How to submit an Academic Appeal

To submit an appeal application, 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.
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Hello

Welcome to your SRS page. Here you will be able to look at your personal and course related information held by the University Show my ILP (student view) [Usz

Your Course details are as follows:

Course: UG BSc (Hons)

Key links

View my ILP

Download a PDF copy of my ILP

Edit preferred name

Edit pronouns

Edit address

Mew Test Edit address (ADD) [ hew
Collect your 2024/5 candidate number

Edit Emergency Contact information

Change your IT password (new window)

Posigraduate Online Applications -

Log in to the Pestgraduate Online Applications
Postgraduate Taught programme information

Postgraduate Research programme information

Options for nolification by fext to your mobile -

This facility will texi you late timetable changes, for example when your lecture room is changed at short notice:

Current status: Jij On

Tumn notifications off

A Reports

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

Student Finance ePDP Assessments

View, Add and Amend Appeals

Complaints

View, Add and Amend Complaints



You will see the following page:
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Formal Aogeats Awaling otrcaton (@)

To submit a new Formal stage appeal click on the blue ‘Formal Academic Appeals’ button in the
Actions menu:

Formal Academic Appeals

Then select the relevant programme of study for which you wish to submit an appeal. This will
be the programme for which you have recently received an official mark release notification and
progression or awarding decision. Inthe 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:
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Please seact e enrolment to which your Appeal applies.

SPR Cods Student Name Email Addross Programme Type Programme Nama Faculty Lovel of Study Status Viewihdd Appsal

sexeler ac.uk Undergraduate Faculty BSc Facalty of Environment, Science and Econamy Stage 2 Curmently Encolled m

View/Add Appeal
AddView Appeal

Click on against the relevant programme of study.

Read and complete the screens and click next to navigate through the appeal form:
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Screen 2:
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Questions boxes with a pink background are mandatory

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

Error

You must respond to the Upload supporting evidence question.
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On screen 3 you can upload evidence to support your appeal. 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.
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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.

Screen4.

On Screen 4 you will be presented with a summary of your appeal 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 appeal 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 appeal.

Confirmation and Dedaraion

1 carty that

+ The information | have entered is correct 1o the best of my knowladge
+ 1 understand that appropriate staff will have access to the informatian pravided i relation to my application.
. y prog fu ampanents andlor placements, | understand that the Central Cases Team may need to speak to relevant staff of hose extemal badies

“I Agres

You have provided us with your personsl informatian which you fes! s pertinent to your appeal 1o enable us to mest aur obligations and pravide you with the appropriats service relating to this procedure.
This s & canfidentil process and il not be marked on your ranseript or student record
Howeves, a5 part of this process, we may need 1o review and share slements of what you have provided wilh other collesgues within the university 1o assist us with your applcation and support

In some circumstances we may also seek lo clarlfy your evidence by collecting and considering information from other internal teams or systems {such as. the Wellbeing Team or the mitigation s relevant o the deck i for your appeal This will enable us ive the best
support and the most agpropriate auleome 1o your appeal
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1f you wish for & supporter ta be copied into the autcome of your Appeal. o for a personal email address of your own 1o be Included, please indicate ‘Yes' below. This will act a5 your wiitien consent

I you do not have & named supporter o do nat wish for your supporier to receive any further from the relevant team, pl No’ below.
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When you have completed your appeal application you should click Submit:

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

Important: Please note that all appeals must be completed and submitted within 10 working
days following release of your progression or awarding decision. Any appeals that are
incomplete at the end of 10 working days will not be eligible for consideration.



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

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

If you do not have all your evidence, it is possible for you to submit an appeal 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 ‘| haven’t
got all of my evidence so will attach (more) later’
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Upload supporting evidence:

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 your via email to your Exeter email address.

You will still need to submit your appeal application within 10 working days following release of
your progression or awarding decision.

Important: Please note that we will not start to consider your appeal 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 appeal will be considered based on
what you have submitted.

Appeals Dashboard

Your appeals dashboard shows all your appeal applications and the stage they are at, including
their reference code. Please check that the application you have created is in the Formal
Appeals Submitted folder (or the Formal Appeals Awaiting Further Evidence or Information
folder if you have stated that you will provide more evidence.
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You will be able to use the dashboard to see what stage of the process your appeal has reached
and you will be able to download a copy of your appeal.

Withdrawing an application

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