hours you want to request off 
each day.
• Click “Save” after entering hours each day.
• Time may be requested in .25-hour 

increments.



• When you re ready to submit your Leave Request, you must first click the “Preview” button.
• The summary of your Leave Request will be displayed. 
• You can use the “Comment” box if you want to add a comment to your supervisor.
• Click “Submit” to submit your Leave Request to your supervisor for approval. 



• When your Leave Request has been approved, the status will be updated to “Approved”. 

• Leave Requests will not impact leave balances.

• Leave balances are updated when the Timesheet is processed.

• Requested leave will auto populate into the applicable Timesheet.

• Requested leave can be recalled at any time prior to the applicable pay period.

• Future submitted Leave Requests can be cancelled by clicking on “Cancel Request”. 

Notes



Handy Tips and Tricks:

• You can copy (e.g., to copy one day, to record a week of 
vacation), delete, or modify an entry as described below.



Questions? Please contact 
payroll@yc.edu.

mailto:payroll@yc.edu
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