
Steps for SAP Appeal Submission

1. Student will log into mga.studentforms.com using their MGA username and password.

2. In the top right corner, they will need to click 
3. A dialog box will appear with four request types listed. The student will select “Satisfactory 

Academic Progress Appeal” for the corresponding term. Only active requests will appear in 
dark purple.

4. After making their selection, the student will be directed to a dialog box to br
why they are submitting a request. Please note, this is not the section where the full appeal 
statement should be entered. After typing their explanation, select “Submit”. 

5. The student is then directed to the “Needs Action” Page:

6. Click “Needs Action” and the user will be directed to their task in Student Forms. 



7. After clicking on the task, the user is directed to the Open Appeal Status Phase. They will 
need to click “Fill Out”

8. After clicking “Fill Out” the user is directed to the SAP Appeal as in the next two 
screenshots. 



9. It is important for the user to select a reason from the drop-down menu. If they fail to do so, 
they will not be directed forward. Instead, they will be prompted with the following error 
message: 

10. After selecting their reason and typing their appeal statement, the user can sign the appeal 
electronically using their E-sign Password, which should be the same as their MGA 
password used to sign into the form. 

11. After entering the E-Sign Password, the rm the Terms and Conditions 
for signing electronically. 



12. Based on the reason selected in the appeal, the user 
have electronically signed, and an indicator of the other documentation required for 
submission:

13. After clicking “OK”, the user is directed back to the tasks page. Special Note: If the user 
never uploads requested documentation, the appeal will not be submitted for review. In our 
example, the user still has an outstanding task to be completed: 

14. After the user uploads the required documentation, the user will click “Finish”

so the SAP Appeal form can move forward to the SAP Appeal 

a. Special Note: Additional information is often requested based on the appeal reason 
and the reviewer’s judgement. Whenever additional information is requested, the 
student will receive a message via text, email, or both. 

15. Below is an example of the user’s view after all tasks are completed: 




