
 

How to submit a Formal Stage Complaint 
 

To submit a formal stage complaint, log into the Student Record System using your normal IT 
sign in details. You can access this from the ‘More’ tab in the MyExeter app.  

 

 



 

 

Click on the ‘Assessments’ Tab and the select ‘View, Add and Amend Complaints’ in the 
Complaints Menu 

 

 

 



 

You will see the following page: 

 

 

To submit a new Formal stage complaint click on the blue ‘Formal Complaints’ button in the 
Actions menu: 

 

Then select the relevant programme of study for which you wish to submit a complaint.  This will 
usually be your current programme of study.  In the example below there is only one programme 
listed, and this will be the case unless you have recently transferred to a different programme of 
study: 

 

 

 

Click on  against the relevant programme of study. 

 

Read and complete the screens and click next to navigate through the appeal form: 

Screen 1 



 

 

Screen 2: 

 

 

Questions boxes with a pink background are mandatory 

***IMPORTANT*** If at any point a mandatory question is missed the system will return an error 
message:  

  

 

 

 

Screen 3: 



 

 

On screen 3 you can upload evidence to support your complaint. Evidence files can be selected 
from files stored on your computer. The following file extensions are accepted DOC, DOCX, 
EML, JPEG, JPG, MP4, PDF, PNG, and TIFF. The maximum file size accepted is: 5000(kb).   

There is a tick box in the Help text section of the screen to indicate if the application contains 
any sensitive or graphic information or images.  

The dropdown menu at the bottom of the page asks you to confirm if you:  do not wish to provide 
evidence; have provided all your evidence; or if you wish to provide more evidence at a later 
date (see below). This is a mandatory question.  

Screen 4.  

On Screen 4 you will be presented with a summary of your complaint application. And will have 
the opportunity to go back and change details or add additional evidence using the ‘Amend’ 
buttons. Once you are happy with the complaint application you need to tick to confirm you 
agree to the declaration in the bottom section. There is also an option for you to ask for a 
supporter to be copied into the outcome of your complaint or you can enter your own personal 
email address here if you would like your final outcome to be issued to more than just your 
University email account. 



 

When you have completed your complaint application you should click Submit: 

. 

 

You can also Save and Exit your complaint application at any time, and you will be returned to 
the main complaints menu. The incomplete complaint will have been saved to ‘Formal 
Complaints Yet to be Submitted’ folder and can be reopened and completed.  

Important: Please note that all formal complaints must be completed and submitted within 10 
working days following receipt of an outcome at the informal stage.   Any complaints that are 
incomplete at the end of 10 working days will not be eligible for consideration. 

When you have submitted your complaint application you will receive an email to your Exeter 
email address and you will receive further emails to update you as to where your complaint is in 
the process. 

 

What if I don’t have all of my evidence? 
 

If you do not have all your evidence, it is possible for you to submit a complaint application and 
indicate that you will provide additional supportive evidence at a later date.   To do this when you 
reach screen 3 of the application form  you should indicate using the dropdown that ‘I haven’t 
got all of my evidence so will attach (more) later’ 

 

 

 



You should carry on and complete the remainder of the form and submit your application.  We 
will then provide you will a deadline by which to provide your additional evidence and this will be 
sent to you via email to your Exeter email address.    

 

You will still need to submit your appeal application within 10 working days following receipt of 
the decision at the informal stage. 

Important: Please note that we will not start to consider your complaint until you have 
submitted all your evidence or until your deadline to submit the evidence has passed 
(whichever is sooner).   If you do not provide additional evidence your complaint will be 
considered based on what you have submitted.  

 

 

Complaints Dashboard 
Your Complaints dashboard shows all your complaint applications and the stage they are at, 
including their reference code. Please check that the application you have created is in the 
‘Formal Complaints Submitted’ folder (or the ‘Formal Complaints Awaiting Further Evidence or 
Information folder’ if you have stated that you will provide more evidence.) 

 

You will be able to use the dashboard to see what stage of the process your complaint has 
reached and you will be able to download a copy of your complaint. 

Withdrawing an application 
If you wish to withdraw an application, you can do this by clicking the ‘withdraw’ button 
alongside the complaint you wish to withdraw.  The team will then confirm the withdrawal to you 
via email. 
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