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How to Submit a SAP Appeal Form Online

Follow this guide to navigate the SAP Appeal Form and submit your appeal. This
tutorial provides the necessary steps to enter your circumstances, upload supporting
documentation, and finalize your submission.

Navigate to https://go.eiu.edu/SapAppealForm

1 If you have not signed in to any EIU system click "LOG IN WITH SAML" and you will
be redirected to EIUs sign in page
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2 After logging in to an EIU system this will be the page you see

Read through documentation
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3 Read through introduction

4 Read documentation required for each circumstance
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5 Click the "I have read and understand the above information." field before moving
on to confirm you know what you need to continue application process.

6 Click "CONTINUE"
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After hitting the continue button you will be led to another page to begin filling
out appeal. Which includes uploading or documenting the required information

7 Select circumstances that apply
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8 Under "Other Circumstance" you will have a text field show up for you to specify
your circumstance in there.

9 Click "select file" to upload appropriate required documents. You can upload
multiple files.
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In explaining your circumstances you can either upload a written explanation or
upload a SIGNED written explanation

10 Click "Upload Written Explanation" - To Upload a document that clearly explains
the circumstances related to your SAP Appeal before submitting the form."
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11 Click "Provide Explanation in Text Box" - To Enter your explanation directly into the
text field provided instead of uploading a document"

12 Verify you have done everything for each checkbox and tick as you go along
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13 Click "Submit"

14 Once you click on submit your application will be submitted and can close the tab
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You will have to book a time to meet your advisor to go through your semester
plans.


