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3) Check the amount of sick time you have on balances. Here you can see that the student’s

current balance is 2.10. This student has already taken 13.50 hours of sick time.
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5) Click on the magnifying glass next to the time off

AUGSBURG

‘Web Time Entry - Augsburg University  10-07 AM (CDT)

My Account My Reports
BACK | Home > My Account > My Time Off > Request > Request Time Off
TIME OFF BALANCES
Time Off <: TIME OFF ACCRUED TO TAKEN CURRENT
REQUEST TYPE
Full Day Student Sick 06/17/2018 Hrs: 1350 210
o Date Scheduled time off is NOT reflected in the Current Balance amount but will be included in calculating maxir
Partial Day (Start/Stop)
Date From To Total
Partial Day (Bulk)
Date Total Hours
Multiple Days
From To
COMMENTS
6) Select Student Sick
START My Account My Reports

Time Off Lookup

Time Offs

[=}- sick

Student Sick @




7) Select Partial Day
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8) Enter which day you were sick by clicking on the calendar
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9) Enter the hours you missed, in which you wish to have be sick time. Here you can see that the
student was schedule to work from 9-10 AM. Since the student was sick, s/he is requesting sick



time for that hour.
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10) Select Submit request at top left corner
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11) Your request has now gone to the Tutor Coordinator for approval.
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