
Leave Request
Approval Instructions



You will receive an email notification when 
you have Leave Requests that are awaiting 
your approval. To access your employee’s 
Leave Requests:

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 “Approve Leave Request”



• If any Leave Requests have been submitted, they will show up on the calendar. 

• Click on a date that shows a Leave Request to open it. 



• Click anywhere on the Employee Name line to open the Leave Request.



• You can “Approve” the Leave Request, or you can “Return for Correction” if 
needed. *You will need to add a Comment if you Return it for Correction. 



Questions? Please contact 
payroll@yc.edu.

mailto:payroll@yc.edu
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