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Approving Time Off Requests 
 

Open an internet 

browser and go 

to the following 

address:  

 

http://your.yale.edu 
 

 

It’s Your Yale 

 

 

On the 

homepage, click 

MY TIME.   

 

   

 

 
 

  

Log in with your 

NetID and 

Password.  
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4. Click Inbox

5. From the 

click on the 

message to open it

2 

 

 

Inbox. 

From the Tasks tab, double 

click on the Time Off Request 

message to open it. 

6. Click Next. 

8. Click Next. 

7. Review the request and 

click  Approve or Reject. 
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9. Click Save & CloseSave & Close. 


