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How To Submit A SAP Appeal Review
From Outlook
Learn how to process and submit a student SAP appeal request directly from your
Outlook inbox. This guide streamlines the review and signature process to ensure all
required documentation is completed efficiently.

You will receive an email from "EIU Workflow" with Subject:
"SAP Appeal Submission for <Student Name Goes Here>"

1 Email explains why you received the email and what you should do next
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2 Click "Sap Appeal Request" Link

You are required to meet with the student face-to-face, by phone, or video chat
before making your decision. This meeting is necessary to ensure a thorough and
appropriate evaluation of the request.

Once "Sap Appeal Request" Link is clicked you are brought to the workflow page
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3 If you have not logged into any EIU system you will see this page and would need
to click on "LOG IN WITH SAML" to log in.

4 If you have already logged in you will see this page and would need to click "Claim
Task" to begin student review

You will need to confirm you have met with the student
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5 Click the "I confirm that I have met with student face-to-face and discussed the
details of thier SAP Appeal request prior to submitting this review" field.

GPA Calculation: Ensure you download the excel file for the gpa calculator
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6 Click "link" to download gpa calculator

7 Once calculation done Click "select file" to upload the file
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Choose options you believe for both questions

8 Click "Yes" or "No"
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9 Click "Yes" or "No"

10 Click the "Your Signature" field.
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11 Type your name

12 Click "Submit"
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13 Once you submit you can close the tab because you are done!


