Yale
Approving Time Off Requests

II Open an internet It’s Your Yale

browser and go
to the following €3 your.yale.edu c

address:

http://your.yale.edu

n On the

homepage, click § £
MY TIME. I'd like to...

YALE LINKS MY LINKS

L
BUYING GLIDE » EMPLOYEE SERVICE CENTER » B MYE
& MY TIME « PUBLIC SAFETY SERVECES - SHU
YALE BUDGETING TOOL (YBT) WEB CLIENT = YALE TRAVEL MANAGEMENT » & EXFi
n Log in with your Login required
NetlD and . L _— )
You may establish ¥ale authentication now in order to access protected
Password. services later
NetID: A %
Password:

L warn me before logging me in to other sites,

Login
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General My Genles® Timekeeping

4. Click Inbox.

» Accrual Repodt
s Tof s

+ Wark & Absen

5. From the Tasks tab, double —
WOOR i click on the Time Off Request
e message to open it.
Status  Actve v of Date: 110372009 E coegores a1 e
| Beckham ;;Ta rma«ww_mwwﬂrum IW‘IWiGW-MM)Em:‘: n/u:znoe | ‘:auﬁ i 'rmtmv I
WnrkflowlD=4171 Tackil=41f1 |

6. Click Next.

T8 nitps/cronos tsysle sdu A= A121 - Time Off Evaluation - Windows Iriemet Bxplorer

Rule Violatons: None

Accrual Violations: MNane
Employee 10 938204853
[Employee Name: Beckham, Dawd
Bonus Vacation:

(Compensatory Time: 0.0

|Personat: o

Sick: 340

Vacation: 3520

Request Type: VACATION 7. Review the request and
Start Date: 11/09/2009 . .

oc Dates 4102008 click Approve or Reject.
Hours Type: Full Schadulad Day

{Unavadable Start Time:

| Unavailable Duration:

[Employes Message:

What do you want to do?

Recheck Rules

Override shift 7 )
Create Open Shift: W 8. Click Next.
Message:

Reset | [ Cancel
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@ b flronoa: o yuie ed

Thank you for using Request for Time OFf evaluation process.

. Click Save & Close.
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