


Academic Appeals –

Digitised Appeal Form. 

A Step-by-Step Guide



Guide for Students submitting 
the Digitised Appeal Form   

(from the Portal)



Student - Portal

• The Student should login via this link: https://myportal.qub.ac.uk

https://myportal.qub.ac.uk/


Student - Portal

• Select ‘My Request’ in the top right corner to view a list of all your Service Requests.



Student - Portal

• You will be navigated to a list of all of your Service Requests.

• *there may be a mix of requests including Academic Appeals, Exceptional Circumstances etc here

• Select the ‘+ Create request’ to begin a new Service Request for your Academic Appeal.



Student - Portal

• The first page you will see is the ‘Request Details’ page.

• This page will route you down the correct path to ensure you are creating the correct type of Service Request.

• Then select:

• ‘Exams and Assessments’ from the ‘Nature of your request’ field.

• ‘Academic Appeal’ from the ‘I need support with…’ field..



Student - Portal

• The next page you will see is the ‘Information’ page, which provides you with relevant information and important links to be aware of before 

beginning your Academic Appeal.

• Select ‘Save and next’ to proceed with your Academic Appeal.



Student - Portal

• The third section of the form displayed is the ‘Assessments’ page. This is where you add any Assessments that you are appealing.

• Select ‘Add Assessments’ to begin adding Assessments.

• Any Assessments added will show up as a list on this page.



Student - Portal

• Fill in the fields within the pop-up window(s) with 

the required information regarding each module 

assessment(s).



Student - Portal

• If you select ‘No’ to the question ‘Does this apply to ALL assessments for this module?’ then some more fields become available.

• Date of submission / exam – date picker.

• Assessments details – a filtered list of the Assessment details depending on whether it is Coursework or Exam related.

• Assessment name – Non mandatory free text field to give Assessment name. Please include this if known.



Student - Portal

• The next section to input for your Assessment is the 'Grounds for Appeal'.

• Here you should select one or however many 'Grounds for appeal' that relate to the Assessment or Module selected above.



Student - Portal

• Once you have added your information as shown earlier, these will then be seen displayed within the Assessments box.

• Select ‘Save and next’ to progress to the next stage of your Academic Appeal form.



Student - Portal
• The fourth section you will now see is the ‘Appeal Information’ section of the form.

• Please select your ground(s) for appeal and add additional requested information in respect of each selected ground.

• Click on ‘Save and next’.



Student - Portal
• You then need to provide information relating to your ground of appeal here for each of the assessment(s) your appeal is in relation to. Please 

provide the information you wish to be considered in respect of the specific ground selected within the free text field below.

• *There is some help text within each ground to give you an idea of the type of information you should enter.

• Complete the remaining questions about Exceptional Circumstances asked on this page. 

• Check all the information provided and then click on the ‘Save and next’ tab.



Student - Portal
• The next section you will see displayed is titled ‘Late information’.

• This page gives you an opportunity to indicate whether or not you believe the Academic Appeal you are submitting to be late. 

• If your Academic Appeal is being submitted late (that is, after the deadline you had been provided with for the submission of an Academic Appeal 

in respect of any or all the modules your appeal is in relation to), then you would be required to explain the reason for this late submission in the 

free text box below.



Student - Portal
• This next section is the Evidence page. Include here, any evidence that you wish to be considered specific to your Academic Appeal. However, 

before you submit anything, please ensure you read the help text which provides some guidance relating to evidence you should provide. This is 

shown dynamically depending on the grounds of appeal selected previously.

• Note: the example below relates to the appeal of a student who had confirmed that their appeal (or some part of it) was being submitted late. In 

this instance, the ‘Evidence as to why Academic Appeal is late’ folder will show up for you to add any relevant evidence.

• If your appeal is completely on time, you will only need to upload ‘Evidence in support of Academic Appeal to FSAC’. You can do this by selecting 

the chevron under ‘Actions’ and selecting ‘Upload’. 



Student - Portal

• You will then be presented with a ‘pop-up’ window where you can add a description of the file and attach one or more files from your device.

• Once complete, click on the ‘Add Evidence’ button to continue.



Student - Portal

• Once the Evidence you have has been uploaded for the relevant folder you can view that this has been done by checking the ‘Uploaded’ field 

where you would see that this has changed to ‘Yes’.



Student - Portal
• You will then be asked to confirm if you have uploaded all your evidence or not.

• If you select ‘No’ to the question ‘Please confirm you have uploaded all documents in support of your application’, you will need to provide 

information as to why you have not done so. If you select ‘Yes’ to the question, then you will not need to explain anything else. 

• Click ‘Save and next’ once you are done with the Evidence section of the form.



Student - Portal
• The next section that will come up for you is the ‘SU Advice’ page.

• Here you can select the ‘Download’ button to download a PDF copy of all the information that you have entered in relation to this Academic 

Appeal.

• You can then share this downloaded copy of your Academic Appeal with SU Advice to receive impartial advice and guidance from them. If you 

choose to share with SU Advice for guidance/advice, please do not then submit your appeal at the same time. 

• Important: It is vital that you understand that your deadline for submission of an Academic Appeal will not change on account of your submission 

to SU Advice for guidance/advice, so do take this into consideration.



Student - Portal

• Consent – tick this consent box only if you are happy for SU Advice to be made aware that a decision has been made in respect of your Academic 

Appeal. Note that we will not share any details about that decision without your permission.

• Click ‘Save and next’ to move on to the next section of the form.



Student - Portal

• The last section of the form is the ‘Declaration’ page.

• Here you are presented with information regarding the University's guidelines.

• You should read and then tick the Declaration and then select ‘Submit’ to submit your Academic Appeal (once you are happy with the information 

you have provided and ready for it to be considered).



Student - Portal

• You would then see a Success message such as this once submitted. This message includes the Service Request ID which can be used to track 

the Academic Appeal.



Student - Portal

• Once submitted, you should also receive an email such as the one below to your email inbox.



Student - Portal

• If the Appeals, Conduct and Complaints Team require you to update your Academic Appeal, you will receive an email informing that you are 

required to update your Academic Appeal.

• The Appeals, Conduct and Complaints may ask you to update your Academic Appeal for one of the following reasons:

o You have submitted your Academic Appeal late

o You are required to upload more evidence in support of your Appeal



Student - Portal

• You should also receive a ‘Portal Notification’ informing you that there is an action required by you.

• You can access this by navigating to ‘Notifications’ in the top right hand of the portal.



Student - Portal

• On the Service Request page, the ‘Request Status’ would have been updated to ‘Requestor Action Required’.

• You should select the dropdown and select ‘Update’ to begin resubmitting your Academic Appeal.



Student - Portal

• Once the Appeal is opened, you can view the action 

you must take along with the deadline that you must 

respond by.

• If the Academic Appeal has been deemed as Late 

then you will be required to explain why it is being 

submitted late.

• You will also be required to upload evidence in 

support of your late appeal submission.



Student - Portal

• Once submitted, you should be presented with the below success message.



Withdrawing an 
Academic Appeal



Student - Portal

• Should you wish to withdraw an Academic Appeal that you have already submitted for whatever reason, you can do so up to a point, whilst it is in 

progress by selecting ‘Withdraw’ from the drop down chevron on the Academic Appeal.
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