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The purpose of this procedure 

 

 Implement the new Absence excuse policy. 

 

 Student can request absence excuse, upload corresponding documents through 

eServices, and check status of request. 

 

 

This document contains 

 

 How Advisor in Advising Unit review the student request. 
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In Banner System go to SYAEXRQ form. 

 

 

 

- If you choose pending status, will display list of students with pending requests. 

 

 

 

 

 

 

 

 

1.Insert Term 2. Choose Request 

Status from the list. 

3. Click on next block 

4. Choose the student ID and click on Yalow folder to give the decision. 
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Note: If you want to give other students decision, follow the previous steps. 

1.You can see CRN, 

Absent Time, Absent 

Date and Absent Reason 

2.If you click on  

then you can see 

student comment. 

3.You can click on decision 

(Approve or Reject) 

 

4.You can add your 

comment. IF you 

rejected enter the 

comment. 

5.If you click on 

 then you can  

see the document 

7. You can see the user 

Decision and Waiting for  

6.Save 

8.  You can see  

comments if you entered.  

9. You can see the 

real user ID and the 

activity Date. 

10. Exit 


